
Initiator – Additional Pay Form  
1. Go to ESS home page  
2. Click on your campus tile. 

 

 

3. Click on Payroll Forms.  

 

4. The landing page appears that is informational only. Actual appearance may vary.  

 

 

 

  



 

5. Click on Additional Pay 
6. Enter search criteria and select employee.  

 

7. Select Employee Type - required 
a. Required for Perceptive Content Integration  

 

 

8. Select Add New or Update Existing 
a. Update Existing will not appear if there are no active add pays  

 

 

 

9. Update Existing 



a. Enter effective date 
b. Update appropriate field 

i. combo code, earnings per pay period and/or goal amount  

 

 

10. Add new 
a. Enter Earnings Begin Date - required 
b. Enter Earnings End Date - required 
c. Select Earnings Code - required 
d. Enter Hours Per Week – optional 
e. Select Use Current Base Pay Funding - required 

i. Click on View Position Funding – this shows funding on the Department Budget 
Table 

ii. If paying from another combo code, select No from Use Current Base Funding and 
select new combo code(s)  

 

 

11. Click Select Non-Base Funding to select new combo code 
12. Click Plus button (Insert A Row) for multiple combo codes 

a. Percent must equal 100% 

 

 



13. Attach documentation – optional  
a. Click Upload and Select Description 
b. Click Add 

i. Attached documents will be sent to Perceptive Content for storage 

 

 

14. Expand the Comments section to add information  
15. Click Submit to route for approvals 

 

 

16. Click View Approval Route to review approvers 

 



 

 

Note: Initiators of forms can Start, Update Existing or View a Form 

 

 


