
 

 

 

 

 

How do I access the Special Payroll Authorization Request application? 

How do I add a new Special Payroll Authorization Request? 

How do I edit an existing Special Payroll Authorization Request? 

How do I finalize an existing Special Payroll Authorization Request? 

How do I produce a Special Payroll Authorization? 

How do I cancel a Special Authorization Request? 

How do I view all Pending Special Payroll Authorization Requests? 

How do I view all Finalized Special Payroll Authorization Requests? 

How do I view all Cancelled Special Payroll Authorization Requests?\ 

How do I add/edit proxies? 

 

 

Help Documents for the Request Initiator 



 

 

 

Access to the application is located on the HR website or by entering the address into your internet browser. 

 

Step 1 Open your internet browser (e.g. Internet Explorer, Mozilla Firefox, etc.) 

Step 2 Enter https://web2.uconn.edu/hr/sp in to the internet browser address field. 

Step 3 Enter the UConn NetID into the NetID field.  

 Note:  The NetID consists of your initials and 5 numbers (Example: abc12345).      
                                                      

Step 4 Enter the password associated with the NetID into the Password field (same password as 
Huskymail / Exchange). 

Step 5 Click . 

 

 

 

 

 

 

Back to the top 

 

How do I access the Special Payroll Authorization Request application? 



 

 

 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click Add New Special Payroll Authorization Request. 

 

 

How do I add  a new Special Payroll Authorization Request? 



 

Step 3 Enter the request contact information.  

 

 

 

 Field Description 

Hire/Rehire or Data 
Change? 

Select the type of transaction that is being processed – Hire/Rehire or Data Change. 

If Data Change, please 
explain 

Enter an explanation of the data change if the transaction type selected is Data 
Change. 

 

If Data Change, enter 
previous Request ID (if 
applicable) 

Enter the previous Request ID if the transaction type selected is Data Change and the 
change being processed is on an authorization that has a previous request in the 
SPAR Application. 

Work Department 
Number 

Select the work department number from the drop down menu . 

Campus/Location  Select the work campus/location from the drop down menu . 

Title Select the title from the drop down menu . 

Type of Work Select the type of work from the drop down menu . 

Contact Name Enter the request contact name (first and last). 

Contact Phone Number Enter the request contact’s phone and fax numbers. Click tab to move from field to 
field. 

Contact Fax Number 

Contact Email Address Enter the request contact’s entire email address. 

 



Step 4 Review the information entered and click .  

 

Step 5 Enter the appointment information.  

Step 6 Review the information entered and click . 

 

 

 

 

 Field Description 

Compensation 

     Stipend 

     Hourly 

Enter the stipend and hourly (if applicable) dollar amount. 

Appointment Dates Enter the start and end dates (mm/dd/yyyy). 

State of Connecticut Retiree? 

 

     If yes, Agency Retired   From 

     If yes, Year of Retirement 

Indicate if the special payroll candidate is a State of Connecticut retiree by 
selecting yes or no. 

 

If the candidate is a retiree, enter the agency retired from and year of 
retirement. If no, leave blank. 

 

Current UConn Employee? 

 

      If yes, Employee Type 

      If yes, Appointment Term 

Indicate if the special payroll candidate is a current UConn employee by 
selecting yes or no. 

 

If the candidate is a current UConn employee, enter the employee type and 
appointment term. If no, leave blank. 

 

Dual Employment Indicate if the employee holds other state employment which would make this 
appointment “Dual Employment” by selecting yes or no. 

 



 

Step 7 Enter the appointment funding information.  

Step 8 Review the information entered and click . 

 

 

 

 

 Field Description 

If Teaching, Course #1 

     Course # 

     Course Name 

     Course Credits 

     Course Stipend 

If Teaching is selected as the Type of Work course information will need to be 
entered.   

 

FRS Account Enter the FRS Account number(s) up to 4 different numbers. For each FRS 
number, also indicate the percentage of funding from the FRS number. 

One funding source:  

 

 

Split funding: 

  

Name of Hire Enter the full name of the special payroll candidate (tab to the next field, Last 
First Middle).  If you do not know who you are hiring when initiating the request 
you may leave these fields blank. 



Summary of Duties  

Justification for Appointment 

(Impact to Department if Void 
Not Filled) 

Enter the justification for hiring this individual for this particular special payroll 
appointment. 

 

 

Step 9 View the required attachments by clicking   . 

Step 10 Click Browse to locate and select the file for Attachment #1. 

Step 11 Select the file and click Open. 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Step 12 Click Upload to attach the file to the search request. 

 Note:  Be sure to click Upload. Otherwise, the selected file will not attach to the request. 
                                          

 

 

 

 

 

 

 

 

 

File is attached 



 

Step 13 Add additional attachments as needed by repeating Steps 10-12. 

Step 14 
Click  to submit request to the Department Head. 

Step 15 
Click to confirm submission to Department Head. 

 

 

        The screen below is the confirmation for a successful submission to the Department Head. The Request  
    Number (SP2009017 in this example) is referenced in all system communication as the request is     
    processed through approval levels.  

 

 

 

 

 

 

 

Back to the top 

 



 

 

 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click Edit Existing Special Payroll Authorization Request. 

 

 

How do I edit a Special Payroll Authorization Request? 



 

Step 3 Select the Request Number from the drop down menu. 

Step 4 Click Edit Request Information. 

 

 

 

Step 5 
Review and edit the Request as needed. Click  to move forward pages. 

Step 6 
Click  to save the changes and submit to the Department Head. 

Step 7 
Click  to confirm submission to Department Head. 

 

        The screen below is the confirmation for a successful update to the Department Head. The Request     
   Number (SP2009017 in this example) is referenced in all system communication as the request is      
   processed through approval levels.  

 

 



 

 

Back to the top 

 

 



 

 

Name of Hire Known at Request Initiation 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click Finalize Existing Special Payroll Authorization Requests 

 

 

 

Step 3 Select Request # to Finalize and Click  

 

 

How do I finalize a Special Payroll Authorization Request? 



 

 

 

Step 4 Verify that the correct Request # was selected to Finalize and Click  

 

 

 

 

 

Step 5 Verify that the Request # was finalized. 

 

 

 

 



Name of Hire Not Known at Request Initiation 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click Finalize Existing Special Payroll Authorization Requests 

 

 

 

 

Step 3 Select Request # to Finalize and Click  

 

 



 

 

 

Step 4 Enter Hire Information 

 

 
 

 

 Field Description 

State of Connecticut Retiree? 

 

     If yes, Agency Retired   From 

     If yes, Year of Retirement 

Indicate if the special payroll candidate is a State of Connecticut retiree by 
selecting yes or no. 

 

If the candidate is a retiree, enter the agency retired from and year of 
retirement. If no, leave blank. 

 



Current UConn Employee? 

 

      If yes, Employee Type 

      If yes, Appointment Term 

Indicate if the special payroll candidate is a current UConn employee by 
selecting yes or no. 

 

If the candidate is a current UConn employee, enter the employee type and 
appointment term. If no, leave blank. 

 

*If the candidate is not a current UConn employee, enter the candidate name 
in the text field. 

Dual Employment Indicate if the employee holds other state employment which would make this 
appointment “Dual Employment” by selecting yes or no. 

 

 

Step 5 
Click  

Step 6 Confirm that you want to finalize the request and click Finalize Request button. 

 

 

 

 

 

Step 5 
Verify information entered on payroll authorization is correct and click  

 

 

 

 

 



 

 

 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click View All Pending Special Payroll Authorization Requests. 

 

How do I view pending Special Payroll Authorization Requests? 



 

 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click View All Finalized Special Payroll Authorization Requests. 

 

 

 

How do I view finalized Special Payroll Authorization Requests? 



 

 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click View All Cancelled Special Payroll Authorization Requests. 

 

 

 

 

 

 

How do I view cancelled Special Payroll Authorization Requests? 



 

 

 

Step 1 Log into the Special Payroll Authorization Request application. 

Step 2 Click Add/Edit Proxies 

 

 

 

 

 

 

 

How do I add/edit proxies? 



 

Step 3 

Click  

Step 4 Enter NetID of Proxy and Select Permissions from drop down menu. 

 

 

 

 

 

 

Step 5 

Confirm that you want to update your proxies and click  

 

 


