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Introductions

Tell me about yourself:
« Name
» Responsibility and length of service

 What are your class expectations?
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House Rules

Please:
» Use the sign-in sheet

Silence phones and Blackberries

Refrain from email and internet use

Leave the room tidy and ready for the next class

Participate — This is your class!

P
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Course Objectives

By the end of this course participants will be able to:

» Understand Master Data and the
reason for Master Data changes

» Understand Payroll Wage Types

» Understand the importance of dates

related to Payroll
» Calculate Payraoll
» Clear Adverse Weather
« Complete a Manual Adjustment
» Research a Claim

» Execute Payroll Reports

Create and Update Military
Leave

Understand Sick Leave
Sharing

Run CATS_DAto see deleted
records

See Retroactivity using the
Payroll Journal

Research the Payroll Results

Identify Infotypes Required for
Tax Calculation

Create CheckKlists for Payroll

g T ————
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Course Map

Lesson 1: Overview
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Lesson 1 Objectives

By the end of this lesson participants will be able to:

« Understand the concept of KHRIS payroll

Understand master data and the reason for master data changes

|dentify payroll infotypes

Understand payroll wage types

Understand the importance of dates related to payroll

Kﬁ Page 8
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The Concept of KHRIS Payroll

A !I

Payroll

Remuneration
statement

G

Transfer to Accounting Payments to various
recipients
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Master Data

KHRIS master data is centrally stored employee information
that is shared across all areas of HR.

Examples include:
 Employee name
e Address
e Basic pay information
» Position information

Kﬁ Page 10
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Master Data Change

Listed below are instances in which master data is changed:
« Appointment to agency

« Change in organizational assignment (Position Number Change-
External)

 Change in personal data (name, address, etc.)
» Recurring payments/deductions

o Garnishments

« Change of work location

« Tax withholding

Kﬁ Page 11
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Infotypes

Infotypes are screens of information about an

g T ——

employee.
Examples of infotypes include: Basic personal data  Payrall | Benefits | Tin
«|TO001 Organizational Assignment Infotype text 5
D003 Payroll Status -
_ 0008 Basic Pay i
*|TOO08 Basic Pay 0009 Bank Details
0014 Recurring Payments/Deductions
«IT0014 Recurring Payments/Deductions U013 Additional Payments
0194 Garnishiment Document
0185 Garnishment Order
*|T0208 Work Tax Area 2010 Employee Remuneration Info -
Note: Tabs gather related infotypes together
K_nﬁb Page 12

Connecting



Wage types are earning or deduction codes used to identify

units of money or time that are used in the calculation of pay. Each
wage type has distinct rules that determines how they are
processed. There are wage types for base earnings, time, special
payments, taxable benefits, voluntary deductions, retirement,
garnishments, and health and life insurance.

e For example:
* 1002 Pay Period Salary (earnings)
» 3003 Employee recognition award (special pay)
e 5811 Liberty Mutual (optional insurance)
 Workers Comp

K_R@D Page 13
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Time Types

During time evaluation, time types are converted to
wage types for payroll.

Examples:
* Time type ANLL is converted to WT 2056
e Time type COMP is converted to WT 2083
* Time type 1REG is converted to WT 2000

« Time Type 6ADL is converted to:
— WT 2082= Paid time and a half
— WT 2220= COMP Earned

Kﬁ Page 14
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ITO014 Deduction Dates

The Start date for a deduction is the first day of the pay period in
which you want the deduction to start.

o EX: if you want a deduction to begin with the 04/1-15 pay period (pay date
04/30) use 04/01 as the start date

» An exception to this is if an employee was appointed mid-pay period; the start date
for an ITO014 for the employee cannot predate the employee’s appointment date

* The use of a mid-period start date, with the exception of the
situation noted above, may cause unpredictable, undesirable
results, as in the case of ITO009, Bank Details

— Ex: If the employee is hired on the 10™, the Main Bank EFT should begin on
the hire date of the 10,

K_R@D Page 15



Entry Options

Entry Options:

» Use Create for new records []

» Used when the infotype has not been maintained (no green check)
» If used when a record exists, may need to delimit existing record
» OLD record will remain in the system

* Be sure to use Copy to change/update existing records
» Facilitates entry — fewer fields to update E

» Creates an historical record
» OLD record will remain in the system 7

» Use Change only if a record was entered in error

» For example, when entering the bank account number you entered a 3
instead of a 2

» Does not create a history — overwrites the OLD record

NOTE: Beware of gaps in the record’s dates. They may result in serious
problems in payroll. Be careful on the year date.

K_nﬁb Page 16
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Lesson 1 Review

In this lesson you learned to:

» Understand the concept of KHRIS payroll

« Understand master data and the reason for master data changes
 Identify payroll infotypes

« Understand payroll wage types

« Understand the importance of dates related to payroll

P
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Course Map

Lesson 2: Payroll Review
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Payroll Review
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Lesson 2 Objectives

By the end of this lesson participants will be able to:

* Discuss pre payroll procedures
 Discuss final payroll procedures
» Discuss off cycle procedures

o Calculate Manual Payroll

Kﬁ Page 20
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Off-cycle Payroll

How to complete and submit the off cycle request:

To submit an off cycle request, HR Administrators must complete
a business request.

When completing the business request, select “I need support
with”, drop down answer box “Payroll”, then it will say, “I need

Payroll or Time Management support with”, drop down answer
box, “Off-cycle Payroll Request”.

The business request will then show you this form to complete.
Once complete, send the business request on to the Personnel
Cabinet.

T'S_Fi@a Page 21




Off Cycle Reversals

Check reversals should be
done with caution. Do not

reverse a check unless the
employee has been grossly
overpaid or paid in error.

 If underpaid, additional pay can
be processed without having to
reverse the original check.

 If areversal is requested, indicate
the NET amount of the check to
be reversed.

KHRES
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Off Cycle Reversals

To request the reverse of an EFT, send
a Business Request through TFS and
select Payroll/EFT Reversal request.

More than one account can be
submitted with request (savings,
checking). Include the following:

Employee name

PERNR

Net amount of the deposit
Date of deposit

Banking information (routing and
account number)

g T ——
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Payroll Review

Prior to payroll (pre payroll
and final payroll) HRGs
should check the following:

Reports

*Variants
Changed Records
*Errors

Checking these items can
assist in ensuring a HRG will
have a successful payroll

-
Ky
7
v
Y
Y
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7
§
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Pre Payroll Review

Prior to pre payroll, HRGs should:

Verify/correct any errors sent by personnel

Run payroll simulations (Ex retirement/tax changes, hardships)
Review new employee actions

Record LNPA absences for pay period if PAN hasn’t cleared

Run ZESO001 (Ex. GAPS in dates, EFT and deductions)includes ESS
Run Tcode PT_BALOO variant 00_Time_Errors— No time keyed

Run PT_ERLOO (to check for any time evaluation errors)

PT _QTA10 (review WMAD causing overtime, negative comp balance)
Check Work List

Run Head Count Change report(Ex retirements, separations, payouts)
Audit CATS_DA (review time entry)

Review any hard copies (Ex. W4/K4 changes)

DN N N N NN N Y N N NN
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Final Payroll

After pre payroll runs HRGs should check the following:
Verify/correct any errors sent by the Personnel Cabinet
Payroll Journal (Ex. employees pay, retirement change, deferrals)
Run ZESO001 (Ex. GAPS in dates, EFT and deductions)includes ESS
Run tcode PT_BALOO (variant 00_Time_Errors) — No time keyed
Run PT_ERLOO - time evaluation errors
Run PT_QTA10 (Ex. WMAD causing overtime, negative comp balance)
Complete the IT0416 for payouts and review with Payroll Simulation
Check Work List
Review any actions not reviewed during pre payroll
Review Display Payroll Results

v’ Payouts,

v' Block 50s,

v Refunds(taxes/retirement/deductions)

D D N N N N N N NN
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Off Cycle

When an Off Cycle is sent HRGs should check the following:

v' Create the records to produce the correct results
v’ create IT0416 or ITO015 when paying out employee annual/comp
Complete any necessary corrections to the timesheet
Process the appropriate action
Complete Off Cycle request via business request.

On the business request for Off Cycles, indicate the result you are
expecting.

Enter the net amount of the reversal you are requesting.
Send a business request through TFS for any EFT reversal (strip)

<N X X

Review Payroll Results to determine amount owed to employee
Submit your off cycle as early as possible

't ovel ved late in the d I |

AN NN SN

T
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Calculating Gross Pay

To manually calculate gross pay:

o Multiply all paid hours by the appropriate rate of pay

— These hours may include premiums

e  2nd Shift or 39 Shift
* Weekend
« Bilingual

_',(i@b Page 29
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Calculating Net Pay

To manually calculate net pay:
» Calculate the correct percent of local tax (if any) from the gross

» Subtract pre tax deductions from taxable gross for the taxable base
* Then calculate federal tax (FIT)
* Then calculate the state tax (SIT)
* Then calculate the social security/Medicare (FICA)
» Deferred Comp. is not subject to FIT or SIT but is subject to FICA

e Subtract statutory and any optional deductions
Additional tax withholding resources:
* Fed. tax tables -“Publication 15” current year- www.irs.gov

e State tax tables-“KY withholding tax table” current year-revenue.ky.qgov

» Local taxes can be calculated using the current withholding tax codes at
http://personnel.ky.gov/persadmin/hradministrators/LocalTaxInfo.htm

» Kentucky Retirement System https://kyret.ky.gov/

K;R@D Page 30
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Calculating Net Pay

Description Wage Type |Employee Amt. State Amit. Taxable Total
Regular Salary/Wages E111 $ 1,606.13 | § 1,606.13
Soc.Sec. @ EE6.2%. ER 6.2% 403 § 8853 | § 88.53 | § 1,428.02 | § 177.06
Medicare @ 1.45% [4045 $ 20.71 | § 2071 | & 1,428.02 | 5 41.42
Federal Tax  Fed Tax | FED 401 $ 46.00 5 1,428.02 | % 46.00
State Tax KY Tax KY 1401 $ 64.74 5 1,428.02 | % 64.74
Local Tax Local Tax | KY20 1451 $ 7.83 $ 40153 | § 7.83
Local Tax Authority | KY09 /451 8 27.10 $ 1,20460 | § 2710
Local Tax Authority | KY09 /453 8 6.02 $ 1,20460 | § 6.02
Local Tax Authority $ -
Total Local Tax from "Xtra Local Tax" sheet| $ - $ -
Total Retirement from "Retirement” sheet| $ 80.31 | & 622.97 3 80.31
Retirement Installment Purchase $ -
EE Health Insurance 400A $ 97.80 S a7.80
ER Health Insurance $ -
Admin_ Fee (Shortfall) $ -
FSA Medical $ -
FSA Dependent $ -
State Paid Life Ins. $ -
Deferred Comp/Annuites
Misc. KECU| 5029 ] 100.00
Misc. Delta Dental [ 9511 $ 20.00
Misc_ | Cen United/Liberty Mutual| 5631/56811| § 25.00
Misc. 5 14500
Detailed Wage Types NET PAY $ 1,022.09 | $ 2,338.34 [TOTALDISBURSEMENTAMT

K_nﬁb Page 32
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Lesson 2 Review

In this lesson you learned to:

» Create pre payroll checklist
» Create final payroll checklist
» Create off cycle checklist

» Calculate gross and net pay

Connecting the Commonwesaith
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Lesson 3: Payroll Journal
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Lesson 3 Objectives

By the end of this lesson participants will be able to:

* Understand the Payroll Journal
e See retroactivity using the Payroll Journal

_KL"@I’ Page 36
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Payroll Journal

The payroll journal contains payroll data for selected
employees during a timeframe or payroll period.

Payroll Journal

. ELRMINGS CURR YT EMPLOYER PAID BEMEFITS CURR YT
P O ne pay perlod ?53; RegPay 1,314 .56 :|I Ig:lligg GO03R SPRETER 434 86 434 86
- EMPLOYER PAID TAXES CURR YT
or multiple pay ~ woswe o om T e i e
. FED W/H EE 134 .48 134 .48
peI’IOdS FED Hedcarte 17 54 17 54
. KY  WH EE 57.14 57.14
° M t t t I EY28 Occup.EE 23 .80 23.00
Onl OrS O a S EMPLOYEE TAXAELE WAGES CURR ¥TD
- FED W/H tax 1,209, 40 1,200, 40
for deductions e pme w
. KY  W/H tax 1,208,408 1,208, 40
andlor earnlngs K¥28 Occup. EE 1,314 .56 1,314.56
+ One or multiple #E %
employees Can Payroll Distribution: Check and Electronic Transfers
/559 Payment apz .26

be Vlewed Commonwealth of Kentucky Page

Payroll Journal

AR LA R AR AR AR AR AR AR R R AR R AR AR AR KRR R R AR R R R R R A AR AR AR R R R R AR AR AR AR AR KRR R AR R R R R R A AR AR AR R R R R R A AR AR R R AR KRR R AR R R R AR R R KR R

[ Summary Page SUMMARY PAGE 10/2010

CogtCenter: 3109500000

EARMINGS CURR Y70 EMPLOYER PAID BEMEFITS CURR ¥TD
9EG1 RegPay 1,314 .56 1,314 .56 603R SPRETER 434 .86 434 .86
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Payroll Journal Walkthrough

You can use the Payroll
Journal to see
retroactivity.

Run Payroll Journal for
PERNR 789

T Code:
PCO0_M10 CLJN

Pay Period: 12 of 2010

—_— Page 38
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Scenario 3. Payroll Journal




Lesson 3 Review

In this lesson you learned to:

« Understand the Payroll Journal
« See retroactivity using the Payroll Journal
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Course Map

Lesson 4: Payroll Results
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Lesson 4 Objectives

By the end of this lesson participants will be able to:

sUnderstand what is contained in payroll results

*Understand the differences between different tables in payroll results
Combine multiple tables into one view

ldentify and read wage types in payroll results

|ldentify and read retroactivity in payroll results

sUnderstand different taxable results

Kﬁ Page 43
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In-Period / For-Period

The For-Period identifies the originating period for the payroll
results. The In-Period identifies the period in which the
payroll results were generated.

Ex. the employee had retroactivity in period 8 of 2012 back to period 1 of 2012.

C Pmt date R |For-Peri_ In-Perio_| Start/FP End/FP OC (OC (P (P |O|/PPO| PP E4
A 01/13/2012 01.2012 08.2012 12/16/2011 12/31/2011 5 1S 0¢<
A 01/30/2012 02.2012 08.2012 01/01/2012 01/15/2012 2 I3 0¢<
A 02/15/2012 03.2012 08.2012 01/16/2012 01/31/2012 S |S 0¢<
A 02/29/2012 04.2012 08.2012 02/01/2012 02/15/2012 S |5 0¢<
A 03/15/2012 05.2012 08.2012 02/16/2012 02/29/2012 S |5 0¢<
A 03/30/2012 06.2012 08.2012 03/01/2012 03/15/2012 S |5 0¢<
A 04/13/2012 07.2012 08.2012 03/16/2012 03/31/2012 S |S 04
04/30/2012 08.2012 08.2012 04/01/2012 04/15/2012 515 0¢<
T'S;"@ﬁ Page 44
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Drilling into the individual pay

Payroll Result Tables

e [&)F)E)E ) D) @) 88

Kentucky , Khris M / Seq.nr. 00120 (04/01/2012 - 04/15/2012)

. . .. . Name Narne Nu,_.
period identifies the various WPEP  Work Center/Basc Pay 1
. RT Results Table 96
tables that are generated in the RT_ Resuls Table (Colapsed! Diplay) T
CRT Curnulative Results Table 334
paer” CyCIe The mOSt BT Payment Information 1
. ] Cost Distribution 1
f req u e n t I y u S ed ar e . C1 Cost Assignment from Different Infotypes 1
W0 Variable Assignment 4
° RT (R esu |tS Tab I e) PCALAC Status info. for subsequent programs 1
— AB Absences 2
I ABC Curnulation of Absence Classes 2
* BT ( P aym € nt I n fo m atl 0 n) VERSION Information on Creation 1
. . . PCL2 Update information PCL2 1
* CO (COSt DIStrI bUtlon) WERSC Payrall Status Information 1
. TAX Employee tax details 4
° C 1 (COSt ASS | g nment for TAXR Residence and unemployment tax details 4
. TAXPR Tax proration table 2
d Iﬁ:e re nt I nfOtyp e S) TCRT Cumulated tax results 672
. BAL Balance table used for tax retrocalculation 22
« TAX (Employee Tax Detalls) NAME  Name of Employes 1
ADR Address 1
° TC RT (C umu | ated TaX R esu Its) PERM Personal Characteristics 1
MODIF Modifiers 1




The RT _Is a
collapsed view of
the payroll
results for the
current payroll.

Year-to-date
Information is not
reflected in the
RT table.

Tables / field strings of payroll result

Payroll Results
Perzonnel HNo.
Seq. number
For-Period
In-Pericd

789 George HNewman - US4

00004 - accounted on 01/05/2011 - current result
12.2010 (0&,01/2010 - 0&/15/2010)

12.2010 (Fin.:

06/15/2010)

Table ET - Results Takle (Collapsed Diaplav)

A WI WI Text APC1C2C3aEKoReBTAWVIVHURIt Amt,/Unit No. Amount

* /101 Total gross 1,446.00
* f102 401(k) Wage 1,577.44
* /109 ER benefit 521.82
* /110 Net payment 126.20-
* /114 Base wage £ 1,446.00
* /190 EERS/TIRL C 1,577.44
* f191 Teachers Re 1,577.44
* /192 Judicial Re 1,577.44
* /301 TG Withhold 01 1,577.44
* /301 TG Withhold 02 1,577.44
* /303 IG EE Socia 01 1,577.44
* /304 TG ER Socia 01 1,577.44
* /305 TG EE Medic 01 1,577.44
* /306 TG EBR Medic 01 1,577.44
* /351 TG EE Qccup 03 1,577.44
* /401 TX Withhold 01 170.76
* /401 TX Withhold 02 71.16
* f403 TX EE Socia 01 89.97
* /404 TX ER Socia 01 89.97
* f405 TX EE Medic 01 21.03
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RT

The payroll results for the Active periods for the retroactive
adjustments shows an Outflow and an Inflow. These results
can be seen on the RT_ table

_ _ _ * /551 Retrocalc.d 77.07-
This outflow is from a previous pay * /553 Recalc diff 77 07-
period that had a retro calculation. 7X62 OutTIou (/10 T

This outflow will be reflected on the

/X90 Outflow(/19 77.07

- * * »

next period. 1X91 Outflow(/19 N\ 77.07
/X92 Outflow(/19 77 .07
Active pay for
. period 11
This Inflow is the next period that * /852 Difference 17,

shows the outflow from the

previous period going into this SRl OSEUnEaw (A el

. : * 1290 Inflow(/190 77.07
period to be reflected on this * 1291 Inflow(/191 77 07
check * 1792 Inflow (/192

Active pay for
period 12

_',(ﬁ_@ﬁ Page 47
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/300s

The /3** wage types are Taxable Gross (TG). Taxable Gross
Is the sum of all earnings subject to tax. These technical
wage types are used in the payroll calculation only.

/301 TG Withhold Ol 1,433.30

*

* /301 TG Withhold 02 1,433.30
* /301 TG Withhold 03 1,433.30
* /303 TG EE Socia 01 1,433.30
* /304 TG ER Socia 01 1,433.30
* /305 TG EE Medic 01 1,433.30
* /306 TG ER Medic 01 1,433.30
* /350 TG EE Trans 04 1,433.30
* /351 TG EE Occup 04 1,433.30

Exclusions include: Tuition assistance, etc.

g T ————
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* % % =3 % % %

taxable gross

/601
/601
/601
/605
/606
/650
/651

HEHEEEH

Withhold
Withhold
Withhold
EE Medic
ER Medic
EE Trans
EE Occup

01
0z
03
01
0l
04
04

The pre-tax deductions have been subtracted from the

1237
1:277:
1,277.
1:277:
1,277.
1,433.
1,433.

/600s

The /6** wage types are Taxable Base (TB) wages. These
technical wage types are used in the payroll calculation only.

72
72
72
72
72
30
30

Retirement

Example of these deductions:

*Deferred Compensation
*Health Insurance

g T ——
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[700s

The /7** wage types are the Reportable Earnings (RE). Each
/6** has an accompanying /7**. The /7** stops when the
maximum taxable limits have been reached.

* /700 RE plus ER 1,967.82
* /701 RE Withhold 01 1,451.24
* /701 RE Withhold 02 1,451.24
* /703 RE EE S5ocia 01 1,451.24
* /704 BE ER Socia 01 1,451.24
* /705 RE EE Medic 01 1,451.24
* /706 RE ER Medic 01 1,451.24
* /751 RE EE Occup 03 1,577.44

Ex. Social Security has a limit of $117,000 for 2014.

Kﬁ Page 50
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[400s

The /4** wages type reflect the actual taxes calculated from

the reportable earnings.

'|* s401 TX Withhold
* ;401 TX Withhold
* 7405 TX EE Medic
* 7406 TX ER Medic
* /450 TX EE Trans
* /451 TX EE Occup

0l
02
0l
0l
04
04

160.10
43.44
18.53
138. 53

17.92

01- Federal Tax
02- State Tax

04- Local Tax

EE- Employee Tax
ER- Employer Tax

g T ————
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Scenario 4: Taxable Results




/500s

/5**s are accumulations used in the payroll process. The /559
IS the net amount that will be paid to the employee. The /5PY
IS good money. If the good money amount is positive, taxes
are calculated. If it is negative then there is a claim.

* /550 Statutory n 1,190.44
* /559 Payment 0l 1,02z2.24
* /560 Amount to b 1,022.24
* /5PY Good Money 1,433.30
* /500 Tot EE tax 242.86
* /5U1 Tot ER tax 18.53
* /503 Number of p 1.00

* /SUA Gen Taxable 1,433.30
* f5UB Tax base wa 1,433.30
* f5UG Tax gross w 1,433.30
* /5UT Actual Work 75.00

* /50U Taxable Hou 75.00

g T ————
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/500 Good money

Table ET - Eesults Tahle (Collapsed Display)

A TT WT Text APCICEZC3aEEoReETAwryTwNInit Ant/Thit No. Amount

* /56l Claim al.ds
* /563 Claim from al.ds
* JEPYT Good Money gl.48-
* JEUE Tax base wa 374,81
* /840 Diff.curr.£fol 278,75

* 9210 Salaried Rao 60, 00

1l /7001 Waluation b0l 10,864

1l /7002 Waluation b0l 10,864

1 2202 3ick BalancOl 9,75

1l 2222 Comp BalancOl 14,25

Any time you have a negative Good Money, retroactivity
IS present. A claim against the employee is created
because taxes can not be calculated. You may have to
review multiple “For-period”s to find the claim.

T'Sn_@ Page 54




Cumulative Results Table

 Displays the gross earnings and deductions

« Shows employee and employer contributions for Year, Month, Quarter

« Net pay is also available

-
Table CRT - Cumulative Besults Table

Cum¥r |CI (CT [Wage TIv.|Wage Type Text Humkber Amount Curr. |Start End

2010 01 |KE | /101 Total gross 0.00 4,206.56 (U5SD 010172010 (1253172010
2010 06 | M J101 Total gross 0.00 2,892.00 (OSD 06s01/2010 (0&/30/2010
2010 05 |M J101 Total gross 0.00 1,314.58 (USD 0570172010 (0553172010
2010 02 | S101 Total gross 0.00 4,206.56 |USD 0470152010 (06/S30/52010
2010 01 |¥ S101 Total gross 0.00 4,206.56 (U5SD 010172010 (1253172010
2010 06 | M J102 401 (k) Wages 0.00 2,882.00 (USD 06/s01/2010 (06/S30/2010
2010 05 | M J102 401 (k) Wages 0.00 1,314.58 |(USD 055012010 (05312010
2010 02 1@ /102 401 (k) Wages 0.00 4,206.56 |(O5D 0470172010 (0653052010
2010 01 |¥ S102 401{k) Wages 0.00 4,206.56 |USD 0150172010 (1253172010
2010 01 | ¥ S10% ER benefit contributions 0.00 1,826.40 (USD 0170172010 (1253172010
2010 01 | ¥ S11a Net payments/Deductions 0.00 336.52-| 05D 01/01/2010 (1273172010
2010 01 |B /190 KERS/TIAR CREF 0.00 4,206.56 |USD 0750152009 [(06/30/2010
2010 01 |E £190 KERS/TILR CREF 0.00 4,206.56 |USD 0750172009 (06/30/2010
2010 06 | M S130 KERS/TIAL CREF 0.00 2,892.00 |USD 06/s01/2010 (06/S30/52010
2010 05 |M £180 KERS/TIZA CREF 0.00 1,314.56 |USD 0570172010 (0553172010
2010 o2 |1 £180 KERS/TIAR CREF 0.00 4,206.56 |USD 04/01/2010 (06/30/2010
2010 01 |¥ /190 KERS/TI&R CREF 0.00 4,206.56 |USD 01/01/2010 (12/31/2010
2010 01 |B /191 Teachers Retire 0.00 4,206.56 |(O5D 0750172009 [(06/30/2010
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BT Table

The BT table contains the payment information.

=)/ [&) 062 (D) @] T[S
Kentucky , Khris M f Seq.nr. 00120 (04/01/2012 - 04/15/2012)
MNarme Narne Nu_
WPBP Work Center/Basic Pay 1
RT Results Table 96
RT_ Results Table (Collapsed Display) 96
CRT Cumnulative Results Table 334
:BT j Payment Infarmation 1
o Cost Distribution 1
C1 Cost Assignment from Different Infotypes 1
VO Wariable Assignment -4
PCALAC Status info. for subsequent programs 1
AB Absences 2
ABC Cumulation of Absence Classes 2
VERSION Information on Creation 1
PCL2 Update information PCL2 1
VERSC Payroll Status Information 1
TAX Employee tax details 4
TAXR Residence and unemployment tax details 4
TAXPR Tax proration table 2
TCRT Curnulated tax results 672
BAL Balance table used for tax retrocalculation 22
NAME Name of Employee 1
ADR Address ak
PERM Personal Characteristics 1
MODIF Modifiers 1
_'(—m__ Page 56

=" spetem
Connecting the Commonwealth



BT Table Continued

In this example, the employee is paid via direct deposit
(PayMeth P). This table reflects the bank routing number and
account number for the payment. If an employee has
multiple ACH deposits, each will be reflected in this table
along with the associated dollar amount.

Payroll Results
Personnel No. 777777 Jake, Ben - USA

Seq. number 00037 - accounted on 07/23/2012 - current result
For-Period 14.2012 (07/01/2012 - 07/15/2012)
In-Period 14,2012 (Fin.: 07/15/2012)

Table BT - Payment Information

AT WUType WT Text Amount in Payroll Currency Curr. PayMeth Recipient
PostalCode City Ctry Bank Number Bank Account IEAN Rec.
Purpose Inv.Type Date Tine Transfer ID Transf. PstlBank Ch.iccnt
Street CntryKey Anount in Payment Currency Curr. Region ISR Number
ISR Ref. PC Reference ColBnkTra
0l /559 Payment 50.00 USD P
us 283976441 10110101111111
07/23/2012 23:41:14 oo
0z UsD
02 /559 Payment 1,451.19 USD P
us 283978441 10220201222212
07/23/2012 23:41:14 1]n}
0l usD
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CO Table

The CO — Cost Distribution table reflects the default cost
center and accounting template where the employee’s pay
and employer taxes will be charged.

Tables / field strings of payroll result

Payrocll Eesults

Personnel No. 789 George Mewman - USR

Seqg. number 00004 - accounted on 01/05/2011 - current result
For-Pericd 12.2010 ({0&/01/2010 - 0&/15/2010)

In-Period 12.2010 (Fim.: 06&/15/2010)

Table CO0 - Cost Distribution

WSHo. Segiio. CoCd. Buskrea CostCntr. Funds Center Fund Order WBS Element Share (%)
Fanctional Area Grant Segment Budget Pericd
01 01 COME 1000 3109500000 RLMCCO 100.040
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C1 Table

The C1 — Cost Distribution table reflects any additional
overrides where the employee’s pay and employer cost will
be charged.

Tables / field strings of payrolf result

Fayrocll Resulcs
Personnel Mo. |

Seq. number CHI7Y = accounted on 06f4d/d01d = current resulc
For-Paricd 12,2012 (06/01/2012 - 0ES15/2012)
In-Pericd 12.2012 (Fin.: 06/15/3012)

Table Cl - Cooat Asalgnment foom Different Infonypea

cl Cold  BusAzea ColccArea Cost Center Order Cost Object WBS Elem Network Flan Operatic
CoseQrder OO0 Item Res.Obj. BusProcess Funds Cencer Fund Item Fand Parchioc Item
Fayment Faym:Iype Cold Bus.area Cost Ctr FaymtIype Rssignment Tax ID GejectIype Job

Hours Serv.Type Serv.Cat Text Lag. Code Commit.Item

Funchrea Grant SFand SendFanchr Send Grant Segment Badget Peried
SEudger Periocd

0001 QoMK 1004 MK 372700000 HMMCRG MaTladddided

,,,,,,,,,,,,,,,, 000400

AARaR
alufafufal o]

cO02 COMK 1000 CIOMK 5372700000 HMMRRRE MATOwhEddRia
o000 000000000 40000
04040000
0. 00
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TAX Table

TAX — Employee Tax Detalils

This table will show the tax state of an employee at the time
the payroll results were generated.

* Federal Status of 01 (single) with 0 exemptions.
* No other exemptions selected (amount, %)
 This employee is also exempted from Social Security Tax.

Payroll Results

Persocnnel No. 789 George HNewman - USA

Seq. number 00004 - accounted on 0170572011 - current result
For-Period 12.2010 {0&/01/2010 - 0&/15/2010)

In-Period 12.2010 (Finm.: 0&/15/2010)

Table TAX - Employee tax details

Tax type Tax type description Form. No. Exmpt ind.

Tax split 01 Tax company COKY Tax level & Tax auth FED Status 01 No.exempts 00 Ind: EIC BEdd.amount 0.00
2dd. pret. 0.00 No.exempt. 00 Addit.amt. 0.00 Exempt.amt 0.00 Pers.exmpt 00 Dep.exempt 00

EIC atatus Add.tax.cd 0 Suppl.Mchd Eecip.ind. Cert.3atat. 0 IxCredBal 0.00 Status Ho.exempts
Exempt.amt 0.00 Residence auth ¥ Work auth Unerployment auth X @ Children 00 Nexus Ind. O
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Tax Table continued

Add. prct.

EIC status

Tax split 02 Tax company COEY Tax level B Tax aun
0.00 MNo.exempt. 00 Addit.amt.
Add. tax.cd 0 Suppl.Mthd

Recip.ind.

;.DD Exenpt. ant 0.0o0

Status 01 No.exempts 00 Ind: EIC Add, anount 0.00
Perz.exnpt 00 Dep.exempt 00

Cert.stat. 0 TxCredBal 0.00 &Status No. exenpts

0.00 Residence auth X Work auth

Exempt.ant

Unenployment auth

0 Children 00 Nexus Ind. 0

A4dd. prct.
EIC status

Exenpt.ant

0.00 No.exemnpt., 00 Addit,amt.

Add, cax.cd 0 Suppl.Mthd
0.00 Residence auth

Recip.ind.

;.DD Exenpt. ant 0.00

Pers.exnpt 00 Dep.exempt 00

Cert.stat. 0 TxCredBal 0.00 Status No. exenpts

Work auth X Unemployment auth x 0 Children 00 Nexus Ind. 1

o1 Withholding Tax 01

oz Earned Income Credit Payment ol

10 Enployver Unemployment Tax 01

11 Euployer Debt Repayment Tax 01 - - - -
6. Esployec Fetizement Plan.s o1 This is the IN tax information
62 Enployee Betirement Plan-Med. 01

63 Enployer Betirement Plan-5.5 01

64 Euployer Retirement Plan-Med. ol

0 Pension Periodic Withholding 01

71 Pension N.P. Eligible Rollover 01

Ta Pension N.P. Nonqualifving ol

Tax split 03 Tax compaty COEY Tax lewel B Tax au status 01 No.exempts 00 Ind: EIC Add. amount 0.00

o1 Withholding Tax o1

10 Enployver Unemployment Tax 01

11 Euployer Debt Repayment Tax 01

6l Eunployee Retirement Plan-5.5 ol . . . .
62 Enployee Betirement Plan-Med. 01 Th th KY t f t
63 Enployer Betirement Plan-5.5 01 IS IS e aX In Orma Ion
= Eunployer Retirement Plan-Med. ol

0 Pension Periodic Withholdineg 01

71 Pension N.P. Eligible Rollover 01

72 Pension N.P. Nongualifying ol

Tax split 04 Tax comparny COEY Tax lewel C Tax auth EY0D 3tatus 01 No.exXewmpts 00 Ind: EIC Add. amount 0.00

KARES
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TCRT Table

The Tax Cumulative Result Table (TCRT) — This table
contains information on wage types associated with tax and
taxable items for the employee. It contains month, quarter
and year-to-date information by calendar year. The most
recent calendar year is listed first in the table followed by the
subsequent years.

Table TCRT - Cumulated tax results

Cal¥r (CalNbr |Call |Tax co. |TaxPu |Wage Type |[Wage Type Text Amount Crcy From To

2010 o1 K COKY S101 Total gross 4,208.56 |U5D 01/01/2010 (1273172010
2010 06 M COEY S101 TIotal gross 2,8%92.00 |U5D 06/01/2010 (063052010
2010 05 M COEY S101 Total gross 1,314.56 |USD 05/01/2010 (05/31/2010
2010 02 Q COEY S101 Total gross 4,206.56 |U5D 04/01/2010 |(0&/30/2010
2010 o1 Y COKY S101 Total gross 4,208.56 |U5D 01/01/2010 (1273172010
2010 06 M COEY f102 401 (k) Wages 2,8%92.00 |U5D 06/01/2010 (063052010
2010 05 M COKY S102 401 (k) Wages 1,314.56 |U3D 05/01/2010 |(05/31/2010
2010 02 Q COKY f102 401 (k) Wages 4,206.56 |USD 04/01/2010 |(0&/30/2010
2010 o1 Y COKY f1l02 401 (k) Wages 4,208.56 |U5D 01/01/2010 (1273172010
2010 01 ¥ COEY f109 ER benefit contributions 1,826.40 |USD 01/01/2010 (12/31/2010
2010 01 ¥ COKY S110 Net payments/Deductions 336.52-|05D 01/01/2010 (12/31/2010
2010 01 B COEY S190 EERS/TIAR CREF 4,206.56 |USD 07/01/2009 |(06/30/2010
2010 o1 E COKY S180 KERS/TIAR CREF 4,206.56 |USD a7/01/2009 (0&/30/2010
2010 06 M COEY £180 EERS5/TIAR CREF 2,892.00 |USD 06/01/2010 |06/30/2010
2010 05 M COKY S190 KERS/TIAR CREF 1,314.56 |USD 05/01/2010 (05/31/2010
2010 02 Q COKY S190 KERS/TIRR CREF 4,206.56 |USD 04/01/2010 |(0&/30/2010
2010 o1 Y COKY S180 KERS/TIAR CREF 4,206.56 |USD 01/01/2010 (1273172010
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Selecting multiple tables

You can select multiple
tables to appear in your El@lh@@

| |St Vi ew. George Newman / Seq.nr. 00004 (06/01/2010 - 06/15/2010)
Hame Mame Mu_
WPBP Waork Center/Basic Pay 1
e Hold down the “CTRL” RT Results Table 77
RT_ [Resuﬂ:s Table (Collapsed Display) j??
key and SE'ECt eaCh CRT Cumulative Results Table 64
- BT Payment Information 1
deSIred table Co Cost Distribution 1
. VERSION Information on Creation 1
e Once a” tables you W|Sh PCL2 Update information PCL2 1
. VERSC Payroll Status Information 1
to V|eW have been TAX Employee tax details 3
. TAXR Residence and unemployment tax details 5
selected, click on the TAXPR Tax proration table 2
TCRT Curmulated tax results 175
eyeglasses Sym bOI . BAL Balance table used for tax retrocalculation 2
Common combination:
« RT_and TCRT- will show current pay period and accumulated totals.



Selecting multiple tables continued

This example shows both the BT and CO tables in the same
view. This can be printed if necessary.

Table BT - Peyment Information

AT WIype WI Text Amount in Payroll Currency Curr. PayMeth ERecipient

PostalCode City Ctry Bank Number Bank Iccount IBAN Eec.

Purpose Inv.Type Date Time Transfer ID Transf. PstlBank Ch.Accnt

Street CntryEey Amount in Payment Currency Curr. BRegion ISR Number

ISE Ref. PC Eeference ColBnkTra

01 /559 Payment 1,070.69 TUTSD C

us
aa
usD

Table €0 - Cost Distribution

WSHo . Seglo. ©CoCd. BusArea CostCntr. Funds Center Fund Order WBS Element Share (%)

Functicnal Area Grant Segment Budget Period

01 01 COME 1000 3109500000 RIMCCO 100.00
_'(Fi_@a Page 64
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 5: Display Pay Results




Lesson 4 Review

In this lesson you learned to:

« Explain and display Payroll Results

Show multiple tables

Research results using the results
Understand inflows and outflows

Explain the different taxable amounts
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Lesson 5: Maintaining Infotypes
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ﬁ
l(entucky Human Resource Information System

Maintaining Infotypes

Lesson 5
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Lesson 5 Objectives

By the end of this lesson participants will be able to:

« Understand the different infotypes related to payroll including:
* ITOO09 Bank Detalils
e ITO014 Recurring Deductions
e |TOO15 One-time Deductions
e ITOO03 Employee Status

Connecting the Commonwealth
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Entry Options

Entry Options:

» Use Create for new records []

» Used when the infotype has not been maintained (no green check)
» If used when a record exists, may need to delimit existing record
» Old record will remain in the system

* Be sure to use Copy to change/update existing records
» Facilitates entry — fewer fields to update E
» Creates an historical record

» Use Change only if a record was entered in error |

» For example, when entering the bank account number you entered a 3
instead of a 2

» Does not create a history — overwrites the existing record

NOTE: Beware of gaps in the record’s dates.
They may result in serious problems in payroll.

K_nﬁb Page 70
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Infotypes

Infotypes (IT) are logical groupings that organize
Information in KHRIS. There are infotypes for
deductions, including:

e ITOO09 Bank Detalls

* ITO014 Recurring Deductions

— Remember to check all deductions when an employee is
hired to ensure no past deductions will be taken

— Remember to check all deductions when an employee is
termed to ensure the deductions are stopped

« ITOO15 One-time Deductions
« IT9015 Retirement (for use with KTRS only)
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Bank Detalls

Contains information how an
employee receives their pay.

 Check

e Electronic Funds Transfer
(EFT)
— Direct Deposit
e Cash Payment should NEVER be
selected
New hires after Jan 2013
MUST be EFT unless they
submit a hardship request.

 Employees can have
unlimited EFT’s

ITO09 Bank Detalls

Display 0009 Bank Details

Personnel Mo Mame Don Caspos

EE group A 18A Personnel area | BOON Executive
EE subgroup B2 ASC Balary 37 5 Pers. subarea 1008 FT Eoermnpt
Slan Bsrez2rz2ong L 12731 19999 Chng BF708/26878 CONYADR
Bank delails

Bank details ype 10 e Biank

Fayes Don Campos

Postal CodeiC iy d20T11566 | Murray

Bank Couniry LIS USA

Bank Key

Bank Accouni Bank control key
Payrmigni method C Check - Payroll

Furpose s 10
Paymeni curmency U4

o Paper Pay Staternent
Mo Paper Pay Statement

Chéch riod
P Bank ransfer (ACH PPDY

g T ——
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ITO09 Bank Detalls

Display 0009 Bank Details

Bank Key = Routing Number (the routing '
number is validated against the Federal _

Reserve Routing Directory) S o o e A
Bank Account = Employee account number ISRy QMRS ioTes aeen M TTReRG

at that bank Etart USAEIND 1o 1203119988  Chng OF /6872810 CONVADN

Bank Control Key = indicates whether it is Barik detals

savings or checking account. e L“i“L:

01 = Checking, 02 = Savings. Posta € ogeiCiy 20711566 | Muray

This is NOT a drop down box. Esb et e

Payment Method = this indicates whether f::;‘;mﬂ ar———— i L

EFT or paper check. C = Check (paper s I Pamart iobod ) JErbes by [

check), P = Bank Transfer(EFT) Pametcanny W g—

No Paper Pay Statement = All employees aige P et [ -lill-ﬂﬁl'ﬁliﬁ-:nl' !

who are enrolled in direct deposit must have No Paper Pay Statement |22 |

no paper pay statement checked in ITO009. “Cash Payment

G Chetk - Finmdl

P Bank Fansies (ACH PFD)
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Main Bank vs. Other Bank

There may be more than one other bank on ITO009 Bank
Details

» Main Bank

» This is the employee’s primary bank for the deposit of net pay (if check is chosen,
all net pay is on one check)

 Based on Check Date

e Other Bank

» This option is used when an employee wants a defined amount of the net pay
deposited into a different account than the main bank account

 When Other Bank is chosen, the amount specified in the entry will be deducted
from the net pay and sent to the Other Bank before the remaining deposit is made
to the main bank

« Employees may have o0k ety I
i Bank details type 0 Main bank: i
an unlimited number
Payee 0 Main hank
of other banks 1 Other bank

. GUSHIC ot By 2 Travel Expenses
* Based on Pay Period End Date | gankcounty 5 Main bank details for Off-Cycle

Bank Key |6 Other bank details for Of-Cycle R1

g T ——
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When payroll is processed, the system looks at the date of
the payment (check date) for the employee and compares
that date to the main bank records on ITO009. That
determines which account will receive the monies for that
payroll cycle. For example, an employee has the following
records on ITO009:

e 03/16/2011 to 03/31/2012 Account 12345
e 04/01/2012 to 12/31/9999 Account 98765

Payroll is being run for the period 03/16/2012 through
03/31/2012. The check date for this pay period is 04/15/2012.
The system will send the ACH (Automatic Clearing House)
transaction to which account and why?
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Other Bank

Transactions for
“Other Banks” will
follow the normal pay
period date routine
and be effective when
the respective pay
period Is processed
for an employee.

g T ————
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Bank Details-EFT Returns

When an agency is notified of a returned EFT

e The agency should correct the banking information on
ITOOO9 or stop the incorrect EFT until the correct banking
iInformation is obtained and updated

« |If this is the main bank, stop EFT and make the payment a check.
« |If this is an other bank, you can stop it without changing to check.

* The agency will create a replacement check for the
returned EFT amount via a positive manual adjustment
form (sAs 27) for the net amount only

e The agency will be credited the returned funds via IET In
eMARS from the Personnel Cabinet

 Agency should contact the employee to correct the
bank information before the next payroll
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Bank Details-EFT Returns continued

When the HRG has been notified by the employee or the
Personnel Cabinet that the employee’s account is closed by
the bank the HRG will need to do the following:

« Send a business request through TFS that you need to
have an EFT reversed (what used to be a strip)
« The following information should be included:
« Employee’s name
* PERNR
 Net amount of the deposit
« Date of deposit (Check Date)
* Routing number
e Account number
Note: Have employee sign the completed EFT Reversal — Payment Agreement,

K_nﬁb Page 78
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Bank Details-EFT Returns continued

Date Adi. Y Finance and Administration Cabhinet g1z
03/11012| | 2012 Positive Adjustment
On Ce yO U h ave ‘| | ‘| FPavyroll Woucher (SAS-27)
. Agency Agency#® ar [
been notified by Name Personnel ostcenter| 12348 | |
Employee First Mame M1, Last Name PERMRE Emplayee ID Adjustment Period
tChebI_DerSOhn n efl q Bruce T. Wayne 12345 | | BAT0001 | From | 02/16/12 | Ta | 02/29/12
a | n et t at u n S Memo/Heference
Termplate Uit Activit Location Ermployee Closed Bank Account
have been Template ' ploy
retu rn ed y yo u Description Wage Type|Employee Amt. State Amt. ! Taxable ! Total
h | d grusgs R M0 2 254.33 2 254.33 :
snhou Process a e e - -
edicare @@ 1.45% $ - % - 5
Lt Federal Tax ]
POSItIVG State Tax Authority =7 | 3
. Local Tax Authority ]
AdJ ustment (SAS Lacal Tax Autharity 5
Local Tax Authiority T
Local Tax Authority ]
27) to pay the ‘otal Local Tax from "Xtra Local Tax" sheet!| | %
rotal Retirement from "Retirement™ < .cet| % - % - | &
em p | Oyee . stitemant Installment Purchas] 5
Health Insurance F
Adimin. Fee (2 aifall ]
The taxable amount fields f o medien -
can be deleted to remove  State Paid Life Ins, 5
Misc.
the tax and taxable Mist.
amounts. No adjustmentto =
the Taxables amounts are e . _
needed. METPAY| $ 25433 | $ 25433 |TOTAL DISBURSEMENT AMT
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Bank Details-Stop Other Bank

Enter the end date of the last pay period in the “to” box.

* EXx: If the last payroll run was for pay period 4/1/12-4/15/12, then
enter 4/15/12. Save your entries.

Personnel Mo [ ] MName Wayne , Bruce
[EE group Al 18A Personnel area BBO1  Execulive Status  Active
EE subgroup 'B2| ASC Salary 3_ Pers. subarea 1608 FT Exempt
:Starl -J.jtn 84/15/2012. chng [@SM1972002
Bank detalls
Bank detalls type Cither bank -
Payee Wayne  Bruce
Postal CodefCily 407018557 | Corbin
Bank Country LISa -
Bank Key 1 HOMETOWN BANK OF CORBIN, INC.
Bank Account [ ] Bank control key az
Payment method P\ Bankfransfer (ACH PPD)
Purpose
Payment cumrency Uslh | United States Dollar
Standard value 50.60 usD
Standard Percentage

P
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Bank Details-Stop Main Bank Direct Deposit

When employees want to stop their “Main Bank” you need to:
« Copy the existing record [[]
« Change the payment method from “P” to “C”.

 Enter the next pay period begin date after the last pay
check date.

 EXx:4/30/12 was the last pay date, then you would enter 5/1/12 as
the start date on ITO009.

Notes:

« Copying an existing record for the main bank will delimit the prior record.

« Copying an existing record for an other bank will not delimit the previous
record. You will need to manually make the change. = Use the pencil
to correct the to date.

« Use appointment date for a new employee.
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IT 0009 Bank Detalls

Entry Options:

« Use create for new records | L]

* Be sure to use copy to change/update existing records [
— Facilitates entry — fewer fields to update
— Creates an historical record

« Use change if a record was entered in error |&”

— For example, when entering the bank account number you entered a 3
instead of a 2

— Does not create a history — overwrites the existing record

Remember: GAPS IN DATES ARE BAD!

« Bank details may be entered by the employee in the KHRIS Self-Service
Center

« Watch your dates—there can be no gaps in the bank details history

K_nﬁb Page 82
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 6;: Bank Detalls




EFT to Credit Unions vs. Credit Union Deductions

What's the difference between EFT
to a Credit Union and a Credit
Union deduction?

 An EFT which is set up on ITO009,
IS an electronic funds transaction
that goes through the ACH
process. lItis the net or a portion
of the net payment

» A Credit Union deduction, set up
on ITO014, is not the same as an
EFT. Itis a payment to a credit
union that is processed as a
voluntary deduction. It is deducted
before the net amount is calculated
and deposited into the Main and
Other banks

K_ﬁﬁﬁ Page 84
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ITO0O14 Recurring Payments & Deductions

ITO0O14 Recurring Payments &
Deductions are used when
amounts are made with a
specified frequency:

» Retirement

e Optional Insurances

» Credit Union Deductions

» Deferred Comp Deductions
« Expense allowance

Deferred compensation can be
expressed as percents or
amounts.

Create 0014 Recurring Payments/Deductions

[ ]2

Personnel No

Name Haley Berry

EE group L Edernal-BN Personnelarea 0004 Benefits Only

EE subgroup 41 24 Non-Paid  Pers. subarea

Stant

2001 Board of Ed.
[Bte 1273179989

0014 Recurrin_g_PaymentsIDeducﬁnns

WYWage Type

Amount

Numberfunit
Assignment Number
Reason for Change

Pament dates
Payment model
1st payment period
Interval in periods

Additional fields
Organization Name
Address

City

State

Zip Code

Phone Number
County

Agency

Name & Address relea

™

UsDh

or 15t payment date
IntervalfUnit

Status  Active

g T ——
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ITO014 Payment Model

Payment Models
are entered based
on the payment
frequency needed
for either the
deduction or the
payment.

» Select the
correct payment
model from the
possible entries

1

P=PamentMedEa) A ERTes find == = =

Restrictions |

-

B\ DY )15 =) S0 =T K- 3

Period Parameters: 02
Mame per, pararmeter: Sermi-rnonthly

F

Mo | Mame

E¥O01  First Period Sermi Monthly
K¥02  Second Period Serni Morthly
EYO2  Every Period Sermi Monthly
E¥18 Benefit 18 Deductions
E¥al  Quarterly Payrments Last PP of Ofr
EYEl Benefits Monthly

KYF1  First Period February

EYF2  Second Period February
EXYFD &l Periods February

K¥M2 Second Period May

CumT

r- O - - - - - &

Description

Serni-rnonthly
Sermi-rnonthly
Serni-rmonthly
Serni-rnonthly
Sermi-rnonthly
Serni-rmonthly
Sermi-rnonthly
Sermi-rnonthly
Serni-rnonthly
Sermi-rnonthly
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Refresher: Entry Options

Entry Options:

» Use Create for new records []

» Used when the infotype has not been maintained (no green check)
» If used when a record exists, may need to delimit existing record
» Old record will remain in the system

* Be sure to use Copy to change/update existing records
» Facilitates entry — fewer fields to update E
» Creates an historical record

» Use Change only if a record was entered in error |

» For example, when entering the bank account number you entered a 3
instead of a 2

» Does not create a history — overwrites the existing record

GAPS IN DATES ARE BAD
K%i@f Page 87
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 7: Retirement Installment Purchase
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ITO015 One Time Payments and Deductions

ITO015 One Time Payments & Deductions are used when
payments/deductions are not made on a repeating
schedule, or to make an adjustment to a deduction.

EX am p I eS i n C I u d e: Personnel Mo 3214 Mame Mark Casze
EE group 2 18A Personnel area 0001 Executive Status  Active
4 TO CatCh-up arrears On a EE subgroup 02| ASC Salary 37.. Pers. subarea 1000 FT Exempt
deferred Compensa‘tlon 0015 Additional Payments
contribution Wage Type 3002  Suggestion Award
Armount 100.00 |USD Ind.val.

* To refund an overpayment on  tumber/unt | 1
. . Date of origin 07/01/2012
an optional insurance S " .
dedUCtIOn Assignment Number

Reason for Change

* Ensure date of origin is the
beginning of a pay period

>NOTE - Enter deduction once.
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What Can Retro

Payroll deductions that
can retro include:

 Health and Life Insurance
 FSA Deductions

 Employee Retirement
Contributions

NOTE - All other wage types
will need to have an
adjustment on ITO015 to
either reduce or increase the
deduction amount

SLLRARAAAARAL SRAARRERARRE

KHRES
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Refunding Deductions Using ITO015

This refund creates a negative item for
the refund’s value on the next
remittance made to the payee.

« Example-

« John Doe overpaid ABC Dental by
$10.00, create an IT0O015 for -$10. OO
using the wage type for ABC Dental.
the next payroll, John’s pay would reflect Refunds
the refund of $10.00 in the check, and
the remittance to ABC Dental would
reflect -$10.00 for John.

NOTE: HRG should communicate with the third party that there will be a
negative amount for the employee on the next remittance
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Refunding Deductions Using ITO015

If an employee has overpaid a deduction:
You may refund the money to the employee by executing an
ITOO15 for the wage type for the overpayment in a negative
amount. This will refund the amount over-deducted for the
employee based on the date of origin.

You should normally use the
first day of the current pay
period for the date of origin.

0014 Additional Payments
YWage Type
Amount )

5511 Delta Dental Plan PPO EE

20.00- |UsDh Ind wal.
Humberianit
Diate of origin 1240172012
Default Date

Assignment Mumber

Reasan far Change

Note: Installment Service purchases are an exception. Please
refer to QRG on how to refund retirement.
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Retirement Hardship Overview in KHRIS

 Hardships should only be used for retirement

« ldentify correct retirement plan to be updated

— Contact from Kentucky Retirement System
— Agency Review / Employee Contact

 Discuss repayment options with employees
 Update retirement records on IT0014
 Run payroll simulation — determine differences

 Enter
— Pay Period Deduction (WT 666D) on 1T0014
— Balance (difference) (WT 666B) on IT0O015
— Hardship amount on IT0O015 using (WT 3016)

 Run payroll simulation — validate results
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Retirement Hardship Detalils

Wage Type 3016 — “Advance” or loan
amount given to the employee to

prevent the entire check from being
taken.

»Amount is difference between the
correct & incorrect retirement plan

»Amount is entered on ITO015
»Amount added to gross

e

e ———
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Retirement Hardship Details

The amount to be withheld each pay period is set up as a
recurring deduction on ITO014. When you create the
deduction, the system will prompt you to create a limit record
that is stored on ITO015.

WT 666D — Pay period deduction amount. IT0O014

Wage type  Wage Type Long Text From To O Amount Croy
666D Pre Tax Reimburse Ded 06/16/2012 12/31/9999 A 35.91 Uusb =

WT 666B — Amount collected from the employee. This limit is
tied to the amount set on 666D. ITO015

| 6668 Pre Tax Reimburse Bala.. 06/16/2012 107.73 UsD 0.00 - |

WT 666B & WT 3016 should have the same amount/dates on ITO015

W... Wage type long text Date C Amount Crcy  |I Number Unit .
3016 Hardship Adjustment 06/16/2012 107.73 UsD 0.00 -
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Retirement Hardship Details

The current period deduction and the remaining balance for
the hardship can be found in the pay results for the period.

Sedq. number 00123 - accounted on 07/23/2012 - current result

For-Period 14,2012 (070172012 - 07 /15/2012)

In-Period 14,2012 (Fin.: 07/15/2012)

* 666E Pre Tax Rei 71.82
* geel Pre Tax Rei 35.91-

The end date is the infinity date because it will
continue taking the deduction until the total amount
has been satisfied.
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 8: Hardship




Use the Payroll Simulation to find the difference

What needs to be done next?

Identify hardship amount owed by employee. Your agency
simulator can run payroll simulation after the correct
retirement plans on IT0014 have been completed. After the
simulation the simulator can send you the payroll results.
You will need to review the retirement transactions.

Payroll Simulation results

T pO0E KERS EE Retll 1,478,39
T pliE Hazardous R 171, 08-
T 602E Hazardous R0l 24,305, 43-
* alR Hazardous R 619,77
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Use the Payroll Simulation to find the next results

What needs to be done next?

Validate the results with another payroll simulation after all
records have been created

" he6k Pre Tax Rel 13,00~
" GAEE Pre Tax Rel 41z, 06
" G660 Pre Tax Rel 73,00~

3 3016 Bardshiy &d b7, (8

666A = Balance of amount deducted from check

666B = Balance of amount still owed by employee
666D = Amounted deducted from the check
3016 = Original amount of hardship
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Hardship Results

Pagroll Check

Federal, State

FICA
H d h . Wages
arasni :
i P y Regutar Pay 21888 213863 The difference
m n | Hardship Adjustment 88706 §87.06 .
adjusime SI > Total Earnings 3.025.69 in employee
added to tota Fefund 600E Retirement 1,478.39 1,478.39 Contributions
Retro 602E Hazardous Retirement [2.365.45) [2.365.45)
earn I ngs for Met retro activity For Retirement [887.0E) Owed to
th IS payc h eC k Net Earnings before Tazes and Deduc 2.138.63 retl reme nt
Tazes
Federal [193.26)
Social Security [F9.49)
Medicare [27.44])
Kentucky State [105.73)
Transportation [6.05]
H Occupational [37.82)
H ard S h I p Total Tazes [449.79)
Repay IS pre Deductions
Mational Teachers [30.71)
taX —> Hazardous Retirement (171.09) (171.09)
Hardship Repay [¥5.00) [¥5.00)
Commonwealth Credit Union [281.00)
Total Deductions [557.80)
Total Tazxable Earnings 1.892 54
Net Pay 1.131.04
*® /701 FE Withhold 01 1,892.54
* /701 BE Withhold 02 1,892, 54
*® /703 BE EE Socia 01 1,892, 54
* /704 BE ER Socia 01 1,892.54
* /705 BE EE Medic 01 1,892, 54
* /706 BE ER Medic 01 1,5892.54
_.(—n@b Page 100

Connecting the Commonwealth




Reimbursements ITO014 and 0015

Reimbursements are set up when an employee must
reimburse an agency: (Similar records as the hardship)

Example:
 Tuition Assistance (Post Tax)
e Local Tax

 When a reimbursement is set up in KHRIS, there are three wage
types with the same number except for the last character as an
identifier:
— A (Accumulative Balance),
— B (Balance)
— D (Deduction Amount) associated with the number

* The deduction amount D is set up on ITO014. The balance B is set
up on ITO015. The accumulative balance A will be created and
maintained automatically when you set up D and B.

K_R@D Page 101



ITOOO3 Employee Status

« Earl.pers.RA Date — This is the earliest period retro activity can be run for an
employee.

 Accounted to — This is the pay period end date which payroll has been run for this

employee.

« Earliest MD change — System uses this field to track the earliest date of master data
changes. Changes made prior to the “Accounted to” date cause retro to run.

 Mast.data chng.bonus — This field tracks changes to the master data. Changes
made prior to the “Accounted to” date cause retro to run.

* Pers.no.locked — When this button is activated, the employee is locked and no pay
results will be calculated.

« Payroll correction — When this button is activated, the employee has had a pay
related change between initial and final payroll.

PayrolliRetroactive Accounting

Earl.pers. RA date B AEH2012 0 Accounted to pas30/ 2012

Fun payrall up to Earliest MD change

Do not account ater Mast.data chng.honus = Bonus Info
[ JPers.nolocked [ JPayroll correction
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ITOOO3 Employee Status

 Earl.pers.rec.date — This is the earliest period that time evaluation can be
run for this employee.

 Pers.calendar from — This date is populated in KHRIS but is not currently
used in US payrolls.

« PDC recalculation — This date specifies when the next time evaluation
should be run. If retroactive time changes are made to an employee, this
date will be set back to the first date of the change. This causes time
evaluation to run retro-actively.

« PDC error indicator — This will be activated if the time evaluation program
could not run successfully for an employee in the most recent run.
Time evaluation
Eatl.pers rec.date BTMEL2012 Perscalendar from H316{2011
FOC recalculation 10/16/2012
CJPDC errar indicator
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Lesson 5 Review

In this lesson you learned to:

« Understand the different Infotypes related to Payroll including:
* |ITOO09 Bank Detalils
e ITO014 Recurring Deductions
e ITOO15 One-time Deductions
* ITOO03 Employee Status

Kﬁ Page 104
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Lesson 6 Objectives

By the end of this lesson participants will be able to:

« |dentify infotypes required for tax calculation
Identify ITO207 Residence Tax Area

ldentify ITO208 Work Tax Area

|ldentify ITO210 Withholding Information W4/K4
ldentify ITO235 Other Taxes

Connecting the Commonwealth
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Infotypes Required for Tax Calculation

There are many tax areas that must be maintained for payroll.
Some are required for all employees and others are based on
special circumstances such as limit of exemptions or
exemptions on some taxes.

e |TO207 Resident Tax

ITO208 Work Tax Area

IT0210 Withholding Information W4/K4

ITO235 Other Taxes US — Social Security and Medicare
ITO161 IRS Limits — IRS Lock-in Letter

_K_R@D Page 108
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ITO208 Work Tax Area

Some cities and counties

Impose an occupational tax, Display 0208 Work Tax Area
based upon where the BEN
em p I Oyee WO rkS Personnel No | 55368 Narme Samantha Pryor
| EE group Al 184 Personnel area 0001 Executive Status  Active
° EE subgroup 02| ASC Salary 37 5 Pers. subarea 1001 FT N-Exempt
NOt a” a:reas have an Start 05/02/20100 to 1243179993 Chg. 0711272010 CONVADM
occupational tax
_ Worklaxdata
i Ma.y be Sp“t between TaxArea KYBD Metro LouisvillelJefferson
WOrk Iocations Allocation 100.00 %

— Ex. 50% KYOD and 50%KY20 TaxAuthorities in Area |
— Must always equal 100% 'f]lf:j;’i“" '; ';:f:"“"“” | ]
— Only use the create button with KYOD Metro LouiswilleAJefferson C County H
[4]
g

this infotype, as copying will not
delimit the previous record

— If currently only one tax
location, must delimit and
then create new ones

K;R@D Page 109
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ITO208 Work Tax Area continued

Reminder: Work tax area must have continuous dates.

Payroll will error if there are gaps in dates.
What is the gap?

List 0208 Work Tax Area
O O& T
| | Personnel Mo 100 Mame Betty Roberts
Find by EE group L 1BA Personnel area 0001] Executive Status  Acfive
~ @ Person EE subaroup 02 ASC Salary 37 .. Pers. subarea 1000 FT Exempt
. I =t
» [H} collective search help @5 Choose [01/01/1800 . to 12/31/999% STy.
’ % Search Terhm Work Tax Area
- [ F
ree searc P o
11/24/2010 07/31/2012 KY  Kentucky 100.00 -
09/01/2012 12/31/9999 KYOD Metro Louisvile/lefferson 100.00 h
_.(—n@b Page 110
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ITO207 Residence Tax Area

This is used when an employee lives in a county that imposes
a residence tax on earnings. The Copy button may be used

with this infotype.

In order to determine the

resident tax area:

o Identify the appropriate work " e
tax area for the employee, 45!.:, o
once the work tax is selected [ e
it will be easier to choose the §
appropriate resident tax area £r
if there is one associated '
with the work county.

Kﬂ@b Page 111
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ITO207 Residence Tax Area continued

Not all areas have residence

Display 0207 Residence Tax Area

e BEE
 Only applicable if you PersonnelNo | §57928 Name Chi Tipton
live within the taxing EEgroup  |A 18A Personnelarea 0081/  Executive Status  Active
. . . EE subgroup 83 ASCHourly40 Pers.subarea 1601  FT N-Exempt
area. OtherWISe It WI” reﬂeCt Start 05/02/2010 to 12/31/9998| Chg. 0712/2010 CONVADM

the state of residence.

— Note: Reciprocal states will | e
i : Tax area KYDZ Boone
show in this area

Tax Authorities in Area i

» HRGs should also monitor the

I[T'ax ___|Descripiiun IT".,lDescriptidn
ESS changes made by FED Federa A Federa
employees and ensure the o jetoy B State
. KY02 Boone C County
correct resident taxes are
withheld. 5

g T ————

Connecting

K_nﬁb Page 112
the Commornwealth



CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 9: Local Tax

Page 113



1T0210 Withholding Information W-4/K-4

Status
Federal and state taxes are [7=i°% /== Toxlevel 12
maintained on IT0210
Exemptions
o Stores the details from an Allowances
’ Tax Exempt Ind. Mot exempt »| []IRS mandates

employee’s federal employee

withholding allowance withholding adjustments

Certiﬁcates (Form W_4) and the Add withhaolding LISD ~|Mon-resident tax calculatiol

, Default formula 61 PCT MTHD-RES. U Alternative formula
employee's state allowance
certificates (Form K-4) =
. . ax authori KY entuc an leve B ate

- Specifies exemptions and/or ot S feee 5

additional amount to be

. . Exemptions
Wlthheld for paylng federal and AIIUWches Exemption armount
state taxes additional allowance additional exemption amount
Fersonal allowance
* May be updated through ESS  Derendentallowance .
Tax exempt indicator Mot exermpt - IRS mandates

Withholding adjustments
Add withholding LIsD Add. percent
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ITO210 Withholding Information W-4/K-4 continued

If an employee fails to submit a W-4, the default is single
with O exemptions. If an employee fails to submit a K-4,
the default is O exemptions.

» Advanced EIC is no longer available. Eligible employees may
receive EIC through their tax return.

» ITO210 stores the Tax Exempt indicator if an employee was
exempt from paying federal or state taxes.
— Theindicators are:
1) exempt not reportable (Rarely used Ex. Injured state police officers)
2) exempt reportable
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W-4/K-4 Error

Gaps in dates create errors in payroll.

The example below shows the FED withholding ends on 03/30/2012 and the new
record doesn’t start until 05/01/2012. This employee will not get paid.

List 0210 Withholding Info W4/W5 US

O2008&
Personnel No Name Rentucky , Khris U
EE group A 1BA Personred area 0001 Executive Status Active
EE subgroup 02 ASC Salary 37_ Pers. subarea 1001 FT N-Exempt
] Choose 0170171800 (7Fto 1273179999 5Ty.

Tax Withholding Informations W4/Ws
Begndate Enddate  Ta... Description LI i
0S/01f2012 12/31/9999 FED Federal
03/16/2011 03/30/2012 FED Federal
03/02{2011 03/15/2011 FED Federa
03/16f2011 12/31/9999 IN Indiana
03/02/2011 03/15/2011 IN  Indiana

e

ALWAYS CHECK THE OVERVIEW AFTER A RECORD HAS BEEN CHANGED
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W-4/K-4 Error continued

That gap created the following error in payroll:

Kentucky , Fhris N

—8 0772012 ( 03/16/2012 - 03/31/2012 ) Regular payroll run in 09/2012
—= 08/2012 ( 04/01/2012 - 04/15/2012 ) Regular payroll run in 09/2012

Initialization of payroll
2 Basic data processing

—(@ ENAME Retrieve employee name

—0@ wpEP Read org. assignment / basic pay

—0 ACTIO Zool EY: Audit Check for IT1018 and Cost CCTR
—0E poo02 Fead personal data

—@ poooé Read address

—& Ppo207 2 Read tax data

—3 Gon Continue with complete data

L s

Processing A

Kﬂ@b Page 117
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WA4/K4 continued

| Change 0210 Withholding Info W4/W5 US
The system does not stop | = " =

Persorrssl Mo Mame Hentuc ¥y , Fheis H

you from making tax e e T it e B D, ok
changes retroactively. s i i
Watching the dates are | oo o o Tt 5 e
extremely important. =
+ Forexample, if a HRG | e
makes a change to a e (G bl G e
record and does not R S B
change the start date, the,
system provides a T R e S S S
warning that retro active | -
accounting will take place
based on this change.\
Kfﬁ@f Page 118
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Federal Tax Retroactivity

In this example, the system refunds the federal tax back to
the employee. This Display Payroll Results shows the
refund.

Current Period Year To Date
Anount Amount

:FEIZI TK Tthholding Tax | 4 30- bl |

Note: The system will refund taxes but will not retroactively collect taxes.
Once the payroll has been finalized, there is no way to go back and collect

refunded taxes from the employee.

Kﬂ@b Page 119
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Tax changes should only be
made in the current year and
not affect prior year
Information.

In an effort to reduce the
retroactivity that may not be
desired. The Personnel
Cabinet has set the Early
Period Date on ITO003. If you
need to make a change prior
to that date please submit a
business request through
TFS.

Retroactive Tax Changes

FayrolllHetroactive Accounting

Earl pers. RA date [EI1 HE#EEI*IE]
Run payroll up to

o nat account after
[IPers.nolocked

Time evaluation
Earl.pers.rec.date [EI1 HE#EEI*IE]
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When you discover that
an employee has an
Incorrect local tax

Make the appropriate
changes to the taxes on
ITO207 or 1T0O208.

Once the correct records
have been entered run
simulations to verify the
results in payroll

Retroactive Tax Changes

e ———
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Retroactive Tax Changes

During the payroll process, taxes
due to the corrected tax authority
are calculated.

The amount of money paid into the
Incorrect tax authority is compared
to the taxes due.

Amounts paid into the incorrect tax
authority are applied to the tax
amounts due.

If there is an excess, this amount Is
refunded back to the employee

_',(ﬁ_@ﬁ Page 122
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Retroactive Tax Change Example

An employee was incorrectly
set up on ITO208.

Tax for Frankfort was collected
for 2 months.

The total earnings during that
period was $3,000.

The tax withheld for Frankfort
was $58.50.

($3,000 X 1.95%)= 58.50

g T ————
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Retroactive Tax Change Example Continued

The HRG will change # IT0208
to Franklin County (KYOA) from Frankfort (KY20).

The system will:

e Calculate the taxes due to Franklin
County of $30.00 ($3,000 X 19%).

« Compare the $58.50 that has been
paid into local taxes for the city of
Frankfort,

e $30.00 will be applied to the tax
due to Franklin County

 The difference of $28.50 will be
refunded back to the employee.

Kﬁ@ Page 124
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Retroactive Tax Change Reverse Example

OTHER EXAMPLE - reverse

An employee had local taxes taken for Franklin county but should
have been taken for the City of Frankfort

The HRG will change » 170208
to Frankfort (KY20) from Franklin County (KYOA).

The system will:

Calculate the taxes due to Frankfort of $58.50 ($3,000 X 1.95%)
Compare the $30.00 that has been paid to Franklin county

e $30.00 will be applied to the tax due to Frankfort

* The employee will owe the difference of $28.50

Note: The tax difference will not be deducted from the employee’s check

g T ——
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ITOOO3 Retro Example

An employee wanted taxes changed on March 16, next
year, but the HRG created the following record.

- = Col| stan O=/16/2011 to 1Z2/31 /99499
- [Hl Se=
- Fre
[H] ! Status
Tax authority FED Federal Tax lewvel o Federal
A » Filing Status 0z arried

Exemptions

Allowances =]
Tax Exempt Ind. Mot exermpt - IRSE mandates

Wwithholding adjustmeants
Add withholding 10 . @ LISD [ IMon-resident tax calculation

Crefault farmula 21 PCT MTHD-RES. 1L Alternative formula

Additional Information
[N check here ifthe last name differs fram that shown an the Social Security card

Overrides (from InfTotwpe 023 4%

From date End Date Supplemeantal method Tax override Ermpl. Owarride Sroug
4 »
S Enter data for payroll past retroactive accounting) @ =] Ec

Tax Withholding Informations Wahhs

Begin date End date Tax...|Description
OIMBE2011 1203159998 FED Federal

What would happen?
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ITOO03 Retro Example Continued

The following example of ITO003 shows that the earliest MD

change date has been set to 03/16/2011.
(This box will be blank if no retroactivity will take place)

Change 0003 Payroll Status
I | ..-" 0 [ - |
; L= S s L
Personnel No Name Kentucky , Ehriz M
EE group A 18A Personnel area 0001  Executive Status Active

EE subgroup 02' ASC Salary 37 .. Pers. subarea 1001  FT N-Exermpt
Chng 05/19/2012 XHS0089

Payroll/Retroactive Accounting

Earl. pers, RA date 03/16/2011  Accounted to D4/15/2012
Run payroll up to Earliest MD change 03/16/2011
Do not account after Mast.data chng.bonus 03/16/2011| =p

g T ——
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Retro Active Results

|payroll Log

Th e paer II 0 Gemeral daca

—& Successful personnel mumbers

simulation shows [

_j Fentucky , Fhria N
the retroaCtIVIty for —8 07/2011 ( 03/16/2011 - 03/31/2011 ) Regular payroll run in 09/2012
. —00 p8/2011 ( 04/01/2011 = 04/15/2011 ) Fegular payroll run im 0872012
thIS pernr, —@ 09/2011 ( 04/16/2011 - 04/30/2011 ) Reguler payroll run in 09/2012
—8 10/2011 ( 05/01/2011 - 05/15/2011 1 BRegular payroll run in 0972012
0B 11/2011 ( 05/16/2011 - 05/31/2011 ) Regular payroll run in 05/2012
—0 1272011 ( 06/01/2011 - 0O6/05/2011 1} Regular payroll run in 09/2012
—8 jdjustment check '0' on 07/11/2011 Regular payrell run in 0972012
—8 1372011 ( 06/16/2011 - 06/30/2011 ) Regqular payroll rum im 09/2012
Note —0 1472011 ( 07/01/2011 - 07/15/2011 ) Regular payroll run im 09/2012
" —i8 1572011 ( 07/16/2011 - O7/31/2011 ) Regular payroll runm in 0972012
—8 15/2011 ( 08/01/2011 - 08/15/2011 ) Regular payroll rum in 0972012
Adustment CheCk iO’ —i0 1772011 ( 08/16/2011 = OB/31/2011 ) Regular payroll rum im 09/2012
J —0 hdjustment check ‘D' on 09/15/2011 Regular payroll run in 0972012
8 ]1as2011 ( 09/01/2011 - 09/15/2011 ) Regular payroll run in 0972012
are Off CyCIGS —@ 19,2011 ( 09/16/2011 - 09/30/2011 ) Regular payroll run im 09/2012
=@ 20/201L ( 10/01/2011 - LO/15/2011 ) Regular payroll run im 09/2012
. —8 2172011 { 10/16/2011 - 10731/2011 ) Regular payroll run in 09/2012
Some adjustments —8 2272011 ( 11/01/2011 - 11/15/2011 ) Regular payroll run in 09/2012
—08 2372011 ( 11/16/2011 - 11/30/2011 ) Regular payroll rum im 09/2012
are from forced retros 8 2472011 { 12/01/2011 - 12/15/2011 ) Regular payroll run in 0972012
—8 pL/2012 { 12716/2011 - 12/31/2011 ) Beguler payroll run in 0972012
—{0 p2/2012 ( 0L/01/2012 - O1/15/2012 } Regular payroll run im 09/2012
1{0) update pay reSUItS_ —@ 03/2012 ( 01/16/2012 - 01/31/2012 ) Regular payroll run in 09/2012
8 p4/2012 ( 02/01/2012 - 02/15/2012 ) Regular payroll run inm 09/2012
—0 05/2012 ( 02/16/2012 - 02/29/2012 ) Regular payroll run im 09/2012
—i8 06/2012 ( 0370172012 - 03/15/2012 ) Regular payroll run in 09/2012
—B g7/2012 ( 03/16/2012 - 03/31/2012 ) Begular payroll run in 0972012
—8 g8/2012 ( 04/01/2012 - 04/15/2012 ) Regular payroll runm in 09/2012
=@ 0972012 ( 04/16/2012 - 04/30/2012 ) Regular payroll rum im 08/2012

KHRE
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ITO235 Other Taxes

List 0235 Other Taxes US
ITO235 Other Taxes is B oWy

used to exem pt an Persannel Mo a3 Marrie Frank White
em IO ee,s SOCiaI EE aroup & 184 Persannel area HET Executive
p y EE subgroup  [81] ASC Salary 40 Pers. subarea 1000 FT Exempt
security or local f Choose | DHNGNRENE[Tto  [12/31/9993)  SubiType
taxes. S
Cther Taxes
Start Date End Date Tax... Description L i
15 clilve
Q702012 1203159999 FED Federal
. . Start 0978172810 to 1273179999 Chg. 11/01/2010 BPPOODS
« All tax types except withholding
. Tax type exceptions
tax are displayed Taxautorty  [FED | Federa Taxlevel [A] Fodera
* This is used to exempt an W - - 1
1 1 [ |ra |pescription [D [Text [F [Text
employee from SOCIaI Securlty’ _ B2Earned Income Credit Payment 1 EARNED INCOME CB
Medlcare or some Specrﬁc Clty || 83Employee Social Security Tax 1 EMPLOYEE SOCIALD
[ ] B4Employer Social Security Tax 1 EMPLOYER SOCIALD
and County tax | e Warren " | ©5Employee Medicare Tax 1 EMPLOYEE MEDIC£0
T [l O6Employer Medicare Tax 1 EMPLOYER MEDIC:0 []
County Transpark tax. [] 18Emplayer Unemployment Tax 1 EMPLOYER UNEMFO ]
[l | o
Entry 1lof 15
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What if you can’t find a tax authority on the
Kentucky withholding tax codes?

* If you are looking for a tax authority (location) on
the tax list and do not see it, the most likely reason
IS that the locality does not impose an
occupational tax

« BSI (Business Software Inc.), the tax module that
provide KHRIS with tax information, is updated
with local tax additions and other changes, and
contains all occupational taxes

* In the unlikely event that you are asked to set up
an occupational tax and the locality is not on the
tax list, please submit a business request for
assistance

g T ——
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Lesson 6 Review

In this lesson you learned to:

« |dentify Infotypes Required for Tax Calculation
ldentify ITO207 Residence Tax Area

Identify ITO208 Work Tax Area

|dentify ITO210 Withholding Information W4/K4
Identify ITO235 Other Taxes
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Lesson 7: Additional Processes
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Lesson 7 Objectives

By the end of this lesson participants will be able to:

» Discuss Hiring Procedures

Discuss Transferring Procedures
Discuss Withdrawn Status

Explain the Manual Adjustment

Explain Claims
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Employment Status

A HRG should have a check list to ensure an employee
has moved to a different status of employment correctly.
Examples include:

Hiring/Rehiring  Transferring Withdrawn
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION

Scenario 10: Employee Status Check List




New Hire and Rehire

*Verify that previous deductions were delimited, including Bank Details
*Check retirement code with START program
*Verify any months of service and sick leave with the Personnel Cabinet
*Verify that leave balances were paid out or reset to zero
For new hires and rehires the HRG should:

Update new employee information

» (Ex direct deposit, W4/K4, address, health/life insurance, overtime election, etc)
*Verify home residence and work tax area
«Create work schedule and timesheet
oIf active in military, create records for military leave
*Verify action has cleared
*Verify financial information (template, work order, unit etc)
Complete in-house forms/orientation/mentoring programs/deductions
Complete any in-house paperwork
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When an employee transfers the HRG should:

Steps performed for the incoming agency:

*Verify retirement codes match the plan for the new agency.

sLocal tax codes reflect the current work location.

*Social Security taxes have been corrected.

*Verify deductions are correct.

*Verify leave balances are correct using Transfer Months of Leave Chart.
*Ensure Adverse weather, claims and arrearages have been cleared
Complete new employee checklist/paperwork

Steps performed for the outgoing agency:

*Verify Adverse weather, claims and arrearages have been cleared
*Process any payouts where leave balances do not transfer (Ex AOC).
*Verify lump sum deferrals for any payouts.

«Stop agency specific deductions/payments

«Send file to new agency with contact information for any questions
Complete any in-house paperwork/exit interview
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Transferring During a Mid Period

For mid-period transfers, the outgoing and incoming agencies need
to coordinate their time entry. When the action has been processed

through the system each agency has limited capability to work with
data across that mid-period adjustment time frame.

COMMMUNICATION
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Withdrawn Status

Prior to an employee status of Withdrawn the HRG should..
*Enter payouts ensuring employee does not exceed the max annual payout
*Transfer excess annual to sick quota if necessary.

*Verify deductions/benefits/other banks, delimited on the termination date
*Verify main bank record set to “check” after final pay date.

*/Add evaluation day(s) to quota if required

oIf deferring an amount use the calculation tool from the Personnel Cabinet.
*Enter any lump sum deferrals that the employee has requested.

*Delimit any deferrals set up as % prior to last payroll

*Record LNPA on the timesheet after termination date if PAN hasn’t cleared
«Offer COBRA/Continuation of Group Life

*Verify home address for year end W-2

«Clear ALL adverse weather leave and claims and arrearages

*Verify all information on the PAN using Head Count Report

Complete any in-house paperwork/exit interview

oIf status is due to death follow all appropriate procedures

*RUN SIMULATION and review pre payroll results
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Manual KHRIS Adjustment

All Pre KHRIS adjustments need to be made through a
manual adjustment form.

» Board Orders
 Retirement Corrections

Most common KHRIS manual adjustments
« EFT Returns
« Board Orders

« Attach documentation to the email
The form can be found at the Personnel Cabinet Website
« ALWAYS be sure to use the most current form
o Submit the completed form WITHOUT errors via business request
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 11: Manual Adjustment




Manual Adjustment

Description Wage Type| Employee Amt. State Amit. Taxable Total
Regular Salary/\Wages E111 |§ 1046103 | % 10,461.03
Soc.Sec. @ 6.2% 1403 $ 616.15 | § 616.15 | § 993798 | § 1,232.30
Medicare @ 1.45% 405 | § 14410 | § 14410 | § 993798 | § 288.20
Federal Tax FedTax | FED | /401 $ 2,484 .49 $ 993798 | § 2 484 49
State Tax kvTax | KY | /401 $ 596.28 $ 993798 | 5 596.28
Local Tax Local Tax | KYO0S 1451 $ 104.61 $ 10,461.03 | 104 .61
Local Tax Authority | KYO0S (453 $ 52.31 $ 1046103 | § 52 31
Local Tax Autharity $ -
Local Tax Authority $ -
Total Local Tax from "Xtra Local Tax" sheet| $ - $ -
Total Retirement from "Retirement” sheet| $ 523.05 | § - $ 10,461.03| § £23.05
Retirement Installment Purchase $ -
EE Health Insurance $ -
ER Health Insurance $ -
Admin. Fee (Shortfall) $ -
FSA Medical $ -
FSA Dependent $ -
State Paid Life Ins_ $ -
Deferred Comp/Annuites
Misc.| KRS Interest EE=123.54| 7500 $ 410.39
Misc.| KRS Interest ER=286.85
Misc.
Misc. $ -
Detailed Wage Types NETPAY | $ 5,940.04 | $ 11,631.67 |[TOTAL DISBURSEMENT AMT
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Manual Adjustment

Description 1Wage Typ; Employee Amt | State Amt | Date !
Retirement KERS | 600 |§  168.81 09/09
Retirement KERS | 600 [§  183.68 10/09
Retirement KERS | 600 |§  144.32 11109
Retirement KERS | 600 |§ 26.24 12/09

Retirement amounts must be entered for each month of income.
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Claims

Claims are generated when activity
has occurred resulting in an
overpayment to an employee.

EX.

Employee was originally paid 8 hours
regular pay and it should have been 8
hours of leave without pay.

Time is corrected on the CATS timesheet .

Assuming the employee has no pay in the
current period (i.e. withdrawn, leave
without pay), the system will retro
back and create a claim for the
amount that is due from the
employee.
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Claims continued

To research a claim:

« Run a payroll journal for
the period in which the
claim was initially
generated.

e In order to determine
which period generated
the claim, it may be
necessary to review the
payroll results.

e ———
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 12: Claims
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 13: Review Employee Paycheck




Lesson 7 Review

In this lesson you learned to:

» Create checklist for hiring employees

» Create checklist for transferring employees

» Create checklist for employees moving to withdrawn status
» Discuss when a manual adjustment is necessary

o Complete a manual adjustment

» Discuss how claims are created

* Research a claim
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Lesson 8. Time Management
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Lesson 8 Objectives

By the end of this lesson participants will be able to:

o Clear Adverse Weather
« Understand Military Leave
e Understand Sick Leave Sharing

 Understand how to use CATS_ DA to see deleted records

Connecting the Commonwealth
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Leave Sharing - Requestor

Employee completes a leave HR Generalist enters the Leave Sharing Approver
sharing request form (paper) leave sharing request in reviews the request and
and submits it to HR KHRIS. makes a determination
Generalist (outside of the (approve or deny).
system). KHRIS uses workflow to
route the request to an

At this point the requestor approver.
may or may not know the
donor.

A Approval creates a record in

o e o e IT9003 with an effective date of

the request.

g T ————
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Leave Sharing - Donor

Employee completes a HR Generalist enters
leave sharing form for the leave sharing
donation and submits to donation in KHRIS.

HR Generalist.

fm———>

KHRIS uses workflow
to route the donation to
an approver.

Leave Sharing
Approver reviews the
donation and makes a
determination
(approve or deny).

~ Approval creates two records:

IT9004 with recipient, date and
number of hours and IT2013 to

reduce donor quota and add to
recipients annual or sick
buckets.
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Sick Leave Amendment

Complete all required Transaction Code: Zleave Sharing
flelds
Leave Sharing Update Reguest
Ensure IT2006 date Zamit %
matches the amendment Lesve Shume
date e e B
Leave Type 9
NOteS Request Murm [
Mo, of Hours [

 Ensure the dates are valid on
I T20 13 fequestur's Comments :
1
e Do notuse 12/31/9999 as an
end date. Instead, use what
has been requested by the

employee

e PT50 can be used to review
leave buckets
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Sick Leave Sharing Returned

 Enter request number of recipient
 Click submit and leave is automatically returned.

* Note — the approver determines when donations are returned.
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Clearing Adverse Weather

You may need to manually
clear an outstanding adverse
weather leave (AWL) balance
before the 123 days of
expiration. The leave will be
reallocated to the employee’s
comp, annual or leave without
pay as needed.

EX.

e Transfers

e Terminations

 Requestto have leave allocated

rily
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Clearing Adverse Weather

The start/to date of this
IT2012 record would need to
be a date after the date of
AWL usage and within the
pay period in which it needs
to be made up.

EX.

Prior to the transfer or termination date

P
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 14: Adverse Weather
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Clear Adverse Weather

On IT2012 use subtype “ZAO01".

The Start and To date should be the date the time is allocated
Enter alin the Hours field.

Hours will be allocated on that date as opposed to the
expiration date of the leave taken.

Personnel Mo 100 Marme Betty Roberts

EE group E 184 Personnel ar 0001 Executive

WS rule E-430M-F 8-4:30 M-F Standard 7.5 Status Active
Start 07/30/2012| To 07/30/2012

Time transfer specification

Time transfer type Znol Clear Adverse Weather
I~

-
Mumber of hours ] 1|_|H|:|ur5

CUVIR — Page 160
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Returning Retirees

Zeroing out leave on Returning retirees

Create 2013 Quota Corrections

el [ ﬁ (] Perannalwnrkachedule Activity allocation  Costassignment  Exernal zen

To delete the sick hours,
create an IT2013 quota

. . Start pasorzma
correction, with the
effeCt|Ve d ate Ahsence guota type B2 Sick Leave
corres p on d | N g W |th th e Change accrual entitlerment
. . uota number 35 .28 Hours

rehire date. You will e "
d ecrease th e num b er Of Increase generated entittement

. (#)Reduce generated entitlerneant
h oursino rd er to eq u al (I Replace generated entitlement
0.00.

Change transfer time

Do not Si m p |y C h an g e th e Transfer I:I:Inl'g.-'tran:s:fer guota correction immediately vj

number of hours.
Note: Never use “Replace” on IT2013
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Returning Retirees

Make sure that you select the correct wage type for a
returning retiree’s “Retirement Employer Portion”.

One of the following codes should be used for a returning
retiree to pay the employer cost.

Country Grouping: 10
Infotype: 0014

WT "~ Wage Type Long Text Start Date End Date

B20R KERs ER Retiree 01011900 127313999
B21R Hazardous ER Retiree 010115900 1273159999
EEEH:CEHS ER Retiree 0101900 12/31/995959
bZ3R CERS Haz ER Retiree 01011900 12/31/99959
b24R KERS Legis ER Retiree 01011900 127313999

K_R@D Page 162



Compensatory Leave

AfA.. SU.. MO .. TU

1REG
6ADL
FURL
COMP
BELOD
2NDH
3RDH
4WKH

B 7.%50 7.50
B 7.50 7.50
7.50 7.50
5.00

. |WE .. |TH..[FR ...]18A ... |8U... IMO...[TU .. IWE ...|TH ...[FR ..|8A...|8U..

7.50 7.50 7.50 0 D7.507.50 7.507.50 7.50 0 0
7.50 7.50 7.50 0 07.507.50 7.507.50 7.50 0 0

7.50 7.50 7.50 7.50 7.50 3.50
5.00 2.00 /.00 8.08 5.060
7.50
/.50
4.00
4.00
4.00
8.00

Calculate the comp balance on the above employee:

Full time

Non-exempt OT status = “C”

The beginning comp balance for this employee = 0.00

What would the ending balance be after time is evaluated?

rily
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Military Leave

Employee must have an
active Military Status to be
eligible for military leave.

Employee must have a quota
balance to use military leave
with end date 9/30 of current
year.

*The hours must be active and
available during the requested
leave after the bucket is
created.

*For more information about
Military Leave, visit the
website below:

http://personnel.ky.gov/persadmin/hradministrators/hrgativemilitarydutyinfo.htm
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Military Leave

CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 15: Military Leave



Military Status on ITOO77

Personnal Mo 2466 Marme Caglen Cooper
PY Employee must have an Position 31002531 Security Force Manager
Slatus Active
ac“ve m”rtary status on Start 05/01/2016) To  |12431/9999
ITOO77 to be eligible for
L. Ethnic arigin Black or African Armerican i’
military leave. _
Military status Hctive 3
2006 Ahsence Quotas
Type Quota text Mumber LInit Start Date End Date
14 itary Leave O @A Hours A7 ATI2012 93002012
® P

s .

*Ensure that the military leave bucket is created on
IT2006 and start date is prior to the requested leave.

Start goriFizetz

Absence quota type o4 Military Leave

« Verify the hours have been  ‘onmesconmenmenen
entered on IT2013 after the
guota bucket was created. o rptase ponersted aniiomot

Change transfer time
=

Transfer -:::l nly transfer quota carrection immediately v_l

‘sl lncrease generated entitlerment
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CATS DA

Use CATS DA to view deleted records

EX.

The time on the 17" was changed from 7.50 hours of 1REG to
7.50 hours of ANLL.

Data Enley Penod PLN6/202 - 032002 || wee 03,2012
Lrata Enfry Area
B LT Pars No.  Nama AR Total MO Oifte T AT We 0118 TH D1AR PR 01720 B
Kentucky , Khri 4l 7.50 7.50 .50 7.50 150 @
o Kintucky , Khn B2 50 b 7.50 r.58 r.50 1.50
Kinfucky , Khii_5ICK 13.73 r.og
Kantucky , Knii LNPA 3.75
Kentucky  khei_1REG 5750 1. 50 .50
Katucky , i _MLL 7.50 T

i T =& . |
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CATS_ DA continued

Dispiay Working Times

& (@ )20 © orgStructure < Search Help %9 00_COUNTY_FEE

Fetiod

Reporting Period Other Period - 01 416/2812) - (103172012

Selection Criteria
Personnel Mumber 193706

o

Ermployment Status =

Company Code (=5
=]

Cost Center

Selection of Time Sheet
lE Basic Data

@
Task Type ta LJ
Task level to

Task component o

Activity Type to I_J

otd L i B

Stat. key fiqure to =53

AttiAhsence type to [ |

Yage Type to Change the process status to
Display UnitMeasure ] to — 60 to view the deleted records

Mumber (unity
Processing status 10
Short Text
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CATS DA Continued

The records that have been deleted will show in the time

payroll results. This is indicated with ared X. You can see
the record before the changes were made.

| Dispiay VWorking Thnes

il ddgnd B @mrrves
Fanbscky | Hhiria &
b B c ey | e il
FoanBuC ey | Fhiris
b nbuc ey | Fhiris b
b B C by | EChRiris

| m=t= |
Drste
0 Fraon 2

b b
(SR T8 TS
b vl
ki i g
i Vi €
el B
I v
L g S T

[ FO 247400 Docurment Flows

o Mistuis Purmber

AU A==~ T Jlr-YL-A0 ]

Fars Mo Dele
M TN

DM 0T 2

o -
= FEOD
= reoo W

Wi

= Gtslus FrB =

b3
&~
=y
=

ML Estus
A e el
o arg elled

o allad

[ | [ ]

Creasled o
OaM Gro1 2

Pl rrle

T SO0

i ]
7 a00
T a00

OXODAI0T Z
O30 3

g2 .

-
-
H
=

O

- )| e

L AA Ty O raemiedcl o

1 IRE OBO IO F
i S OEOIONF
1 EC SN oY s
ARLL LEFA R TET L

i

Croalad by Lasl Change
TsLE Y

OEIrFoT F

O8N Gr301 2
OXArI01 2
OO0 2

iy
TERAILEY

Tirme
1B0I 23
114390
19 44 0%
11 44 08
1RO 33

Approvel dele ADEr Dy
oS WInn z

Cimalod by Lasl change

P00
P00 T
TRAILE Y
THAILIEY
P00 1Y

o2MXI0N 2
O20X301 2

TERAILE™Y

Double click the Display Change
History button to view the details.

O2ME2012
O3MWI0N T
oS G201 2
O 201 2
OXOIFI010 3

Croe . Mo
16F10161 =i

Thrvem
1003 33
118310
1144 05
1144 09
TRD2 FI

13481100 HIMR
132742085 HR

Frama

By Appr. by
FOAIO0 T RSO0 S

FVYHDO 3T RSO0 0
TBAILE v TEAILEY
FEAILE Y TOAILIEY
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CATS_ DA Walkthrough

Follow along with
the instructor,
everyone will use
the Personnel
Number listed
below:

PERNR 1819

On 6/18/2012

6ADL was removed
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Lesson 8 Review

In this lesson you learned to:

» Clear adverse weather

» Create and update military leave

» Understand sick leave sharing

« Run CATS_ DA to see deleted records

Connecting the Commonwealth
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Course Map

Lesson 9: Reporting
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Lesson 9 Objectives

By the end of this lesson participants will be able to:

* Discuss flexible employee data
» Discuss employee listing data
» Discuss employee data verification
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Additional Reports

Employee Listing Data zraqooss

Some data on this report include:
*Org Unit

*PERNR

eSocial Security Number

‘Name

«Job Title

*Position Number

Monthly Salary

Birth Date

*Work County

rily
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION
Scenario 16: Employee Listing




Additional Reports

Flexible Employee Data s aHr 61016362

Report will show different data selections for one or more employees

[= PFrogram Edit Soto Svysterm Help m
L] ~- A Hd @& BOHEG ) BT ety EE ) & E
Flexible Empioyee Dalta
=2 1=(
l Further selections I[':C> Search helps ]I':C> Sort arder ]I':C> Org. structure J
ey date
&) Today
() Dther keydate
Key Date Selectable fields Selected fields
] Selectable fields Selected fields F..
Selection 1 E&.ddress j; N Agency -
Personnel Mumber 118 = Administrator for HR Master Data ™ lﬂj Business Area -
L Administrator for Time Recording Date of Birth
Administrator Group EJ Emplovee Subaroup
Additional data i Age of employes lﬂj Zender Key
lj> Field selection (activel J Approval Date for action Fhone Number
| Assignment Mumber Telephone Mumber
Building (number or code) Wyork Schedule Rule
City WWorking week
ity Zip Code

Compary Code
Complete Mame
Controlling Area

b
b

{
{

B
Gl

[=]=] Selection: 18 ; 20

\
X
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Scenario 17: FLEXIBLE EMPLOYEE DATA




Additional Reports

Employee Data Verification zesoo1

Data Verification Report
T 1= < orgStructure

This will show Master e
Data Changes Diata Selection

This can be ran by: rmployment Statue
PERNR(S), changed by  roome suare:

Employee ID and other  emioes susurous
Crlteri a Additional Criteria

Changed By

Will show one or more  (mw
of the Master Data “paseas
Changes

~ |Family MembersiDependents
-4 Tax wWithholding
—|Additional Persanal Data

~ |Communications

<> Search Help

[o]s[[s[s]s]

Type of Change (choose ane ar mareg)
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Scenario 18: EMPLOYEE LISTING




Additional Reports

Headcount Changes s_Loc_ 94000095

Some data on this report include:
PERNR Employee Name Name of action

Org Unit Dates Cost Center
CAN BE RUN USING FURTHER SELECTIONS

Employee and Cost Distribution Info.zomro2s
Some data on this report include:

Org Unit PERNR Employee Name
Position Number  Account Information
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CAUTION CAUTION CAUTION CAUTION CAUTION CAUTION

Scenario 19: Headcount Changes
_Scenario 20: EE and Cost Distribution

KHRES
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Lesson 9 Review

In this lesson you learned to:

» Execute flexible employee data
» Execute employee listing data
» Execute employee data verification

Connecting the Commomweslth
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Evaluation

Your feedback is invaluable to the success of KHRIS
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Course Review

Participants should now be able to:
 Understand master data and  «Run CATS DA to see deleted

the reason for master data records
changes -See retroactivity using the
« Understand payroll wage payroll journal
types Research the payroll results

» Understand the importance of

dates related to payroll |ldentify Infotypes required for

tax calculation

» Calculate payroll -Create checklists for payroll

 Clear adverse weather :
Complete a manual adjustment

» Create and update military

eResearch a claim
leave

« Understand sick leave sharing "=XecUte payroll reports

K_R@D Page 186
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Questions and Answers
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Need Assistance

For assistance with KHRIS, go to https://hr.personnel.ky.gov
and follow the instructions from the quick reference guide
given in class.

P
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