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SECTION 15: AKPAY REPORTS 
Offset/Catch-Up LOA Automatic 
Earnings Processing 

 
INTRODUCTION 
 

The Offset/Catch-up Leave of Absence Automatic Earnings report identifies employees who are going to or 
returning from seasonal leave-without-pay (SLWOP), a leave-of-absence (LOA), or from layoff, who have 
specific automatic pretax contribution records, and are being paid through production. 
 
Many monthly employee negative earnings contributions are split into two semi-monthly contributions.  If the 
employee is eligible for benefits on the first day of a month, contributions must be paid in full for that month.   
When an employee goes to or from a leave of absence in one of the two pay periods being paid in a month, one 
of three things must happen: 
 
1. A second “catch-up” contribution needs to be taken as the employee is eligible for the month and the entire 

premium needs to be paid in one pay period. 
 
2. The employee is not eligible and the regular contribution needs to be offset by a positive contribution to 

bring the amount to zero. 
 

3. The employee is eligible and it is the pay period for the first contribution to be taken so regular processing 
should occur and no additional transactions are necessary. 

 
Actions entered on the 10 screen analyzed by the process include Start Leave of Absence (LS), Return Leave of 
Absence (LR), and the comment code Return from Layoff (RL).  The simulation report is sorted in Social 
Security Number (SSN) order within department.  The report identifies the employee, and reports the action, its 
effective date, and the negative earnings codes.  The report shows whether a catch-up or an offset batch has 
been created.  Batches are automatically loaded for simulation, with a batch scheme of SLXX###, with XX as 
the pay period number.  There will be multiple employees within a batch. 
 
Employees with Layoff Separation (LF) actions will be included on the report; however, batches will not be 
automatically created as most layoff separations are paid with online warrants.  Other employee to LOA actions 
paid with an online warrant will be included in the process and will need to be deleted from any adjustment 
batches. 
 

PROCEDURES 
 

The report should be worked in conjunction with the Health Insurance Error (HI) report.  Research records of 
each employee returning from or going to SLWOP/LOA and determine if the employee is eligible for paid 
benefits.  Look for active records on the A5 screen for the following pretax earnings codes:  E501 Vol SBS, 
E503 Sel Ben DCRA, E533 Sel Ben HCRA, E539 GGU HCRA, E550 LTC 125 Cafeteria Plan, and E552 LTC 
Dep Care.  When analyzing the report, also look on the H11 screen for batches with a batch scheme of 
something other than the one listed above for adjustment codes: E502 Vol SBS Adj, E561 GGU HCRA Adj, 
and E551 LTC 125 Cafeteria Plan. 
 
Offsets: (+) positive amounts needed to offset employee automatic negative earnings. 
Catch-Up: (-) negative amounts needed to collect employee negative earnings. 
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Employees Returning From SLWOP or Other LOA 
 
Evaluate the timing of the employee's return to duty: 
 
When an employee returns on the first day of the month, the employee is eligible for payment of benefits and 
should have all regular automatic negative earnings taken plus a second contribution (catch-up) of negative 
earnings.  Verify the line in the report with the adjustment earnings code and a negative amount to "catch-up" a 
second negative earnings. 
 
When an employee returns between the 2nd and the 15th of the month, the employee is not eligible for 
payment of benefits and should not have any of the listed earnings codes taken in this pay period.  Verify the 
line in the report with the A5 earnings code and a positive amount to offset the automatic negative earnings. 
 
When an employee returns between the 16th and the end of the month, the employee should have only the 
automatic negative earnings and no offset or catch-up is necessary. 

 
Employees Going to SLWOP/LOA 
 
Evaluate the timing of the employee's LOA start date: 
 
When an employee goes to LOA with the last day worked between the 1st and the 15th of a month, the first 
half of a month’s automatic negative earnings have already been taken in the prior pay period.  The employee 
should only have the regular automatic negative earnings codes taken in this pay period and no offsets or catch-
ups are necessary. 
 
When an employee goes to LOA with the last day worked between the 16th and the end of the month, this pay 
period pays for the next month’s benefits and the employee should not have the automatic negative earnings 
occur.  Verify the line in the report with the A5 earnings code and a positive amount to offset the automatic 
negative earnings. 
 
Additional Situations Not Covered by the Report 
 
The following situations will need to be manually evaluated and if necessary entered on the Health Insurance 
Error report: 
 
• Future dated actions - Actions entered for going to and from a LOA for a future pay period other than the 

one that is currently processing will not be read until that pay period processes. 
 
• Two actions in one pay period - If the employee has both an LR and an LS action in one pay period, the 

program determines automatic negative earnings are not required and the employee will need offsets 
processed with their pay.  The action is correct for most situations, but not all.  Review the actions carefully 
to determine what, if any, action is required. 

 
If the employee has both an LS and an LR or an RL, the report message is RETN SAME PP (returned in 
the same pay period).  No action is taken. 

 
• Actions on top of an LOA return - Any actions entered on top of an LR will not be read.  For example, 

the employee is returned with an LR action, and then an IC (Information Change) is entered to update the 
EVAL (Evaluation) date.  The LR action will not be read.  It will be necessary to keep track of this type of 
situation and enter necessary offsets or catch-ups on the Health Insurance Error report on SIM (Simulation) 
day. 

 
• Late actions or other corrections - Any actions entered on cut-off or retro actions to a prior pay period 

will need to be manually added to the Health Insurance Error report. 
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• Employees with LF (Layoff Separation) - Employees with LF actions will be included on the report; 

however, batches will not be automatically created as most layoff separations are paid with an online 
warrant.  If the laid-off employee is being paid through production, the employee must be added to the 
Health Insurance Error report for a manually created batch. 

 
• Biweekly employees - Some pay periods may not process properly because some months have three pay 

periods processing.  The third pay period of a month has no contributions.  Carefully analyze the 
employees’ records and batches. 

 
• Additional month of coverage - Per contract, Supervisory employees going to SLWOP and Supervisory 

and Confidential employees going to Layoff are eligible to receive an additional month of health insurance 
coverage.  The report process will identify these individuals; however, programs will not automatically take 
all of the necessary contributions.  Analyze the situation and add additional contribution amounts to the 
Health Insurance Error report. 

 
Offset/Catch-up LOA Automatic Earnings Report example: 

 
STATE OF ALASKA 

AUTOMATED PAYROLL SYSTEM 
OFFSET/CATCH-UP LOA AUTOMATIC EARNINGS 

 
EMPNO EARNINGS 

#  A5X 
AMOUNT ACTION COMMENTS  

10X 
STAIN EFFDT 

WORKED 
START LOA RETURN 

LOA 
CATCH-UP 

OFFSET 
          
123456789 501 -2.16 LR  A 11/21/2005 10/06/2005 11/21/2005  
234567891 501 -17.40 LS SL A 11/16/2005 11/17/2005 12/31/2099 E501 +OFFSET 
345678912 503 -25.00 LS SL A 11/16/2005 11/17/2005 12/31/2099 E503 +OFFSET 
456789123 501 -15..65 LR  A 11/29/2005 11/16/2005 11./29/2005 RETN SAME PP 
567891234 501 -10.25 LR  A 12/02/2005  12/02/2005 E501 -CATCHUP 
678912345 501 -5.05 LS SL A 11/30/2005 12.01.2005 12/.31/.2005 E501 +OFFSET 

 
          

 
Action messages in the CATCH-UP/OFFSET column on the far right indicate: 
 
• Blank indicates no action; normal processing applies.  One automatic negative earnings will take based on 
the A5 records. 
 
• Earnings code with a +OFFSET indicates no automatic negative earnings should be taken.  A batch has 
been created for a positive amount to offset the normal amount from the A5 screen record. 
 
• Earnings code with a –CATCH-UP indicates a second negative earnings should be taken.  A batch has 
been created for a negative amount to be taken in addition to the normal amount from the A5 screen record. 
 
• RETN SAME PP indicates the employee has had a start LOA and a return LOA in the same pay period.  
This is the same as a blank.  No action is necessary; normal processing from the A5 screen will apply. 


