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Email Subject Line: Adding one-time pay in HUB

Your Very Smart payroll tip for August 10:

Need to pay an employee a bonus or another type of one-time pay? It’s easy with HUB.


1. Go to “Clock.”
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2. Find the employee’s time sheet and click “Add One Time Pay.”
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3. Fill in the information about the pay item and click “Add One Time Pay.”
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4. The pay item is now on the employee’s time sheet.
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If you don’t have HUB, contact PaySmart to learn more about the benefits of the employee self-serve portal.

Your Next Very Smart Tip:
Your August 17 tip will discuss how to handle car allowances.
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1. what type of pay will you be adding?
1-1-Bonus v

2. What dollar amount or units/hours will be paid?
Enter either a dollar amount on the left or 2 unitiour amount on the right

50.00 OR
§ Dollar UnitsfHours

3. Which day should this pay be applied to?
06/16/2017

4.15 there a description or message youd like to add? (ptianal

Bonus

5. Should this one time pay be viewable to the employee on their timesheet?
-

Add One Time Pay
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