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February 27, 2004

HRMS User Group Handout
Adjustments to Time

Examples:

1. Scenario:  Overtime was not entered and has not been paid.

Solution:  Enter the overtime in the Weekly Elapsed Time page to have it paid in the next pay period.   The rules will automatically recalculate the straight vs. time and a half overtime.   

2. Scenario:  Employee took vacation on a day but the time was entered as REG.

Solution:  On the Weekly Elapsed Time page zero out the REG hours and enter a new line with VAC.  

3. Scenario:  The employee didn’t get paid for 8 hours of VAC because of an exception that wasn’t cleaned up.  Agency sends in their Pay Corrections spreadsheet to Central Payroll to have the 8 hours of VAC paid.

Solution:  The spreadsheet must specify that the time should be added as 8 hour of ERNCD VAC.  The employee will be paid correctly and will also have their vacation balance reduced by 8 hours.  In order to keep time and labor in sync with payroll the 8 hour of VAC on the Weekly Elapsed time page should be deleted.  This will remove the exception.  To make the Payable Time Summary page correct the Adjust Paid Time page should be used to enter 8 hours of VAC as a records only adjustment.

4. Scenario:  Employee did not receive a check at all because they have come back from Workers Comp but the Job data changes could not be made in time.  No time was entered for the employee for the pay period.  

Solution:  Agency requests a petty cash check for the employee.  All of the time that the employee worked in the pay period should be entered as a records only adjustment on the Adjust Paid Time page.

5. Scenario:  Agency has over paid and employee by 8 hours of REG because they didn’t zero out the time on the Weekly Elapsed Time page when the employee took 8 hours of VAC.  Agency sends in the Pay Corrections spreadsheet to Central Payroll to have the employees check reduced by 8 hours.  Employee is paid correctly.  

Solution:  Since the time was already reduced in payroll the time on the Weekly Elapsed Time page should not be deleted.  If the time is deleted the employee will be under paid for the next pay period.  To make the employees attendance correct the Adjust Paid Time page should be used to make a records only adjustment.  The Agency should enter -8 hours of REG on the day that was over paid.

6. Scenario:  Employee has an exception on a day where 8 hours of VAC was entered.  Agency verifies the employee has enough vacation time to take.    

Solution:  The 8 hours of VAC should be deleted from the Weekly Elapsed Time page before the close date of the pay period.  Instead 8 hours of LOPD (Leave Paid Other) and -8 hours VAD should be entered.  The employee will be paid correctly and will have his vacation leave balance reduced by 8 hours without having to send the time into Central Payroll.

7. Scenario:  Employee has an exception on a day where 8 hours of SFAM was entered because employee has exceeded the annual limit for Sick Family time.  The exception is allowable but agency didn’t notice the exception until the close date of the pay period.     

Solution:  Agency sends in the Pay Corrections spreadsheet to payroll requesting that the 8 hours of SIC be paid.  Central Payroll adds the time and the employee is paid correctly.  In order to keep time and labor and payroll in sync the agency has to delete the 8 hours of SFAM on the Weekly Elapsed Time page.  The exception will be removed.  To correct the employee’s attendance the Adjust Paid Time page should be used to enter 8 hours of SFAM as a records only adjustment.
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