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Request, Approve and Process 
Administrative Supplements (Temporary Extra Compensation) 
for Exempt Employees


Summary: This process outlines the steps required to process fully approved administrative supplements for exempt faculty and staff.

This process should be used once an administrative supplement has been approved in accordance with Purdue’s guidelines and procedures. Questions about eligibility should be directed to the appropriate organizational leader or hr@purdue.edu.
· Complete details are in the Administrative Supplements for Faculty and Exempt Staff guidelines and procedures (Provost’s Office). (Link to be added when available.)
· Use the Change to Position form to provide the Employment Center with the approval documentation needed to add, adjust, or remove the supplement for a current employee. 

Note: Employment Centers manually monitor supplements for needed changes or removals. In the future, reporting may replace manual tracking.

Key Details needed: 
Business Office/Employment Center gather required documentation:
· Employee name
· Employee position(s)/appointment(s) and FTE
· Confirmation of the position in which the supplement is being provided (if the employee has concurrent appointments)
· Effective date for the supplement (start date)
· Supplement end date (if applicable)
· Supplement amount (or pay component details, as applicable)
· Approval letter/communication authorizing the supplement 
· Cost distribution begin/end dates and funding source 
· Any contract renewal impacts (faculty with supplements)



	      What to Do
	Who
	How to Do It

	1
	Determine the supplement is being applied to a benefits-eligible position
	Business Office/Employment Center
	The supplement needs to be associated with a benefits-eligible position. 
· In cases where an employee holds concurrent appointments and one or more appointment(s) are not-benefit eligible, the benefits-eligible appointment must be designated as the primary appointment.
· FERAP appointments should never be selected as primary, regardless of FTE.

	2
	Identify whether this is a new hire or current employee
	Business office



	New hire: If the supplement is included in the offer letter, the central payroll team adds it. Employment Centers are not involved.
Current employee: Employment Centers are responsible for adding, adjusting supplements.


	3
	Submit approved documentation for processing 
	Business Office
	Provide the Employment Center with the approved letter/communication authorizing the supplement (using the Change to a Position request).

	4
	

Add or adjust the supplement in SuccessFactors 
	

Employment Center
	· Navigate to the employee’s profile.
· Click Take Action (top) or the pencil to edit.
· Select an effective date.
· Click Add, then in Pay Component select Admin Adjustment (1015) and enter the amount.
· Click Save.
· Refresh the SuccessFactors record to confirm the supplement appears on the employee’s record.

	5
	File the approval documentation
	Employment Center / Payroll
	Employment Center staff add the letter/approval documentation to the HR Payroll SharePoint site. Payroll adds the document to the employee’s SuccessFactors profile in the attachments section.

	6
	Contract renewals (faculty with supplements)
	Business Office
	· The annual rate of pay reported in the contract should include base salary plus the administrative supplement.
· In Attachments/Comments, state that the salary includes an administrative supplement of $xx,xxx.
· Reference the offer letter on the contract; the offer letter should clearly note the supplement amount.

	7
	
Remove a supplement (current employees)
	
Employment Center
	After receiving notification that a supplement should be removed:
· Navigate to the employee’s profile.
· Click Take Action (top) or the pencil to edit.
· Select an effective date (the day following the final date the supplement is to be paid).
· Find the Admin Adjustment (1015) line and delete it (trashcan) or adjust the amount if multiple supplements are combined.
· Click Save.
· Refresh the SuccessFactors record to confirm the supplement no longer appears.
· If cost distribution needs to be updated, the employment centers work with the Business Office to ensure changes are entered
· Supplements continue to be reviewed and approved during the annual budget process.






Additional Information:
Quota payout note: Upon separation of employment from a fiscal year appointment, a Quota Payout Form is completed to pay out remaining vacation. Administrative supplements are not included when calculating a quota payout.
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