Administrative Support Workshop

October 4, 2024



ASW Agenda

Schedule of events

* Welcome and Introduction

« HRS Updates

 Building Maintenance / Work Requests
« Parking Services

« Parking and Property Control

* Navigate

* DolT

* Procurement Services

* Accounts Payable



Training & Development I%’I
NIy

Training Timeline

 Admin  Blackboard * High-Impact * Mentorship
Support based "Nuts leadership program
Workshop. & Bolts" and first-time development.
 Centralized, training on manager * Training
Basic common NIU training. Improvement
Computer processes. « Ongoing in- and needs
Training. person assessment
training on group.
NIU
processes.



Human Resource Services

Administrative Support Workshop



Human Resource Services

1-9 Enhancements

« Completion of the Form -9 is a two-step process. In the first
step, the employee completes information in the 1-9 portal and
uploads documents to support their ability to work in the United
States. The second step requires an authorized representative to
review and physically verify the submitted documents.

 Employees can now select any individual, 18 years of age or
older, to meet in person and verify their documents. This
authorized representative can be a friend, family member,
neighbor, etc.

* This process will expedite the verification process.




Human Resource Services IW'T"
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Add Pays

* University Policy for all staff (Civil Service and SPS) requires
that Add Pay discussions must start in HRS before agreeing
with the receiving employee.

— HRS ensures consistent application of add-pay formulas

— HRS confirms the appropriate rate for salaried or hourly
employees.




Human Resource Services IW'T"
EE
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Grad and Student Workflow Changes

 HRS is working to enhance the GA and Student hiring and
change management process.

 Request and Workflow Management will be in PeopleAdmin

— HRS is working to simplify and standardize the workflows
for approvals.



Human Resource Services

End of Year Announcements & Reminders

October Reminders
« SPS Evaluations should be completed and sent to HR by
10/31

« Temporary instructors that were not reappointed for the fall
semester should have position vacated in PeopleAdmin by

10/31



Human Resource Services

End of Year Announcements & Reminders

December Reminders
« W2 Consent will be available to view W2 securely online

* Timesheets will be due the day we return from winter break,
golleﬁt timesheets before the closure for those not working over
rea

* Review section 3.3 of the UPI collective bargaining agreement to
ensure deadlines are met for contingency notifications for the
spring semester

« Check appointment end dates on Graduate assistants and
student employees to see if they need to be reappointed (GAs) or
appointment end dates extended (Stdts) for the spring semester



Human Resource Services

End of Year Announcements & Reminders

General Reminders

Offer letter templates are in the reports tab of PeopleAdmin

When submitting reappointment and FTE change requests in PeopleAdmin
for temporary instructors, be sure to attached a signed contract

When submitting vacate requests in PeopleAdmin, be sure to include if the
reason is retirement or resignation and include separation letter

o CS employees resign with HR, no vacate request is needed in
PeopleAdmin

Monitor your PeopleAdmin requests to ensure they make it all the way to HR

Gallagher Bassett is the new Workers' Compensation vendor, do not use
forms with Tri-Star's information (old work comp vendor)

Minimum wage will be changing effective 1/1/25 to $15



Human Resource Services IW'T"
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A note about Automation, Workflows, and UKG

 HRS will engage working groups to define a standardized
set of approvers (e.g., department head, division, HR) and
identify stakeholders who need to know.

— HR is mindful of the need for delegated approvers and
backup approvers.

 Employees may need to identify actions or activities in the
workflow rather than in the comments.



Thank you!

Questions / Comments / Feedback



How to submit a work request

October 4, 2024



How do | submit a Work Request?

* Two ways:

— Preferred method is to use the
portal at go.niu.edu/workorder

— Send an email with the request
details to Work_Order@niu.edu

— Questions call 753 -
1741



http://go.niu.edu/workorder
mailto:Work_Order@niu.edu

Work Order Desk is at Physical Plant




Two types of Work Request’s

Building Maintenance - is typically work that is repairing or
maintaining an existing building, parking lot, site improvement
or built-in building component

Mission Enhancement — is typically anything discretionary or
general improvement :

— Something new or an upgrade to existing infrastructure
— The way you want it does not currently exist

When in doubt, please submit a request

— All requests are reviewed to determine if they proceed
as work orders or as projects



Work Request Building
Maintenance




Work Request Building Maintenance
continued




Work Request Mission Enhancement




Maintenance or Mission

Enhancement




Work Request Mission Enhancement




Work Request flow chart




When the request is submitted IW'T"
NIy

 Once the Submit button is clicked, a confirmation screen and a
work request number will appear

« Additional attachments, questions, technical problems or not

able to submit via the portal? Email Work _Order@niu.edu or
call 753-1741

— Including the work request number is very helpful



mailto:Work_Order@niu.edu

Other information I%’I
NIU

« Event request - https://pp-
workorder.niu.edu:82/eventsupport/eventsupport.html

« Key Request - https://www.niu.edu/facilities/building-
maintenance/key-control.shtml



https://pp-workorder.niu.edu:82/eventsupport/eventsupport.html
https://pp-workorder.niu.edu:82/eventsupport/eventsupport.html
https://www.niu.edu/facilities/building-maintenance/key-control.shtml
https://www.niu.edu/facilities/building-maintenance/key-control.shtml

Questions?




Parking Services

Administrative Support Workshop
October 4, 2024



Topics to Discuss Today

Pay Stations Lot Updates

* Where are we at * Changes that
with the have been made
updates? for FY25




Virtual Permits — How Do They Work?

* LPR scans your license plate
You park your vehicle
on campus | I

\

J

 License plate sent to database

w « Database verifies license plate

\

J

— Does the vehicle have a valid NIU permit
and is it parked legally?

be Issued




Parking and Sustainability

Bye-Bye Plastic! By Going Virtual We Have...

* In FY22 alone, we ordered over Reduced waste from physical
15,000 parking permits! permits.

* Eliminated lost/stolen permits
and associated costs and
products.

 Reduced postage and envelope
costs.

* Furthered sustainability goals
and fiscal responsibility.



Sustainability Cont.

Where Do We Go From Here?

A campus energy improvement
contract was presented to the

Board of Trustees.
 If approved, the goal is to:

— Install 3 additional EV Charging
Stations.

— Install Solar Carport in the Visitor Lot.



Department Guest Permits

» Departments now
nave unique logins.

* If your department

nas a guest coming,

you can request a

permit for them using

a cost center or by e
billing the guest.




Department Guest Permits

« Guests will receive an
email with the invite.

* The link will take them
to the website to
claim their permit —
Once claimed, they
are good to park.



Parking Pay Stations IW'T"
l&

 Decommissioned 3 pay stations.
— Anderson Hall, Peters Campus Life, and Rec Center

— Replaced with AIMS Mobile Pay
« 2 Pay Stations in the Visitor Lot now accept Tap to Pay option.




Lot Updates o
i

* Lot 26D by Patterson Hall * Lot X — Partnership with NIU
converted to University Police and Public Safety to
Vehicles Only. keep our community safe.




Questions?

« Main Parking Contacts
— Email: Parking@niu.edu

— Phone: 815-753-1045
— https://www.niu.edu/parking/

Jessica Nunez — Coordinator of Parking and Transportation
Services

— Email: jtotz1@niu.edu
— Phone: 815-753-9692



mailto:Parking@niu.edu
https://www.niu.edu/parking/
mailto:jtotz1@niu.edu

Navigating NIU: Facilitating Student Persistence and Outreach Support

NAVIGATE Smart Guidance

Introduction & Overview
Spring 2022



Objective: ASW participants gain an overall awareness of how students, advisors and faculty are
US|ng the NaV|gate 360 platform to syrnnnrt et iNoant clri~rrace:

O View schedules

1 Study Buddies

O See holds

O Hand Raise (alerts)

\_

O Schedule appointments

/

@ Navigate3560 | STUDENT SUCCESS

i

i B

[

2 % ® B

il

e

O Wed. Thu

(Ll

T-30pen

3A0pm

1.30pm

AA0pn

115pm

S.00pm

TAnpn

wead. Thu -

130pm

& & [

DATTS LOCATIOM

Seplermbie

Ua, 02410 TacultysProfessor/instnictar
December
13, 2UE1

Faculty Tratessor INSrucion
Lheee Appusindrnent Sehsduling

2, a4

Sepiernbics

0. 202 10 FaculbysProfessordinstrucior
Merenrilaer (o Apgmaintnsent Sehishaling]
2, 3024

September

i, 202110 & a-:ult;--l'r-:‘es-sor.-'lnﬂn.l-:'.or
[HEHRIFTa] [l Agpintrienl Scheduliveg]
13, 2021

Personal Avallabliity Link

tps:iniuhuskies campus. eab,. comy palfatr_uZ 0aR0

[for ppointrment Schoduling]

| #
PLRFOSE

HESA-57], Othoe Flowrs
Far Appointments

LIMIY-T07, Professsn
mesting |12 mins|
Far

Appaintments/ Campalgns

UMy 107, Frofosses
Meeting [15 mins|

For
Appaintments/Campalgns

HFZA-573, INSIrsnag

meetmg [30 mins|
rar fApoaintments

CARE URIT

Foaculiy ke
willpoun
professens)

Faculty. Mest
with your

professars)

Facilty best
with vour
professons)

Fariilry kiesl
with your
professons)

FENSOMAL
NG TY
LI FEETING TYPI
Wirnsal, I
Prrsan =it
FAppnintment)

Yoz Yirtusal cddit
fes wirtual Filir
Tes wirtual Eilit

« Al times lsted are m Cantval ime LS & Canadls)

= @ =& (

Uploed Profile Plciure

Cuick Links

11l g L o
Schedule an Appointrent
Craate an Evant
Becord Class Attendance
Manage Assignmsanis
School Informetion
Download Centar for Reports
Campaigns...

Appointment Campaigns

Trevel Latters

Upceming Appointments c




Users of Navigate

- J

Non-users of Navigate
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 Issuing referrals or alerts

for students in need of additional support
o 96% response rate among students (M, e = 1,900)

o 80%+ attendance and missing assignments
o 99.7% spring-to-fall return rate from alerts

1 Texting students

O Encouraging use of Study Buddies
o 1,029 distinct students joined one or more of

520 distinct courses (AY24)
\o Top 5: MATH, PSYCH, CHEM, BIOS & ENGIJ







NIU NAVIGATE

CAntart: NlaviiAaatam™mni adn



Let’s take a break!



NIU Procurement Services &
Contract Management

October 2024



AWS - Division of IT (DolT) Updates

@& Employee Systems’ Access

Process Automation Projects

1IN

Anywhere Printing

il

Training for 0365 Applications




Employee Access — Automatic

d 0365 Access
Outlook, Word, Excel, Powerpoint,
Sharepoint, Planner, OneNote

d MyNIU HR Self-Service
Paystub info, W2, direct deposit

d NIU Directory
Contact info self-service



Employee Access — Unit Initiated

DolT

IT.NIU.edu | Tforms.NIU.edu
OnBase Travel, Academic MyNIU Reports & Queries
Teams Voice (Financial, HR, Student)

Finance & Treasury

Procurement  Accounts Payable Card Services
P2PO OnBase AIR JPM P-Card




Process Automation Projects

0 OneCard Mobile

Time & Benefit Reporting

Document Scannin
ﬁEI g




Anywhere Printing

v Who - all employees and students
v" What - print, scan, fax

v Where — anywhere using Papercut
v When - 24/7

pages printed 80% pages printed 90% pages printed
in FY25 Q1 in black/white by faculty/staff

https://doit.niu.edu/doit/services/document/anywhereprints/




0365 Application Training

d Online and In-Person Delivery Modalities

Q Standardized Workshops

apps.niu.edu/EventiT/Registration/EventCalendar.aspx
v Excel Basics / Beyond Basics

v Outlook Basics

v' SharePoint

v Word Basics

v" Word Mail Merge

Q Customized Workshops



PP




Procurement Services and Contract

Management Team

Executive Director - Antoinette Bridges Director- Terry Michels

» Contract Coordinator -Kevin Lam

* Procurement Officer Specialist - Cecelia Bolles
* Procurement Officer Specialist -Annette Reyes
* Procurement Officer - James Jindrich

* Procurement Officer - Steven Miklasz

* Procurement Officer - Dominique Gibson

* Procurement Officer - Jodi Leader

* Procurement Officer - Ryan Markham

Procurement Business Programs — Commercial Card and BEP

* Procurement Services Analyst- Commercial Card- Jay Monteiro
« BEP Coordinator — Karen Baker (part time)

« Extra Help — Teigan Young (part time)

« Administrative Assistant — Cheryl Alliston

“WE ARE HERE TO SUPPORT — WE CARE- FORWARD TOGETHER”



Procurement Basics

* Plan, engage and communicate early: expectations to establish dates,
dollars, overall direction of objectives; each contract is distinctly different.

 Provide clear, concise descriptions; appropriate dates

« Basic dollar driven factors:
— Over $20K — Small Purchase Waiver (SPW) or Quote Summary
— Over $100K — more formal process (IFB, RFP..)
— Over $500K — “Board approval” (quarterly meetings)

— Sole Source — 40-60 days — Chief Procurement Officer’s approval
required.

* Presidential Approval — (not needed as of Sep 13, 2024)

* Procurement Lead Times (5-270 days). Refer to PSCM website



Procurement Basics

 Purchase Requisitions
— required for all purchases goods/services
— clear, detailed description
— multi step approval before reaching PSCM queue
— Initiate at time of purchase

— attach all required documents with Purchase Requisition (ie: W9, SPW,
Quote, Contract)

— Purchase Order provided to both vendor and department after approval



Procurement Basics ﬁl
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« Contracts — multiple types(i.e. vendor contract vs. NIU template; Master
agreements)

— terms (dollars, dates, scope of services/supply)

— may require one or more subject matter experts (SME) engagement (OGC,
DolT, Risk Management, Privacy Coordinator, Accessibility, Security)

— may take a minimum of 30 days internally and must allow time for review and
edits by vendor/contractor.

— only authorized signatories on OGC Contracting Authority Signature
Delegation List

— no auto renewals



Procurement Mechanisms

« Sole Source Procurements — Exclusive (or very limited market), unique vendors - $100K
and above(must demonstrate you've shopped the market)

« Competitive Procurements — (Invitation for Bid (IFB) and Request for Proposals (RFP))-
$100K and above

« Small Purchases — under $100,000 (Competition required between $20K and $99,999)
 IPHEC - no dollar value

« State Contracts (CMS) — no dollar value — University must be identified as a permissible
user of the contract

 Exemptions- for example textbooks, events, subscriptions, database license, etc.

« Commercial Card (P-Card)- $5000 per transactions. No 2 party agreements.



Procuring Tips o
i

 Need vs. Want Ask yourself before you initiate a requisition if this item is
necessary.

« |If you must purchase:

— IPHEC or State Contracts- Consider whether the service or supply is available
on an existing contract.

— Quantity — Purchase what is necessary to accomplish the need.

— Quotes — Must be current. If quote is expired obtain new quote. Attempt to
match original pricing.

— Future year pricing — Pricing increase should be in-line with current economic
increases (CPI)

— Multi-year purchase — frequency of product/service used; lock in pricing;
efficiencies

— Discounts. Don't be afraid to ask the vendors for a discount — you'll be
surprised how often they award the discounts.



Procuring Tips o
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— Consolidate. If you are using the same vendor for multiple
services/supplies please consider consolidation. Consolidation saves
a lot of administration time for all parties (invoicing, orders, and
payments).

— Rental versus purchase /Purchase versus Rental — Evaluate cost

benefit. Consider a short-term rental of temporary needs in lieu of
purchasing items only used once a year.

— Secure competitive quotes. Seek out new vendors. Include BEP
where possible.

— Don't automatically renew premiums, services, or memberships
It's always best to negotiate or inquire about “preferred” customer
discount pricing to ensure you're getting the best price.



Procuring Tips ,,
i

Business Enterprise Program (BEP) — 30% aspiration
goal MBE/WBE/PBE; 10% -Small Business; 3%-Veterans

- Annual Reporting
- Quotes from BEP for purchases >$20k, if available



Procurement Resources

&

*NIU Procurement Services and Contract Management https://www.niu.edu/procurement/
Internal University and Board of Trustees Policy and Procedures (OGC and BoT) https://www.niu.edu/board/regs/index.shtml
lllinois Procurement Code (30 ILCS 500)

Business Enterprise for Minorities, Women, & Persons with Disabilities (30 ILCS 575) (Commission on Equity and Inclusion Act (30
ILCS 574/40-1) https://cei.lllinois.goVv/ )

lllinois Higher Education Bulletin

Joint Commission of Administrative Rules (JCAR)
44 1ll. Adm. Code 10

Executive Orders

Commercial Card Policy and Procedures

*PSCM is in the process of updating policies and procedures to streamline where possible.


https://www.niu.edu/procurement/
https://cei.illinois.gov/

QUESTIONS?




Introduction to UKG Ready

Administrative Support Workshop



Intro to UKG Ready

What is UKG Ready?

 UKG Ready automates administrative processes to
reduce busy work and more efficiently manage the
moments that matter, such as onboarding or other
tasks.

« UKG Ready aims to:

Simplify payroll, eliminate errors, and provide
best-in-class experiences for employees.

Allow managers access to real-time insights into
labor data to make proactive decisions.

Reduce processing time, support compliance,
and ensure the perfect paycheck.

Manage a diverse workforce in an intuitive,
engaging way to drive results.



B

Why UKG?
* Tier | project for the
Administrative Efficiency Project.

* Reduce the complexity of the
payroll process for employees.

* Improve efficiency in time
reporting and collecting.

« Eliminate the use of paper and
back-scanning



B

Approver Enhancements

* Tier | project for the
Administrative Efficiency Project.

* Reduce the complexity of the
payroll process for employees.

* Improve efficiency in time
reporting and collecting.

« Eliminate the use of paper and
back-scanning



Employee Enhancements

B

Meeting you where you are at...
Paper time cards to online or
mobile.

For student workers, replace time
clocks with integrated solutions
for the central payroll

Simplified time entry to record
time consistent with CBA or work
rule.

See how your pay is calculated
as you enter time.



UKG Ready Preview — Timeline Updated

» Early August 2024
— Launch of UKG Ready Website

« Late October 2024 (tentative)
— UKG Preview Sessions

 November 2024 (tentative)
— Focus group validation
— Primary user training https://www.niu.edu/hrs/current-employees/pay/ukg-

January 2025 (tentative) ready.shtm|

— Tentative soft-launch / roll out of
less complex work groups



https://www.niu.edu/hrs/current-employees/pay/ukg-ready.shtml
https://www.niu.edu/hrs/current-employees/pay/ukg-ready.shtml

Thank you!

Questions / Comments / Feedback



2024 Additional Pay Process Training

10/4/2024



Agenda

 How to Submit an Additional Pay Request

» Key Details of Form Sections

« Approval Routing

* How to Check the Status of Additional Pay Requests
« Deadlines for Additional Pay Processing

« Miscellaneous Additional Pay Reminders

* Questions



How to Submit an Additional Pay Request

* Go to MyNIU (From the NIU homepage, go to Quick Links and
select “MyNIU”)

« Select the “MyNIU Human Resource System” panel
« Sign in using Single Sign-on
« Select the "My Forms™ tile
» Click on the blue “Fill out a —
new form” button

. Select NEW Additional Pay



https://myniu.niu.edu/

Form Sections — Employee Type IW'T"
Niu

« The first action you will take is to select employee type

« The choices are salaried "Employee Type v
— All Faculty and Supportive Professional Staff are salaried
— Civil Service employees can be salaried or hourly

— Graduate Assistants can be salaried or hourly (indicate
based on primary position)




Form Sections — General Info

 Employee ID
— Enter the Employee ID of the person to receive the add pay



Form Sections — General Info

* Primary Department, Business Unit, Job Code, and Reg/Temp

— Click on the magnifying glass and the information specific to
the Employee ID entered will appear and can be selected.



Form Sections — General Info

* Once all of the fields in the General Info section have been
entered/selected, the information on the right side of the form
will auto populate.




Form Sections — Compensation Info

« Compensatory Dept

— Click on the magnifying glass and select the department that
will be paying for the additional pay.



Form Sections — Compensation Info

« Earn Code

— Click on the magnifying glass and select the earn code to
document the reason/type of work performed for the
additional pay.



Form Sections — Compensation Info (Earn

| ADA

Administrative Adjustment

Administrative Adjustment

AFR

I Fringe Additional Pay

Contests and Awards (adds to gross pay; sub fo taxes; & FICA no SURS)

E13

Add Comp Union Release Time

Union Release Time

E20

Add Comp Ath Camps/Actly, etc

Athletics Camps/Workshops/Activities

E30

I Add Comp Grant Resich, & Achviy

I Grant Research & Activity, including Grant funded Instruction for 9 and 12 month employees

E40

| Add Comp Workshop/Seminar/Conf

I Workshop/Seminar/Conference

 E50

Add Comp Instructional

12 mon employee & 9 mon Faculty teaching NIU course during school year

| E80

Add Comp Extra Duties/Reports

Extra Duties outside the normal/regular job description while on contract

| E95

Add Comp Market Value Adjust.

Salary Adjustment AcadAdyis - for UFA/UPI Instructors

| FRG

I Fringe Benefits Taxable

I Contests and awards; Meal plans; Bowl Games (taxation only; not added to gross pay)

I GNC

| Grant No Fringe Cost

I Grant No Fringe Cost — 44 account — Out of Contract

LSU

| Lump Sum Union

I UP| CBA Article 3.3 - Declaration of Interest/Presumption of Rehire

'RES

Residential Accommaodations

Housing (taxation only; not added to gross pay)

' S10

Sup Comp Professorship

Professorship/Endowed Professor

S1

Sup Comp Awards & Royalties

Awards, Royalties & Patent Proceeds

512

Summer - Non Instructional

Less than 12 month Faculty doing Non-instructional Summer Work

' SUM

I Summer Contract

I 9 month Faculty teaching during the Summer - use 641100 account code

TEC

I Phone/Internet - Nonaccnible

I Stipends to pay for Telecommunications expense

VEH

I Vehicles Leased

I Stipends to pay for Vehicles




Form Sections — Compensation Info (Earn

« Before submitting an additional pay for a faculty member, you
must know if the additional pay effective dates are when the
faculty member is on or off contract

— As a general rule, most faculty are on 9-month contracts

that run from August 16 to May 15
* On Contract - August 16 to May 15 (academic year)
« Off Contract - May 16 to August 15 (summer)

— However, contract dates do vary, and it is critical to know the
contract dates for the individual that is receiving the
additional pay before it is processed to determine if on or off
contract earn codes should be used



Form Sections — Compensation Info (Earn

» There are three earn codes that are used most frequently when faculty are on contract during the
academic year

— E50 — Instructional
» Teaching for credit while on contract (overload)
— EB80 — Extra Duties Non-Instructional
» Other duties or teaching non-credit while on contract

— E30 — Research Grant Activity

* Grant work while on contract

» There are three earn codes that are used most frequently when faculty are off contract during the
summer academic break

— SUM - Summer Appointment

» Teaching for credit while off contract

— $12 — Summer Non-instructional
» Other duties or teaching non-credit while off contract

— GNC - Grant No Fringe Cost

* Grant work while off contract



Form Sections — Compensation Info (Earn

« Before Civil Service and Supportive Professional Staff
employees are to receive additional pay for any reason,
discussions must occur with HRS

 Most common earn codes for Civil Service and Supportive
Professional Staff are:

— E80 — Extra Duties

 Civil Service - temporary salary adjustment and temporary upgrade
« Supportive Professional Staff — duties outside of the job description

— ES0 — Instructional
 Employees instructing a NIU course



Form Sections — Compensation Info (Earn

« Taxation for Fringe Benefits

— There are two earn codes used for taxation of fringe benefits
 AFR - Fringe Additional Pay

— Example — one time payment with increment processing

— Employee receives compensation (not for worked performed)
— Compensation is subject to tax withholding

— Compensation is not subject to SURS withholding

 FRG - Fringe Benefits Taxable
— Example — taxation for campus meal plans

— Employee does not receive compensation, but the amount is added to taxable
gross

— Amount is subject to tax withholding
— Amount is not subject to SURS withholding



Form Sections — Compensation Info

« Enter Amount Using

— Select either Pay Period Amount (for salaried employees) or
Hours/Hourly rate (for hourly employees)



Form Sections — Compensation Info

* Once all of the fields in the Compensation Info section have
been entered/selected, the information on the right side of the
form will auto populate.




Form Sections — Effective Dates Iﬁl
N

« Start Date and End Date
— The pay period begin and end dates selected must coincide
with the dates the work will be performed

* For example, work is performed from 9/3 to 9/27, the additional pay
begin date should be 9/1 and end date should be 9/30

« Always use dates that coincide with when work is performed even if
it will result in retroactive payment



Form Sections — Funding Info

« HRAccount Code
— Select the appropriate GL Combination Code or use the search criteria to locate the correct code for the work
performed
Faculty and SPS — 641000 and CS — 647100
* For example, CS instructing use 641000 (faculty/SPS account code)
For example, Grads with REEGA — 648100 (student account code)
— Please note, the account code 641100 is used in combination with the SUM earn code for faculty teaching in the

summer when not on contract. During the academic year when faculty are on contract, the account code 641000
is used in combination with the E50 earn code.



Form Sections — Funding Info

* Pay Period Amount
— Enter the dollar amount to be paid to the employee for each pay period

— When the pay period amount is entered the Goal/Total Amount will auto
populate with the total amount of the additional pay to be paid to the
employee



Form Sections — More Information h'j’l
FE
iy

More Information

More Information

* More Information (Comments Box)

— Please enter as much information as possible in this box to detail the reason
for the additional pay

— (F:or iInstructional additional pay, must include course number and credits or
UEs

* For SPS and CS instructional additional pay must indicate that temporary instructor
rosters have been reviewed and no other qualified instructors are able or willing to
teach course

— For SPS and CS additional pay requests, please indicate in the comments
box the HR representative that approved the submission



Form Sections — Attachments

 Attachments

— Any temporary faculty receiving additional pay need to have a signed
contract for the work attached to the request

— Any Civil Service employees that are teaching need to have a signed
contract for the work attached to the request

— Any other supporting documentation that should be retained with the
request should be attached



Approval Routing Iﬁl
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* Primary Department Approvals (based on HR structure)
 Department level
* College level (if applicable)
* Division level




Approval Routing

« Compensatory Department Approvals (based on FMS cost center
approvers)
« Cost Center Approvers
« Chair/Director
» Cost Center Business Manager
» College Business Manager (for academic division)
« Dean/AVP
* Vice President

« Grants Approvers (if applicable)
« Grant Principal Investigator
« Sponsor Projects Associate

* Foundation Approvers (if applicable)
* Foundation Associate



Approval Routing ﬁl
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 Human Resource Services Approvers
— There is a team of approvers in HR that review these forms.
The system assigns a name, but that is not necessarily who
will be reviewing the request. If you have questions at the

HR level, please use the following HR mailboxes:
* Faculty — FacultyEmployment@niu.edu
« SPS — SPSEmployment@niu.edu
* CS — AddPayForms@niu.edu
* Grads — GradAssistantshipEmp@niu.edu



mailto:FacultyEmployment@niu.edu
mailto:SPSEmployment@niu.edu
mailto:AddPayForms@niu.edu
mailto:GradAssistantshipEmp@niu.edu

Approval Routing Iﬁl
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« Exceptions to Standard Approval Routing

— Temporary Delegation (vacation)
 Employees can put temporary delegation in place when planning to
be away from the office

— Rerouting/Additional Approvers

* In the event the request needs to be rerouted or additional
approvers need to be added, contact Human Resources at the

following mailboxes:
— Faculty — FacultyEmployment@niu.edu
— SPS — SPSEmployment@niu.edu
— CS — AddPayForms@niu.edu
— Grads — GradAssistantshipEmp@niu.edu



mailto:FacultyEmployment@niu.edu
mailto:SPSEmployment@niu.edu
mailto:AddPayForms@niu.edu
mailto:GradAssistantshipEmp@niu.edu

How to Check the Status of Additional Pay

Requests

* Go to MyNIU (From the NIU homepage, go to Quick Links and
select “MyNIU”)

« Select the “MyNIU Human Resource System” panel
 Sign in using Single Sign-on
« Select the “View Additional Pay Forms” tile
* Once in the tile, you can sort by a
variety of fields to find the request
you are looking for. Once located,
click on the form and you can view
the form status.



https://myniu.niu.edu/

Deadlines for Processing Additional Pay

Requests

* The deadline for Additional Pay requests follow the Payroll
calendar on the HR website.

Requests must reach HR by the “Deadline
for Paperwork to HRS” to be paid timely



Miscellaneous Additional Pay Reminders

« University Policy for all staff (CS and SPS) requires that Add
Pay discussions must start in HRS before agreeing with the
receiving employee.

— HRS ensures consistent application of Add pay formulas

— HRS confirms the appropriate rate for salaried or hourly
employees



Miscellaneous Additional Pay Reminders

« Retirees that have returned to work are not permitted to
receive additional pay.

— This rule is in place to ensure they do not exceed their
earnings limitations with the retirement system (SURS)

* Faculty that are part-time are eligible to receive additional pay
during the academic year if the duration of the additional pay is
less than the academic semester.

— If the duration of the additional pay is a full semester, the
change should be processed as a job for benefit
implications



Miscellaneous Additional Pay Reminders

« Request for Extra Employment of a Graduate Assistant
(REEGA)

— If a graduate assistant is hired for less than 20 hours per
week they can seek extra employment as a student
employee

— The method of payment in this situation is through additional
pay

— However, before the additional pay request can be

submitted, an approved REEGA needs to be on file with
HRS



« Faculty — FacultyEmployment@niu.edu

« SPS — SPSEmployment@niu.edu
« CS —AddPayForms@niu.edu

* Grads — GradAssistantshipEmp@niu.edu



mailto:FacultyEmployment@niu.edu
mailto:SPSEmployment@niu.edu
mailto:AddPayForms@niu.edu
mailto:GradAssistantshipEmp@niu.edu
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