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Correcting Postdoc Transactions in GFS  

When updating postdoc financial support retroactively, meaning for a pay period or a month that is 
already complete, additional steps are necessary to ensure the correct amount is reflected in all 
affected systems.   
 
The Graduate Financial System (GFS) system manages salary transactions for the current pay period 
only.  Similarly, GFS manages stipends and other payments for the current month only.  Retroactive 
GFS corrections to salaries, stipends, and other payments, to PTA or amount, are not automatically 
sent to the payroll system and thus require additional steps to correct. 

Important Considerations: 
 

 The postdoc’s support must meet postdoc minimum funding levels at all times, and GFS must 
contain an accurate record of the support the postdoc should have received.  For example, if 
support is awarded to a postdoc retroactively, it must be entered in GFS for the period that it 
should have been paid.  Adding a missed payment to a future pay period in GFS is not 
permitted. 

 Retroactive corrections may affect how a postdoc’s benefits are paid.  Please notify Postdoc 
Benefits by emailing the details to postdocbenefits@stanford.edu. 

 Make note of scenarios which may result in the postdoc being required to pay back some or all 
funding; in these cases, Payroll must be contacted in order to calculate the repayment amount. 

 Any corrections to postdoc pay must first be initiated by correcting pay lines in GFS.  That is, 
no corrections should be made in Oracle until GFS has been appropriately updated. 

 If at any point from the start date, the pay type, amount, and PTA were correct, do not cancel 
the entire pay line.  Simply enter a termination date using the last day in which the pay was 
correct.  Any new pay lines should then start on the day following that termination date.  
(Starting a new line on the same day as the termination of an old line will cause the Postdoc to 
be overpaid.) 

Types of Retroactive Corrections: 

Issue 1:  Missed payment to the postdoc (late GFS entry) 

1. Enter the missing pay line in GFS using the missed start date.  The end date may be in the past or 
in the future (in which case, the future payments will be paid out for future pay periods 
automatically). Save and Submit for approval.  Note:  Payroll will verify that the Aid Line in GFS 
has been updated and approved prior to issuing payment. 

2. If the missed payment was: 
a. Salary:  Submit a GFS Off-Cycle Check Webform to Payroll to request a Will Call Check.  If the 

mailto:postdocbenefits@stanford.edu?subject=Retroactive%20Corrections
https://web.stanford.edu/group/fms/fingate/staff/payadmin/quick_steps/request_offcycle_check.html
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pay is not urgently needed, you may request One-Time-Payment (OTP) to add money to the 
postdoc’s next regular paycheck.   

b. Stipend or Other Payment:  Submit a Services Request ticket to Payroll to request payment.  
Include the postdoc’s name, ID #, the amount to be paid from GFS, the PTA(s), the dates, and 
whether you would like the stipend issued as a Will Call check (available on Friday of the same 
week) or to be added to the postdoc’s next month’s stipend. 
 

Issue 2:  A GFS pay line was not ended in time (overpayment) 

1. Edit the Aid line in GFS and enter the appropriate termination date.  The system will calculate the 
correct gross pay amount based on the termination date (No need for you to manually adjust 
amounts).  Save and Submit for approval.  Note:  Payroll will verify that the Aid Line in GFS has 
been updated and approved prior to making adjustments. 

2. (ALL Support Types)  Submit a Services Request to Payroll to request a tax-adjusted repayment 
calculation.  Include the student’s name, ID #, the amount overpaid from GFS, the PTA(s), and the 
dates, and Payroll will work with you on the correction. 
 

Issue 3:  The PTA entered is now wrong, but the amount and aid type are correct 

1. Edit the pay line in GFS and enter the correct PTA.  Save and Submit for approval. 
2. If the aid type was: 

a. Salary: Complete a Labor Distribution Adjustment (LDA) in Oracle Financials. 
b. Stipend or Other Payment:  Complete an iJournal transfer in Oracle Financials. 

If the PTA was correct for a time, but has now changed, Edit the Aid line in GFS and enter the 
appropriate termination date.  Enter a new pay line with a start date that the new PTA takes effect.  
Save and Submit both lines for approval. 
 

Issue 4:  The amount is wrong, but the aid type is correct 

1. Cancel the GFS pay line that has the wrong amount by clicking the box to the right of the line, then 
click Cancel.  Enter a new aid line with the same dates, PTA, and the new amount.  Save and 
Submit for approval. 

2. If the postdoc was: 
a. Underpaid: Follow the instructions for Issue 1, step 2. 
b. Overpaid: Follow the instructions for Issue 2, step 2. 

http://web.stanford.edu/group/fms/fingate/staff/payadmin/quick_steps/request_onetime_pay.html
https://stanford.service-now.com/finance_payroll_services?id=sc_cat_item&sys_id=741a60dc13d64b008a9175c36144b02e
https://stanford.service-now.com/finance_payroll_services?id=sc_cat_item&sys_id=aca7e05c13d64b008a9175c36144b066
https://web.stanford.edu/group/fms/fingate/staff/payadmin/quick_steps/create_labor_schedule.html
https://web.stanford.edu/group/fms/fingate/finsystem/iJournals/howto/create_new_journal.html
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Issue 5:  The payment was made via the wrong support type, e.g., Paid as Salary but 
should have been Stipend, or vice versa 

Paying a postdoc with the wrong support type requires that the postdoc pay back the University and that 
the new funding be paid out separately—this is because you cannot transfer funds between support types.  
In general, a department will usually pay out funds from the new support type first so that the postdoc 
has money to pay back the old funding. 
 

1. Cancel the GFS pay line that has is wrong by clicking the box to the right of the line, then click 
Cancel.  Enter a new pay line with the correct support type using the same dates, PTA, and 
annual amount 

2. (ALL Support Types)  Submit a Services Request to Payroll to request a tax-adjusted 
repayment calculation.  Include the student’s name, ID #, the amount entered in GFS, the 
PTA(s), and the dates, and Payroll will work with you on the correction. 

3. Follow the instructions for Issue 1, step 2 to pay the Postdoc from the new support type. 
 

https://stanford.service-now.com/finance_payroll_services?id=sc_cat_item&sys_id=aca7e05c13d64b008a9175c36144b066

