
Stipend payment is triggered by 
deliverables completed, agreed upon 

installment date approaching, etc.

UNIT

Payroll Stipend Pay Authorization

END

SHARED SERVICES CENTER

START

Supporting Documentation:
Copy of working agreement

Ticket details are listed in the table 
for each employee receiving a 

stipend.

If more than 4 working agreements 
are being submitted, a shared file will 

be created to house those.

Ticket received: 
vetted for 

completeness

Preparer submits 
stipend payment 

as adjustment 
during time entry. 

Time Entry 
Opens

Preliminary 
Reports come out, 
preparer review for 

accuracy. 

Once confirmed, 
preparer resolves 

the ticket. 

Unit cancels ticket

Unit checks ticket for 
accuracy/approval.

Approver reviews 
time entry 

adjustments for 
accuracy, 

comparing the 
supporting 

documentation to 
the adjustments 

made

Preparer verifies employee 
status with department:

Active: Preparer saves ticket 
and support to time entry 

pending file for the  
appropriate pay period.

Not Active: Ticket is rejected. 
Only employees who are 

active on payroll can receive a 
payroll stipend

Em
ployee not active
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