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ABOUT THE ADJUSTMENT NOTIFICATION APPLICATION
(ANA)

The Adjustment Notification Application (ANA) is a secure web-based application used by
University departments to initiate requests for payroll adjustments that cannot be processed with
the Banner Adjustment Processing Form (PZAADJT) or with next pay period adjustments
such as those noted below. This guide will detail the procedures for completing available ANA
transactions. (Note: For consistency, the Adjustment Processing Form in ANA is labeled
PZAADJT as it is in Banner.)

ANA permits departments to:

e Submit and approve requests to University Payroll to correct time entry errors when
timesheets are in an approved status but before the final payroll calculation.

e Submit and approve requests to University Payroll to process adjustments for
overpayments and to send overpayment letters.

e Submit and approve requests to University Payroll to process award payments for
employees.

e Submit and approve requests to University Payroll to process taxable benefits.

« Notify Human Resources to update leave benefits for exempt and non-exempt Civil
Service employees.

« Notify University Payroll to stop payment to an employee after payment has been
calculated but not yet distributed.

When transactions are processed in ANA, information is verified in Banner, e.g., the job of an
employee. However, information processed in ANA does not automatically update Banner
payroll or employee records. Once an ANA payroll adjustment is approved, a Payroll Processor
will enter it into Banner. A Human Resources Processor will enter leave adjustments into
Banner.

The following roles are assigned to ANA users:
o Department Originator: Person in the department who initiates an ANA adjustment.

o Department Approver: Person in the department who is responsible for approving an
ANA adjustment.

If you have one or both of these roles in SCT Workflow, you will have the same role(s) in ANA.

Version 3.0 -1- 3/2006
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ADJUSTMENT NOTIFICATION APPLICATION
LOGIN PROCESS

You will use your enterprise ID and password to log into the Adjustment Notification
Application (ANA).

To log into ANA from the OBFS homepage http://www.obfs.uillinois.edu/, select Payroll &
Earnings, the Adjustment Notification Application (ANA) link, and then ANA Login under
the Helpful Links section of that page.

Result: You will see the Adjustment Notification Application login page.

Note: ANA also may be accessed from the Banner Alerts and Resources web page as well as
from the Enterprise Applications website (under Human Resources).

1) Click the Logon button.

2) Type your enterprise ID and password into the appropriate fields.

/2 aNA - Microsoft Internet Explorer 1= x|
J File Edit View Favorites Tools Help | ;','
-7

Welcome to the Payroll Adjustment Notification application

Logon

Office of Business and Financial Services
University of linois | Office of Business & Financial Services
@@ 2003-2006 The Board of Trustees of the University of lllinois

i Enterprise Application Login - Microsoft Internet Explorer =181x|

JFlIe Edit  View Favorites Tools  Help | :r'

| Always
UNIVERSITY OF [LLINOIS | Thinking

CHICAGO + SPRINGFIELD - URBANA-CHAMPAIGN

Enterprise Application Login

Enter your EnterpriselD and password.

(Important: DO NOT include “@uillinois. edu”, "@uic.edu”,
"@uiuc.edu” or "@uis.edu” when entering your EnterpriselD)

EnterpriselD: |
Passward:

Click here to reset your enterprise passwaord

Version 3.0 -2- 3/2006



Office of Business and Financial Services — University Payroll
Adjustment Notification Application Guide

3) Click the Login button.
Result: The Adjustment Notification Application (ANA) window will display. You will
be able to select your transaction from a drop-down list of adjustment types. (If instead you
see the message that you have no roles, you must contact your Unit Security Contact to
request authorization.) Current transactions will display in the ANA Work List. You may
search for transactions by using the search fields in the Find a Payroll Adjustment section
of the ANA window.

Find | Logout

Create a payroll adjustment: D[Ny | |Se|e:tAdjustmemType =l Create |
Work List

Employee Name UIN Chart/Org Activity Adj Type Date Created Transaction #
Paige0B0, Janet 120112060 2-208039 Dept Approval PayEvent 1/25/2005 3:52 P AMa00528
Carey060, YWilliam 120111060 2-208039 Dept Approval Award 1/28/2008 2:29 P Ana0524
MarkillD50, Hank 120114060 2-208039 Dept Approval PayEvent 1717420085 12:05 Phi M0 61
FirconialB0, G 120117060 2-208039 Dept Approval Current 125142004 2:36 P ANA00Z93
Firconia0B0, & 120117060 2-208039 Dept Approval Benefit 127142004 2:33 P M0z 92
FirconialB0, G 120117060 2-208039 Mot approved PayEvent 11182004 1.20 P ANa001TT

Find a Payroll Adjustment

AMA Transaction Number:
1D (UM I Last Mame: I First Name: I
Activity: [Any Activity =] cChartsOrgn Code: [All Organizaton Codes 7]

3

Note: Itis strongly advised that you log out of ANA when you have finished with your
transactions. Closing the browser without logging out may allow unauthorized use of the
application with your login. The Logout link is displayed in the upper right corner of every
ANA screen.

Version 3.0 -3- 3/2006
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GENERAL PROCEDURES FOR INITIATING AN ANA
ADJUSTMENT (DEPARTMENT ORIGINATOR)

1) Log into ANA with your enterprise ID and password.
2) Enter the employee’s UIN.
3) Select an ANA adjustment type from the drop-down list.

4) Click the Create button.
Result: You will see the transaction window that corresponds with your selected adjustment

type.

-

ANA

Find | Logout

Create a payroll adjustment: ID{UINY; [567013971 [ Select Adjustment

Type =] [ Create |

e

Employee Name UIN  Chart/Org Date Created Transaction #

Separation Pay
[@T374] Leave Balance Adjustment
Pay Event Adjustrment

Top

AMA Transaction Number: |
10 {UIN): Last Name: | First Mame:
Retivity: |Any Activity *] Chart/Cran Code: [All Organization Codes v

Note: You may need to select a job before you see the transaction screen for the adjustment type.
If so, click the appropriate radio button for the appropriate job (based on the effective date) and
click the Continue button when the appropriate selection has been made.

Version 3.0 -4 - 3/2006
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5) Click the Continue button to advance to each screen of information and enter the appropriate
information in the fields for the Pay Event. Required fields are marked with a red asterisk

(*). Use the Reset Form button to restore original values.

Prior Pay Event Adjustment

Mon-Exempt
PZAADJT

I0: 120115060 Tharmas Yeraine0s0

P75060 00 LAB ANIM CARE TECHN 2 (LU effective 7-1-2003

Time Sheet Orgn Code: 2 - 20803%

Year Pay 1D Pay Mo

*Pay Event: [zo0d | [Bw | [z S

Cos  Fund orgn Acct Prog  Actv Locn %
7 900309 208039 215980 662002 100.00
Continue

=
Waorklist | Find | Logout

Transaction #: ANAOOS27
* = Required Field

Prior Pay Event Adjustment

Mon-exempt

PZAADJT PHAHOUR

* = Required Field
ID: 120115060 Thomas VerlaineOs0
*This adjustrent corrects an: © Over payment & Under payment

Hours paid for Pay Event 2004 BW 26
Total Hours: 0

Hours that SHOULD have been paid:

Taotal Hours: |EU a

*Eamn *Total Sun Mon Tue  Wed Thu o Fri
Code 4 Hours Dect Decéd Dec? Dec® Dec® Deci10 Dec

i el e s e e S ) S R
I -

Worklist | Find | Logout

Transaction #: ANAOO527

= e0.00
N I N N Y O Y [ [ [ | # o000 |
TOTAL 60,00
Continue | LI
Version 3.0
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Note: PHAHOUR fields will differ depending on the employee type:

o For bi-weekly employees, enter the Total Hours that should have been paid.
For monthly employees, enter the Total Amount that should have been paid.

o Enter the Earn Code(s).

« For bi-weekly employees, enter the hours that should have been paid. For monthly
employees, enter the amount for each specified earn code.

6) Enter any information into the Comments field of the Submit screen needed by the
Department Approver, Human Resources Approver or Payroll Approver to process the
transaction.

7) Change any contact information (if necessary).

ANA

Worklist | Find | Logout

Prior Pay Event Adjustment
Mon-exempt
PZAADJT PHAHOUR Submit

Transaction #: ANAODS27
* = Required Field

ID: 120115060 Thomas VerlaineO&0

*Contact Person: [Temi Suttan

*Phone: (|312 i |413 -ISSBB

*E-mail: [tss@uic.edu

*Comments: 1/25/2005 Training TRAINING 30 |Hours warked by Thoras were not approved on schedule, 1=

Submit Delete Transaction |

8) Click the Submit button.
Result: The item is routed to the Department Approver’s Work List. ANA sends an e-mail
to the Department Approver stating that there is an ANA item in his/her Work List.

9) Start another adjustment item or click the Logout button to exit ANA.

Notes:

« If the work item is approved and entered into Banner by University Payroll or Human
Resources, it will reappear in your Work List with an Activity status of Completed. At
this point, you may delete the transaction or leave it in the Work List indefinitely.

e Check your Work List periodically for items with Correction or Not Approved statuses.
If the Department Approver, Human Resources Approver or Payroll Approver rejects
your transaction, ANA will send you an e-mail notification.

Version 3.0 -6- 3/2006
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GENERAL PROCEDURES FOR APPROVING AN ANA
ADJUSTMENT (DEPARTMENT APPROVER)

You will receive an e-mail notification that there is an ANA Work List item for your review.
1) Log into ANA with your enterprise ID and password.
2) Locate the adjustment item with an Activity status of Dept Approval either by scanning

your Work List items or by using the search criteria in the Find a Payroll Adjustment
section of the ANA window.

Find | Logout

Create a pavroll adjustment: I | Select Adjustment Type | Create |
Work List

Employee Name UIH Chart/Org Activity Adj Type Date Created Transaction #
“erlaine0B0, Thornas 120715060 2-208039 Dept Approval PayEvent 1/25/2005 3126 PM ANADOS2T
Carey0B0, Williarn 120111060 2-208039 Dept Approval Boward 1/25/2005 2:29 PM ANADOE24
MarkillDE0, Hark 1207114060 2-208039 Dept Approval PayEvent 141742005 12:08 Piv ANAD0A 6T
Zirconiz060, Q 120117060 2-20803% Dept Approval Current 124142004 2:36 P ANA00233
Zrconia060, O 120117060 2-208039 Dept Approval Benefit 127142004 2:33 PM Ana00292
Zirconial&0, O 120117080 2-208039 Mot Approved PayEvent 11/15/2004 1:20 P Ana00177

Find a Payroll Adjustment

Top
ANA Transaction Mumber: |
1D {UINY: | Last Mame: First Name: |
Activity: IAnyActlvﬂy 'I Chart/Orgn Code: |All Organization Codes »

Find|

3) Click the name of the employee.
Result: The item opens for your review and edits.

4) Click the Continue button to advance to the next screen of information.
ANA

Worklist | Find | Logout

Prior Pay Event Adjustment

Mon-exempt

Transaction #: ANAOOS27

ID: 120115060 Thomas YerlaineDs0 P75060 00 LAB ANIM CARE TECHN 2 (LU} effective 7-1-2003

This adjustment corrects an under payrment

Time Sheet Orgn Code: 2 - 208039
Pay Event: 2004 BW 2&
Coa  Fund Qrgn Acct Prog  Actv Loocn %

2 900309 208039 215980 662002 100

Total Hours: 60

Earn Total  3un Mon Tue ‘Wed Thu  Fri Sat Sun Mon  Tue Wed Thu Fri Sat
Code Hours Dech Decé Dec? Dec® Dec 9 Dec 10 Dec 11 Dec 12 Dec 13 Dec 14 Dec 16 Dec 16 Dec 17 Dec 18

REG 60 7.30 F.50 7.50 7.50 7.30 F.50 F.50 7.50 60.00

Tatal

Continue Edit |

Version 3.0 -7- 3/2006
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5) Click the Edit button to add information or make changes (if necessary). Required fields are
marked with a red asterisk (*).

6) Review the Department Originator’s comments on the Submit screen.

ANA

Worklist | Find | Logout

Prior Pay Event Adjustment
Mon-exempt

PZAADJT PHAHCUR Submit
Transaction #: ANAOOS27

* = Required Field

ID: 120115060 Thomas Verlainels0

*Contact Person: [Danalee

*Phone: ([312 ) [#13 - [0968

*E-mail: Idslee@uic.edu

Comments: 1/25/2005 FAB TRAINING30 Hours worked by Thomas were not approved on schedule.

*1425/2005 Training TRAINING3D [sppraved =l
E
Approve | Reject | Return for Rework | Save | Delete Transaction |

7) Enter any needed information in the Comments field. (See the following steps.)

8) Use the appropriate buttons on the Submit screen to approve the transaction, return it to the
Department Originator for rework or to reject the transaction.

Approve

1) Enter any information in the Comments field needed by the Human Resources Approver
and/or the Payroll Approver to process the transaction.

2) Click the Approve button.
Result: The item is removed from the Department Approver’s Work List and is forwarded
to the Human Resources Approver or to the Payroll Approver. History on the item is started
once the Department Approver approves the item.

Reject
1) State why the transaction cannot be approved in the Comments field.

2) Click the Reject button.
Result: The item is removed from the Department Approver’s Work List. ANA will notify
the Department Originator by e-mail that the transaction has been disapproved. The
Department Originator must log into ANA, locate the item in his/her Work List, open it and
click the Delete button. The item is then removed from the Department Originator’s Work
List.

Version 3.0 -8- 3/2006



Office of Business and Financial Services — University Payroll
Adjustment Notification Application Guide

Return for Rework
1) State what the Department Originator needs to revise in the Comments text field.

2) Click the Return for Rework button.
Result: The item is removed from the Department Approver’s Work List. ANA will notify
the Department Originator by e-mail that the transaction must be reworked. The Department
Originator must log into ANA and locate the item in his/her Work List. It will have an
Activity status of Correction. After making the necessary changes, the Department
Originator re-submits the item to the Department Approver.

Delete

Click the Delete button.
Result: The item is deleted from the Department Approver’s Work List.

Note: Use the Save button if you plan to finish working with the item later but want to save your
work.

Warning: If you open an ANA transaction and decide not to finish the tasks associated with
your role, you should click the Save button. The Save function removes any reservations on the
ANA record. If you exit the ANA record without saving or without completing the tasks for your
role, the record will be “locked.” A locked record cannot be accessed by another user. For
instructions on how to “unlock” an ANA transaction, see the Record Locking section in this
guide.

Version 3.0 -9- 3/2006



Office of Business and Financial Services — University Payroll
Adjustment Notification Application Guide

ADJUSTMENT TYPES

Pay Event Adjustments

Pay Event adjustments fall into two categories:

e When University Payroll is requested to correct time entry errors for timesheets that are
in an approved status but the final payroll calculation has not yet occurred.

e When University Payroll is requested to process an adjustment for an overpayment to the
employee.

Scenario

An employee did not turn in their paper timesheet to their supervisor and overtime was worked
during the pay period. The timesheet was approved in PHATIME with only regular hours
worked. University Payroll has not run its final calculation.

Procedure

e The Department Originator will initiate an ANA adjustment to amend the timesheet hours
to include the overtime hours.

o The Department Approver will approve the adjustment request. The request is then
routed to the Payroll Approver.

Steps for Department Originator
1) Log into ANA with your enterprise ID and password.
2) Enter the employee’s UIN.

3) Select Pay Event Adjustment from the drop-down list of adjustment types.

Version 3.0 -10 - 3/2006
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ANA

Create a payroll adjustrment:

Find | L ogout

IDIUING: [1201120B0

Select Adjustment Type

=l

| Create I

SelectAdjustment Type

Fay Evant Adiustment
Aweard Payment

Employee Hame UIN Chart/Org {bay Stop Date Created Transaction #
Carey0B0, YWilliam 120111060 2-208039 Taxable Benaiit 1/25/2005 2:29 Ph ANAODE24
MarkillDE0, Hank 120114060 2208039 Legwe Balance Adjustment 171742005 12:05 PM ANADDA 61
Zirconiz0B0, @ 120117060 2-208039 Separation Pa 12/1/2004 2:36 Ph ANADO293
ZirconiaOsd, G 120117060 2208039 Dept Approval Benefit 12F1/2004 2:33 PM ANADOZ 92
ZirconiaOsd, G 120117060 2208039 Mot Approved PayEvent 11715/2004 1:20 PM ANADO1TT

Find a Payroll Adjustment
Top

AMA Transaction Mumber: |
1D LI | Last Mame: | First Mame: |
Activity: IAnyAClivity 'l Charts Crgn Code: IAII Crganization Codes ~

4) Click the Create button.
Result: The Payroll Adjustment (PZAADJT) screen of the ANA window displays. (You
may need to select the employee’s position before this window displays. If so, select the
position from those available and click the Continue button.)

Waorklist | Find | Logout

Prior Pay Event Adjustment
MNon-Exempt

PZAADJT
Transaction #: ANAOOS2E
* = Required Field

1D 120112060 Janet Paige06t0 P72060 00 C MWS SUPPLY ATTEMDANT  effective 7-1-2003

Time Sheet Orgn Code: 2 - 208039

Year Pay 1D Pay Mo
*Pay Event: [2004 | [Bw | [ =
coA  Fund orgn Acct Prag  Acty Locn %

2 900309 208039 215980 662002 100.00

Continue

5) Enter the Pay Event information (year, pay 1D, pay number). Use the blue search button to
view available Pay Events.

6) Click the Continue button.
Result: The On-Line Time Entry (PHAHOUR) screen of the ANA window displays.

Version 3.0 -11- 3/2006
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7) Enter information into the appropriate fields including whether the adjustment corrects an
underpayment or overpayment and the associated hours.

worklis | Eimd | Logow

Current Pay Period (Disposition Less Than 40)

Honsexanmt

Transaction #: ANAOOSZE

*u Aogurad Flaokd
10z 12011 2060 Janet Paige0dl

“This adjutmant carrects an; © Duers pawment & Undar payrment

Haurs paid far Pay Event 2004 BW 24

Total Howrs: O

Hours that SHOULD have been paid:

Total Hours: [B1.00

"Eain "Total Sun Mon Tue  Wed TR Fri Sat iul‘l AT Tue e Thu Fri At
Code | Hours Doc® Decé Dec? Decs Dec? Decll Dectd Decl2 Dec 13 Dec 14 Dec 15 Dec 16 Dec 17 [ec 12 Tatal
R B I I [ <0 [ zn | I I I I .- S L
TOTAL E1.00
Contiras =]

8) Click the Continue button.
Result: The Submit screen appears.

9) Change any contact information (if necessary).

10) Enter any information into the Comments field needed by the Department Approver, Human
Resources Approver or Payroll Approver to approve the transaction.

Wiarkdies | Fimd 1L geijoair

Current Pay Period (Disposition Less Than 40)

Honsexanmt

Transaction #: ANAGDELE

T m Riguired Fighd
D AZNZ060  Janet Paigelsl
“Contact Person; |Tem Sutan

“Phone: (M2 ) [n3 . [968

*E-mnail; [lEsBuicad

*Comments: 10252005 Training TRAIMNG 3 [janats overtive hours wera not reprasantad on her orgingl treshest, =1

=

Suiamil Dhalala Trarsackon

Version 3.0 -12 - 3/2006
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11) Click the Submit button.
Result: The item is routed to the Department Approver’s Work List. ANA sends an e-mail to

the Department Approver stating that there is an item in their ANA Work List.

12) Start another adjustment item or click the Logout button to exit ANA.

Steps for Department Approver

You will receive an e-mail notification that there is an ANA Work List item for your review.

1) Log into ANA with your enterprise ID and password.

2) Locate the adjustment item with an Activity status of Dept Approval either by scanning
your Work List items or by using the search criteria in the Find a Payroll Adjustment

section of the ANA window.
ANA
Create a payroll adjustment: 1D{UIN): |

Employee Name UIN

PaigelB0, Janet 120112060
Carey0B0, Williar 120111060
Markill0B0, Hank 120114060
ZirconialB0, @ 120117060
ZirconialB0, @ 120117060
ZirconialB0, @ 120117060

AMA Transaction Number:
ID{UIN): |

=

Chart/Org
2-208039
2-208039
2-208039
2-208039
2-208039
2-208039

ISeIedAdjustmentType j

Activity

Dept Approval
Dept Approval
Dept Approval
Dept Approval
Dept Approval
Mot Approved

Adj Type
PayEvent
Award
PayEvent
Current
Benefit
PayEvent

Create |

Date Created

12572005 3:52 P
125872005 2:29 P
TATI2005 12:05 PM
120172004 2:36 P
120172004 2:33 P
1101552004 1:20 P

Last Name: | First Mame: |

Activity: |AnyAct\vlty ¥| Chart/Orgn Code: |AH Organization Codes vl

Find | Logout

AnNa052E
Ana0524
Anad0461
ANRQOZ93
ANAQ0Z252
Ana0177

Transaction #

Find a Payroll Adjustment

g

3) Click the name of the employee.
Result: The item opens for your review and edits.

Version 3.0

-13-
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Wenikliat | Find | Logout

Current Pay Period ([Msposition Less Than 40)

Homsexampt
Transaction & AMADOSZE
10 120112060 Jenet Palgelsd PFI060 00 C MWSE SUPPLT ATTENDAMT  sffecthe 7-1.2000
This adjustment corracts an under pawmant
Tire Sheet Orgn Coder 2« 20805%

Pay Ewent: 2004 B 26

COA Fund gl B e AGY LeEn R

2 030G ME03 NS SEA002 100

Tatal Howrs; 81
Earn  Totad  Sun Man Tue Wed Thu  Fri San S Man Tue  Wed TR Frl Gat Total
Code  Hours  [ect Decd PecT Decd® Dec® DeciD Dec 17 Deci2 Dec 12 Dec 14 Dec S Dec 16 Deci7 Deci2
ChiR & 4,00 200 G100
FEG 75 750 750750 750 750 750 F.H ORE0 7H0 7D 7500

Coninue | Edii |

4) Observe the employee’s hours shown.

5) Click the Continue button to advance to the Submit screen and read the Department
Originator’s comments. (You may use your browser’s Back button to return to the screen
detailing the employee’s hours. If necessary, use the Edit button or click the PHAHOUR tab
to make corrections to the hours shown.)

6) Enter any needed information in the Comments field.

Workdist | Find | Logout

Current Pay Period [[Hsposition Less Than 40)

Honexarmpt

Transaction #: ANAQDOEZE

*a Required Field
10 120112060 Janet Faigedsd

*Contact Parsan: [DanaLee
*Fhone: (|32 ) |[913 - ez
*E-rmail; [ssEucecy

Commments: 17252005 FAS TRAMMNGE) Jeret’s overtime hours waere nol represented on hes arigingl tirreshast,
/25,2005 Training TRAMMGE0 [spgeoved =
EH
Aporaas Figjed | FRefurn for Rewark Sewe Dizlete Trenzadicn |

7) Click the Approve button.
Result: The item is removed from the Work List and is forwarded to the Payroll Approver.

Version 3.0 -14 - 3/2006



Office of Business and Financial Services — University Payroll
Adjustment Notification Application Guide

Award Payments

Employment-related prizes and awards must be treated as compensation and processed through
University Payroll.

Scenario

An employee is to be recognized for superior performance in her duties through an employee
award. University Payroll will process the award as an adjustment and a check will be created
for presentation at the awards ceremony.

Procedure
e The Department Originator will initiate an ANA request to process the award.

e The Department Approver will approve the award request. The request is then routed to
the Payroll Approver.

Steps for Department Originator

1) Log into ANA with your enterprise ID and password.

2) Enter the employee’s UIN.

3) Select Award Payment from the drop-down list of adjustment types.

ANA

Find | Logout

Create a payroll adjustment: 1D{uIy: [120111060 Select Adjustment Type =] | Create |
Select Adjustrent Type

Fay Event Adjustment

| Awiard Paymant

Employee Name UIN Chart/Org Poy Siop pe Date Created Transaction #
Paige0&0, Janst 120112060 2-208033 Taxable Bensfit pnt 1/25/2008 11:23 AM ANAOO523
WerlainelB0, Thomas 120115060 2-208033 Leawe Balance Adjustment  nt 1/28/2005 10241 A ANLOOSZZ
MarkillDED, Harik 120114060 2-20803% Separation Pa: bnt 14172005 12105 PM ANAODEE1
Zirconia0B0, & 120117080 2-208039 Dept &pproval Current 127172004 2:36 PM ana00293
ZirconiaDed, O 120117060 2-208039 Dept Approval Benefit 120172004 2,33 PM ANROOZ92
ZirconiaOB0, G 120117060 2-208033 Mot Approved PayEvent 11/16/2004 1:20 PM ANLOO1TT

Find a Payroll Adjustment

Top
ANA Transaction NMumber: |
1D | Last Marne: | First Marne: |
Activity: IAnyActivity 'l Charts Orgn Code: |AII Organization Codes =

4) Click the Create button.
Result: The Award Payment screen of the ANA window displays with a PZAADJT tab.
(You may need to select the employee’s position before this window displays. If so, select
the position from those available and click the Continue button.)
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ANA

Worklist | Find | Logout

Award Payment

PZAADJT
Transaction #: ANAOO524

* = Required Field

ID: 120111060 William Carey060

COA  Fund orgn Aect Frog Acty Locn #*
[ [aonana | [e0s03a | [eisaen | [meznnz 100.00
Add Another Row

Continue |

5) Enter the codes associated with each C-FOAPAL segment.
6) Enter the percent of award amount distribution for each C-FOAPAL (if necessary).

7) Click the Continue button.
Result: The Award Payment window displays with a PHAHOUR tab.

8) Enter the total amount of the award.

9) Select the choice of whether to withhold deductions from the amount or to award the
employee the net amount shown.

ANA

Worklist | Find | Logout
Award Payment

PZAADJT PHAHOUR
Transaction #: ANA0O524

* = Required Field

ID: 120111060 wWilllam Carey0s0

Earn Code: AWD - Award

R “ywithhold applicable statutory deductions from this amount.
Arnount: S|250.DU ) ) :
® Gross Up =0 employes will receive this net amount.

The University of llinois allows awards to be paid to employees as supplemental wages. As such, awards are subject to Federal and State
tax withholding, as well as Medicare and State Universities Retirement System (SURS) withholding. For more information, see the
Business and Financial Policies and Procedures manual, Section 4.3.

Caontinue |

10) Click the Continue button.
Result: The Submit screen appears.
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11) Enter the Department Approver’s Chart and six-digit Organization code (if necessary).
12) Change any contact information (if necessary).

13) Enter any information into the Comments field needed by the Department Approver, Human
Resources Approver or Payroll Approver to approve the transaction.

ANA

Worklist | Find | Logout
Award Payment
PZAADJT PHAHOUR Submit

Transaction #: ANAOO524
* = Required Field

ID: 120111060 William Carey0s0

*Approver's Chart/ Oran Code: |2_ IZUBU39

*Contact Person: [Teri Sution

*Phone: ([312 ) |413 - |9966

*E-mail: |tss@uic.edu
Enter dates.
*Comments: 1/25/2005 Training TRAINING30 [pate check needed: 2/05/05 1=
Date check will be presented to recipient: 2/07/05
[
Submit | Delete Transaction

14) Click the Submit button
Result: The item is routed to the Department Approver’s Work List. ANA send an e-mail to
the Department Approver stating that there is an item in their ANA Work List.

15) Start another adjustment item or click the Logout button to exit ANA.

Steps for Department Approver

You will receive an e-mail notification that there is an ANA Work List item for your review.
1) Log into ANA with your enterprise ID and password.

2) Locate the adjustment item with an Activity status of Dept Approval either by scanning

your Work List items or by using the search criteria in the Find a Payroll Adjustment
section of the ANA window.
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Find | Logout

Create a payroll adjustment: IDUIM]: | |Se|ectAdjustmemType j Create |

Employee Name UIN Chart/Org Activity Adj Type Date Created Transaction #
Carey0B0, William 120111060 2-208039 Dept &pproval fward 172572005 2:29 P ana00524
Paige0s0, Janet 120112060 2-208039 Dept Approval PayEvent 172572005 11:23 AM AMADDE2 3
Werlained&0, Thomas 1207185060 2-208039 Dept approval PayEvent 1/2572005 10:41 A aMa00522
MarkillOg0, Hank 120114060 2-208039 Dept Approval PayEvent 1£1TF2005 12:05 PM AMA004 61
FirconiadB0, G 120117060 2-208039 Dept spproval Current 127172004 2:36 PM AMAOOZ93
Firconiad60, G 120117060 2-208039 Dept spproval Benefit 127172004 2:33 PM AMA00Z92
Zirconiaden, 0 1207117060 2-208039 Mot Approved PayEvent 111872004 1:20 PR aMa01FT

Find a Payroll Adjustment

Top
AMA Transaction MNumber: |
ID(UIM): Last Mame: First Mame:
Activity: | Any Activity v| Chart/Orgn Code: |All Organization Codes =

Find

3) Click the name of the employee.
Result: The item opens for your review and edits.

ANA

Worklist | Find | Logout
Award Payment
Transaction #: ANAOO524

ID: 120111060 William Carey080

Earn Code:  AWD - Award

Co&  Fund argn Acct Prog  Acty Locn 3
2 900309 208039 215980 662002 100.00

Armount: S250.00  Gross up so emploves will receive this net amount.

Cortinue | Edit

4) Observe the information shown concerning the requested award payment.

5) Click the Continue button to advance to the Submit screen and read the Department
Originator’s comments. (You may use your browser’s Back button to return to the screen
detailing the award details. If necessary, use the Edit button to make necessary corrections.)

6) Enter any needed information in the Comments field.
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ANA

Worklist | Find | Logout
Award Payment
PZAADJT PHAHOUR Submit

Transaction #: ANADOS24
* = Required Field

ID: 120111060 William Carey060

*Approver's Chart/Orgn Code: IE_ 208039

*Contact Person: |Danalee

*Phone: (IBTE 413 -ISEIEB

*E-mail: |d5|ee@uic.edu

Comments: 1/25/2005 FAB TRAININGS0 Date check needed: 2/05/05 Date check will be presented to recipient: 2/07/05

*1/25/2005 Training TRAINING30 |approved =l
=
Approve | Reject | Feturn for Rework | Save Delete Transaction |

7) Click the Approve button.
Result: The item is removed from the Work List and is forwarded to the Payroll Approver.
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Taxable Benefits
All taxable benefits must be treated as compensation and processed through University Payroll.

Scenario

In addition to the agreed upon salary, an employee will be receiving a uniform allowance.
However, this uniform allowance is taxable. You must notify University Payroll to process this
as a taxable benefit.

Procedure
e The Department Originator will initiate an ANA request to process the taxable benefit.

o The Department Approver will approve the request. The request is then routed to the
Payroll Approver.

Steps for Department Originator
1) Log into ANA with your enterprise ID and password.
2) Enter the employee’s UIN.

3) Select Taxable Benefit from the drop-down list of adjustment types.

ANA

Find | Logout

Create a payroll adjustment: ID[UINY: [120114060 Select Adjustment Type ~] | Create |
Select Adjustrnent Type

Fay Event Adjustment

Employee Name UIN Chart/Org ,;\;afsdtg’ymem 5 Date Created Transaction #
Carey0BE0, William 120111060 2-208039 T eeile Benefit 142542005 2:23 PM ANA00524
Zirconials0, & 120117060 2208039 [Leave Balance Adjustment | 127172004 2138 P ANLDOZI3
ZirconialE0, G 120117060 2-208039 Separation P 12412004 2:33 Pi ANAODZ92
Zirconials0, & 120117060 2-208039 Mot Approved PayEvent 11/15/2004 1:20 PM ana00177

Find a Payroll Adjustment

Top
AMA Transaction Mumber: I

1D{UIN): Last Mame: | First Mame: |
Activity: |Any Activity ~| Chart/Orgn Code: IAH Organization Codes -l
Find |

4) Click the Create button.
Result: The Taxable Benefit screen of the ANA window displays with a PZAADJT tab.
(You may need to select the employee’s position before this window displays. If so, select
the position from those available and click the Continue button.)
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ANA

Worklist | Find | Logout
Taxable Benefit

PZAADJT
Transaction #: ANAOOS29

* = Required Field

ID: 120114060 Hank MarkillO&0 P74060 00 MH LICEN PRCTCL MRS (LCH)  effective 7-1-2003

Tirme Sheet Orgn Code: 2 - 208039

Year Pay ID Pay Mo
*Pay Event: [2004  [Bw |26

COA  Fund argn Acct Frog  Actv Locn *
2 900309 Z0E03% 215980 662002 100.00

Continue |

5) Enter the Pay Event information (year, pay 1D, pay number). Use the blue search button to
view available Pay Events.

6) Click the Continue button.
Result: The Taxable Benefit window displays with a PHAHOUR tab.

7) Enter the appropriate Earn Code and the total amount of the taxable benefit. Use the blue
search button to view available Earn Codes.

Worklist | Find | Logout

Taxahle Benefit
PZAADJT PHAHOUR

Transaction #: ANAQDG29
* = Required Field

ID: 120114060 Hank MarkillO&0

*Earn Code: |TX9 B *Total Amount: § 185.00

Continue |

8) Click the Continue button.
Result: The Submit screen appears.
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ANA

Worklist | Find | Logout
Taxable Benefit

PZAADJT PHAHOUR Submit

Transaction #: ANAOO529
* = Required Feld

1D: 120114060 Hank Markillos

*Contact Person: [Teni Sutton

*Phone: ([312 ) [#13 - [0986

*E-mail : Itss@uic.edu

*Comments: 1/25/2005 Training TRAINING30 |This is a taxable uniform allowance for Hank. =
=
Submit | Delete Transaction

9) Change any contact information (if necessary).

10) Enter any information into the Comments field needed by the Department Approver, Human
Resources Approver or Payroll Approver to approve the transaction.

11) Click the Submit button.
Result: The item is routed to the Department Approver’s Work List. ANA send an e-mail to
the Department Approver stating that there is an item in their ANA Work List.

12) Start another adjustment item or click the Logout button to exit ANA.

Steps for Department Approver

You will receive an e-mail notification that there is an ANA Work List item for your review.
1) Log into ANA with your enterprise ID and password.

2) Locate the adjustment item with an Activity status of Dept Approval either by scanning

your Work List items or by using the search criteria in the Find a Payroll Adjustment
section of the ANA window.

Version 3.0 -22 - 3/2006



Office of Business and Financial Services — University Payroll
Adjustment Notification Application Guide

Find | Logout

Create a payroll adjustment: ID(uIN: | | Select Adjustment Type =] Create |
Work List

Employee Name UIN Chart/Org Activity Adj Type Date Created Transaction #
IarkilldG0, Hank 120114060 2-208039 Dept Appraval Benefit 172520085 4:20 P ANAODSZ9
Carey0B0, Williarm 120111060 2-208039 Dept Approval Aveard 172672006 2:29 PM aMa00524
ZirconialB0, @ 120117060 2-208039 Dept Approval Current 127172004 2:36 P ANRODZS3
Zirconials0, Q 120117060 2-208039 Dept Approval Benefit 12172004 2:33 PM aMa00292
Zirconiale0, & 120117060 2-208039 Mot Approved PayEvent 117152004 1:20 P ANR001TT

Find a Payroll Adjustment
Top

AMA Transaction Mumber: |
1D LI | Last Mame: | First Mame: |
Activity: [Any Adivity =| Chart/Orgn Code: |All Organization Codes =]

3) Click the name of the employee.
Result: The item opens for your review and edits.

ANA

Worklist | Find | Logout
Taxable Benefit

Transaction #: ANAOO529

ID: 120114060 Hank Markillos0 P74060 00 HH LICEN PRCTCL NRS (LCH)  effective 7-1-2003

Time Sheet Orgn Code: 2 - 208039
Pay Event: 2004 BYW 26

COA  Fund oran Acct Prog  Acty Locn %
2 90030% 208039 215980 662002 100

Earn  Total
Code  Hours

X% 185

Continue | Ediit |

4) Observe the information shown concerning the requested taxable benefit.

5) Click the Continue button to advance to the Submit screen and read the Department
Originator’s comments. (You may use your browser’s Back button to return to the screen
detailing the taxable benefit details. If necessary, use the Edit button to make necessary
corrections.)
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6) Enter any needed information in the Comments field.

ANA Worklist | Find | Logout
Taxable Benefit
PZAADJT PHAHCUR Submit
Transaction #: ANAOOS29
* = Required Feld

ID: 120114060 Hank darkill0é0

*Contact Person: |Danalee

*Phone: ([312 )y [013 - [9968

*E-mail: [dslee@uic.adu

Comments: 1/25/2005 FAB TRAINING30 This is a taxable uniform allowance for Hank.

*1/25/2005 Training TRAINING30 [approved =l
=
Approve | Rejact | Return for Rework Save Delete Transaction |

7) Click the Approve button.
Result: The item is removed from the Work List and is forwarded to the Payroll Approver.
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Leave Balance Adjustments

A leave balance request is used to notify Human Resources when an adjustment may affect an
employee’s leave and seniority balance but it does not affect pay.

Scenario

Vacation time was entered for an employee during the week of 11/29/04 through 12/03/04.
However, the employee was attending a conference during this time and, therefore, regular hours
should have been recorded.

Procedure

e The Department Originator will initiate an ANA Leave Balance Adjustment to indicate
that 37.5 hours of vacation should be restored.

o The Department Approver will approve the adjustment request. The request is then
routed to the Human Resources Approver.

Steps for Department Originator

1) Log into ANA with your enterprise ID and password.

2) Enter the employee’s UIN.

3) Select Leave Balance Adjustment from the drop-down list of adjustment types.

ANA

Find | Logout

Create a payroll adjustment: ID(UIN): [1207116060 SelectAdjustment Type = | Create |
Select Adjustment Type

N - - . Acustme

Awrard Payment

Employee Name UIN Chart/Org Py Stop Date Created Transaction #
CareyDB0, VWilliarm 120111060 2-208039 [ Texable Benefit 1/26/2005 2129 P ANADOE24
Zirconialsd, @ 120117060 2-20803% il eave Balance Adjustment 12/172004 2:36 P ANADOZ D
FirconialB0, & 120117060 2208039 Separation P 124172004 2:33 PM ANADD252
Zirconialsd, & 120117060 2-208039 Mot approved PayEvent 1171572004 1:20 PM ANA001TT

Find a Payroll Adjustment

Top
ANA Transaction Number: |
ID{UING: | Last Mame: | First Marme: |
Activity: [Any Adivity -] Chart/Orgn Code: [Al Organization Codes =]

Find|
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4) Click the Create button.
Result: The Payroll Adjustment (PZAADJT) screen of the ANA window displays. (You
may need to select the employee’s position before this window displays. If so, select the
position from those available and click the Continue button.)

ANA

Worklist | Find | Logout
Leave Balance Adjustment

PZAADJT
Transaction #: ANAOO531

* = Required Field

1D 120116060 Willlam Harrison0&0 PT6060 00 LAB AMIM CARE TECHN 2 (LU} effective 7-1-2003

Time sheet Orgn Code: 2 - 208039

ear Pay 1D Pay Mo
*Pay Event: [2004 | [BW | [o5 =

Co&  Fund orgn Acct Prog  Acty Locn %
2 90030% 208039 215980 662002 100.00

Continue |

5) Enter the Pay Event information (year, pay 1D, pay number). Use the blue search button to
view available Pay Events.

6) Click the Continue button.
Result: The On-Line Time Entry (PHAHOUR) screen of the ANA window displays.

7) Enter the total benefit hours into the Total Hours field. (To increase benefit hours, enter a
negative value. To decrease benefit hours, enter a positive value.)

8) Enter the daily benefit hours on the appropriate dates. (To increase benefit hours, enter a
negative value. To decrease benefit hours, enter a positive value.)

ANA

Worklist | Find | Logout
Leave Balance Adjustment
PZAADJT PHAHOUR Submit

Transaction #: ANAOO531
* = Required Field

ID: 120116060 William Harrison060

Total Hours: I =375 Toincrease benefit hours, enter a negative value. To decrease benefit hours, enter a positive value.

Earn Total sun Mon Tue  Wed  Thu Fri Sat sun ton Tue Wed Thu  Fri Sat

Code 1M Hours Mov 21 Moy 22 Nov 23 Mov 24 Mov 25 Mov 26 Nov 27 Mov 28 Nov 29 Mov 30 Dec! Dec2 Dec3 Decd Total

facl [zs [ [ [ [ [ [ [ [ [as[7sf[s[2s]2s] "8 (37.50

Nt N N N O O - oy

Add Another Row TOTAL HOURS ( 37.50)
Continue |
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9) Click the Continue button.
Result: The Submit screen appears.

10) Change any contact information as necessary.

11) Enter any information into the Comments field needed by the Department Approver or
Human Resources Approver to approve the transaction.

ANA

Worklist | Find | Logout
Leave Balance Adjustment
PZAADJT PHAHCUR Submit

Transaction #: ANAOO531
* = Required Field

ID: 120116060 William Harrison060

*Contact Person: |Tewi Sutton

*Phone: ([312 3y [013 - [9966

*E-mail: [tss@uic.edu

*Comments: 1/25/2005 Training TRAINING30 |vacation time was mistakenly entered for William during the week of 5|

November 28 through December 3. He worked during this time.

=

Submit | Delete Transaction

12) Click the Submit button.

Result: The item is routed to the Department Approver’s Work List. ANA sends an e-mail
to the Department Approver stating that there is an item in his/her ANA Work List.

13) Start another adjustment item or click the Logout button to exit ANA.
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Steps for Department Approver

You will receive an e-mail notification that there is an ANA Work List item for your review.
1) Log into ANA with your enterprise ID and password.

2) Locate the adjustment item with an Activity status of Dept Approval either by scanning

your Work List items or by using the search criteria in the Find a Payroll Adjustment
section of the ANA window.

Find | Logout

Create a payroll adjustment: (U | |Se|ectAdjustmentType | Create |
Work List

Employee Name UIN Chart/Org Activity Adj Type Date Created Transaction #
Hartison060, Williarn 120116080 2-208039 Dept &Approval Leave 1/25/2005 5:06 PM aMa00531
Carey060, Williarm 120111060 2-208033 Dept Approval Avrard 1/26/2005 2:29 PM AMADOE24
Zirconials0, @ 120117060 2-208039 Dept Approval Current 120172004 2:36 PM AMA00Z93
Zirconiadsd, O 120117060 2208039 Dept Approval Benefit 127172004 2:33 PM ANADDZ52
Zirconial60, & 120117060 2-208033 Mot Approved PayEvent 1171872004 1:20 Ph ANa001TT

Find a Payroll Adjustment

Top
ANA Transaction Number: |
ID{UIN: | Last Mame: | First Marme: |
Activity: [Any Adtvity -] chart/Orgn Code: [Al Organization Codes =

3) Click the name of the employee.
Result: The item opens for your review and edits.

ANA

Worklist | Find | Logout

Leave Balance Adjustment

Transaction #: ANAOO531

ID: 120116060 William Harrison060 P76060 00 LAB ANIM CARE TECHN 2 (LU} effective 7-1-2003

Time Sheet Oran Code: 2 - 208039
Pay Event: 2004 BW 25

Co4&  Fund Orgn Acct Prog  Actv Loocn %
2 900309 208039 215980 662002 100

Total Hours: -37.5

Earn Total
Code  Hours
WAC  -37.5

Continue | Edit |
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4) Observe the employee’s hours shown.

5) Click the Continue button to advance to the Submit screen and read the Department
Originator’s comments. (You may use your browser’s Back button to return to the screen
detailing the award details. If necessary, use the Edit button to make necessary corrections.)

6) Enter any needed information in the Comments field.

ANA

Worklist | Find | Logout
Leave Balance Adjustment
PZAADJT PHAHOUR Submit

Transaction #: ANAOO531
* = Required Field

ID: 120116060 William Harrison060

*Contact Person: |Danalee

*Phone: ([312 ) [#13 - [0968

*E-mail: Idslee@uic edu

Comrments: 172572005 FAB TRAIMING3D Wacation time was mistakenly entered for Willlam during the week of November 28 through
December 3. He worked during this time.

*1425/2005 Training TRAINING3D [sppraved =l
E
Approve | Reject | Return for Rework | Save | Delete Transaction |

7) Click the Approve button.

Result: The item is removed from the Work List and is forwarded to the Human Resources
Approver.
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Pay Stop

This transaction may be requested after the Payroll calculation has been run but before the
employee’s pay has been distributed:

o For Direct Deposits: The Pay Stop request must be approved by the unit and received
by University Payroll no later than four business days prior to the pay date, to ensure that
the payment will be deleted from the bank file and is not deposited into the employee’s
account. If a Pay Stop request is received by University Payroll after the stated deadline,
University Payroll cannot guarantee that the funds will be returned to the University.

e For Check Distributions: The Pay Stop request must be approved by the unit and
received by University Payroll no later than three business days prior to the pay date.
Scenario

A monthly employee left April 30, but the PITR was not processed prior to the pay calculation.
The department realizes this immediately following the pay calculation and sends a Pay Stop
request to University Payroll. The employee has direct deposit. University Payroll deletes the
transaction from the NACHA file and voids the transaction in Banner. The department will
need to process an adjustment for the pay due April 16-30.

Procedure

o The Department Originator will initiate an ANA adjustment to request a Pay Stop for the
hours covered in the timesheet period.

e The Department Approver will approve the Pay Stop request. The request is then routed
to the Payroll Approver.

Steps for Department Originator
1) Log into ANA with your enterprise ID and password.

2) Enter the employee’s UIN.
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3) Select Pay Stop from the drop-down list of adjustment types.

ANA

Find | Logout

Create a payroll adjustment: ID(UIN]: [120119060 Pay Stop =] [ creae |
Select Adjustment Tyvpe

Pay Event Adjustment
Auwvard Payment

Employee Name UIN Chart/Org P Shom Date Created Transaction #
Carey0B0, Williarm 120111060 2-208039 Taxable Benefi 1 142572008 2:29 PM ANADOE24
ZirconialBs0, 0 120117080 2-208039 Leawve Balance Adjustrment 120172004 2:36 PM aMa00293
ZirconialB0. G 120117060 2-208039 Separation Py 127142004 2:33 PM ANA00252
Zirconials0, Q 120117060 2-208039 Mot Approved PayEvent T1/15/2004 1:20 PM ANAODTFT

Find a Payroll Adjustment

Top
AMA Transaction Mumber: |
DL | Last Mame: | First Mame: |
Activity: [Any Activity =] Chart/Orgn Code: [All Organization Cades =]

4) Click the Create button.
Result: The Payroll Adjustment (PZAADJT) screen of the ANA window displays. (You
may need to select the employee’s position before this window displays. If so, select the
position from those available and click the Continue button.)

5) Observe the information shown.

6) Click the Continue button.
Result: The Submit screen appears.

7) Change any contact information (if necessary).

8) Enter information into the Comments field needed by the Department Approver and Payroll
Approver to approve the transaction (reason for the Pay Stop, does the check need to be
voided or re-issued, etc.).

9) Click the Submit button.

Result: The item is routed to the Department Approver’s Work List. ANA sends an e-mail
to the Department Approver stating that there is an item in his/her ANA Work List.

10) Start another adjustment item or click the Logout button to exit ANA.
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Steps for Department Approver

You will receive an e-mail notification that there is an ANA Work List item for your review.

1) Log into ANA with your enterprise ID and password.

2) Locate the adjustment item with an Activity status of Pay Stop either by scanning your
Work List items or by using the search criteria in the Find a Payroll Adjustment section of

the ANA window.

3) Click the name of the employee.
Result: The item opens for your review and edits.

4) Observe the information shown.
5) Enter any needed information in the Comments field.

6) Click the Approve button.
Result: The item is removed from the Work List and is forwarded to the Payroll Approver.
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ITEMS RETURNED FOR REWORK

Adjustment items may be returned for rework to the Department Originator by the:
o Department Approver

« Human Resources Approver

« Payroll Approver

Steps for Department Originator

You will receive an e-mail notification that there is an ANA Work List item for your review.

1) Locate the adjustment item with an Activity status of Correction either by scanning your
Work List items or by using the search criteria in the Find a Payroll Adjustment section of
the ANA window.

[

Find | Logout

Create a payroll adjustment: ID{UIN]: | |Se|edAdjustmentType | Create |
Work List
Employee Name UIN Chart/Org Activity Adj Type Date Created Transaction #
Harrison0B0, Wyilliarm 120116080 2-208039 Correction PayEvent 1/25/2005 5:40 P ANA005 34
Zirconialsd, & 120117080 2-208039 Dept Approval Current 12/1/2004 2:36 P ANA00Z93
Zirconialsd, 0 120117060 2-208039 Dept Approval Benefit 12/1/2004 2:33 PM AHA00Z92
Zirconialsd, O 120117060 2-208039 Mot Approved PayEvent 1171572004 1:20 PM ANAOD1TT
Find a Payroll Adjustment
Top

ANA Transaction Nurnber: |
ID{UINY: | Last Nare: | First Mame: |
Activity: IAnyActivily 'l Chart/Orgn Code: |AII Organization Cades -
Findl

2) Click the name of the employee.
Result: The item opens for your review and edits.
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ANA

Worklist | Find | Logout

Prior Pay Event Adjustment
MNon-exempt

Transaction #: ANAOOG34

ID: 120116060 William Harrison0e0 P76060 00 LAB AMIM CARE TECHM 2 (LUY  effective 7-1-2003

This adjustment corrects an under payment

Time Sheet Orgn Code: 2 - 208039
Pay Event: 2004 BWY 24

coa  Fund orgn Acct Prog  Acty Locn %
2 900309 208039 215980 662002 100

Total Hours: 83

Earn  Total  Sun Mon Tue Wwed Thu Fri sat sun won Tue  Wed  Thu Fri sat

Code  Hours Mov7 Mov 8 Nov @ Mov 10 Nov 11 Now 12 Nov 13 Nov 14 Moy 15 Nov 16 Nov 17 Nov 18 Nov 19 Nov 20 Total
OWR ] 4.00 4.00 8.00
REG 75 7.50 7.50 7.50 V.50 7.50 7.50 7.50 7.50 7.50 7.50 75.00

Confinue | Edit &

Click the Continue button.
Result: The Submit screen will display.

Review all comments entered by any of the Approvers that state what corrections or edits
need to be made.

Click the PHAHOUR tab and make any necessary corrections.

ANA

Worklist | Find | Logout

Prior Pay Event Adjustment
Mon-exempt

PZAADJT PHAHOUR Submit

Transaction #: ANAODS34
* = Required Field

ID: 120116060 William Harrisond60

*Contact Person: [Danalee

*Phone: (|312 ) [413 - |9968

*E-mail: Idslee@mc edu

Comments: 1/25/2005 FAB TRAINING30 William had eight overtime hours that were not recorded on the original timesheet,
142542005 FAB TRAINING30 Check again,please. | don't believe that William worked overtime during this period.
*/25/2005 Training TRAINING30 =

[
Submit | Save Dielete Transaction
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6) Click the Submit tab and enter any information in the Comments field needed by the
Department Approver, Human Resources Approver or Payroll Approver to process the
transaction.

7) Click the Submit button
Result: The item is removed from the Work List and is routed to the Department Approver’s
Work List. ANA sends an e-mail to the Department Approver stating that there is an ANA
item in their Work List.

8) Start another adjustment item or click the Logout button to exit ANA.
Note: If the adjustment item subsequently is approved and entered into Banner, it will reappear

in your Work List with an Activity status of Completed. At this point, you may delete the
transaction or leave it in the Work List indefinitely.
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Steps for the Department Approver

You will receive an e-mail notification that there is a Work List item for your review.

1) Log into ANA with your enterprise ID and password.

2) Locate the adjustment item with an Activity status of Dept Approval either by scanning

your Work List items or by using the search criteria in the Find a Payroll Adjustment
section of the ANA window.

Find | Logout

Create a payroll adjustment: ID[uINg: | [Select Adjustment Type =] Craate |

Work List
Employee Name UIN Chart/Org Activity Adj Type Date Created Transaction #
HarrisonB0, Williarm 120116080 2-208039 Dept &pproval PayEvent 1/26/2005 5:40 Pt AMa00534
Zirconialsd, o 120117060 2-208039 Dept Approval Current 127172004 2:36 P ANAOOZ93
ZirconiaOs0, G 120117060 2-208039 Dept Approval Benefit 124172004 2:33 P ANATOZ 92
ZirconialB0, & 120117060 2-208039 Mot Approved PavEvent 11/15/2004 1:20 PM ANAOO17T

Find a Payroll Adjustment
Top

ANA Transaction Number: I
1D{UIN): Last Mame: | First Mame: |
Activity: |Any Activity ~| Chart/Orgn Code: IAH Organization Codes 'l

3) Click the name of the employee.
Result: The item opens for your review and edits.

ANA

Worklist | Find | Logout

Prior Pay Event Adjustment
Mon-exempt

Transaction #: ANAQOS534

ID: 120116060 William Harrison060 P76060 00 LAB ANIM CARE TECHN 2 (LU} effective 7-1-2003
This adjustment corrects an under payment
Time Sheet Orgn Code: 2 - 208039

Pay Event: 2004 By 24

CO&  Fund argn Acct Prog  Acty Locn %
2 900309 208039 215980 662002 100

Total Hours: 83

Earn  Total sun mMon Tue  Wed  Thu Fri Sat sun ton Tue  Wed  Thu Fri Sat

Code  Hours Moy 7 Nov & Mov 9 Hov 10 Moy 11 Mov 12 Mov 13 Nov 14 Nov 15 Nov 16 Nov 17 Nov 18 Nov 19 Nov 20 Total
OVR g 4.00 4.00 8.00
REG 75 7.50 7.50 7.50 F.50 7.50 750 750 7.50 F.50 .50 75.00

Continue | Edit
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4) Click the Continue button.
Result: The Submit screen will display.

5) Review the comments made by the Department Originator stating what corrections or edits
were made. (You may use your browser’s Back button to return to the screen detailing the
employee’s hours. If necessary, use the Edit button to make corrections to the hours shown.
You may also click on the PHAHOUR tab to make any required corrections.)

6) Enter any needed information in the Comments field.

ANA

Worklist | Find | Logout

Prior Pay Event Adjustment
Non-exempt

PZAADJIT PHAHOUR Submit

Transaction #: ANAOO534
* = Required Field

ID: 120116060 William Harrison060

*Contact Person: [Teni Suttan

*Phone: {[312 y [413 - [9965

“E-mail: [tss@uic.edu

Comments: 1/25/2005 FAB TRAINING30 William had eight overtime hours that were not recorded on the original timeshest.
172542005 FAB TRAINING30 Check again,please. | don't believe that William worked overtime during this period.

*1/25/2005 Training TRAINING30 [accarding ta his timesheet, william did work overtime on those dates, =

=

Submit | Save Delete Transaction |

7) Click the Approve, Reject or Return for Rework buttons as appropriate.
Result: The item is removed from the Department Approver’s Work List.
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ITEMS REJECTED

Adjustment items may be rejected by the:
o Department Approver

« Human Resources Approver

« Payroll Approver

An item should be rejected only if the transaction is not approved. If the Department Originator
must make correction or edits, the Approver should use the Return for Rework option.

Steps for Department Originator

You will receive an e-mail notification that there is an ANA Work List item for your review.

1) Locate the adjustment item with an Activity status of Not Approved either by scanning your
Work List items or by using the search criteria in the Find a Payroll Adjustment section of
the ANA window.

Find | Logout

Create a payroll adjustment: ID{UIN): | |SelemAdjustmemType =l Create
Work List

Employee Name UIN Chart/Oryg Activity Adj Type Date Created Transaction #
Harrigond&0, Yyilliam 120116060 2-208039 Mot Approved PayEvent 142572008 5:40 PM Ana00534
Zirconia060, 120117060 2-208039 Dept Approval Current 120172004 2:36 PM ANA00293
Zrconial&0, Q 120117060 2-208039 Dept Approval Benefit 127172004 2:33 PM Ana00292
Zirconia060, 120117060 2-208039 Mot Approved PayEvent 11152004 1:20 Pi ANA001TTF

Find a Payroll Adjustment

ANA Transaction Number:
1D (UINY: Last Narme: First Mame: |
Activity: | Any Activity *| Chart/Orgn Code: |All Organization Codes =

3

2) Click the name of the employee.
Result: The item opens for your review.

3) Click the Continue button.
Result: The Submit screen will display.

4) Review comments made by the Department Approver, Human Resources Approver or
Payroll Approver that state why the adjustment request was not approved.

5) Click the Delete Transaction button to delete the adjustment request and to remove it from
the Work List.
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RECORD LOCKING

When a user reviews or edits a record, the record is locked to prevent others from opening it until
the user submits or saves the record. If a user closes the record window (instead of submitting or
saving the transaction), the record will be shown as locked until the user re-selects the record at
some later time for review or edit and submits or saves the record.

ANA database administrators can unlock records but only in urgent cases. Therefore, it is
advised that users process transactions correctly by submitting or saving records as appropriate.
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ADJUSTMENT NOTIFICATION APPLICATION (ANA)
CONTACTS

For further information regarding ANA, contact:
University Payroll Customer Service

Urbana-Champaign: 217-265-6363
Chicago: 312-996-7200

Springfield: 217-206-7211

paying@uillinois.edu
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