Summer Pay Set Up

How to pay employees who are less
than 12 months during the summer



Summer Earnings Codes

HO5—Summer Salary With Retirement
HO6—Summer School
H55—Summer Salary Without Retirement

Other Earnings Codes:
— HO8—Distance Ed
— H50—Summer Distance Ed



Summer Pay-Multiple Pay Periods

e Summer Pay over multiple pay periods is
entered on the Additional Pay Page BEFORE

paysheet creation!!

o Effective sequence number is important in
cases of multiple payments of the same type
for same pay period

e ALWAYS enter 1 in separate check box!
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Funding Override

e |f new combo code is not entered in job data
override box on Add’l Pay, default funding
from DBT will be used for summer payment
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Retirement Contributions

 Tax Information box should have “Subset/Ret”
for both Benefit and General Deds if the
payment should have retirement
contributions (HO5, HO6 payments)

 Tax Information box should have
“None/Blank” for both Benefit and General
Deds if the payment should have no
retirement contributions (H55)
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Summer Pay-One Time Payment

Summer payments that are only for one pay
period are entered directly on Payline Security
AFTER paysheet creation

Add an additional row to the payline security
page, add Separate Check number, and enter
earnings code and amount

Override funding on Additional data link

Enter retirement contributions on One Time
Deductions tab
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Tips/Tricks

e |f employee is getting multiple types of
payments (HO5, HO6 and H55) for the same
pay period, retirement contributions need to
be set to “Subset/Ret” for all, or no
contributions will take



Tips/Tricks, Cont.

e |f the summer salary form for multiple pay
periods arrives late (shocking) and does not
get entered before paysheet creation, the
payment needs to be entered on BOTH
Additional Pay and Payline Security. The
Additional Pay page entry will not pick up with
the nightly calc.

e Remember to use the sequence number on
Payline Security in these cases!!!



After Pay Confirm

o After Confirm, the employee will have 2

chec
chec
regu
emp

ks on the paycheck data screen. One
k will be a SO check that will have the
ar deds that need to be paid for the

oyee in the summer (health, life, EAP).

The second check will be the summer
salary/summer school payment.



/= Review Paycheck - Windows Internet Explorer

61:; - IE, hitkps: | v, connecknd, usfpspindhp EMPLOYEE fHRMS ciMAIMTAIN_PAYROLL_DATA_US. PAY CHECK, USA?Folder=MyFAVORITES

& -

'i} '193 E Review Paycheck

PeopleSoft.

Search:

>
[+ My Favarites
[+ Workforce Administration
[+ Benefits
[ Payroll for Morth America
[ Organizational Development
[ Workforce Monitoring
[ Set Up HRMS
[* Tree Manager
[ Reporting Tools
[ PeopleTools
[ MD HE Applications
[ MD State Applications
— Change My Password
— My Personalizations
— My System Profile

Pay Period End Date:|= =l
Off Cycle ? r
Page #: |: | |
Line #: |= =l
Separate Check #: |: | |
Paycheck Mumber: |: j |
EmplID: | begins with =] |

" Case Sensitive

Search |

Clear | Basic Search B Save Search Criteria

Search Results

Company Pay Group Pay Period End Date Off Cycle ? Page # Line # Separate Check # Form Identification Paycheck Number EmpliD

MOS MDC 09152007
MOS MOC 09M5/2007
MOS MDC 08/31/2007
MOS MOC DaMs/2007
MOS NDC 072142007
MOS NOC 07/21/2007
MNDS NDC 07152007
MDS MDC 07M15/2007
MOS MDC Q602007
MOS MOC D6/20/2007
MOS MDC D6M52007
mO= [ ORMEMS007T

il
76

s[5 1835 5 5
(s I Ly [ i [ [ [

SR R N R RO R RN R N (A N

[0
L]
L]
[ae]

|°"
(]

T
el

el = E L= B (e T P e e L Y P

ADVMDS
ADVMDS
ADVMDS
(blank)
(blank)
ADVMDE
(blank})
ADVMDS
(blank)
ADVMDS

(blank)
ANVKOS




/= Review Paycheck - Windows Internet Explorer

@; - |g, hitkps: | v, connecknd, usfpspindhp EMPLOYEE fHRMS ciMAIMTAIN_PAYROLL_DATA_US. PAY CHECK, USA?Folder=MyFAVORITES

=

& -

‘il:l? '1£? g Review Paycheck

PeopleSoft.

Search:

>
[+ My Favarites
[+ Workforce Administration
[+ Benefits
[ Payroll for Morth America
[ Organizational Development
[ Workforce Monitoring
[ Set Up HRMS
[* Tree Manager
[ Reporting Tools
[ PeopleTools
[ MD HE Applications
[ MD State Applications
— Change My Password
— My Personalizations
— My System Profile

| Paycheck Eamnings | PaycheckTaxes | Paycheck Deductions |

EmpliD:; _ Hame: _
Company: MDS Pay Group: MDC  Pay Period End: 07/21/2007 Page: GG Line: 1 Separate Check:
Paycheck Status: Confirmed Paycheck Option:  Check Earnings: 0.00
Taxes: 0.00
Issue Date; 0aMs/2007 Paycheck Number: Deductions: 0.00
[T offcycle I” Reprint [ Adjustment [~ Corrected [~ Cashed Net Pay: 0.00

* Deductions Custornize | Find | View Al | B8 First [ 1.7 017 [ Last

Deduction Details 1 | Deduction Detaie 2 % Deduction Detailz 2 ' [=¢

Deduction Code Description Class Amount Calculated Base
P10101 Dakota Plan EFO Montaxable 329.04

P11102 CIGMA Dental Plan - Flex Before-Tax
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