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County of San Bernardino

PAYROLL ADJUSTMENTS


Pending Current Revision.

Some procedures in here are incorrect. If you have questions or concerns, please contact your Pay Tech.(12/09/2014) FH
Payroll Adjustments (PA) are used to request an amendment of an employee’s prior paycheck data.  The four types of PA's are Additional Pays, Base Rate of Pay Change, Flex Additional Pay, and Miscellaneous.

REFERENCES 

Current County Memoranda of Understanding (MOU)

General Information

Overpayment

When an employee receives an overpayment, they shall be obliged to repay by payroll recovery the amount overpaid within the time frame the overpayment was received.  The employee shall be provided notification showing the calculations of the overpayment prior to the payroll recovery.

Note: A copy of this notification must be attached to the payroll adjustment submitted to EMACS-Payroll by the department.  Refer to Payroll Adjustments article of the appropriate MOU
ADditional payS

FORMS REQUIRED
MANDATORY FIELDS

Payroll Adjustments – Additional Pays(


All

General Information

Additional pays are given based on appropriate paperwork being submitted to EMACS-HR to update EMACS.

The PA - Additional Pays form is used for adjustments prior to 1999 ONLY.  The retro process will automatically calculate the appropriate retroactive adjustment for pay periods 1/99 to present.

Additional pays include, but are not limited to, Bilingual Pay, Automobile Allowance (Auto) and Special Assignment Compensation (SAC).

Note: In order to be eligible for additional pays (excluding FLEX) the employee must have received some portion of the base salary for the pay period being corrected.  An employee who did not receive any paid time is not eligible for additional pays.

The PA – Additional Pays does not require a Time and Labor Report (TLR) or Time and Labor Claim (TLC).  

If multiple pay periods are being corrected use the Additional Pays Continuation page.

DEFINITIONS

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 the total pay period amount in either Week 1 or Week 2.  Pay group can be found in Job Data on the Payroll panel in EMACS.

Emp Paid

Check this box if the employee received any portion of base salary

Bilingual, Auto, SAC

Enter the numeric portion of the earnings code on the blank line within the header.  Write the amount the employee would receive.  Employees in pay group C07 must have the adjustment split between Week 1 and Week 2.  All other pay groups must list the total pay period amount in either Week 1 or Week 2.

Other

Indicate any other additional pay earnings code(s) to be processed.  Employees in pay group C07 must have the adjustment split between Week 1 and Week 2.  All other pay groups must list the total pay period amount in either Week 1 or Week 2.  Pay group can be found in Job Data on the Payroll panel in EMACS.

Pay Period

Use dates from the Gross-to-Net report or Payroll Master Calendar for the year(s) being requested

PAYROLL SPECIALIST RESPONSIBILITIES

· Audit form for completeness

· Attach original Payroll Adjustments Approval to PA and submit to Employee Relations–HR (0440) for approval.  Employee Relations-HR will sign and forward to EMACS-Payroll.

· Retain copy for department file

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/Procedures

Automobile Election

Bilingual Compensation

Special Assignment Compensation (SAC) - Exempt

Temporary Performance of Higher Level Duties

BASE RATE OF PAY CHANGE

The PA - Base Rate of Pay Change form is only used to correct an employee’s pay due to a change in base rate of pay for years prior to 1999.

Forms required 




MANDATORY FIELDS

Payroll Adjustments - Base Rate of Pay Change(

All
General Information

All changes made to an employee’s base rate of pay must be processed by EMACS-HR by submitting appropriate paperwork before a PA can be completed.

The PA - Base Rate of Pay Change form is used for adjustments prior to 1999 ONLY.  The retro process will automatically calculate the appropriate retroactive adjustment for pay periods 1/99 to present.

Note: If an employee is due dollars for SAC along with a Base Rate of Pay Change, the PA - Additional Pays form is not necessary.  All changes can be made on the Base Rate of Pay Change form.

If multiple pay periods are being corrected use the Base Rate of Pay Continuation page.

Definitions

Active

Check this box if employee is currently working or on a leave status

Terminated

Check this box if the employee is terminated and list the termination effective date

Step, Promotion, Demotion

Check appropriate box for type of action which caused the change in base rate of pay

For Pay Period(s)

List the beginning and ending pay periods

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 the pay period amount in either Week 1 or Week 2.  Pay group can be found in Job Data on the Payroll panel in EMACS.

Legacy Codes (this refers to the IRMA System)

Use the numeric codes under TYPE in the Payroll History (Old) in EMACS or from the Gross-to-Net report

Units

List units from Payroll History (Old) in EMACS or from the Gross-to-Net report

Paid @ BRP

List the original base rate of pay used to generate the paycheck data

New BRP

List the corrected base rate of pay the employee is to receive based on the step, promotion, or demotion

Difference

Calculate, line by line, the difference in the base rate of pay

Pay Period Begin & End

Use dates from the Gross-to-Net report or the Payroll Master Calendar for the years requested

PAYROLL SPECIALIST RESPONSIBILITIES

· Audit form for completeness

· Attach original Payroll Adjustments Approval to PA and submit to Employee Relations-HR (0440) for approval. Employee Relations-HR will sign and forward to EMACS-Payroll.

· Retain copy for department file

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/Procedures

Demotion

Pay Step Advance Notice Report(
Promotion

FLEX ADDITIONAL PAY

The PA – Flex Additional Pay form is used to pay flex dollars for employees on leave who are scheduled for at least 40 hours per pay period and have coded less than one-half plus one hour of their scheduled hours.

Forms required





MANDATORY FIELDS

Payroll Adjustments – Flex Additional Pay(


All 

General Information

All appropriate leave paperwork must be submitted to EBSD-Leaves Team prior to processing a PA.

All pay periods that the employee did not receive flex dollars while out on leave should be listed on PA - Flex Additional Pay form.

Employees are eligible to receive six (6) pay periods of flex (benefit plan dollars) while out on an approved medical leave of absence, and 20 pay periods while out on an Occupational Injury/Illness.

Note:  Do not use this form for employees who are not on leave but have lost flex dollars because they have coded less than one-half plus one hour of their scheduled hours.  The Payroll Adjustments - Miscellaneous form must be used.

If multiple pay periods are being requested use the Flex Additional Pay Continuation page.

PAYROLL specialist RESPONSIBILITIES

· Audit form for completeness

· Retain copy for department file

· Submit to EBSD-HR (0440) for approval.  EBSD-HR will sign and forward to EMACS-Payroll.

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/Procedures

Leaves

Leave Request for Extended Sick and Special Leave(
MISCELLANEOUS

Forms required 




MANDATORY FIELDS

Payroll Adjustment – Miscellaneous(


All

General Information

The PA - Miscellaneous is used to correct an employee’s pay which was paid in error in a prior pay period.  These corrections are limited to increases and decreases in hours coded on the TLR or TLC.  

This form may also be used if the employee fulfills the requirement to receive flex dollars.  Example: The original hours were coded as less than 41 hours and flex dollars were lost.  The PA is correcting the hours to 80 and now the employee is eligible for flex dollars.

Note: Do not use this form for employee’s who have lost flex dollars due to an eligible leave.  The PA - Flex Additional Pay form must be used.

An original amended TLR/TLC must accompany the PA - Miscellaneous form.

DEFINITIONS

Active  

Check this box if employee is currently working or on a leave status

Terminated  

Check this box if employee is terminated and list the termination effective date

Non-Disability  

Check this box only if the employee is not on military leave, or is not applying for or receiving State Disability Insurance (SDI), Short Term Disability (STD) or Workers’ Compensation (WC) for the time being corrected.

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 asking to adjust the disability dollars. Submit form to EBSD-Leaves Team (0440) to determine if these hours will affect the disability payment.  EBSD-Leaves Team will forward 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 

For Pay Period(s)

List the pay period(s) that are being adjusted.  If correcting data for a pay period that is 13 or more pay periods prior to the request, a Payroll Adjustments Approval must be completed.  Refer to Payroll Adjustments Approval procedure

Leave Balance Section

When adjusting leave, enter the leave balance available prior to the pay period being corrected and the leave balance available for the current pay period 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.

Example: If you are processing an adjustment in pay period 6/04 and the PA is correcting pay period 3/04, the leave balances section must show the leave balance in pay period 2/04 and the balance in pay period 5/04 for the leave being corrected.

Note: If adjusting leave more than three (3) pay periods prior to the request, or if reducing paid hours, a Leave Accrual and Adjustment Worksheet must be completed.  Refer to Leave Accrual and Adjustment Worksheet procedure

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, as the employee’s time will show for the entire pay period.  Pay group can be found in Job Data on the Payroll panel in EMACS.

From Query/Paycheck Data Section 

Query

All departments who have access should run the public query SBQ011 (Payroll Clerk Earn by Bgn).  This query will enable the user to see all updated corrections made for a specific date range.  All earn codes and units/dollars listed on the query should be listed on the PA, with the exception of ECB (earnable comp), and RTC (retirement cash pay).

Note: If the department does not have access to the above public query, complete this section using Paycheck Data or the Payroll Register (PAY002).  List any corrections completed from a prior PA for the pay period being adjusted.  The adjustment can be written as: REG 30.00, PVC 10.00, PSL 5.00, REG –5.00 or like earn codes can be grouped together such as REG 25.00, PVC 10.00, PSL 5.00.

Earn Code

List codes from the extreme left-hand side of the Paycheck Data panel or the query.  Time Reporting Codes (TRC) should not be used.  All codes, except RTC and ECB must be listed even if no changes are being made.

Units/Dollars

List all units or dollars from the Paycheck Data panel or the query

Note: If a PA - Miscellaneous has already been processed and the need arises for another adjustment, data from the query must be listed.  If the department does not have access to the query, list the units/dollars from Paycheck Data and any PA previously processed related to the pay period being adjusted.

Amended TLR Section

TRC Codes

List the TRC codes from the amended TLR/TLC in Week 1 and Week 2

Units

List the number of hours which correspond to the TRC codes

Note:  Group TRC codes together.  For example, if the TLR is coded using day 3 through day 7 with the TRC code REG for 8 hours each day, REG 40.00 should be listed.

Paycheck Data Should Be Section

Earn Codes

List the earn code(s) that should be paid for this adjustment.  This may involve determining overtime, comp time and shift differential, as needed.  TRC codes from the amended TLR must be converted to earn codes.  If no change is needed, the word SAME must be written.  Do not leave blank.  Refer to TRC Codes to Earning Codes Translation Exhibit on the EMACS Website

Units/Dollars

List all units or dollars that the adjustment will affect based on the amended TLR/TLC, including flex dollars.   If no change is needed, the word SAME must be written.  Do not leave blank.

Pay Period Dates Section 

Begin

List the first day of the pay period.   For pay group C07, list the begin date of Week 1 and the begin date of Week 2.  For all other pay groups list the begin date for Week 1.  Pay Group can be found in Job Data on the Payroll panel in EMACS.

End

List the last day of the pay period.  For pay group C07, list the end date of Week 1 and the end date of Week 2.  For all other pay groups list the end date of Week 2.  Pay Group can be found in Job Data on the Payroll panel in EMACS.

Requested Change(s) Section

Earn Codes

Compare From Query/Paycheck Data column with the Paycheck Data Should Be column.  Only list the earn codes being adjusted, positive or negative.  Do not list codes that are not affected by this change. 

Units/Dollars

List the units or dollars being adjusted as a positive and/or negative number as appropriate.  Always include two (2) digits after the decimal.

Reason for Request

This section is used by the department to document why the request is being submitted.  A specific reason for the request must be provided.

Helpful Information

1. If the employee lost the holiday due to not having enough hours, and a 003 earn code was generated, the 003 earn code and units must be reversed to indicate the employee was eligible for the FHA holiday accrual.

2. If the employee lost the flex dollars due to not coding enough hours, and the hours are being increased to one-half plus one of the scheduled hours, the flex dollars must be listed on the adjustment. This is the only time that flex may be adjusted on this type of PA.  If the employee is on leave and lost flex due to coding less than one-half plus one hour of scheduled hours, the PA - Flex Additional Pay form must be completed.

3. HOLST is a TRC code used when an employee works on a fixed holiday or regularly scheduled day off.  This TRC code does not count toward overtime and the employee must have the available holiday hours accrued.

4. To convert TRC code ROVT or FOT to an earn code use REG and OVT on the PA for the number of hours being coded.

5. Employees who are eligible for straight comp time only (such as supervisory) should not code CTE on the TLR/TLC.  All hours worked must be coded as REG.  All hours over 80 generate earn codes 002 and ICS which will grant comp at straight time.

6. Employees eligible for overtime payment at time and one-half will have earn code REG (or leave) and OTF used for the number of hours coded over 40 (if pay group C07) or 80 (if pay group NCV, medical support).

7. Employees eligible for overtime at time and one-half who choose to receive comp time must code CTE on the TLR/TLC in order to receive the leave hours.

8. Employees who are not eligible for overtime (such as Management & Exempt) who code hours over 80 must have an earn code of UWT (unpaid work time) listed on the PA.  

9. Perfect attendance is a use it or lose it type of leave, and an adjustment cannot be done if hours were lost at the end of the calendar year.

10. Annual leave is a use it or lose it type of leave, and an adjustment can only be done for up to two (2) pay periods after the leave was used.  If leave was lost the PA must show a reversal of the forfeited leave.  Code on the PA as FAN negative.

11. If the employee originally used a TRC code which converts (maps) to UPA, and the amended TLR/TLC is only changing the TRC code to another TRC code which maps to UPA, the PA would be scanned for record purposes only.  An adjustment will not show in EMACS.  Example: Changing WOPAP to WOPUA.

12. If the employee originally used a TRC code which maps to PMC, and the amended TLR/TLC is only changing the TRC code to another TRC code, which maps to PMC, the PA would be scanned for record purposes only.  An adjustment will not show in EMACS.  Examples: Jury duty, blood donation, employee relations, bereavement, training, education, etc.

13. Employees who code REG2 or REG3 and are on shift 2, 3, or R in Job Data, will receive regular earning and shift differential pay.  Two (2) earn codes must be listed on the PA.  Examples: REG and 2BW for the number of hours coded; REG and 3BW for the number of hours coded, etc.  

14. Employees on shift 2 or 3 who code leave time on the TLR/TLC will also receive shift differential pay for all leave hours coded.  Two (2) earn codes must be listed on the PA.  Examples:  PVC and 2BN for the number of hours coded; PSL and 3BN for the number of hours coded, etc.

15. Earn code CBW (Call-Back Worked) maps to REG and would be included in hours to determine overtime.  Example: An employee in pay group C07 who codes 41 hours of REG and 5 hours CBW, would have a total of 46 hours of REG and 6 hours of overtime (OTF).

PAYROLL SPECIALIST RESPONSIBILITIES

· Submit appropriate paperwork to EMACS-HR (0030) or EBSD-Leaves Team to initiate changes to Job Data, as needed

· Audit form(s) for completeness

· Retain copies for department file

· Attach original Payroll Adjustments Approval to PA, as needed and submit to Employee Relations-HR for approval. Employee Relations-HR will sign and forward to EMACS-Payroll.

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/PROCEDURES

Job Action Request (JAR)(
Leaves

Leave Request for Extended Sick and Special Leave(
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