[image: image1.png]


County of San Bernardino

ON DEMAND PAY REQUEST


The On Demand Pay (ODP) Request is used to request payment to an employee outside of the regular pay cycle. 
REFERENCES

Current County Memoranda of Understanding (MOU)

FORMS REQUIRED




MANDATORY FIELDS

On Demand Pay Request( 




All


Time Sheet Amendment( 


GENERAL INFORMATION


In a situation where an employee has been underpaid by seven and one-half percent (7½%) or more of their base pay in the immediately preceding pay period, through no fault of their own, the employee may request an ODP to correct the error.  The department payroll specialist shall complete the ODP and forward it, along with the approval of the appointing authority, to EMACS-Payroll within (1) working day of receipt of the employee’s request.  EMACS-Payroll shall pay the employee the amount due within two (2) working days of receipt of a valid ODP from the department.  Base pay shall be determined by multiplying the employee’s base rate of pay by the employee’s standard hours as listed in Job Data.
A Time Sheet Amendment must accompany the On Demand Pay Request. 

An On Demand Pay Request produces a direct deposit into the employee’s Balance Account. If an employee does not have a current balance account, an actual paper warrant will be issued that can be either mailed or picked up by the employee.   

Only the employee who appears as the payee on the On Demand Pay Request may pick up the warrant.

Checks (warrants) will not be released without a valid government issued picture ID, such as a driver license (employee’s department badge/ID is not a valid ID).  Prior to sending an employee to EMACS-Payroll confirm that the warrant is available for pick-up by checking the On Demand Pay Request Log in Outlook.

Complete the form as follows:

employee information
Term Effective Date  

List the employee’s termination effective date if applicable
Military Leave

Check this box if the employee is on military leave for the time frame being adjusted

State Disability Insurance (SDI)

Check this box if adjustment is correcting a pay period in which the employee received SDI payment(s), even if the request is not asking to adjust the disability dollars.  Copy(ies) of the SDI check(s) must be attached.

Short Term Disability (STD)

Check this box if adjustment is correcting a pay period in which the employee received STD payment(s), even if the request is not adjusting the disability payment. Submit form to EBSD-Leaves Team to determine if these hours will affect the disability payment.  EBSD-Leaves Team will forward the form to EMACS-Payroll. 

Workers’ Comp (WC)

Check this box if adjustment is correcting a pay period in which the employee was eligible for WC, even if the request is not asking to adjust WC dollars 

Pay Period

List the pay period that is being adjusted

LEAVE BALANCE SECTION
When adjusting leave, enter the leave balance available prior to the pay period being corrected and the current leave balance available for each type of leave being corrected.  Do not list leaves that are not being corrected.

In the pay period column, list the pay periods which correspond to the leave balances listed

FROM QUERY/PAYCHECK DATA SECTION 
Week

Indicate Week 1 or Week 2 within the pay period.  Employees in pay group C07 must have the adjustment split between Week 1 and Week 2.  All other pay groups must list 1/2 to identify both weeks, as the employee’s time will show for the entire pay period.  The employee’s Pay Group can be found in Job Data on the Payroll panel in EMACS.

Query

All departments who have access should run the public query SB_PAYROLL_CLK_EARN_BY_BGN. This query will enable the user to see all updated corrections made for a specific date range.  If the employee did not receive any earnings, “No matching values were found” will be displayed in the query window for the pay period specified.
Earn Code

This is the three-digit code listed on the Query or in Paycheck Data. It is not the code listed on the Time Sheet Amendment. Ensure all Earn Codes are listed, with the exception of ECB (Earnable Comp Base) and RTC (Retirement Cash).

Units/Dollars

List all units and/or dollars as listed on the Query or in Paycheck Data. Ensure the two digit decimal is included. 
PAYCHECK DATA SHOULD BE
This section should show what the employee’s paycheck data should have looked like had the employee been paid correctly during the regular pay period. 
Earn Code

This is the three-digit code listed on the Query or in Paycheck Data. It is not the code listed on the Time Sheet Amendment. Ensure all Earn Codes are listed, with the exception of ECB (Earnable Comp Base) and RTC (Retirement Cash).

Units/Dollars

List all units and/or dollars as listed on the Query or in Paycheck Data. Ensure the two digit decimal is included. 

PAY PERIOD DATES

List the begin and end dates for the pay period that is being paid. For C07 employees, dates must be listed by week, for all other employees, list the full two week pay period dates.
REQUESTED CHANGE(S)

This is the difference that is owed to the employee. This is the difference between ‘Paycheck Data Should Be’ section and the ‘From Query/Paycheck Data’ section. If the difference is negative, parenthesis is required (i.e. (8.00)). 
Earn Code

This is the three-digit code listed on the Query or in Paycheck Data. It is not the code listed on the Time Sheet Amendment. Ensure all Earn Codes are listed, with the exception of ECB (Earnable Comp Base) and RTC (Retirement Cash).

Units/Dollars

List all units and/or dollars as listed on the Query or in Paycheck Data. Ensure the two digit decimal is included. 

REASON FOR REQUEST  

This section is used by the department to document why the On Demand Pay Request is being requested (i.e. time coded in error, TIME not turned in, employee not keyed on system, etc.).  “Employee not paid” is not a valid reason.   

An On Demand Pay may not be issued for the following reasons:

· Overtime

· Differential (flex dollars, bilingual, auto allowance, SAC pay, etc)

· Retro pay (promotions and steps)

· Cashouts

· Prior pay period 

· Request for less than 7.50% of normal base wage

· Termination payoff

EMACS-Payroll will give first priority to employees who did not get paid at all when several ODP Requests are being processed.

Taxes will be withheld based on the employee’s tax withholding information on file in EMACS when the ODP Request is issued.    

PAYROLL SPECIALIST RESPONSIBILITIES

· Submit appropriate paperwork to EMACS-HR or EBSD-Leaves Team to initiate changes to Job Data, as needed

· Audit form for completeness

· Audit and attach Amended Time Sheet Amendment 
· Fax to EMACS-Payroll within one (1) working day using the On Demand Pay Request fax coversheet

· Retain original for department file

· Verify on the Outlook Log the On Demand Pay Request was received and completed.  Refer to Outlook Log Exhibit
· Notify employee that warrant is ready for pick-up once confirmation is received from EMACS-Payroll, if applicable
· Ensure employee has a valid government issued picture ID for warrant pick-up, if applicable
RELATED FORMS/Procedures

Job Action Request (JAR) (
Leave Request for Extended Sick and Special Leave(
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