
Payroll Outside of WTE 

Use this form to report payroll items, not included as Web Time Entry (WTE) options, that were previously recorded on 
the paper payroll vouchers. To make use of this form, the Approver or their Proxy will: 
  

1) Complete the form. 
2) Print a hard-copy of the form. Note: An electronic version of this form cannot be saved. 
3) Ensure the form is signed by the employee's supervisor.  
4) Retain a hard-copy of the signed form and any supporting documentation for four (4) years.  
5) Send the original signed form and any supporting documentation to the Payroll department.   
  

The changes reported on this form must be turned into the Payroll department by the WTE submission 
deadline in order to be included on your next check. Contact the Payroll department at 734.487.2393 if you have 
any questions or need help with this form.

Employee Information 

Today's Date Pay Period End Date Fund/ORG

Position # EClass Dept

E-ID Last Name First Name

IMPORTANT: This  is an interactive form, in that the 
answers you provide in the Employee Information section 
above will aid in determining the sections and fields that 

display here.
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Payroll Outside of WTE 
Use this form to report payroll items, not included as Web Time Entry (WTE) options, that were previously recorded on the paper payroll vouchers. To make use of this form, the Approver or their Proxy will:
 
1) Complete the form.
2) Print a hard-copy of the form. Note: An electronic version of this form cannot be saved.
3) Ensure the form is signed by the employee's supervisor. 
4) Retain a hard-copy of the signed form and any supporting documentation for four (4) years. 
5) Send the original signed form and any supporting documentation to the Payroll department.  
 
The changes reported on this form must be turned into the Payroll department by the WTE submission deadline in order to be included on your next check. Contact the Payroll department at 734.487.2393 if you have any questions or need help with this form.
Employee Information 
Semi-Monthly Staff - Athletic Coaches (AC)
Semi-Monthly Staff - Administrative Professionals (AP)
Bi-Weekly Staff - Campus Police (CP)
Bi-Weekly Staff - Clerical Secretarial (CS)
Bi-Weekly Staff - Confidential Clerical (CC)
Faculty (FA)
Full Time Lecturers (LE)
Bi-Weekly Staff - Food Maintenance (FM)
Bi-Weekly Staff - Police Sergeant (PS)
Bi-Weekly Staff - Professional Technical (PT)
Student Employee
Are you reporting jury duty hours?
This field is required. Please answer Yes or No.
Jury Duty Hrs
Did you receive monetary compensation from the court for these hours?
This field is required. Please answer Yes or No.
Note: You must turn in any compensation for jury duty to the Payroll office.
Do you work for DPS?
This field is required. Please answer Yes or No.
Note: This field is not to be used for employee back pay.
Note: This field for use only by Dining Services .
Are you requesting compensation in dollars ($) rather than hours for something other than Gratuity/Tips?
This field is required. Please answer Yes or No.
Do you work for Dining Services and are you requesting compensation for Gratuity/Tips?
This field is required. Please answer Yes or No.
Are you reporting Working Out of Class Pay?
This field is required. Please answer Yes or No.
Do you work for DPS and are you requesting compensation for Uniform Allowance?
This field is required. Please answer Yes or No.
Are you reporting vacation, sick, and/or comp hours for a leave of absence? 
This field is required. Please answer Yes or No.
(Check all that apply and enter hours)
Approver Signature:
Date:
Telephone Number:
IMPORTANT: This  is an interactive form, in that the answers you provide in the Employee Information section above will aid in determining the sections and fields that display here.
Are you reporting jury duty hours?
This field is required. Please answer Yes or No.
Jury Duty Hrs
Did you receive monetary compensation from the court for these hours?
This field is required. Please answer Yes or No.
Note: You must turn in any compensation for jury duty to the Payroll office.
(Check all that apply and enter hours)
Are you reporting vacation and/or sick hours for a leave of absence? 
This field is required. Please answer Yes or No.
(Check all that apply and enter hours)
Are you reporting sick, family sick, and/or sick bereavement leave hours?
This field is required. Please answer Yes or No.
Are you reporting sick, family sick, sick bereavement, sick bank, sick personal and/or personal business leave hours?
This field is required. Please answer Yes or No.
Are you reporting vacation, sick, comp, and/or sick bank hours for a leave of absence? 
This field is required. Please answer Yes or No.
(Check all that apply and enter hours)
Please enter hours worked for this pay period: 
Please enter hours worked for this pay period:
Please enter hours worked for this pay period:
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