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

2. From the Global Navigation search bar, type EPM (Employee Profile Management) for 
  Payroll Management. 

3. Use Filters to search for the employee.

4. Click Apply when you’ve completed your search. 

Mass Upload for MAS3 (OTPAY)
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5. From the Grid Actions results, click the View button.

OTPAY
Use to create a Mass Upload for multiple employees to 
receive a One Time Payment.

quick reference guide
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1. You will see the list of employees under Grid Actions. Verify the employees are 
  correct.

2. Search for MAS3 Mass Change Request for One-Time Transactions in the Global 
  Search Bar.
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1. Click Create. 

2. Enter From, the date the One-Time Payment will be effective. The Request Code is 
  OTPAY. 

3. In the Selected Criteria-General section, use the search criteria from 
    the EPM filter.
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4. In the Revised Attributes - Common section, enter the Revised From date, select   
    or enter the Pay Type. The drop-down for Amount/Percent Indicator is Amount, 

  and enter the check Amount.

5. In the Revised Attributes - STRG section, select the Supplemental Type Indicator 
and Pay Period End Date.

6. In the Revised Attributes – OTPAY section, enter the Home Department and 
    Supplemental Pay Indicator.

7. Click Save.

 

6

5

7

1. From the Global Navigation search bar, type BATRUN Job Manager (HRM).

2. Use Filters to search for the employee.

3. Click Apply when you’ve completed your search. 

4. Click on the 3-dot menu.

5. Click Open Folder.
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1. Click on the 3-dot menu          next to the On-Request Jobs row. 

2. Select Open Folder.
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1. Click on the 3-dot menu          next to the Mass Change row. 

2. Select View.
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1. On the Report Summary for Mass Change, click on the 3-dot menu. 

2. Select Schedule New Job.
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  1. Enter the following:
     •  Job Name 
     • Select a Run Option 
     • Scheduled Date/Time 
  2. Click Save.
  3. Click the 3-dot menu.  
  4. Select Setup Parameters.
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1. Enter OTPAY in the Parameter Value field. 

2. Select Save & Close.
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1. Click Submit Request. 
1

1. Click Apply. 
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1. Click the 3-dot menu.

2. Click Related Pages.

3. Click Report(s).

1. Click View PDF.

1
23

1



vantage.employee.utah.gov 

 1. Click Open File to view the PDF.

Verify the OTPAYs were created successfully.

1. From the Global Navigation search bar, type OTPAY (One-Time Payment).
1

2. Click Search to located the newly created OTPAYs. 
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3. Select the OTPAY entries.

4. Click Grid Actions.

5. Select Primary Actions from the drop-down.

6. Click Validate.
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7. Select the OTPAY entries.

8. Click Grid Actions.

9. Select Primary Actions from the drop-down.

10. Click Submiit.
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1. From the Global Navigation search bar, type PAYM (Payroll Management).
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2. Use Filters to search for the employee’s statuses.

3. Click Apply when you’ve completed your search. 
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4. From the results, click View next to the employee.
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4. Click on the Pending Payment tab to view the payment.
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