Appendix B

Additional Information for Processing Child Care Payments in Workday
(screen shots as of 9/1/22)

Step 1: Select Request One Time Payment (from Actions on the employee’s profile) > hit button to Add
One Time Payment

Graduate Fellowship

( Actions )

Actions
Frequently Used

View Worker History
Start Proxy

View Worker History by...
Request Compensation...

Request One-Time Pay...

One-Time Payment

Add

Step 2: Select NIH Child Care Stipend from the drop down list of plans.

One-Time Payment Plan *

X NIH Child Care Stipend -

Scheduled Payment Date *

‘ 09/01/2622 [

Amount *

‘ 500.00 ‘

Currency *

X USD -

Send to Payroll



Step 3: Enter grant worktag info

Costing Company —
Grane

- %
i —
Nem-Carryboraard o
Cost Comer

i I8
— R
Funcen

R P
Payroll Workags -
Asdnensl Werkisgs _
Fayment Detsds




Step 4: Enter comments and select receipts to attach to the transaction (required)
enter your comment
Attachments

Drop files here
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