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ENTERING STIPENDS: 
 

 

LOG ON TO PEOPLESOFT HR/PAYROLL 

YOUR USER ID: FIRST 5 OF LAST NAME, FIRST LETTER OF FIRST NAME, AND MIDDLE INITIAL 

 YOUR NETWORK PASSWORD: XXXXXX 
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1. Click on the NavBar  

 

Click NAVIGATOR 

Click CSSD11 

Click USE 

Click ENTER STIPEND 
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2. YOUR SCHOOL LOCATION SHOULD BE POPULATED. 

STIPENDS CAN ONLY BE ENTERED FOR EMPLOYEES ACTIVE AT YOUR LOCATION. 

 

 

 

3.  ENTER EMPLOYEE ID NUMBER FOR THE EMPLOYEE RECEIVING THE STIPEND AND CLICK SEARCH 
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4. MAKE SURE THE EMPLOYEE THAT POPULATES IS THE EMPLOYEE INTENDED FOR PAYMENT 

 

 

5. IN THE ENTER STIPEND SECTION 

a. TYPE OR CHOOSE THE EARNINGS CODE (CAS, ITS, SPS – See more about ITS and SPS on pg. 6)  

b. ENTER THE DESCRIPTION OF THE CLUB OR ACTIVITY (SPS AND ITS INFORMATION FOLLOWS) 

c. ENTER THE AMOUNT 

d. ADD COMMENTS (COMMENTS EXTREMELY HELPFUL IN ANSWERING QUESTIONS THAT 

OCCUR AT A LATER TIME REGARDING PAY) 

 

- CHECK THE CSEA WAIVER BOX ONLY IF EMPLOYEE IS ESP OR ANOTHER NON-TEACHER AND 

THE WAIVER HAS BEEN APPROVED BY CSEA. IF THE  WAIVER IS DENIED, SCHOOL FUNDS 

WILL NEED TO BE USED TO PAY THE EMPLOYEE THE WAGES EARNED. 

IF ENTERING ANOTHER STIPEND FOR SAME EMPLOYEE CLICK THE + SIGN ON FAR RIGHT AND 

REPEAT PROCESS ABOVE 

e. CLICK SAVE (AFTER YOU CLICK SAVE IT WILL PUT YOUR USER ID UNDER UPDATED BY AND 

GIVE YOU THE UPDATED DATE AND TIME) 

 

 

6. RETURN TO SEARCH TO ENTER NEXT EMPLOYEE’S STIPEND.  

 

 

 

   

a.

. 
c.

. 
b.

. 
d.

. e. 
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7. ITS AND SPS STIPEND PAYMENTS: 

DATA ENTRY IS THE SAME PROCESS AS ABOVE EXCEPT FOR PAYMENT AMOUNT.  SPS AND ITS STIPENDS 

ARE SPECIFIED BY MASTER AGREEMENT.   

a. TYPE OR CHOOSE THE EARNINGS CODE (SPS or ITS) 

b. CLICK ON THE HOURGLASS AND IT WILL BRING UP THE APPROVED STIPEND TITLES FOR SPS AND 

ITS. 

CHOOSE THE STIPEND TITLE 

 

 

 

c. THE AMOUNT WILL AUTO POPULATE UNLESS EVENTS/DAYS IS REQUIRED. ENTER NUMBER OF 

EVENTS OR DAYS AND THE AMOUNT WILL AUTO POPULATE 

IF THE AMOUNT NEEDS TO BE CHANGED, CORRECT THE AMOUNT HERE (MOST COMMON OCCURRENCE 

IS WHEN STAFF SPLITS A STIPEND) 
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CLICK SAVE OR CLICK THE + SIGN ON FAR RIGHT TO ENTER ANOTHER STIPEND FOR THE SAME EMPLOYEE 

RETURN TO SEARCH TO ENTER NEXT EMPLOYEE’S STIPEND 

 

8. IF THE EMPLOYEE HAS MULTIPLE STIPENDS THIS IS HOW IT WILL LOOK  

 

***NOTE THE MIDDLE SECTION GIVES THE TOTAL AMOUNT OF EACH STIPEND TYPE FOR YOUR 

LOCATION NOT THE TOTAL FOR ONE EMPLOYEE. 

 

9. IF A STIPEND NEEDS TO BE DELETED/CORRECTED 

CLICK THE – ON THE FAR RIGHT ON THE LINE YOU WANT TO DELETE. A CORRECTION WILL NEED TO BE 

ENTERED AGAIN. 

 

 

*** MAKE SURE YOU CLICK SAVE AFTER YOU DELETE THE LINE SO IT WILL UPDATE THE TOTAL STIPEND 

AMOUNT.*** 
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10. ALL EMPLOYEES, EVEN ESP ARE ENTERED INTO DURING THIS PROCESS IN ORDER TO TRACK THE 

SCHOOL’S BUDGET.  ESP WILL NOT BE PAID FROM THIS DATA ENTRY.  AS A REMINDER, ESP ARE 

HOURLY EMPLOYEES AND SHOULD BE PAID USING TCP.  PLEASE CONTACT THE TCP 

COORDINATOR IF YOU HAVE QUESTIONS ABOUT TCP.  ESP ARE NEVER PAID A STIPEND FOR 

CLUBS AND ACTIVITIES. 

 

11. AFTER ALL THE STIPENDS ARE ENTERED, THERE ARE REPORTS THAT CAN BE RUN TO MAKE SURE 

ALL TOTALS, EMPLOYEES, AND AMOUNTS ARE CORRECT. 

 

TYPES OF REPORTS: 

TWO REPORTS CAN BE RUN AFTER ALL OF THE STIPENDS HAVE BEEN ENTERED BUT NOT LOADED BY 

PAYROLL: 

GO TO QUERY REPORT VIEWER 

 

CLICK SEARCH 

CHOOSE REPORT 

CLICK VIEW REPORT 

 

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE 0 IN FRONT) 

 

CLICK OK 
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THIS REPORT GIVES YOU ALL THE STIPENDS BY STIPEND TYPE.  

GO TO QUERY REPORT VIEWER 

 

CLICK SEARCH 

CHOOSE REPORT 

CLICK VIEW REPORT 

 

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE 0 IN FRONT) 

 

CLICK OK 
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THIS REPORT GIVES ALL THE STIPENDS BEING PAID TO AN EMPLOYEE AT YOUR LOCATION 

 

THE TWO REPORTS BELOW CAN BE RUN AFTER STIPENDS ARE LOADED, BY PAYROLL, TO BE PAID: 

GO TO QUERY REPORT VIEWER 

 

CLICK SEARCH 

CHOOSE REPORT 

CLICK ON VIEW REPORT 

 

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE 0 IN FRONT) 

 



11 
 

ENTER IN PAY PERIOD END DATE (FOR EXAMPLE: IF STIPENDS ARE BEING PAID ON 06/01/20XX 

PAYCHECK, THE PAY PERIOD END DATE WOULD BE 05/31/20XX) 

CLICK OK 

THE REPORT BELOW APPEARS, SHOWING ALL THE EMPLOYEES LOADED AND THE STIPENDS ENTERED 

FOR EACH EMPLOYEE 

 

GO TO QUERY REPORT VIEWER 

 

CLICK SEARCH 

CHOOSE REPORT 

CLICK VIEW REPORT 

 

ENTER THE 4 DIGIT SCHOOL NUMBER (HAS TO HAVE THE 0 IN FRONT) 
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ENTER IN PAY PERIOD END DATE (FOR EXAMPLE: IF STIPENDS WERE BEING PAID ON 06/01/20XX 

PAYCHECK, THE PAY PERIOD END DATE WOULD BE 05/31/20XX) 

CLICK OK 

THE REPORT BELOW APPEARS SHOWING THE STIPEND TYPE TOTALS 

 

 

 

Who do I call if I have questions? 

If your question is about data entry or payment amounts, call the Director of Compensation 

If your question is about a correction in a payment or late data entry, call the Payroll Department 

If your question is about a Fine Arts or VAPA stipend, call the VAPA/Fine Art Facilitator 


