Processing Payroll for PAO, PAU, and AC5 Employees

Regular pay will be processed on the monthly cycle. The timesheets will be collected after the end of the month by the department and overtime will be paid on the next monthly on-cycle payroll. Depending on the type of employee (i.e., PAO, PAU, AC5) there are different earn codes that could be recorded on the timesheet.

Departments will prepare adjustment vouchers for these employees breaking the hours down by FLSA weekly periods.  Adjustment vouchers for OVT/OVS hours should be processed in the next regular on-cycle monthly payroll.  If the employee also received an additional pay (temp, incentive, etc.) in the same weekly period, an “inflated” overtime rate should be used.  See example below.
Part-time PAO employees are compensated for additional regular hours worked using a new earn code, HAS (hours above standard). Since HAS is considered regular pay, adjustment vouchers for HAS hours should be processed on the next scheduled off-cycle payroll and departments will not be charged for these transactions.  

Any calculation for partial payments using earn codes that are based on hours (terminal pay, absent) will use the 2080 hourly rate.
The policy for PTO accruals was also clarified and employees receive prorated accruals on partial months.
A new earn code was created for comp hours payout, CMP.  Departments can use this code on the adjustment voucher to payout hours stored in the comp bank when an employee transfers, terminates, exceeds the maximum hours allowed, or at a department’s discretion.  This code is setup as 1 x hourly rate so it eliminates the need to divide the hours by 1.5.

Example of Calculating Regular Hourly Rate:

1) Multiply regular monthly rate x 12 = yearly amount

2) Divide yearly amount by 2080 = hourly rate

An employee’s monthly rate is $2500.  $2500 * 12/2080 = $14.42.

Example of Calculating Inflated Overtime Rate:

1) Add regular monthly amount + monthly additional pay amount = Total Monthly amount

2) Multiply Total Monthly amount x 12 = Inflated annual amount

3) Divide Inflated annual amount by 2080 = Inflated hourly rate.

An employee’s monthly rate is $2500 + $500 monthly temp pay = $3000 monthly pay.  $3000 * 12/2080 = $17.31.  This rate is used for any overtime hours during the period.

Note:  2080 = full-time employment.  For part-time employees, multiply their standard hours x 52 to derive the denominator for use in the above calculation.

	Earn Code
	Description of How the Earn Code Should Be Used
	Which Sal Plans Can Use the Earn Code
	Timing of When Earn Code Will be Paid
	Processing



	HAS
	Hours Above Standard - This earn code will be used for individuals who have standard hours below 40 on the job. HAS will pay additional hours of regular pay up to 40 hours. This earn code is used to record actual hours worked above standard hours in a given week.

	Part time PAO only
	Since the timesheets will be collected at the end of the month, HAS will be paid on the next available off-cycle. There will be no charge associated with an off-cycle voucher containing HAS for a part time PAO.
	The department payroll processor will create an adjustment voucher to be processed on the next available off-cycle. 

The adjustment voucher will need to reflect the HAS earnings for each FLSA weekly period and should not be lumped together for the month.

Reminder: Additional Federal tax withholding will be withheld from off-cycle payments.  

	CMP
	Comp Hours Payout – This earn code will pay regular pay rate.
	PAO 
	Next on-cycle or off-cycle
	The department payroll processor will create an adjustment voucher to be processed on the next on-cycle or off-cycle payroll. 

This code will be used to payout hours stored in comp bank when employee transfers, terminates, exceeds max balance, or at the dept’s discretion.

	ABE
	Absent Monthly- This earn code will be used when an individual is absent from work and does not have any leave time to use. 

PAO – ABE is recorded hour for hour (or portions thereof), if no leave time is available to fill out their standard hours.

PAU – ABE is recorded only if the employee is scheduled to work, and no leave time is available.
	PAO and PAU
	Since the timesheets will be collected at the end of the month, ABE will be entered on the next monthly on-cycle payroll. 

NOTE: to avoid overpayments, the department payroll clerk should enter ABE on the current monthly on-cycle voucher, if they know about the absence prior to the close of the voucher.


	The department payroll processor will create an adjustment voucher to be processed on the next available on-cycle (if they were not aware of the absence on the on-cycle payroll for the current month and already deducted the ABE hours).  

The adjustment voucher will need to reflect the ABE hours for each FLSA weekly period and should not be lumped together for the month. 


	Earn Code
	Description of How the Earn Code Should Be Used
	Which Sal Plans Can Use the Earn Code
	Timing of When Earn Code Will be Paid
	Processing

	OVT
	Overtime 1.5X- This earn code will pay overtime at 1.5 times the employees hourly rate.
	PAO only
	Since the timesheets will be collected at the end of the month, OVT for the entire month will be paid on the next monthly on-cycle.
	The department payroll processor will create an adjustment voucher to be processed on the next on-cycle. 

The ad voucher will need to reflect the OVT earnings for each FLSA wkly period and should not be lumped together for the month.  In addition, the dept will need to look at entire FLSA wkly period to determine overtime.  Since the OVT is determined at the end of the week, when a week crosses months, they will need to look at the prior month’s timesheet.

	OVS
	Overtime .5X- This earn code will pay overtime at .5 times the employees hourly rate
	PAU and AC5
	Since the timesheets will be collected at the end of the month, OVS will be paid on the next monthly on-cycle.
	The department payroll processor will create an adjustment voucher to be processed on the next on-cycle. 

The adj voucher will need to reflect the OVS earnings for each FLSA wkly period and should not be lumped together for the month.  In addition, the dept will need to look at entire FLSA wkly period to determine overtime. Since the OVT is determined at the end of the week, when a week crosses months, they will need to look at the prior month’s timesheet.


Examples
	#
	Description
	When will it be paid?

	1
	PAO employee has standard hours of 40.

March 27- April 2 42 

April 3-9 EE works 44
April 10-16 works 40

April 17-23 works 40

April 24-30 works 40


	M013 – 04/29/05: employee will receive regular monthly salary.

M017 – 05/31/05: employee will receive 2 hours OVT for March 27-April 2 (on the adjustment voucher enter April dates: April 1-2, 2 OVT) and 4 hours of OVT for April 3-9.

	2
	PAO employee has standard hours of 30. 

April 1-2 EE works 6 (total hours in FLSA period was = to standard hours)

April 3-9 EE works 35
April 10-16 works 30

April 17-23 works 30

April 24-30 works 30
	M013 – 04/29/05: employee will receive regular monthly salary.

O018 – 05/05/05: employee will receive 5 hours of HAS for April 3-9.  


Examples, continued

	#
	Description
	When will it be paid?

	3
	PAO employee has standard hours of 30. 

April 1-2 EE works 6 (total hours in FLSA period was = to standard hours)

April 3-9 EE works 25 **
April 10-16 works 35 
April 17-23 works 30

April 24-30 works 42
	M013 – 04/29/05: employee will receive regular monthly salary.

O018 - 05/05/05: employee will receive 5 hours of HAS for April 10-16 and 10 hours of HAS for April 24-30

M017 - 05/31/05: employee will receive 2 hours of OVT for April 24-30.

**M017 – 05/31/05: If the employee did not have any benefit hours to cover the absence, employee will have 5 hours of ABE for April 3-9. If the payroll clerk knew about it prior to payroll closing, the 5 hours of ABE should have been deducted on M013042905.

Note: Although the REGULAR earnings for April = the monthly salary, the pay will be received over two or three payrolls due to the different payrolls on which HAS and ABE will be processed.



	4
	PAU employee has standard hours of 20

April 1-2 EE works 4 (total hours in FLSA period was = to standard hours)

April 3-9 EE works 25
April 10-16 works 20

April 17-23 works 20

April 24-30 works 20


	M013 - 04/29/05: employee will receive regular monthly salary.

Unless hours exceed 40 in a week, no additional wages are due.

	5
	AC5 employee has standard hours of 35

April 1-2 EE works 7 (total hours in FLSA period was = to standard hours)

April 3-9 EE works 25

April 10-16 works 42
April 17-23 works 35

April 24-30 works 35
	M013 - 04/29/05: employee will receive regular monthly salary.

M017 - 05/31/05: employee will receive 2 hours of OVS for April 10-16.


