@ STEP 1

e After signing on to
Workday, Search for
Employee Name in the
Search Bar

0 STEP 2

e When employee’s
name appears, click
the Related Action [0}
icon and select Com-

OFFICE OF ORGANIZATIONAL DEVELOPMENT & TRAI
) HR TRANSACTIONS

NINGI

(Q lorin mask|

Lorin Mask - Employee

Personal
Information

Directory

Benefits

You are now in the Training Tenant

Pay Time

On behalf of: Tia F Hanks (On Leave)

Time Off and
Leave

<)

ﬁ Q lorinma

P0944736 Director IV

@ +1 (973) 655-2045

@ maskl@mail.mont

Actions

Benefits
Business Process

Calendar

Committee Membership

Worker Lorin Mask

View Team

Contact

0 s

Phone ‘. +1(973) 655-2045

[ andlina)

pensatlon > Manage Compensation Request Compensation Change
Period ACthlty Pay As- Job CHamge Request One-Time Payment \ail.montclair.edu
Slg nment Job Manage Work Create Eligible Earnings Override
Organization Assignligh it loyee 3
Payment Manage Period Activity Pay Assignments
Job Details Payroll
v View Compensation .
Payroll Interface Montclair, NJ 07043
View Compensation History lerica
Job Details Personal Data View Compensation History - All Past and Present Positions
Provisioning Groups View Compensation Basis Details
Employee ID : )
ploy Safety Incident View Estimated Compensation for a Period )
Organization Time and Leave View Reimbursable Allowance Plan Activity
Workday Account
Position + Job
Worker History
Business Title it
04/24/17v.3.1 . . . s
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workday.

e STEP 3

When the Manage Period
Activity Pay Assignments
screen appears:

e Enter the Effective Date
(defaults to today)

e Click on the prompt
for Academic Period
and select the
academic year & period
you wish to update.
You can start with year
or click directly on
periods.

e STEP 4

e Select the Academic
Period you wish to up-
date

N\
f Q workday.

HR Transactions | Manage Period Activity Pay for a Worker

(s

Manage Period Activity Pay Assignments

Employee Selection

Effective Date * | 04714 /2016 =

Employee * | X Lorin M;

Assignment

Academic Period 1l =

Period Activity Rate flatrix | C21°9°1 s
By Academic Year

Quick Entry Cho All Academic Periods
Al Activities

Start Date W /D07

End Date /DD /

“ canee!
—_—

Assignment Details

Academic Period *

Period Activity Rate Matrix %

Quick Entry Choice

All Activities
Start Date MM /DD I YY!
End Date MM /DD X Yy

0 selected

6

2015-2016 Academic
Year

Winter 2016
(12/21/2015-01/15/201
6)

Spring 2016
(01/19/2016-06/11/201
6)

Summer 2016
(05/16/2016-08/25/201
6)

Fall 2016
(09/07/2016-12/22/201

Montclair State University | Division of Human Resources 2 of 6



workday.

e STEP 5

o Period Activity Rate
Matrix will default auto-
matically upon selec-
tion of Academic Period

e |f employee has teach-
ing assignment,
“Eligible Activities” will
display.

e You may enter a quick
entry choice or click
‘OK” to move to the
next window with full
entry.

e STEP 6

e Select the Reason:

-“New or “Edit”
assignment

-“Instructional” or “Non-
instructional”

o [fthey have a teaching
assignment, it will be
listed in “Eligible
Activities,”(pulls from
Banner)

e Select course,
“Activity” and “Task” will
auto-populate

e [fno teaching
assignment, click on
“Activity” prompt to
select non-teaching

Manage Period Activity Pay Assignm

Employee Selection
Effective Date *  12/07/2015 ™

Employee

* | X Lorin Mask

Assignment Details

HR Transactions | Manage Period Activity Pay for a Worker

ents Manage Period Activity Pay Assignments

Employee Selection

Effective Date * | g5/05 /2016 :,

Employee % | X Charles Matteis

Assignment Details

Academic Period * | X Spring 2016
(01/19/2016-06/11/2

016)

Academic Period

* | X Fall 2016
(09/07/2016-12/22/2
016)

Period Activity Rate Matrix * | X% Period Activity Rate
Matrix

Quick Entry Choices

All Activities
Start Da

End Date MM/ DD/ YYYY [

Cancel

Period Activity Rate Matrix % | % Period Activity Rate
Matrix

fick Entry Choices

Eligible Activities

Start Date MM 7DD 4 YYYY

End Date MM £ DD 2 YYYY B

Cancel

M Q choresma

On behalf of: Keesha Chavis

< Manage Period Activity Pay Assignments Charles Matteis &3

Position P0944223 Director Il - Charles

Total Amount

Matteis 0.00USD
Academic Period * Fall 2016
(09/07/2[" E—‘Z/QZ/ZDIE)
Rate Matrix Period Activity Rate Matrix
Reason *
(+] Actiity “Activity Dates “Units “Compensation
Eligible Actiities =] suytDae * ooy B UnitType Totsl Amount % 000|  Star
Activity nd Date PR = e * 0 Gurrency usp End|
usd
DefaultQuantity 0
Use as Payment Dates DoN
Assigned Unit Rate % 000
Comment Num
DefaultUnitRate 0.0 s
Paid
Curd
< >

4772 Matrix  Period Activity Rate Matrix

Eson % | X Period Activity > New =
Assignment > Instructional

ms

LN

Activity *

T Ativi

iii | ii /

Task

Comment

activity

\

There is no requirement to select a task, however, more
information is advisable. In addition, utilize the comments
for further explanations.
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HR Transactions | Manage Period Activity Pay for a Worker

workday.
Reason * | X Period Activity > New =
0 STEP 7 Assignment > Instructional
rems
*Activity Dates *Units *Compensation
You will have to scroll to o e e TR R
the right to view the next = Hours —
set of activity options b *r2rara0s B || oumiy * I =
requiring update: I el Gt
Assigned Unit Rate 1,500.00
e Under “Units,” enter the DefoultUnitRate 0,00
“Quantity” and !
“Assigned Unit Rate” \
e Under “Compensation,” N
the “Total Amount” will <
be automatically
calculated based on m Save for Later cancel

“Quantity” and

Assigned Unit Rate
ote:

Number of payments is determined in the next category of “Payments. Even if you have only one
quantity, the employee’s payment could potentially be spread out over the dates of the activity.
Refer to Step 8 to determine multiple payments or one single payment.

0 STEP 8

Continue to scroll right to m

view other activity options: .
Costing

Overrides

©

npensation Payments

e Review the “Payments”
dates. It will default to * 4,500.00
the “Activity Dates.”

Here, you can change Hg[?
when people receive
payments.

A FOR EXAMPLE: if you Number of Payments 8
only want someone to Remaining Balance ~ 0.00
be paid at the end of
the activity you would Paid to Date 0
change the start date to e USD
be the same as the end
date. They will then >
only receive one (1)
payment instead of (8)

as displayed.
Note:

The number of payments is dependent upon the number of pay periods covering the start and end
date.

09707 /2016

1271472016

Do Not Pay
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HR Transactions | Manage Period Activity Pay for a Worker

workday.

npensation Payments Co=ting
Continue to scroll right to Overrides
view other activity options: * 450000, StartDate 09707/ 2016 @
° ?Ilck.the 0 in th? T Eod Date R
Costing Overrides usD
section to change the Do Not Pay
budget area or assign a
portion of pay to other Number of Payments 8
accounts. Remaining Balance 0.00
Paid to Date 0
Currency usD
>

@ STEP 10 -

Categories
Cost Center >
e The default cost center e .
will display. Frojects ;
. “ ” s Project Phase >
e Click the “prompt” in S | a0 cosousn
the “Costing Overide” o " | etsnam s
column. Aoty 1T (costos
wired with no Activity Code > verride
[+] Order Default (As of Start Date) D':::un (:ﬂus:hhave v Percent Amount
e Select correct: Costing Overide) || P Rccount I
= Cost Center: 2101109 —
° Cost Center @ CENtTERH:ORAUIISM search = 0 0.00
Fund: 21 State Grants
° Fund PS Account: 53010
MANAGERS
e PS account
"IDGMCEI
o Enter percentage of
pay or amount =
[ =D
e Click the “plus,” @ B
too add additional cost
centers — N

See Step 11 for note about
allocations.
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workday.

0 STEP 11

If only a portion of pay is
going to another cost
center, remaining amount
will HAVE to be allocated to
the default or another cost
center. “Amount remaining
“must be zero.

Click, “Done” when you
are finished with
changing costing
allocations.

0 STEP 12

To add another pay to
another assignment,
click the “plus” @
sign.

Repeat starting with
Step 3

When you have added

all assignments, click
“Submit”

HR Transactions | Manage Period Activity Pay for a Worker

1,500.00 0.00USD
Total Amount  Amount Remaining
2 items
Required with no
0 Order Default (As of Start Date) Default (Must have Costing Override Percent Amount
Caosting Override)
OS] ¥ v | CostCenter 6001115
ORGANIZATIONAL 0 75000
DEVELOPMENT AND
Fund: 10 Unrestricted
PS Account: 53010
MAMAGERS
@6 a4 Fund:10Unrestricted X Cost Center: 6001101 = 50 750.00

PPS Account: 53010
MANAGERS

VP HUMAN RESOURCES

Done Cancel

D

If only a portion of pay is going to another cost center, remaining amount will HAVE to be allocated

to the default or another cost center. “Amount remaining “must be zero.

_ ~
Position P0944736 Director IV - Lorin Total Amount

Mask 1,500.00 USD
Academic Period % Summer 2016
(05/16/2016-08/25/2016)
Rate Matrix  Period Activity Rate Matrix
Reason  * | X Period Activity > New =
Assignment >Non-
Instructional
(6\ *Activity *Activity Dates *Units “Compensation
fiddBan ), * | X OTH- Other Activity = | StantDate * | 0571672016 =3 Unit Type Teaching Credit  Total Amount * 150000 Starl
Hours
Task iZ |  EndDate *| 0872572016 B Quantity . Currency. HEDD End|
Comment Use as Payment Dates. Default Quantity 0 DoN
Assigned Unit Rate % 1,500.00 Num
Default UnitRate 0.0 Ben
Paid
Cury
< >

O enteryour comment

@f .

Cancel
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