
Negative Adjustment 

 

Choose 
Negative Adjustment 
for a Refund Request 

Enter today’s 
date. 

Calendar year 
the adjustment 

is affected. 

5 digit Agency 
or Cabinet 
number. 

Employee’s full 
name. 

Employee 
PerNr from 

PA20 

Employee ID 
from IT0105 

First and last 
day of pay 

period.  Board 
Orders could 
be different 

than first and 
last day of 

period 

Accounting 
template from 

IT0105 
 

IMPORTANT:  
For a Negative 

Adjustment 
(Refund 

Request), all 
the amounts 

must be a 
negative 
amount. 

Email the 
completed 
form to this 

email. 

Select an 
option. 

Local Tax and 
Retirement 

amounts 
populate 

automatically 
from the other 

two tabs. 

Agency name 

Enter Wage 
Types 



Positive Adjustment  

 

Choose Positive 
Adjustment for a 
Payroll Voucher Enter today’s 

date. 

Calendar year 
the adjustment 

is affected. 

5 digit Agency 
or Cabinet 
number. 

Employee’s full 
name. 

Employee 
PerNr from 

PA20 

Employee ID 
from IT0105 

First and last 
day of pay 

period.  Work 
comp 

buybacks 
could be 

different than 
first and last 

day of the 
period 

Accounting 
template from 

IT0105 
 

Email the 
completed 
form to this 

email. 

Select an 
option. 

Local Tax and 
Retirement 

amounts 
populate 

automatically 
from the other 

two tabs. 

Agency name 

Enter Wage 
Types 



Retirement Tab 

 

The retirement payments must be tracked by month.  Enter each monthly amount on the Retirement 
tab.  The grand total automatically populates on the Manual Adjustment Form. 
 

 
On the Retirement tab 

enter the month and year 
the retirement amount 

was paid in KHRIS or 
earned in legacy. 



Possible Errors 

 

  

 

 

 

There are several required fields 
on this form.  If a required field is 

missing information, the field 
turns yellow indicating there is 

missing information and the type 
of error displays in this box. 



SAS27 and ROP Examples 
 

1. Campbell County- emp lives in Alexandria 

 

Emp has IT0207 residence tax area ‘KY’ (Alexandria does not have a residence tax). 

 
 

 

Emp has IT0208 work tax area ‘KY48’ and ‘KY05’ (employee pays both city and county tax)  

 
 

 
 

 

 

 

 

 



 

Mental health tax, sr. citizen tax, and transportation tax will be paid based on employee taxable wage amounts.  Click 
the dropdown on the KY Location Tab Listing to determine if employee is over limit for health tax, sr. citizen tax, and 
trans tax.    

 
 

 

 
 

Dropdown information 
Line 118 above   Zero - $38,667 in taxable wages pays city, county, mental health, sr. citizens, and trans tax. 
Line 119 above  $38,667 in taxable wages up to FICA Limit pays city, county (does not pay mental health, sr. citizens,  
                             or trans tax). 
Line 120 above  Over FICA Limit pays zero.  

 
NOTE:  Let’s assume this employee had taxable wages as $32,466.  For this example, he would fall into line 118 above 
and pays city, county mental health, sr. citizens, and trans tax.  

 
In this case, the Wage Types needed for SAS27/ROP for this employee would be: 

1. KY05  WT /446  for the Mental health tax 
2. KY05  WT /445  for the Sr. citizen tax 
3. KY05  WT/450  for the Trans tax tax 

 
 



 

2. Campbell Co- does not live in one of the designated cities in Campbell Co that have city tax. 
 

Emp has IT0207 residence tax are ‘KY’ 

 

 

 Emp has IT0208 work tax are of ‘KY05’ (emp pays only county tax, no city tax) 

 

 

 

Mental Health, Sr Citizen, and Job Assessment taxes are paid on county tax max tax of $406. see line 152 below. 

 

 

Wage Types needed for SAS27 or ROP for this employee would be  

1. KY05  WT/446 for the Mental Health tax(if not over the $406 max tax) 

2. KY05  WT/445 for the Sr. Citizen tax(if not over the $406 max tax) 

3. KY05  WT/450 for the Trans tax (if not over the $406 max tax) 

 



 

3. Kenton Co – Employee lives in Erlanger which has no city tax 

 

 Employee has IT0207 residence tax area of ‘KY’ since pays no residence Tax. 

 

 

Employee has IT0208 work tax area of Erlanger 100%, KHRIS system sets up Kenton co tax area KY0F for linking city and 
co taxes.  Employee pays both city and co taxes. 

 

 

Kenton Co tax is based on taxable wage amounts.  Look at the dropdown on ‘KY0F’ to determine what percentage the 
employee pays based on his gross wages.   

 

 

 Gross wages < $25000 pays .7097 %. 

 Gross wages > $25000 pays .1097 %. 

 

 Wage Types needed for SAS27 or ROP 

1. KY3M for city taxes. 

2. KY0F for Co Taxes. 

 


