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1.  Dec., 2008
Did you know you can sort the display of saved tickets?  Go to the adjustments tab.  Click on the column heading.  The rows will be sorted in ascending order.  Click the heading again and they will be sorted in descending order.  
                                                        Click on the column heading to sort by that column
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2.  Jan., 2009

Many of you already know how to run reports that give you information and find errors in the adjustments that you prepare.  You may also already know how to save those reports to Excel.  Now what do you do with those results?  As many of you have discovered, the amount column exports as text.  This does not make it possible to sum hour or dollar amounts.  While Pay Admin is working with DPW to address this, here's a simple solution that can be used on any Excel spreadsheet...
 

Use the formula =VALUE(cell reference) to make a text number a value so that you can sum it.  See step by step below:
 

Tip to Make Text Numbers from On-Line Reports a Value
1.  On the reports tab, run any report.
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2.  To save the results of that report to Excel click on “Save to File”

3.  Open your Excel program.  Open the report you saved above.

4.  For illustrative purposes:  You have the file open and desire to sum the amt column.  The result is zero because what you are trying to sum is not recognized as numbers by the Excel program.
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5.  In a new cell, use the =VALUE(cell reference) formula.  If I wanted to express the 3 in cell G2 as a value, then I would use the formula below.  Hit enter.
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6.  Once the value is displayed, you can sum the numbers.
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7.  If you want to eliminate column G, the column with the text numbers, you may either “hide” G so that the formulas in H display the value appropriately or you may copy / paste special / paste “values” in H2 and H3 to eliminate the formula so that you can remove column G in its entirety.
3.  Feb., 2009
When preparing "TOA" (Time Owed and Allowed) type adjustments, the event date must be within the current calendar year.  
 

For example:  If you are preparing a "TOA" adjustment in 2009, the event date must be between 01/01/09 and a date prior to the pay period you are adjusting in.  To illustrate, let's say you are preparing a "TOA" adjustment in PP#4, 2009 for an employee's time in November, 2008.  Payroll Administration recommends the event date of 01/01/09, with an explanation detailing the time period you are adjusting for in the description.  Another example is if you prepare a "TOA" adjustment in PP#4, 2009 for an unspecified time period.  The event date must be between 01/01/09 and 02/07/09 (end of PP#3) and must not fall within PP#4.
 

To recap the two guidelines for "TOA" event dates:
 

1.  The event date must be in the current calendar year, regardless of year adjusting.  Assure the description explains further.
 

2.  The event date must not be in the pay period you are preparing the adjustment in. 

4.  Welcome to the 4th edition of Adjustment Tips
The "Injury Adjustments" report has been changed.  Now instead of only getting the injury code detail in your report, you will see the other side of the adjustment (The WC1, 343, etc.).  One will also see the resulting TOA entries made on an employee.  I hope you find this change helpful.
 

It is recommended that you run this report every pay period.  If an employee appears in this report, they had an entry to an injury code.  Paperwork regarding this injury adjustment must be submitted to the Comptroller's-Payroll Administration by the deadline or the adjustment cannot be approved by Payroll Administration.  
 

Finally, if you need only one employee's detail, run the report "Adjustment by Emplid" for all pay periods' adjustment detail or "Adjustment by Emplid/pp" for one pay period's worth of adjustment detail on an employee.
 

5.  Welcome to the 5th edition of Adjustment tips
 

This tip will be a friendly reminder regarding injury adjustment descriptions.  As you may know, Payroll Administration must compile quarterly W2C's (corrected W2's) for these corrections.  It is important that we have a complete picture of what happened and what is going to happen.  Many injury adjustments span several pay periods and/or quarters, so it is important to give a complete description.  Proper descriptions and paperwork need to be submitted to Payroll Administration timely so that only one W2C is generated.  When more than one W2C is generated for an employee for a tax year, then an employee is forced to amend his/her taxes more than once resulting in extra expense and frustration for the employee.
 

Many of you are already doing this, but please read over for elements that are typically forgotten in the injury adjustment descriptions:
 

1.  How many hours in total are you converting?
2.  How many pay periods do you expect the conversion to last?
3.  Which PP is this?
4.  How many hours are you adjusting in this pay period?
5.  What is/was the biweekly rate you are using in your calculation?  Give us the calc.
6.  How many tickets did you prepare this pay period for this person/which ticket is this?
 

To illustrate:  Nelson Rockefeller received an order from worker's compensation to convert 120 hours from injury to sick from October 5-25, 2008.  The payroll professional preparing the adjustments decided to break this conversion into two pay periods because of the tax effects.  He makes $1,000 biweekly.  He is a non-management, general City employee.
 

The Adjustment descriptions would read:
 

For the 869 ticket, event dated 10/11/08:  To convert 120 hours of injury to sick in 2 PP.  This is the 1st PP of the conversion.  This PP will convert 80 hrs.  This ticket's calc:  ($1,000/80*.8)*40.  Ticket 1/4
The WC1 ticket, event dated 10/11/08:  To convert 120 hours of injury to sick in 2 PP.  This is the 1st PP of the conversion.  This PP will convert 80 hrs.  This ticket's calc:  ($1,000/80)*40.  Ticket 2/4
For the 869 ticket, event dated 10/18/08:  To convert 120 hours of injury to sick in 2 PP.  This is the 1st PP of the conversion.  This PP will convert 80 hrs.  This ticket's calc:  ($1,000/80*.8)*40.  Ticket 3/4

The WC1 ticket, event dated 10/18/08:  To convert 120 hours of injury to sick in 2 PP.  This is the 1st PP of the conversion.  This PP will convert 80 hrs.  This ticket's calc:  ($1,000/80)*40.  Ticket 4/4

 

Then the next pay period's adjustment:

 

For the 869 ticket, event dated 10/25/08:  To convert 120 hours of injury to sick in 2 PP.  This is the Last PP of the conversion.  This PP will convert 40 hrs.  This ticket's calc:  ($1,000/80*.8)*40.  Ticket 1/2

For the WC1 ticket, event dated 10/25/08:  To convert 120 hours of injury to sick in 2 PP.  This is the Last PP of the conversion.  This PP will convert 40 hrs.  This ticket's calc:  ($1,000/80)*40.  Ticket 2/2

 

Understandable abbreviations are acceptable.

6.  Welcome to the 6th edition of Adjustment tips
 

You can copy directly from the adjustment tab or from reports that you run and paste to Excel.  You highlight the rows that you want to copy, press CTRL+C, then open an Excel spreadsheet and click on the paste icon or press CTRL+V.  You will have to format the Excel sheet to your liking.
7.  Welcome to the 7th edition of Adjustment tips
 

Full descriptions need to be entered on every adjustment ticket.  Please include calculations, even if the calculations seem obvious to you.  Calculations should include biweekly or hourly rates, the number of hours included in a dollar calculation, the amount before a proration, how an amount was prorated, and so on.  Adjustment tickets without complete descriptions and calculations will not be approved until updated.
 

Remember to utilize previously detailed functionality to increase efficiencies like Ctrl+C for Copy, Ctrl+V for paste, and the Create and Modify buttons.
 

Please remember that every adjustment ticket affects an employee's pay and benefits.  Several departments like Comptroller's, ERS, and DER need to have precise, detailed descriptions to accurately process and explain pay and benefits.

8.  Welcome to the 8th edition of adjustment tips
 

You can refresh the adjustment screens by placing your cursor in the Search PP/Year boxes and hitting enter, even after you pulled up your pay period's data already.  Each tab (TOA, Hours, Dollars) is separate and have to be refreshed separately.
9.  Welcome to the 9th edition of adjustment tips
When preparing TOA adjustments for the TVA (Transitional Vacation Account), please use earn code TAA (TVA Balance Adjustment).  
 

When paying out TVA on a Dollars adjustment, please use earn code TPO (TVA Payout).
10.  Welcome to the 10th edition of adjustment tips
 

Missed increments need to be prepared with due diligence and with extreme accuracy.  An employee's livelihood and benefits are at stake.  As contracts and contributions change, getting pay and pension credit correct will be of the utmost importance.
 

Most of you know that when an employee is owed dollars because of a missed increment, the dollars should be broken down to a weekly basis and adjusted to earn code WC1 (Wage Correction Adjustment-Straight Time Earnings).  During 2009, we experienced our first furlough days.  These furlough days do not pay employees, but do provide pension credit.  This pension credit needs to be accounted for so the requisite pension contributions can be made.
 

As always, here's an example:
 

Employee X should have received his annual increment in PP#14, 2009 it is now PP#15.  He is going from $1,200 biweekly to $1,260 biweekly.
 

During PP#14, this is how he was carried.  
 

July 29 - working, 077, 8.0 hrs
July 30 - working, 077, 8.0 hrs
July 1 - working, 077, 8.0 hrs
July 2 - furlough, FRL, 8.0 hrs
July 3 - holiday, 045, 8.0 hrs
 

July 6, 7, 8, 9, 10, working, 077, 40.0 hrs.
 

The difference between the old rate and the new rate is $60 biweekly or $0.75 per hour.
 

The adjustment will be:
 

Event date 07/04/09, earn code WC1, $24.00 ($0.75 per hour times 32 hours straight time)
Event date 07/04/09, earn code XXP, $6.00 ($0.75 per hour times 8 hours of furlough time)
Event date 07/11/09, earn code WC1, $30.00 ($0.75 per hour times 40 hours straight time)
 

This will provide the employee $60.00 in pension credit, but only $54.00 in pay that he is entitled to.  Please pay close attention to employees' furlough days when making these calculations so that employees are not overpaid.

11.  Welcome to the 11th edition of adjustment tips
 

New updates in the payroll system make it possible for you to add a shift code to earn codes 641, 642, 643, 645, 666, 669 and 677.  These earn codes are used when reclassing current year time to injury.  They may be found on the hours adjustment tab.  Prior to the updates, separate adjustments were necessary.
 

To illustrate with an example.
 

Employee x took eight (8) hours of sick time on 08/21/09.  He also works second shift.  The original entry was 8 hours to earn code 043, shift code 20.  A worker's comp decision recommends this time be reclassed to injury.  The adjustment would be as follows:
 

Event date:  08/22/09
Earn code:  643
Shift code:  20
Hours:  -8.0
 

Event date:  08/22/09
Earn code:  844
Hours:  8.0
 

As usual, add an adequate description.

12.  Welcome to the 12th edition of adjustment tips
 

Earn codes in the AT series are the same as those in the WC series.  The only difference is that AT's may be used with any program number and WC's may only be used with program code 9900.  All may be found on the dollar adjustments tab.  
 

Here's a chart
 

AT1   WC1   Wage corrections adjustments-Straight time earnings 
AT2   WC2   Wage corrections adjustments-Premium portion of overtime 
AT3   WC3   Wage corrections adjustments-Shift earnings 
AT4   WC4   Wage corrections adjustments-Non-pension earnings
AT7   WC7   Wage corrections adjustments-Straight time portion of overtime
AT8   WC8   Wage corrections adjustments-Special premium earnings
13.  Welcome to the 13th edition of adjustment tips
 

It has always been important to classify wages correctly for pension purposes, however, recent changes regarding pension contributions make classifying these wages more important than ever.  Comptroller's staff, in cooperation with ERS, audit and adjust pensionable wages for an accurate contribution to accounts.  This will continue to happen, however, future adjustments to employee's pay may affect what employees contribute to their pension accounts.  This could result in retroactive contributions which could affect an employee's paycheck and livelihood.  
 

To give you a little history, in case you are not aware.  For many current employees, part of the benefit package includes a contribution to their pension account.  The City currently pays these contributions.  Recent updates to many contracts and agreements change that.  Many new hires will now pay the contribution.  The contribution is currently 5.5% of pensionable wages.  Typically, pensionable wages is the value of an employee's biweekly rate and shift premiums.
 

For example:
 

Ms. Cityworker was recently hired and makes $1,000 biweekly.  She worked her normal 80 hours (EC 077).  The new rules state that she will contribute 5.5% of this pay to her pension account.  The deduction from her pay will be $55.  This deduction will decrease her net (take home) pay.  
 

As you can see, any mistake will affect this employee's net pay.  If mistakes are not caught timely, a sizable contribution could be due from the employee.  It is important to review HRMS compensation entries carefully.  
 

I have attached a spreadsheet of pensionable system earn codes (update:  no longer valid, call Pay Admin if needed).  System earn codes that were paid may be queried on in financials from the Y_xgldt table.  Please keep these codes in mind when preparing adjustments to payroll.  As in the past, many adjustments affect an employee's pay, however, will also now affect how much they contribute to their pension accounts.  
 

Note:  Employees on injury leave earn 70% or 80% of their biweekly wages, however will contribute 5.5% of 100% of their biweekly wage.
14.  Welcome to the 14th edition of adjustment tips
 

I have received questions regarding when to use which type of adjustment.
 

TOA - Use the earn codes listed on the TOA tab when you want to adjust an employee's time owed and allowed balance.  TOA adjustments do not affect an employee's paycheck, are not posted to financials and do not affect an employee's pensionable earnings.
 

Example:  Employee Y earned a SLCIP day, but it was discovered too late for insertion on the SLCIP file.  To give that employee a SLCIP balance on the TOA, an adjustment to earn code SIA for +8 hours will have to be prepared.  These 8 hours will now appear on the TOA showing the employee that this is his balance of SLCIP time available to take off.
 

Hours - Use the earn codes listed on the Hours tab when you want to update an employee's TOA balance, hours worked/off AND pay.  Hours adjustments are posted to financials and may affect pensionable earnings.
 

Example:  Employee Y took that SLCIP day off, but recorded it as vacation on his timecard.  The payroll assistant needs to update this error via an hours adjustment.  The adjustment will be -8.0 hours to 042 (vacation) and +8 hours to 062 (SLCIP).  This adjustment will take away 8 hours of SLCIP time from the TOA balance (making his balance zero), give 8 hours back to his vacation balance AND also reclassify the hours and dollars on his paycheck from vacation to SLCIP.  This adjustment will be posted to financials which is important for oversight, budgeting, queries and open record requests. 
 

Dollars - Use the earn codes listed on the Dollars tab when you want to update an employee's pay only.  An adjustment to a dollars earn code does not affect an employee's TOA balance or hours already worked.  Dollars adjustments are posted to financials and may affect pensionable earnings.
 

Example:  Employee Z was promoted from DC48 to Management at the beginning of 2009 and was placed at a rate that was 3% higher than her DC48 wage.  DC48 retroactively settled for a higher wage and now you need to calculate what the management rate should have been upon promotion.  Since this discovery does not affect the employee's TOA balances and does not affect the hours this employee already worked, a dollars adjustment for the difference will have to be prepared.  This adjustment will be posted to financials which is important for oversight, budgeting, queries and open record requests.
 

There are separate earn codes listed in each tab.  No earn code is repeated between the three types of adjustments.
15.  Welcome to the 15th edition of Adjustment tips
 

The adjustment tip is a tad early because there is an immediate change in the search functionality.  I like the changes and hope you will too.  
 

1st change:  When you insert a pay period / year in the search boxes [image: image6.png]‘Search PPIYear[5_|[2010]



, you can still get all the adjustments for that pay period / year.  However, all tabs (TOA, Hours, and Dollars) will update for that pay period / year, you do not have to search (refresh) each tab separately.
 

2nd change:  Your calendar
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in on-line is now functional with the adjustment tab, meaning, if you select a date, for example, in PP#7, 2010 and click All, the system will give you all the adjustments in PP#7, 2010.  Again, all tabs (TOA, Dollars and Hours) will update when you click All, no need to repeat this process on each tab.
 

3rd Change:  Due to the size of our adjustments, it is no longer possible to view lifetime-to-date adjustment entries on the tabs.  Please utilize reports in on-line to query on specific information.  If you need a report created, please let us know.
16.  Welcome to the 16th edition of Adjustment tips
 

There is a new tab in adjustments.  This tab is called "auto".  
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This tab populates differently than the TOA, Hours and Dollars.  License plate numbers, mileage, and dollars are entered on the auto allowance tab which feeds directly to the auto tab in adjustments upon Department Head approval of the mileage entries. 
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Auto allowance will now be entered by the employee, reviewed and approved by the Department Head or designee and loaded electronically and efficiently via CityTime.  While many of you are already familiar with the new tab, I wanted to share with the rest of you what they were for.  
Effective for April mileage, the Comptroller's Office will no longer accept the paper form.  All mileage must be entered using CityTime.  All April mileage entries should be approved by May 13, 2010 at 3:00 pm if the employee desires reimbursement on the May 27, 2010 paycheck.
17.  Welcome to the 17th edition of Adjustment tips
 

Using the correct event date is imperative to processing adjustments correctly.  Event dates drive which compensation rate in HRMS is pulled and generates corrections to pensionable pay.  Use of incorrect event dates could pull incorrect rates of pay and may affect employee and employer deductions for pension and other items.  Errors in event date usage oftentimes require additional human resource and additional adjustment entries to figure out and correct.
 

Typically the last day of the pay period being adjusted is used as the event date, however, a day within the pay period being adjusted may also be used.  Assure that an employee was "active" in HRMS on the event date used.  Adjustments to inactive employees will be rejected in the system.
 

For example, if you are adjusting time from PP#10, 2010, an event date between 05/02/2010 and 05/15/2010 should be used.  
 

Adjustments that span over several pay periods will require several adjustment entries.

18.  Welcome to the 18th edition of Adjustment tips
 

Functionality called "tooltips" has been added to the timecard and adjustment tabs.  When you wave your mouse pointer over the manager or payclerk emplid in the approval area, that person's name should briefly appear.  See a screen print my timecard below, I waived my mouse pointer over the manager approver id of 008495 and tooltips displayed the name of who belongs to that employee ID.
 

Thank you to Doug Forbush for adding this piece of code to the program!  Please share this info with employees that use the system.
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19.  Welcome to the 19th edition of Adjustment tips
 

When employees retire or resign, please assure that in addition to the dollar adjustment you prepare for applicable buyouts that you prepare the Time Owed and Allowed (TOA) adjustment to zero out TOA balances.  The dollar and TOA adjustment entries shall be processed in the same pay period.  
 

Per State Statutes, dollars owed to employees should be made within 30 days of the retirement date.
 

When employees retire or resign, job data in HRMS needs to be updated.  These job data entries must be made by 4:45pm on the Friday after you prepare your buyout/TOA adjustment entries.
 

Failure to prepare these entries may result in delays to payments to the employees and delays in administrative functions.
20.  Welcome to the 20th edition of Adjustment tips
 

I will reiterate what was handed out at the open enrollment meetings with regards to event dates and earn codes for overdraws.
 

1.  When processing payroll adjustments, the date of the original transaction should be used as your event date.  If the transaction covers the entire pay period, break the adjustment down by calendar week.
 

2.  If an employee has overdrawn balances when he/she retires or otherwise terminates employment, the adjustment should be done as an hours adjustment using the event date they overdrew.  Do not use dollars earn codes to recover an overdraw.
 

For example:
 

Joe Friday is retiring.  His last day on the payroll is 09/17/2010.  He will be bought out for his terminal leave and his vacation.  Both of those buyouts are to be paid out on the dollars tab using event date 09/17/2010 and using earn codes 055 and VPO, respectively.  He overdrew on his compensatory time balance by three hours two weeks ago.  This overdraw will be captured on the hours tab, using event date 09/04/2010 and using earn code 066 for -3.0 hours.  This clears his negative balance on the TOA (no TOA adjustment needed) and takes money off of his check.
21.  Welcome to the 21st edition of Adjustment tips
 

This tip is for the more advanced of our crew or those who seek to become more advanced.
 

For those of you who like to run "roll your own" reports in Citytime, here is an example of code for adjustments.  You can tweak and change to fit your needs.  This will give you all jury duty adjustments for PP22, 2010.
 

Select name,job_code,amount,earn_code,group_id,date_worked from dpw.adjustments where earn_code='JRY' and pp=22 and tyear=2010 order by group_id,name
 

 

Below are the rest of the fields you can query on with the correct syntax.
 

	REC_NUM

	DATE_WORKED

	PP

	TYEAR

	PROGRAM

	PROJECT

	ACCT_CODE

	JOB_CODE

	EARN_CODE

	GROUP_ID

	AMOUNT

	EMPLID

	NAME

	JC_DESC

	HORD

	OK

	ENTERED_BY

	ENTERED_ON

	ALPHA_ID

	SHIFT

	OK2

	ADJ_DESC

	UNION_CD

	ETYPE

	OVERRIDE


22.  Welcome to the 22nd edition of adjustment tips.  This tip is for our auto allowance users and for those that help them.
 

Several of our users have more than one vehicle on file.  However, most have one vehicle that is used more than another.  A new feature was deployed by Doug Forbush that allows a user to select a primary vehicle so that it is always the first to be displayed in the drop down box and the mileage pop-up box.  Hopefully this will save an extra step for our many auto allowance users.
 

1.  Click on the vehicle button (to the left) on the auto allowance tab in Citytime:
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2.  Right click on the vehicle you wish to make your default or your main vehicle (The Def? column will change to Y):
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From this point forward, every time you click on the mileage button, your default vehicle will be displayed.
 

Do let me know if there are questions.  Please forward this auto allowance tip to all auto allowance users.
 

As an aside, many of you may have heard that the federal mileage rate will increase to $0.51 on January 1, 2011.  Documentation will be forthcoming.  The system will be updated for this change in a timely manner.
23.  Welcome to the 23rd edition of adjustment tips (E-mail went out 01/07/2011).
 

All TOA adjustments from this point forward shall display an event date of 01/01/2011 or after.  
24.  Welcome to the 24th edition of adjustment tips
 

There are several reports that you may run to assure your adjustment entries are accurate.  This tip will focus on the report titled:
 

Hours Adjustments <>0 by emplid
 

This report shows only hours adjustments.  It sums all the hour adjustment lines for one employee for one pay period.  It returns all employees who's hours adjustments do not equal zero.  As you know, most hour adjustments are correcting entries and will net to zero hours.  This report will capture one-sided entries.
 

For example:  Employee Leroy Butler recorded 8 hours of comp time on his timecard, however, he meant to record 8 hours of vacation time.  The hours adjustment would -8 hours to EC 066 and +8 hours to EC 042, thus netting to zero.
 

Say you were doing the adjustment and recorded the -8 hours to EC 066 but then got called away and neglected to complete the entry.  The report "Hours Adjustments <>0 by Emplid" will return the one-sided entry and alert you that Mr. Butler will get shorted in pay if you do not complete the other side of the entry.
 

Of course, there are times when the hour adjustments do not net to zero.  In that case, please assure complete and accurate descriptions are in place to explain.
 

Please continue to run this and other reports to assure your adjustments are accurate.  Future tips will explain other reports.  If there is a report you want me to detail first, let me know.  I love to hear from you.
25.  Welcome to the 25th edition of adjustment tips
 

There are several reports that you may run to assure your adjustment entries are accurate.  This tip will focus on the report titled:

 

Duplicate Adjustments

 

This report shows duplicate TOA, hours and dollars entries.  If two or more entries have identical event dates, emplids, earn codes and hours/dollars the report will show all lines that match.

 

This report should be run every pay period you prepare adjusting entries.  If no lines show, you have no duplicate entries.
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