\"/dn’rqge Learn

Create a One Time quick reference guide
Payment (OTPAY)

Instructions

ax 20D

[~ Sign out

1. From My Profile, select the Payroll Monitor role.

Payroll Coordinator

Payroll Adm

2. From the Global Navigation search bar, type ATLM for ATLM Time and Leave
Management
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ATLM Time And Leave Management

Timesheet Management

OR select the Time and Leave Management tile. (ATLM)

i

3. Enter the Employee ID to search for the employee.
4. Click Apply when you've narrowed your search.

5. From the Grid Actions results, click the View button.
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1. Navigate to the Timesheet Roster (New Timesheets) tab.
2. Click the 3-dot menu - of the first row.

3. Click Related Actions, then Create New Timesheet Adjustments.

Employee Timesheet Roster (New
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B 052025 11/07/2025 BWeekly 1 09/05/2025
11/08/2025 1172172025 Bi-Weskly 1 09/05/2025

11/22/2025 12/05/2025 Bi-Weekly 1 09/05/2025

12/06/2025 12/19/2025 Bi-Weekly 1 09/05/2025

Under the Timesheet Adjustment Detail tab (see image on page 3 for reference):
4. Use the plus icon + to make a new line.

5. Enter the following:
+ Event Date - often the first day of the pay period, but can be any date inside the pay
period
* Event Type - enter the wage type of the one-time payment (such as 1139 for an
incentive award)
 Amount

6. If the payment needs particular accounting, Expand ' the row, click the COA
header, and enter the necessary coding stream.

7. Attach Ed supporting documentation.

8. Click Validate, then Submit - it will be workflowed to the payroll coordinator to review
and approve.
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Department: 650 | Unit: 2200 | Transaction ID: 20260224000000026436 | Version: 1
Timesheet Adjustment Timesheet Adjustment
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After Approval
1. From the Global Navigation search bar, type PAYM for PAYM Payroll Management.

PAYM Payroll Management

Payroll Management (PAYM)

OR select the Payroll Management tile.

2. Enter the Employee ID to search for the employee.

3. Click Apply when you've narrowed your search.

4. From the Grid Actions results, click the View button.
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Navigate to the Pending Payment tab to view the approved payment.
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