
Relocation Assistance Supplemental Pay 

In the search box, type in the employee’s name 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Below the employee’s name, click on the Actions button 

 

 

 

 

 

 

 

 



 

From the Actions button, 
select: 
Compensation à Request 
One-Time Payment 

 

 

 

 

 

 

 

 

Effective Date: select date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 
Click on the Add button under One-Time Payment 

 

 

 

 

 

 

 

One-Time Payment Plan:  

All Plans à Relocation Assistance Supplemental Pay 

 

Scheduled Payment Date*: select date 

 

 
Amount*: enter amount 

 



 

 

 

 

 

Worktags: select where to charge 

 

 

 

 

 

 

 

Attachments: upload the offer letter that 
specifies relocation 

 

 

 

 

 

 

 

 

 

Category*: Offer Letter 

 

 

 

Click Submit.      Up Next: Payroll Partner 


