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Accessing and Downloading the Template 

1) The One Time Payment (OTP)/Payroll Input submission template can be found on HR Zendesk 
site: Click Here This will be the most up-to-date version of the template.  

2) Click the xlsx attachment at the bottom of the article to download the template. 
 

https://medlinehr.zendesk.com/hc/en-us/articles/27498054572813-One-Time-Payment-Payroll-Input-Submission-Template


Completing the Template 
 

1) After downloading the template, open the document to populate and complete the template. 
2) In cell B2, select your department, and in cell B4, select the earnings code you are submitting.  

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 
3) Populate columns A through K for the employee(s) to receive the payment. Note: All fields are 

required. 

a. Employee ID 
b. Employee Name 
c. Pay Group 

d. Earnings/Deduction Code (can be referenced from cell B4) 
e. Amount 
f. Coverage Start Date (YYYY-MM-DD) 

g. Coverage End Date (YYYY-MM-DD) 

h. Effective Date (YYYY-MM-DD) 

i. Employee Visibility Date (YYYY-MM-DD) 
j. Scheduled Payment Date (YYYY-MM-DD) 
k. Ongoing Input 

l. Send to Payroll 

 
4) Save completed template in your files, you will attach it to a Zendesk ticket for processing. 



Submitting the Template to HR Shared Services 
 

1) Completed templates can be submitted to HR Shared Services for processing via HR Zendesk: 
Click Here 

2) Choose “Workday –EIB/Mass Request Form (Compensation, Job, OTP, Organization, 
Position)” from the Submit a Request drop down. 

 

 

3) Please select your Country/Region from the drop down 

 

 

4) Please select if your update is a new update or a correction to a previously processed update 

https://medlinehr.zendesk.com/hc/en-us/requests/new


 
5) Approval for earnings must be attached to the ticket – then select Yes that you have 

attached your EIB request template 

 
 

 

 
 

 
 

 
6) Provide a ticket Subject and Description 

 



7) Select “Add File” or drag files to form to attach submission template and approval if required. 
 

 
8) Select “Submit” to complete your request. 

 

 

 
9) You will receive an email from HR Zendesk indicating a ticket has been created. The email will 

include the ticket number, ticket summary, and a link to HR Zendesk to view the status of your 
request. 

• Note: Any updates or follow up from the HR Shared Services team will be received as 

emails from HR Zendesk as well. 



 
 

10) You will receive a final email from HR Zendesk when your request is SOLVED. This is 
confirmation the template has been loaded and processed in Workday. 

 


