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Stipend/Bonus Process Guide  

Introduction 
This guide includes general information that users should know for logging onto OnBase and submitting a 
Stiped or Bonus Action request 

Steps to follow 

• Review browser compatibility 

• Enable Pop-ups 

• Consider the prerequisites and assumptions  

• Log onto OnBase  

• Fill the required information and submit the Stipend or Bonus Action request for approval 

• Identify the next steps and resources available  

Review browser compatibility 
We recommend utilizing Chrome, Firefox, or Safari. Google Chrome (most current version) provides the 
most stable performance using OnBase. 

 

Browser Operating Systems 

Chrome Windows / Mac / Android / iOS 

Firefox Windows / Mac 

Safari Mac / iOS 

Internet Explorer Windows 

Microsoft Edge Windows 

 

Enable pop-ups 
Many web browsers include pop-up blockers. Sometimes, these pop-up blockers are on by default. Pop-
up blockers prevent some interface elements from displaying. We recommend to enable pop-ups to use 
all the features of the system. 
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Prerequisites and assumptions 
We encourage users to review the appropriate Collective Bargaining Agreements (CBA) and Updates 
before submitting a stipend or bonus request. The stipend and/or bonus eligibility is based on the 
bargaining unit. See the following link for Collective Bargaining Agreements and Updates: 
https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Pages/collective-
bargaining-agreements.aspx 

 

Logging onto OnBase 

You will need to visit the CSUN webpage: https://www.csun.edu/ 

If you have Pop-up Blocker enabled by default, you can allow pop-ups for OnBase. 

1. Navigate to MyCSUN and select CSUN Portal. 

 
2. Enter your CSUN credentials to log in. 

 
 

 

 

 

 

https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Pages/collective-bargaining-agreements.aspx
https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Pages/collective-bargaining-agreements.aspx
https://www.csun.edu/
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3. Navigate to the HR tab and select Forms & Policies 

 
4. Select Employee Forms. 
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5. Select the HR Stipend/Bonus Request Form to access OnBase 

 

Fill the required information and Submitting a Stipend Request 
It is required to have the employee’s current information to fill the form: Employee ID# and Current Base 
Salary before starting the process.  

 

1. The Submitter information will default to your user account details (Do not edit this section). 

2. Select the appropriate radio button for the transaction you wish to initiate. 

 
3. Complete the Employee information section (enter the details of the employee who is to receive 

the stipend or bonus). 
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4. Complete the Stipend information by selecting New (for a new stipend) and Change (to modify 
an existing stipend). 

 
5. Selecting New or Change will open the Stipend details section of the form. 

 
6. The Stipend Type will default to the appropriate union based on the employee receiving the 

stipend. You will need to complete all the fields listed below. 

a. Starting Pay Period Month 

b. Starting Pay Period Year 

c. Ending Pay Period Month 

d. Ending Pay Period Year 

e. Employee’s Base Compensation as of Stipend Start Date 

f. New Stipend Dollar Amount 

g. New Stipend Percent of Base Compensation will auto-generate based on the New 
Stipend Dollar Amount figure. 

h. Reason for Stipend (This section will be included in the final memo to the employee) 
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7. Completed Example: 

 
8. Select Attach Document to include supporting materials. (This is optional and can be used to 

provide additional justification to HR; this will not be attached to the final memo to the 
employee) 

 
9. Select Submit at the bottom of the form to complete the request.  

 
 

Making a Change to a Previously Approved Stipend 

1. To make a change to a previous stipend, you will select the Change radio button. 

 
2. You will now need to complete the following fields: 

a. Previous Starting Pay Period Month 

b. Previous Starting Pay Period Year 

c. Previous Ending Pay Period Month 
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d. Previous Ending Pay Period Year 

e. Previous Stipend Dollar Amount 

f. Previous Stipend Percent of Base Compensation 

3. Completed Example: 

  
 

4. Select Submit at the bottom of the form to complete your request. 

  

Submitting a Bonus Request  

1. You will select the Bonus radio button and complete the bonus section 

2. Complete the Bonus Information Section. 

3.  
a. Pay Period Month 

b. Pay Period Year 

c. Employee’s Base Compensation as of Bonus Pay Period 

d. Bonus Dollar Amount 

e. When will the work be performed?  
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f. Reason for Bonus (Note: This section will be included in the final memo to the employee.) 

 

4. Select Attach Document to attach supporting materials. 

 
5. Select Submit at the bottom of the form to complete your request. 

 
 

Next Steps 
• The request is routed through the automated approval process, which includes collecting the 

necessary signatures and reviewing the information. 

• The determination of the request (denied or approved) will be sent by an automated e-mail to 
all parties in the approval process. 

Resources 

• HR Class and Comp: https://www.csun.edu/careers/compensation-classification-guidelines  

• For any questions, please e-mail HR Classification & Compensation at hrclass-comp@csun.edu  

https://www.csun.edu/careers/compensation-classification-guidelines
mailto:hrclass-comp@csun.edu
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