FACULTY PAY SCHEDULE ELECTION 
Please contact the Department of Human Resources if you want additional assistance (smuhr@smu.edu or 8-3311). 
 
Steps to complete your online election 
 
1. Login to my.smu.edu with your SMU network user name (SMU ID number) and password. 
 
2. Switch to the Employee Self Service homepage by clicking at the top of the page and choosing that option. 
 
 3.
 
Click the Faculty Pay Schedule Election tile. 

 
 

 
NOTE: This tile will only be visible from April 1st – 30th. 
 
4. ‘Add Faculty Pay Election Form’ page will open for election by default if you are logging in through desktop. For handheld devices, select ‘Add Faculty Pay Election Form’ by clicking on the options available. 
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5. Current Election section will show your election for current academic year 
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6. To make your new election for the upcoming academic year, select an option using the dropdown available in the next year’s election section.  
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7. You must confirm your election using the ‘I Confirm’ check box. 
 
 
 
8. Click 'Submit.' You must click the green Submit button to finalize your election. 
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	 Your election is not finalized until you click Submit. This is a required step for the pay 

	schedule election process.
	 



NOTE: 
 
9.
 
A
 confirmation window appears. 


 


 
 10. You will receive a confirmation email from the Department of Human Resources (SMU HR) that your election has been received. 
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+ ) Add Pay Election Form : 20§4-20

Employees who are paid under a contract for a period of fewer than 12 months per year may elect to be paid over 12 months (annualized compensation).
Per IRS regulations, if you want to receive annualized compensation you must make an election each year. You are required to submit your election no later than April 30, 207
Please choose your election from the options below.

NOTE If you are experiencing issues submitting your form please email SMUHR @smuedu
Current Election

Your Pay Schedule Election for the current Academic Year (i.e. 203#-207)

Employee 1D B0
Employee Name i tiimater'

Current Election 12 Monthly Paychecks
20071-208 Election

Since your current pay schedule election is '12 Months' you are required to submit a new election.

Please use the dropdown below to make your election and dlick the green SRt button to submit.

u IMPORTANT: If you fail to submit your election by April 30, your pay schedule wil be changed to 10 months,

“Do you want o paid over 10 Months?

» Comments
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since your current pay schedule election is "12 Months' you are required to submit a new election.
Please use the dropdown below to make your election and dlick the green SRt button to submit.

IMPORTANT: If you fail to submit your election by April 30, your pay schedule wil be changed to 10 months,

“Do you want o paid over 10 Months?
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Action Items
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Acknowledgement

1 hereby confirm my election for the next academic year. | will receive consecutive monthly payments as per the pay schedule elected by me. | understand that payroll taxes and benefits will be deducted accordingly

1 X2l from each paycheck
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+) Add Pay Election Form : Result

If this form is 'Saved' not 'Submitted’, then please add a new form and select St to confirm your election.

You have successfully submitted your eForm.
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If this form is 'Saved' not 'Submitted’, then please add a new form and select St to confirm your election.

You have successfully submitted your eForm.
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Your Pay Scheduled Election is successfully submitted to HR.

Form ID: 132549
Employee SMU ID:
Employee Name: it ks

No further action on your part is needed at this time.
To view your election go to my.smu->Employee Self Service homepage-> Faculty Pay Schedule Election Tile-> View Faculty Pay Election eForm.
Please note that if you have submitted multiple forms the most recent submission will be processed.

Please contact SMU Department of Human Resources at 214-768-3311 with any questions.
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Employee Name: it ks

No further action on your part is needed at this time.
To view your election go to my.smu->Employee Self Service homepage-> Faculty Pay Schedule Election Tile-> View Faculty Pay Election eForm.
Please note that if you have submitted multiple forms the most recent submission will be processed.

Please contact SMU Department of Human Resources at 214-768-3311 with any questions.
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