[image: image1.wmf]Overload Process # 4
 (DEPARTMENT CHECKLIST)

Home Department Submits Overload Document for Paying Department
Department # Is Not Changed
	Employee’s Name: 
	     
	Employee’s C #: 
	     

	Employee’s Primary Dept. #:
	     
	
	


Note: A DHRS Document with the same effective date of another document in the same pay period that has not yet been paid will override the previous document.

Verify Information:

1.  FORMCHECKBOX 
  Verify if employee is out of town. 
Paperwork Required by Human Resources:

2.  FORMCHECKBOX 
  Written approval from the employee’s supervisor (home department) to perform the overload.

Input Online Information:

3.  FORMCHECKBOX 
  Click on the DOCUMENT SUBMISSION MENU; select ADDITIVE PAY, and click on OVERLOAD PAY. 
4.  FORMCHECKBOX 
  Input UM ID # and click on RETRIEVE; verify employee is correct and click on NEXT.

5.  FORMCHECKBOX 
  Input EFFECTIVE DATE and REMARKS (include the employee’s Home Department and the name of the supervisor who approved the overload; indicate the class #), then click on NEXT.
6.   FORMCHECKBOX 
  Input OBJECT CODE using the drop down menu.

	1209
	FR/PR Employee

	1208
	CW/Temporary Employee


7.  FORMCHECKBOX 
  Select the correct OVERLOAD EARNINGS CODE from the drop down menu (regular, credit/non-credit class).
	400
	Regular Overload (Must be pre-approved in writing by employee’s supervisor and HR Director/Assistant VP)

	401
	Teaching Credit Classes

	402
	Teaching Non-Credit Classes

	963
	Out of State Overload (if employee is out of town)


8.  FORMCHECKBOX 
  If credit/non-credit classes, input the number of hours worked for pay period.
9.  FORMCHECKBOX 
  Input the STAR/END DATES and ACTUAL START/END DATES if overload was performed on a previous pay period.

10.  FORMCHECKBOX 
  Verify that the EVENT START/STOP Codes are L (Do not use RP event if overload was performed on a previous pay period).

11.  FORMCHECKBOX 
  Input PAY RATE AMOUNT and ACCOUNT # of the Department paying for the overload (no default accounts are allowed).
12.  FORMCHECKBOX 
  Input “F” Flat Pay.
13.  FORMCHECKBOX 
  Click on VALIDATE/CALCULATE.

14.  FORMCHECKBOX 
  Click on SUBMIT DOC.

15.  FORMCHECKBOX 
  Verify and notify department pending approvers.        
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