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An Overview of POPS

What is POPS?

POPS, the Payroll One-time Payment System, is a PC-based system that enables you to quickly create and submit
electronic payroll requisitions that allow you to pay casual and regular staff.

The following one-time requisitions are supported in POPS:

Academic and student payments for casual staff. Miscellaneous payments for Academic and
Paid bi-weekly Admin & Support (Non Academic) staff,
Hourly and Salaried - Paid bi-weekly

Admin & Support (Non Academic) payments for Overtime for Admin & Support (Non
casual staff. Academic) staff, Hourly and Salaried.
Paid bi-weekly Paid bi-weekly

Trades & Services regular staff.
Overtime, Under-time and Premium
adjustments as per collective agreement.
Paid weekly

Trades & Services casual staff.
Payments and Premium.
Paid weekly

POPS structure

To pay one or more individuals, departments/units will be completing the required data in POPS by creating a
requisition that contains payment data. Once the payment data has been created and validated, the requisition is
electronically transmitted to Banner Payroll for payment. For this transmission to take place, the individual
responsible for transmitting POPS data to the Banner collector table will have to have been pre-authorized by the
department/unit to do so for a given Organization code. Once the data has been transmitted, authorized areas will be
given powerful tools to review and approve their payment data. These reports and/or views can be generated to view
all payments: within a department/unit, by individual, by pay-date, by FOAPAL, etc. Below is a pictorial
representation of the POPS data flow.

POPS
Banner
/—% Payroll
User Profile Person List Requisition collector
v v table

Step 3: Through Reports
and Banner Form
PYAPOPS, users and other
areas, review and approve

Payment
details

N AN

] . ] ) ) the payment data.
Step 1: Authqu_z_ed users create a Step_2_._Author|zed users transmit Transaction can be deleted.
payment requisition from employee requisition(s) from POPS to Banner
timesheets and other payment request. Payroll.

Note: The transmitted data is placed into the PY APOPS Banner collector table. It handles one-time payments with a
single FOAPAL per payment.
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POPS software and tables

POPS is an in-house developed software package. POPS provides three screen forms to maintain information that is
stored in a database consisting of four main files:

POPS Form | Contents Database File

User Profile | Where you keep track of payer (departmental/unit) information which will Profile
appear on a requisition.

Person List Where you keep track of employees that you will pay with "onetime™ payments | Employee

Requisition Where you keep track of requisitions that have been created Requistion

Requisition The individual payments made to employees appear on the Requisition form, Payment
but are stored in a separate database file.

You do not need a User Profile in order to create and transmit a requisition, although it does make it much easier each
time you wish to create a new requisition. When you start a new requisition, you will add a new requisition to the
Requisition List. The requisition contains information about the department/unit requesting the payment, when the
payment is to be issued, and who created the requisition.

A single requisition can be used to request many payments. Each requisition will therefore contain a list of payments
to be made to employees. POPS requires that you first create an employee within the Employee List before adding a
payment for that employee to the requisition.

To create a payment, you first have to create the Person, Requisition and Payment details in POPS. The data would
then be transmitted electronically to Banner Payroll. POPS itself has no built-in security. However, only pre-
authorized individuals will be able to transmit POPS data to Banner Payroll. These individuals will be identified
through their McGill ID and Banner password.

POPS Transmission Authorization

Pre-authorized means that the department/unit has authorized specific individuals to create, transmit and review POPS
requisitions. These rights, which can be revoked, are assigned to an individual. Each individual may be assigned to
one or more Organization codes. With Org rights, the individuals are permitted to charge payments to a FOAPAL
that contains an Org to which they have been assigned rights. Banner POPS Authorization Request forms can be
found at the following link:

http://www.mcgill.ca/hr/sites/mcgill.ca.hr/files/fm_banner_pops_authorization_request jan2015 0.pdf

Review and Editing of Transmitted POPS data

After a requisition is transmitted to Banner Payroll, the submitter is expected to review their requisition data in
Banner form PYAPOPS. In addition, prior to the pay, each area is expected to review all of their requisition data and
match this to the payment requests. Should a correction be required, the area concerned will be given tools to either
modify a limited number of non-monetary data fields, or simply delete the payment and re-transmit the data via
POPS. It must be clearly understood that transmitted POPS data will automatically be paid unless someone stops
payment. Besides the originator and or the reviewing/approving individual in the department/unit, staff in the HR
Service Centre, Office of the Budget, Financial Services and HR Advisors can also decide that a given payment
requisition or payment does not have authorization to be processed further. Additionally, payments that have to be
reviewed by Research Financial Management Services will be assigned an Awaiting Approval status (“W”) and will
not be processed for payment until the Account Administrator in Research Financial Management Services sets the
status to Active (“A”). Payments with an On Hold (“H”) or Delete (“D”) status will not be processed through the
payroll system. The department will be notified of a Delete or On Hold status and the reason for it. The approval
comment area will also identify key information.

February 2015 - Page 4


http://www.mcgill.ca/hr/sites/mcgill.ca.hr/files/fm_banner_pops_authorization_request_jan2015_0.pdf

POPS 6.5 User Guide

Input Data for POPS - (Casual Employee Timesheets)

To assist departments in controlling casual one-time payments, departments may avail themselves to “Time-Sheets”
found at the following link for the Academic and Admin & Support casual staff: http://www.mcgill.ca/hr/employee-
services/getting-paid/timesheets . These timesheets specifically address the payment process through POPS along
with space for full FOAPAL information. The casual employee is expected to complete this form on a weekly basis
and submit it to their supervisor for approval. These timesheets should be given to the person responsible for
submitting the casual payroll through POPS on a bi-weekly basis.

Bi-weekly hourly Casual Payroll cycle

The casual payroll forms are processed and paid through our bi-weekly payroll, with payment every 2" Thursday.
The pay-cycle itself runs every 2" week regardless of holidays etc. A given bi-weekly pay-period runs from a Sunday
to Saturday over a two-week period.

For one-time payments, departments are expected to enter and transmit their payment data through POPS on the
Monday or Tuesday immediately after pay-period end date. All areas concerned are expected to use Wednesday
through Friday to review and approve the transmitted data. The payroll is run on Friday and transmitted to our bank
for distribution to the casual employee’s bank account on Thursday. Only payments transmitted by Tuesday evening
(midnight), on the week prior to pay-date, that are in approved status by Friday morning, will be processed for
payment on the bi-weekly payroll. In other words, requisitions transmitted on a Wednesday will not be processed,
even in approved status when the payroll extract is run on Friday morning as central offices need time to review the
payment data. Please note that the approving process continues right up until payroll extraction time.

Payment by direct deposit

Every bi-weekly employee who is going to be paid more than once, must have their payroll payment directly
deposited to their bank account. The bank account must be a recognized financial institution in Canada. Single one-
time payments, regardless of amount, cannot be paid in a foreign currency.
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Bi-weekly hourly pay cycle - key events

Sunday to Saturday of the 1%t week of the 2-week pay-period.
Employee timesheet given to a) Supervisor for approval and b) POPS user for data entry/transmission.

Sunday to Saturday of the 2" week of the 2-week pay-period.
Employee timesheet given to a) Supervisor for approval and b) POPS user for data entry/transmission.

Wednesday thru Thursday (week 3).
Monday and Tuesday,
POPS transmissions by All transmitted payments are reviewed/approved by each applicable
departments/units. area.
e.g. Departments/Units, Research Financial Management Services,
Office of the Budget, Human Resources Service Centre and Payroll.
Friday — (week 3) Monday thru Wednesday Thursday
Bi-weekly hourly Bank deposits are transmitted to the bank and Pay-date. Funds
payroll is run. cheques/deposit slips prepared for distribution. in bank account
Please Note:

It is very important that POPS one-time, casual payment entries are assigned to the proper pay period by entering the
data during the required time frame. If the cycle is missed then payment can only be made during the next pay-cycle,
which may be up to two weeks away. Furthermore, as the bi-weekly hourly pay-period has its own specific start and
end dates, all payments within a pay cycle are assumed to belong to this pay-period. If in fact a given payment
belongs to another pay-period or even a number of pay-periods, the Human Resources Shared Services Unit will have
no way of overriding this. As such, it will most likely have an impact on the employee’s pay cheque for deductions
such as federal and provincial tax, and QPP. As well, Employment Insurance reporting on the Record of Employment
at the time of termination will quote the wrong dates. Again, please be sure to allocate the work performed to the
proper pay-period. The pay periods are well publicized and can be obtained from the HR web site at:
http://www.mcgill.ca/hr/employee-services/getting-paid/schedules.

Bi-weekly salaried payroll

By far, our largest payroll is our Bi-weekly salaried payroll that pays approximately 5,000 staff and pensioners. The
payments come about by default from the assign salary (rate per pay). Regular Bi-weekly salaried payments can be
supplemented with duly authorized Miscellaneous Payments — Salaried as well as Over/Undertime; Non-Academic —
Salaried payments submitted through POPS.

The Bi-weekly salaried pay cycle

The Bi-weekly salaried payroll will be paid on Fridays. The pay periods are well publicized and can be obtained from
the HR web site at: http://www.mcgill.ca/hr/employee-services/getting-paid/schedules.

e The payroll has to be run 4 working days prior to pay date in order to get the direct deposits to the bank on
time.

e The pay period is always the current bi-weekly time frame

e POPS one time payments such as Miscellaneous Payments — Salaried and Over/Undertime; Non-Academic —
Salaried have to have been received, reviewed and approved in the collector table well before the payroll
starts. We recommend that these payments are submitted at least 10 days in advance. For example, overtime,
where applicable would be for the previous pay period.
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Weekly paid Trades and Services Payroll as per Collective Agreement

We have approximately 6 areas on campus that submit payment for our weekly paid, Trades and Services staff. The
staff in this group, both regular and casual, are covered under collective agreements and must never include someone
who is not covered by the respective collective union agreement. In fact unless you have been granted access, you
will not have access to the Trades and Services Payroll through POPS. This is being handled by the use of certificates.

e The overtime for regular staff is normally submitted every week and will be added to the employee’s pay
cheque 2 weeks hence.

For example: Employee works overtime in week 1. The overtime payment will be transmitted to the Banner
collector table in week 2 and paid in week 3. This will be an addition to the employee’s normal pay-cheque,
typically on a Thursday.

o The payment of weekly paid casual staff covered by a collective agreement. The submission of hours and
rate per hour is normally submitted and transmitted to the Banner collector table every week and will be
added to the employee’s pay cheque 2 weeks hence.

For example: Employee works overtime in week 1. This will be transmitted to the Banner collector table in
week 2 and paid in week 3, typically on a Thursday.

Personal Data, Tax Exemption forms, Direct Deposits

e Duly completed and signed Personal Data forms must be forwarded to the HR Service Centre for any new
employee to the University. If the individual is a new employee to the department/unit, but a McGill student
or previously employed by the University, please direct the employee to MINERVA to update/verify their
personal information.

o Basic Federal and Provincial tax exemption defaults will be used. It will be incumbent upon the employee to
forward the tax exemption forms to the HR Service Centre if he/she wishes to claim an exemption from taxes
or conversely apply for substantial tax credits.

o Inorder to avoid the physical issuance of a payroll cheque, please direct employees to MINERVA to
update/verify their banking information.

Postdoctoral Scholars & Graduate Research Trainees Award Certification Form

An Award Certification form, signed by the recipient and grant/account owner will allow Human Resources to
process the payment to a Post Doc or Graduate Research Trainee as a Scholarship. The payment will not be subject to
McGill staff benefits, QPP, El, QPIP and Medicare and will be reported as a scholarship to the respective
governments. Again, these payments are not treated as employment income and do not qualify for Employment
Insurance/QPIP. It will be entirely incumbent that the duly signed Postdoctoral Scholars & Graduate Research
Trainees Award Certifications Forms be retained by the unit/department for audit purposes for 7 years.
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Using the POPS Navigation Facilities (menus)

POPS uses the standard Window navigation facilities: Menus, Buttons on a toolbar and Shortcut control key

combinations.

File Edit Reports Tools

Archive Window Help

[ er DX |oRSE

Windows Menu Bar

Tool Bar of buttons that are
shortcuts to the menus

Menus
File Edit Reports |Tools Archive Window Help
Mew Undo [Ctrl+Z] |A form Requisition List|Previously Contains a list About
Open comes up  [Person List transmitted |of all open forms.
Close Cut [Ctri+X] |which User Profiles  |requisitions |If one form is
Transmit Payments|Copy [Ctri+C] |allows you [-—————— prior to POPs [hidden behind
Paste [Ctrl+V] |to choose |[Options version 6.5  |[another form use
Print setup oneof [ this menu item to
Mext [Ctrl+PgDn] |several Relndex Tahles select the form.
Exit Previous [Ctrl+PgUp] |pre-written |Pack Tables If several forms
First [Ctrl+Home] |reports are open then the
Last [Ctri+End] last requisition
form to have been
Replicate  [Ctri+R] viewed is flagged
Add [Ctri+Ins] with a check mark
Delete
On Close

Highlighted options are also buttons on the toolbar.

Menu Items

File has 3 groups of commands/submenus:

e Requisition options. File/New Ccreates a new requisition. File/Open 0pens a previously saved
requisition. File/Close Closes a requisition. File/Transmit Payments transmits a finished
requisition to Payroll.

e Printing options. Offers the standard Windows pPrint Setup options.

e Program Exit option.
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Edit has 5 groups of commands:

Undo group.

UNDO can revert a field back to its previous value - but only if you have not tabbed out of it.
Cut/Copy/Paste group.

Offers the standard Windows cut/paste functions.

Navigation group.

Enables you to skip from record to record in the Person or User Profile forms.
Replicate/add/delete group.

Add and delete are used on the Person or User Profile forms. Replicate is only used on the open
requisition forms.

On Close (used to change the Transmit status)

Reports has a selection of pre-programmed reports.

Tools has 3 groups of commands.

The form or list-processing group.

Used to open the Person, User Profiles and/or Requisition lists.

The options group.

There are two options. One is General, the other is the User Captions option.
The tables group.

One is Relndex tables, the other is Pack tables

Archive — copy of previously transmitted requisitions prior to POPS version 6.5

Window is the standard Windows menu that keeps a list of all open forms. Use this option to quickly navigate
amongst the active forms.

Help. Currently there is no help available.

Toolbar Buttons

Mext Record Add New Record Delete Record

File Edit Reports ols  Archive Window Help

First Record

Print

—p < » DX E

A A

Previous Record Last Record

Save

These buttons work on the form that is currently active - Person List form or User Profiles form.
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Group 1 (navigation buttons)

First

Previous

Next
Last

Skip to first record (go back to the first record)

Skip to previous record (go back one record)

Skip to next record (go forward one record)

Skip to the last record (go forward to the last record)

Group 2 (record change buttons)

Add

Delete

Undo

Save

Add a record to the active form.
On the Person List it asks you if you want to add a hew person or a new job for an existing person.
On the User Profile it adds a new POPS user.

Delete the active record on the active form.

On the Person List it asks if you want to delete a job for the person or delete the person.

On the User Profile it deletes the active POPS user.

On an Open requisition it deletes the active payment (if the List or Payment tab is active) or deletes
the entire requisition (if the Requisition tab is active).

Undo changes within a field. Must be done before tabbing out of the field.

Save changes. Changes made to a record are always saved when the form is closed or when you
navigate to a different record within the form. Note that changes to a field are never saved unless
you move out of the field by pressing the Tab or Enter key, or by moving to another field via a
mouse-click.

Use the Save button to save changes to a Person or Profile record before using it with a requisition.
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Populating the "User Profiles" File Requisition Header Information

The User Profiles file contains information about the person creating the requisition. If several persons are authorized
to create requisitions, a separate record can be created for each person. Additionally, if an individual is handling

payments charged to different FOAPALS and/or tracks payments by course, etc., the use of multiple User Profiles can
be very beneficial in that it greatly simplifies the creation of a Requisition Header and the defaults that come from the

User Profile.

The hand is used to drag the
profile over to the requisition.

User Profile

McGill ID number is mandatory. This
pT— an number is also validated against our
serinta - authorization table to ensure the

Title: I Ms MeGill ID: I 260000000 individual is permitted to create/transmit

Fir=t hlame: IHeather POPS requisitions.

% 1 - User Profiles

N

Last Mame: I'I.-“-.I'arters

Buzineszs Title: I Acminiztrative Azsiztant

Telephone Ma. I 398-3343

E-hidail Acddr . I heather walters@@mogil.ca

If you have several users
creating POPS requisitions or a
single user with multiple
FOAPALSs, then creating a profile
|DE'3i3i'="" SCignces |4355E for each should facilitate the
creation of a requisition. To add
a new profile, click on the Add
Fund Organiz. Account Program  Activity  Location button and complete the data.

|220884 |ooz4z  [eooots [2000  foooooo [oooooo

— Dept. Mame Aclmin. Unit

Prepared By Ir-.-1rs Helen Poweell

If you have only one user profile then check this
box. If you have several profiles then check this
box for the one you use most often.
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Adding an Entry to the User Profiles File

1. Click on menu item Tools, then User Profiles. This will bring up the User Profiles form.

2. Since there is no List tab, use the toolbar’s navigation buttons to skip through the records to confirm the person is
not in the User Profiles file. Click on the First Record button to move to the first record and then click
continuously on the Next Record button to view each profile in succession.

3. Click on the add button
or click on menu Edit and then chose add
Or press Ctrl+Ins
any one of these three methods will create a blank record.

4. Fill in the information.

5. If the user you entered is the one that is used most often then click on the set as default check box

If you would like to add another person, repeat steps 3 to 5.

Note: In this version of POPS, one cannot use the Replicate feature to bring a new User Profile forward with copied

data. The Account code of the FOAPAL must start with a 6. Activity and Location codes can be alphanumeric.
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Populating the "Person List" File with Employees to be Paid

In most cases, an employee is paid on several requisitions over a period of time. The Person List file contains the
information that needs to be supplied on a payment. Once you have added an employee to the Person List file, all you
have to do is drag the employee’s name into the requisition folder to create a payment for that person. The Person
List file offers several fields that POPS does not use. You can use these fields for your own purposes. The names
attached to those fields can be changed by going to the Toor.s menu, and choosing 0PTIONS, then USER OPTIONS.
Select the User Captions tab and change the names in the white boxes.

Click on menu item Too1ls, then click on person List. This will bring up the Person List form. This form has four
tabs:

List Scrollable list of all persons in the Person List file

Person Person by person view. Contains payroll type info. Most information on this tab is required.

Address | Person by person view. Contains the person’s address. This information is not required.

Userinfo | Person by person view. Contains a set of free form fields that can hold any information the POPS user
wants to keep track of. None of these fields are required.

Examples of the 4 tabs (information areas) on the Person List form. Note that the McGill ID listed is the 9-digit
number used in Banner.

By typing 1%t letter of name, selection is

mmedae imied
List | Per=on | Address w
Search: ij _— Note:
MoGil I Person Mame In order to be paid, you must
G7EEIE55S [AMISMdartinmr ;| first create the person with:
234567850 [ATWOODMeghs. 1) McGill 9 digit ID number
957654321 |GOLILDStephentr 2) Name
957666543 [HING/Stephenr. 3) Optional default
150012345 |LAPLANDAonathanDr information (simplifies the
TETTEE953 [SHELLEY MaryiMs, payment process).
Obtain McGill ID through Banner )
search form. (Created through a To ensure on-time payment.
Personal Data Form processed by For every new employee to the University you
the HR Service Centre) create, be sure to immediately submit the
following:
a) PD form
b) Tax forms (if not basic exemption)
c) Direct deposit form
=i to the HR Service Centre as soon as

possible. Payment cannot be made
unless these are received in a timely
manner.
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Person — list — Person tab (information on the person).

¥ 1 - Person List =10 x|
List Perzon | Address | U=erlnfo
Title: II'-.-13 RSl [T

Firzt Mame: Ir-.-1arije

Last Mame: I.&an het Rat

Job 2 of 3 Graduate Student A=zistant

Use Banner form GYASINS to find the McGill ID
(primary) number. If the person is not in Banner,
leave McGill ID blank. If new employee to McGill,
complete PD form asap and forward to Human
Resources. Please remember to also update the
employees SIN number in your POPS database.

M

Jok: ITest Joh2

A person can have multiple jobs. Use the Add icon
to create more than one job for the person, each with
its own default information.

Hourly Rate: | 12.25 Position Identifier: | |

Suffix I
=

M

N\

/IIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

This means 4% will be added
to the pay cheque
representing vacation pay. 6%

Union code is only to
be used by casual and
regular staff paid

is only to be used if specified under the weekly
by a collective agreement. paid Trades and
You must be certain as when Services Collective
to use N. agreements.

Position & Suffix obtained from the person’s Banner
Job. Required for: Overtime adjustments for both
Admin & Support staff, Trades & Services staff and
Miscellaneous payments.

Required for Admin & Support staff (Non Academic)
Casual Policy monitoring. As well, the replacement
number is required for maternity and sick leave funding
replacement.

Information on Government and university programs
that subsidize the payment of casuals.

Please note that the McGill ID for the person to be paid and, if applicable, the Replacement ID, is always a 9 digit
number. The number can be found in Banner, using form GYASINS. This form has extensive query capabilities. If

the person to be paid is not in Banner, then a Personal Data form (PD form) has to be completed by the employee and

submitted to the HR Service Centre by the department/unit as quickly as possible. An abbreviated example of

Banner's GYASINS is shown below. Until an ID number is assigned, leave the McGill ID blank. Once the ID number

has been created by the HR Service Centre an automated e-mail will be sent to you so you may update your POPS

database with the information.

Please note: If the same individual is listed more than once, you must use the number of the record where the Chg
indicator is blank as this is the most current record. This is a scrollable form where more columns are available.

The “hand” shown on the selected job (job 2 of 3) will be used to drag the job information over to the payment

requisition.

February 2015 - Page 14




POPS 6.5 User Guide

A sample of Banner form GYASINS follows. As well, following the GYASINS form, some of the fields on this form
have a more detailed explanation.

*-52” McGill University - Person Search Form [5IN] GYASINS 1.0 [Banner]

1D SN Last Mame First Mame biddle Mame Birthdate Chg
150105503 B4 022 Srrith Stephen Alexander 17-0CT === I_
150125803 | [399980 | [Gmih Stephen 1 B
150105503 | (464022 Srnith Stephen & 17-00CT = IN_
60520188 | |2367093 | [Smih - DEILIN r
160210148 | [26=292 | [amih S ozanne wemey [

Please be very careful in ensuring that you pick the correct individual. With the integration of student information,
there are just about 500,000 names on file to choose from. Although both SIN and Birth dates have been partially
masked for confidentiality reasons, we trust that you have enough information to pick the correct individual.

Below follows a short explanation of some of the key fields. For more specific information, please refer to the
sections that have full details for each of requisition payment types, namely: Academic casual, Admin & Support
(Non- Academic) casual, Miscellaneous and Over/Undertime.

Government programs at this time are Summer Career Placement Program (SCPP formerly SEED) and Work Study.
These programs are pre-approved where the department is partially reimbursed for the hiring of a casual under the
program. As re-imbursement is directly related to payments to the individual, it is crucial that every payment under
the respective programs is properly identified through the program ID and program reference number. Note: The
Work Study number is a numeric field.

The replacement McGill ID is needed where Human Resources has agreed to fund the payment of the casual who is
replacing a person on leave (maternity or sick leave) who remains on the departmental payroll.

The Reason code is required when paying a casual who is performing work of a clerical, technical and/or library
assistant under the umbrella of the Admin & Support (Non Academic) staff Casual Policy. Certain reason types
require a replacement ID number. For example, a casual replacing a clerical individual on extended maternity leave
would require a replacement number.

The Union affiliation is only needed for staff that are paid through the unionized weekly paid Trades and Services
payroll. Pick the appropriate union affiliation code from the pick list presented.
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POPS 6.5 User Guide

| Uzerinfa

hAcGil [T I S5 TEEED

PMatmie: I KIMGStephendr .

Bus. Matme I i Wigry Imc

Bus. Title: I President

Address1: I 5353 Underveater Street
Adddresss I

Addressa I

Adddressd; I

Post Code: | Ha'v266

Tel (home): ||:51 41 B33-3030

Tel (wark): ||:51 4396-3733

% 2 - Perzon List M= 3

Lizt | Perzon | Address

U=zerinfa

[ame: I HIMGIStephen iy

Empl. Text 1| ;

Ermpl. Test 2|

Empal. Numerl T

Jok: IStudent Help _

This information is entirely
optional. It is not transferred
to Banner in the pay cheque
production. You can use
this for your own purposes
such as mailing labels, form
letters etc.

This information is entirely
optional. Itis not used in
Banner payroll processing.
May be used for local
reporting processes.

Job Text 1: I

User specific data. Captions can be
changed to meet user needs.

Jok Text 2

Job Text 3

Job Text 4

Job Numeri:l 1:_/
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The List tab is a scrollable list of all the people you have in the Person List file. It is useful for adding people to the
requisition. Double click on a name to add a person to the last opened requisition.

The person tab is the best tab to use for adding people to the Person List file. Use the Add button (from the toolbar)
to add records. Use the navigation buttons to skip from record to record.

Adding a Person to the Person List File

1.

2.
3.
4

Click on menu item Tools, then Person List. This will bring up the Person List form.

Click on the 1.i st tab and scroll through the list to confirm the person you want to add does not already exist
Click on the person tab.

Click on the add toolbar button

or click on menu Edit and then chose add

Or press Ctrl+Ins

any one of these three methods will create a blank record

Fill in the person information.

Note: A Person Number is mandatory unless the individual is a new employee to the University and including it
in your payment requisition speeds up the process significantly. If you do not know the Person Number, please
look up the McGill ID Number on Banner form GYASINS.

If the person does more than one function (and is paid differently for each function), add the multiple job
functions to the person record (see below).

Click on the Address tab and fill in the address info.

Note that this information is not used for the Payroll cheque address. To modify employees addresses, please go
to MINERVA

If you would like to track other information enter it in the user Info tab. You can change the captions next to
the fields by clicking on Menu item Tools, then Options and then User Options.

If you have another person to add go back to step 3.

POPS Support for Employees with Multiple Job profiles

POPS supports multiple job profiles per employee.

From the menu select Tools, then Person List to bring up the Person List form. Select or add the person for
whom you wish to record a second job.

Add a job by clicking on the add toolbar button *or click menu item £dit and then add, or press the key
combination Ctr1+Ins.

When prompted, “Do you wish to add a new Person?” choose No and then choose ves for "Add a job".

Your cursor will be positioned on the Job field and all related fields will be blank. Type the description of the job
and proceed to complete the rest of the related information.

Use the save button on the toolbar to save the job information before you use it on a payment. If the Job pull-
down list does not show the job description you just entered, this will be corrected by saving the record.

Note: One must be careful to bring over the right default information. If the wrong job was brought over, the data can
be corrected in the requisition itself.
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Creating a Requisition of Employees to be Paid
There are 8 types of payments that can be made by POPS:

Casual payments Academic
Admin & Support staff (Non Academic)
Trades & Services

Over & Under-time Adjustments | Admin & Support staff (Non Academic) & RAs — Hourly
Admin & Support staff (Non Academic) — Salaried

Trades & Services (includes premium adjustments)

Miscellaneous payments Additional payments to both Academic and Admin & Support (Non
Academic) - Hourly. (Requires approval)

Additional payments to both Academic and Admin & Support (Non
Academic) - Salaried. (Requires approval)

To create a new payment requisition: Select File - New and choose the appropriate requisition from the list
provided.

ﬂ Pops 6.5

File Edit Reports Tools Archive Window Help

Arcademic Casual Payments

J
-

(= Open 3 Mon-Academic Casual Payments
Close Qver fUndertime; Mon-Academic & RAs - Hourly
Transmit Payments... Over fUndertime; Mon-Academic - Salaried
D Print Setup Miscellaneous Payments - Hourly
Miscellaneous Payments - Salaried
Exit Trades & Services Casual Payments
Trades & Services Reg. Staff Ovt, & Adj.

After choosing the requisition, you will see a number of tabs (For the one-time payments the tabs are as follows:
Requisition, List, Payment, Userinfo). The tabs are the same for all one-time requisitions. Requisition tabs bring you
to specific information related to the payment being submitted. Each tab is explained further below.
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One-time payment tabs

I

Requisition | List Paryviment | Userinfo

POPS 6.5 Academic Payments

Requisition Tab

The information on the Requisition tab is similar for all requisition types. It is used to record information such as who
is authorizing it, which department or administration unit it is for, and for what pay date.

Note: Select User Profile first.
User profile is copied to the
requisition tab form.

i

Requizition | List | Payment | Userinfo Pick the pay date of the run this requisition will
be included with.
PD PS 6_5 Academic Payments Note:
—Requis'rtinn— F'a‘:,-'rI:I" Date: | 200941126 } Academ!c and Admln & Sup'port Staff (Non . ]
Red. Mo m Academic) Casuals along with Over/Undertime;
S Dates —— yyyymatidd — Non-Academic & RAs and Miscellaneous
Payments: I o Fram: | I Payments — Hourly : every 2™ Thursday.
) Over/Undertime;Non-Academic & Miscellaneous
Total: I 0 Liril: I [ . nd Lo
\\ Payments - Salaried: every 2" Friday
- _Trades & Services: every Thursday
Comment: I.ﬂ«cademlc payments N
— Dept JFund:
IPh':.-'sic:aIJ'Oc:c:upatin:nnal Studies Qg Mo IEIEIQSE
Fund Organiz.  Account  Program Activity  Location
[100001  [oosos  [6oooze  [4105  [oooooo  oooooo Can be left blank. Will be replicated forward

for each payment. Changing the date with

— : N . .
Prepared by: payments already in existence causes a
klame: II'-.-1r Leonard Kopland Date Pre : dialogue box to appear asking you if you

- . , 20094115 N would like to change the date for the
= I’ﬂ‘d"'"” Assistant N employee already on the requisition.
E-hizil: ILeu:unard.Knpland@mcgill.ea Last Tran=mitted:

Rl 10 |15IIII]258?4 Phone Mo |395-3939 | i

on Close: If Walidated, Reguistion will appear in Transmit sincosw: The FOAPAL is automatically
copied to each payment. Can be
overridden.

Requisition Header - Additional Comments.

Each requisition is assigned the next sequential number (in the example above the requisition number is 490). The
requisition number cannot be changed. This number is copied to the Banner collector table and associated with each
payment.

The Payroll date is either a bi-weekly or weekly pay date. These dates cannot be changed. Picking a date in the future
is permitted but strongly advised against. Please note that picking a pay-date will not guarantee inclusion in that pay
run as payments may be held until approvals are given.
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The User Profile is defaulted from the "default" User Profile. Opening the User profile file and bringing over a
different profile can change this. To accomplish this, see the User Profile section or use the Tools menu and open the
User profile file. Scroll to the desired profile using the First, Next, Previous, Last icons. Select the appropriate profile
record and drag it on top of the requisition profile to replace the existing one.

The FOAPAL comes from the user profile. It can be changed here. It is automatically copied to each payment where it
can also be changed.

The From and To dates are optional. If given, they are automatically copied to each payment, where they can be
changed. Opening a previously created requisition and changing the From and To dates will prompt POPS to ask you
if you wish to bring these new dates forward into each payment. This dialogue is explained under its own topic found
a few pages further on (Requisition header FROM and TO date changes and impacts on individual payments).

Requisitions selection

To open an existing requisition whether it be incomplete or transmitted, select File - Open, Payment
requistions

|Fie Edit Reports Tooks Archive Window Help
) tiew viala
romeritensins |-
Transmit Payments..,
M0 Print Setup
Exit
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The following is an example of a Payment Requisition.

=11

o Selection:
g iCipen reguisition for editing! V¥ Cloze this window on selection
(& Replicate and open as new requisition List Requisitions of Type:
P rit
Payment Requisitions I FHMErts j
Req# Type DatePrep Payr.Date  Org. Mo, Transmited Commernt

295

Mon-Academic payments

20050242
200502024 20050216 [Mon-Academic payments
292 |MNONT |2005M02/05 |2005/024 5 Q0049 200502108 |OverUndertime; Mon-Academic
291 MNCAS 200502003 |2005/0240 [Q0049 200502003 |Mon-Academic payments
290 MCAS 2005001520 |200501/27F (00049 200520120 |Mon-Academic payments J
289 |MONT 2005001 106 |2005/0145 [D0049 200500106 |OverUndertime; Mon-Academic
288 MCAS 2005001 106 |2005/0143 [Q0049 200500106 |Mon-Academic payments
287 MCAS |2004M2M4 |2004M2ME [D0049 2004214 |Mon-Academic payments
285 MCAS 20040 2006 |2004M 246 [D0049 20044 2006 |Mon-Acadetmic payments
286 MOWT 20040 2007 |2004M 245 (00049 20044 2007 |OverUndettime; Mon-Academic
284 MNOWT 20040 2006|2004 245 (00049 20044 2006 |OverUndetime; Mon-Academic j

200303540

Requisition Header - From and To date changes containing one-time payments

Note: A requisition that contains one or more payments, where the user changes the From and To dates on the
requisition header, POPS, under user control, will automatically update the From and To dates on each of the
payments by a similar number of days. For example, if the old From date was increased by 14 days, the user will be
prompted to confirm a similar change on each payment's From date. The same process takes place for a To date
change on the requisition header. A few screen shots with examples are provided below.

Requisition #294 is being replicated (once you double click on #294).

I

N Selection:
i Open requisition for editing I Cloze this window on selection
i ERepIicate and open a3 newy requis'rticuné List Requisitions of Type:
P rit
Payment Requisitions I Svmerts j
FReg# Type DatePrep Payr. Date  Org. Mo, Transmited Comment
299 [WCAS [200503021 |2005/035/24 (00049 2005105521 [Mon-Academic payments :l

297 [MNCAS 20050316 20050324 (00049 20050316 [Mon-Academic payments

296 [MOWT 20050308 20050315 (00049 20050308 [Overdlndertime; Mon-Academic

295 [MNCAS 200503035 20050310 (00049 20050303 |Mon-Academic payments
mw 200502024 00049 demic payments

293 [NCAS 20050216 20050224 (00049 20050216 |Mon-Academic payments _I
292 [WNOWT 20050208 20050215 (00049 20050208 [Overdlndertime; Mon-Academic

291 [WNCAS 200502035 20050210 (00049 200502035 |Mon-Academic payments

290 (MCAS 2005001720 20050127 (00049 200501520 |Mon-Academic payments

289 [NOWT 20050106 20050115 (00049 20050106 [Overdlndertime; Mon-Academic

26858 [NCAS 20050106 20050113 (00049 20050106 [Mon-Academic payments

287 [MNCAS 20041214 120044 2M6 (00049 200451214 |Mon-Academic payments ;I

The new requisition number is #492
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Notice the following changes:
e The pay date is defaulted to the next open pay date (November 26, 2009)

e The date prepared assumes today's date (in our sample below it shows as November 13, 2009)

e The Last transmitted date has been blanked out.

e The transmit status now reads (bottom line):
On Close: If validated, Requisition will appear in transmit window.

i

Feequisition | List | Payment | U=zerinfo
PO PS 6. 5 Academic Payments

— Reguistion———— Payroll Date: I 200911026 - I

Fen. Mo 492 Dates —— e idd ——

Payments: From: IEDDSJ‘EHJ‘SEI
Total: 75.00 IIrtil: IEDDSJ‘EIEIEIS

Comment: I.ﬂu:ademiu: paymerts

]

— Dept JFund:
IPhysicaIIOu:u:upatinnal Studies org. Mo IEIEIESE
Fund Organiz. Accourt  Program Activity  Location
{10000 fooso4  [eoooze [4105 [oooooo  ooodao
— Prepared by:
Iame: Iru1r. Leonard Kopland Date Prepared:
Ttle: [ Admin Assistant I 200311413
E-hdail: I Leonard Kopland@meogil ca Last Transmited:

hcil (D |15I:II3258?'4 Phone Mo | 393-3939 I i

on Cloge: If Yalidated, Requisition swill appear in Transmit windoay
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Changing the From date from January 30, 2005 to November 1, 2009 presents the following dialogue.

i

Eequisition | Lizt | Payyment | Lzerinfo
P U PS 6. 5 Academic Payments

— Requistion Payroll Date: |2|:|nar1ma ‘I
Fen. Mo I 492 Dates —— yarim iodd——

Payments: I 1 From: IEDDQJ"IHEH
Total: I 7500 Iritil: IEDDSIDEIDS

Default date has c |

The default "From" date has changed. Wwould wou like to
ot change the "From" walue af payments in this requisitian
based on this new value?

Yes | Mo | -

| |

From the Convert payment dates dialogue, the user is presented with a list of payment From dates along with a tick
off box defaulted to yes (change the date). The user can change the select from a default of yes to blank or overriding
the From date. Leaving or setting the Change option to Yes (tick) will change the From date when the user clicks
Apply changes. When the user has reviewed the list and made the necessary changes, click on Apply changes and the
changes, if any, will be rippled into the respective payments. One can similarly change the To date.
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Note: The user has the option to change the From date of any payment to one of their choice by simply overtyping the
From date to a new date.

=loix
Eequisition | Lizt | Paymert | Uszerinfo
PD PS 6- 5 Academic Payments
Requizition

Payroll Date: I 200011526 |- I
Feq. Mo 4492

Dates —— yyyymmmsdd

Payments: I 1 Fram: IEDDEIMIEI“I
Total: I 75.00 IIrtil: IEDDSIDEIEIS

&l Convert payme x|

Yalues far "From" dates found in payments in thiz requisition can be
changed to the suggested values, ar you may change the value to a date

of your choice. Remove the check box to prevent changes to payments
containing the indicated "From" date.

Paymentz with "From" date: | Change "From" date o Change¥ &
2005/01/30 200951101 W
w
Apply Changes Cancel

With a little experimentation this can be a powerful feature to assist our users with payments where from pay to pay,
most of the individuals being paid are the same but the From and To time span has increased.
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List Tab

The information on the List tab is the same for all the requisition types. It contains the list of people to be paid. You
can position your cursor on a particular person and then click the Payment or User Info tab to modify the information

for that person.

i

Reguistion L Ust i payment | useinfo |
To select one individual amongst
POPS 6.5 Academic Payments many, type 1% letter of last name.
Requisition Mo, 492 Payroll Date: 2008411726
Prepared on; 20091113 /|]7
Seatrch: I

Ref. #  dMoGil 1D Mame

0190725 |BOUSKILA M Elishey
1814 120121863 NOBLERIck Melzonfdr

I

Drag employee to be paid from the
Person List (use “hand” icon)

Note:

1) A given person can appear any
number of times, each with their own
payment information.

2) For Admin & Support (Non Academic)
staff casual payments, each payment for
an individual spans a single week. Two
entries for an individual will be quite
common.

Every person should
have a number

Payment details have to be associated with each name listed here. A given hame can appear many times but typically
is given twice with one entry for each week worked.

Names are brought from the Person list by either dragging the person over or double left mouse clicking the name on
the Person List.

The delete icon can be used to delete payments details.

The names are listed in alphabetical order. Where a name appears more than once, they are listed added after the last
entry of the employee.

Each payment is assigned a payment reference number.
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The information recorded in the Payment tab is generally the same for the form types. However, each form has its
own specific requirements and edits. The payment tab is used to enter the particulars of the person (such as person
info, hours worked, etc.) who is receiving the payment.
Below we present a casual one time payment form.

The Payment tab contains the
= n details on each payment for an
- - X oo
=10l x| individual. There may be any
Requisition | List Payment | Lzerinta number of entries. Each of the
forms has its own format,
POPS 6.5 Academic Payments requirements and edits.
hdc:Gill 1D |
Ediit | INOEILEJRi::k Melzonmr | |1sn1 21863
Pick the most appropriate categor
Job Desc: IStudent Sh IEIE'EI-E'EIE-'EIEB bprop gory
Comment: | oL INO T
I For Admin & Support (Non
. - d_ i
P I Ref. #1814 /"‘ﬂ/ Academic) staff forms, the

arm: | 20054 1./

| Gracuate Studert Assistant
rk Category I.&-S‘tudent Related Work
0. Hours— x Rate — x OT Factor

=l

Ta: I 200911114

date must span a single week
starting on a Sunday and
ending on a Saturday. For all

10.00 |

750 [1 =] =cmoss[ 7500

Yacation Pay

,&D'-.-'t. F'ru:ug.l "I Fef. Nu:ul

YeRate: d

other forms it must span the
pay period e.g. bi-weekly or
weekly.

gt fSick Leave Funding? I vI

Feplacement bl 10 I

ﬁingle Payment™? I vI Course Credits: | 0.0  ElHrs. Factor: | 0.0

Organiz.  Account

Program Activity  Location

Fund
|1|:u:|nn1 | 00904 |ann|:|24

|41 as ||:|nn|:u:|n ||:u:ntu:u:u:|

Unless it is a scholarship payment you
must have a reason for not adding 4%
vacation pay.

~ Defaulted in from Requisition header with

The Push Pin causes No. Hours and
From/To dates to be replicated to the next
payment. This facilitates processing of
many similar payments.

Process: Enter the information for the 1t
person and then click on the push pin. As
you drag the next person over for
payment, this data will be replicated. The
push pin stays on until you click on it
again to deactivate it.

override capabilities for each element.

Each payment is assigned a Payment Reference number (see number 1814 above). This a sequential number assigned
to each payment regardless of requisition type.

For a given Work category, a limited number of Payment types are available.

Please see the Payment details section of this manual for a detailed listing of each of the fields for each of the

different requisition types.
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Userinfo Tab

Note: The Userinfo tab is used for specifying information that you may want to track but which is not required by
Payroll.

=101] Optional user area controlled
------------------------------- information.
: info | .
easstin | ust | paymer [ Usernio ] Note: Not copied to Banner
POPS 6.5 Academic Payments Payroll.
Mame: | NOBLEick Netsonii \
Emgpl. Text 1:
Empl. Te:t 2 |
Errgdl. Mumeric 1 0
Jok J Student
' i Caption for user specific data
Jab Teat 1: > can be changed. See Tools,
Job Test 2 Options, User Options.
JobTests: |
sbTetd |

Jab Mumeric 1: 0

J

The above is an example of the User Info tab. If you do decide to keep user information then go to menu Tools, then
Options, then User Options and specify what captions are to replace the default captions.

Creating a Requisition
Click on the menu item File, then New and then choose the type of requisition (e.g. Academic Casual Payments). As
noted earlier a slightly different format depending on the form.

=i RISEY
[ Bemiston ]| ust | peymet | usenno Rowiston [ G )| paymem | wsemwo
POPS 6.5 Academic Payments POPS 6.5 Academic Payments
[l ' Payrol Date: |2"3'3"9""'”’2'6 =l Requistion Mo. 452 Payroll Date: 200801126
Fieq. No. I 45 Dates VY maidd Prepared onc 200941A3
- : .
wmoriz. | = search: [NOBLERick Netzori
Tat [ 7 etk | Fel & WMeGllD  Mame
- 1814 NS AME63 NOBLERIck Metsomb
Comment: I-*u:mrlc paymenis _— .
Dt Fund:
|Priysicatccupstionsl Studies Org. Mo |mzse

Fund _ Orosniz.  Accourt  Prooram _ Activity  Location
{10001 [o0s0s  [e00024 4105 [oo0000  [000000

Mame:  [Mr. Leonard Kopland Date Prepared
The:  [Admin Assistont anoantng
E-Mat  |Leonerd Hoplandg@mogi ca Last Trarsmiiad

McGAD: (150025674 PhoneNo: 1983939 |
On Cloze: I Yabdated, Requiziion will appesar in Tranzmil window
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The appropriate Requisition form and the Person List form have appeared. The Requisition tab of the Requisition
form is filled with data from the default user of the User Profile file.

If you would like to change the Requisition information then bring up the User Profile form (click on menu item
Tools then User Profiles) and choose a different user. Make sure the User Profiles form is active (click on it)
and then use the navigation buttons (see A) to get to the required User Profile record. Then drag the user onto the
requisition. You do this by clicking on the hand (see B) and dragging it over the "requisition title" (see C).

File Edit Reports ive Window Help

o @& |

m| § - Academic Payments =101 x|
[ Requstion 1| um | Ea-rmemrn
PDPS 6.5 Academic Payments
- Requistion ————— Payroll Date: | 2009/11/26 'I
Horc s I =0 Dntes —— yyypvimmidd =l
|" o
Panymeris: I 1 From: I : =.
. Usér Wito s
Total ! s o Tate: [pe mco 0 150025674
Comment; Iﬁ.cadmin paymeants Fk!‘tmled
~ [Dept. Fund: Last Mame: | Kopland
|Phyam.!]ccmmal Studies Org. Moz IIZIIZIQS-E B . Tm':l ettt
Fund Organiz.  Account  FProgram  Aclivily  Location ﬁ
|1|:-|:-:-:n ||:-|:rg:-a |E|:||:||:|2«1 |41|15 ||:||:-|:-|:-:-:| ||:||:||:||:||:||:| (SRR Y56-3230
E-Mail Addr | Leonard Koplana@megll ca
Prepared by:
Hame: |Mr Leorard Kopland Dale Prepared: Dept. Hama Org. o,
Tt [Admin Assistort 200311113 | Py sicatOccupational Studies foozse
Edal  |Leonard Koplana@mogl ca VT Prepared B |
MGl i [150025874 Phone Mo |396.3039 | ¢ Pund Organiz.  Accourt  Program  Actvily | Location
f1oooo1  [ooens  [ecooze 4105 oooooo  [onoooo
On Close: If Yalidated, Requisition wil appear in Transmi winday
[ a4 &% detaiit

Fill in the from/until dates if you would like these dates to be defaulted on all payments in this requisition (see D),
otherwise leave blank and fill in the dates on the payment tab of the individual you are paying. You are now ready to
select the persons to be paid and to drag them onto the requisition.

Requisition Header FROM and TO date change and impact on individual payments

With a requisition that contains payments, changing the From and/or To date on the requisition header will open a
dialogue explained in an earlier section of this guide. It is found under the section named - Requisition Header sub
section, Changing From and To dates. Please note that this often comes about when one Replicates a requisition and
makes changes to the "From™ and "To" dates on the requisition header, of the newly replicated requisition.
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Creating a Payment

Once you have created a requisition, you are ready to add payments. Click on the person 1.ist tab to make it the
active form. If it is hidden use menu item window to find it. There are several ways to add persons to the requisition.

Select the person to be paid by double clicking on the name in the LIST tab of the Person List Form.

1) Make sure List

tab is active Person List
POPS 6.5  Academic Payments [ I Person | Address l Userinfo
Raguestion No 490  Payrod Date 200891126
Prepared one 20081113 Searcht ISCRLMAROM LeeRey
Search | McGH D Person Name

Ref. # McGEID  Name

150906651

-
1817 [150841005 [SCRUMMRobert LeaRey 1503920707 i
150906650
150128053
150115285 T
3) Name is added to the list ] 150790824 7~ 2)Double-Clickon ™

150860367 the person’s name /
15012559 /——/

Once you have added the person to the payment List on the requisition, click on the payment tab to add hours
worked, dates worked, etc.

Another way to create a payment is to activate the payment tab or the List tab on the Requisition form and
activate the L.ist tab on the Person List form. From the 1.ist tab of the Person List Form, highlight the person you
wish to pay and transfer it to the Requisition Payment tab by any of the following three ways:

1. Using the mouse, click and drag the name to the payment tab on the Requisition form.

2. Double click on the person’s name on the Person List

3. Pressthe shift and enter keys simultaneously (shift-enter)
POPS will only transfer names from the Person List to a Requisition if the requisition’s active tab is either List or
Payment (see A)

Ele Edt RBepots Took Window Help
ul ¢ pnlD}fIﬂ|B|.g_=(:U A

m 18 - Non-Academic Payments ME E||* 21 - Perzon List
= T =
POPS 6.5
1 A |
Edt | | scruMMRobert LeeRey — =l
[ B |Dese |Counsetor SIN: | 999.595.998

T Payment Type: Rel. & 224
ﬁhtasuﬂ Payrnant - Mon-Academic Statl =]
Work Category | M-Professional & Librarians =]
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Push Pin on the Payment Tab

Paying several people who worked on the same project at the same time is especially easy with POPS. Create the first
payment and set the Number of hours, rate and from-to dates. Then click on the push Pin (see B on the above
diagram). Every payment that you add to this requisition will automatically have the same hours and from-to dates
(the rate will be taken from the Person List) as the currently selected payment.

Payment Reference number

Each payment, regardless of requisition type, is assigned the next sequential number as its Reference number. The
number appears just to the right of the Payment type on the payment tab. Upon the closing of a requisition, which
invokes the POPS validation routine, if there are errors, a given error will always identify the payment in error
through its reference number. The reference number is copied to the Banner collector table.

Replicate Payment Function

It is quite common to pay one person for several weeks’ work, with the same hours and rate. The POPS Replicate
function makes this easy. Create the first payment by filling in all of the required fields. Click on menu item Edit,
then Replicate, Or just press both the ctr1 and R keys (ctr1-R key combination). The payment information is
automatically copied into a new payment record, with the payment From and To dates automatically adjusted to one
week later. The payment information being copied is essentially all of the payment data except From and To dates
which are updated with the addition of 7 days.

The replicate function can be invoked while either in the Requisition List tab or the Requisition Payment tab. As this
feature automatically adds 7 days to the From date and 7 days to the To date it is suggested that the user uses the
Payment tab to perform this functionality as the From and To dates of the payment being replicated are visible here.

Multiple Job employee - How to bring over the right job

In the Person tab window, select the proper job (use the job pull-down list). When the right job appears, perform a
Save. Whenever you go back the Person tab list, this job should display. When you select the person for payment, the
job last saved is the one that will be presented.

Saving and Closing a Requisition

You have to close a requisition before you can transmit it. Click on the save icon (see C in the diagram above) to save
the requisition and payment information.

Note: Be sure to tab or press enter to save the changes to a field, changes to information in a field are never saved
unless you actually leave the field.

Click on the close form icon (see D in the diagram above) to close a form. You do not have to save before closing,
POPS will automatically save changes when closing, but only after checking for errors in the requisition.

Closing the requisition will automatically invoke the POPS validation routine, including FOAPAL checking. If there
are errors you will be notified. If the requisition is error free when it is closed, no further notice is given.
Requisition Validation Errors

When the user closes a requisition, POPS will automatically invoke its validation routines. Should there be errors,
each error is identified through its reference number. This reference number can be used to assist the user in locating
the payment in error and make the necessary changes. A sample error screen is presented immediately below.
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+ 15 - Yalidation - Requisition Mo. 57

Print |

Fequisition Mo, 87 has the following errars:

The ACCT Foapal element 123456 is Mot valid.

Fayment no. 220 For Mon-Academic casual payments,
FROM and TO dates may not span a Sunday.
Fayment no. 220 For Mon-Academic casual payments,
FROM and TO dates may not span a Sunday.

Fayment no. 221: Hours worked cannot be 0 for a Casual Payment.

Fayment no. 222 Avalid 9 digit replacement MeGill ID must be supplied.
Fayment no. 222 When a Government Program is selected,
a Program Ref. Mo, must be supplied.

Dt g i i Close this form -

_ Organiz. Account Progr Do you wizh to zave the changes vou've

Mo | Cancel |

If there were errors in your requisition a dialogue box pops up asking you if you would like to view them. Click on
the YES button and you will see a list of all the errors. A dialogue box appears asking you whether or not you would
like to save the changes. You will get three choices. Do not click on no unless you wish to lose all of the changes you
have made to the requisition since the last save. If you click on YEs the requisition will be saved and closed and you
would have to make the corrections later. Click on caNCEL to cancel the close request. You can now fix the errors
and then close the form. Note that POPS provides the validation messages in a scrollable form and provides a print
button so that you may use a printed listing of the errors as a correction sheet.

Requisition Validation Errors User Defined Options

POPS will normally check for errors (validate a requisition) when you close a requisition. You can have POPS check
your entries as you create them by changing the User Options setting for Requisition Validation Defaults. From the
menu select Tools, Options, User Options. The Options form will appear. Click the checkboxes for both
Validate each entry as it is entered and Show Validation Message in Info Window to have POPS notify
you of any errors you make as you enter data into the requisition. The Show Validation, when checked, presents a
dialog box prompting you to return to the field to correct the error or to skip over the error. When Show Validation
is unchecked, the error message appears in the upper-right corner of the POPS screen and disappears as soon as the
mouse is moved or a key is pressed. Whether or not Validate each entry as it is entered is checked, POPS
always validates the entire requisition when it is closed and provides a complete list of all errors encountered

FOAPAL Validation

POPS checks the FOAPAL of each payment to ensure that each element is valid on Banner Finance. Each Account
element has to begin with a ‘6’ (Salaries, Wages, Payments account). POPS performs this check by making an
enquiry to the Finance data warehouse through the Internet. The web enquiry is done within POPS and does not
require a browser, but it does require an Internet connection. If an Internet connection is not available, or if the
enquiry fails for any reason, the validation listing will contain HTML errors.
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Requisition tools

Requisition Deletion (Caution use with care)

A POPS requisition with payment data, even once that have been transmitted, can be deleted. This is done as follows.
Open the requisition and from within the Requisition tab, hit the Delete icon (double crossed sword). The equivalent
of the delete icon can be found under the edit - delete menu. Confirm with Yes if indeed you wish delete the
requisition permanently. Of course once deleted, it cannot be restored, as such, this operation should be done with
very great care. In fact we recommend, that you never delete a requisition, and one should certainly never delete a
transmitted requisition.

Note: The requisition number once assigned can never be re-used, even if it has been deleted. The next number is
automatically assigned to the next new requisition.

Fie Edt Repoti Took ‘wWindow Help

W4l n| D o2 &
1 - Academic Fapmenis EEEB
- | T B BT
POPS 6.5 [ i T AR E A

Fepatinn

Rinq. Mo | \.E) e poaa e ou with bo Dielete this i aquistion 7
Paymenis |

D [C5] cance

Coenitesnd Iﬂ--::-defr-LM,Tr-eﬂs

Cienpl Furadt

IhP.F'.:-.-'ml Cifice Crg. Mo [u,-_r_,,._‘
Furd Cwaaniz.  Accoul  Prooram Actviy  Localion
froooo1  fooods  [eooozs  [a1os  ocoooo  [oooooo
Prepaned by

Mame: [ Len Hevidaan Diabs Freparad
LT [TTe— [z0oanina
TR [Y TR e -
BeCE e | 150040672 P Mg Imw?ﬂ Ii
O Close: I Valdaled, Requistion will sppear in Tranasi window

Requisition Replication

POPS users who pay the same employees pay after pay can take advantage of POPS's Replicate a requisition feature.
This feature will duplicate an existing requisition (before or after transmission). Immediately upon Replication, the
system opens the newly created requisition and automatically updates the Date Prepared with the system date and
removes all relevant information pertaining to transmission that was on the original requisition. The user picks a new
pay-date or else POPS will default to the next available date. The from and to dates can be updated which can
automatically be rippled forward into the payments contained within the requisition (see Requisition Header FROM
and TO date change and impact on individual payments section under Requisition creation for more information on
this powerful feature).

The user should check every payment in terms of all the fields but most critically, the Hours worked, Rate and From
and To dates. Please spot check every other data field for its accuracy. Payments in the list that are not to be paid this
pay run can be deleted using the Delete icon and new payments can be added in the normal fashion.

To replicate a requisition go to File, Open and indicate that you wish to Replicate one of the listed requisitions.
Double click on the requisition and it will be opened for you under a new requisition number. It will be saved when

February 2015 - Page 32



the replicated requisition is saved and/or closed. An example follows where requisition #294 is being replicated. The
transmitted date will be removed and the Date Prepared will take on today's date. As well, the payment date will be
the next available date. After the requisition has been replicated, the new requisition will automatically be opened.

Upon presentation of the newly replicated requisition, should the user change the From and To dates found on the
Requisition tab, POPS will present a dialogue that will allow the user to automatically change the From and To dates
on each of the payments contained in the requisition found under the payment tab. This process is explained in an
earlier section labelled Requisition tab, sub section: Requisition Header - Changing From and To dates.

POPS 6.5 User Guide

The screen shot below presents a requisition about to be replicated.

ER 11 - Requisit

on Selection:

i Open requisition for editing

i ERepIicate and open a3 newy requis'rticuné

=101 x|

I Cloze this window on selection

Lizt Reguizitions of Type:

Payment Requisitions IF‘ayments j

FReg# Type DatePrep Payr. Date  Org. Mo, Transmited Comment

299 [WCAS [200503021 |2005/035/24 (00049 2005105521 [Mon-Academic payments :l

297 [WCAS [200503M6 |2005/05/24 (00049 20050316 [Mon-Academic payments

296 [WOWT (2005003005 | 2005035 5 (00049 200503008 (Overlndertime; Mon-Academic

295 [WCAS [200503003 | 2005030 (00049 200510303 Mon-Academic payments
| 204 [ACAS [200502620 (200502024 (00048 [2005/02420 [Academic payments

293 [WCAZ (20050246 | 200502524 00049 20050216 [Mon-Academic payments _I

292 [WOWT (200502005 | 2005021 5 (00049 20050208 (Overlndertime; Mon-Academic

291 [WCAZS (200502003 | 20050210 (00049 20050203 Mon-Academic payments

290 [WCAS (2005001520 | 200501 /27 00049 200501520 [Mon-Academic payments

289 [WOWT (200500106 200501 M5 (00049 20050106 (verlndertime; Mon-Academic

268 [WCAZ (200500106 | 2005001 M3 (00049 200500106 [Mon-Academic payments

287 [WCAZ (200441244 20041 2M 6 (00049 20041 214 [Mon-Academic payments ;l

Opening a Requisition

A previously created and saved requisition can easily be opened. If the requisition has not been transmitted, through
the opening of the requisition, existing data can be changed, added to and deleted. If the data has been transmitted, a
requisition can be opened and edited. Retransmission can be performed but must be done carefully. The process is
explained further on. To open a requisition, go to File, Open and indicate that you wish to Open requisition for

editing (see sample below). Make your changes and close the requisition.
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i

0N =election:
i« {Open requisition for editing! V' Close this window on selection
i Feplicate and open az new requizition List Requisitions of Type:
P rit
Payment Requisitions I AVMENts j
Feg# Type DatePrep Payr. Date  Org. Mo, Tranzmitted Comment
295 MCAS (20050303 (2005030 20050303 [Mon-Academic payments -
! 20057 0 (2005 ih i 2005 ademic pas

293 |NCAS | 20050206 (20050202 200320216 |Mon-Acadetnic payments

292 NOWT 20050205 20050245 (00049 2003202058 |OveriUndetine, Mon-Acadetmic

291 NCAS 20050203 20050240 (00049 20030203 |Mon-Acadetnic payments

290 NCAS 200501520 |2005/01/27 (00049 20032001720 Mon-Acadetnic payments _I
289 MNOYT 2005001 M6 20050145 (00049 200320106 |OveriUndetine, Mon-Acadetnic

285 NCAS 200500106 20050145 (00049 20032/0106 |Mon-Acadetnic payments

287 NCAS 2004012014 20041246 (00049 20041214 |Mon-Acadetnic payments

285 NCAS 200401206 20041216 (00049 200411 2006 |Mon-Acadetnic payments

286 |MOYT 20040207 20041245 (00049 200412007 |OveriUndetting, Mon-Acadetnic

284 NOWT 200401206 20041245 (00049 2004112006 |OveriUndettine, MNon-Acadetnic ;I

Opening a Previously Transmitted Requisition

After you have transmitted a requisition to Banner, the re-opening of the requisition will show the following:
On the requisition list, the transmitted date will show the date it was transmitted. (See Requisition #294 on our test file
with a transmit date of February 20, 2005).

i

Cn Selection:
% ‘Open recuistion for editing! IV Close this window on selection
[ Replicate and apen as new reguistion List Requisitions of Type:
Payment Requisitions IF‘aymerﬂs j
Req# Type DatePrep Payr.Date  Org. Mo, Transmitted Comment
295 NCAS (20050303 20050310 (00049 20050303 |Mon-Academic payments s

L (200502020 (200502024 00256 200502020 |Academic payments

293 [MCAS 20030216 [2005/02524 (00049 2005026 |Mon-Academic payments

292 [MOWT (2003002008 (200502015 (00049 20050208 |OverUndetime; Mon-Academic

291 [MCAS (2003002003 (20050200 (00049 20050203 |Mon-Academic payments

290 [MCAS (200301520 (2005401727 (00049 20050120 |Mon-Academic payments _I
239 [MOWT (200300106 (2003401135 (00049 200507106 |OverUndertime; Mon-Academic

256 [MCAS (2003001006 (2003401013 (00049 200500105 |Mon-Academic payments

257 [MCAS (200411214 (20041 216 (00049 200412 4 |Mon-Academic payments

253 [MCAS (2004112006 (20041216 (00049 20041 206 Mon-Academic payments

286 [MOWT (200412007 (200401 2015 (00049 20044207 |OverUndertime; Mon-Academic

254 [MOWT (2004112006 (200401 2015 (00049 20044 206 |OverUndertime; Mon-Academic LI
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Opening requisition #294 will give the following message. Be careful, you may have picked the wrong requisition.
Reply accordingly.

Requisition previouzly sent |
Thiz Requizition was previouz transmitted
to Banner. Do you wish to open it again?

Canizel |

With POPS version 6.5, clicking OK will leave the requisition as having been transmitted (see bottom of the screen in
the "On Close" section). This means, that regardless of the changes being made to this requisition, the requisition will
not re-appear in the transmit window unless one goes out of their way to do so (see further on). As such, after closing
the requisition it cannot be re-transmitted by mistake. Our experience has shown that users who may have deleted one
or more payments in Banner (PYAPOPS), to keep their POPS data in Sync will make the corresponding changes here.
This version will simply save the data and not place the requisition in the list of requisitions to be transmitted.

=15

Beaiston ]| Lt | peyment | usenino
POPS 6.5 Academic Payments
- Requisttion ' Payroll Date: |:a_nn5mm "I
Req. Moz | 294 — Dates wyymmidd

Payments: I 1 From: IEDIIIS!D1.|‘3EI
Total I 7500 Lindil: 200502105

Comment: | Academic payments
" Dept Fund:
| PhysicaliOccupational Studies Org. No.: |nnzss
Fund _ Orasniz.  Accourt Proaram  Activity  Location
[100001 [ooso4 [ eoooas [4105  [oooooo  [oooooo

- “Prepared by -
Mame: Ir-.-'lr. Leonard Kopland Date Prepared

Ttie: | Admin Assistant [20050220
E-Mail: |Lennard.anlaM@mcgl ca Last Transmitted:
McGlID: [150025874  Phone No: [398-3939 |

On Close: Requisition will not appear in Transmit window
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Changing the Transmitted status of previously transmitted requisition

Warning: Please do this very carefully and only when you fully understand its impact.

Where you are absolutely certain that you want to re-transmit a previously transmitted requisition and assuming you
have made all of the required changes to the requisition, do the following.

While the requisition is Open and in the Requisition Header tab, click on the Edit menu and select On Close

A sample dialogue follows.

Eie B Reports Toos Window Help

Undo [tz
1 HEMD (CHr#Y. EI él

E - Sl
{560y Bl

( Easte Gt/ | Payment | Userinfo

| Next Cti+PgDn |cademic Payments
Previous Ctel+P:
Eirst wﬂ Payroll Date: |2uosmzn4 v|
Last Cti+End Dates — yyyy/immidd

Replicate Cul+R From: I i
Add Ctil+lns wtk [ s

Delete
0On Close... kdemic payments
TRt G
I Physical/Occupational Studies Org. No.: | 00256

Fund Organiz.  Account Program  Activity  Location
[ 100001 | oosos | eoooss | 4105 [oooooo  |oooooo

— Prepared by:
Name: | Mr. Leonard Kopland Date Prepared:
Tile: [ Admin Assistart | 2005102420
E-Mail: | Leonard Koplandi@mcgil.ca LastTr ted:

MeGillD: [150025874 | Phone No: [3s8-3338 | [ 2005102120

On Close: Requisition will not appear in Transmit window
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The Edit - On close will show the following dialogue. Selecting Okay will leave the Transmitted date and make the
requisition available for re-transmission. Selecting Cancel will leave the requisition as having been transmitted.

Change status flag t

mark. thiz Requizition so that it [relappears in the Tranzmit window i it pazzes all of the
data walidation on close?

@ Thiz Beguizition will not appear in the Transmit windaw after it iz cloged. Do pou wizh to

: I:ar'u::ell

Status of Requisition Header with an Okay click. Notice Last Transmitted date is shown but message reads:
If valid (upon closing), the requisition will appear in the transmit window. This makes it available for re-
transmission.

s
: il
= =l | payment | userinto
| Next Ctr+PgDn |cademic Payments
Previous Cti+PgUp :
First Ctl+Home Payroll Date: [ 2005102024 ¥ |
Last Cti+End — Dates Yyyy/immidd-

Replicate Cul+R From: I I
Add Clrl+lns Until: I i

Delete
On Close... pdemic payments
L %42 TR L
I Physical/Occupational Studies Org. No.: I 00256

Fund Organiz. Account Program  Activity  Location
[ 100001 | ooso4 | eocoss | 4105 [oooooo  [oooooo

Prepared by:

Name: I Mr. Leonard Kopland Date Prepared:

Title: [ Admin Assistant | 2005/02120

E-Mail: lLeonard.Kopland@mcgill.ca Unat Transmited

McGilID: 150025874 | Phone No: [3s8-3838 [ 2005

On Close: If Valid, Requisition will appear in Transmit window

The screen below shows the Requisition List and the transmitted date of a previous transmitted requisition (before re-
transmission). This screen shot is immediately followed by the same requisition re-appearing in the Transmit window.
See requisition #294
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ga 15 - Requisition List

On Selection:
(" Open requisition for editing

[V Close this window on selection

" Replicate and open as new requisttion

Req# Type DatePrep Payr.Date Org. Mo, Transmitted Comment

295 [NCAS |2005/03/03 [2005/03M0 [00049 2005/03/03 |MNon-Academic payments -
294 [ACAS |2005/02/20 |2005/02/24 [00256 200502420 |Academic payments

293 [NCAS (200500216 |2005/02/24 (00049 20050216 [Non-Academic payments

292 [NOWT [2005/02/08 |2005/02M15 (00049 200502108 |OverUndertime; Non-Academic

291 [NCAS [2005/02/03 (200502410 (00049 20050203 [Non-Academic payments

The Transmit window is shown below. See requisition #294

Ej 16 - Requisition Transmit

Select requisitions to transmit to the
Banner Collection table
Number of requisitions currently selected... 0

Req# Type DatePrep Payr.Date Org.No. Comment
294 |A<:AS |2005m2r20 2005/02/24 |uc|255 |cademic payments =

Removing a requisition from Transmitted status.

Warning: Please do this very carefully and only when you fully understand its impact.

Where you are absolutely certain that you want to remove a requisition from transmitted status, be it a previously
transmitted updated for re-transmission or a new requisition that for some reason you will never want to transmit,
using the same process as above, the Edit - On Close will change the status from "Requisition will appear in transmit
Window "to" Requisition will not appear in transmit window". This will remove the requisition from the list of
requisitions available for transmission.
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Payment Details (instructions, rules and edits) per Requisition type

Academic Casual Payment - Field by field clarification

: =101 %]
Requisition | List Payment | Userinfo
POPS 6.5 Academic Payments
McGill ID

Edt | [NOBLERick Nelsonve =] [150121883

Jdob Desc: [Student SIN: [s99.999.998
Comment: | cL: [no

Payment Type: Ref. #1814 — Yyyy/mmidd -

ﬁl | Graduate Student Assistant j Frioem: |2mgn 1/
Work Categary |A-S‘tuder¢ Related Work j To: |2mgn 114

—Mo. Hours — x Rate — x OT Factor -

| 1000 | 750 |1 j-Grass:l 7500 | Vacation Pay
| %Rate: ([ ~
Govt.Prog.l "I R-ef.l"lul

.Sinﬂal'-‘wmert?l v| cousecredts [ 00 EHrs Factor [ 00 |
MuJSiﬂ:LeaveFuwl vl Replacement MoGill 1D I_

Fund Organiz.  Account Program  Activity  Location
[100001 [ooso4 | ecoo1s [4105  |oooooo  [oo0o00

Employee Name: Although this box allows you to alter the spelling of the employee's name you are about to pay,
the proper method is to change the spelling in the person list.

McGill 1D, SIN and CL: Itis assumed that these fields were properly completed in the Person List and do not
require a change in the payment requisition. CL holds the 1 two letters of the employee's last name and will
automatically be assigned by POPS.

Everything possible should be done to ensure that each payment has a valid McGill ID and SIN, before
transmitting the payment requisition.

Payments will be accepted without a McGill ID and/or SIN but will not be processed until the required information is
received. As well, we are counting on you to update your POPS database before the next payment is submitted with
the correct McGill ID and/or SIN. Failure to do so may result in payment delays.

Job Desc: This field is completely free form but must be completed. It should carry a descriptive job title.
Comment: This field is optional. This box can be used to communicate additional information to one of the central

offices such as the HR Service Centre, Research Financial Management Services, Financial Services and Office of the
Budget. For special payments such as T4A, Royalty a comment should be inserted giving additional information.
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Payment Types: The possible Payment types are listed below: (Hint: select Payment type 1st)

SG Student: Graduate student assistant

SR Student: Graduate student research assistant
SC Student: Undergraduate student assistant

SU Student: Undergraduate student research assistant
SP Post Doctoral fellow
WP Award/Scholarship - Post Doctoral #

AC Casual payment - Academic staff

AT T4A payment - Academic staff * #

AN Non Resident T4A payment * #

AY Royalty payment * #

AV Pay banked vacation #

AS Retroactive salary adjustment

Al Native Indian working on Reservation

IN Invigilator

RA Casual Payment - Research Assistant

AR Casual Payment - Research Associate

* Requires supporting documents for the HR Service Centre.
# Payment not subject to 4% vacation pay (i.e vacation pay must be set to"'N"").

Work Category: The possible Work Categories (SIFU codes) are listed below:

Student - Academic student

A Student related work (not scholarship & not Post Doc)
S Scholarship/Award/Prize
W Post Doc
Academic
B Course related (non teaching)
X Course Lecturer with course credits * requires # of credits to be completed
L Course Lecturer (course credits reported earlier or to come later)
G Guest Lecturer (course credits need not be reported)
F Course Lecturer/Additional course load
O Other academic/research related

From & To Dates: The From and To date will default in from the Requisition header (if completed) but can be

overridden at the payment level. Casual payment data should be submitted week-by-week with the start and end date
being within the Sunday to Saturday range. On the academic form, the foregoing is not a requirement but it is highly
suggested. For lump sum amounts such as scholarships the range may span over many academic terms or even a year.

Note: It must be noted that regardless of what dates are specified in the From and To fields, the payment will be
allocated to a single pay-period attached to the Date to be Paid. For example, if the Date to be paid is selected to be
Thursday, November 26, 2009, all casual payments will be allocated to the pay-period associated with this pay date.
The pay-period will be Sunday, November 1, 2009 to Saturday, November 14, 2009. It is very important that
payments are submitted to match the proper pay period. If this is not done, for example, choosing to make a
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substantial single payment that covers many months, our payroll program will annualize the payment by multiplying
the payment by 26 to obtain an annual salary (these are government rules) for tax rate purposes. A taxable payment of
$1,000 will assume the person to be making $26,000 a year and will be taxed accordingly. Similarly, Employment
income for E.I reporting will be allocated to the wrong pay-periods. To avoid over taxation and the incorrect
reporting of E.I., be sure to submit payments for the pay-period that they are due.

In addition to existing date validation, the following new rules have been added to payment From and To date
validation.

=  From date >= today less 12 months (i.e. no more than 1 year old)

=  To date <= today +12 months (i.e. no more than 12 months into the future)

=  To date >= From Date

Hours and Rate and Gross: Hours and Rate are optional on this form, particularly for Scholarship, T4A and
Royalty payments. If given Hours and Rate, the program will calculate the Gross pay. If Hours and Rate are not
specified then Gross must be completed. If both the Hours and Rate per hour are specified then they must cross
balance to the Gross pay. A Gross pay of $0.00 will cause an error.

OT Factor: By default the value is 1. It is intended to be used in very special cases where overtime must be paid.
Here one can use 1.5 or 2 for a factor. The system will calculate gross as Hours times Rate times O.T. factor. (e.g. 20
hours times $12.00 times 1.5 will pay $360.00).

If you are uncertain as to when the factors of 1.5x and 2x can be used, please check with your HR Advisor.

Vacation Pay % Rate: This is normally left at 4. The payroll program will automatically add 4% of the gross
amount as vacation pay. It must be set to N for Scholarship, Award, T4A and Royalty and the payment of banked
vacation pay payments, as 4% must not be added. Setting the rate to N for other payments requires a contract
between the area and the employee stating that 4% is included in the contractual amount. These contracts must be
retained in the area and be available to our auditors.

Government Program and Ref. No: POPS supports the reporting of payments partially funded by either the
government and the university through Work Study and SCPP (formerly SEED). If you have pre-approved funding
support, select the appropriate program and complete the Reference number. This data will automatically be picked up
and matched to your approved application and should result in a funding transfer to your FOAPAL for the portion
governed by the program. The use of Work Study and SCPP requires a numeric Reference number.

If the employee is to be paid from more than one government program, it is important that you create a payment for
each program. For each program identify the program, reference number, hours, rate, gross and FOAPAL. Re-
imbursement will be based on program and payment there from.

Course Credits: For Course lecturer payments (Work category X and F only), this box must be completed with the
appropriate number of credits (e.g. 3.0). It should be noted that this method of payment should not be used to pay
course lecturers on an on-going basis. The Course Lecturer Contract via MINERVA, with payments on a bi-weekly
basis is the proper vehicle for this type of payment.

E.l. Hours Factor: This is only to be used by very selected areas that have reached an agreement with Payroll. In
essence the hours worked, times Hourly rate that provides Gross pay, are not the same hours to be reported for El
purposes. Again, check with the Shared Services Unit, Payroll Specialist if you think your payments fit this situation.

Mat/Sick Leave Replacement Funding: This should only be selected if the payment is for an individual
replacing a regular employee on mat/sick leave and if the HR Service Centre has agreed to fund the payment. In
conjunction with this box, the Replacement McGill ID must be specified. The HR Service Centre will automatically
examine all such requests and where leave replacement is approved, the office will change the FOAPAL to one of
their own FOAPAL's.
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Replacement McGill ID: This field should only be used to indicate the ID number of the regular staff member
away on leave, as well as where the leave replacement funds are being requested from.

FOAPAL: The FOAPAL elements will default from the Requisition Headers but can be overridden by the POPS
user for a given payment. Each FOAPAL element can be used however it must be one to which you can charge salary
payments. The Account must start with a 6. The system will validate each element of the FOAPAL against Banner
FIS once the requisition is closed. If the element is not valid a validation error will be returned. Each of the elements
is checked independently and as a valid combination for that fund. If either is invalid, you will not be able to transmit.
If Activity and Location are not used please leave them as 6 zeros respectively.
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Admin & Support (Non Academic) staff Casual Payment - Field by field clarification

i 9 - Non-Academic Payments

Requistion | List Payment ] Userinfo

POPS 6.5 Hon-Academic Payments

: McGil ID
(it | | GouLDsstephenvr | [ssresasz
Job Dese: [ anthropologist SN [ 999599558
Comment: | cL |co

— Payment Type: Ref.# 2 yyyy/hmidd
il I Casual Payment - Mon-Academic Staft j From: | 2005/11/09
Work Category | T-Technical =l te wosmna

t=Mo. Hours — x Rate - x OT Factor

| 2000 | 50 |1 =] -Gmss:l 570.00 Vacation Pay
Govt. Prog. [work Study =] Ref. N [12345 sraec[+ 7]

| Single Payment 7 "I Reason IE-SIuderis ;l
Mat fSick Leave Funding? I vl Replacement McGil ID:

Fund _ Orgsniz. Account Program Activity Location
[100001 [00043 | c00024 |0o00 000000 |00ODOO

Employee Name: Although this box allows you to alter the spelling of the employee's name you are about to pay,
the proper method is to change the spelling in the person list.

McGill ID, SIN and CL: Itis assumed that these fields were properly completed in the Person List and do not
require a change in the payment requisition. CL holds the 1% two letters of the employee's last name.

Everything possible should be done to ensure that each payment has a valid McGill ID and SIN, before
transmitting the payment requisition.

Payments will be accepted without a McGill ID and/or SIN but will not be processed until the required information is
received. As well, we are counting on you to update your POPS database before the next payment is submitted with
the correct McGill ID and/or SIN. Failure to do so may result in payment delays.

Job Desc: This field is completely free form but must be completed. It should carry a descriptive job title.
Comment: This field is optional. This box can be used to communicate additional information to one of the central

offices such as the HR Service Centre, Research Financial Management Services, Financial Services and Office of the
Budget. For special payments such as T4A, Royalty a comment should be inserted giving additional information.
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Payment Types: The choices of Payment types are listed below

NC Casual payment, Admin & Support (Non Academic) staff

NT T4A (authorized payment) Admin & Support (Non Academic) staff * #
NY Royalty - Admin & Support (Non Academic) staff * #

NV Pay banked vacation, Admin & Support (Non Academic) staff #

NS Retroactive salary adjustment, Admin & Support (Non Academic) staff

o * HR Service Centre requires supporting documents.
# Payment not subject to 4% vacation pay (i.e vacation pay must be set to"'N"").

Work Category: The possible Work Categories (SIFU codes) are listed below (used for government reporting)

Admin & Support (Non Academic) Staff
C Clerical
T Technical
M Managers
U Trades & Services (hon-unionized)

From and To Dates: The From and To date will default in from the Requisition header (if completed) but can be
overridden at the payment level. Admin & Support (Non Academic) staff casual payment data should be submitted
week-by-week with the start and end date being within the Sunday to Saturday range. However, exceptional payments
such as Royalty, T4A, Banked vacation pay and retroactive salary payments do not require week-by-week entries.

Note: It must be noted that regardless of what From and To date is specified, the payment will be allocated to a single
pay-period attached to the Date to be Paid. For example, if the Date to be paid is selected to be Thursday, November
26, 2009, all casual payments will be allocated to the pay-period associated with this pay date. The pay-period will be
Sunday, November 1, 2009 to Saturday, November 14, 2009. It is very important that payments are submitted to
match the proper pay period. If this is not done, El reporting will be wrong. Again, to avoid the incorrect reporting of
E.l., be sure to submit payments for the pay-period that they are due.

In addition to existing date validation, the following new rules have been added to payment From and To date
validation.

= From date >= today less 12 months (i.e. no more than 1 year old)

= To date <= today +12 months (i.e. no more than 12 months into the future)

= To date >= From Date

Hours, Rate and Gross: Mandatory except for special payments such as T4A and Royalty payments. When
provided with Hours and Rate, the POPS program will calculate the Gross pay. If Hours and Rate are not specified
then Gross must be completed. If both the Hours and Rate per hour are specified then they must cross balance to the
Gross pay. A Gross pay of $0.00 will cause an error. Note: certain payments require the completion of both the
Hours worked and Hourly rate fields.

OT Factor: By default the value is 1. It is intended to be used in very special cases where overtime must be paid.
Here one can use 1.5 or 2 for a factor. The system will calculate gross as Hours times Rate times O.T. factor. (e.g. 20
hours times $12.00 times 1.5 will pay $360.00). If you are uncertain as to when the factors of 1.5x and 2x can be
used, please check with your HR Advisor.
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Vacation Pay % Rate: This is normally left at 4. The payroll program will automatically add 4% of the gross
amount as vacation pay. It must be set to N for T4A and Royalty payments, as 4% must not be added. Setting the rate
to N for other payments requires a contract between the area and the employee stating that 4% is included in the
contractual amount. These contracts must be retained in the area and be available to our auditors.

Government Program and Ref. No: POPS supports the reporting of payments partially funded by either the
government and the university through Work Study and SCPP (formerly SEED). If you have pre-approved funding
support, select the appropriate program and complete the Reference number. This data will automatically be picked up
and matched to your approved application and should result in a funding transfer to your FOAPAL for the portion
governed by the program. The use of Work Study and SCPP requires a numeric Reference number.

If the employee is to be paid from more than one government program, it is important that you create a payment for
each program. For each program identify the program, reference number, hours, rate, gross and FOAPAL. Re-
imbursement will be based on program and payment there from.

Reason: This field must have a reason selected from the choices listed below. The reason identifies the
employment condition under which the Admin & Support (Non Academic) staff casual is being paid. The reason
indicated will be validated and monitored for Admin & Support (Non Academic) staff casual policy. Where indicated,
a replacement number is also required.

CPM Reason Codes (Admin & Support (Non Academic) staff casual policy

monitoring)
CPM Code Description

B Vacant position **
C Peak week >=6hrs
D Peak week <6 hrs
E Students
L Vacation *
M Maternity Leave *
S STD *
T LTD *
X Extended Unpaid Leave *

* McGill ID No of regular employee required ** not required for new position.

Mat/Sick Leave Replacement Funding: This should only be selected if the payment is for an individual
replacing a regular employee on mat/sick leave and if the HR Service Centre has agreed to fund the payment. In
conjunction with this box, the Replacement McGill ID must be specified. The HR Service Centre will automatically
examine all such requests and where leave replacement is approved, the office will change the FOAPAL to one of
their own FOAPAL's.

Replacement McGill ID: This field should be used to indicate the McGill ID number of one of the following:
a) The Casual Policy replacement ID # (indicated with an * in the table above) or
b) The ID # of the regular staff member away on mat/sick leave as well as where leave replacement funds are
being requested.

FOAPAL: The FOAPAL elements will default from the Requisition Headers but can be overridden by the POPS
user for a given payment. Each FOAPAL element can be used however it must be one to which you can charge salary
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payments. The Account must start with a 6. The system will validate each element of the FOAPAL against Banner
FIS once the requisition is closed. If the element is not valid a validation error will be returned. Each of the elements
is checked independently and as a valid combination for that fund. If either is invalid, you will not be able to transmit.
If Activity and Location are not used please leave them as 6 zeros respectively.
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Admin & Support (Non Academic) staff Over/Undertime Payment - Field by field clarification

Note: Be very careful when selecting the requisition, as there are now 2 Over/Undertime requistions.

1. Hourly bi-weekly pay cycle which covers the following groups:
e AMURE and MUNACA

2. Salaried bi-weekly pay cycle which covers the remaining groups:
¢ Management, Executive and Excluded staff

m| 13 - Hon-Academic Dver/Undertime M= E3
Requisition I List | Payment I Userinto

POPS 6.5 Hon-Academic Over/Undertime

MGl 1D
Eat | | arwooDiConniems =] [180000130
Job Desc: | Administrative Secretary SIN: Im
Comment: ] cL |AT
: Payment Type: Ret.# 3 - YYyy/mmidd
ﬁhmenm ﬂ Frmn:l 2009/11/01

WWiork Category | d Ta: | 2009/11/15

— Mo, Hours — x Ralte — x OT Factor
| 1250 | 1500 |15 x| =Gross:| 28125 Vacetion Pay

| %Rate:| ~
Posttion kierdifier: | CROS01 Suffic |m . Ij
| Single Payment? | vl O.T. Reason: |1-I:lue!ommad ll

Mat.J‘Sicl:LemFMng?l vl Replacement MoGill ID: |

Fund Oraganiz. Account Proaram Activity Location
{100001 00049 | sooc2s [0000  |000000 000000

Employee Name: Although this box allows you to alter the spelling of the employee's name you are about to pay,
the proper method is to change the spelling in the person list.

McGill 1D, SIN and CL: Itis assumed that these fields were properly completed in the Person List and do not
require a change in the payment requisition. CL holds the 1% two letters of the employee's last name.

Everything possible should be done to ensure that each payment has a valid McGill ID and SIN, before
transmitting the payment requisition.

Payments will be accepted without a McGill ID and/or SIN but will not be processed until the required information is
received. As well, we are counting on you to update your POPS database before the next payment is submitted with
the correct McGill ID and/or SIN. Failure to do so may result in payment delays.

Job Desc: This field is completely free form but must be completed. It should carry a descriptive job title.
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Comment: This field is optional. This box can be used to communicate additional information to one of the central
offices such as the HR Service Centre, Research Financial Management Services, Financial Services and Office of the
Budget.

Payment Types: The possible Payment types are listed below: (Hint: select Payment type 1st)

NO Overtime — Admin & Support (Non Academic) staff
NU Undertime — Admin & Support (Non Academic) staff

Work Category: Not applicable

From and To Dates: The From and To date will default in from the Requisition header (if completed) but can be
overridden at the payment level. Overtime and undertime payment data should be broken down by bi-weekly pay
period. There may be any number of such pay-periods, each attached to a payment.

In addition to existing date validation, the following rules have been added to payment From and To date validation.

= From date >= today less 12 months (i.e. no more than 1 year old)
= To date <= today +12 months (i.e. no more than 12 months into the future)
= To date >= From Date

Hours and Rate and Gross: Hours and Rate are mandatory on this form. When given Hours and Rate, the
program will calculate the Gross pay. If both the Hours and Rate per hour are specified then they must cross balance
to the Gross pay. A Gross pay of $0.00 will cause an error.

Note: For undertime hours, be sure to indicate a negative number of hours e.g. -15.0.

OT Factor: By default the value is 1. It is intended to be used in very special cases where overtime must be paid.
Here one can use 1.5 or 2 for a factor. The system will calculate gross as Hours times Rate times O.T. factor. (e.g. 20
hours times $12.00 times 1.5 will pay $360.00). For undertime the factor should be 1.

Vacation Pay % Rate: Not applicable to Overtime payments.

Position Identifier and Suffix: For all overtime and undertime payments, it is essential that the employee's
current Banner Position and Suffix number be shown. The Position and Suffix can be obtained using Banner
NBAJOBS. The payment will be attached to the job. If the employee has more than 1 job, then overtime must be
allocated to each of the applicable jobs.

Single Payments: Not applicable.

O.T. Reason: Every Overtime payment must have an Overtime Reason code. The choices are:

Admin & Support (Non Academic) staff Overtime Reason Codes

O.T Reason | Description
1 Due to workload
2 Summer Friday
3 Replacement due to absence of co-worker #
4 Other

# Requires replacement No.
Note: All Overtime and Undertime payments will be reviewed by the HR Service
Centre.
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Mat/Sick Leave Replacement Funding: This should only be selected if the payment is for an individual
replacing a regular employee on mat/sick leave and if the HR Service Centre has agreed to fund the payment. In
conjunction with this box, the Replacement McGill ID must be specified. The HR Service Centre will automatically
examine all such requests and where leave replacement is approved, the office will change the FOAPAL to one of
their own FOAPAL's.

Replacement McGill ID: This form should only be used to indicate the ID number of the regular staff member
away on leave, as well as where the mat/sick leave replacement funds are being requested from. Overtime reason
code 4 requires a replacement number.

FOAPAL: The FOAPAL elements will default from the Requisition Headers but can be overridden by the POPS
user for a given payment. Each FOAPAL element can be used however it must be one to which you can charge salary
payments. The Account must start with a 6. The system will validate each element of the FOAPAL against Banner
FIS once the requisition is closed. If the element is not valid a validation error will be returned. Each of the elements
is checked independently and as a valid combination for that fund. If either is invalid, you will not be able to transmit.
If Activity and Location are not used please leave them as 6 zeros respectively.
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Miscellaneous Payment - Field by field clarification

Note: Be very careful when selecting the requisition, as there are now 2 Miscellaneous Requistions.

1. Hourly bi-weekly pay cycle which covers the following groups:
e AMURE and MUNACA (but not limited to)

2. Salaried bi-weekly pay cycle which covers the following groups:
e Academics, Management, Executive and Excluded staff

m 16 - Mizcellaneous Payments M= E3
Reustin | Ut [ Payment ]| yserinto
POPS 6.5 Miscellaneous Payments
" McGill ID
Edit | | ATHENS Margaretis | |231453789
Job Desc: Researcher SIN: |999.999-998
Comment: I cL |AT
—— Payment Type: Ref. # 4 yyyy/mmidd
illipe-:nal - Academic Payment ﬂ me:l 2009/11/01

Wiork Category I B-Course related/inon-teaching j Tor | 200%/11/15
t— Mo. Hours — x Rate — x OT Factor {
| 3000 | 2520 |1 =] = Gross:l 756.00 Vacation Pay
 PositionlD  Suffoc Course Credits: ElHrs Factor: | %Rate: Ij
| I | 00 [0

| Single Payment? "'l Reazon: | j

MH..I’SickLmeFm?l vl Replacement McGill ID: |

Fund  Oraaniz. Account Program Activity Location
|222037 |o0216 | 600164 [2000 |o00000 [00000O

Caution: This form is used to add an additional, authorized, payment to an employee holding a bi-weekly paid
position. The term "authorized" is the key word here. All such payments will be carefully monitored.

Miscellaneous payments can be made for a variety of reasons. A number of examples are given below but needless to
say, payments of this nature will be carefully monitored to ensure their validity. They will be paid bi-weekly and will
be added to the employee's bi-weekly cheque for the employee's Appointment Form payments.

e Special Academic and Special Admin & Support (Non Academic) staff casual type work payments. These
payments are the same as the Academic and Admin & Support (Non Academic) staff casual with all the same
rules and data fields found under the Academic and Admin & Support (Non Academic) staff casual
requisitions. However, as the person in receipt of a bi-weekly appointment form payment, processing the
casual payment under a miscellaneous requisition has the payment added to the employee's normal bi-weekly
pay cheque rather than producing a separate bi-weekly cheque.

e Specialty payments for staff with regular appointments but their position requires them to be on "On Call"
and/or "Stand By" which is compensated at a pre-approved lump sum amount. This type of payment requires
approval from the HR Service Centre.
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¢ Royalty and T4A payments. These require accompanying documentation for approval and will be very
carefully scrutinized before payment approval is given.

o Other Miscellaneous payments of a pre-approved nature. This type of payment needs central approval before
payment is processed.

Employee Name: Although this box allows you to alter the spelling of the employee's name you are about to pay,
the proper method is to change the spelling in the person list.

McGill ID, SIN and CL: It is assumed that these fields were properly completed in the Person List and do not
require a change in the payment requisition. CL holds the 1 two letters of the employee's last name.

Everything possible should be done to ensure that each payment has a valid McGill ID and SIN, before
transmitting the payment requisition.

Payments will be accepted without a McGill ID and/or SIN but will not be processed until the required information is
received. As well, we are counting on you to update your POPS database before the next payment is submitted with
the correct McGill ID and/or SIN. Failure to do so may result in payment delays.

Job Desc: This field is completely free form but must be completed. It should carry a descriptive job title.
Comment: This field is optional. This box can be used to communicate additional information to one of the central
offices such as the HR Service Centre, Research Financial Management Services, Financial Services and Office of the
Budget. For special payments such as T4A, Royalty a comment should be inserted giving additional information.

Payment Types: The possible Payment types are listed below: (Hint: select Payment type 1st)

M1 Special Academic payment

M2 Special - T4A Academic payment * #

M3 Special Admin & Support (Non Academic) payment *

MS On-Call Compensation

MR Royalty payment * #

PD Shift Premium Hourly - Sunday (only to be used for MUNACA payments)
PE Shift Premium Hourly - Evening (only to be used for MUNACA payments)
PN Shift Premium Hourly - Night (only to be used for MUNACA payments)

PS Shift Premium Hourly - Saturday (only to be used for MUNACA payments)

o Note: All payments will be carefully monitored for proper authorization.
e * HR Service Centre requires supporting documents.
e # Payment not subject to 4% vacation pay (i.e vacation pay must be set to"'N'").

To adhere to the rules of the Admin & Support (Non Academic) staff Casual Policy, all Special Admin & Support
(Non Academic) staff payments should follow the following rules.

e The Admin & Support (Non Academic) reason code is normally supplied for Work category of T (Technical
type Work) and C (Clerical type work). There are exceptional cases where a reason code is not needed for this
type of work category. For example, this will include the rare, pre-approved specialty payments such "stand-
by" or "on-call" premiums. For these specialty payments, the reason code has to be left blank. Similarly, the
reason code is not needed for truly exceptional, pre-approved payments to staff for example whose work
category are M (Managerial). Please check with your HR Advisor if you are not clear as to eligibility. As
well, please be sure that all specialty payments have the comment field completed with an indication as the
nature of the payment and approval of these payments.

February 2015 - Page 51



POPS 6.5 User Guide

Work Category: The possible Work Categories are listed below (see note immediately above):

Academic Payments | Work Categories

B Course related (non teaching)
X Course Lecturer with course credits (requires # of credits to be completed)
L Course Lecturer (course credits reported earlier or to come later)
G Guest Lecturer (course credits need not be reported)
F Course Lecturer/Additional course load (requires # of credits to be completed)
0 Other academic/research related
Admin & Support (Non Academic) Staff - Work Categories
C Clerical *
T Technical *
M Managers

* Typically requires an Admin & Support (Non Academic) staff reason code and possibly a
replacement person number depending on the reason code.

# Requires course credits. This type of payment is normally handled through the Course Lecturer
Appointment form.

From and To Dates: The From and To date will default in from the Requisition header (if completed) but can be
overridden at the payment level. Casual payment data should be submitted week-by-week with the start and end date
being within the Sunday to Saturday range. On the academic form, the foregoing is not a requirement but it is highly
suggested. For lump sum amounts such as Royalty may span many an academic term or even a year. Admin &
Support (Non Academic) staff casual payments require a week by week entry (please refer to the Admin & Support
(Non Academic) staff casual form write-up).

It must be noted that regardless of what From and To date is specified, the payment will be allocated to a single pay-
period attached to the Date to be Paid. For example, if the Date to be paid is selected to be Monday, November 30,
2009, all payments will be allocated to the pay-period associated with this pay date. To avoid over taxation and the
incorrect reporting of E.I., be sure to submit payments for the pay-period that they are due.

In addition to existing date validation, the following new rules have been added to payment From and To date
validation.

= From date >= today less 12 months (i.e. no more than 1 year old)

= To date <= today +12 months (i.e. no more than 12 months into the future)

= To date >= From Date

If the Reason code is left blank then a given To and From date cannot span a Sunday. As each week requires a
separate entry.

Hours and Rate and Gross: Hours and Rate are optional on this form, particularly for T4A and Royalty
payments. If given Hours and Rate, the program will calculate the Gross pay. If Hours and Rate are not specified then
Gross must be completed. If both the Hours and Rate per hour are specified then they must cross balance to the Gross
pay. A Gross pay of $0.00 will cause an error.

The Hours worked and Hourly rate cannot be left blank if an Admin & Support (Non Academic) staff reason code is
picked.
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OT Factor: By default the value is 1. It is only intended to be used in very special cases where payment for extra
hours (overtime) must be paid. Here one can use 1.5 or 2 for a factor. The system will calculate gross as Hours times
Rate times O.T. factor. (e.g. 20 hours times $12.00 times 1.5 will pay $360.00).

Vacation Pay % Rate: For most of these payments, the code is automatically set to N or must be set to N as the
employees are regular staff and already carry vacation entitlement associated with their regular position. Setting the
flag to 4 will cause the payroll program to automatically add 4% of the gross amount as vacation pay.

Royalty and T4A payments must never have 4% vacation pay added. The same would be true for Stand By and On
call and other specialty payments. True Academic and Admin & Support (Non Academic) staff casual work type
payments can have 4% added but please double check the application of 4%. If in doubt, check with your HR
Advisor.

You may wish to refer to the write-ups in the Academic and Admin & Support (Non Academic) staff sections for
more information on the use of vacation pay.

Position ID and Suffix: For all miscellaneous payments, it is essential that the employee's current Banner Position
and Suffix number be shown. The Position and Suffix can be obtained using Banner NBAJOBS. The payment will be
attached to the job. If the employee has more than 1 job, then allocate the miscellaneous payment to the applicable
job.

Course Credits. For Course lecturer payments (Work category X and F only), this box must be completed with the
appropriate number of credits (e.g. 3.0). It should be noted that this method of payment should not be used to pay
course lecturers on an on-going basis. The Course Lecturer Contract via MINERVA, with payments on a bi-weekly
basis is the proper vehicle for this type of payment.

E.l. Hours Factor: Thisis only to be used by very selected areas that have reached an agreement with Payroll. In
essence the hours worked, times Hourly rate that provides Gross pay, are not the same hours to be reported for El
purposes. Again, check with the Shared Services Unit, Payroll Specialist if you think your payments fit this situation.

Reason: For the special Admin & Support (Non Academic) staff payments that might exist, a reason has to be
selected from the following choices. The reason identifies the employment condition under which the Admin &
Support (Non Academic) staff casual is being paid. The reason indicated will be validated and monitored for Admin
& Support (Non Academic) staff casual policy. Where indicated, a replacement number is also required.

POPS applies the following rules for reason code on Special Admin & Support (Non Academic) staff payment using
the Miscellaneous Requisition.
o If avalid Reason code (other than blank) is selected, then:
o The From and To dates must span a Sunday to Saturday (i.e. requires one payment entry per week).
o Both the Hours and the Rate per Hour must be specified
e |f the Reason code is left blank, then:
o A separate entry is not needed for each week. However, the span between the From and To date must
not be greater than 365 days.
o The Hours and the Rate may both be left blank.
Note that Hours and Hourly Rate must be both blank or both non zero.
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CPM Reason Codes (Admin & Support (Non Academic) staff casual policy

monitoring)
CPM Code Description

B Vacant position **
C Peak week >=6hrs
D Peak week <6 hrs
E Students
L Vacation *
M Maternity Leave *
S STD *
T LTD *
X Extended Unpaid leave *

* McGill ID No of regular employee required. ** not required for new position.

Mat/Sick Leave Replacement Funding: This should only be selected if the payment is for an individual
replacing a regular employee on mat/sick leave and if the HR Service Centre has agreed to fund the payment. In
conjunction with this box, the Replacement McGill ID must be specified. The HR Service Centre will automatically
examine all such requests and where leave replacement is approved, the office will change the FOAPAL to one of
their own FOAPAL's.

Replacement McGill ID: This field should be used to indicate the McGill ID number of one of the following
a) The Casual Policy replacement ID # (indicated with an * in the table above) or
b) The ID # of the regular staff member away on leave as well as where mat/sick leave replacement funds are
being requested.

FOAPAL: The FOAPAL elements will default from the Requisition Headers but can be overridden by the POPS
user for a given payment. Each FOAPAL element can be used however it must be one to which you can charge salary
payments. The Account must start with a 6. The system will validate each element of the FOAPAL against Banner
FIS once the requisition is closed. If the element is not valid a validation error will be returned. Each of the elements
is checked independently and as a valid combination for that fund. If either is invalid, you will not be able to transmit.
If Activity and Location are not used please leave them as 6 zeros respectively.
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Trades & Services Adjustments (Ovt. to reg. staff) - Field by field clarification

m 5 - OT/UT/Prem Adj.; Trades/Services

Requiston | List Payment | Userinfo
POPS 6.5 OTAUT/Prem Adj.; Trades/Services
McGHID
Edt | | GIOVALDERA/AntonioMr ~| |150101001
Job Desc: | Groundskeeper SIN: | 206-365-009
Comment: CcL: |G
’ Work Cateqory- Ref.#-456 7 Yyyysmad Most adjustments will
ﬁl U-Trades & Services LI From: | 2009/11/09 only require 1 payment
Pay. p——— entry for each unique
Type Overtime at job hourly rate by Factor j To:| 2009/11/13 combination of:
- No. Hours — x Rate - x OT Factor I} 1-No of Hours
2 - OT Factor
| 500 | o000 [15 ¥|=0ross: | 0.00 Vacation Pay 3 - Dues switch of:
e T [ l__l Y orN.
Posttion ID: Suffix: Gowvt. Prog. Ref. No %Rate: IN w Note: Rate per hour

I I I_ 'I I | | || must be left blank

. Union - 1 || where overtime is paid
Single Payment? I vl Coa US - SEU - U08 (560) _'_I Dues:l N 'I at the job hourly rate.
Mat JSick Leave Funding? i Replacement McGill ID: I || Everything else will be

— || defaulted from the
Fund Organiz. Account Program  Activty Location Person and Requisition

159303 |00043 | 600023 [4105 000000 [00000O header.

Employee Name: Although this box allows you to alter the spelling of the employee's name you are about to pay,
the proper method is to change the spelling in the Person List.

McGill 1D, SIN and CL: Itis assumed that these fields were properly completed in the Person List and do not
require a change in the payment requisition. CL holds the 1 two letters of the employee's last name and will
automatically be assigned by POPS.

Everything possible should be done to ensure that each payment has a valid McGill ID and SIN, before
transmitting the payment requisition.

Payments will be accepted without a McGill ID and/or SIN but will not be processed until the required information is
received. As well, we are counting on you to update your POPS database before the next payment is submitted with
the correct McGill ID and/or SIN. Failure to do so may result in payment delays.

Job Desc: This field is completely free form but must be completed. It should carry a descriptive job title.
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Comment: This field is optional. This box can be used to communicate additional information to one of the central
offices such as the HR Service Centre, Research Financial Management Services, Financial Services and Office of the
Budget.

Work Category: The possible Work Categories (SIFU codes) are listed below:

Trades and Services payment types
U Unionized weekly Trades and Services payroll

Payment Types: The choice of POPS payment types for weekly paid T&S regular staff are listed below:

POPS
Payment
codes

Payment description
Payment adjustment for full time regular staff

Overtime at full time Job hourly rate @ Factor of 1x, 1.5x, 2x.
This is normally used to pay overtime.

UA 'The payroll program will use the employee’s Banner job hourly
rate and factor it by the specified factor.

UB Overtime @ specified hourly rate i.e. user specifies hourly rate as
well as hours. Must be used only in special instances.
Docked Pay at job hourly rates.

U5 This reduces the employee’s normal hours for the week (found on

the Banner job) by the specified number of hours.

Please specify negative hours.

Docked Pay - Special Rate (should only be used very rarely).
U6 Requires both hours (negative) and an hourly rate.

PA Premia - Saturday Shift

PB Premia - Sunday Shift

PC Premia - Shift (Night)

PD Premia — Shift

PE Premia — Standby

PF Premia — Diesel

PG Premia - Categorical Diff

PH Premia - Lead Hand

uc Miscellaneous payment (Must have good reason to use this)
ub Retroactive salary adjustment

UE Minimum Recall Pay

UF Pay banked vacation

UG Social benefit payment (4%)

UH Tips/Gratuities

Ul Workman's Compensation (Not to be used unless told to do so)

Extra hours at specified hourly rate (for use ONLY by Student
EH Housing & Hospitality Services and McGill Faculty Club)

From & To Dates: The From and To date will default in from the Requisition header (if completed) but can be
overridden at the payment level. Payment data should be submitted for a given week with the start and end date being
within the Sunday to Saturday range. These would typically be Monday through Friday.

Note: It must be noted that regardless of what dates are specified in the From and To fields, the payment will be
allocated to a single pay-period attached to the Date to be Paid. For example, if the Date to be paid is selected to be
Thursday, November 26, 2009, all POPS payments will be allocated to the pay-period associated with this pay date.
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We will treat the pay-period, as far as pay adjustments to be from Sunday, November 8, 2009 to Saturday, November
14, 2009, whereas the regular, normal weekly pay will cover the period from Sunday, November 15" to Saturday,
November 21%.

It is very important that payments are submitted to match the proper pay period. If this is not done, for example,
choosing to make a substantial single payment that covers many months, our payroll program will annualize the
payment by multiplying the payment by 52 to obtain an annual salary (these are government rules) for tax rate
purposes. An adjustment of $500 will assume the person to be making $26,000 a year (plus their normal weekly
payment) and will be taxed accordingly. Similarly, Employment income for E.I reporting will be allocated to the
wrong pay-periods. To avoid over taxation and the incorrect reporting of E.I., be sure to submit payments for the pay-
period that they are due.

In addition to existing date validation, the following new rules have been added to payment From and To date
validation.

=  From date >= today less 12 months (i.e. no more than 1 year old)

=  To date <=today +12 months (i.e. no more than 12 months into the future)

=  To date >= From Date

Hours and Rate and Gross: Hours and Rate per hour are mandatory for payment type UB (Overtime at specified
hourly rates),U6 (used in very rare cases to reduce previously submitted UB payments that were in error) and EH
(Extra hours at specified hourly rate (for use ONLY by Student Housing & Hospitality Services and McGill Faculty
Club)).

For payment type UA and U5, only Hours are to be specified (i.e. Rate per hour and Gross pay are to be left blank) as
the pay cheque calculation program will default in the hourly rate from the employee’s job (as shown in Banner).

For all other payment types, both Hours and Rate per hour are optional, but if specified must cross balance (Hours
times Hourly rate) to the Gross Pay amount. A Gross pay of $0.00 will cause an error except for payment types UA
and U5.

Undertime (Banner terminology is DOC pay) should be specified as negative hours.

OT Factor: By default the value is 1. It is intended to indicate the Hourly rate is factored to 1.5 or 2 times the
Hourly rate (be it defaulted from the Banner Job or specified on this payment). If Hours and Rate are specified, the
system will calculate Gross pay as Hours times Rate times O.T. factor. (e.g. 20 hours times $12.00 times 1.5 will pay
$360.00). Where only Hours are specified, the pay cheque calculation program will factor the employee’s normal
hourly rate by the Factor specified.

Vacation Pay % Rate: This is normally left at the default but can take on the value of N, 4, 6, 8 or T. The payroll
program will automatically add the specified vacation percent (4%, 6, 8 or 10 (T)) of the gross amount as vacation
pay. Setting the rate to N is the normal case for premium payments and where the employee is a regular staff member
and vacation pay is not applicable.

Union Code and Dues: This defaults from the respective employee in the Person object but can be overridden by
the POPS user. As well, it can be set to Not Applicable (NA) if a payment is completely out of scope of the person’s
collective agreement. Associated with each union affiliation code is a Union Dues switch of Y or N. If union dues
are to be charged on this payment, then the switch must be set to Y. If the switch is set to N then our payroll cheque
calculation program will ignore this payment for union dues.

The proper use of N or Y is found in the respective collective agreement or can be obtained from your HR Advisor or
HR — Employee Relations.

February 2015 - Page 57



POPS 6.5 User Guide

Position and Suffix: In Banner all payments are tied back to the employee regular job. These two fields default in
from the respective employee’s Person Object but can be overridden at the payment level. As our payroll cheque
calculation links these payments back to the employee’s job and may also obtain the employee’s normal hourly rate
from the Banner job, it is essential that the correct Position and Suffix number is specified.

It should also be noted that in the exceptionally rare cases where an employee may have more than 1 job, any
adjustments, must be split proportionally between each of the jobs.

Government Program and Ref. No: POPS supports the reporting of payments partially funded by either the
government and the university through Work Study and SCPP (formerly SEED). If you have pre-approved funding
support, select the appropriate program and complete the Reference number. This data will automatically be picked up
and matched to your approved application and should result in a funding transfer to your FOAPAL for the portion
governed by the program. The use of Work Study and SCPP requires a numeric Reference number.

If the employee is to be paid from more than one government program, it is important that you create a payment for
each program. For each program identify the program, reference number, hours, rate, gross and FOAPAL. Re-
imbursement will be based on program and payment there from.

Mat/Sick Leave Replacement Funding: This should only be selected if the payment is for an individual
replacing a regular employee on mat/sick leave and if the HR Service Centre has agreed to fund the payment. In
conjunction with this box, the Replacement McGill ID must be specified. The HR Service Centre will automatically
examine all such requests and where leave replacement is approved, the office will change the FOAPAL to one of
their own FOAPAL's.

Replacement McGill ID: This field should only be used to indicate the ID number of the regular staff member
away on leave, as well as where the leave replacement funds are being requested from.

FOAPAL: The FOAPAL elements will default from the Requisition Headers but can be overridden by the POPS
user for a given payment. Each FOAPAL element can be used however it must be one to which you can charge salary
payments. The Account must start with a 6. The system will validate each element of the FOAPAL against Banner
FIS once the requisition is closed. If the element is not valid a validation error will be returned. Each of the elements
is checked independently and as a valid combination for that fund. If either is invalid, you will not be able to transmit.
If Activity and Location are not used please leave them as 6 zeros respectively.
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Trades & Services Casual Staff Payment - Field by field clarification

m| 3 - Trades/Services Payments =10 x|
Requisition | List Payment | Userinfo
POPS 6.5 Trades/Services Payments
McGill ID
Edit I IKNAPPSJDErEkMr j 150122363
Job Desc: | Tennis court maintenance SIN: |4958-534-981
Comment: CL: |KN
—— Work Cateqory Ref. # 416 yyyyirtantidd-
-Pill U-Trades & Services j From:| 2009/11/09
Pay. _—
T'f:e Casual Payment - Trades & Services j To: | 2009/11/13
— No. Hours — x Rate — x OT Factor
| 300 | 1335 [1 ¥|=0ross: | 4005 Vacation Pay
%Rate: [4 ]
Gowt. Prog. ~| Ret.No|

Single Pawna't?l v $ [uP - csn - u0s (530) “F] Dues[v ]

Mat fSick Leave Funding? 'I Replacement McGill ID: I

Account Program  Activly  Location
600146 |41U5 IDGEIUUU IDUUUUU

Fund
159303

Organiz.
| 00048

Union Code &
Dues

Casual T & S
payments.

Both fields are
required.

Dues =Y means
union dues will
be calculated on
payment.

Employee Name: Although this box allows you to alter the spelling of the employee's name you are about to pay,

the proper method is to change the spelling in the Person List.

McGill ID, SIN and CL: Itis assumed that these fields were properly completed in the Person List and do not
require a change in the payment requisition. CL holds the 1% two letters of the employee's last name and will

automatically be assigned by POPS.

Everything possible should be done to ensure that each payment has a valid McGill ID and SIN, before

transmitting the payment requisition.

Payments will be accepted without a McGill ID and/or SIN but will not be processed until the required information is
received. As well, we are counting on you to update your POPS database before the next payment is submitted with

the correct McGill ID and/or SIN. Failure to do so may result in payment delays.

Job Desc: This field is completely free form but must be completed. It should carry a descriptive job title.
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Comment: This field is optional. This box can be used to communicate additional information to one of the central
offices such as the HR Service Centre, Research Financial Management Services, Financial Services and Office of the
Budget.

Work Category: The possible Work Categories (SIFU codes) are listed below:

Trades and Services
U Unionized weekly Trades and Services payroll

Payment Types: The choice of POPS payment types for casual staff are listed below:

POPSnggment POPS Payment description (T & S Casual Staff only)

TA Cas'ual Pay (Normally used to make casual payments.
[Typically requires both Hours and Rate per hour.

PA Premia - Saturday Shift

PB Premia - Sunday Shift

PC Premia - Shift (Night)

PD Premia — Shift

PE Premia — Standby

PF Premia — Diesel

PG Premia - Categorical Diff

PH Premia - Lead Hand

TC Miscellaneous payment (Only use for specific reasons)

TD Retroactive salary adjustment

TE Minimum Recall Pay

TF Pay banked vacation
Undertime (should only be used in exceptional circumstances).

TG Requires both Hours (a negative number) and Hourly rate.

TH Social benefit payment (4%)

TI Tips/Gratuities

TJ Workman's Compensation. Do not use unless specifically instructed to do so.

From & To Dates: The From and To date will default in from the Requisition header (if completed) but can be
overridden at the payment level. Payment data should be submitted for a given week with the start and end date being
within the Sunday to Saturday range. These would typically be Monday through Friday.

Note: It must be noted that regardless of what dates are specified in the From and To fields, the payment will be
allocated to a single pay-period attached to the Date to be Paid. For example, if the Date to be paid is selected to be
Thursday, November 26, 2009, all casual payments will be allocated to the pay-period associated with this pay date.
We will treat the pay-period, as far as pay adjustments and casual payments to be from Sunday, November 8, 2009 to
Saturday, November 14, 2009.

It is very important that payments are submitted to match the proper pay period. If this is not done, for example,
choosing to make a substantial single payment that covers many months, our payroll program will annualize the
payment by multiplying the payment by 52 to obtain an annual salary (these are government rules) for tax rate
purposes. A taxable payment of $500 will assume the person to be making $26,000 a year and will be taxed
accordingly. Similarly, Employment income for E.I reporting will be allocated to the wrong pay-periods. To avoid
over taxation and the incorrect reporting of E.I., be sure to submit payments for the pay-period that they are due.
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In addition to existing date validation, the following new rules have been added to payment From and To date
validation.

=  From date >= today less 12 months (i.e. no more than 1 year old)

=  To date <=today +12 months (i.e. no more than 12 months into the future)

=  To date >= From Date

Hours and Rate and Gross: Hours and Rate are mandatory for payment type TA (Casual pay) and TG (very
exceptionally undertime to correct a previous mistake). For all other payment types, both Hours and Rate per hour are
optional. If one is used, they must both be given and must cross balance (Hours times rate) to the Gross Pay amount.
A Gross pay of $0.00 will cause an error.

Undertime (Banner terminology is DOC pay) should be specified as negative hours.

OT Factor: By default the value is 1. It is used to factor the Hourly rate for overtime purposes where the rate is
factored to 1.5 or 2 times the Hourly rate. You must be certain on how to use this properly. If Hours and Rate are
specified, the system will calculate Gross pay as Hours times Rate times O.T. factor. (e.g. 20 hours times $12.00 times
1.5 will pay $360.00).

Vacation Pay % Rate: This is normally left at the default but can take on the value of N, 4, 6 or 8. The payroll
program will automatically add the specified vacation percent (4%, 6 or 8) of the gross amount as vacation pay.
Setting the rate to N for is the normal case for premium payments and for some of the other rare type of payments.

Union Code and Dues: This defaults from the respective employee in the Person object but can be overridden by
the POPS user. As well, it can be set to Not Applicable (NA) if a payment is completely out of scope of the person’s
collective agreement. Associated with each union affiliation code is a Union Dues switch of Y or N. If union dues
are to be charged on this payment, then the switch must be set to Y. If the switch is set to N then our payroll cheque
calculation program will ignore this payment for union dues.

The proper use of N or Y is found in the respective collective agreement or can be obtained from your HR Advisor or
HR — Employee Relations.

Government Program and Ref. No: POPS supports the reporting of payments partially funded by either the
government and the university through Work Study and SCPP (formerly SEED). If you have pre-approved funding
support, select the appropriate program and complete the Reference number. This data will automatically be picked up
and matched to your approved application and should result in a funding transfer to your FOAPAL for the portion
governed by the program. The use of Work Study and SCPP requires a numeric Reference number.

If the employee is to be paid from more than one government program, it is important that you create a payment for
each program. For each program identify the program, reference number, hours, rate, gross and FOAPAL. Re-
imbursement will be based on program and payment there from.

Mat/Sick Leave Replacement Funding: This should only be selected if the payment is for an individual
replacing a regular employee on mat/sick leave and if the HR Service Centre has agreed to fund the payment. In
conjunction with this box, the Replacement McGill ID must be specified. The HR Service Centre will automatically
examine all such requests and where leave replacement is approved, the office will change the FOAPAL to one of
their own FOAPAL's.

Replacement McGill ID: This field should only be used to indicate the ID number of the regular staff member
away on leave, as well as where the leave replacement funds are being requested from.

FOAPAL: The FOAPAL elements will default from the Requisition Headers but can be overridden by the POPS
user for a given payment. Each FOAPAL element can be used however it must be one to which you can charge salary
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payments. The Account must start with a 6. The system will validate each element of the FOAPAL against Banner
FIS once the requisition is closed. If the element is not valid a validation error will be returned. Each of the elements
is checked independently and as a valid combination for that fund. If either is invalid, you will not be able to transmit.
If Activity and Location are not used please leave them as 6 zeros respectively.
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Transmitting Requisitions to Banner

Transmitting casual and one-time payments to the Banner POPS collector table

To transmit one or more requisitions to the Banner POPS Collector table follow the steps below.

Click on menu item File and then Transmit Payments to get this form.

In this case there was only one requisition to transmit. You can select one or more requisitions using standard

windows selection methods.

o Click on an item to select it and then press the Process button

o Ctrl-Click on more than one item and then press the Process button

o Click on one item and then Shift-Click on another to select these two items as well as any in between them and
then press the Process button

Once the requisitions have been selected and the Process button has been pressed, the transmitter will be prompted to
identify themselves with their McGill ID (Banner ID) along with their PIN. If the combination is not valid you will
not be permitted to transmit data to Banner. If you encounter problems in this area, please contact the ICS Customer
Support (Help Desk) at 398-3398 or support.ist@mcagill.ca.

In addition to McGill Id and PIN validation, before transmission takes place, every payment is examined to ensure
that the Org specified is an Org that the transmitter has been granted authorization to process by the Department
Head/Chair. If one or more payment Org's are invalid, none of the requisitions will be transmitted. Should this
happen, correct the Org of the requisition in question or if the Org is a valid one but you as a transmitter have not been
granted rights to it, have the Department Head/Chair add the transmitter to the POPS Authorization table. See section
at the front of this manual for more information on POPS ORG Authorization.

Once the requisitions have been transmitted, a confirmation screen is presented to the user. To confirm that the data
is in Banner, use the Banner form (PYAPOPS).
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See transmission screen shots below starting with the select requisitions for transmission

B3 7 - Requisition Transmit

Select requisitions to transmit to the Select Al
Banner Collection table
Number of requisitions currently selected... 1 Unselect All
_prooes |
Req# Type DatePrep Payr.Date Org.No. Comment

{54 [NCAS [200110140 [2001)0345 [002:
53 |NCAS |2no1 101108 [2001/02/415|00094

Non-Academic payments

39 [NCAS [2000M2M9 [2001/0148|00111 Non-Academic payments

]

The next screen shot is the routine where POPS requests your McGill Id and PIN.

~& Authorization Information _ (O] x|

MeGill ID: I 151122333
PN |Rlalkl

Please note: To be able to go on, your PIN and ID must be valid. In the event that your ID and PIN number cannot be
validated (i.e unauthorized access), please check to ensure that “Caps Lock” is not on. You may also wish to go into
Minerva and try to sign in. It uses the same ID and password. At last resort call the ICS Customer Support (Help
Desk) at 398-3398 or support.ist@mcgill.ca.

The next shot confirms that transmission has taken place.

E; 7 - Requisition Transmit

Requisitions processed Done |
Complete. 1 requisitions transmitted.
Req# Type DatePrep Payr.Date Org.MNo. Comment
54 [NCAS [2001/01/10 [2001/03A15[00256  |Non-Academic payments =]
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Using Banner Forms to Review Transmitted Data

Reviewing transmitted POPS data

Transmitted POPS data can be viewed from within Banner. Additionally, the users will be able to delete a payment
entry through Banner, preventing it from being paid.

PYAPOPS Collector table for casual, overtime and one-time payments.

Below is a sample screen shot of the PYAPOPS collector table in Banner.

Dracle Developer Forms Runtime - Web: Open > PYAPOPS =[Ol =|

File Edit Cptions Block Item Record Query Tools Help

BOE BEAEE %% BEHE & & Gl & 2@l X

8 McGill University- POPS Collector Table Review form PYAPORS [1.21] (Banner)
Status [T McGill 1D [ 160000002 | Smith/ Jane/ Ms SIN [123-456-789 N
Chart Fund Orgn Acct Prog Actv Locn Proj
[1 [100001 [ 99999 [ 600024 [ 1o00 [ 000OOO [ 000OOD | ReqOrg| 99999  pay date [26-NOV-2009 [ Pay Freq|BW
Req No| 123  payment Ref No| 456 From|02-NOV-2009 | To [06-NOV-2009 [EE|work CatC Payment Type [NC ~ Form Id | NC
Huurslw Rate IW Gross 'W vac% 'T Puosition ’m Suffix | 01
Ovt reason l_ Ovt Factor ’1— CPM 'E_ Repl ID '7 Mat/Sick Lve Fund Req l_ Credits l—
Single Payment ’_ EI FﬂEtUl'l— EI Deemed Hrs ’7 Gov Prog Code ’W Gov Prog ID ’W
Comment |
union| Job title | Clerical - Work Study Student (= = = =] =
Form Srce I_P Transmit Date ,m @ Rrpl. Req Ind 'T
Created by | 160000000 | Test/ John!/ Mr | John Test@megill ca
Transmitted by [ 160000000 [ Test/John/ Mr
Deleted by | | = version| 60
W5 Date ’7@ WS Status |— Hrs applied l— Unique Numher’W —
Copied to banner ,m @I Job Checked in Bannerlm @ Payment Confirmed ’7
Checked Banner ID [E Special Pymt Appv Date = No of records ’4—
PHAMTIM shift [ A Pay event| 2009 [BW [ 24 CPM week [ 2009 [11 [ 45
Earn Code ’W Fin manager id’ﬁ Finance Approval ’7@
Approval comment |
valid FOAPAL | BenDate] = [E Empl Pidm | 60000002
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Printing POPS Reports

POPS comes with three reports. Click on the Reports menu item to see the Reports form

The 3 reports available are:

1. Casual Policy Monitoring Report - You chose the Fund - Orgn - Prog
2. Payments to an Employee Report - You choose the employee

3. POPS Requisition Report - You choose the requisition

iz 15 - Reports !E[E

Cazual Policy Monitoring Report
Payments to an Employee Report

POPS Reguisition Report

Fund
| 10000100049 jo0o0 7]

Encl Date:l 2000/11/30

Cirgn Prog

routput Destination

¥ Prirt Preview
" Sendto Prirter

Cazual Policy Monitaring Report
;F'a':.-'mentsz to an Employee Report
POPS Requistion Report

gy 15 - Reports !EI

[~
~ Payments for:
| ATHENS Margaretivs =]

Starting:l 2000/11/01 Ending: I 2009/11/30

- Outplt Destination
Close |

% Prirt Preview
" Sendto Prirter

Note: You have the option of seeing a preview of the report or sending it to the printer right away.

g3 15 - Reports [ _ |O] x|

Req# Type DatePrep Payr. Date Org. Unit

Casual Policy Monitoring Report =]
Payments to an Employee Report
POPS Requisttion Report

6 [NCAS |2009/11/16 (2009/11/26(00049
3 MOWT (2009/11/16 (2009/14/30/00043

- Output Destination
(% Print Preview
" Send to Printer

Qo |

Close
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Casual Policy Monitoring Report

If you want to print a report on Casual Policy Monitoring, if you have made payments on more than one Fund - Orgn -
Prog FOAPAL combination, you will have a list to select from. Click on the proper Fund - Orgn - Prog.

iy 11 - Reports !EE

| P nitoring Report
Payments to an Employes Report
POPS Reqguisition Report

Fund orgn Prog

100001100049 oo0o

End Date: EIEIEIEIl (00049 o000

037100216 (2000
- Outpt Destination

% Print Presies

Fun
"~ Zend to Printer Cloge |

Click on Run and you will see the following report.

xJ
RS - B
Fund: 100001 ©Orgn: 00049 Prog: 4105 Feport ending week of: 2010/01/31
February 2009 March 2009 April z2oo9 May 2009
i 2z 3 4 i 2 3 4 5 i 2 3 4 1 2 3 4 5
X X X X X X ® X X x x X X X X x X
June 2009 July 2009 lugust 2009 September 2009
1 2 3 4 1 2 3 4 1 2 3 4 5 1 2 3 4
X" o® X O I 4 ¥ X %X ¥ X ¥ oox ¥ X
COctober 2005 MNoverber 2009 Decenber 2009 January 2010
i 2z 3 4 i 2 3 4 5 i 2 3 4 1 2 3 4 5
X % ® X X X ¥ % X ¥ X x X ¥ X X x X

Mote: The week starts on a 3unday.
" indicates the week was not used
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Payments to an Employee Report

To run a report on Payments to an Employee, select the employee from your pull down list and enter the starting and
ending dates.

iy 15 - Reports !EIE

Cazual Policy Monitoring Report i
Payments to an Employee Report

POPS Regquisition Report

- Payments far:

AT onniemls
A THEMS Margaret s

W onnieMs

- [GOULDStephentir
HILLJOY iSuzanis

" Sendto Printer

Click on Run and you will see the following report.

Print Preview [

< @ > 1] [roox =] B¢| S

Payments To: From: To:
160000130 ATWOOD/Connie/MNs 2009M1/01 2009/11/30
Payment Payment Hours Payment Gross Vac. Req. Pay

From To Worked Rate Wage Pay Ho. Date
2009/11/02 2009/11/06 33.75 15.00 506.25 5 2009/11/26
2009M11/09 20091113 33.75 15.00 506.25 6 2009/11/26
Total 135.00 2025.00
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POPS Requisition Report
To run a report on a POPS requisition, click on the Req # and then Run the report.

i 15 - Repoits !Elm

Casual Policy Monitoring Report ;I
Payments to an Employee Report

POPS Requisition Report

Req® Type DatePrep Payr.Date Org. Unit

Al
5 |ACAS |2009/11/02|2009/11/06J00049 iJ
hd|
Output Destination
(% Print Preview Run
" Send to Printer Close

A sample report follows.

Print Preview x|

4 <] m| > 1] [100x =] B¢ &)
Req. Hum. Reqg. Type Pay. Date

5 Academic Payments 2009/11/26

Department: Payroll
Submitted by: Ms Nancy Test
Employee Hame Smith/ Jane/ Ms Chk. Letters KI
Job Desc. Research Assistant
Soc.Ins.Hum. 123456789 Payment From  2009/11/02 0.T.Factor 1.0
McGill ID. 160000052 Payment To 2009/11/06 Hourly Rate 15.00
Appoint. Num. Hrs. Worked 10.00 Gross Wage 150.00
Fund Orgn Acct Proyg Actvy Locn Repl. Humber CPM Reason

100001 00049 600164 0000 000000 000000
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Setting Your User Options

E# 1 - Options !EIE [ T !EIE

General I Uzer Captions General I User Captions

- Reguisition Yalidation defaults:

Emgl. Text 1: “mpl. Text 1
W alidste each erntry as it iz entered 3 It P
(ertire Recquisition iz validated on Save) Ermal. Text 2 IEmpI. Text 2
¥ Show walidstion message in Info Window Empl. Mumeric 1: IE”"F:'L Mumeric 1
Jok Test 1: Jokr Text 1
- Transmit display defaults: o e I on 1
e i _ | || by Text 1: [ oo Text 2
|_ Litnit Requistion listing to those walid and moditied:;
T T [ . Job Tesxt 1: [ o Text 3
Job Text 1: [ ok Text 4
Jokb Mumeric 1: Idnb Mumeric 1

0] .4 Cancel [8]4 I Cancel I

Click on menu item Too1ls and then options and then User Options to get the user options form. It has 2 tabs.
One is for setting user preferences and the other is for defining captions for user-defined fields.
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Help for POPS

Help desk

o For Technical support please contact the ICS Customer Support (Help Desk) at 398-3398 or
support.ist@mcgill.ca for assistance.

O For questions relating to the content of POPS requisitions, please contact the HR Service Centre at 398-4747 or
pops.hr@mcgill.ca for assistance.
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