What is the Supplemental Pay Form?

It is the eForm that is used to pay stipends for the following:

* Auto Stipend
*  Award/Recognition Bonus for Instructional Faculty, A&P Faculty, TNT, RNT, and Adjunct
* Cellphone/Internet Stipend

* Degree Attainments for: Associate, Bachelor, Masters and Doctorate
* Moving and Relocation
* Student Bonus

* Temporary Pay




How do I stop a Supplemental Pay?

If someone is leaving the university (terming/separating), payroll automatically terminates the cellphone or
auto stipend

If you want to stop the cellphone stipend for any other reason, you would submit a paper PAR. For example,
if the rate is to change for the cellphone stipend or if the stipend is no longer needed

If the employee is transferring in the same department, payroll will reach out to the department to see if the
cellphone stipend is to continue

If the employee is transferring to a new department, payroll will automatically stop the cellphone stipend
once the transfer ePAR has been received




Where do I find the Supplemental Pay Form?

The Supplemental Pay Form is in the same location as the Hire Form, Job Change Form and Employment Status Change Form

Department Self Service >ePAR Home Page > Start a new ePAR > Supplemental Pay Form e ——

|

&) tireform
Use this form to hire a new employee into your
department, or to add a concurrent job for an
- » Depariment Self Senvice = > ePAR Home Page > Employee £ employee who already works at the university
Main Menu P g Lided EPAR Personnel Action Home Page This form includes the following actions: Hire,
Rehire, Concurrent Job, Transfer, Additional Pay
Search Menu: (excludes cell phonefintemet stipendsistc)
@ ! My Worklist Hire Form
[ Work the items that have been routed to you =
% ﬁ Existing Job Change Form
= m Startanew sPAR Use this form to edi the existing job of an acti I il wrorki
1 = B se this formto e existing job of an active® employee currently werking in
3 (oepartment SelfSenic R Home Pa ata new ePAR wilthen'be.rorled tn the approprite spprovers: your department. This form includes the following actions: Pay Changes
a4 (Adiustment, Merit, Promotion), Data Changes (Contract Extension, Supervisor
5 & =] ePAR Emplovee Inquiry Undate an ePAR Change)
5 2 ? Resubmit, Change, or Withdraw an ePAR. Make changes to an ePAR that has been
1 ] i jed ds to be updated. Only fi that h: it had final | or b *Employee must have an active job record in order to be displayed in the search
r " | 1 R T recycled or needs to be updated. Only forms that have not had final approval or been
3 Worklist View Employees ACA Hours probesssd into the syatemwil b aocassble. raEs;:zZH\ftj\:teéw::‘wengul[:ras passed, the Hire Form must be used.
a Job ge Fo
03 MU Applications ’ View an ePAR
i I_l " % View a submitted ePAR, including information about its handling so far. Thisis a i Employment Status Change Form
PeopleTools i A Use this form fo submit an employment stalus
[ — change. This form includes the follawing actions:

Termination, Retirement, Leave of Absence (paid
or unpaid), Return from Leave, Suspension, Recall
from Suspension *Carrections bo previously
submitted ePARS that have already been committed
to PeopleSoft by the final approver will need to be
submited using a paper PAR form.

Employmeni Staius Change Form

Supplemental Pay Form

USEhe saie-eedTGnal pay for an
employse. Supplemental pay types include
celiphonefinternet stipend, degree attainment,
student bonus, recognition bonus, and
auto-stipend

Supplemental Pay Form

Return to ePAR Personnel Action Home Page




Overview

* Once you search for and locate the employee > click on their name
* Ensure it is the correct employee

* Select your Supplemental Pay Code (which is based off the Employee Group Classification) <&

Add Supplemental Pay

Step 1 of 2: Supplemental Pay Information 3
Please enter the date the change should go into effect and and make the desired change(s). LOOk Up Supplemental Pay COde - Important to remember.
g g ge(s).
Help * The Department to Charge to box can be
Name: empin: [ =rormi0: __ Cancel .
el e e populated with any department number. PLEASE
= Search Results
e — ] = T et @ eme 0 make sure the department number you are entering
“])z:tcl(ljﬂe ;ij‘:u Info Technology Specialist| o ;L:)E’:lemental pay Description ls the CorreCt department to be Charged (lt does nOt
Position Nbr: 00002760 ePAR Coordinator ASOC Associate Degree Attainment
EmpGrp:  CLASS BACH Bachelors Degree Atainment lOCk down to Only your departmentS)
Tma BT DOCT Doctorate Degree Attainment
AcctCd: 112300 Salaries, Classified FAWD Award!Recognition Bonus FT
—— o MAST Masters Degree Attainment ES {
T ! sl The Supplemental Pay Form will follow the
— ] - = s e same security routing as your other ePARS follow
“Efiecue Dute 2 TECH Cellphone/internet ty gasy
*Eamnings Amous TMP Temporary Pay

*Department to
harge To:

for your department.

Upload View Description Doc ID

1 Upload View | Delete |

Add File Attachment




Degree Attainment Supplemental Pay Code

¢ Associate Degree ($500.00)

Hﬁme:"'“” empin: ([ om0 22055

\C:ONEVCYN?H?‘E Contact Phone: 540/568-8769 Comment Histary ° Bachelors Degree <$1000'OO)

A T« Masters Degree  ($2000.00)

escoeE  RSEEAT * Doctorate Degree ($3000.00)

e — The proper amount for the degree attainment will default in the amount box once
*Amount . $1000.00 - /

oew you have selected that Supplemental Pay Code.

e You must check the Official Transcript Acknowledgement box in order to submit the
CICT— — ePAR. We require either a sealed physical copy or an e-scrip /secure electronic
20 ' : copy sent to us from the institution. You can also send it from a third party

Acknowledgment showing degree attainment.

‘Your Comment;

o services such as National Student Clearinghouse and Parchment. Please have them

- ——— addressed to Gage Kivlen and sent to onboard@jmu.edu. Official Transcripts can
be physically sent to : JMU — Human Resource Attn: Onboard Specialist, 752 Ott
Street, MSC 7009, Harrisonburg, VA 22807




Cell Phone/Internet Supplemental Pay Code

Name: _ Empl 1D: - eForm ID: 32058

contact Name: ([ NG Contact Phone: 540/558-8758 Comment History
name: [ empro: (R

DeptiD: 100210 Empl Record: 0

Job Code: 39111 Info Technology Specialist|

Position Nbr: 00002760 ePAR Coordinator

Emp Grp: CLASS
FullPart: Full-Time
AcctCd: 112300 Salaries, Classified

Supplemental Pay Details
*Supplemental Pay Code: [TECH Cellphonelinternet

*Effective Date: |U_9f-1-3_f?_UW_E‘J

*Semi-Monthly Amount: |

*Department to | [}
Charge To:
Upload View Description Doc 1D
1 Upload View ‘ Delete

Add File Attachment

Message Text Description
A signed Cellphone/internet contract form must be
0 Cellphonefnternet Contract aftached to this request Please use the attachment
Acknowledgment section of the form to complete the attachment and

then acknowledge this message

“Your Comment:

| hd

Important things to remember on the Cell Phone/Internet form:

* Make sure you enter the semi-monthly amount

* Fill out and have the employee and the supervisor sign and upload
the Cell Phone and Internet Access Stipends

* Check the box acknowledging you have attached the contract

* You must use the current date or future dates. You cannot use a past
date

* This payment will continue until it is stopped by the department
using a paper PAR or if the employee terminates




Vehicle/Auto Supplemental Pay Code

Please enterthe date the change should go into effect and and make the desired change(s).

name: [ N empiiD: [ rorm iD: 32058 3 2
Contact Name: (RS Contact Phone:  540/568-8769 Comment History Important thlngs to remember on the Vehlcle/Auto Pay Form:

Hame: [ ] Empl ID: _ a0l ective Date 3 Look Up End Date .
S — et § . = ) « * 'The Effective Date should be the start

JobCode: 33111 Info Technelogy Specialist| Gancal Scmael >

Position Nbr: 00002780 ePAR Coordinatar S.earch s Of a pay perlOd and the end date ShOUld
Search Results Wiew 100 First 4 17sor7e & Las

Emp Grp: CLASS

FullPart  Full-Time VWl Pl TaE W s 527222215‘ b h d f 1 d

’ Effective Date T e the end or a pay pCﬂO

AcctCd: 112300 Salaries, Classified [O710/2076; 10/24/2016
(ot sz * If you hire or transfer someone in the

Supplemental Pay Details 102512016 13333312

“Supplemental Pay Code: [STIP | Q Auto Sip 11M0/2016 : g
— e middle of a pay period — you must select
] Mid-pay period hire/transfer 121012016 02/09/2017

02/24/2017

& 12/25/2016 % 2 S
o i e . sscaz0 7 the Mid —pay period hire/ transfer box and
“Effective Date: [osrzsr017 @ “End Date: [o7izai2018 @ 0142512017 04/08/2017
02/10/2017 04/24/2017 .
Tta Stpend Amount: 256050 osiaiza1r then enter the effective date of the
oo I a0t e . :
G ooy hire/transfer. The end date should still
ikt o7242017
Upload View Description Doc 1D 051012017 Ezﬂ;iﬁg:; 2
| - [ ooite s be the end of the pay period
06/10/12017 09/24/2017
062512017 10/09/2017

Add File Attachment

Tozuaorr * Please note that auto stipends cannot

Your Comment: 081012017 12/09/2017 e eed 24 eri d
08/25/2017 12/24/2017
* XC pay petiods
0912512017 DifeAr01o
==Previous Submit 101012017 02/09/2012
= 02/24/2018
<= Gearch 101252017 032/09/2018
11002017 03/24/2018
111252017 04/09/2018
1201002017 Busarnan

05/09/2018

anmEmnTT




Full Time & Part Time Award/Bonus Supplemental Pay Code
Full time — Instructional Faculty & A&P Faculty
Part time — Adjunct, RNT & TNT e

S T v ety Sy 5
name: (I empiin: [ eForm ID: 32084 >

Contact Name: ([N Contact Phone: 540/588-8769 Comment Histor

Name: _ Empl ID: -
Deptib: 100025 Finpifecodt o Thmgs to remember:

Job Code: 01016 Instr Fac,Prof 10,EG

Positon Nbr: 00001051 Professor * A current or future effective date must be entered. You CANNOT

Emp Grp: INFAC
FullPart  FullTime enter a past date
AcctCd: 112500 Salaries, T&R 3o 5 .
* 'This is a one time payment so no end date is needed

Suppiemental Pay Detais 3 20
*Supplemental Pay Code: [FAWD & Award/Recagnifion Bonus FT ¢ ClaSSIﬁed & Wage bonuses are done on the Emplovee Recognltlon

*Effective Date: |parzarzo17 [H

,,,,,,, Form, not on ePAR

“Amount: [52000.00

*Department to [100020 ey
Charge To:

Upload View Description Doc iID

:: Upload View | 1 Delete

Add File Attachment

[Comments

Your Comment:

F << Previous Submit

<< Search




Moving and Relocation Stipend Supplemental Pay Code

Employee Moving and Relocation Stipend Agreement

This is an agresment entered on Offer Date for the payment of a moving and
relocation stipend in the amount of (Amount) to (Emplovee Name who
has accepted employment with epartment Name at James Madison University for
the position of mplovee Working Title .

1. To assist the Employee in meeting the extraordinary expenses of moving and relocation,
James Madison University (The University) agrees to offer the Employee a moving and

*Su : Ie'llal Pa Cod‘ MOVE 'Q i < relocation stipend. |
B Y ’ Maving'& Relocaion Stioerd [ ] Enter the CffCCtIVC date 2. The stipend will be paid within thirty days after emplovee start date, will be taxable
*Effective Date: 10252022 5 > income to the employee, and will be limited to one per household

3. No additional moving and relocation reimbursements or payments to the employee or

“Total Stipend Amount:  |$5000.00 am Ount and Departl N ent other vendors for moving costs will be processed by the university.

4. In consideration of the University's stipend offer, the Employee agrees to remain in the

. 100210 i ! S
c%e;l:g:r_?ﬂe'nl to x tO be Char ed employ of the University for a period of twelve (12) months beginning _(Emplov Date).
i g 5. The Employee further agrees that in the event the Employee does not remain in the
: employ of the University as a full-time employee for the full twelve-month period. the
Upload View Doci ° You must attach the Employee will repay to the University a prorated portion of the stipend amount. The
1 Upload Delete University will prorate, on a monthly basis, the amount for repayment so that each full
A 2 month during which the Employee remained in the employ of the University, the amount
Add File Attachment MOVlng and Relocatlon for repayment 1s reduced by one-twelfth (1/12) of the total stipend. The University. in its
sole discretion, may waive repayvment if the Emplovee is separated for reason beyond the
|Actio . Agreement Emplcyee:s control, but termination for cause shall not be deemed a reason beyond the
Message Text Description Employee’s control.

A signed Moving and Relocation Stipend Agreement

' - : st You m heck th (Spesif )
m Moving & Relocation Stipend form must be attached to this request. Please us ou ust check the Department Contact: Soocifs Nt il Phime Nusabes
Acknowledgement TSection of the form to complete the

Lt rent and th knowledge th S . .
Ty /\/l opzﬂg dﬂd Re/oé‘dfzaﬂ In witness to this agreement, the employee understands that moving and relocation stipends are
taxable and must follow the eligibility guidelines outlined in Moving and Relocation Policy

. 5020. located at http-//www jnmu edu/financemanual/procedures/5020 shtml. and all parties
Sfllbé’ﬂd Aé‘/éﬁOlﬂ/edgé’wé’ﬂf execute their acceptance of these terms by affixing their signatures below.

box

Employee Date AVP /Dean Date

AVP, Finance Date Divisional VP Date
(if applicable)

VP for Admin and Finance Date

(if applicable)




Student Bonus Supplemental Pay Code

Fleaze enter the date the change should go into effect and and make the desired change(s).
ansacton wlormaten |
Name: Empl ID: - eformID: 32075

Contact Phone: 540/563-3769

Contact Name:

Comment History

Empl Record: 0

Name:
Dept ID: 300263
JobCode: 90003

Empl ID:

Student Wages

Position Nbr: 00004409 Student Wages

EmpGrp:  STONT
FullPart: Part-Time
Acct Cd: 114400 Wages, Student

*Sypplemental Pay Code: 1550N Q

Student Bonus
*Effective Date: 09912017 |5
*Amount: [s500.00
*Department to froaozo aQ
Charge To:
Upload | View ! Descripfion Doc D
1| Upload View | | Delete
Add File Attachment |

Things to remember:
* The Effective Date must be current or future dated. You

CANNOT enter a past date

* 'This is a one time payment so no end date is needed

*for more information related to student bonuses, please reach out to Student Employment




Step 1 of 2: Supplemental Pay Information

Please enter the date the change should go into effect and and make the desired change(s).

ContactName:_ Contact Phone: 540/563-8769 Comment History
Dept ID: 100210

Empl Record: 0

Job Code: 01123 Adm Fac,Instr12,EG

Position Nbr: 00007659 Assistant Director, Consulting

Emp Grp: APFAC
Full/Part: Full-Time

AcctCd: 112100 Salaries, Admin

*Supplemental Pay Code: |TWP Q@

Temporary Pay
Mote: The end date cannot exceed 12 pay periods, i.e. 3M10/2 00 — 99200

*Effective Date: [04noro2a g *End Date: [012a2024  |Q
*Total Temp Amount: i$2500.00
*Department to [1a0210 la

Charge To:

Upload View

Description i1}

1 | Upload View Delete

Add File Attachment |

Temporary Pay Supplemental Pay Code

* Select TMP from the drop down box

* Choose your start/end date from the drop down box
* Total Temp Amount is total they are to get for the time period
on the ePAR (please contact your HR Consultant for guidance)

Department to Charge To is the department paying for this
temporary pay

*Classified and A&P Faculty can be done for a maximum of a 6
month timeframe

*Instructional Faculty can be done for a maximum of a 12 month
timeframe

TR AT




