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Subject: Changes to Payment Process: Research Assistantship and Mitacs Scholarships

As part of the University’s ongoing commitment to improving HR services, we are excited to launch UWinsite People (UWP),
our new Human Resource Information System. The transformation to UWP is a significant milestone for our campus
community. It is important for you to understand how your HR processes—particularly payments for Research and Mitacs
Scholarships—will be impacted to ensure a smooth transition. For additional information on the UWinsite People Project,
please visit our UWinsite People website.

Research and Mitacs Scholarship Payments:

Effective December 1, 2024, payments for Research and Mitacs Scholarships will transition from being processed through
Payroll to being processed through Accounts Payable. This new process reduces the paperwork scholarship recipients are
required to complete, eliminating the previous requirement for HR to create additional employee records. By streamlining
administrative processes, the goal is that payments will be received on a timelier basis.

How to Initiate the New Payment Process:

1. Submit UWinsite Finance Ticket: The Principal Investigator (PI) or their delegate submits a ticket to set up the
recipient as a supplier in the UWinsite Finance system. Once a recipient is set up as a supplier initially, no
additional setup will be needed for future payments to them.

2. Complete Required Scholarship Form: Complete the required Research Assistants — Scholarships Graduate
Student or Mitacs Research Internship Form and attach the completed form to the Payment Requisition.

3. Submit Payment Request: Once the supplier setup is complete, the Pl or their delegate submits a Payment
Request.

4. Review by Research Finance: The Payment Request is reviewed by Research Finance for budget approval and
compliance.

5. Receive the Payment Request in UWinsite Finance: Once all approvals are received, the Requestor will “Receive”
the Payment Request and forward to Accounts Payable for processing.

6. Payment Processing: Once processed through Accounts Payable, Payments are made via Electronic Funds Transfer
(EFT) directly to the students’ bank accounts.

Key Benefits of the New Process:

e Efficient Payment Processing: Payments will be made to students' bank accounts bi-weekly via Electronic Funds
Transfer (EFT), ensuring prompt and accurate disbursement.

e Streamlined Administration: No need to create an employee record for scholarship recipients, lessening the
paperwork burden on the student(s).

e New RA Scholarship Form: Please also take a moment to review the “updated” Research Assistants — Scholarships
Graduate Student Approval Form, now located on the Research Finance website. Approval from AAU and Research
Finance will now be handled within UWinsite Finance through automated approval routing, triggered when the
Payment Requisition is submitted.

e Tax Compliance: Payments will be properly classified as non-employment income, with T4A forms issued by Accounts
Payable to recipients in compliance with tax regulations.

Further Information:

Detailed information regarding the issuance of Research Scholarships can be found on the Research Finance website. Also,
please see the knowledge-based article (KBA) that contains step-by-step instructions related to requesting payments for
Research and Mitacs Scholarships.
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Training will be provided in the coming weeks. Please RSVP for one of the webinars, providing an overview of the new
process.

e Tuesday, Dec.10,at10—11 a.m.
e Thursday, Dec. 12, at 10—11 a.m.

Please note the sessions will be recorded. If you cannot attend, please sign up for one session so that the video will be
emailed to you.

If you have any questions about the new payment process, please contact your Project Manager. For general inquiries, feel
free to reach out to Research Finance at resfinance@uwindsor.ca. Thank you for your cooperation and commitment to
making this transition a success.
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