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			Quick Reference Guide
Re-Open Calendar and Retro Pay – Business Office



This QRG outlines the steps to re-open a calendar to make schedule edits. Once a calendar is submitted to Payroll the status in the SEEMLESS application is changed to Processed. Any changes to a calendar with a status of Processed must be re-opened. The Business Office can only perform these tasks.

	Access the Summer Pay Tool

	Visit OneCampus and select SEEMLESS.
	https://one.purdue.edu/ 
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	Log in using Purdue Career Account ID and Password
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	Re-Open Calendar

	Once logged in, the Dashboard is displayed.
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	Click Calendar Management.
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Click the ALL tab to display all calendars.  

Click the Advanced Search to open the additional options. 
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	Search by the employee’s information (PERNR, Career Account) 

Click Search at the far right
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Highlight the pay period needed and then either select View or click twice on the line to open the calendar. 
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	Select Re-open Calendar at the bottom of the screen.  

A confirmation box will open to confirm your selection.  Click YES, Re-open this calendar. 

The status of the calendar will change to Re-opened. 
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	Update the calendar as needed.
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	Click Review Before Re-Submission 
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	Changes are highlighted in yellow.
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	Click Submit Calendar.
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	Click Yes, proceed.
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	Click OK.

Verify the entries posted in IT15 in ECP. 
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	[bookmark: _Heading_2]Retro Pay

	From the Faculty Overview, click Retro Pay.
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	All retro pay activities are displayed.
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	Click on the year to Highlight the summary of the Summer Pay
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	Details are displayed to the right of the selection.
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Log in using your Purdue Career Account

Login:
Password:
To access the page you are requesting, a valid

Purdue University career account Username and
Password must be provided.
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Advanced Search  View Delete Export to Excel 1to4of 4

Status Campus Department Full Name Pernr Year  Pay Period Date Submitted Date Processed Days ‘Amount

Open WL Industrial Engineering Zachary Hass 00165213 2022 MAY 12.00 2626.08

Processed Wi Industrial Engineering Zachary Hass 0165213 2022 JUNE 3/28/2022
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Daily Pay is calculated as FTE muliplied by one-fith of 2.778% of
the Full-Time Academic Year salary.
‘An employee does not need to be in paid status both before and
after the holiday in order to receive the holiday pay. Prior o go-five,
this was not the case.
Full-Time Annual Rate: ~$ 38,000.00 Full-Time Period Rate:  § 1,948.72 FTE: | 0.500000
Daily Rate: § 10556 Available Days: 10 Holiday Pay: § 10556
Pay Period Activity
Category Days Percent Worked Amount
Tea 1875 1875% 197.93
Research 1875 1875% 197.93
Other 1250 1250% 131.96
Compensated Effort 5.000 50.00% §527.82

“Denotes atleast one flat amount used Total includes 1 holiday(s) worth § 105,56 and prorated across days worked
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June 2018

Please review before approving. Any changes made to the original calendar will be highlighted.

Original Calendar

Revised Calendar

Category Days Percent Worked Amount Category Days Percent Worked Amount
Teaching 40 2000% 312828 Teaching 40 2000% 312828
Research 120 60.00% 9,384.84 Research 120 60.00% 9,384.84
Other 00 000% 000 Other 00 0.00% 000
160 80.00% $12513.12 160 80.00% $12,513.12
Account Name Allocation Amount  Cost Dist. Account Name Allocation Amount  Cost Dist.
Teaching  Computer Science 100.00 % 3128.28 2500% Teaching  Computer Science 10000 % 312828 2500%

$12513.12 100.00 % No items found

Full-Time Period Rate: $15640.22 Holidays Earned: 0 $1251312  100.00%
FTE: 100 Holiday Pay: 5000 Full-Time Period Rate: $15,640.22 Holidays Earned: 0
Daily Rate: $78207 FTE: 1.00 Holiday Pay: 5000

Daily Rate: $78207
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Are you sure?
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M | Retro Pay

David Gleich - 00063084 Viewed by:
Associate Professor of Computer Science, West Lafayette tlweathe -
2018 Click on a year on the left side of the screen to

view Summer payment information below
Pay Period Was Paid/Scheduled to be Paid Should Have Been Paid Over/Underpayment
- Total Amount Percen
PP 06 June $12513.12 $12513.12 -

Days Not Worked

Holidays Eamed Holiday Pay
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2022

Pay Period ‘Was Paid/Scheduled to be Paid Should Have Been Paid Over/Underpayment

PP 012 WE20220605 $527.82 $633.38

PP 013 WE20220619 $158.35 $158.35

PP 016 WE20220731 $527.82 $527.82
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Click on a year on the left side of the screen to view
‘Summer payment information below.

2021 Summary

Total Amount Percent Worked
0.00 0.00

Days Worked Days Not Worked
0.0 65.0

Holidays Eamed Holiday Pay

0 0.00
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