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Types of Documents

*DEFINE CREATE PAYMENT VOUCHERS - OVM Year: 10 11
Command: OVM Account: Misc: Month: MAR
Inventory: Purch Ctr

HOURLY PAYMENT DOCUMENT

LUMP SUM/ON-CALL/SHIFT DIF/ONE-TIME DOC
OVERTIME PAYMENT DOCUMENT
VACATION/SICK/FLOATING/HOLIDAY PAY DOC
PROFESSIONAL SERVICES PAYMENT DOCUMENT

DISPLAY PROCESSING DATES




Parts of the OVM Document

Each OVM document consists of:
* A coversheet
* Three sections
1. Payment Request Worksheet
2. Coding of Transactions
3. Detailed Description



Coversheet Fields

Status

The current routing stage of a document
in the processing cycle.

Document ID
The unique identifier of an OVM document

that is a combination of letters and
numbers.

Action

A three-letter combination that performs
a particular action on a document.

Summary

A modifiable description of the document.
(Altering the account nhumber or dates
here does not change the document’s
actual account number or dates.)

Creator Info
The date of creation, plus the name and
phone number of the creator.

Pay Period/Service Dates

The dates that represent the time worked.
Exception: Dates on an OV6, the vacation
document, should reflect the current pay
period.

Account Number

The account number that will be charged
for the payment(s) entered on the
document.

Sections

Screens for entry of 1) payments,

2) departmental coding, and 3) detailed
descriptions of the payment(s).

Document Total Amount
The total gross amount of all transactions

entered in the Payment Request
Worksheet.

Number of Transactions
The total number of line items from
the Payment Request Worksheet.




Coversheet

*DEFINE HOURLY PAYMENT DOCUMENT - OV1 Year: 10 11
Command: OV1 \ccount: Misc: Month: MAR

-- COVER SHEET -- Document ID:

Action: Summary:

Created: by

A

Pay Period: 03162011 Thru 03312011

Account Number: Name:
Budget Group:

1. Payment Request Worksheet
2. Coding of Transactions (Optional)
3. Detailed Description (Optional)

Document Total Amount :
Number of Transactions:

The pay period field defaults to the current pay period on the OV1, OV2, OVS5,
and OV6. If paying for services performed during a time that differs from the
default, dates should be changed to reflect the correct dates of service.
Exception: the OV6, for vacation pay, should have current pay period dates.




Sections

Sections: 1. Payment Request Worksheet
2. Coding of Transactions (Optional)
:3.

Detailed Description (Optional)

You can place an “X” next to any section and press enter to view
that screen.

By default, there will be an “X” next to Section 1 and Section 3
on a document that has entries in these sections, so simply press
enter to view them.




Sections

Section 1: Payment Request Worksheet
« Includes the EID, name, gross amount, and dates.

 Depending on document type, it may also include job
code, pay type, hourly rate, number of hours, and/or date
of separation.

Section 2: Coding of Transactions

« Optional functionality that allows departments to code
transactions for accounting purposes.

Section 3: Detailed Description

« A place that allows the creator to enter any additional
information about the payment(s), such as a specific event
worked, that will remain part of the document.




OV1: Hourly Payment Document

The OV1 document is used to pay employees who have
been assigned to an hourly position in HRMS.

The OV1 Payment Request Worksheet is auto-populated
with the employees who have been assigned to the
account used on the OV1 document during the pay
period dates on the coversheet. This includes names,
EIDs, job class codes, pay dates, and hourly rates.

The OV1 creator enters the applicable number of hours

for each employee who has worked during the pay period
of the document.




OV1: Payment Request Worksheet

>> FINAL PAGE OF TRANSACTION(S) <<
Action: 1. Hourly Pay Worksheet

Account Number: 1902250210 Total Document Amount:

Next Page Starting From:
Missing a UTEID? Pre%E:EE::>
Job WS

From Thru Hourly
UTEID Employee Name Class Hours Date Date 1IN Rate Gross
bellrl  MOUSE, MICKEY M 9020 0316 0331 12.00

Employee information is auto-populated and the creator enters the
number of hours. The dates can be modified as long as they are within
the date range of the document, reflected on the coversheet.

Missing an EID? Press F4.




OV1: Worksheet Inquiry Pop-Up

Missing an EID?
After pressing F4, enter the
emp|oyee’ MADENRLE) pop-up To see the reasons why a person is not
window will identify the reason showing up on the OV1 Worksheet....
the employee is not listed on
the voucher.

OV1 INQUIRY

OV1 INQUIRY
Why an employee is not showing up on the OV1 worksheet

bellrl MICKEY M MOUSE

Employee does not have a valid P08 on file.
35S CLEAR TO RETYRN

Use *DEFINE ALl to view this appointment information.
PRESS ENTER TO RETURN




Common Reasons an Employee Would Not
Appear on an OV1 Document

Paycheck Profile (formerly known as the PO8) is incomplete.

e Employee must complete Paycheck Profile online or
submit the PSEI and W-4 forms to Payroll Services in
order to be paid. These forms can be found on the

Payroll Services Web site.

No |-9 on file with HRS.
e |-9 forms need to be completed and sent to Human
Resource Services (HRS).

e The system will allow one OV1 to be processed before
the 1-9 is on file to allow for processing time.




Common Reasons an Employee Would Not
Appear on an OV1 Document

Employee is a work-study student whose assignment has not
been approved by the Work-Study Office.

* Contact the Work-Study Office for assistance with the
student s assignment.

Employee is not assigned on the same account as the OV1
account number.

e Check the employee’ s position funding account in HRMS,
as it is different from the OV1 account number.

Employee is not assigned to the OV1 account during the pay
period on the OV1.

e Check the position funding account(s) and dates of the
assignment in HRMS.




OV2: Lump Sum/On-Call/Shift Differential
Payment Document

This voucher type allows lump sum payments to
individuals who are performing services for a short
period of time without an assignment.

It is also the appropriate method of payment for paying
employees who receive shift differential or on-call pay
according to a pre-established policy with HRS.

Processing payments on an OV2 document requires prior
approval from HRS.




OV2: Pay Types

Lump Sum: A flat rate amount paid upon completion of
a specific task.

Shift Differential: An amount paid in addition to

employees’ regular wages, usually due to working a
shift outside of normal business hours.

On-Call: An amount paid in addition to employees’
regular wages for being on-call outside of normal
business hours.




OV2: Authorization Request

To request authorization to process OV2 payments
and use the OV2 command, an OV2 Request Form
would need to be submitted to HRS for approval.

http://www.utexas.edu/hr/forms/ov2 voucher.pdf

Questions about appropriate payments and
completing the request form can be directed to
your HRS representative.




OV2: Coversheet

When creating an OV2 document, you will need to specify a payment
type. A list of the payment types can be seen by putting a question
mark in the Pay Type field and pressing enter.

*DEFINE LUMP SUM/ON-CALL/SHIFT DIF/ONE-TIME DOC - OV2
Command: OV2 Account: Misc: Valid Pay Types

for this Voucher:
Status: -- COVER SHEET -- Document ID: |
Action:  Summary: | LS - LLHﬂp Sum

Created: by Phone: :
SD - Shift
Pay Period: 71 03312011 Differential
Pay Type:
Account NumbeT™ Name: i}
Budget Group: O0C - On-Call

Sections: 1. Payment Request Worksheet
2. Coding of Transactions (Optional)
3. Detailed Description (Optional)
Document Total Amount :
Number of Transactions:




OV2: Payment Request Worksheet
for Lump Sum Payments

| >> FINAL PAGE OF TRANSACTION(S). ENTER ADDITIONAL PAYMENTS HERE <<
1. LS/0C/SD Pay Worksheet Section: 1 of 3

Account Number: 1902250210 Total Document Amount:
Next Page Starting From:

Pay Type: LS (LUMP SUM)
Job Lump Sum/ From Thru
EID Employee's Name Class Flat Rate Date Date
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331

Enter the employee’ s EID, as well as the job class code

and the lump sum amount for the services provided for
the dates indicated.




OV2: Payment Request Worksheet
for On-Call and Shift Differential Payments

| >> FINAL PAGE OF TRANSACTION(S). ENTER ADDITIONAL PAYMENTS HERE <<
Action: 1. LS/0C/SD Pay Worksheet Section: 1 of 3

Account Number: 1902250210 Total Document Amount:
Next Page Starting From:

Pay Type: OC (ON-CALL)
Job OC  Hourly From Thru
EID Employee's Name Class Hours Rate Date Date
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331
0316 0331

: Enter the employee’ s EID, job class code, number of on-
| call or shift differential hours worked, and the hourly
1 rate for the services provided for the dates indicated.




OV5: Overtime Payment Document

The OV5 document is the appropriate method of
payment for overtime hours to non-exempt employees
who have worked in excess of 40 hours in one week in

accordance with the federal Fair Labor Standards Act
(FLSA).

Information regarding overtime can also be found on
the HRS Web site.




OV5: Payment Request Worksheet

>> FINAL PAGE OF TRANSACTION(S). ENTER ADDITIONAL PAYMENTS HERE <<
Action: . Overtime Pay Worksheet Section: 1 of 3

Account Number: 1902250210 Total Document Amount:
Next Page Starting From:

Q

EID Job Pay Hourly LG U Calc Hr From Thru
Name Class Typ Hours Rate Time HZ P Rate Date Date Gross

OT . 0316 0331

OT . 0316 0331

OT 1.0 0316 0331

An assignment for the pay period on the document is required.

Enter the employee’ s EID, job class, and hours (calculated at time-
and-a-half). The hourly rate will be provided.




OV5: Hourly Rate Pop-up Window

PLEASE ONLY MARK ONE <<

List of Accounts and Hourly Rates for bellrl
Job Class Code 9020 in FY 2010
Appt. Hourly
Account Pay Period Rate SUPAD Rate

1902250210 03/16-03/29 12.00
1902250210 03/30-03/31 12.00

Select the correct hourly rate based on the account and
date ranges listed. If an employee has a temporary
additional duties supplement (SUPAD) for the date range,
that rate will be included in the hourly rate for the
applicable time period.




OV5: Payment Request Worksheet

| >> YOUR TRANSACTION(S) HAVE BEEN UPDATED <<
Action: 1. Overtime Pay Worksheet

Account Number: 1902250210 Total Document Amount: 12.12

Next Page Starting From: MOUSE, MICKEY M

a

o)

EID Job Pay Hourly LG U Calc Hr From Thru
Name Class Typ Hours Rate Time HZ P Rate Date Date

bellrl 9020 OT 1.00 12.00 1.0 L 12.12 0330 0331
MOUSE, MICKEY M
oT 1.0 0316 0331

If the employee is eligible for longevity and/or
hazardous duty pay at the time the document
is being processed, the LG/HZ field will be
populated. If the employee was not eligible for
| longevity or hazardous duty pay at the time
the overtime was earned, blank out the LG/HZ

indicator and type “YES” to confirm.

WARNING!

THE LONGEVITY/HAZARDOUS SWITCH
HAS BEEN RESET FOR CURRENTLY
ELIGIBLE EMPLOYEE:

bellr] - MOUSE, MICKEY M

TYPE 'YES' TO CONFIRM AND
CONTINUE,
HIT ENTER TO RESTORE OLD VALUE




OVe6: Vacation, Sick, Floating Holiday,
Holiday Pay Document

Upon an employee’ s separation from the university, this document is
used to pay leave balances for vacation (VA), floating holiday (FH), and
holiday pay (HP). If an employee passes away while in the employ of the
university, half of the sick leave (SL) balance, up to a maximum of 336
hours, is paid to the estate.

Note: If an employee is transferring to another state agency, the hours
should not be paid. Hours will be transferred to the other state agency.

Hours paid on an OV6 document will automatically update the accrued
leave balances in the ETM modules in *DEFINE.

The UT Austin institutional account for processing OV6 documents
is 18-9999-0151.




OV6: Payment Request Worksheet

Vali ( \V4 \Vi g
>> You have created a new document << ‘éf‘di?alefpé -
Action: 1. VA/SL/FH/HP Worksheet Section: for this Vouchexr:

Account Number: 1899990151 Total Document Amount: VA - Vacation
Account Employee Appointed on: ) .
Change Account/Hourly Rate: N FH - Floating
Holiday
UTEID Term Date Pay Job Hourly Calc From Thru
Employee's Name Typ Class Hours Rate Rate Date Date Holiday Pay

0316 0331 Sick Leave
0316 0331 (in case of
0316 0331 death only)

Enter the employee’ s EID, termination date, pay type,
job class code, and number of hours to be paid.

If the employee’ s balances carry the employee through a
university holiday, those hours should be included as
1 holiday pay (HP).




OV6: Payment Request Worksheet

A pop-up window will
be displayed with a
list of the employee’ s
hourly rate(s) for the
accounts he/she is
assigned for the job
class code provided.
Select the correct
rate.

For more info, go to

List of Accounts and Hourly Rates for
bellrl , Job Class Code 3047

Account

2002551010 14.58

http://www.utexas.edu/hr/hrpro/appt/payment.html.




OV7: Professional Services Payment Document

This document is used to pay individuals who are classified as
employees™ of the university for professional services that are:

*Short-term (two weeks or less)
*Sporadic

If an employee is providing additional services to his employing
department that are similar to his regular job duties, the OV7 is
not the appropriate method of payment. Your HRS representative
can be contacted for assistance.

*The Employee/Independent Contractor Classification Checklist
(EICCC) will help make this determination. Both regular and
casual employees are considered employees for this purpose.




OV7: Required Documentation

Paying via the OV7 document requires that an Authorization for Individual
Services (AIS) be processed. This is done electronically on a PBS document
or on an APS paper version for grant accounts (26 account) and blanket

approval requests. To process the payment, the following documentation

must be sent to Payroll Services:
* Printed (PRT) OV7 document

* Approved AIS/APS signed and dated by the employee after
services are rendered

* Employee/Independent Contractor Classification Checklist for
each employee paid on the OV7 document, or a blanket checklist

when applicable

Documentation must be received by noon on the semi-monthly
deadline listed on the Payroll Services Web site.




inbox | notes-0 |routing

NAYIGATION MENU

2007G03371
Document ID: TOPBS999968

Create a New Authorization for
Individual Services

Create a New Requisition
Yiew an Existing Requisition
eCommerce

POINT Plus Home

POINT Plus Search

Purchasing Guidelines
Management Reports

Administrative Tools

ectronic PBS Document

Print a copy of this document The P BS S ho u Id be ﬁ n a I
[ approved when it is sent
Document TOPBS999968 has received final approval.
to Payroll Services.

Authorization for Individual Services Summary Informa*

Status: Approved VYendor ID (EID version):

Document ID: TOPBS999968 Name:
Document Summary: Street:
Employment Status: None City:
Nepotism: none State:
Qualifications: Zip:

Phone:
Service Type: Guest Lecturer Fee

Service Dates: 01/11/07 to 02/01/07
Description of service: Speaker for the Newly Elected Judges and Commissioners
Seminar held on 1/11/07 and 2/1/07

Fax Phone:

Rate Information
Fee: $500.00
Centrally Billed Airfare: $0.00
Other Travel: $0.00
Other Fee: $0.00
Total: $500.00
"Other" Fee Comments:

Account Information The employee ShOUld Sign

Account

Account Used For Account Title Amount t h e P BS Ce rt—ifyi ng h e/s h e
Fee Maintenance, Operation, And Equipment $ 500.00
has performed the services.

Please print this PBS document and obtain the following signature{s)
before processing payment(s).

I have performed the above referenced services.

Signature: Date:




Paper APS Form (26 accounts & blanket request)

THE UNIVERSITY OF TEXAS AT AUSTIN
AUTHORIZATION OF PROFESSIONAL SERVICES

Approval is requestad to compensate the mdividual named below for the services desenibed:

e If the individual is

NAME:
PERMANENT ADDRESS:
Ciry

NATURE OF

;};F;ZEi;ONOFS—C)I“%:;Lenuu Q Contmuing Education Q Conference Paticipants ‘: r Professi AA ivities assigned to a position at
W: UT Aust"n or Works for a
B e state agency, a signature

is required.

rondes: Ageecy Fead

A minimum of
two signatures FROFOSEDEADET Lo gyt

Rate (day rate)

Total Fee:

of approval are |

Eztimated T

required.

Vice Pressdsat

For grant accounts, the
Grant/Contract
Certification section

. — EEN——— must be completed and
A signature is —— M signed by the PI.

Q not provide an accounting for expenses. All amownts will be reported s non-employee compensation on IRS form 1099,

)perating Procedures has bee

r e u i r e d a ft e r Q provide an accounting for all expenses, and include required ongmal receipts. T understand that amounts not adequately accounted for may be reportad as non-
q employee compensation on IRS form 1099

t h e | n d |V| d ua I COMPLETE THIS SECTION AFTER SERVICES ARE PERFORMED:

T have performed the abov = for the Department of the University of

has performed [
the services. —




Employee/Independent Contractor
Classification Checklist (EICCC)

If the Employee
box on the
EICCC is
checked, this

indicates
payment should
be processed
through Payroll
Services on an
OV7 document.

EMPLOYEE/INDEPENDENT CONTRACTOR CLASSIRICATION CHECKLIST

UT EID or Document I

hea pro
az mdq)elde-l comtractor or 2: an employee of the annr':rr These q-r tions are nlnded s gude in mhn' chiz d.l.:ﬁum F-rdnt

evaluation may be requested bazed on zpecific individual circam:tasce:.
Fsiationasip with the Usiveraity
A Does tus individoul cumently work for e Liniversity i wn arsloyse’?
n: Hus w cflar of erpioymant been axtended 1o this Indhicuud 7
i Inchiciue work s n amcioyse of the Univensdy dusng the 12 mertte
frice 12 the e of fu contruct?
¥ the anzwer i No® mduu.n fprocesd b Section i1
wora

——ay
{Compiets oy secton A, 8 or C depandiag on the sarvices pastrmed by e ndivicuae)
A. TeacheriLecturerinstructor
In the indvideud us irmited guest lectrer (Jechares in & sermisar, collogubur, chems, et |7
Fi the indvidou been ut the issttaton ks this capechy fewer Ban 4 Smes in the pst
12 mortte?
¥ the enzwers 45 quasions 1 end 2 are “Yes', beet the individusl a3 a0 indepardart contrector
¥ the anzwer 1> ather Queation i3 ‘No”, proceed 4 quesion
e o which the studens wil receve credkt Sowwrd

", brwat the indhvicuel a3 an srpicyes. ¥ the enzwer i “No”. proceed
n.y-.-m;..p»-mcnm-a-w-«_--w- 205 tumem 1o cter

5 Doesthe University h -m,ma ovar coure muterien hat we caed by Be ndvidue?
¥ the enzwer fo question 4 iz “Yex', AND the enzwer 1o quastion 5 iz To", treat the indhvicuuel sz

Wil the inchvichial parkores resesrch usder the supervision of u Usiversty professcr or evgioyes?
I W the inchvickiel nerve I un wcviory of Comsaling capecy with & Linwersity protens:
¥ the enswer I quastion 1 i “Yas" beet e indhvicial e n ampkoyee.

¥ the enswer 4o quasion 2 is “Yes'_trea! the inthiduel as an indapendent contrector

s the ischvicdusl provided the same or similer services 3 cther crrelted ertities o o Bhe pesersl
putic e & ude or busness drisg Bhe bt 12 montte?

Wil the depertmert srovide the indhvidusl with speciSc isatuctons regerding serformunce of e
regured work eher e sy on Bhe Ndhicue's expartee’

Caem the Uriversdty set the nambar of hoors andior duys of the week Bt fhe indvidd is recured

1o work, s cppowed 1o wiowing Bhe indhvichisl 15 set hiadhar own work schedisle?

B e e —
wch hare:

TR AND CONDITISNS PN PRDRRALL Y SPONSCRR PRCIRCTE
T NI 3 Gt 0 7 NSNS CONTRCIY, IRV T A SCCAGEICH Of ke BeTH by SAgng Delow:

For e PAncion’ Inamgece the senvices prsed by 3ia At a% (1) aaseniel anc Cannct 2 rovidec by ve et T Auin pancenel () 8 MCicr proas bases of peris 430
e dvica salatie, ) T fee 5 Wascrate corskdeg e T and eoe of e MoM MG, nd (4) praoe
B = mppot Seae e
e Uiy’ shad mane The Lnharady o Tamme of A an Corenctn” shal bo duad s S proskier o srdons  Unvarnly
& e urian e Smparmadis oy s ol e wennding o epeasment
e ageanT of 0T paTee

u-m...uma. respcatia riacaty eoreiactut e o PCOM oMo M agpiatE
o . FINaA 13 e Of Paly B SONETIAC 15 Tk W DAT. 5f T TGRS, arpoyees, O
o s sary, 22 avccyes sgwt
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o

:Llwmyn-w-n!'.-’nqnz‘ut‘nd;-'wnuﬂmm\:u-!iulw" CaGte M et and JocuTants G0 A TG reascatly
Secasanry £ Samaniect 1 A e G -y
3 O g T sgremman: Corrac Catfas Tt e B 1t ety SadMrac, uapanded jrpoms ke et Saciwd Dadghie < -kt a.clucas P oA * P
TAWAIN By Ay 7 edew Cacariect o geey. (1 SOTERGID’ & Sratie 1o ARy b Il EEMEATT 87 MMM Fat Do 4Zahed )

Thin agraract sl be govarsed Dy e lawa of fhe State of Tase

1 mcongt the rovisions of Sis agreanant

A departmental
contact should
complete the EICCC,




OV7: Coversheet

>> You have created a new document <<
*DEFINE PROFESSIONAL SERVICES PAYMENT DOCUMENT - OV7 Year: 10 11
Command: OV Account: 1902250210 Misc: Month: APR

Status: CREATED -— COVER SHEET -- Document ID: X00V7998729

Action: Summary: 1902250210 PROFESSIONAL SVC VCHR 12152010 02212011

Created: 04/28/11 by PRKES - SOWELL, KRISTINA E Phone: 232-3519
Service Dates: 12152010 Thru 02212011

Account Number: 1902250210 Name: CLASSIFIED SALARIES
Budget Group: PAY -UT SYSTEM CAMPUSES SUPPORT- PAYROLL

Sections: _ 1. Payment Request Worksheet
2. Coding of Transactions (Optional)
3. Detailed Description (Optional)

Document Total Amount :
Number of Transactions:

The service dates on the coversheet should reflect the dates of
service. Service dates are modifiable when the worksheet has no

transactions.




OV7: Payment Request Worksheet

>> YOUR TRANSACTION(S) HAVE BEEN UPDATED <<
Action: 1. Professional Services Pay Worksheet

Account Number: 1902250210 Total Document Amount: 1000.00
Next Page Starting From: MOUSE, MICKEY M

Flat From Thru
UTEID Employee's Name Rate Date Date
bellrl MOUSE, MICKEY M 240.00 1215 1231
bellrl MOUSE, MICKEY M 460.00 0101 0131
bellrl MOUSE, MICKEY M 300.00 0201 0221

Enter the EID, the amount due, and the service dates.

A line cannot have dates that span more than one month. For example,
services performed from Dec. 15% thru Feb. 215t would be broken down
over three lines with dates of 1215 -1231, 0101 - 0131, and 0201 - 0221.

If the employee provided a breakdown of services, calculate the
corresponding amount due per month; if not, you can divide the payment
over the months.




OVM Action Field Commands

NEW Create a NEW document.

SEA SEARCH for documents by entering specific criteria.

ROU Display where the document has been ROUTED.
NOT Display document NOTES and/or add a new NOTE.

CPY COPY the document to create a new document.

FYI Send document copy to a specific logon ID FOR YOUR INFORMATION.
PRT PRINT the document.

VER VERIFY the document is correct.

APP APPROVE to sign the document and route forward.

FYA Approve and route to a specific logon ID FOR YOUR APPROVAL.

DEL DELETE the document.




Verify (VER)

>> Your document 1s verified as correct <<
*DEFINE PROFESSIONAIL SERVICES PAYMENT DOCUMENT - OV7 Year: 10 11
Command: OV/ Account: 1902250210 Misc: Month: MAR

Status: CREATED -— COVER SHEET -- Document ID: X00V7999081

Action Summary: 1902250210 PROFESSIONAL SVC VCHR 03022011 03062011

Created: 03/30/11 by PRKES - SOWELL, KRISTINA E Phone: 232-3519
Service Dates: 12152010 Thru 02212011

Account Number: 1902250210 Name: CLASSIFIED SALARIES
Budget Group: PAY -UT SYSTEM CAMPUSES SUPPORT- PAYROLL

Sections: X X 1. Payment Request Worksheet
2. Coding of Transactions (Optional)
3. Detailed Description (Optional)

Document Total Amount : 1,000.00
Number of Transactions: 3

Use VER to check the document for common errors
and for completeness.




Approve (APP)

*DEFINE PROFESSIONAL SERVICES PAYMENT DOCUMENT - OV7/ Year: 10 11
Command: OV7 Account: Month: APR

Status: CREATED -- COVER SHEET -- Document ID: X00V7998728

Action: Summary: 1902250210 PROFESSIONAL SVC VCHR 04042011 04082011

Created: 04/28/11 by PRKES - SOWELL, KRISTINA E Phone: 232-3519
Service Dates: 04042011 Thru 04082011

Account Number: 1902250210 Name: CLASSIFIED SALARIES
Budget Group: PAY -UT SYSTEM CAMPUSES SUPPORT- PAYROLL

Sections: X X 1. Payment Request Worksheet
2. Coding of Transactions (Optional)
3. Detailed Description (Optional)

Document Total Amount : 100.00
Number of Transactions: 1

Use APP to route the document to the next desk
in the routing sequence.




Routing (ROU)

*DEFINE HOURLY PAYMENT DOCUMENT - OV1 Year: 10 11
Command: OV1 Account: Misc: Month: APR

>> This document has obtained all necessary approvals <<
View: 1 of 4
The following people have seen this document:
Created 04/01/11 3:25 PM PRSAH - HINKLE, SHARON A 475-7130
PAYROLL SERVICES  G0200
Approved 04/01/11 3:25 PM PRSAH - HINKLE, SHARON A 4775-7130

Approved 04/04/11 11:06 AM PRLS - SAUCEDO, LESLIE P 4°71-777185

Use ROU to view a document’ s routing history and where it currently
is within the approval process. The four different views will show you:

 View 1: Current routing, including names/logon IDs of
approvers

* View 2: Breakdown of routing’ s history, including approvers’
logon IDs, desks, and views

* View 3: Future routing

* View 4: Previous routing in the case that a document was
returned to its creator




Print (PRT)

*DEFINE ) PROFESSIONAL SERVICES PAYMENT DOCUMENT - OV Year: 10 11
Command: OV Account: Misc: Month: APR

Status: CREATED -- COVER SHEET -- Document ID: X00V7998582

04182011

If you would like an immediate copy of the document 232-6351
please enter the TID Number of the Printer where you

would like the copy to be sent: 0032

If you would like a formal copy of the document

person to receive it:

If you leave t

he TID and LOGON ID
blank the voucher
yo

will be sent to
to the screen you are working on.
Doc

Num Press CLEAR if you do not want a copy.

l
I
l
l
l
l
I
printed over night enter the LOGON ID of the | LAY
l
l
l
I
l
l
l

Use PRT to print a copy of an existing document. It is formatted
to fit on one page and will include basic document information,
such as the account number, dates, payees, gross amounts,
and the detailed description.




Search (SEA)

>> Please enter a valid action or mark a section to view <<
*DEFINE + + Year: 10 11

Command | >> PLEASE ENTER YOUR SEARCH CRITERIA << | Month: APR

| SEARCH FOR EXISTING OV1 DOCUMENTS |

fill in only those criteria by which you
imit your search. A date is required,
maximum date range of three months.

View: 5100PAY
reated: 03292011 thru 04282011

Account Number:
UTEID: bellrlggg

All searches are performed for the VIEW displayed

|

|

|

I

|

|

|

| Date
|

|

|

|

|

| in the PFKEY options.
|

|

|

|

|

|

|

|

|

C1 |
Document Creator: |
|

|

|

|

|

|

|

If you know the Doc ID enter it on the COVER SHEET.

Use SEA to search for previously created documents. Each search may
be limited by entering the information known such as the document
creator, EID, date created, or account number and leaving other fields
blank. When the criteria is less specific, more documents will be found.




Search (SEA)

SEARCH FOR OV1 DOCUMENTS: 02282011 TO 04282011

SUMMARY CREATOR DATE  DOCUMENT ID
1402180020 HOURLY VOUCHER 02012011 02282011  PRSAH X00V1995214
1402180020 HOURLY VOUCHER 03012011 03152011  PRSAH X00V1992854
1402180020 HOURLY VOUCHER 03162011 03312011  PRSAH X00v1991878
1402180020 HOURLY VOUCHER 04012011 04152011  PRSAH X00v1989873

Put an “X” next to the document(s) you would like to view. If marking
multiple documents, press F3 instead of enter to select and view

them all.

ENTER = Page Forward ' View Selections CLEAR = Cancel Search




Common Error Messages

No employee record found
The individual does not have an established employee record.

Employee does not have a valid POS8 on file

The employee has not completed Paycheck Profile via UT Direct
or the Payroll Services Employee Information (PSEI) form and
Form W-4 have not been submitted and/or processed by Payroll

Services.

Employee has not satisfied U.S. Immigration Requirements
The I-9 form has not been processed by HRS.




Common Error Messages

Appt dates not within doc dates

The employee is not appointed/assigned during the date
range of the document.

Appt Comp code not equal to doc Comp code

The component code (a number that represents different UT
campuses) for the OVM document is not the same as the
employee’ s appointment/assighment component code. To
have the code updated, email: prcst@austin.utexas.edu.




Common Error Messages
on OV1 Documents

No appt found for this EID

Verify EID for accuracy and that there is an hourly
appointment/assignment for the specified EID.

Appt must be “Active” in order to pay Work-Study

The employee’ s work-study appointment/assignment has
not been reviewed and/or approved and properly coded by
the Work-Study Office.




Common Error Messages
on OV1 Documents

Employee’ s appt is not hourly

The employee is assigned to a position with a monthly pay
type and cannot be paid on an hourly basis without an
hourly appointment/assignment.

Employee has already received one payment on pending appt

The hourly appointment has not received final approval, and one
payroll check has already been processed for this
appointment/ assighnment. A second payment cannot be
processed until the assignment has been final approved.




Help for OVM Documents

F6 — You can press the F6 key within any OVM screen to view
general information about that screen. The information is
intended to provide guidance and basic steps to follow to
complete a document.

F10 — Offers the names and phone numbers of the experts
for the command. Press the F10 key, and enter the OVM
command for which you would like to view the experts.

“?” (Field-level help) — You can type a “?” in a field to view
specific information for that particular field within the OVM
document. For a few fields (such as Action), this feature also
lists other options available.




Payroll Deadlines

OVM documents are paid on the semi-monthly paydays. There
are two semi-monthly payrolls per month and each represents a
pay period. The first pay period begins on the first day of the
month and ends on the fifteenth of the month, and the second
pay period begins on the sixteenth day of the month and ends
on the last day of the month. Payday is typically five business
days after the pay period ends.

Departmental (Manual) Payroll Vouchers are also processed on
the semi-monthly payrolls. These documents are paper vouchers

that are submitted to Payroll Services when an electronic OVM
document cannot be used.




Payroll Deadlines: Command OVP in *DEFINE

*DEFINE DISPLAY PROCESSING DATES - OVP Year: 09 10
Command: OVP Account: Month: APR

Monthly Payroll Dates (HRMS Deadlines)

Payroll Period HRMS Docs HRS to  Payroll Processes-  Check
Routed to HRS Payroll Final Approval of Release
by 5PM by 12 Noon HRMS Docs by 3PM Date

Prior to 04-15-2010  04-14-2010 04-15-2010 04-16-2010 04-22-2010
APR 2010 04-19-2010 04-20-2010 04-21-2010 05-03-2010
Prior to 04-30-2010  04-28-2010 04-29-2010 04-30-2010 05-07-2010

<:::§§éi—monthly Payroll Dates (OVM Dead%iiégz:>

Time Earned Info due in Payroll by: Check Release
During Period 12 Noon (paper voucher) Date
3:00 PM (*DEFINE, OVM)

04-01-2010 to 04-15-2010 04-19-2010 04-22-2010
04-16-2010 to 04-30-2010 05-04-2010 05-07-2010

4/01/11 3:33 PM




Payroll Deadlines: Online

Payroll deadlines can be found on the Payroll Services Web site at:
http://www.utexas.edu/payroll/deadlines/index.html.

T:,

THE UNIVERSITY OF TEXAS AT AUSTIN WHAT STARTS HERE CHANGES THE WORLD

Payroll Services
Directory Colleges & Schools Offices A-Z Maps Calendars O E]u

UT Home -> Payroll Services Home -> Payroll Deadlines and Check Release Dates

Payroll Services Home

Payroll Services
Payroll Deadlines and

Check Release Dates | Current Payroll Deadlines and Check Release Dates
Payroll Information

Forms + Monthly

Team Members

+ Semi-Monthly
Frequently Asked

Questions

Contact Payroll

cervices | ~The Monthly schedule applies to all monthly employee assignments. It does not include

deadlines for unencumbered payments made to monthly employees, such as overtime, vacation,
and lump sum payments.

*The Semi-Monthly schedule applies to all electronic payroll documents (OV1, OV2, OV5, OV6,
and OV7) for hourly pay, overtime, vacation, professional services and other type pay, as well
as Departmental (Manual) Payroll Vouchers, and supporting paper documentation.

Archived Payroll Deadlines and Check Release Dates




Payroll Deadlines: Online

Payroll Services

Current Payroll Deadlines and Check Release Dates
+ Monthly

4+ Semi-Monthly

Fiscal Year 2010-11 Semi-Monthly Payroll Dates through Aug. 31, 2011

This semi-monthly payroll schedule applies to all electronic payroll documents (OV1, OV2,
OV5, OV6, and OV7), Departmental (Manual) Payroll Vouchers, and supporting paper
documentation for OV7 documents.

Time Earned During Period: Documents Due: Check Release Date:

Sept. 1-15, 2010
Sept. 16-30, 2010
Oct. 1-15, 2010
Oct. 16-31, 2010
Nov. 1-15, 2010
Nov. 16-30, 2010
Dec. 1-15, 2010
Dec. 16-31, 2010
Jan. 1-15, 2011
Jan. 16-31, 2011
Feb. 1-15, 2011
Feb. 16-28, 2011
Mar. 1-15, 2011
Mar. 16-31, 2011
Apr. 1-15, 2011
Apr. 16-30, 2011
May 1-15, 2011
May 16-31, 2011
June 1-15, 2011
June 16-30, 2011
July 1-15, 2011
July 16-31, 2011
Aug. 1-15, 2011

Friday, Sept. 17, 2010
Monday, Oct. 4, 2010
Tuesday, Oct. 19, 2010
Tuesday, Nov. 2, 2010
Wednesday, Nov. 17, 2010
Thursday, Dec. 2, 2010
Thursday, Dec. 16, 2010
Tuesday, Jan. 4, 2011
Tuesday, Jan. 18, 2011
Wednesday, Feb. 2, 2011
Thursday, Feb. 17, 2011
Wednesday, Mar. 2, 2011
Thursday, Mar. 17, 2011
Monday, Apr. 4, 2011
Tuesday, Apr. 19, 2011
Tuesday, May 3, 2011
Tuesday, May 17, 2011
Thursday, June 2, 2011
Friday, June 17, 2011
Tuesday, July 5, 2011
Tuesday, July 19, 2011
Tuesday, Aug. 2, 2011
Wednesday, Aug. 17, 2011

Sept 22, 2010
Oct. 7, 2010
Oct. 22, 2010
Nov. 5, 2010
Nov. 22, 2010
Dec. 7, 2010
Dec. 21, 2010
Jan. 7, 2011
Jan. 21, 2011
Feb. 7, 2011
Feb. 22, 2011
Mar. 7, 2011
Mar. 22, 2011
Apr. 7, 2011
Apr. 22, 2011
May 6, 2011
May 20, 2011
June 7, 2011
June 22, 2011
July 8, 2011
July 22, 2011
Aug. 5, 2011
Aug. 22, 2011

Aug. 16-31, 2011~ Thursday, Sept. 1, 2011 Sept. 7, 2011

Professional Services Payment Documents (OV7s) and supporting documentation, as well
as Departmental (Manual) Payroll Vouchers, are due to Payroll Services by noon. All
other OVM documents must be final approved by 3 p.m.

Paychecks will be available on the fifth workday after the close of the payroll period.
Exceptions are unusual but sometimes necessary, and these dates are listed in bold.




Manual Payroll Voucher

- Departmental (Manual) Payroll Voucher

The University of Texas at Austin

Date Unit Code Department

Account Number Account Titke
{Only one account per voucher)

e T e e — A Departmental (Manual)
Payroll Voucher is required
for nonstandard payments.

separate lines below.)

Note: Calculations on this form require that JavaScript be enabled.

Fill it out online:
http://www.utexas.edu/
payroll/forms/voucher.pdf

I certify that this payroll is correct; that the employee(s) listed herein are entitied to this payment;
and that this voucher is properly chargeable to the account listed above.

Prepared by: P . — Signature:
(pnnt rame)

Title: Phones:

Approved by: Signature:
(pnnt rame)

Title: Phones:

Revised 2/2011




Most Common Nonstandard Payment Types

Retroactive hourly rate increase
Prior year salary (monthly & hourly)

Holiday pay for non-benefits eligible monthly
employees

Retroactive longevity pay

Employee awards




Retroactive Hourly Rate Increase

The assignment change for the new hourly rate must be
final approved before a manual voucher is completed.

The difference between the new and old rates will be the
hourly rate on the voucher. For multiple months, payment
information must be listed on separate lines.

The voucher must be received in Payroll Services no later
than noon on the semi-monthly deadline.




Prior Fiscal Year Salary

When an employee is due salary based on an hourly or
monthly assignment in a previous fiscal year, a manual
voucher must be submitted to pay the employee after
the assignment is final approved.

The form must be received in Payroll Services no later
than noon on the semi-monthly deadline. For other types
of prior fiscal year payments, please contact Payroll
Services for guidance.




Holiday Pay for Non-Benefits Eligible
Monthly Employees

If a monthly assigned employee does not receive pay for a
holiday because he/she is non-benefits eligible, but he/she
works all of the assigned hours for the week where the
official university holiday occurred, then the employee
should be paid for the holiday.

A manual voucher should be processed and sent to HRS
along with a copy of the timesheet(s) for approval.

Please allow time for HRS processing so the paperwork
can be reviewed and subsequently submitted to Payroll
Services prior to the noon deadline.




Retroactive Longevity Pay

In order to receive longevity pay, an employee must be
assigned full-time on the first day of the month in a non-
temporary position, not be on leave, and have at least two
years/24 months of state service.

Delays or errors in processing employee assignments can
prevent longevity from paying out, and this retroactive
amount will not automatically reprocess.

Questions as to whether or not an employee is due longevity
can be directed to HRS. If it is determined that longevity is
due to the employee, a manual voucher should be processed
and submitted to HRS. They will then forward approved
paperwork to Payroll Services for payment processing.




Employee Awards

Payroll Services processes award payments for employees
who have been selected as the winner of an award based on
their performance as a university employee. As noted in the
Handbook of Business Procedures, Part 9.2.1.E.1., “awards
paid to employees must be part of an authorized awards
program that has been approved in advance by the applicable
dean or vice president.”

Student awards that are based on the awardee’ s role as a
student, not his/her role as an employee, should be paid
through the Office of Accounting, not Payroll Services, as
these awards are not considered employee compensation.




Employee Awards

In order to process an award payment, Payroll Services must have a
letter on file that has been signed by the dean or vice president of the
awarding college or department. The letter should include the following
information:

* Award name

* Selection criteria

* Frequency

* Amount

e Account number

The manual voucher must be received by noon on the semi-monthly
deadline. A copy of the approval letter may also accompany the
voucher. If it is necessary that payment be issued as a physical check
for presentation, then a letter signed by the dean/director
indicating who will pick up the check is required.




Thank you for viewing this presentation!

For more information, contact:
Payroll Services

512-471-5271
pr.pomt@austin.utexas.edu
http://www.utexas.edu/payroll/




