Additional Payments and Honorariums

Additional Payments and Honorariums are one-time, voluntary payments made to individuals
or organizations. These payments are administered according to the following guidelines:

Additional payments (add pay) are only for RIT/NTID employees.

Honorariums can be made to those affiliated with RIT — student employees, faculty and/or staff,
ex-employees and retirees, as well as non-employees, but are processed differently (see chart
below).

Additional Payments (Add Pay)

Add Pays are intended for special recognition of extra effort, not as payment for services or
work performed. Add Pays are processed through an Oracle online application completed by
NTID’s Employee Administrator (Maria Ocasio). All NTID Add Pays require NTID President’s
approval, and Add Pays over $1,000 require RIT HR approval.

To request: supervisor of employee to be recognized sends Maria an email with the request,
and justification for the request. Maria works with NTID Administration to obtain approval.

e When Used:
o Exempt (salaried) employees -- for work over and above base salary
o Non-exempt (hourly) employees -- for extra effort, spot award or job-related
prize only

e Add Pays should be used to make a one-time payment using one of the following
payment types:

o Commission — used for previously approved compensation plan

o Intellectual Property (IP) Release — used for previously approved
compensation plan

o Royalty — used for previously approved compensation plan

o Honorarium — used for a payment in recognition of professional services such as
acting as a guest speaker

o Award/Recognition — used for Spot Award, Mentor Recognition, Extra
Effort Recognition, Eisenhart Award, Presidential Outstanding Staff
Award
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The below payment schedule is used as a guideline for NTID Add Pay:

Award/Recognition

Examples of Additional Payment for

Range per semester

Taking on additional responsibilities/tasks $300-5S500
outside of Plan of Work/Job Description

Description

Leading a project outside of Plan of Work/Job | $500-$800

Honorariums

The below chart details RIT’s guidance on the payment of Honorariums:

Purpose of Payment

Pay Through Payroll?

Pay Though Accounts
Payable?

Honorariums to RIT student
employees, faculty and/or
staff, ex-employees and
retirees.

Yes. Complete an Additional
Payment Form and forward to

Payroll for processing. See page 10

to select the correct object code.

No. Process through Payroll.

Honorariums to non-
employees

No. Process through Accounts
Payable.

Yes. The individual must be
Onboarded via PaymentWorks
first. Then, submit an IPF via
Oracle Workflow. If the award
is > 8600, the individual will
receive a 1099 form (or if the
combined payments to
individual in a clandear year >
$600).

e Accounts Payable considers honorariums to be minimal payments of $500 or less.

e Form W-9 of the individual receiving the honorarium is required along with a
‘Honoraria’ letter indicating the sum awarded is not payment for services. The form
is found here: Honoraria

e Honorariums are typically awarded for guest speakers and Experiential Learning.
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The below payment schedule is used as a guideline for NTID Honorariums:

Event

Amount

Full Lecture

3 hours:

$400 (such as for Experiential Learning Session)

1.5 hours:

$200

30 minutes:

$50

*1.5 hours referenced means for one class
session for a course that meets 2x a week

*3 hours would be for an entire week’s worth
of class time for a 3-credit course

Panel (no prep)

S50

Guidelines on supplemental payment types

70900, 70925,
70950, 70350,
70650, 70555

Eisenhart Award, Spot Award, Mentor
Recognition

Please note: Adjuncts are not eligible for this
type of payment, please use the non-course
Adjunct payment type

Payment Type | When to use Not to be used for Payment options Who is eligible Approvals*
Adjunct— For any payment for course or non- -Administrative or non- | -Full Semester -Regular faculty teaching in a different college, | Approval using budget signing authority as
object code course related instruction which may or | instruction based work -Other date range or term division or center defined by accounting based on G/L department
70400 may not be credit bearing, or in the (eg website design) -One-time payment -Regular exempt staff number of payment. If the payment is to a
development or administration of -Regular faculty teaching -Grad students not teaching in their discipline of | regular employee, the supervisor of that
courses or student individual study. in their own college (use study (must be approved by the Provost) employee will receive a notification upen final
overload) —Regular Adjuncts approval. (proposed change to existing palicy)
Special For payment for work performed outside | -Faculty overload -Full semester -Regular faculty Two levels of approval above the person
Assignment — of the employee’s normal job duties or assignments related to -Other date range or term -Regular exempt staff receiving the payment including the direct
object code plan of work such as an interim role. their plan of work please note: Adjuncts are not eligible for this supervisor. Payments of $1000 or higher must
70900, 70925, Typically it is short term in nature and including instruction or type of payment, please use the non-course be approved by Human Resources prior to
70950 should not extend longer than 6 months | course development Adjunct payment type communicating to the employee.
or the academic year. Payment is made
as the work is performed.
Add Pay — For payments of Commission, Royalty, IP | -work performed One-time payment “Regular faculty or staff (special rules apply for | Two levels of approval above the person
object code Release, Honorarium, Staff Award, non-exempt staff) receiving the payment including the direct

supervisor. Payments of $1000 or higher must
be approved by Human Resources prior to
communicating to the employee.

Summer Salary
— object code

For payment of work done outside of the
contract period in the summer within the

-Full summer period (6/1—8/15)
-Other date range or term within

-Regular faculty on less than 12 month contract
periods

Approval by Pl or budget head based on the G/L
department number of the payment.

academic year
-One-time payment within
academic year

70550 faculty’s own college or center. Can be summer period
for course instruction or development, -One-time payment within
research, scholarship, or other work done summer period
for the benefit of the college or RIT.
Overload — For payment of work done outside of the -Full semester within academic -Regular faculty teaching in their own college Approval by Pl or budget head based on the G/L
object code faculty member’s plan of work within the year department number of the payment
70555 same college during the academic year ~Other date range or term within

* Sponsored Program Accounting (SPA) will be the final approver on all payments on grants or contracts.

Gi\Oracle Procedures\Guidelines on payment types.docx
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How to Onboard the Recipient of an Honorarium in PaymentWorks
Purpose: For Non-Employees to Receive an Honorarium

Prerequisite Checklist
[ Oracle access to RIT Invoice Payment Requests
Instructions for Requesting Oracle Access
" Signed Honorarium Acceptance Letter
M Date of engagement
' Signatures from all parties
Honorarium Acceptance Letter Template
M First-time recipients (or "suppliers") must be added to the Oracle database
Invite a Supplier to Onboard via PaymentWorks

1) Log into the RIT Service Center (RSC) portal
2) Search for PaymentWorks and select “How do | onboard a new supplier?”
3) Scroll down and find this link to log into Payment Works

How do | onboard a new supplier?

£ 7dago - ® 40Views - §

Solution

As of April 3, 2023, all new suppliers will be onboarded and managed through a third party vendor, PaymentWorks. Departmental users
can invite their suppliers/vendors to complete the required information through the PaymentWorks portal. With this new portal, vendors
are now responsible for supplying and maintaining their own information.

Instructions for how to on board your supplier can be found here: https //wwve.rit. edu/procurement/paymentworks-resources-fit-
depantmental-users#training-videos-from-paymentworks

To initiate the pr

an invite through this portal. You can login to the portal using your RIT
crede cit

After the vendor has supplied their information in the portal, and that information has been verified, the person who initiated the request
will be notified via email, including their Oracle Supplier Number (vendor number). The initiator will also receive other notifications
throughout the process; they may also login to the portal to inquire about the status of any of the suppliers to which they have sent
invitations.

NOTE: All invoice processing remains the same.
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4) Follow these steps to Send the invite:
1. From the Home screen, select Vendor Master Updates
2. Navigate to the New Vendors tab
3. Change the display setting on this page to “Onboarding Tracker” if applicable
4. Click the Send Invitation button
5. In the new invitation window, enter the appropriate information into the fields
6. Click the Send button to save this invitation in the system (performing this action does not send the invitation to the vendor)

PaymentWorks

# Home O Nev jors £ Resmbursements

Records Karen Robinson

g *—o—o—o
s ——— —_— g
Johnny Rose

T . . . . .
= 302033 114 NCTATICN BRCRIVED

James Spader

e a_

Seth Rogan

——

Bradley Cooper

o*—0

5) Fill in the non-employee’s contact information. Make sure to scroll down to enter all fields:

NS Invite New Vendor

Company/Individual Name:"

This field is required.
Contact E-Mail:"

Verify Contact E-Mail:"

Description of Goods and Services:"

Initiator Name (first and last)."

*Required Field

6) You will receive an email when the individual has completed their onboarding process.
7) Once onboarded, you can submit a request through Oracle to start the process for payment.
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How to Submit an IPF Request for an Honorarium via Workflow in Oracle
Workflow to Submit an Honorarium

The procedures are found on the NTID Academic Affairs page under the College Policies and Guidelines
section: https://www.rit.edu/ntid/president/academic-affairs

1) Log into Oracle

RI Rochester Institute E.Business Suite

of Technology

Logout Freforences Heln

Logged In 45 RITCHIE

Oracle Home Page

Woriklist Favorites

| Personalize |
You hava not selected any favontes. Maase use the "Personalize” button to
_Full List | | set up your favorttes.

rom Subject
There are no netifications in this view.

#TIP Vagation Rules - Redirect or auto-respond to notifications.

Hawvigator

_Personalize.

Please select 3 responsibility,

] )ELS exnress REOAS Liser

2) Click on RIT Invoice Payment Request

Rochester Institute

of Technology E-Business Suite

Logout Freforences Help

Logged In fs RITCHIE
Ovacle Home Page

Worklist. Favorites
 Personalize |
You have not selected any favorites. Please use the "Personalize” button to
Full List | | set up your favorites.

From Subject
There are no notifications in this view.
=TIP Vzcation Rules - Redirect or auto-respond to notifications.

Navigator

Personalize |

] General Ledows Supenvisor RIT [nvoice Payment Requests
3] RIT- Career Zons Managar Postal 3| Create [PF Reguest
Rr S i Review [nypice Stats
38 Reports - Submit Reoues:
7 Reports - View Outrut

ima
7 RIT Reimbursement for Exonses
] RIT Reimbursement for Travel

=1 RIT Workdlow Usas

1 JUE]S exXnress Public Reports
2 X{ELS eXoress Repors ser

3) Click on the Create IPF Request

RI Rochester Institute E-Business Suite

of Technology

Logged In /s RITCHIE
Hacky Home Page

Worklist Favorites

| Personalize
You have not selected any favorites. Mease use the "Personzlize” button to
|_Full ist | | set up your favories.

There are no netifications in this view.
~TIP Vagation Rules - Redirect or auto-respond to netifications.

Havigatos.

_Personalize |

] General Ledowr Supenisor
] RIT- Career Zone nmci Portal
] J Emy M.e
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4) All requests are displayed on this page

Rochester Institute -
of Technology RIT Invoice Payment Requests

Home Logoul Preferences

Invoice Payments Home

Create Involce Payment Request | | Check Invole

Request Number Request Submit Date Payment Type i Payment Total ‘Withdraw from AP Review

Mo results found,

| InProgress Invoice Payments |
Request Number Request Date Invoice Payment Total (USD) Tnvaice Description Update Duplicate Delete
Mo results found,

Create Invoice Payment Request Check lnwoice Status |

5) Click Create Invoice Payment Request

Rochester Institute ; "
of TEChFIOiOgy RIT Invoice Payment Reguests

Home Logoul Preferences

Invoice Payments Home
Check Invoice Status

Submitted Invoice Payment Requests
Requast Number Request Submit Date Pa Type Payee Payment Total AP Review
Ho results found
InProgress Invoice Payments
Request Number Request Date Invoice Payment Total (USD) Invoice Description Update Duplicate Delete
Ho results found
Create Invoice Payment Request ‘Check Invoice Status |

6) From the drop-down menu, change the Payment Type to RIT-IPF Honorarium

7) Enter the description (business purpose)

i %:::;z:cl:;svhtute RIT Invoice Payment Requests

Heome Logoul Preferences

IPF Home:
General Information Paymant and Invoics Linas Alipeations Raview
Creats Expense Reimbursemant: Genaral Information

* Indkcates required fiekd

Save | | Cancel | step 10f4 [ Mext |

mont Typ Curency US Dollar
e * Desaigtion
* DEPARTMENT |[TiE 3 Busingss purpuse and GRES oF &g
RIT-IPF Memberships
| RIT-IPF Student Resmburse
* Payee Name =X = Trvoice 8 |
Payee Ste

* Invosce Date | /]
Step 1 of 4 | Megt |

Home Logoul Proferences

8) Be sure to include the date of the event

RI 5?_?:::;2;!};5;!1')‘& RIT Invoice Payment Requests

Home Logaul Proferences

@ -
General Information Allocations FReview
Create Expense Reimbursement: General Information

* Indhcates required field

Fayment and Invoice Lines

| save | | Cancel | Step 1of4 | Next |

= Payment Type |RIT-IPF m k- Rembursement Cumency  US Dollar
Hame Tiger, RT = Descrintion (3200 for

" DEPARTMENT [ysgnn . ¢

Q Payee Site
* Date of Engagement |

_gave | | cance] | step1of 4 Mext |
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9) Enter the Recipient’s name in the Payee section. Search by clicking the magnifying glass icon. Select the
correct recipient’s name. Click Select

If the Payee’s name is not populated, revisit the Prerequisite section

RI T | g%ﬁmHME RIT Invoice Payment Requests

Trvodce Payments
IPF Homa

Save Cance] | Step 1of4 | Next
RITIPF Honoraram > Reimbd = ==
Tiger, RITchie = - = Bt
15500 | Search v«
T find your item, select 3 filter wem an the pulldown kst and enter 3 value
Additinnal Intornmtion in the text field, then select the “Go” button. |
Search By [Payee ~ | [Appleseed, Johnny 6o |
—— I
Select Quick Select Payee Saw Cance|
® I APPLESEED, JOHNNY

Rochester Institute ,
R I of Technology RIT Invoice Payment Requests

General Information Paymen and Invoice Lines. Allocations Review

ireate E) ¢ Reimbursement: General Information
Indcates required field [ i‘i '!9 Eﬂ Egl Step 1 af 4 !!g
* Payment Type | RIT-IPF Honorarum - Cumency  US Dollar
Name  Tiger, RITchie * Description [$200 for Appleseed, Johnny  Keynote speakes for RIT Tree Pianting Event - 2/1/2023 ]
* DEPARTMENT 15600 - q Please enter 3 Busingss purpose and dates af expenses, rou have 240 characiers!
TEONOLOGY MAAGEADNT
~Additional I
* Payes [APPLESEED, 10HHINY ]a ’ Payee Ste | i) -
* Date of B I =

gave | [ Cance] | Step1of4 | Next|

11) Select the correct Payee Site from the drop-down menu

RI T | g?%cﬁwe RIT Invoice Payment Requests

nvoice Fayments
PF Home:

Intormation

Save Canced Step 1 of4 | Next
RIT-1PF Honorarur v FEmEY search and Select: Payee Site 5
e Tiger, RITchie T Cancel| [ Sae 212023
; [ =
Additional Infermation |
To find your Rem, select a fiter item in the pulldown list and enter a value in the
text field, then select the "Go™ button.
Search By [Payee Ste ~I[ | G
[
Save Cancal Step 1 of 4 | Maxt
P = B e T ro——
w | iC 1303 o BT b (=) 2000, Oemsie. Al righis
® - ORCHARD PARK, NY
| cancal l Selact ‘|'

Page 8 of 12



12) Enter the Date of Engagement

Rochester Institute
of Technology

RIT Invoice Payment Requests

Home Logout Preferences

& ¥ €

General Information Fayment and invoice Lines Allocations Review
reate Expense Reimbursement: General Information
Indhcates required field

Save | | Cance] | Steplof4 | Next |

* Payment Type | RIT-1PF Honorarum ~ R Currency  US Dollar

Hame  Thger, RITe * Destription |§0I:- for Appleseed, Johnny - Keynote speaker

IT Tree Planting Event
.

= DEPARTMENT (35500 Plizase enter 3 Busingss purpose and dates of wxpenses, yo 0 cha
Additional Information
*Payee |APPLESEED, JOHNNY Q * Payes Site | ELECTRONIC Q

1303 Apple Or CRCHARD PARK. WY

* Date of Engagement

_Save | | Cance] | Step!of4 | Next |

13) Review and click Next

Rochester Institute
of Technology

RIT Invoice Payment Requests

Home Logoul Prefirences

" iy > i}
General Information Fayment and Invoice Lines Allocations Review
Create Expense Reimbursement: General Information

= Indcates required fiekd Sava | [[Gancel ] Stm]ofﬂ Hext 'n

* Payment Type | RIT-1PF Hono > Cumrency  US Dollar
Hame  Tiger, RITchie * Description | $200 for Appleseed, Johnny - Keynote speaker |
* DEPARTMENT [ysgnq Q Please enter 3 Bulingss prrpase X s
TICHNCAOGT ARG
- Additional Information
* Payee |APPLESEED, JOHNNY Q * Payee Site | ELECTRONIC Q

2303 App!

GROHARD PARK. WY
* Date of Engagement | = |

Save | | Cance] | Step1of4 | Next |

14) Enter each expense related to the event on a separate line, click Next when finished

Rochester Institute
of Technology

RIT Invoice Payment Requests

Home Logout Preferences

] 3 g ]
General Information Payment and Invoice Lines Allocations Review
Create Expense Reimbursement: Cash and Othes Expenses

save | | Cancel | | Back | Step 2 of 4 [ Mext |

#TIP Enter the date as: 09-FEB-2023. Record all expenses in US dollars,
Sebect Expense Lines: | Duplicate | | Remove | | | Show Receipt Currency |
Select 41 | Seled None

Select  Line Date Amount Payment Type Line Description
O 1 | [fes @ @ ) [ ~] I
ol : W | v —
o : C—J8 [ v 1
ol « C__—_—m [ ~] E
o s+ —I= [ ] [ ~] =
ol « —JI= [ ] [ ~ 1
ol : —1® [ ~] 1
o « —JI= [ v I
ol « C—I= [ ~] I
[ ~]
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15) Verify the expense account that populates is correct (the object code provided should be correct based on
expense type)

B 3

General Information Payment and Invoice Lines ABocations.

Create Expense Reimbursement: Expenss Allocations
Use the fields below to update expense allocations for sehacted expensa lines. Apply an amount spift to 3 single expensa line.

Review

Save |  Cance] | | Back | Step 3 of 4 | Next
e lines that are not charged to projects and tasks.
Update Allocations | | Rewert | My allacations | v | | Apply

Select A | Select None | Exnand &) | Collapse )l

Bedac Foc v 1 | Data Type  Amount  Line Description ENTITY  DEPARTMENT OBIECT EXPENSE CATEGORY  PROJECT PROGRAM
(m] B
104-Feb-2023 Honorarium 200.00 USD Appleseed, Johnmy speaking engagement 01 Q 1560 00000 Q, ooooo
RIT N i

gave | | cancel | | Back | Step 30f 4 | mext |

16) If the account is not enabled, you will receive an error message. Request the account be enabled via RSC.
Once enabled, you can go back to your saved request and finish submitting the Honorarium in Oracle

Home Logoul Preferences
Invoice Payments

IPF Home

&
Payment and Invoice Lines

@ > )
General Information Alocations Review
@ Ermor

Line 1 Error - Pleasa chose an existing combination

Create Expense Reimbursemant: Expanss Allocations
Use the fi

ate expense al

ns for selected expense hines. Apgly 20 amount spift to 3 single expense line,

: Save | | Cance] | | Back | Sten 3 of 4 [ Maxt |
«TIP You can onl e lines that are nc arged to projects and tasks.

Select Expense Lines: | Update Allocations | | Revert | My socations [ ~| | apply
Seloct 8 | Sefect Hone | Expend 8 | Cligsond

Select FocusLine  EFTor Date Type  Amount Line Description ENTITY  DEPARTMENT OBIECT EXPENSE CATEGORY  PROJECT PROGRAM
O =R
O 1 Q 01-Feb-2023 Honorarum 200.00 USD Appleseed, Johney speaking engagement 01 4, | 15600 L 75050 =] 00000 9, 00000
] = SEr : wout
LU ECHNOLOGY MANAL OO NONE

Save | | Cance| | | Back | Step 30f4 | Megt |

Privacy Statement

17) Verify the accuracy of the information on the payment details page

General Information
Submiter Tiger, RITchie Payee Name  APPLESEED, JOHNNY Imvoice Payment Total 200,00 USD
Manager Jungle, Janwes Payee Site ELECTRONIC Irvvesce Description $200 for
Department 15600 Date 01-FEB-2023 Applaseed,
Johny -
Keynote
speaker for RIT
Trea Planting
Event -
212023

Attachments none| Add... |

Payment Lines | Allocations
Payments.

Payment Lines

Date Payment Type
01-Feb-2023 Honorafium

Amount

Verif.).(mth.ét the total amount AR
of the expenses is correct. =,

YOI Cay I TG LUGUGL TR

_Back | Stepd of 4

Privacy Statemant Copyrght () 2000, Dracke. AB rights reserved
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18) Attach the signed honorarium acceptance letter to your request. Click Add and choose the file

Invoice Payments

TPF Homa
4 1] 3 "]
General Information Payment and invoice Lines Allocations Review
Create Expense Reimbursement: Review

Save | | Cancel | | Back | Stepd of4 | Submit

General Information
Submitter Tiger, RITchie Payes Mame APPLESEED, JOHNNY Irvoice Payment Total  200.00 USD
Manager Jungle, James Payee St ELECTRONIC Invoice Description. $200 for
Department 15600 Date 01-FEB-2023 Appleseed,
Johnivy -

Payment Lines | Allocations
Payments
Ca

Payment Lines

Amount
200.00 USD

Date
01-Feb-2023

19) If applicable, attach any other receipts/documentation the same way, by selecting Add Another

Invoice Payments

IPF Hom

Imvoace Payments: IPF Home =
Add Attachment

Cance] | | Add Ancther | | Agply

Attachment Summary Information

Title [Signed Honorarum Letter
Description |

Category | Miscellaneous |

Define Attachment

Tyt @ e [Choose File | 2023-02-01 . ce Letter pf
uRL |
Text

l Other receipts and applicable documentation
should also be attached in the same way.

nce] | | Add Another | | Apply |

Copysght ) 2008, Oencle. AN rights reserved.
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20) Click Apply. Once all information is verified, click Submit

Inwoice Payments
IPF Home:

General Information Payment and Irvoice Lines. Allocations Review

& Confirmation
Attachment Signed Honoranum Letter has been added successfully but not committed: it would be committed when you commit the rest of the curent transaction.

Create Expense Reimbursement: Review

Save Cance] | | Back | Step4ofd | Submit |

General Information

submiter  Tiger, RITchie Payes Name  APPLESEED, JOHNNY Invosce Payment Totzl - 200.00 USD
Manager Jungle, James Payed Site ELECTRONIC Imvoice Description $200 for
Department 15600 Date D1-FEB-2023 Appleseed,

Keynote
speaker for
RIT Tree
Planting Event
- 2/1/2023
Atachments yiey | Add... |

Payment Lines | Allocations
Payments

Payment Lines

Once all of the information is

Amount

verified, click the Submit button.

Date Payment Type
01-Feb-2023 Honorarium

fave | | Cancel | | Back | Stepdof4 | Submit

21) On the Invoice Payment home page, you should see your request. If you notice anything that is incorrect,
you can withdraw it, make changes and resubmit
T 1 ——————————————————————— R |

IPF Home

Invoice Payments Home

Create Invoice Fayment Reguest Check Invoice Status
Submitted Invoice Payment Requests
Request Humber|Request Submit Date = Payment Type Payes Payment Total (USD) Duplicate Withdraw from AP Review
[PE34E3 09-Feb-2023 Hanorarium APPLESEED, JOHNI 200.00 »
InProgress Lnvoice Fayments
Request Number Request Date Invoice Payment Total (L1SD) Invoice Description Update Duplicate Delete
No results found,
Create Invoice Payment Request Check Invoice Status |

Invoica Payments Home Logoul Preferences

Privacy Statemeant Copyrighl (£) 2000, Cracke. Allrighis reserved.

If changes need to be made,

RIT Online Invoice Payment Form:
Controller Submitting Honorariums

Final Steps in the Workflow

> Accounts Payable receives the honorarium request and
begins the review process for accuracy

> Review process may take several business days
> An email is sent to the author when this process is completed

[ Approved honorariums are routed to the department's budget
authority for final approval
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