INFORMATION NEEDED TO COMPLETE NEW FORM 16

Information to complete Form 16:

Pay Type:

	MN
	Monthly Full Time
	Approved Form 16 Due the 10th of Month

	MP
	Monthly Part Time
	Approved Form 16 Due the 10th of Month

	SM
	Semi Monthly Full Time
	Approved Form 16 Due 1st or 16th of Month

	BW
	Biweekly Full or Part Time
	Follow Biweekly Recap Schedule

	ST
	Student 
	Students are NOT paid from a Form 16


Enter the pay type for the employee.  You may only use one pay type per Form 16.  If the payee is not the same pay type as what is entered under Pay Type, you will receive an error message.

Period Ending:  Enter the date of the payroll period you want the Form 16 to be paid against.  If that pay period has passed, it will be paid in the next pay period.

Index to be charged:  This will be the Grant Index.  If the Index is not valid (closed or not open yet) you will receive an error message when the Form 16 is validated.

Payee’s WKU ID:  This form will only accept WKU ID numbers.  When the form is validated, the name of the payee will populate.  Please verify to make sure that this is the person you want to pay.  You may not use a Social Security Number.  If you use a SSN, you will receive an error message.  If you do not have a WKU ID, e-mail Tonya.Woosley@wku.edu.  Provide her with the person’s full name and home mailing address.  Then enter the WKU ID received and the error message should disappear.  Upon validation of the form, the name of the payee will populate.  Please confirm that this is the person you want to pay.

Earnings:  Select the earnings code that is applicable.  The table below shows the account that each of these earnings codes will be charged against.  This is to help maintain consistency in the usage of accounts.

	AWD
	Awards
	Recognition of outstanding performance.
	61122
	Wages-Stipends

	CON
	Consulting
	Payment for expert advise of information.
	61160
	Wages –Consulting

	CPT
	Camp Bonus Pmt
	Service in a WKU affiliated camp.
	61118
	Wages-Fac & Staff Supplemental

	HON
	Honorarium
	Services for which fees are not legally required.
	61118
	Wages-Fac & Staff Supplemental

	IST
	Independent Study
	Correspondence Studies
	61121
	Wages-Part Time Faculty

	OPT
	Other Part-Time
	Other part-time earnngs
	61150
	Wages-Occasional

	OT
	Overtime Pay (+40)
	Hours worked over 40 paid at time and ½ rate.
	61130
	Wages-Overtime

	OTS
	Overtime Pay (37.5-40)
	Hours worked between 37.5 and 40.
	61130
	Wages-Overtime

	OVL
	Overload
	Additional course for full time faculty.
	61122
	Wages-Stipends

	STI
	Stipend
	Fixed payment for services rendered above contractual duties.  Mostly used by Academic Affairs for interim department heads.
	61122
	Wages-Stipends

	SUP
	Supplemental
	Payment for additional services.
	61118
	Wages-Fac & Staff Supplemental


When the Form 16 is validated, the account number will appear.

Rate:  Enter the rate used for payment.  For units, enter the amount as a one time pay, or an amount per unit.  For OT and OTS, enter the hourly rate for the employee as a flat amount or an overtime amount.

#Hrs/Unit:  Enter the number of hours worked for overtime or the number of units worked.  When the form is validated, the gross amount will calculate in the Gross Amt column.

Reason for Payment:  Enter a description of the work performed for payment.  The form will require an entry into the Reason for Payment field.  Please keep the description brief, but make sure it is complete.

VALIDATE FORM 16 USING VALIDATE BUTTON AT BOTTOM OF FORM

If any part of the form is incomplete, the blocks will be highlighted in red.  If the form is completed correctly, a PRINT button will appear at the bottom of the form.  Print using this button.

Approval Signatures:
Supervisor 

Financial Manager (The name will populate based on grant when the form is validated)

Dean

Grant Accounting

Director of Sponsored Programs

The number of signatures will populate according to what is required by the index or grant number. 

