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Learning Points

Special Payments, CAPP Topic 50515, are payments
for other than CURRENT regular, overtime, and
shift differential. The Statewide Special Pay listing
can be found on the DOA web site under Payroll
Operations, Payroll Forms and Tools.

Special Pays, such as imputed life, can be recurring
and set up on H10AS.

One time Special Pays are entered on HUEOL.

This module provides processing examples of some
commonly used special payments including:

Payments for annual, sick and compensatory
leave balances

Meal reimbursement payments

Moving and relocation payments

e Workers’ Compensation and Virginia Sickness
and Disability Plan payments

Special Pay only runs will also be discussed.
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Special Payments Screen HUEO1

> GUH 100XX,10 ON HUEO1

___ COMPANY--> 00000 BATCH NUMBER--> 0000 PAGE NUMBER--> 00000

T
EMPLOYEE C PAY STATE DEPT
D

T D

A E DATE DATE HOURS RATE/AMT
NUMBER TRN NO LOCAL SEC X D

A

0

FROM TO
R CODE WORKFIELD ADJ AU
0 00000000 00000000 0000000 00000000000
00000000000 _ 0

(2ND LINE) L
0000000000 X 9xXX 000 000000

c
H
K
BO
0

TAX 0 - Withhold taxes at the IRS supplemental % rate
5 - Withhold taxes based on the employee's master file & tax tables

CHK 0 - Tax in conjunction with regular payments (1 check)
1 - Separate taxing (1check)
2 - Produce separate check and no regular check (1 check)
3 - Produce separate check in addition to regular check (2 checks)

NOTE: Cannot have multiple 9XX payments with a value of 2. If
multiple 9XX payments are required, use ‘2’ for the first transaction and
a ‘3’ for all remaining transactions.

DED 0- Withhold normal/active deductions
7- Withhold only percentage deductions
8- Do not withhold any deductions (will issue physical check)
9- Withhold only Direct Deposit deductions

HOURS Enter Special Pay hours as 2-decimal amount ex: 40 hours = 4000

RATE/AMT Specify a 6-decimal rate or a 2-decimal amount (Do not key in decimals)
Example: $5.50/hour = 5500000 ex: $400.00 amt = 40000

ADJ Leave this field blank. (To adjust Special Pays on H10AS use + or -)

AU (RATE/AMT INDICATOR)
0 - If hours are entered RATE/AMT field is a 6-decimal place rate;
If no hours, RATE AMT field is a 2-decimal place amount
1 - RATE/AMT field is a 2-decimal amount even if hours are entered
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Examples of Batch Special Payments — Batch #10

Leave Balance
Payments

Worker’s
Compensation

Enter the following examples on the blank Special Payment (HUEQ1) screen.

Field Information
COMPANY 100XX
BATCH NUMBER 10
PAGE NUMBER 1

Leave Payout of Annual 4580.00 and Sick leave of 735.23. Employee is not
entitled to any more regular pay and is hon-auto on HOBID. Use
supplemental tax rate, issue one payment, and only allow Direct Deposit
deductions.

EMPLOYEE | T |PAYNO|T|C|D RATE AU
NUMBER C A|H|E| AMOUNT
D X|K|D
01688732600 |0 009 0[1]9 458000 1
01688732600 |0 010 0[1]9 73523 1

This employee is injured at work and is to receive 100% worker’s
compensation and VSDP as follows. The normal semi-monthly salary is
900.00.

EMPLOYEE | T |PAYNO|T|C|D RATE AU
NUMBER C A|H|E| AMOUNT
D X|K|D
01874632900 |0 002 51210 60000 1
01874632900 |0 062 5(3]0 30000 1

NOTE: See special processing options for payments less than 100%

Continued on next page
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Examples of Batch Special Payments — Batch #10, Continued

Moving and Employee is to be reimbursed for moving and relocation expenses along with
Relocation his normal salary.
EMPLOYEE |T |PAYNO|T|C|D RATE AU
NUMBER C A|/H|E| AMOUNT
D X|K|D
01879425500 |0 003 0/13]9 80000 1
01879425500 |0 004 0/13]9 40000 1
Meals and Enter the appropriate special payment transactions for this employee. The
Company Car  employee is receiving regular pay.
EMPLOYEE |T |PAYNO|T|C|D RATE AU
NUMBER C A|/H|E| AMOUNT
D X|K|D
01000625000 |0 005 5/0]0 10000 1
01000625000 |0 007 5/0]0 20000 1
> GUH 100x%X,10,1 ON HUEO1
———————————— SPECIAL PAYMENTS----—--—-——-
I COMPANY--> 100XX BATCH NUMBER--> 0010 PAGE NUMBER--> 00001
T T C D
EMPLOYEE C PAY STATE DEPT A H E DATE DATE HOURS RATE/AMT
NUMBER D TRN NO LOCAL SEC X K D FROM TO
(2ND LINE) LABOR CODE WORKFIELD ADJ AU
0168873260 0 9XX 009 000000 01 9 00000000 00000000 0000000 00000458000
00000000000 . 1
0168873260 0 9XX 010 000000 01 9 00000000 00000000 0000000 00000073523
00000000000 . 1
0187463290 0 9XX 002 000000 5 2 0 00000000 00000000 0000000 00000060000
00000000000 . 1
0187463290 0 9XX 062 000000 5 3 0 00000000 00000000 000OOOO0O 00000030000
00000000000 . 1
0187942550 0 9XX 003 000000 0 3 9 00000000 00000000 0000000 00000080000
00000000000 . 1
0187942550 0 9XX 004 000000 0 3 9 00000000 00000000 0000000 00000040000
00000000000 . 1
A287W-NO RECORD/S FOUND
11/29/04 11:14:07 1 M3LL CIDL

Continued on next page
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Examples of Batch Special Payments — Batch #10, Continued

Pay Balance the special transactions on the HRSBB screen, using the table
Transaction information below.
Balancing
(IBC)
Field Batch Information

COMPANY 100X X

BATCH NUMBER 0010

CONTROL TOTAL A 0.00

CONTROL TOTALC 7715.23

PAY RANGE 1 70

2 70

>GUH 100XX,10 ON HRSBB

----PAY TRANSACTION BALANCING (IBC)-----

_I COMPANY-->_ 100XX BATCH NUMBER--> _10

CONTROL CONTROL CONTROL CONTROL PAY RANGE
TOTAL A TOTALB TOTALC TOTAL D 1 2

771523 .70 70

When you press enter, the system will display calculated totals based on what was entered and
will show any differences. If there are amounts in the “Difference” area, you need to go back
and review your data for errors.

Continued on next page
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Examples of Batch Special Payments — Batch #10

Special Pay When it is necessary to issue a last minute check and no regular checks, you

Only Process can use the ‘special pay only’ option. A salaried employee’s regular check
was incorrect. Void the check and issue another check using a special
payment. You will need to use a check date not used before and at least
two days from certification date. If you need a next day date, please contact
DOA Payroll Operations Unit.

Late A salaried employee’s paperwork was late and you have already processed
paperwork pay for this pay period. Issue this one check using a special payment. This
will be Batch 11.

EMPLOYEE | T |PAYNO|T|C|D RATE AU
NUMBER C A|H|E| AMOUNT
D X|K|D
01020356800 | O 001 51210 78525 1
> GUH  100xX,11,1 ON HUEO1

I COMPANY--> 10010 BATCH NUMBER--> 0011 PAGE NUMBER--> 00001

T T CD
EMPLOYEE C PAY STATE DEPT A H E DATE DATE HOURS RATE/AMT
NUMBER D TRN NO LOCAL SEC X K D FROM TO
(2ND LINE) LABOR CODE WORKFIELD ADJ AU
0102035680 0 9XX 001 000000 52 0 00000000 00000000 0000000 00000078525
00000000000 . 1
0000000000 X S9XX 000 000000 0 0 0 00000000 00000000 0000000 00000000000
00000000000 . 0
0000000000 X 9XX 000 000000 0 0 0 00000000 00000000 0000000 00000000000
00000000000 . 0
0000000000 X S9XX 000 000000 0 0 0 00000000 00000000 0000000 00000000000
00000000000 . 0
0000000000 X 9XX 000 000000 0 0 0 00000000 00000000 0000000 00000000000
00000000000 . 0
0000000000 X 9XX 000 000000 0 0 0 00000000 00000000 0000000 00000000000
00000000000 . 0

A287W-NO RECORD/S FOUND
12/01/04 13:57:39 1 M3LL CIDL

Continued on next page




DEPARTMENT OF ACCOUNTS
CIPPS INTRODUCTORY PAYROLL TRAINING
Module 5 — Special Payments

Examples of Batch Special Payments — Batch #10, Continued

Pay Balance the special transactions on the HRSBB screen, using the table
Transaction information below.
Balancing
(IBC)
Field Batch Information

COMPANY 100X X

BATCH NUMBER 0011

CONTROL TOTALC 785.25

PAY RANGE 1 70

2 70

>GUH 100XX,11 ON HRSBB

----PAY TRANSACTION BALANCING (IBC)-----
__ COMPANY--> BATCH NUMBER-->
CONTROL CONTROL CONTROL CONTROL PAY RANGE
TOTAL A TOTALB TOTALC TOTAL D 1 2

00 00

When you press enter, the system will display calculated totals based on what was entered and
will show any differences. If there are amounts in the “Difference” area, you need to go back
and review your data for errors.
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Special Payments Review Questions

1. If the Special Pay should be charged to different programmatic coding
than the employee's regular pay (OR1) record, a programmatic
record must be established on screen using the Special
Pay number in the PAY TYPE field.

2. A long term special payment should be entered on screen

3. T F Special Pays entered on HUEO1 are one-time payments.

4. T F Anemployee can only receive two special payments per pay period.

5. T F “Regular” pay will not process during a “special pay only” run.

6. T F Any hourly employee payments made using a Special Payment
transaction must contain the corresponding hours worked with the
payment information.

7. T F Decimals are not entered on HUEO1 but are entered on HRSBB.

8. On HUEOQ1, rates are entered to decimal places. Amounts are
entered as decimal places.

Q. How does the system know if you have entered a rate or amount in the
RATE/AMT field?

END OF MODULE 5
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