SECTION 12: LEAVE ACCOUNTING
Partial Accrual Payoff

INTRODUCTION

This procedure is used when an employee is on extended leave and is defaulting into leave-without-pay (LWOP)
each pay period.

At the point in time an employee is defaulting into LWOP and is only being paid a partial accrual, it is necessary
to pay off the future partial accrual in the current pay period. Allowing a minuscule accrual to continue
processing can cause system problems and is not of any advantage to the employee. It is more beneficia to
process the accrual with the current pay period so some deductions could possibly take.

Once an employee isin LWOP and is not expected back in the near future, manually calculate the partial accrual
when it reaches .25 hoursor less. Asageneral rule, when an employee’sleave balance on the B2 screen is
reduced to between 1.5 and 3.0 hours, the partial accrual must be manually calculated and paid.

Examples:
1.5 hrs/75 PP =.0200 x 11.25 = .23 partial accrual
3.0 hrs/ 90 PP =.0333 x 7.5 = .25 partial accrual

PROCEDURES

1. Cadculate the partial accrual: Total hoursin pay status divided by the number of hoursin the pay period
equal a4 digit factor. Multiply the factor by the employee’ s rate of accrual. Multiply the calculated partial
accrua by the annualized hourly rate of pay.

2. Pay Batch: Using an E103, in the regular pay batch, enter the hard coded hours and calculated dollarsin the
same pay period it is being earned. Use aline date of the last day of the current pay period.

3. Adjustment Batch: At the same time, set up an adjustment batch with an adjustment batch RD code to
processin the following pay period to delete the partial accrual that will automatically post from the
current pay period.

4. 10 Screen Status: If the employeeison FMLA, the 10 screen status should remain active and |eave should
continue to be entered in their regular pay batch. B2 balances are now zero and leave codes will
automatically default to LWOP. No further pay will be generated.

If the employeeis NOT on FMLA or FMLA is exhausted, enter an LOA action on the 10 and A1 screens
effective dated the first day of the first full month in which the employee is no longer health insurance eligible.

Example: PP08, an employee has a balance of .34 hours annual leave and .17 hours sick leave on the B2 screen
touseinan 82.5 hr pay period. Partial accruals on the combined .51 hours will be:

.51/82.5 = .006 x 9.38 = .06 hrsfor annual and .006 x 4.69 = .03 hrs sick |leave

Salary is $1500/18.46.
Pay period hourly rate: $18.1818 ($1500/82.5).

Rather than let the combined .09 hours process by themselves in PP9, the employee will be paid the following in
PPO8:
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SECTION 12: LEAVE ACCOUNTING, PARTIAL ACCRUAL PAYOFF

For PPO8 — Enter aline of E103 for the calculated partial accrual. It isnot necessary to hard code the E160
and E953 aslisted below. AKPAY will chain through the appropriate leave types and default to LWOP.
Do hard code the E103 hours and dollars.

(E150) .17 hrs x $18.1818 = $3.09 (defaults to E160)
(E160) .34 hrs x $18.1818 = $6.18 (defaults to E953)
(E953) 81.88 hrs

(E103) .09 x $18.46 = $1.66

For PP09 — At the same time, set up an adjustment batch to deletethe partial accrual that will
automatically post from PP08. Usetheprior pay period end date.

04/15/20xx (E950) -.06 hrs

04/15/20xx (E960) -.03 hrs

10 Screen Action: The employee in this example is not on FMLA. Enter an LS action on the 10 screen effective

05/01/xx. Enter an action on the A1 screen with aview date of 05/01/xx. Shut off health insurance with an L
rate code and change the OCC code to Z, both effective 05/01/xx.

Summary

An accrual under .25 hours should not be allowed to process by itself. When you let a partial accrual process
you run the risk of allowing certain things to process incorrectly.

Thisincludes:
e Headlth Insurance processing when they don’t meet the 4 hour minimum (and are not on FLMA).

e Holidays may incorrectly process.

e GGU, KK or SSlegal trust is paid on the employer side, but it can not pull SBS on the employee side due to
lack of gross pay.

e Employer Medicareistaken but there is not enough gross for the employee side to take. Thiscan bea
bigger problem if the employee then terms and Medicare is not collected.

e Theemployeeisshown to bein “pay status’ for the pay period but their dues can not take.

o |f there are other pre-tax deductions that take all of the gross, the check will be a negative net and will drop.
Nothing will process, causing the necessity of further adjustment batches.
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