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ADDITIONAL PAY

Purpose: Coordinate entry in college, save time
& prevent errors.

Steps:

1) Search by Employee ID AND Record
Number. (Always pay on employee’s
ACTIVE record of compensation).

2) Use one of following codes ONLY:
ADH — Add. Pay(Part-time Staff/Fac ONLY)
BNR — Bonus no retirement

BON — Bonus

PDF — Post Differential

QOD — Quarter off Duty

REG — Reg (exempt intermittent staff)
SFA — Staff Award

SUP — Supp Comp. (Full-time Staff/Fac)
TXR — Taxable Reimbur. (Road Runner)
WRK — Workshop Leader

NOTE: IF APPROPRIATE CODE IS NOT

LISTED, CONTACT COLLEGE PERSONNEL
BEFORE ENTERING INTO HRIS.
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BIWEEKLY TIMEKEEPING

Purpose: Ensure accuracy of data, save time,
and prevent input errors.

Steps:
1) Pull up by timekeeping group ID only.

2) Apply Schedule for all regular employees
(you may consider a separate group for
students, temps, and regulars <25%;
biweekly; and monthly employees for
ease of entry).

NOTE: IT IS ADVISED TO KEEP
EMPLOYEE’S HOLDING MULTIPLE
POSITIONS IN DIFFERENT TIMEKEEPING
GROUPS.

BIWEEKLY TIMEKEEPING



EMPLOYEE HIRE/ REHIRE

Purpose: Prevent input errors, duplications, and
time loss (SSN is not verified in HRVS§ until
page 4 of Personal Data).

Steps:

1) Search for current Employee ID in Job
Summary Page and/or Archive Employee
Data.

2) Enter Employee ID into Hire Search page
or click on add a new hire in which case a
new ID will be provided.

3) Complete/Verify all Tabs/Links.
4) Move to Job Data and resume the hire

process.

NOTE: NEW HIRES WILL NOT BE
ACCESSIBLE IN TIMEKEEPING GROUP
UNITL THE FOLLOWING DAY.

EMPLOYEE HIRE/ REHIRE
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