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Create Addi onal Payment 
(Add Pay) for *BYOP S pend 
 

If you have a Biweekly staff member who meets the criteria of the Staff Mobile Phone Policy and chooses to receive the 
$50 monthly s pend, follow these steps to create a recurring Addi onal Payment. *BYOP commonly known as bring-
your-own-phone. 
 
Before crea ng an Addi onal Payment in Aurora, this Mobile Phone Request Form must be approved by the FAS 
Administra ve and Finance Dean’s office. Please submit the form via email to adminops@fas.harvard.edu 
 

To enter an Addi onal Pay, you will need to take the following steps in Aurora: 
1. Login into Aurora system via h ps://aurora.fas.harvard.edu/login 

2. Hover over the Create New Ac on tab and select Addi onal Pay (Add Pay) 

3. Enter the Name or HUID of the Biweekly staff member and click on Search. Press Select on the appropriate 
employee for which you are crea ng the addi onal pay ac on 
 

 

      Search by Name      Search by HUID 
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4. Complete the following fields in order on the New Ac on - Addi onal Pay screen: 

 
 Type of Payment: Recurring 
 
 Date Earned: Date of Approval (Es mated Effec ve Date field  

will be greyed out un l the Date Earned field is completed) 
 
 Earnings Code: MDS (Mobile Device S pend)  
 
 Pay Period Amount: $23.07 (to reflect the 26 pay periods) 
 
 Pay Un l: Please use June 30th of current fiscal year.  
 (Es mated End Date field will be greyed out un l the Pay Un l   
   field is completed) 
 
• Reason: For example: Role requires staff member to be  
 rou nely available while in remote loca ons 
 
 Processing Department: please indicate your department 
 
 Cos ng: Cos ng: Object Code 8510 (Telephone &   
   Telecommunica ons) is prefilled. Click "Add/Modify" to add     
 your other chart string segments 
 
 Ac on Comments: Enter "Mobile Device S pend” 

 
5. Press Submit 

6. The Addi onal Pay ac on will enter the Aurora Approval workflow upon submission. *Reminder: before crea ng 
an Addi onal Payment in Aurora, this Mobile Phone Request Form must be approved by the FAS Administra ve 
and Finance Dean’s Office. Please submit the Mobile Phone Request Form via email to 
adminops@fas.harvard.edu  
 

7. Recommended: Track this ac on by naviga ng Ac ons and click on View Ac ons. It will appear under My 
Pending Ac ons 

 
8. For any ques ons regarding the process, please contact your FAS Payroll Representa ve 

h ps://finance.fas.harvard.edu/people/people-groups/payroll-services 
 


