SHHHFE Lesson 4: Additional Pay

Scenario

In this course, the SHARRP trainer, Hall, will show the newly hired Payroll
Processor, Kelly, how to maintain an employee’s additional pay in SHARP.

Kelly
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Lesson Objectives
After completing this course, you will be able to:

® Understand what conditions warrant an additional pay
® Learn to add/update an additional pay
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Lesson Topics

In this lesson you will learn about the following topics. Click Home (at the
lower left corner) at any time to return to this menu. Click each topic name
to navigate to that topic.
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Additional Pay Overview - 1

Additional pay is used to pay earnings that
are in addition to the employee’s regular
pay and fixed in amount from pay period to
pay period.

Additional pay that is not constant from one
period to the next, and one-time fringe
benefit income amounts should be entered
on employee timesheets.

Some examples of additional pay are
Corrections-Supervise Inmates (CSl),
contractual pay (CNT), legislative leader
pay (LLP), and legislative allowance (LEG).

@
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Additional Pay Overview - 2

New Additional Pay entries, and all changes to existing Additional Pay
items, must be entered prior to paysheet creation for the Additional Pay

to be included in the paycheck.

Additional pay can be funded differently than the employee’s regular pay.
The funding override is entered on the Department Budget Table. Refer
to the Payroll Commitment Accounting book for detailed instructions.
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Entering an Additional Pay - 1

Additional pay is entered on the Additional
Pay page.

Fluid Location: SHARP Homepage click
the drop down arrow to select Payroll
Homepage, click on Employee
Payroll/Benefit Data tile>Create
Additional Pay page on the left side
bottom navigation

In the following example, you will be shown
the steps to enter Contractual Pay (CNT)
earnings on the Additional Pay page for an
employee.
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Entering an Additional Pay - 2

< Payroll Employee Payroll/iBenefits Data

Review Paycheck

Create Additional Pay

I Employee Benefits Data ~ Enter any information you have and click Search. Leave fields blank for a list of all values.
I Employee Deductions/ER - Find an Existing Value Keyword Search
Contrib
= Search Criteria
I Employee Tax Information ~
mpl ID | begins with ~
Garnishment Processing ~ Enter the Employee ID

Empl Record | = ~ in the Empl ID

Name begins with -

T
E Job Data
B

Modify a Person
Last Name begins with -~

g Request Direct Deposit
Second Last Name | begins with ~~

71 Search by Mational ID m
Ahlternate Character Name begins with ~-

] Update Payroll Options
Middle Name | begins with ~

. Create Addition@ Oinclude History []Correct History

Clear Basic Search EF Save Search Criteria

Step 1: Type Employee ID in the Empl ID field and click Search.
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Entering an Additional Pay - 3

Create Additional Pay

Employee

Empl ID Empl Record 1 o
Additional Pay Lo} 1o0f1 - Wiewn
*Earnings Code (o Contractual Pay -+ '
= L = -
Effective Date armings Code begins with C Az 11
Effective Date | 01/27/2019 Description | begins with i
Payment Details Wiewr Aldl
¥ Search Clear Cancel Basic Lookup
“Addl Seq Nbr 1 Search Results -+ -
Rate Code L=1 Wiews 100 1-16 of 16 -
Earnings Earnings Code Description
Hours CBC Compensatory Time-Call Back
Goal Amount CBMN Call Back Pay-Minimum Hours
Sep Check Nbr CcCBO Overtime-Call Back Pay
OK to Pay CcCBP Call Back Pay
Ch Compensatory Time-Earned 1.0
Applies To Pay Periods
* First ¥ Second 1 # Third CME Compensatory Time-Earmmed 1.5
CMT Leave-Comp Time Taken
R < CNT Contractua Pa;,-'>
> Job Information
> Tax Information
| Sawve | Return to Search Prewvious in List Mext in List Motify Refresh Update/Display Include History

Step 2: If this would be the employee’s first additional pay(no need to add a row
first), type the first character of the desired earnings code to pull up the codes
starting with the character, then click to select the desired code.

@
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Entering an Additional Pay - 4

Create Additional Pay

Employees

Additional Pay

*Earnings Code |CNT Q

Effective Date i 01/27/2019 BEA

Payment Details

Effective Date

*Addl Seq Nbr
Rate Code Q

Earnings

Hours

Goal Amount

Sep Check Nbr
OK to Pay

Applies To Pay Periods
= First = Second 1 = Third

» Job Information

» Tax Information

Empl ID

i Contractual Pay

Hourly Rate

Goal Balance

Fourth

1o0f1 -

1of1 =

Mot Specified

Disable Direct Deposit

Prorate Additional Pay

Fifth

0
-+
View All
+ —
WView All
g | —

Step 3:
Change the
defaulted
current date
to the
desired
effective
date.
Usually the
first day of a
pay period
that hasn’t
been
confirmed.
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Entering an Additional Pay - 5

Create Additional Pay

Step 4:
Employse Empl ID Empl Record o] Enter 1 in
Additional Pay Q ToF1 - IS the Addl
“Earnings Code |CNT a Contractual Pay * - SEQ# field

Effective Date Q 10f1 ~ View All

Effective Date | 01/27/2019 + | -

Warning:
Payment Details L&} 1o0f1 » Wiews All Only 1

~Addl Seq Nbr Q End Date + | - .
a . amount is
Farmings allowed.
Hours Hourly Rate .
Multiple
i Disable Direct Deposit
amounts for
Applies To Pay Periods an earnings
# First # Seconc 1 # Third Fourth Fifth
code
» Job Information Causes a

* Tax Information pay

Save Return to Search Previous in List Next in List MNotify Refresh Update/Display Include History CO nfi rmation

error.
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Entering an Additional Pay - 6

Create Additional Pay

View All

0
-+
Wiewr All
+ —
Wiews All
N

Employee Empl 1D Empl Record
Additional Pay (e} 10f1 «
*Earnings Code |CNT Q Contractual Pay
Effective Date Q| 1o0f1 «
Effective Date | 01/27/2019
Payment Details Q, 1o0f1
“Addl Seq Nbr 1 End Date
Rate Code (=} Reason | Mot Specifie
Rate Code is not used by End Date

Earnings
Hours
Goal Amount

Sep Check Nbr

OK to Pay

Applies To Pay Periods

#l First # Second

+ Job Information

r Tax Information

Save

Return to Search Previous in List

the State. Leave Blank.

wrly Rate
here.

: Ifthere is a date

on which the additional Pay
will end, enter that date

Goal Balance

Disable Direct Deposit

Prorate Additional Pay

= Third Fourth Fifth

Mext in List Motify Refresh Update/Display

Include History
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Entering an Additional Pay 7

Create Additional Pay

Additional Pay

*Earnings Code

Effective Date

Effective Date

Payment Details

“Addl Seq Nbr
Rate Code
Earmmings
Hours

Goal Amount

Sep Check Nbr

Applies To Pay Periods

< First

» Job Information

P Tax Information

Save Return to Search

Employee

CNT

01/27/2019

OK to Pay

< Second

Previous in List

Empl ID

Contractual Pay

Q,

End Date

Q Reason

Hourly Rate

Goal Balance

< Third Fourth

MNext in List Notify

Mot Specified

Disable D

Empl Record

1of1 * Wiew
-+
1o0f1 = Wiew All
+ —
1of1 Views All
+ | =

Adjust Earnings

Advance Earnings

Amount

Anniversary Award

Award Data

Benefits Administration Credit

Prorate A Chr-SenWays&Means&HouseAppr Cm

Refresh

CobraGuard Deductions
Contract Pay

Flexible Credits

Health Savings Deduction
Hours

Job Other Pay

Legislator, Mo Leader

Maj & Min Leader-each House
Mot Specified

Outstanding Contribution
Performance Award

Pres of Sen, Speaker of House

Update/Display

Include History

Step 5:
Click on the
drop down
arrow by the
Reason
field to pull
up the valid
codes, then
click to
select the
desired
reason
code. In
this case,
“Contract
Pay”.
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Entering an Additional Pay - 8

Create Additional Pay

Employee Empl ID
Additional Pay
*Earnings Code |CNT Q Contractual Pay
Effective Date
Effective Date |01/27/2019
Payment Details 1=
“Addl Seq Nbr 1 End Date
Rate Code Q Reason
< Earnings 5150.00 >
Hours Hourly Rate

Goal Amount

Sep Check Nbr

OK to Pay
Applies To Pay Periods
= First # Second = Third
» Job Information
r Tax Information
Save Return to Search Prewvious in List MNext in List

@

Goal Balance

Fourth

Motify

Contract Pay

Empl Record 4]
1o0f1 «
-'-
1of1 - View All
+ —
Tof1 » View All
+ | =

Disable Direct Deposit

Prorate Additional Pay

Refresh

Fifth

Update/Display

Include History

Step 6:
Enter either
the amount
in the
Earnings
field, or
Hours and
Hourly
Rate. In this
example,
enter
150.00 in
the
Earnings
field.
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Entering an Additional Pay -9

Create Additional Pay

Employee
Additional Pay

*Earnings Code |CNT

Effective Date

Effective Date | 01/27/2019

Payment Details

“Addl Seq Mbr 1
Rate Code
Earnings $150.00

Empl 1D Empl Record a
Q, 10f1 « Wiew Al
+ | —
Q Contractual Pay
Q| Tof1 ~ View All
+ | —
L=} 1o0f1 = Wiewe All
Howurs Field: enter number of hours to be paid
End Dat and if no dollar amount is needed.
" ate Howurly Rate: is optional, if left blank the rate
a, Contract Pa will be defaulted to the job record.

Hours

I Goal Amount

Goal Balance

I Sep Check Nbr

Goal Amount Field: will be used if
there is a certain amount to be paid.
Goal Balance Field: is used to reach a
certain goal amount owver time. Once
the goal amount is reached the system
will stop the payment. This field is
also updated every pay cycle.

Applies To Pay Periods

*l First

> Job Information

P Tax Information

—Sep Check Mbr / Disable Direct
"=Deposit: Are not used by the State.

Leave Blank/off.

—
OK to Pay
* Second = Third Fourth Fifth
Return to Search Prewvious in List Mext in List MNotify Refresh Update/Display

Include History Correct History
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Entering an Additional Pay - 10

Create Additional Pay

Employee Empl 1D Empl Record i 0o
Additional Pay Q 1of1 v Vi
Earni -
Earnings Code |[CNT Q Contractual Pay

Effective Date Q 1of1 v View All
Effective Date |01/27/2019 + | -

Payment Details Q 1of1 « View All

“Addl Seq Nbr 1 End Date + -

Rate Code Q Reason Contract Pay v
Earnings 5150.00
Hours Hourly Rate

Goal Amount Goal Balance

Sep Check Nbr

Applies To Pay Periods

# First # Second 1 # Third Fourth Fifth

» Job Information
» Tax Information

| Save | Return to Search Previous in List Mext in List Notify Refresh Update/Display Include History

@

C

Step 7: The
OK to Pay
box must be
checked.
Additional
pay is by pay
period. If you
want the
additional pay
prorated by
week, check
the Prorate
Additional
Pay check
box ON.
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Entering an Additional Pay - 11

Create Additional Pay

Employes Empl 1D Empl Record 1 o
Additional Pay Q 1o0f1 v View All
*Earnings Code |CNT (=1 Contractual Pay + -
Effective Date Q Tof1 v Wiew All
Effective Date | 01/27/2019 + | -
Payment Details Q 1of1 « View All
~Addl Seq Nbr 1 End Date + | -
Rate Code Q Reason Contract Pay b
Earnings $150.00
Hours Hourly Rate
Goal Amount Goal Balance
Sep Check Nbr Disable Direct Deposit
# _OK to Pay i#li Prorate Additional Pay

pplies To Pay Periods
“ First # Second 1 # Third Fourth Fifth

» Job Information

» Tax Information

Save Return to Search Previous in List Mext in List Notify Refresh Update/Display Include History

Step 8:
Applies to
Pay Periods
Indicates the
pay period(s)
in the month
the
additional
pay should
be made.
Check the
first 3 pay
periods if it's
to be paid
every pay
period.
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Entering an Additional Pay - 12

Create Additional Pay Step 9:

Employee Empl ID Empl Record 0

Additional Pay a C“Ck the

1o0f1 View Al

*Earnings Code |CNT Q == — Save

Contractual Pay

Effective Date (e} bUtton .

T1of1 View All
Effective Date |01/27/2019 + | -
Payment Details Q, 1o0f1 Wiews All
“Addl Seq Nbr 1 End Date + | —
Rate Code Q Reason Contract Pay -
Earnings $150.00
Hours Hourly Rate

Goal Amount Goal Balance

Sep Check Nbr Disable Direct Deposit

“ OK to Pay Prorate Additional Pay
Applies To Pay Periods

# First # Second = Third Fourth Fifth

Job Information Jf Tax Information: These are
not used by State. The Employee's regular
pay should not be changed.

» Job Information

» Tax Information

| @' Return to Search Previous in List Mext in List Motify Refresh Update/Display Include History
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Lesson Checkpoint

How should additional pay that is not constant from one period to
the next, and one-time fringe benefit income amounts be reported?

A) Through the Additional Pay process
B) Through the Time and Labor process

C) Through either the Additional Pay or Time and Labor process

The correct answer is B. The additional pay that varies from one period to
the next should be processed through timesheets.

@
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Lesson Checkpoint

Now is your opportunity to ensure that you are learning the course
material. After you read the question, make your selection, then
compare your response to the correct answer provided at the bottom of

the page.
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True or False? Additional pay can be entered either as an amount

or hours.

A) True
B) False

The correct answer is A.

@
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Lesson Summary

Lesson 4 : Additional Pay

Additional pay is used to pay
earnings that are in addition to the
employee’s regular pay and fixed
in amount from pay period to pay
period. Some examples of
additional pay are earns codes
CSI, CNT, LLP, and LEG.

Additional pay that is not
constant from one period to the
next, and one-time fringe benefit
income amounts should be
entered on timesheets through
the Time and Labor process.

In this lesson, |
explained what types
of pay should be
processed through
the Additional Pay
page and how to
enter them. On the
left are some review
key concepts.
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Lesson Completion

Congratulations! You have finished this lesson.

If you have an additional lesson to take, return to the 9.2
Training Resources page, then click the next lesson you want to
take.

]
:
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