Research Accounts: Salary & Casual Payroll


Setting Up a Salary Payment (monthly salary)
To pay a Research Assistant with a monthly salary, the Account Holder must submit a Trustholder Authorization for Appointment Salaried Staff (TP1) form to Sharon Van Bavel or Chantel Watt at Research and Trust Accounting.   The TP1 Form can be found under the “Forms” link. 

Once set up, the salary will be paid at the end of each month as per the terms outlined in the TP1 form. 

Setting Up a Casual Payroll (hourly pay)
To pay a Research Assistant on an hourly basis a casual payroll hire (new employment instance) must be processed by a payroll processor in your Faculty. The payroll processor will require Once the hire has been completed, casual payroll “Time Sheets” must be submitted on a semi-monthly basis to the payroll processor for processing of payments. 

	Prior to submitting a hire for a trust hourly employee, ensure you have the following personal details: 
First, last name and middle initial 

Birth date 

Marital status 

Social insurance number 

Home address and telephone number 

Banking details (to be forwarded to Payroll Services) 

Immigration documents, if applicable 
UCID student number or Employee number (if any)

You will also need to have: 

· Start Date and End Date (if known)

· Job Code or Position Title

· The ChartField accounting string which payment is to be charged to (accounting details).

· The hourly compensation rate




Student Expenses
If a student has to be reimbursed for expenses such as travel to a conference, they have to submit their own claim through PeopleSoft. To do this, they have to first be granted access. Call the PeopleSoft Support Centre at 220 - 5555 ext 2 for set up. 
