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Off Cycle Check
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Use this Web Form to request a payment that is needed prior to the next regular pay cycle.  Examples are: missing regular salary/hours for a prior pay period or, within policy, a pay advance (http://fingate.stanford.edu/staff/payadmin/policy_ notes/payroll_advances.html). 

 

Departments are encouraged to use the Supplemental Pay Web Form to add other types of payments (e.g. missing overtime for staff, bonus payments, retroactive pay, etc.) to the employee’s next regular paycheck to allow for direct deposit. 

 

The Off Cycle Check Web Form is not used for terminations or for payments to be added to the employee’s next regular paycheck. Review the Termination job aid for pay requests for terminating employees. Review Supplemental Pay job aid for pay to be added to employee’s next regular paycheck.

 

A $35 administrative fee is charged to the requesting department for all Off Cycle Check requests, with the exception of advance payments

Navigation Path:
Open a web browser and go to http://axess.stanford.edu. Log in to PeopleSoft and read the PeopleSoft Usage Agreement, and then click the I agree to the above link. 

If you have questions about the Usage Agreement, please review PeopleSoft Concepts and Navigations.

The PeopleSoft home page opens as a separate window.
 

Navigate to:  STF Web Forms > HR Web Forms > Create > Off Cycle Check

	1.  
	Click the STF Web Forms link.

	2.  
	Click the HR Web Forms link.

	3.  
	Click the Create link.

	4.  
	Click the Off Cycle Check link.

	5.  
	Enter the Empl ID.

	6.  
	Click the [image: image1.png]Search



 button.

If the employee has more than one job record, click the appropriate job record from the search results. Terminated employee records are available for Off Cycle Check requests.  

	7.  
	The Off Cycle Check Web Form has three tabs. The first tab is the payment detail page. 

	8.  
	The Paying Dept ID defaults from the employee’s job record. If the department that is paying the employee is different from the department the employee usually works in, change the department here. This will update the default approvers for the transaction.

	9.  
	Enter an unrestricted PTA for Check Processing Fees (an operating budget or similar PTA that is not a grant or contract PTA) for the $35 administrative fee. 

NOTE: You may not enter LD for this field.

	10.  
	Enter the Check Needed date. The check will be ready after 3 p.m. on the specified date if the 9 a.m. approval deadline is met. 

NOTE:  Payroll only processes termination checks and requests for missing pay on campus lockout day and on payday. See Payroll Deadlines for specific dates.  

	11.  
	Enter the Earnings Code for the payment or click the magnifying glass icon to see a list of all the Earnings Code.

NOTE: Common Earnings Codes for Off-Cycle Checks are:

RTS – Missed payment of salary
RTH – Missed payment of hours 
RTO – Missing payment of overtime
ADE – Emergency pay advance

	12.  
	Enter the PTA (or LD if you wish to charge the payment to the employee’s regular labor schedule PTA(s)) to which the payment should be charged. 

	13.  
	Enter the Amount OR Hours and Hourly Rate to be paid from the specified Earnings Code and PTA. 

	14.  
	In the Remarks field, enter business purpose/justification for the payment including your SUNet ID and phone extension.

	15.  
	If you need to insert a row for additional Earnings Codes and / or PTAs, click the Add button next to the PTA field. 

	16.  
	Click the Transaction Info tab.

	17.  
	The Transaction Info screen is a status page. 

You have the option to mark this web form Save as Draft using the checkbox if you want to save your work without sending it for approval. You can retrieve it later by navigating to STF Web Forms>HR Web Forms>Retrieve>Off Cycle Check and enter the Transaction ID.

	18.  
	You may also send a message to the approvers using the Comments field. Your Comments will be included in the email notification sent to the approver(s).

	19.  
	Click the Approvers tab.

	20.  
	Based upon the job classification and department of the request, system identified approvers will be displayed. In most cases, the system identified approvers are sufficient. All approvers in a given role are treated as a group. Only one approver from that group needs to approve the transaction. If you need to make a change to the approvers for this transaction, you may:

• Add an additional approver in a new role: Click the + button next to the first role. Choose a role using the magnifying glass icon to perform a search. Click the Look Up button to see a list of possible roles. Select a role from the list.

• Add an approver to an existing role: Click the + button next to one of the names in that role. Use the magnifying glass icon to search for the Empl ID of the new approver.

• Delete someone as an approver: Click the - button next to the name you wish to delete. However, you must have at least one approver per pre-populated role.

•If you are submitting a payment using another department’s PTA you must add that department’s HRMS Expert user as an Additional FYI Approver.

	21.  
	Click the [image: image2.png]


 button to save the transaction.

	22.  
	You will now get a Transaction ID number at the top of the Approvers screen. Your transaction will be routed to the approvers, unless it was marked Save as Draft. The approvers will receive an email notifying them to check their Workflow via Axess. You will receive an email if your transaction is fully approved, returned, or declined.

	23.  
	NOTE: Payroll is the HR Expert User who loads the Web Form into PeopleSoft.

Do not Load or Post the Approved Transaction as you would for other types of Web Forms.

The Web Form must be completely approved by 9 a.m. on the Check Needed Date.  Pick up the check at the Campus Service Window at the University Cashier’s Office (459 Lagunita Drive, Tresidder Memorial Union Suite 7, Stanford, CA 94305) after 3 p.m. on that day.  Photo ID is required to pick up the check.

	24.  
	If you’re having trouble please submit a request for assistance online through HelpSU at http://helpsu.stanford.edu. Choose the Request Category of Administrative Applications and the Request Type of PeopleSoft HRMS.
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