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SUMMARY: Helpful Payroll Processing Information

In a continuing effort to assist agencies in processing payroll transactions, the Payroll Section of the
Division of Accounts and Reports has compiled a listing of additional payroll pointers (SHARP
Payroll Pointers were also distributed in Informational Circular 1337 dated April 9, 1996). Please
provide a copy of this summary to all SHARP Payroll users in your agency.

° TAX DATA - New W-4 forms need to be completed each calendar year by employees who
are claiming ‘Exempt’ from withholding New W-5 forms also need to be completed by
enployeeswho claim the Earnedncome Credit (EIC). SHARP will ddete existing EIC and
withholdingtax exempt status information at calendaay-end.

Copies of W-4's should be forwarded to the Division of Accounts and ReportsplPay
Serviceswvhen the emplage 1) claims more than 10 withholdiatiowances or 2) claims
exemptionfrom withholdingandhis or her wags would normallype $200 or more per week
($400 or more bi-week)y

Adjustments for prior periods use the tiata effective as of the CHECK DATE fdretoff-
cycle payoll period in which the adjustment is processé&Herefore, if achangeis medeto
theenployee’s tix datrecord afer the orginal paycheck has been confied and he agncy
later proesses an adjustment to tha paycheck record, theadjustment will becalculated based
on the most current tadata information.In order for the adjusgment to be calculated usng
the same tax daa information tha was usel on theorigina paycheck, the agency must
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update theemployee' stax datainformation to reflect theoriginal tax daa prior to proessing
the adjustmentAfter the adjustment has been processed, thecgghould then chamrghe
employee’s taxdata information to reflect the empt®/s current WA withholdingstatus.

MANUAL CHECKS - Manual checks are entered obhlyAccounts and Reports Ra\l
Secton and ae necessay to record apaycheck which was initialy created outsideof the
SHARP system or to record an adsiment check wheh is beng reversed. An acual
paycheck is NOT printed for manud paychecks. They will show & an ‘M’ on the KPAY002
(rather than ‘A’ for advice or ‘C for check). When accessag the pagheck dat on-line, the
list box shows a form id of ‘blank’ and the on-line ghgck states ‘Manual Check’ in the
upper left-hand corner of the panel.

SUPPLEMENTAL FORM HINT- When completingthe DA-187 form, the on-line
paycheck record fronthe enployee’s prevous pagheck can be used bbain the correct
benefit plan/deduction codes.

DEDUCTIONS NOT TAKEN - If the emploge’s net pagppears to be sufficient to take
deductions that were made ‘Not Taken’, the empl@e’s arrears balance should be checked
to seeif it waslarge enoudp to make the other deductions not tak€urrently the ADUST
(arrearag) deduction code does not show as ‘Not Taken’ on thehg&k record like the
other deductionslf the arrears balance is so katpat other deductior@se beng prevented

from beingtaken, either a personal reimbursement should be collected from the eenploy
or anarears palgack schedule should be submitted torBladgervices in the Division of
Accounts and Reports to collect the balance inmesys.

DIRECT DEPOSIT PRENOTIFICATION- The pre-naficaion file is creaed afer
payroll is confirmed for the paperiod (i.e., week-end precedipgyday) and will include

all recordsin which theprenoterequired flag is 'Y’, pre-notestdus is ‘N’ (not submittd)

and the direct deposit record has an effective date which is less than or equal to tbké pay
periodending datefor the payoll period beingorocessed(For example, the payll for pay
period ending 9/21/96 is confirmed the riig of 9/27/96. The pre-note file created after
confirmwill look for directdepositrecads effectve dated 9/21/96 or prior. If the penote

Is successful, the direct deposit would ivegith payoll period endingL0/5/96, pagheck
dated 10/18/96.)

EXEMPT EMPLOYEES - If ajob or position bange resultingin apayrate chargefor an
employee is not entered prior to [Eget creation (Tuesdayght after thepayroll periodend
date), the agncyshould NOT enter the update until the followiMgnday The ‘OK to
process on the on-cgle payxheck can be ‘turned off' and a supplemental processed on
Monday or, if theon-cycle proceses, a pagheck adjigment can be requésd on Monday

ARREARAGE COLLECTIONS - When adjisiments are processetdtcreae arrearag
bdances, thenext on-gycle payroll calculation will attempt to t&e the entire arrears bdance.
If the employee has paid the arreaealgypersonal reimbursement, Accounts and Reports,
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Payroll Services must receive notification of the collection prior to final pay calculation for
the cycle in order to override the collection on the paycheck. If the balance is to be collected
over multiple paychecks, the DA-179 Arrears Payback Schedule should be submitted to
Accounts and Reports, Payroll Services on or before the last day of the payroll period for
the next on-cycle payroll to be calculated. The agencies should verify the KPAY002-Payroll
Register after each preliminary pay calculation to verify all ADJUST deductions are correct.

EMPLOYER CONTRIBUTIONS - Agencies must enter the appropriate general deduction

data in order for state leave assessment (STLEAV), workers compensation insurance (WCI),

and group term life insurance (GTL...) to be calculated. These deductions were converted

to SHARP for existing employees, but the deduction code should be entered by the agency

for all new hires/transfers since implementatiofhe ‘GTL code should also be verified
when an employee transfers from anothereagyto make sure it still corresponds to the
employe’'sKPERS coverag (i.e., the KPERS deduction code ‘RETREG’ should have a
correspondingGTLREG’ code).

PAYCHECK REPRINT - Whenan ag@ncyrequest a pagheck repmit , the pagheck daa
for thereprint will have thesane name and aldress as the orignal payheck. The only item
that should changfrom the orignal check is the papeck number and dateAs with all
othe paychecks, rerints will becentrdly maled.

SUPPLEMENTAL/ADJUSTMENT REQUESTS - The agncyshould NEVER enter a
suppkmental run control for an employee and smultaneoudy either enter a paycheck
adustment run control or submit a palgeck adjustment form to Accounts and Reports
Payroll Section for the same empkxy and payll period endinglate. The supplemental
proaesswill ALWAYS create a payment to the employee for the entire anount that the
employee should have been paid for the periddthe agncycannot cancel the mainline
payroll for the emploge or turn off the ‘OK to process’, theshould NOT request a
supplementalln this case, a palgeck adjustment would need to be processed.

PRELIMINARY PAY CALCULATIONS - It is extremely important for agences o
review the payroll information &ter each preliminarypaycalculation. The review should
include all gross-to-né payroll information as well as employer contributions. The
KPAY 002 eport can beusael to veaify employeegross-to-netinformation. SHARP on-line
agences can \ew enployer contibutons byaccessig the employee’ s paycheck dedudion
information for the period.Employer contributions have a deduction class of ‘N’ (non-
taxable benefit). The Division of Accounts and Reports, Palf Services section has
developed standard queries which amegated after eaan-cycle preliminaryandfinal pay
calculation to identify employees who do not have empéycontributions for workers
compensation insurance, state leave assessment, and employided goup term life
insurance. Each agency, regardless of whéher they are a pgper or on-lineuse, will be
notified of the emploges in their agncywho do not have one or more of these ermgioy
contributions.To eliminate the need for a dneck adjustment, agcies should take prompt
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action to establish the employer contribution prior to the final pay calculation for the period.
In addition, agencies should develop a process for reviewing the pay calculation results and
all reports (taking special note of the employees on the Deductions Not Taken Report and
Employees Not Processed Report) prior to pay confirmation rather than waiting on the
employee to notify them of a problem after the employee receives their advise/stub. The
majority of payroll adjustments could be avoided if this is done consistently.
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