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Student Non-Wages Payment 
Scholarships and Stipends 

Lofton S. Wilborn 
Associate Director, Financial Aid & Scholarships
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• Deadlines 
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Issue 

• Stipends or Grants were previously being paid through 
Accounts Payable 

• In doing so, Stipends or Grants are not included in the 
students Cost of Attendance if process through Accounts 
Payable 

• Stipend are treated as estimated financial assistance 
because it is not considered/related to employment and 
should be included in student Cost of Attendance



Solution 

• Process Improvement worked with key stakeholders to 
develop an electronic Process via DocuSign 

• Stipends and Grants are now being process by the 
Scholarship Office 



Process

• Department will submit a DocuSign Powerform including 
information such as:

• Scholarship or Grant Program Name
• Student information 
• Funding Source 
• Financial Manager Name and Email 



Process

Process



Process

Process



Process

Process



Process

Process



• Automated Routing for review and approval to included 
the following contacts:

• Funding Financial Manager 
• Finance Tax Office - International Students Only 
• Scholarship Office 
• Grants Accounting 

Process



• Forms located on Business & Finance Forms Website
• Request Payment for Student Wages form available for the 

following Student Types:
• US Citizens and Permanent Residents 
• International

• A separate form must be submitted for each student 
• Cancellation request available as well 

Process



Deadlines

• Fall Forms – June 1
• Spring Forms – November 1 
• Summer Forms – March 1 



Contact Information
Contact Information 

Lofton S. Wilborn 
Associate Director 

lwilborn@memphis.edu

mailto:lwilborn@memphis.edu


UNIVERSITY POLICY UPDATES FROM THE  
POLICY REVIEW BOARD

Melanie Murry
Chief Legal Counsel & Chair, Policy Review Board



University Policy Updates
• HR 5017 – Furloughs and Reductions in Compensation

• Interim GE2040 – COVID-19 Health and Safety

• BF4035 – Travel Cards

• BF4001 – University Travel

• GE2039 - Interim Sexual Harassment & Sexual/Gender-
Based Misconduct Policy

• GE2005 - Use of University Seal and Logos

https://memphis.policytech.com/dotNet/documents/?docid=725&public=true
https://memphis.policytech.com/dotNet/documents/?docid=718&public=true
https://memphis.policytech.com/dotNet/documents/?docid=713&public=true
https://memphis.policytech.com/dotNet/documents/?docid=712&public=true
https://memphis.policytech.com/dotNet/documents/?docid=716&public=true
https://memphis.policytech.com/dotNet/documents/?docid=641&public=true


Accounting Departmental Email In-Boxes

Barbara Brooks
Accountant II



In order to avoid any delay with responding, please address your inquiry to the appropriate email box only.
(i.e. please do not email one in-box and cc the other nor an individual as this could result in duplications) 

The email in-boxes are routinely monitored throughout the day. 

• Accounts Payable Inbox 
(accountspayable@memphis.edu)   

• BF-Accounting Inbox  (accounting@memphis.edu)

Accounting Departmental Email In-Boxes

mailto:accountspayable@memphhis.edu
mailto:accounting@memphis.edu


Information AP Inbox Should be Receiving::

1. Invoices and Invoice Inquiries

2. Cash and Meal Reimbursements

3. Check Requests

4. Wire Payment Requests

5. Vendor Inquiries

6. Cancel Check Memo / Stop Payment and/or Reissue 

7. Setup of W-9 

8. Vendor Change of Address



Information BF-Accounting Inbox Should be 
Receiving:

1. Transfer Vouchers

1. De-obligation of Travel Purchase Orders

2. Tax Exempt Certificates & W-9 Requests for University of Memphis 

3. Financial Reporting Information



Web Time Entry Holiday Hours
Bi-Weekly Paid Employees Time

Russ Teague, Payroll Manager



HR5020 - UHR5020 - University Holidays Policy

• All regular full-time and part-time employees in an 
active pay status (not in Leave Without Pay) will 
qualify for holiday pay. Regular part-time employees 
receive the holiday benefit on a pro rata basis.

The following provisions apply:
1. Employees who are in an active pay status on the work days 

immediately preceding and following a holiday will receive payment for 
the holiday.

2. Any holiday falling within a period of an employee's sick, annual, or 
other leave with pay shall be considered holiday leave and recorded as 
such.



Bi-Weekly Employees Work Week and Overtime y 
Employees Work Week and Overtime 

• A standard University work week is 37.5 hours. 

• Overtime is calculated weekly on a Saturday through 
Friday basis. 

• On a weekly basis an employee qualifies for: 

 Straight overtime when total hours exceed 37.5.
Premium overtime when hours worked exceed 40. 



Time Sheet – Leave, Holiday Pay & Overtime, Holiday Pay & 
Overtime

• Hours worked are recorded in Regular Bi-Weekly Pay until hours equal 37.5, less leave taken. 
(37.5 – 15 = 22.5)
 7.5 hours Annual Leave. (Employee leave does not count as hours worked, e.g. annual, sick, jury duty, 

inclement weather.)
 7.5 hours Holiday is included in hours worked when computing overtime.

• After 37.5 total hours, any additional hours worked are recorded in Overtime 1.0 up to 40 hours 
worked. (40 hours – Regular Hours - Holiday Pay = Overtime 1.0  ***  40 - 22.5 - 7.5 = 10.0)

• Hours worked in excess of 40 hours are recorded in Overtime 1.5.



Time Sheet - Holiday Pay, Worked Holiday & 
Overtime

• Worked 5 hours on the Holiday – Record 7.5 Holiday Pay and 5 hours Regular Bi-Weekly Pay.  
NOTE: Holiday Pay hours are included in hours worked for calculation of overtime. 

• Daily hours worked are recorded in Regular Bi-Weekly Pay until hours equal 30. (37.5 – 7.5 
Holiday = 30 Hours Worked)

• After 37.5 (including Holiday Pay), hours worked up to 2.5 hours are recorded in Overtime 1.0.
• Hours worked in excess of 40 hours are recorded in Overtime 1.5.



Time Sheet – Remember This

• Regular total hours must equal 37.5 before hours are 
logged into any overtime category.

STOP   – DROP   – ROLL
• STOP and add up the total hours, should be 37.5 hours.

• DROP into Overtime 1.0 for any additional hours until 
hours worked equal 40.

• ROLL all hours worked over 40 into Overtime 1.5.



RECAP:
• You must be PRESENT or on PAID Leave both 

the day before AND after the holiday in order to 
be paid for the holiday.

• Holidays are INCLUDED in hours worked when 
calculating overtime.

• The University calculates overtime on a weekly 
basis, NOT by the day.  This is very important to 
remember when reporting time for holidays!

Recap:



Resources

• Payroll Schedules 
(http://www.memphis.edu/payroll/schedules.php)

• Learning Curve - Web Time Entry for Biweekly 
Employees 

• UofM Biweekly Web Time Training 
https://www.youtube.com/watch?v=_PUy_DToRhw

http://www.memphis.edu/payroll/schedules.php
https://www.youtube.com/watch?v=_PUy_DToRhw


Payroll Office: 
Email: payroll@memphis.edu Phone: 901.678.3841

Website:     memphis.edu/payroll

mailto:payroll@memphis.edu


Questions

Questions

































COVID-19 UPDATES
Danny Linton

Associate Director, Human Resources



Exposure to COVID-19
• A flyer is available for presentation to 

all  employees to assist with COVID 
exposures  and positive cases.

• The flyer is available on HR’s website.

• Please share with your employees,
departments, and in some cases post 
on your bulletin boards and
timeclocks.

https://www.memphis.edu/hr/pdf/covid_flyer.pdf


Employee Work Location Update
• All employees are encouraged to keep their  

work location statuses updated in the  
MyMemphis portal (Employee tab).

• Location updates should occur only when there
is a change in your normal work pattern (onsite,
remote and/or hybrid).

• This includes all employees (faculty, staff,
temps, GAs, student workers, & part-time
faculty).

• Employees who will remain remote or in a  
hybrid status should be sure to compete an  
AWA.

• Please get your area’s employees to submit this
information!



Current Stats

*as of 10/16/2020



ANNOUNCEMENTS & DEADLINES



Announcements & Deadlines

• Welcome to all first-time attendees at Focus on  
Finance & HR!



Accounting New Hire

Vicky Aycock
Accounts Payable Manager



Announcements & Deadlines

• Don’t forget to review the University’s current job  
openings at workforum.memphis.edu.

• Follow the Division of Business & Finance on Twitter  
at @uofmemphisbf!

• Subscribe to our WorkforUM Twitter feed at 
@umemphisjobs!

• Follow us on Instagram! @uofmhr

https://workforum.memphis.edu/
https://twitter.com/uofmemphisbf
https://twitter.com/umemphisjobs
https://www.instagram.com/uofmhr/


Announcements & Deadlines

• Based on UofM Policies, any changes in hourly paid employees’ pay 
records need to be done via an Adjustment Timesheet – this 
includes moving charges to a different FOAP.

• HR5029 Timekeeping and Leave Reporting states: ‘Any corrections/adjustments for a non-exempt employee's time/leave 
identified after the end of the pay period, must be submitted to the Payroll Office in writing by the employee's supervisor. A 
paper time sheet must accompany any request for correction/adjustment.’

• BF 4010 Certification of Effort states: ‘The effort of all bi-weekly employees, including students, temporary employees, and 
graduate assistants paid on a bi-weekly basis, assigned/appointed to sponsored programs or assigned/appointed to positions for 
the purpose of fulfilling the University's obligation to sponsored program (cost-sharing), will be certified in conjunction with time 
reporting system.’

• Adjustment Timesheet process was presented in the June 16 Focus 
on Finance & HR (https://www.memphis.edu/focus/pdf/fof_hr_06162020.pdf)

https://www.memphis.edu/focus/pdf/fof_hr_06162020.pdf


Announcements & Deadlines
• November 26-27, 2020:

Thanksgiving Day & One Administrative Closing Day
• December 23, 2020:

Last Day of University Operations for 2020
• December 24-31, 2020:

Christmas Day & Five Administrative Closing Days

• January 1, 2021:  
New Year's Day

• January 4, 2021:
University Re-opens for New Year



Announcements & Deadlines

Extra Compensation Reminder

• Per University policy, employees with certain high-
ranking titles are not eligible for extra compensation.

• Therefore, e-contracts cannot be started for
employees with a Banner e-class of AE.

• Exceptions are not able to be granted. Should the  
policy change in the future, this restriction could be  
lifted.



Announcements & Deadlines

Harriet R. Montgomery Customer Service Excellence  
Awards

• This year’s awards ceremony will be held virtually. Be  
on the lookout for the date announcement soon!



Announcements & Deadlines

Upcoming EAP Webinars  
Register in Learning Curve!

• November 4th @ 10am
Mindfulness: Preparing for the Upcoming Holiday  
Season



Announcements & Deadlines

• Extra Compensation E-Contract Training  
October 21st @ 2pm

• Student Employment E-Contract Training  
October 21st @ 3pm

• Will meet via Zoom, but please register in Learning  
Curve!

https://bf.memphis.edu/training


Announcements & Deadlines

• WorkforUM Training  
October 28th @ 1:30pm

• Will meet via Zoom, but please register in Learning  
Curve!

https://bf.memphis.edu/training


Announcements & Deadlines

• Other Finance & HR Trainings can be held via Zoom,  
dependent upon demand.



Announcements & Deadlines

• Need someone added to the Focus on Finance & HR  
mailing list?

• Don’t forward to them—forward to us!

• hr@memphis.edu

mailto:hr@memphis.edu


NEXT MEETING

Tuesday, November 17, 2020 @ 2:30pm  
memphis.edu/focuszoom



THANK YOU FOR ATTENDING!

memphis.edu/focus
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