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Topics in Additional Pay Adjustments

e \What are Additional Pay adjustments? (Pg.7)

e Why are they necessary?
(Pg.8)
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Topics, continued

e When are they required?

» Mid pay period percent changes as a result of Job
transactions. (Pg.9 — Pg.14)

» Additional pay started on a day other than the first
day of a pay period. (Pg.18 — Pg.21)

» Additional pay ended on a day other than the last day
of a pay period. (Pg.22 — Pg.24)

» Retro Transactions:

e When PayServ will not pay Additional pay retroactively
(Pg.25 — Pg.27)

e When PayServ will pay Additional pay retroactively, but
adjustments are still needed. (Pg.28 — Pg.34)
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Topics, continued

e When are additional adjustments not needed?

» Employee goes from a non-paid status to a paid status or
vice versa. As long as these changes are in the current pay
period.(Pg.35 — Pg.36)

» Additional Pay is started on the first day of a pay period or
ended on the last day of a pay period.(Pg.37)

» Overpayments (Q codes) should be used for excessive
amounts not being recovered all at once. (Pg.38 — Pg.42)

» AC230s (Pg.43)
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Topics, continued

e When to contact your auditor?

» Some Additional Pay Adjustments must be manually loaded to
paycheck by OSC. (Pg.44)

e Short Review(Pg.45)
e Questions(Pg.46)
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What are Additional Pay Adjustments?

* Positive or negative changes manually entered
by the agency to correct an employee’s
Additional Pay earnings which were, or will be,
received for a particular pay period.
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Why Are Adjustments Necessary?

e PayServ does not always pay Additional Pay correctly
when Job and/or Additional Pay changes occur in the
middle of a pay period.

» This could lead to inaccurate payments.

e Exceptions to this will be discussed later. Refer to
“When Adjustments Are Not Needed.” (Pg.35 —
Pg.40)
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When Adjustments are Required...Mid
Pay Period Changes

* Employee has a change in work percent on a
date other than the first day of the pay period

» PayServ will pay the entire pay period based on
the last change.

» Adjustment may be positive or negative.

»The system will base this calculation off of the
work schedule of each individual employee.
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Mid Pay Period Change from
50% to 100% Pay

=0T RN SRS R G LT e Additional Pay Summary |

Efidt Act/ Rea Fos # MY'S Title Anniv Dt Salary EE% /Ind Appt Cd EE Type Long MNYS Title
Seq# Agency WYS Pos#  Grade Inc Cd FBC Jur CL Fay Grp Eam Prog Long Agency Mame
EE Status  Act Dt Lines# BU FIs Sal Comp Rt Wk Sch Fos FTE Company FPosition Loc Code

History Information Find | View 1 First EY 141 of a1

06M10/2019 !’I & CPF 95013258 SR CTCLK 03/311987 558897 008 1.0000/ F _FERM S SR CT CLK

A 06242019 07272 59 5263538 MY Y Y Y™YN 1.00 MY5 2410

0 05657 96013253 521 0001 AMNM 0 ALZ2 M52 Supreme Court Kings County

Last

04/18/201% DTA CPT 96013258 SR CTCLK 03311987 $5§8897.00  0.5000/ F FERM S SR CT CLK

A 04M18/2019 07152 59 $1317.69 MY Y Y YYMN  1.00 MY'S 2410

1 05657 96013253 521 0001 AMNM 0 ALZ2 M52 Supreme Court Kings County
A 05M10/2019 07272 59 $1317.69 MY Y Y Y™YN 1.00 MY5 2410

04/18/2019 POSUPM 96013258 SR CT CLK  03/31M987 %§8297.00 1.0000/ F PERM S SR CT CLK

0 05657 96013253 521 0001 AMNM 0 ALZ2 M52 Supreme Court Kings County
A 0472972019 07272 59 5263538 MY Y Y Y™YN 1.00 MY5 2410

04/04/201% PAY SAC 96013213 SR CTCLK 03311987 §5§8897.00 05000/ F CONT S SR CT CLK

1 05657 96013213 521 0001 AMNM 0 ALZ2 M52 Supreme Court Kings County




Payroll Calendar

Office of the State Compfroller
BUEEAU OF STATE PAYROLL SERVICES
ADMINISTRATION PAYROLL CALENDAR
APRIL 1. 2019 — APRIL 30, 2020
LAG
Period Period
No. No.

APRIT 2019 OCTOBER 2019
SN MON TUE WED THU FRI SAT SN MON TUE WED TEU FRI SAT

26 13@4_ 1@34_.
7 8 11 12 13 6 7 8 10 11 12

g 1
1 [14 15 16 (@) 18 19 20 13]5[1?'.17 18 19| 14
M 22 23 34 25 26 27 0 21 22 33 24 25 26

28 29 30 27 28 M 3 15

A
=
[F5]

=
(=41

MAY 2019 NOVEMBER 2019

TUE WED THU FRI SAT SN MON TUE WED THU FRI SAT
2 23 4 1 2
9 10 11 i 4 5 6 T 8
3 16 17 18 10 H 12 @ 14 15 16|16
23 24 25 17 18 19 20 21 22 23
- 30 31 24 23 2 (27) H 29 30|17
JUNE 2019 DECEMEEF. 2019
SN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
1 1 2 3 4 5 6 7
23 4 5 6 7 8 591[3@13 13 14|18
519 10 11 @ 13 14 15 15 16 17 18 19 20 21
16 17 18 19 20 21 22 22 23 24@ 26 27 28|19
6 |23 24 25 @ 27 28 29 29 30 31
30

http://www.osc.state.ny.us/payroll/jobaids.htm
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Additional Pay Summary in Employee
History Screen

Employes History Information Agdditional Pay Summarny

EmCd ER Di Eamings B Prrit OTEFDt End Di Zoal Amt izaal Bal Action Dt OkPay

o
CLS  04/08/2008 $1,850.00 TR W 10032008 o
JLD O40402018 51,125.00 F1,125.00 047042018 D4NA2020  §1.125.00 F1.125.00 D4M1802018 i
JLD 4052018 52200000 52, 200,00 04052018 04/03/2018  52,200.00 £2,200.00 041302018 i
JLD 0400842017 52,150.00 B2, 150000 04082017 040442018 52,150.00 52150000 nE2402017 S




Additional Pay Panel

Effective Daie

Fird || Wiew i

Payment Details

*Addl Seq Nbr: [ |
Rate Code: | a

End Date: | Gy =]

Annual Addl Earnings: 4200.00
Howrs: |
Goal Amount: |

Goal Balance: |

[ Disable Direct Deposit
1 Prorate Additional Pay

Sep Check Nbr- |
M OK to Pay

Action Date: DE24/2018
Apphlies To Pay Perods

M First M Second 1 Thind

Effective Date:

E3
Payment Details
*Addl Seq Nbr: (1 | End Date: | & (==
Rate Code: | a
Annual Addl Earmings: 4200.00
Howrs: |

Goal Amount: |
Sep Check Nbr- |
B OK to Pay

Applies To Pay Perods
¥ First b Second & Third

Goal Balance: |

] Disable Direct Deposit
1 Prorate Additional Pay

Action Date: 292018




Calculation for Additional Pay Adjustment (Change in

Percent)
What are the dates for the pay period involved?

5/30/2019 - 6/12/2019 (full pay period)
Change occurred beginning of business 6/10/2019

What will the system pay?

System pays 10 days at 100% rate of $160.65 (because of last change). Full
100% biweekly LOC amount = $160.65

What is the employee actually due?
5/30/2019 — 6/9/2019 - due 7 days at half pay 50%
(580.33 + 10 = 8.03 per day x 7 days = $56.23)
6/10/2019 — 6/12/2019 - due 3 days at full
($160.65 + 10 = $16.06 per day x 3 days = $48.19)
$56.23 + $48.19 = S104.42 (amount employee should have been paid)

Adjustment Calculation
$104.42- $160.65 = 5-56.23 (Negative Adjustment, Employee was overpaid)
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Example of an Adjustment

Create Additional Pay

Additional Pay Find st Bl 1.6 of 6 L Las

*Earnings Code: ! Adj Location Pay
Effective Date
Payment Details
*Addl Seq Nbr: |1 | End Date: | & [#[=]
Rate Code: | Q Reason: Mone
Earnings: @ Employee Work %:  1.0000
Hours: Hourly Rate: |
Goal Amount: Goal Balance: | $-56.23
Sep Check Nbr: | | Disable Direct Dep-usit'\l
0K o Pay _ [ Prorate Additional Pay NOTE: Goal
Action Date:  (06/27/2019 Balance is
Applies To Pay Periods automatically
/| First | Second | Third filled in when
¥ Job Information PayServ pays
the employee.
DO NOT fill in
when entering
the adjustment.




General Comments

—Always add detailed General Comments when
creating an Additional Pay Adjustment

— Comment should include:
» Time frame for the adjustment
» Amount of adjustment
» Why the adjustment is needed (Breakdown of calculation)

— Especially important when adjustment is not for the current
pay period

NYS COMPTROLLER “oem

THOMAS P DINAPOLI




General Comments - Example

Generel Comments

Person 1D:
General Comments Find | View Al First k.4 O Last
Comment Date: Sequence Nbr: 0 *Comment Category: |Add'| Fay v|

Department: 05657 S supreme Court Kings County

Comment: Percentage change mid pay period adjustment

EE was paid full pay LOC at 100% overpaid adjustment below

EE due 7 days at 50% 5/30-6/9/2019 = 30.33/10=8.033*7=56.23
EE due 3 days at 100% 6/10-6/12/2019 = 160.65/10=16.065"3=48.19
5623 + 4519 =104 42

EE was paid 150.65
EE was due 104.42
Adjustment needed =104 42-160.65 =-56.23 (neq)

ALP entered first day of the pay period 6/13/2019 -56.23

[F]save  [OPRetumtoSearch | ] Notify |




When

are Adjustments Required Continued...

e Mid-pay-period changes to Additional Pay:

»starts on a day other than the first day of a pay
period.

>en

ds on a day other than the last day of a pay period.

Please note:

> Ad

> W
AC

ditional Pay end dates are close of business
nen entering a Start date, use the exact date the

on a pay period begin date.

ditional Pay should begin. It does not need to start
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Start Date Other than the First Day of a
Pay Period

e If an Additional Pay is started on a day other
than the first day of the pay period, and the
employee was previously on the payroll,
PayServ will pay the whole pay period.

» A negative adjustment will be necessary to take
back the Additional Pay that is not owed to the
employee.
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Start Date Other than the First Day of
the Pay Period

Example

A CAL pay basis employee has an “Also Receives”
payment started on 04/8/20109.

e 04/8/2019 is 5 calendar days into the pay period.
»The pay period runs from 04/04/2019-04/17/2019

— Employees with a pay basis code of CAL have a 14
day work schedule. To calculate the daily rate for a
CAL employee, divide the biweekly salary rate by 14.
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Calculation for Start Date Other than
Beginning of Pay Period

 What will the system pay?

* $2,347.31 (Full biweekly ALR amount)

 What is the employee actually due?

— 10 days of ALR
— $2,347.31 + 14 = 5167.67 per day x 10 = $1,676.70

 Adjustment Calculation

— $1,676.70-52,347.31= $ - 670.61 (Negative adjustment, Employee
was overpaid)
* AAR effective date would be the first day of the current pay
period being processed. When rein leaving from LOA, then it is
necessary to use the rein leave date.
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End Date Other than the Last Day of a
Pay Period

e PayServ will pay the whole pay period if Additional Pay is
ended on a day other than the last day of the pay period. This
is true for retroactive and current transactions.

A negative adjustment will be necessary
» Determine difference between what the employee is owed and what
the system will pay.

Exception

» When an employee has a position change mid pay period and an
existing Additional Pay is ended on the same date, PayServ should

calculate the Additional Pay correctly.
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Start End Date Other than the Last Day of a Pay
Period

What happens when IFE is ended mid pay
period and IFN Is started?

Example: Pay Period dates are 6/20/19 to
07/03/19.

IFE  06/30/2019 §2,006.00 $76.73 06/30/2019 0712/2019

IFE  037/28/2019 §2,006.00 $76.73 04/11/2019

IFN 0770172019 §1,003.00 $38.37 071212019
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End Date Other than the Last Day of a

Pay Period
 What will the system pay?
« $76.73 IFE
« $38.37 IFN

 What is the employee actually due?

« 7 days of IFE $76.73/Pay Period divided by 10 days= $7.67/ day x 7= $53.69
« 3 days of IFN $38.37/Pay Period divided by 10 days= $3.84/ day x 3= $11.52

e Adjustment Calculation

« |FE $53.69 - $76.73 = $-23.04 (AFE)
« IFN $11.52 - $38.37 = $-26.85 (ACF)
* Negative adjustments must be entered, so that the employee is not overpaid.
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Transactions Entered Retroactively

PayServ will not pay retroactive dates if an employee:
* is retroactively returned from leave from a no pay status, or
* is hired/rehired retroactively.

A positive adjustment must be entered to pay the
employee for the retroactive time period.

PayServ will pay the current pay period correctly.

Tip: If you are entering RGS in Time Entry, you should
always review Additional Pay to see if adjustments are
required.
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Retroactive Start Date

Example:

 We are currently working in Admin Pay Period
1(04/04/2019 - 04/17/2019).

* An ANN employee should have been hired
effective 4/01/2019.

e The employee should have been receiving

Inconvenience Pay (IPF) since his/her date of
hire.
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Continued...

 What will the system do?

e The system will correctly pay the employee from the beginning of
the CURRENT pay period (04/04/2019 - 04/17/2019).
e What must the agency do?
* Enter a positive adjustment for IPF for 4/1/2019-4/3/2019 (3
Days).
e Adjustment Calculation
e $21.99 +10=52.20 per day x 3 = $6.60 (Due to employee).

* The effective date of the AIF should be 4/4/19 (The first day of the
current pay period).
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Transactions started Retroactively while employee in
Active status

e PayServ will pay Retroactive dates if an employee was
in a paid status during the retroactive time frame

 Regardless of the Additional Pay start date, the
system will pay the whole pay period, as long
as the employee received earnings during the
retroactive time period.

* As aresult, a negative adjustment must be
entered.
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Retro CHS on Additional Pay

.
L

Create Additional Pay

‘F'Fmﬁe; ! Haln_!_-'lam > Pawnlfnrﬂ_qu:h.ﬁmaim 3 Empl:i‘;-'*eep_gymtausn » Create Additional Pay (ol

Additional Pay

Earnings Code: CHS Chair Stipend
Effective Date

Addl Seq Nbr: 1 End Date: 08/21/2019
Rate Code: Reason: Mone
Annual Addl Eamings: 3500.00 Employee Work %:  1.0000
Hours: Hourly Rate:
Goal Balance:
Sep Check Nbr: OT Eff Date: . Disable Direct Deposit
W OK to Pay | Prorate Additional Pay

Applies To Pay Periods
+ First | second ~ Third

F Job information




Employee History Information

Addiional Pay Summary

‘Emplmree Name (1D MROOOO00K Empl Record O

Effdt Act/Rea Pos # NYS Title Anniv Dt Salary EE%/Ind  Appt Cd Long NYS Title

Seq & Agency NY5 Posg Grade Inc Cd FBC Jur CL Fay Grp Long Agency Mame
EE Status Act Dt Lime® BU FI5 Sal Comp Rt Wk 5ch Pos FTE Position Loc Code

History Information

PAY FAC 95041700 ASSOCPROF  09/01/1990 587976.00 10000/F CTNG ASSOC PROFESSOR-10 MO
23390 95041700 980 0036 CAL 4 ALF Farmingdale Seace
09/05/2019 01530 08 336517  YYYYYYY 1 5225

PAY SIC 95041700 ASSOC PROF  09/01/1990 $87976.00  1.0000/F CTNG ASSOC PROFESSOR-10 MO
28390 95041700 980 0036 CAL 0 ALF Farmingdale Stace
11/01/2018 01630 08 5337441 YYYYYYY 1 5275




Additional Pay Summary
Employaea History Information

EMPLOYEE NAME D Empl 0

Where is the Red#
ErnCd Pmt OT Eff Dt End [t Goal Annt Goal Bal

ACP?

Action Dt OkPay

BON  03/31/2004  $200.00 $200.00  11/04/2004 11/02/2005 5200.00 $200.00 11/11/2004
CHS  09/01/2013  $3,500.00 $133.88 08/21/2013 09/05/2019
CHS  05/15/2018  $3,500.00 $134.25 08/21/2019 09/03/2018
CHS  09/01/2012  $3,500.00 $134.25 08/31/2013 09/14/2012
DIV 08/29/2013 12/18/2013 09/12/2013
D4U  08/28/2014 06/03/2015 09/11/2014




Retro Pay Calculation Results

* When calculating a retroactive adjustment it is helpful
to refer to the Retro Pay Calculation Results page on
PayServ.

e |llustrates what the system is paying the employee.

 Base the Additional Pay adjustment off of this
information.

 Note: Retro runs every night except Tuesday. This can
be impacted by the Submission Schedule. The current
schedule can be found in Payroll Bulletin #1720.
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Retroactive Pay Calculation Results - CHS example

o

(At}, PayServ - The NYS Payroll System

e

Hﬂn_!lﬂ'u.i ¥ F‘arui‘fﬂ’l?ﬂ\m ) H:H:I'm-l:llﬂl'll.l‘-ul 3 Rﬂl‘gl’i‘r 3 Pru-l:ﬂ!ﬂ'ldﬂguﬁwm S Hﬂu?ﬁtﬂuﬂtﬂlﬂ:ﬂ.ﬁ[ﬂ
Retro Pay Calculation Results
Calculation Resaslts
Employee I0: EMPLOYEE, NAME
Employment Record Number: 0
Retro Hegquest
Retro Pay Effective Date: (15/15/2019 Mass Request 10z
Retro Pay Sequence Nbr: JQ49714 Duplicate Flag: M
Retro Pay Process Flag: Loaded 1o Paysheets Paycheck Humber:
Pay Humn
id Company: MYS  Pay End Date: ] 114 Page Number: 970 | Exception
Pay Group: Earmnings Begin Lhmmm-r: 2 I Off Cycle
Earmings End Date: § 05/152019 _F AddiLine Nz 0 ¥ OK 1o Pay
| Paid Ount
Earmings Code: CH3  Chair Stipend Rate Code:
Eamings Type: % Earns= Rate Typea:
Earnings Hours: ]
M
Earnings Amount: Eamings Amount: iy
Eamings Amount Cverride:
Prior Retro Paid 000 Curnent Retro Pay Amount:




Adjustment Calculation

What are the dates for the pay period involved?
— 5/2/2019-5/15/2019
— Chair Stipend (CHS) begin date of 5/15/2019

What will the system pay?

— System pays the whole pay period — full biweekly for this time frame
$134.25

— PayServ will also pay the retro Additional Pay for the subsequent pay
periods
What is the employee actually due?

— One day of CHS for 5/15/2019. $134.25/14 = $9.59.
— Note: this is for pay basis code CAL.

Adjustment Calculation

— $9.59 - $134.25 = -S124.66. Negative Adjustment to Chair S "nd (ACP)
required so that employee is not overpaid / (IR
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When are Adjustments Not Needed

e When an employee goes from a non-paid
status to a paid status in the current pay
period:

e Example: new hires and return from unpaid statuses, such
as: leave of absences or suspensions.
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When are Adjustments Not Needed

* When an employee goes from a paid status to
a non-paid status:

— Example: Leave of absence (without pay),
Terminated or Retired.

— The system will automatically stop the Additional
Pay on the day the employee is placed on a no pay
status, regardless of when this occurs in the pay
period.
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When are Adjustments Not Needed

e Additional Pays started on the first day of a
pay period.

 Additional Pays ended on the last day of a pay
period.
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Overpayments Instead of
Additional Pay Adjustments

e When adjustment amounts are excessive and
will not be deducted in one pay period, an
overpayment should be used.
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Overpayments Instead of
Additional Pay Adjustments

 When setting up overpayment:

» Be sure to give the employee due process prior to
starting overpayment recovery

» Effective date of the Q should be the first day of the
current pay period.

» Earnings amount should be at least 10% of employee’s
biweekly including all additional salary factors.

» Goal Amount should be the value of the entire
overpayment.

» Enter detailed General Comments explaining the Q.

 |f a negative retro is generated, please indicate in the
General Comment that Retro should be ”paid out".
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Overpayments Instead of
Additional Pay Adjustments

e Retro can only be paid out if a Q is set up to
recover the overpayment or an AC230 is being
processed...
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Overpayments continued

e Reminder: overpayments that occur in a prior year
must be recovered using the appropriate Q code.

» Example — It is now 2019 and an overpayment was
originally paid on a pay check dated 2018. The Q should
be a Q18.
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Overpayments continued

e Some overpayments may need to be split between
several Q codes depending on when earnings were
paid.

 Refer to Bulletin #1038 for information on the order
in which Qs should be recovered when an
employee’s overpayment spans multiple years.

» ALWAYS remember: once one overpayment is satisfied, the
next one must be manually started by the agency.

NYS COMPTROLLER ‘om
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Another Option for Recovery

* |n addition to Additional Pay adjustments and
Qs, AC230s may be used to recoup
overpayments.

e AC230s are check reversals.

 For more information, please refer to Bulletins
#1515,1677, 1692 & 1734.
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Special Circumstance

e When doing a positive adjustment for an
inactive employee:

* The adjustment will not load to the paysheet as
long as the employee is inactive.

* The adjustment must be manually entered in
order to pay the employee correctly.

* The manual addition will be done by OSC.
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A Short Review

e Additional Pay adjustments are necessary to
prevent overpayments or underpayments
when there is a mid-pay-period change to an
employee’s Additional Pay.

* When entering adjustments, always use the
first day of the current pay period, if the
employee is active on that day.

e Always remember to enter detailed general
comments when submitting an adjustment.
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Questions?

e Contact your auditor at the Office of the State
Comptroller. The auditor assignment list is
located on the PayServ bulletin board.

 Email the payroll earnings mailbox at
payrollearnings@osc.ny.gov.
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