SOUTHERN ILLINOIS UNIVERSITY EDWARDSVILLE

OFFICE OF HUMAN RESOURCES

Payroll/Benefits Exception Reporting Form Instructions

To allow employees to communicate Payroll or Benefits problems to the proper department and avoid time waiting while issues are being researched in the Banner system, HR would like to offer the Payroll/Benefits Exception Reporting form: http://www.siue.edu/humanresources/forms/pdf/PayBenExceptRpt.dot 

Employees should complete the Payroll/Benefits Exception Reporting form if they notice a discrepancy on their paycheck.  Please be sure to indicate the payroll number affected, check  the topic the issue is related to, and provide a brief explanation of the problem.  Employees should indicate how they wish to be contacted, by e-mail or phone.  Please e-mail the form to payrollhr@siue.edu for Payroll problems and benefitshr@siue.edu for Benefit problems.  If employees would like to send a copy of an attachment, please mail it to the Office of Human Resources Campus Box 1040 or drop it by the office on the 3rd Floor of Rendleman Hall, Room 3410.  Please note that the attachment is in support of a Payroll/Benefits Exception Reporting form.
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