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Text Captions

Earnings Code: The three character code is used to identify the type of earnings as specified in the Earnings Table.  Eligibility is determined by pay group.  Use the Lookup button by the field for a list of valid earnings codes.

Warning: Different earnings amounts for the same earnings type cannot be entered for the same employee for the same pay period.  This causes a pay confirmation error. 
Effective Date: This defaults to the current date and can be changed.  Enter the date on which you want the additional pay to take effect.  The recommended date is the first day of a pay period that hasn't been calculated. 
Additional Seq #: A unique sequence number (beginning with 1 and going through 99) is assigned to each Additional Pay item within an Earnings Code. 

Warning: agencies cannot enter different earnings amounts for the same earnings type for the same employee for the same earnings period.  This causes a pay confirmation error. 

Rate Code: Not used by the State of Kansas.  Leave blank.
Earnings: The additional pay amount to be made each pay period for the earnings code selected. 

End Date: If there is a date on which the Additional Pay will end, enter that date here.  

Reason Code: Identifies the reason the employee is receiving the Additional Pay.  Use the drop down arrow for a list of valid reason codes.  Default value is "Not Specif". 

Hours/Hourly Rate: You can define the type of each Additional Pay entry as either hours multiplied by an hourly rate, or as a fixed dollar amount of earnings, but not both.  Hourly rate is optional, as it defaults from the job record if this field is blank. 

Goal Amount/Goal Balance: The system stops making the additional pay once the Goal Balance reaches the Goal Amount specified.  The Goal Balance is updated every pay cycle and shows the cumulative amount that has been paid to the employee. 

Sep Chk #/Disable Dir Deposit: Not used by the State.  Leave blank/unchecked. 

Prorate Additional Pay: Should always be checked on. 

OK to Pay: Must be checked "On" for the Additional Pay to be made. 

Applies to Pay Periods: This field lists a series of check boxes to indicate the earnings should be paid on the first, second, and/or third pay day of each month.  In most cases, all of the eligible boxes should be turned on. 

Job Information/Tax Information: The employee's regular pay settings should not be changed - the Job Information and and Tax Information expandable areas are not used by the State. 

Place cursor over each field to view its function, then click on the NEXT button to continue.
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