IBIS Salary Payroll Form
(SLPY)

The IBIS Salary Payroll Form (SLPY)) is used to initiate payment for overtime, holiday time,
holiday overtime and shift differential for all Non-Exempt Staff employees.

After the form completes the approval cycle, a batch program will pull the information from the
processed SLPY and the additional amount will be added to the employee's pay for Overtime,
Holiday Time, Holiday Overtime and/or Shift Differential.

> Note:

SLPY forms must be processed before the Payroll Deadline in order for the
employee(s) to be paid the additional amount for Overtime, Holiday Time,
Holiday Overtime and/or Shift Differential for the current pay period.

The following screens and functions are available within this documentation:

Introduction to the SLPY Form
o Structure of the Form

Use of the SLPY Form
o Getting Ready to Put Employees on the Form
o Pulling up aBlank Form
o Completing the Summary of Totals Screen
o Display Fields on the Summary of Totals Screen
o Completing the Summary of Details Screen
o Entering aSSN More Than Once
o Adding the Form
o Completing the Employee's Detail Card
o Submitting the Form

What Happens to the SLPY Form
o Approva Cycle of the Form




o Re-Adding a Rejected Form
o What Happens to the Processed Form

Introduction to the SLPY Form

Structure of the Form
The structure of the SLPY form is asfollows:
« Summary Screens

o Pagel- Summary of Totals:

Routing Budget

Gross Pay

« Number of Details

« Number of Details Paid

1 Page 2 - Summary of Details:

« Individual / SSN

« Budget
Hours:
Shift Differential
« Regular
« Overtime

« Holiday Overtime
O
Regular Hours
« Regular Hours - Holiday only
« Overtime
« Holiday Overtime

L] Rae

. Detail Cards



. Detail Information by Individual

Budget / Fund / Project
Rate

Shift Code

Hours Worked

O O O O O

Hours:
Shift Differential
= Regular
« Overtime
= Holiday Overtime

Regular Hours
o Regular Hours - Holiday only
o Overtime
o Holiday Overtime

. Standard Notepad Area

Use of the SLPY Form

Getting Ready to Put Employees on the Form

Before proceeding with a SLPY form, please review the policies and procedures in the Staff
Employee Handbook and Policies PR0O2, and HR34 in the GURU Policy Manual.

Pulling up a Blank Form

. Select CCOM or I BI S from the Net-Pass Activity Table.
. Sdect IBIS Admin Menus on the Com-Pass menu screen.


http://guru.psu.edu/POLICIES/PSU/Pr02.html
http://guru.psu.edu/POLICIES/OHR/hr34.html
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1. Atthe NEXT FUNCTION line, type SLPY and press ENTER.

A blank SLPY form will appear, ready to be completed. (The SLPY form islocated on the
M4PY menu.)

Completing the Summary of Totals Screen



FLEASE ENTER FORH ACTION

SALARY PAYROLL - SUMHMARY Fage 1 of 4
Form Action: _o Document #: Ui t: Confidential: Y
Prior Approwal oY or M2: H Status:
Budget To Be Used For Approval : - B_ - — P

Fay Period End Date: __ / _ / _ﬁ_ Desc: 46_

SUMMARY TOTALS

Mo, Of Details Mo, Details Paid

Gross Pay

Hext Function: CHEHU ,EHWD}

1. At Form Action, type ADD.

2. At Budget to be Used for Approval, enter the budget number that the form will route
on for approval. The budget must be entered in the IBIS budget format.

Example:
Budget 224-45 UP would be entered as 02-024-45 UP.

> Note:
ThisisNOT the field for the pay budget.

If an approval path does not exist for alower level mnemonic or budget, the SLPY form
does not automatically route to the highest level mnemonic. Use a budget under the
highest mnemonic if that path isto be used for approval.

3. At Pay Period End Date, enter the ending date of the pay period for which the
employees are being paid.

Example:
May 24, 1997 would be entered as: 05 24 1997

4. A description of the form can be entered in the Desc field. If several SLPY forms route
under the same mnemonic or approval path, the description will distinguish a particular



form on the BFM B screen. Thisis an optional field.

Press PF8 to continue to the next page.

Display Fields on the Summary of Totals Screen

FLEASE EWTER FORH ACTION
SALARY PAYROLL - SUMMARY

Form Action: —— Document #: 21716 o Unit: HMS e
Frior Approval oY or H): H

Budget To Be Used For Approwal: 81 - 842 - 44_ UUP
Fay Period End Date: @7 / 19 / {1997 Desc:

SUMMARY TOTALS

Ho. Of Details Ho. Details Paid
QO L7

Gross Pay

O

Hext Function:

Foage 1 of 4

Confident il v
Status: HEW B

(HEWU ,ERD >

Thefollowing isalist of the Display Fields on the Summary Totals screen along with the

field definitions:

1. Document Number
The document number will be generated when the form is added.

2. Unit

The unit will appear after the form has been added. Thisis determined by the budget that
was entered in the Budget to be Used for Approval. The form will route on the approval

path associated with the unit (mnemonic).

Confidential

All SLPY forms are confidential and can only be viewed by individuals listed on the

approval table.




4. Prior Approval
Thisfield cannot be modified.

5. Status
The status will be NEW after the form has been added.

6. Number of Details
Thisindicates the total number of SSNs on the form.

7. Number of Details Paid
Thisindicates the total number of employee Detail Cards that were completed to be paid.
This number may be different from the Number of Details listed.

8. Gross Pay
Thisindicates the total gross pay of all the employees to be paid on the form.

Completing the Summary of Details Screen

SALARY PAYROLL - SUMMARY Fage 2 of 4
MAME SSH0 EUDGET SHIFT DIFF REG HOURS
MO REG OT HOL/OT HOL OT HOL /0T FATE
1. 91491994"
2. -
3. e
4.
5.
5.
7.
=]
=
1@,
11.
12.
13.
Selection Mumber: __
More Emplogess To Add: He
Begin MHame:
Hext Function: CMEMHU , EHD 2

1. AtLine 1l of the SSNO field, enter a Social Security Number (SSN).

> Hint:



Type the SSN without any spaces or dashes. After the first SSN has been entered, the
cursor will automatically advanceto Line 2.

When al of the SSNs have been entered, press PF12 to ADD the form.

2. If al 13 lines have been used and more are needed, enter a" Y" at More Employeesto
Add and press PF12. The message " Form has been Created" will appear. This means
that the first set of 13 SSNs have been recorded and the form is ready to accept another
Set.

This process can be repeated until all employees have been entered on the form.

Entering a SSN More Than Once
Y ou will need to enter a SSN more than once if:

. Theemployeeisto be paid at more than onerate, separate Detail Cards are prepared
for each rate.

. Theemployeeisto be paid from morethan one fund, separate Detail Cards are
prepared for each fund.

. Theemployeeis paid from more than one budget, separate Detail Cards are prepared
for each budget.

. The employee needs to be paid for mor e than one pay period, separate Detail Cards are
prepared for each pay period.

. The employee needs to be paid for both shift code"” 2" and shift code" 3", separate
Detail Cards are prepared for each shift code.

Adding the Form

When ALL of the Social Security Numbers have been entered, press PF12 to ADD the form.
Thefirst page of the form will appear and the following information will be updated:



. Themessage" Form Has Been Created" will be appear.

. A Document Number will be generated and displayed on the screen.

. The Statuswill be NEW.

. The Unit, which indicates the approval path the form will flow on, will be displayed.

. The Number of Detailsfields will indicate the total number of Social Security Numbers
entered on the form.

Completing the Employee's Detail Card

SALARY PAYROLL - SUMMARY Page 1 of 4
Form Action: CHG ° Oocument #: 21716 Unit: MS Confidential: %
Frior Approwval oY o M2: M Status: HEW

Budget To Be Used For Approwval: 81 - 842 - 44_ UP
Fay Periocd End Date: @7 /S 19 4 1997 Desc:

SUMMARY TATALS

Mo. Of Details Mo. Details Paid
1

Gross Pay

1. At Form Action, type CHG and press PF8. The Summary of Details screen will appear
with the employee names filled in next to the appropriate SSNs.



SALARY PAYROLL - SUAMARY Fage 2 of 4

MAME SSHO BUDGET SHIFT OIFF REG HOURS
MO REG 0T HOL /0T HOL OT HOL /0T RATE
1. HINTOH,DILLA 914813475
2.
3.
4.
a.
B
7.
=
q.
18.
11.
12.
13.

Selection Humber: 1

More Emplogeses To Add: _—
Begin Mame:
Hext Function: CHMEMU, EMO

2. At Selection Number, type the number that corresponds to the employee name.

Press PF8 again to continue to this employee's Detail Card.

On the Individual Employee Detail Card:



SALARY PAYROLL - DETAHIL Page 2 of 4
Form Action: EHGo Oocument #: 21716 Unit: HMS Confidential: %

Ssho: 914 — @81 - 2472 Mame: HIMTOM,DILLARY

Pay Period End Date: @7 @19 7 1997

Budget: _e_ - —_ UP Fund: _°_ Praoject: _E_ Pou Claoss: Ehﬂ

Rate: @ Hours lorked-Shift Differential (S0 Shift Code: _ i)

Shift DOiff Howur= Amou
Feg
aT
Hol/oT R
Feg Hours
¢Hol Omly) Feg %
CMow—Haol > 4T
Hol/oT )
GROSS PARY:

Hext Fuaction: CHEWU ,END

. At Form Action, type CHG. (If CHG already appears in Form Action, proceed to Step
2)

. The Pay Period End Date will appear as the same date that was entered on the
Summary Totals screen. This date can be modified if the employeeis being paid for a

different pay period.

. At Budget, enter the pay budget to be charged. The budget must be entered in the IBIS
budget format.

Example:
Budget 224-45 UP would be entered as 02-024-45 UP.

. At Fund, enter the fund number to be charged. The fund number must be 5 digits and
can consist of both numeric and alpha characters.

Example:
Fund 1001 would be entered as 10010; fund 325B would be 325B0.

. At Project, enter the project number to be charged, if applicable.

. Pay Classwill default to 6 (Staff Non-Exempt) and cannot be modified.



7.

8.

10.

11.

12.

13.

14.

At Rate, enter the hourly rate.

At Shift Code, enter the appropriate data according to the time the employee began
work each day during the pay period as defined in detail below:

o Leavethefield blank if the employee began work between the hours of 5:00 am.
and 12:59 p.m.

o Entera" 2" if the employee began work between the hours of 1:00 p.m .and 9:59
p.m.

o Enter a" 3" if the employee began work between the hours of 10:00 p.m. and
4:59 am.

At Shift Diff Reg, enter the number of regular hours of shift differential.

At Shift Diff OT, enter the number of shift differential non-holiday overtime hours
worked.

At Shift Diff Hol/OT, enter the number of shift differential overtime hours worked on a
scheduled holiday.

At Reg Hours (Hol Only) Reg, enter the number of regular hours worked on a
scheduled holiday.

At Reg Hours (Non-Hol) OT, enter the total number of non-holiday overtime hours
worked.

At Reg HoursHol OT, enter the number of overtime hours worked on a scheduled
holiday.

> Note:

In order for the Amount field(s) to be totaled, press PF8 which will display the Notepad.
Then press PF7 to return to the Detail Page. The Amount field(s) will befilled in by the
system. Each Detail Card has its own Notepad screen as shown below.



PF3=TOF, PFO6=BOTTOH, PF7=BACKHARD, PF8=FORHARD, PF 12=PROCESS
SALARY PAYROLL Fage 4 of 4

Mote Pad Area Emplogese Detqil Card - Hotepad

Last Action: AOD
La=st Action Mame: DEE METZEL Mext Approver:
HEXT FUHCTIOH: CHMEMU, EHO

After the Detail Card has been completed, press PF12 to process the information.

The form will return to the Summary of Details screen at which time you can enter the
selection number of the next employee's Detail Card to be completed.

Submitting the Form

After ALL of the employees Detail Cards have been completed, press PF5 to go to the first
page of the form, the Summary of Totals screen.

At Form Action, type SUB and press PF12 to submit the form onto the approval path.

What Happens to the SLPY Form?

Approval Cycle of the Form

Approval Cycle



The SLPY form will flow through the approval path associated with the budget entered
in the Budget to be Used for Approval field on the first page of the form.

Please see Appendix 23 in the General Forms Usage Guide for information regarding the
required approvals for the SLPY form.

Completing the Approval Cycle

After the last approver on the path has approved the SLPY form, the status will change
to PRO once the form has processed.

Re-Adding a Rejected Form

If the SLPY form is REJected, it can be re-added to retain the original information. The steps
to do thisare:

1.

2.

Open the REJected form and type ADD in Form Action.

Press PF12 to create aNEW copy of the SLPY that contains all the information from the
REJected form.

Type CHG at Form Action and make ANY necessary changes. Press PF12 to save the
changes.

Type SUB at Form Action and press PF12 to submit the form onto the approval path.

> Note:
The REJected form will remain in the database and can be viewed through BFM B
(Browse ForM s by Budget).

What Happens to the Processed Form?

After the form completes the approval cycle, a batch program will pull the information from the
processed SLPY form and the additional amount will be added to the employee's pay for
Overtime, Holiday Time, Holiday Overtime and/or Shift Differential.

« Remember:


http://guru.psu.edu/gfug/appendices/APP23

SLPY forms must be processed before the Payroll Deadline in order for
employee to be paid the additional amount for Overtime, Holiday Time, Holiday
Overtime and/or Shift Differential for the current pay period.
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