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      Add Payroll Stipend Mid Year 
 

 
 

Finance > HR > Staff Manager 
 
If an employee is hired later on in the year and should receive a stipend, there are a couple ways 
to address this payment. 
 
 
                            Adding a Payroll Stipend  
 
 
Click  next to the employee that is to receive the payroll stipend  
 

 
 

Click the  3 Positions(s)           
 
 

 
 
 
These are the current positions the employee has.  There may be more or less. 
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Click  Add Position 
 
 

 
 
 

 
 
 
►Payroll Calendar – Select the appropriate calendar in the drop down menu 
►Name – Enter the description name of the stipend.  This will be the description on check 
►Position Type – Select the position type for the stipend that is being added. 
►Payroll Activity Code – Select the payroll activity code for the stipend that is being added 

from drop down menu 
►Workers Comp – Select the WC category for the stipend that is being added from the drop 

down menu 
►Allocation – Enter in 100% 
►Compensation Type – Select the appropriate compensation type for the stipend that is being 

added from the drop down menu. 
►Rate – Enter the total amount of the stipend in the Rate box and it will be calculated according 
to the # of remaining checks.   
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Select “Enter Non-Prorated Value” if you want the employee to receive a specific amount 
per pay period, Enter the amount you wish to pay over the remaining pay periods. For example, 
if you want to pay $400.00 a month for the remainder of 3 months, enter a total of $1,200.00 
($400 X 3) 

 

 
 
► Exempt from Dock – Select if the stipend should be used to calculate the dock rate  
►Straight time Mask – Enter the code to be used for the stipend that is being added.   
►Use for O/T as well – Check this box if you want to use the same expense code for any 

overtime for this stipend. 
 
 
 
 
Once the Payroll calendar is selected on the above screen the scheduled payments will propagate 
through the end of the contract period for this employee.   all payroll periods that you want 
this stipend to be paid in.   
 
Prorated Stipend 
 

 
 

 The stipend amount will automatically prorate after you click Save. 
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Non Prorated Stipend 
 
 

 Once you save the Stipend and select to return to the Position, the amount will be 
calculated and appear on the Scheduled Payments screen.  You will see the $400 per pay 
period amount. You can also pay the Stipend over lesser periods by simply change the 
scheduled payrolls checked.  

 
 

 
 
 

 If a pay period is highlighted in yellow, the payroll batch is unsubmitted and it can be 
used and added to the payroll. 
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Select   Save 
 
 
 
 
  
 

 
 


