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	Quick Reference Guide
		Review and Approve Calendar - Faculty



This QRG outlines the steps to review, edit, and approve calendars created on an individual’s behalf by the business office.

	Access the Summer Pay Tool

	Visit OneCampus and select SEEMLESS.
	https://one.purdue.edu/ 
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	Log in using Purdue Career Account Login and Password
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	[bookmark: _Heading_2]Calendar

	Once logged in, the Summer Pay Dashboard is displayed.
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	Click My Calendars.
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	Calendars awaiting review are highlighted in yellow and have a status of Faculty Verification.

Click the Calendar to select and open.
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	The calendar information is displayed.

Make edits as necessary.
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	Comments can be entered in the box in the lower left-hand side 
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	Click Review Before Submission.
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	Changes are highlighted in yellow.

Any change to the Summer Pay calendar requires Business Office review and approval.

If changes have been made, 
Click Send for Business Review.

Upon approval from the business office, the finalized calendar will be sent to Payroll for processing.
	[image: ]

	If changes are not made, the calendar can be submitted directly to Payroll by clicking Submit Calendar.
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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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June 2018

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

Original Calendar

Revised Calendar

Category Days Percent Amount Category Days Percent Amount
‘Worked ‘Worked
Teaching 40 20.00 % 3,128.28 Teaching 40 20.00 % 3,128.28
Other 00 0.00 % 0.00 Other 00 0.00 % 0.00
16.0 80.00 % $12,513.12 200 100.00 % $ 15,641.40
‘Account Name Allocation ‘Amount Cost Account Name: Allocation ‘Amount Cost
Dist. Dist.
Teaching Computer Science 100.00 3,128.28 25.00 Teaching Computer Science 100.00 3,128.28 20.00
% % % %
Research D. Gleich - Swept tim. 100.00 9,384.84 75.00
% %
No items found No items found
$ 100.00 s 100.00
12,513.12 % 15,641.40 %
Full-Time Period $ 0 Full-Time Period $ Holidays 0
Rat 15,640.22 Rate: 15,640.22 Earned:
FTE: 1.00 $0.00 FTE: 1.00 Holiday Pay: $0.00
Daily Rate: $782.07 Daily Rate: $782.07
‘Comments

You have made changes to this
calendar, which means it must be
returned to the business office to
be reviewed
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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 Amount Category Days Percent Amount
Worked Worked
Teaching 40 2000 % 312828 Teaching 40 2000 % 312828
Research 120 60.00 % 938484 Research 120 60.00 % 938484
Other 00 000% 000 Other 00 000% 000
160 80.00%  $12513.12 160 80.00%  $12513.12
Account Name Allocation  Amount  Cost Account Name Allocation ~ Amount  Cost
Dist Dist
Teaching Computer Science 10000 312828 2500 Teaching Computer Science 10000 312828 2500
% % % %
Research D. Gleich - Swept tim 10000 938484 7500 Research D. Gleich - Swept tim 10000 938484 7500
% % % %
No items found No items found
s 10000 s 100.00
12,513.12 % 12,513.12 %
Full-Time Period s Holidays 0 Full-Time Period B Holidays 0
Rate: 1564022 Earned: Rate: 15,640.22 Eamed:
FTE: 100 Holiday Pay: 5000 FTE: 100 Holiday Pay: 5000
Daily Rate: $78207 Daily Rate: $78207
Comments

You have not made changes to
this calendar. Itis ready to be
sent to payroll for processing.
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