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Transaction Transaction Description Example Position Number to Use

Supplemental Income – 
Professional Staff

Supplemental payments for 
professional staff

Payment for helping out on a long term 
project or coverage for a vacant job.

• Use the employee’s primary position with suffix S0 / S1 / S2

Supplemental Income – 
Faculty, Lecturers & Full 
Time Instructors

For Faculty, Lecturers and Full Time 
Instructors, non-overage supplement 
- also known as an administrative 
supplement

Payment for additional administrative 
work such as running a program like 
SPA.

• Use the employee’s primary position with suffix S0 / S1 / S2

Overage Additional pay for Faculty that can 
take place any time of the year. 

An academic supplement for teaching 
an extra course beyond the 4-course 
load, doing research work, other 
academic-related task such as 
accreditation work.

• Use the employee’s primary position with suffix S0 / S1 / S2

One Time Payment Payment for working on a short-term 
assignment, typically not exceeding 
three days in duration

Paying an employee for teaching a 
workshop, music performance, 
videography, guest speaking, facilitator 
fees, etc.

• Use position OTP000

Additional / Secondary 
Job

An additional appointment or job that 
runs concurrent with the primary 
appointment.

Paying an active employee to teach an 
additional course as a PT Instructor or 
an additional Interim job.

• For Part Time employees, run Pooled Positions for Part Time 
Employees Report to determine the position number.

• For Non-Part Time employees, use the position number from 
the associated job description in PageUp.


