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Background

• Trainee/Fellows require monthly or annual stipend amount
• Comply with sponsor terms and conditions that cannot be adjusted. 
• Sponsor’s set pay rate, FTE, and payroll dates which cannot be altered 

to fit the biweekly calendar. 
• Altering employment data can raise flags during audits and appear that 

someone was paid incorrectly. 

• Transition to biweekly payroll impacted stipend amounts that do 
not align with accurate pay based on sponsor terms and 
conditions. 



Background

• Some A-basis appointments may result in overpayment based 
on sponsor terms and conditions and the biweekly pay periods. 

• A-basis and full academic year C-basis appointments may result in 
correct payment depending on begin and end dates

• Single semester C-basis appointments may result in 
underpayments

• Impacted Titles: 
• Advanced Opportunity Fellow (SA001), Predoctoral fellows (SA002), 

Predoctoral Trainees (SA013), Postdoctoral Trainees (PD004) and 
Postdoctoral Fellows (PD003)



Fellow/Trainee Payment Solution

• Overpayment Solution: Small recurring negative payroll 
adjustments in HRS to avoid over payments 

• No overpayment collections or reduced final check
• Smooths payment schedule 
• Prevents overcharges for departments
• Mitigates overpayment for early terminations

• Additional Pay code created to process adjustments: ‘SGA -
Stipend-Grant Adjustment-No IC’

• Also works for nonexempt
• Enter using negative dollar amounts
• Explanation in the Description field

• Adjustments taken on full pay periods only



Update – Tools added to JEMS-Hire

• F/T Calc button – Fellow/Trainee Calculation
• Job tab
• ‘Print F/T Calc Report’

• Same calculations as the Fellow/Trainee Adjustments 
Calculator using information entered for the hire in JEMS

• Uses effective date, expected end date, pay basis and comp rate
• No duplicate entry
• Expands and contracts pay periods based on appointment duration

• Report is printable for documentation if needed



F/T Calc Report in JEMS



F/T Calc Report in JEMS



Update – JEMS Soft Edits

• Soft edits to alert when: 

• C-basis fellow/trainee jobs 
are not within AY 

• Dates do not match S1/S2 
dates 

• Job is entered for multiple 
years



Update – Tools added to JEMS-Hires

• Fellow/Trainee Audit report
• Advanced Search tab
• ‘Fellow/Trainee Audit’

• Report to review all Fellow/Trainee appointment details, stipend 
amounts, under/over balance, and SGA amounts

• Uses Department field as the parameter

• Defaults to January 1 – December 31 of the current year
• Enter dates in the Job Date Range fields prior to running report for 

custom date range



Fellow/Trainee Audit Report in JEMS



Fellow/Trainee Audit Report in JEMS

• Fields: Empl ID, Empl Rec, Name, Dates, Rates, Job Code, 
DeptID, Reports To, Pay Basis, Session Code, Biweekly 
amounts, Under Over Balance, SGA Amount



Underpayments

• Underpayments: Amount paid is below the stipend rate

• Lump Sum Payment at or near the end of the appointment
• Paid through Add’l Pay
• Earnings Code = STL
• Explanation in the Description field should include explanation of 

stipend award amount, amount paid through biweekly.



Impacts of Changes & Late Notifications

• Changes: Early termination, rate increases, extensions may 
impact the adjustment amount

• Review and manually recalculate adjustment
• Overpaid: update SGA amount or process check correction 
• Underpaid: lump sum

• Late Notifications: Shortened appointment periods due to late 
hires or missed SGA adjustment

• SGA adjustment amounts should be adjusted to be spread out 
over the appointment

• Catch up adjustment not needed



Resources

• Fellow/Trainee Adjustment Calculator – manually adjustments
• Tipsheet

• Additional resources on the Payroll Toolkit page

• Language for letters in the Recruitment Toolkit
• Fellow/Trainee Stipend Adjustment Language
• Reminder to add the correct language to letters

https://hr.wisc.edu/docs/pay/fellow-trainee-adjustment-calculator.xlsx
https://hr.wisc.edu/docs/pay/sga-adjustments-tipsheet.pdf
https://hr.wisc.edu/hr-professionals/payroll/
https://hr.wisc.edu/docs/recruitment/fellow-trainee-stipend-adjustment-language.docx
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