UNIVERSITY OF WYOMING FUNDING FORM INSTRUCTIONS

Use this form for all new non-benefited hires and current and future payroll funding for
individual compensation selections in WyoCloud. Each transaction for individual compensation
needs to include a completed and signed funding form. Only providing an account string in the
comment section will not be accepted.

A completed and signed funding form should be attached to the offer for all non-benefited hires
(hourly, temporary lecturers, and pooled monthly) in WyoCloud Recruiting.

All benefited hires and position funding for salaries must go through the costing module. All
Graduate Education hires for Graduate Assistants, Graduate Teaching Assistants, Graduate
Research Assistants, etc. should use the “GA” costing module.

A separate funding form is required for each employee, for each employee record and for each
earnings type (i.e. MCD and regular salary HNB pay would be two separate forms). For changes
impacting current payroll transactions, the fully approved and signed form must be received in
the Payroll Office by the dates indicated in the Payroll Deadlines document.

For the effective date, please enter the date you would like to change the funding associated
with the different funding strings. The effective date indicated may impact other pay periods if
additional effective dated row(s) already exist. For example, an employee is paid from one
funding string for the period 7/1 — 12/31 and another funding string for the period 1/1 — 6/30. If
a change to the funding is submitted effective 10/1, it would only be changed for the period 10/1
—12/31, unless there was a second row to indicate that the 1/1/ - 6/30 funding should also be
updated.

Form field additional information:

= Person Number — The WyoCloud person number.

=  Department: The department that employee is hired by — which is not necessarily the
same department associated with the costing string.

= Benefited Position: Fill out Position number if it is for additional pay for benefited
employees or if you are correcting a previous correction.

= Non-Benefited Position: The employee assighnment number associated with costing and
pay rate is required (Example: Enter amount only: hourly rate, enter amount per hour or
monthly rate, enter amount per month)

= Additional Pay: Select the appropriate payroll type from the drop down list.

= Graduate Assistant: Only use for salary corrections if you are correcting a previous
correction.
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= Project Funding: Expenditure corrections (retro changes), greater than 90 days, that
involve a project have to be approved by both Sponsored Programs and the Project
Manager.

The funding percentage must total 100%, for EACH effective date. If you are changing only part
of the earnings, you will need to show the remaining percentage with the existing cost string.
Please complete the entire account string unless it is a project which only needs an organization
and project number. Please see the Individual Compensation Selection document.

The form must show who completed it and must be signed by the appropriate Cost Center
Approver for each funding string. Additional signatures may be needed, as indicated on the
funding form. Signatures must be completed in the order they appear on the form. It is the
responsibility of the person completing the form to verify that the signatures are from the Cost
Center Approvers that are associated with the account string or project (Cost Center Approvers
List). The person should also verify the signatures of the project manager if applicable.

Completed form(s) should be emailed to payrolll@uwyo.edu unless it was attached to a non-

benefited hire offer (hourly, temporary lecturers, and pooled monthly).

Abbreviations:

MCD: Mobile Communcation Device

HNB: Hourly non-benefited
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