CityTime Adjustments
Overview

Adjustments are an extremely important part of the payroll process.  Adjustments correct how time was originally recorded, pay employees special premiums/incentives, pay employees what is due upon termination, pay employees increases in wages, correct leave accrual (TOA) balances and also correct under/overpayments.  Online CityTime Adjustments is a custom front-end adjustment recording system that provides users with electronic access to the Adjustment screen based on their authorized security level. 

There are built-in edits that allow for accurate recording of adjustments to various job codes, account codes and earn codes. CityTime Adjustments is an electronic replacement for the old paper C-260 TOA Leave Balance Adjustment Time Card - Hours, C-257 Adjustments/Corrections Time Card – Hours, and C-255 Adjustments/Corrections – Dollars forms.

Security

Below is the panel to submit adjustments.  When set up with the correct security, you should see this additional folder tab when you have logged in to CityTime Time Entry.

[image: image1.png]GityTime 2.0 - TE2

CityTime 2.1 Dpate PP YR 2?8 Logged in as CROWBRIDGE,DAWN - 004339 (10)

Enter Time | Reports | Admin | Access | ESOT | Discipiine | Absences | Adjustments

TOA | Hours | Dollars searchppivear[ ][ ] [Can

Date Emplid Name [ v Amt Acct Code Job
09/06/2008(017876 [BROCKJASON V 19 22 1014DC
09/06/2008(018304 _|CLARK THOMPSON PAM..| 19 49 1014DC
09/06/2008(018304 _|CLARK THOMPSON PAM..] 19 33 1014DC
02/04/2008/000014[COLLINS MARTIN G 2 5794
02/04/2008/000014 [COLLINS MARTIN G 2 80 5794
02/04/2008/000014 [COLLINS MARTIN G 2 5794
10/18/2008/008495|NELSON,JOANN 2 80 5200
01/05/2008/008495_|NELSON,JOANN 22 5200
09/06/2008/008495 _|NELSON,JOANN 2t 80 5200
10/04/2008005004 _|PROTHERO,SUSAN R 2 arar
1022/2008(018215 |RADMERLINDAS 2 80 4642
1022/2008018215 |RADMER,INDAS 22 4642

‘ 09/06/2008/001578__|RATLIFF,CYNTHIAL 2t 80 4466
< 1L

pate[ | AdjDesc
Empia]

Neme
JcDese

Jah Code Per]
Emp Tye AlphaTye] Comptr appy | __approve

Enter Dt

T cityi,




Security to access your employee group is identified by Crew ID, same as CityTime Time Entry.  To obtain the correct security setup send a signed access form to the Comptroller’s Office, Payroll Administration.  The form is located on the Payroll Administration website.  Departments should request setup for users who will create the adjustments and managers who will approve the adjustments.
Navigation

Click on the “Adjustments” tab at the top of the page.

When in CityTime Adjustments, you will use a combination of mouse and keyboard entries to select the type of adjustment, identify employees and earn codes and to enter dates, hours (or dollars) and account codes.

There are three folder tabs within the Adjustments panel: “TOA”, “Hours”, and “Dollars”.  The TOA folder should be used for Time Owed and Allowed balance adjustments; the Hours folder should be used to submit hour adjustments; and the Dollars folder should be used to submit dollar adjustments.  The three types of adjustments are described later.
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The top half of the screen shows adjustments that have already been created.  You may sort these fields by clicking on the applicable title row.  Too refresh the screen, click the “All” button.

The bottom half of the screen is where you would create a new adjustment or modify/delete an existing adjustment.  Once created, it will appear in the top half of the screen.

You can tab to each field or use your mouse.  

Entry Overview

Fields

Date
The date field will display what period you are correcting.   If the adjustment is for one day, enter that date.  If the adjustment is for more than one day in the pay period, use the week ending date (Saturday).  Note:  If the adjustment is for the entire pay period, you must separate the entries by week for FLSA purposes for non-exempt, 40-hour-per-week employees.
Emplid
This is the PeopleSoft employee ID number for your employee.  Once you tab or click out of this field, the name, job title, job code, crew id, employee type and union code for that employee will populate.

Note:  If your employee has multiple active job codes, a dialog box will pop up.  Click on the appropriate job code and the information for that job code will populate.
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Adj Desc
This field shall be populated with an adequate description of the adjustment that is understandable to Payroll Administration and will satisfy audit requirements.  Understandable abbreviations may be used when necessary.  

Note:  The requirements for dollar adjustment descriptions are more rigid than others.  Calculations must be included.  You must state the rate you are using in your calculations, where applicable.  You may use the biweekly rate or the hourly rate.  If a person is separating, you must list the type of separation.  Please also list what the ticket is for (i.e. 240 hrs of terminal leave), and how many tickets pertain to the employee this pay period (i.e. tix 1/3).  For example: An employee retired on 10/02/08 and his last active day was 10/01/2008 and he should receive 240 hrs terminal leave buyout and 40 hrs vacation buyout.  At the time of his retirement he was earning $24.488843 hourly.

First ticket description should read, “$24.488843 hourly, retired, last active 10/01/08, 240 hrs terminal leave, ticket 1 of 2”.

Second ticket description should read, “$24.488843 hourly, retired, last active 10/01/08, 40 hrs vacation, ticket 2 of 2”.


It is a good practice to indicate how many tickets are being submitted for each employee.

If an adjustment is ongoing, like in the case of a payment of an overpayment, the description should indicate that the adjustment will either continue or has completed.

Adjustments pertaining to donations of time must include the word donor (donating, donor, donated) in the description.
Ern cd
Select the desired earn code from the drop-down menu.  Each folder tab (TOA, Hours, Dollars) has earn codes appropriate for that folder tab.
Amt
Key in the amount of hours (or dollars) for the adjustment.  When calculating dollars, the formula is either ((biweekly rate/80)*hours) or (hourly rate using six decimal places*hours)
PP
Key in the current pay period.
Yr
Key in the current four-digit year.    
Alpha/Typ
When you exit the PP/Yr fields, the Alpha designation for the pay period will populate automatically (PP# 1 = A, PP# 2 = B, PP#26 = Z).  The Type field identifies a TOA (T), Hours (H) or Dollars (D) adjustment row.
Note:  All adjustments and paperwork for those adjustments (where applicable) are due on the second Thursday of the pay period (payday), unless there is a holiday.  If changes are required after 11:00 a.m. on payday, Pay Admin will provide the authorization.
Buttons
Create
When you have completed your adjustment entry (ticket) at the bottom of the screen, click on the “Create” button or tab over to the “Create” button and hit the spacebar.  When you click create the new adjustment will appear in the top of the screen.

Note:  Extreme caution must be exercised when using the “create” button.  Every time you choose “create” a new ticket is saved.  If you accidentally double click “create”, two tickets will be saved resulting in duplicate entries.
Modify
If you need to make a correction to a ticket, click on the ticket in question from the rows in the top half of the screen.  The bottom half of the screen will populate with the information from that row.  Update your field(s) and click the “Modify” button. 
Like timecards, approvals previously affixed will disappear upon any modification.

Again, if you click “Create” instead of “Modify”, you have just created an additional ticket.

Delete
If you want to withdraw an adjustment (ticket) before it is submitted to the Comptroller’s Office, click on the ticket in question from the rows in the top half of the screen.  The fields at the bottom half of the screen will then populate with the information from that ticket.  Click on the “Delete” button and the adjustment will be removed.

Delete should not be used after 11:00am on payday Thursdays unless Pay Admin knows about it.    
Clear
Clicking on this button clears the bottom half of the screen so that you can enter a new ticket.  It will not delete a previously saved ticket.  To delete a ticket, see previous paragraphs.
Approve
A department user who has the authority to approve adjustments must approve each ticket.  The login name will populate in the space provided and will serve as the official electronic signature.  This duty MAY NOT be delegated to a payclerk.
Comptr Appv
Comptroller’s staff in Payroll Administration will approve each ticket before the adjustments are loaded into PeopleSoft.  Payroll Administration staff may contact the preparer or approver for corrections at anytime after the original deadline.
User Tips

Decimal places
The Hour and TOA adjustment amounts are submitted with one decimal place.  If you do not key in the decimal place, the system will do it for you using a 0.
Creation
A payroll professional may create one ticket from another ticket.  However, caution must be exercised.  It is recommended that a payroll professional clear the screen prior to entering a ticket for a different employee.
Note:  All adjustments and paperwork for those adjustments (where applicable) are due on the second Thursday of the pay period (payday), unless there is a holiday.  If changes are required after 11:00 a.m. on payday, Pay Admin will provide the authorization.

How to create, modify, delete an adjustment
It is recommended that the ‘Clear’ button is clicked to “clear” the bottom half of the screen prior to creating a new adjustment.  Discretion should be exercised when creating one adjustment from another.

-Create – Input an applicable event date in the ‘Date’ field, input an applicable employee ID in the ‘Emplid’ field, input an applicable program/program grant code in the ‘Acct code’ field (TOA does not need an Acct code), input a ‘shift’ code where applicable, select a valid and applicable earn code from the ‘Ern cd’ drop down, input the number of hours (TOA/Hours) or dollars in the ‘Amt’ field, input the pay period and year you are preparing the adjustment for in the ‘PP/Yr’ fields and finally list a meaningful and accurate description for the adjustment in the ‘Adj Desc’ field.  When all fields are entered, click on the create button.  The newly created adjustment will appear in the top half of the screen.  Remember that extreme caution must be exercised when using the ‘create’ button.  Every time you choose “create” a new ticket is saved.  If you accidentally double click “create”, two tickets will be created, resulting in duplicate entries.
-Modify – Select the created adjustment record you wish to modify from the top half of the screen so that it displays in the bottom half of the screen.  Change any field that allows for change and then click on the modify button.  All approvals previously affixed will disappear and will need reapprovals.

-Delete – Select the created adjustment record you wish to delete from the top half of the screen so that it displays in the bottom half of the screen.  Click the Delete button.

How to attach a file to an adjustment

The best way to assure Pay Admin has the paperwork necessary to process an adjustment (where applicable) is to attach it to the adjustment.  Most City departments have a scanner available.  Scan the document, save to your network, and then attach to the adjustment.  
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Click on View/Attach Files button.   Note:  The adjustment must be “created” first.

Then a pop up box will appear.
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Click on “Add file”.  Navigate to the file(s) you want to attach.  Double click on the file and it will be attached.
What to do when an error has been added

Pay Admin added functionality that electronically alerts payroll clerks and managers that there is an error in an adjustment.  

Pay clerks and managers will receive an e-mail from “no-reply”.  The e-mail will tell you which record or series of records are in error and why.
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The “error added by” field will always remain.  This helps with an audit trail of why an adjustment was edited from its original draft.  When Pay Admin adds an error, the manager approval is removed.  A payroll clerk or manager needs to correct it and a manager will have to reapprove it.
Departments with an error rate higher than the average will be eligible for additional training.
Queries

Now that adjustments are electronic and easy to create and approve, the probability for certain types of errors increase.  Queries must be run every pay period to assure that one-sided entries and duplicates are captured and addressed.  Tolerance for these types of errors will be low.  It will be expected that instead of filling out a paper form, signing, copying, and batching that you will spend your time auditing the entries you prepare.
Go to the Reports tab and scroll to the bottom of the drop down to view the queries you can run for adjustment purposes.
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There are several reports that must be run every pay period, prior to the adjustment deadline, to assure an accurate submission of adjustments:  
Unapproved Adjustments:  When you choose this report from the drop down menu, it will prompt you for the capital letter “M” (case-sensitive).  This will give you all adjustments without manager approval.  When all your entries have the required manager approval, this report will show zero lines.
Duplicate Adjustments:  This report will show entries where event date, emplid, earn code, hours (or dollars) match.  This is one of the most important reports you will run due to the ease of creating entries.
Hours Adjustments <>0 by emplid:  This report will attempt to prevent one-sided entries.  Most of the hour adjustments prepared are changing one earn code to another.  These entries should net to zero.  This report will add all “Hours” tickets for one employee in one pay period.  If the result is greater than or less than zero, the report will display that employee.  Every effort should be made to research each employee that appears on this report.  If the results are legitimate, a note in the ticket’s description should be made (i.e. all hr tix for empl net to +24 hrs due to return from LOA- underpayment due to lack of notification)
Adjustment by type counts:  This will show how many TOA, Hour and Dollar tickets were submitted for the pay period.  This report is meant to aid each individual department in developing their own controls, as it will be the responsibility of the department to assure the accuracy of their adjustments.
______________________________________________________________________________

There are several earn codes/situations that require additional paperwork to be sent to Comptroller’s.  The paperwork/e-mails must be submitted by the 3:00pm payday deadline for adjustments.  The following reports will help you identify these situations.
Adjustment by earn code: Run this report for -


JRY – jury duty application, jury duty proof of service letter (it shows dollars paid 
and dates).


MIL – military leave application, military earnings statement, orders.


WC1 or AT1 (negatives) - Employee repayments of overpayments – send the 
completed overpayment repayment authorization form from Payroll Administration 
website.

Injury Adjustments:  This report shows all injury adjustments.  All results will need you to scan the worker’s comp letter and send to PAY ADM e-mail with the employee’s last name, first name, date of injury and employee ID in the subject line of the e-mail.

“Donate” Adjustments:  Employee donations must be prepared as soon as the donation authorization paperwork is received from DER.

______________________________________________________________________________
There are several other reports that may be run, depending on the type of information you’re seeking:

Adjustments by emplid:  This report will return all the tickets in the system for one employee.  Simply click on the name of the report from the drop down and enter the employee’s employee ID.

Adjustments by emplid/pp: This report will return the tickets in the system for one employee for one pay period.  
Dollar Adjustment >$500:  This report will show individual tickets that are more than $500.  For many, the results will consist of separation entries.  If any of the results are not separation entries, additional paperwork may be required by the Comptroller’s Office.  It is important to include a complete description on each ticket created to avoid unnecessary calls.
Injury Adjustments by EmplID:  This report will show all injury related adjustments going back to 2010 provided an injury earn code was used or “inj” somewhere in the adjustment description.
Supplement – CityTime Adjustments
What earn codes and tabs should I use for an adjustment?
Hours-

1. When correcting a timecard entry, an hour’s adjustment is preferred.  If a wrong earn code was used on a timecard, then you will have two adjustment entries, one to reverse the incorrect entry and another to book the correct hours to the correct earn code.  Click on the drop down box on the hours tab to view all hours’ earn codes.  Common hour’s earn codes are 077 for working, 042 for vacation, 043 for sick leave, 066 for compensatory time off, etc..  Most hours’ entries should net to zero.

2. If working or paid time off hours were left off an employee’s timecard, then an hour’s adjustment giving the additional hours to the proper earn code should be prepared.

3. If too many hours were recorded on an employee’s timecard, then an hour’s adjustment subtracting the additional hours from the incorrect earn code should be prepared.
4. Current-Tax Year Injury may be adjusted using hours.  Those earn codes are:

844 – injury @ 80%  - Sworn employees only

688 – injury @ 66 2/3% - General City employees only

***Class discussion about tax year v fiscal year***

5. When an incorrect direct program code is used on a timecard, that time goes to “suspense” 9921 or 9920.  These hours must be cleared out of suspense on a timely basis.  Using an hour’s adjustment, take the amount out of suspense and put to a valid direct program code.
-8.0 hrs to earn code 077, applicable event date, program code 9921 or 9920
8.0 hrs to earn code 077, applicable event date, valid program code*
*See list of valid program codes in Citytime/Account Code Search or speak to your budget person
Dollars-

1. If an employee’s hours on his timecard were correct, but his rate of pay was not entered in HRMS correctly, then a dollar’s adjustment is necessary.  Dollar’s adjustments affect an employee pay and will show on an employee’s paycheck, however, dollar’s adjustments do not change reported hours. Again, click the drop down box to view all the codes available.  A scenario that underpaid an employee because the incorrect rate of pay was entered in HRMS would result in an adjustment entry to earn code WC1 or AT1. 
Employee Y was paid $1,000 for the week ending April 16, 2016.  He was paid 32 hours of working and 8 hours of vacation.  He was supposed to be paid $1,010 for the week ending April 16, 2016.  The hours didn’t change, but his dollars did.  The adjustment entry would be:
$8 to earn code AT1, program code 0200, event date 04/16/2016.

$2 to earn code WC1, program code 9900, event date 04/16/2016.

AT1 and WC1 are treated the same in the system, however, note that AT1 requires a direct program code, WC1 only allows 9900 as the program code.   ***Classroom discussion about pay progression and the use of AT1 and WC1***

2. Employees typically retire or resign with time on the books.  That time must be “bought out” within 30 days of their last day of work, keeping in mind actual paydays.  When an employee is “bought out”, only dollar’s earn codes may be used.  This is due to the pensionable and flsa characteristics of various hour or dollar earn codes.  The event date for all buyout entries is always the last day at work using the rate of pay from the primary job as of the last day at work.

Employees eligible for terminal leave as defined in Chapter 350 would be bought out for the requisite amount of hours*rate of pay using dollars earn code 055.  Vacation buyouts use earn code VPO, compensatory time buyouts use CPO, and Transitional Vacation Account (TVA) balance buyouts use TPO.
3. Dollar entries may also be used to pay out special premiums.  The key is to keep these special premiums in the week they were earned.  Special premiums are typically included in a non-exempt employee’s FLSA calculation.
TOA-

When an employee’s reported dollars and hours are correct, but his time owed and allowed report balance is incorrect, that’s when a TOA adjustment should be prepared. Other scenarios for preparing a TOA adjustment are due to earning or donating time.  These TOA adjustments will not appear on an employee’s paycheck nor post to FMIS.  TOA adjustments only adjust the Time Owed and Allowed Report.  TOA adjustments may not be prepared in PP1 of any year. The TOA adjustment may only be dated in the year of preparation.  Click the earn code dropdown from TOA tab to see eligible TOA earn codes you may adjust to. 

1. An employee is awarded a first trimester SLCIP day off in 2016.  The TOA adjustment would be-

8.0 to earn code SIA, program 9900, event date 04/23/2016

2. A glitch in the system in 2016 prevented a new employee from accruing her requisite vacation and sick time last pay period.  The TOA adjustment would be-

3.7 to earn code VCA, program 9900, event date xx/xx/2016

3.7 to earn code SKA, program 9900, event date xx/xx/2016

4. An employee retired and was bought out for all her vacation and sick time on the dollars tab.  It is your department’s policy that the TOA be cleared for all bought out balances.  This employee was maxed out in her vacation and sick balances.
-960.0 to earn code SKA

-336.0 to earn code VCA
5. An employee submitted a Statement of Intent Form to donate 4 hours of compensatory time to another employee on the donor program.  

-4.0 to earn code CPA

More Adjustment Examples
1. Hours, Error on timecard

Employee took 16 hours of vacation time on February 12 and 13, 2015.  She actually recorded herself as working.  We discovered it in PP7, 2015.  The hours’ adjustments are as follows:
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This type of adjustment affects the TOA balance and also hours and dollars on a paycheck for an employee.  Remember, you put the 077 as a positive on the timecard, therefore, you must      subtract it with a negative on the adjustment.
2. Dollars and TOA, Retirement

Employee is retiring.  Her last active day on the payroll is March 11, 2015.  The rate as of March 11, 2015 is $803.91128 biweekly in HRMS.  The retirement row in HRMS is March 12, 2015.  She has 20 hours of vacation on the books and 100 hours of sick.  The dollars’ adjustments are as follows:
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This type of adjustment only affects the dollars on a paycheck for an employee.


If you wanted to clear away this retired employee’s vacation and sick leave balances, paying 
them out will not do it.  A TOA adjustment will have to be prepared:
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Preparation of TOA adjustments when an employee resigns or retires is recommended, but 
not required.  If an employee does return to service after a termination, the new payroll 
professional must assure the leave balances are correct.


IMPORTANT!!!!  When an employee leaves service with the City the termination row must 
be put into HRMS right away.

3. TOA, SLCIP
Employee earned a SLCIP (Sick Leave Control Incentive Program) day for Trimester 3, 2014.  We want to give that employee her SLCIP day off so that she may use it during the 2015 fiscal year.  The TOA adjustment you prepared in January, 2015 was as follows:
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This type of adjustment only affect the TOA balance for an employee.  This will not show up 
on the 
employee’s paycheck under dollars or hours.  Notice the date – all TOA adjustment 
dates must be in the current fiscal year.  Note:  No TOA adjustments are to be prepared in 
PP1.
4. TOA – Donation of time


Chapter 350-45 allows for employees to donate vacation or comp (police may also donate 
holidays) to other, eligible donor program employees.  When “Accrued Time off Donor 
Program-Statement of Intent” Forms 
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are approved by DER, the adjustment to take away the donated time must be completed 
immediately.
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5. Special Pay Sheets

While this is outside of the purview of Citytime adjustments, Special Pay Sheets  is a way to submit repetitive adjustments and will be detailed here.  Special pay sheets are typically used for adjustments that are similar in nature and greater than 20 lines (i.e. slcip, suspense adjustments).
The Excel template may be found on the Payroll Administration website.  It is called “template with notes”.  Comments are listed at the top to explain each column.
Please note:  Values must either be manually entered or entered as “paste values”.  The template’s column height, row width, font or size must not be altered.

When sending the completed file, please follow these exact instructions:

a. Send to PAY ADM e-mail box.

b. CC a supervisor authorized to approve adjustments

c. Include a data line count and hour/dollar amount in the body of the e-mail.

d. Include a reason for the adjustment.  Additional information may be requested from Payroll Admin at anytime.
e. These files are due at the same time as Citytime adjustments – 11am payday Thursday.

6. There is separate instructions regarding injury.  It is called Injury Pay Adjustment Instruction Manual, Rev 12-17

Final Example:  Adjustments affect an employees’ livelihood as much as timecard entries do.  It is so important that extra consideration be placed on the consequence of our entries.

With that being said, one of the most important elements to an adjustment entry is the event date.  Recording a correct event date will prevent over or underpayments of pension contributions, FLSA overtime, or compensation.

The following example will attempt to illustrate the flow of an adjustment (HRMS to timecard to adjustment):

HRMS – JOB DATA – HISTORY PAGE 2 AND 3 – ASSUME EMPLOYEE IS FULL TIME, NON-EXEMPT FROM FLSA

_________________________________________________________________________________
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Every timecard and adjustment entry event dated 06/22/2014-01/31/2015 will be paid at $2,736.78 biweekly.

_________________________________________________________________________________________________
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Every timecard and adjustment entry event dated 02/01/2015 and after (until the next job data row) will be paid at $2,843.51 biweekly.

_________________________________________________________________________________________________

TIMECARDS – PP3 AND 4, 2015

PP3 TIMECARD (WEEK 1 01/18/2015-01/24/2015) (WEEK 2 01/25/2015-01/31/2015)
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PP4 TIMECARD (WEEK 1 02/01/2015-02/07/2015) (WEEK 2 02/08/2015-02/14/2015)
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The gross pay for PP#3 is $2,736.78

The gross pay for PP#4 is $3,270.04 ((2843.51/80)*88))+(((2843.51/80)*8))*.5)) for 8 hours over 40 in week 1
Scenario 1 – Employee says she actually worked 10 hours on 01/30/2015.  The adjustment would be:
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Because this adjustment was recorded with a PP#3 event date in week 2, the system will calculate the “FLS” overtime due.  No other action is required.  

Scenario 2 – Employee says she worked 4 hours instead of 8 on 02/07/2015.  The adjustment would be:
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Because you recorded this adjustment with a PP#4 event date in week 1, the system will also take away the “FLS” overtime that was erroneously overpaid.  No other action is required.  

Scenario 3 – Employee was recorded as working 40 hours in week 2 of PP4.  She was actually on vacation.  The adjustment should be:
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All of the above adjustments will correct the hours and dollars on record and will also correct the Time Owed and Allowed balances, where applicable.  No other adjustments are necessary.  Hours are always the preferred method of adjusting.  

Again, assure event date is correct on adjustment entries, but also assure certain elements like Acct code and job code match the original entry.  All paid time off like vacation and holiday have an acct code of 9900. 

Ideas?  If you have ideas for a new report or change feel free to send those ideas to jmbiel@milwaukee.gov
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