Entering a Technology Allowance

workday.

Introduction: Technology allowances are tied to compensation, so to add or remove an allowance
you will do so through the Request Compensation Change process.

1. From the employee’s
profile, click Actions,
then select
Compensation, and
then select Request
Compensation

Change.
g Andrea Jones

Position Title

Academic Faculty
Benefits
Business Process

Calendar

Request Compensation Change

Y

Compensation

) - 7

Manage Period Activity Pay Assignments

View Compensation

View Compensation History

View Compensation History - All Past and Present Positions
View Compensation Basis Details

View Estimated Compensation for a Period

View Reimbursable Allowance Plan Activity

2. A pop-up will appear with the effective date
defaulting to the next pay period. If you wish the
date to be effective sooner, uncheck the use
next pay period box and enter the desired date.

Click OK to continue.

Request Compensation Change

Effective Date *

Use Next Pay Period

82/081/2024 [ ‘

Allowance Plan > Add
New Allowance from
the list.

02/01/2024

Use Next Pay Period
Yes

Reason

Employee * | x Andrea Jones - = ‘
| Cancel
3.  You will be presented

with a form. In the top .

. . Compensation ,
section, click on the Effective Date *
pencil or the word Effective Date & Reason L

lect Modif é Request Compensation Change

Reason. Select Modify Effective Date 7 > Modify Allowance Plan

y Modify Allowance Plan > Add New
“ Allowance

() Modify Allowance Plan = Remaove

-y

Allowance

() Maodify Allowance Plan > Update
" Allowance

from the list.

If you need to remove or modify the amount of the allowance in the
future, follow the same process and select the appropriate option
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4. Proceed to the bottom of the form to the Allowance section, then click the add button. The
Compensation Plan field will appear. Click in the field and select By Compensation Rule from

the resulting list.

Allowance

Add

Compensation Plan

By Compensation Rule @ > I‘

e AU At s rd

kearch

All Compensation Plans in >
Compensation Package

Assignment Details
(empty)

By Compensation Package and Rule >

fearch

5. From the resulting list, select [compensation plan

Technology Allowance.
Enter the amount in the
Amount field.

Search

<~ By Compensation Rule

@ chaplain Allowance

(™ Facilities Certification
" Allowance

:w Parking Allowance

Compensation Plan

[ * Technology Allowance -

Amount *

50.00

{’] Technology Allowance

Currency *

x USD --

Frequency *

¥ Monthly -

5  Additional Details

Assignment Details
50.00 USD Monthly: Individual Target

6. When done, click

to complete the process. There will likely be approvals required,
including Human Resources and the University Fiscal Officer, and you can monitor the
progress of these approvals through your Inbox Archive.
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