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1. Is this payment in addition to Online Data or meant to override Online Data? 
a. In Addition to Online Data- If you need to add an amount and/or hours to an employee’s check but don’t need to change 

anything else. For example, an employee terminated before an Add Pay ePAF was executed. 
b. Override Online Data- Hours or amounts that loaded for employee is incorrect and needs to be updated. For example, an Add 

Pay ePAF was executed with an incorrect amount or an employee’s timesheet error was discovered after timesheets were 
locked. 

2. Last Name: Job Data screen 
3. First Name: Job Data screen 
4. Employee ID: Job Data screen 
5. Position ID: Job Data screen 
6. Hourly Rate: Job Data screen 
7. Pay Group: Job Data screen 
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8. Work Begin Dt: Beginning date of work employee is being paid for 
9. Work End Dt: Ending date of work employee is being paid for 
10. Pay Period End Date: Pay Period End Date of current payroll or payroll that these earnings will be paid on 
11. Dept ID: Job Data screen 
12. Dept Contact: Person that should be contacted for any questions or corrections (usually person submitting the form) 
13. Contact Phone: Phone number or university extension of Department Contact  
14. Additional Payment Types 

a. This section of form should only be used in place of Add Pay ePAF if the employee is terminated or in a Pay Group that is no 
longer eligible for the earning code needed. Missing the deadlines for the Add Pay entry or delayed approvals should be paid on 
the next payroll, not entered on a form request. Deadlines can be found on the End User Calendar. 

b. Code Descriptions- Click to see Add Pay Earning Codes on the website. This document also includes tabs that show the required 
Dean, Provost and HR Approval for each earning code. These signatures must be obtained on the paper form before submitting. 

c. Choose the code that you would normally enter via an Add Pay ePAF in PeopleSoft 
d. If Additional Payment type is for an hourly employee and it is a non-discretionary payment (as determined by HR 

Compensation), attach the completed Add Pay Overtime Calculation worksheet 
15. Other (Explain Below): If section 14 or section 19 doesn’t have correct earning code for your payment, type it in this field. Must use Add 

Pay Earnings Code spreadsheet to verify that the needed signatures are obtained. 
16. Amount: Gross amount to be paid 

a. In the Base Earnings Payment Types, the Hours should be multiplied by the Hourly Rate to get the Amount 
b. Amounts in this field can be entered as negatives, will turn red 

17. HR Combo Code:  
a. Only needed if overriding the information on the employee’s job record, the system will automatically use whatever funding 

allocation is setup on the employee’s job record, so this field is only necessary if different 
b. Must split hours and/or amounts by HR Combo Code even if the payment types are the same 
c. Enter all leading zeros 

18. Grant*: 
a. Only needed if overriding the information on the employee’s job record, the system will automatically use whatever grant 

allocation is setup on the employee’s job record, so this field is only necessary if different 
b. Must split hours and/or amounts by Grant even if the payment types are the same 
c. Any grant listed in this field requires an initial from a Grants and Contracts contact 

 



                                         OU Pay Form Instructions 
 

5 | P a g e  
 

19. Base Earning Payment Types: 
a. These payment types would follow the codes that can be found in TAL 
b. Any hours using code REG, 020 or 055 require a paper timesheet as part of the supporting documentation for all hourly 

employees 
20. Any items listed in this section must be reflected in TAL. An adjustment should be created in TAL and a screenshot of the approved 

adjustment should be included with the supporting documentation or a TAL Adjustment Form should be completed if period is no longer 
available in History  
(Note: The only exception is if an employee has no timesheet available for the period due to late ePAF execution)  
Hours: Number of hours to be paid 

a. Required for majority of codes in the Base Earning Payment Types section 
b. Hours in this field can be entered as negatives, will turn red 

21. Explanation/Additional Information: A clear and concise explanation of why the OU Pay Form is being used instead of using the system. 
Should also include the explanation of any codes listed in the “Other (Explain Below):” section. 

22. Signature of Department Payroll Coordinator: Signature of Primary Department Payroll Coordinator or Delegate 
23. Signature of Department Head: Signature of the Department Head or a designated delegate 
24. *Grants & Contracts Accounting Initials: Required for any codes using a Grant number 
25. **HR Compensation/Provost Initials: Required for all Payment Types that need HR Compensation Approval or Provost Approval 

a. Will have two asterisks beside earning code 

 
b. Use the Add Pay Earnings Code spreadsheet from the website to verify which Payment Types require HR Approval or Provost 

Approval 
26. ***Dean/VP Signature: Required for all Payment Types that need Dean Approval 

a. Will have three asterisks beside earning code 

 
b. Use the Add Pay Earnings Code spreadsheet from the website to verify which Payment Types require Dean Approval 
c. Earning codes that have both two asterisks and three asterisks require both HR Comp/Provost initials and Dean/VP Signature 
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Resources 
Add Pay Earnings Codes (https://financialservices.ouhsc.edu/Forms/add-pay-earning-codes) 

Add Pay Overtime Calculations (https://financialservices.ouhsc.edu/Forms/add-pay-overtime-calculations) 

Paper Timesheet (https://financialservices.ouhsc.edu/Forms/timesheet-for-hourly-employees-paper-form) 

Create a New Combo Code (https://financialservices.ouhsc.edu/Training#594464329-payroll-training-manuals) 

End User Payroll Calendar (https://financialservices.ouhsc.edu/Departments/Payroll-Services/Payroll-Coordinators/New-Payroll-Coordinators) 

https://financialservices.ouhsc.edu/Forms/add-pay-earning-codes
https://financialservices.ouhsc.edu/Forms/add-pay-overtime-calculations
https://financialservices.ouhsc.edu/Forms/timesheet-for-hourly-employees-paper-form
https://financialservices.ouhsc.edu/Training%23594464329-payroll-training-manuals
https://financialservices.ouhsc.edu/Departments/Payroll-Services/Payroll-Coordinators/New-Payroll-Coordinators

