
iStipend​ ​–​ ​How​ ​to​ ​Modify​ ​a​ ​Previously​ ​Submitted​ ​Stipend: 

Login: 

 

Step​ ​1:​ ​​Select​ ​​Modify​ ​Existing​ ​Stipend​ ​​link 

Please​ ​note: 

When​ ​you​ ​start​ ​modifying​ ​a​ ​stipend,​ ​it​ ​is​ ​removed​ ​from​ ​Human​ ​Resources’​ ​list​ ​of​ ​stipends​ ​“To​ ​be​ ​Approved”.​ ​​ ​Please​ ​​remember 
to​ ​“Resubmit​ ​the​ ​Stipend”​​ ​​so​ ​that​ ​the​ ​stipend​ ​will​ ​be​ ​added​ ​back​ ​to​ ​HR’s​ ​list​ ​of​ ​stipends​ ​to​ ​be​ ​approved.​ ​​ ​(Further​ ​instructions​ ​in 
Step​ ​5) 

 

Step​ ​2:​ ​​Enter​ ​Stipend​ ​Number 

  



Step​ ​3:​ ​​Click​ ​on​ ​​(orange)​ ​links​ ​​to​ ​navigate​ ​to​ ​section​ ​to​ ​be​ ​modified  

Please​ ​note: 

1. Modification​ ​to​ ​​Employee​​ ​and​ ​​Service​​ ​is​ ​not​ ​allowed.​ ​​ ​This​ ​will​ ​require​ ​submitting​ ​a​ ​new​ ​stipend. 
2. “​Current​”​​ ​​modifications​ ​allowed: 

i. Activity 
ii. Initiative 

iii. Work​ ​Dates​ ​(Hourly​ ​Dates,​ ​Daily​ ​Dates,​ ​Range​ ​Dates,​ ​Monthly​ ​Dates) 
iv. Account​ ​Code 

3. If​ ​Fiscal​ ​Services​ ​returns​ ​a​ ​stipend​ ​for​ ​modification,​ ​ONLY​ ​the​ ​Account​ ​Code​ ​link​ ​will​ ​be​ ​open​ ​to​ ​modify  
4. In​ ​the​ ​future,​ ​the​ ​ability​ ​to​ ​modify​ ​the​ ​Position​ ​will​ ​be​ ​made​ ​available 

 

 



 

Step​ ​4:​ ​​Modify​ ​each​ ​section​ ​as​ ​needed,​ ​then​ ​select​ ​​Update​ ​and​ ​Return​ ​to​ ​Review​​ ​button 

 

 

Things​ ​to​ ​notice​ ​when​ ​modifying​ ​regular​ ​hours​ ​to​ ​OT​ ​hours 

Please​ ​note: 

1. Original​ ​input​ ​of​ ​hours​ ​is​ ​in​ ​hours​ ​and​ ​minutes.​ ​The​ ​edit​ ​needs​ ​to​ ​be​ ​in​ ​decimals.​ ​Typically​ ​this​ ​will​ ​be​ ​in​ ​the​ ​original 
stipend​ ​so​ ​you​ ​can​ ​copy​ ​it 

 
Before​ ​Editing​ ​to​ ​OT​ ​hours 

 
After​ ​Editing​ ​to​ ​OT​ ​hours 

 

 

 

 

 



--------------------------------------------------------------------------------------------------------------------- 

Step​ ​5:​ ​​Select​ ​“​Resubmit​ ​Stipend​”​ ​when​ ​all​ ​modifications​ ​have​ ​been​ ​made 

Please​ ​note: 

2. By​ ​selecting​ ​Resubmit​ ​Stipend​ ​button: 
a. Stipend​ ​is​ ​added​ ​back​ ​to​ ​Human​ ​Resources​ ​list​ ​of​ ​stipends​ ​to​ ​be​ ​approved  
b. An​ ​email​ ​confirmation​ ​will​ ​be​ ​sent​ ​to​ ​submitter​ ​and​ ​account​ ​manager 

 

--------------------------------------------------------------------------------------------------------------------- 

 


