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EMPPAY – Field Definitions
EMPPAY screens are created to set up employee pay assignments.  The EMPPAY screen assigns a position, FTE, salary, and funding source to an employee.  This information is sent to Payroll and is used to pay the employee.  Personnel tells Payroll how much to pay the employee, when to pay the employee, and which statutory benefits (such as Worker’s Comp.) should apply to the employee’s pay.
Each field of the EMPPAY screen is described below (from left to right, and from top to bottom).  Not every field name is shown on the EMPPAY screen (for instance, the Employee ID field is not labeled).  We do not use every field.
In the upper right corner of the EMPPAY screen, you will see the name of the IFAS user who is logged into the current IFAS session.

Personnel Action Cd:  This field is used to explain why you are creating or changing the EMPPAY screen.  Codes you will use are:  


FIX
Fixing Record


NEW
New Record


STEP
Step Increase


UPDT
Update

As of Date:  Defaults to the current date.  We do not currently change this date.

# Rec’s:  Number of Records.  The system calculates how many EMPPAY screens the employee has.

Entity:  We do not change this field.  The system enters the default value of “ROOT” for us.

Employee ID:  Each employee has a unique identification number.  This is assigned when the employee is first entered into EMPMSTR.

Employee SSN:  This is displayed on the EMPPAY for information only.  You cannot select the SSN from this screen; use the employee ID or name.
Employee Name:  The system will fill this field in for you when you enter the ID number.  You can select an employee by name by pressing F3, Select New, going to this field, then typing the employee’s name (last name first).  You can use the asterisk ( * ) as a “wildcard” to enter part of the employee’s name.  For instance, you can enter ROD*ANI* to find RODIGOU KENT, ANITA.

Employee Type:  The employee type is assigned on the EMPMSTR screen.  The employee type matches the employee’s primary (“PM”) position.  


CERT = Certificated


CLAS = Classified


CEHR = Certificated Hourly


CLHR = Classified Hourly
Employee’s HR Status:  The HR status is assigned on the 
EMPMSTR screen.  


A = Active.  This means the employee has an active EMPPAY screen.


I =  Inactive.  This means the employee does not have any active EMPPAY screens.


AL or IL =  Active Leave or Inactive Leave.  With Active Leave, the employee has at least one active EMPPAY screen (usually this occurs when a teacher takes a one-year leave, but substitute teaches during that year).


AR or IR =  Active Retiree or Inactive Retiree.  Employees who have retired through the district are considered retirees.  If they have an active EMPPAY screen (whether for benefits or for a substitute or regular position), they are Active Retirees; if they do not have an active EMPPAY screen, they are Inactive Retirees.

Employee’s PY Status:  The Payroll Status is assigned on the EMPMSTR screen.  Personnel NEVER changes this; only Payroll can change this.

FY:  Fiscal Year.  The fiscal year runs from July 1 to June 30.  Except for the BENECERT and BENECLAS positions, the EMPPAY record is self-contained within the same fiscal year.  If you set up a record between July 1 and June 30, this will default to the current fiscal year.  If you want to set up an EMPPAY for the next fiscal year before July 1, you will need to enter the future fiscal year yourself.

Rec. Tp:  Record Type.  The position which gives the employee the most benefits (such as sick leave or vacation accrual, or health benefits) is the employee’s “PM” (primary) position.  If an employee has more than one active EMPPAY, the other record types follow alphabetically as Q0, R0, S0, T0, etc.  You need to set them up in sequence.  You cannot decide to enter a group as “W0” just because you do not want to look up and see which is the next record for an
employee.  (In the beginning, we skipped “Q0”, but there is no reason to do so.)
Pay Class:  This is used by Payroll to define a group of records which have the same hours and benefit patching.  For instance, everyone in the same pay class has the same vacation and sick accrual rules.  
If someone has been paid in the wrong pay class, they may have received the wrong sick accrual, or wrong vacation accrual, and Payroll will need to correct this.  If you have set someone up in the wrong pay class, and the EMPPAY has already been paid, do NOT overwrite the pay class; you need to set up a new EMPPAY screen and check with Payroll to see if they need to make corrections on their side.  
Py St:  Payroll Status.  There are three possibilities:

WAITAP =  Waiting Approval.  You need to type “SEND” in the Aprv Cd field at the bottom of the screen and press enter twice.  If you receive an error message or warning, you need to fix the problem, not ignore the message.  


WAITPY = Waiting Payroll.  Waiting to be sent to Payroll.  The Position Control manager will send all of the EMPPAY records to the Payroll side of IFAS twice a month.  This happens on the “SENDPAY Deadline” date.  The Position Control manager will work with the Payroll manager to establish these deadlines each calendar year.  She will send you a copy of them.  Personnel data entry to affect a particular payroll must be finished by NOON of the day of the SENDPAY deadline.


SENTPY = Sent Pay.  The record has been sent to the Payroll side.  Once a record has been sent to Payroll and has been paid, you must not delete or change anything affecting the pay amount.  You can only change the distribution, or end the record.  You cannot change the index or the FTE or the pay class.
FY Days:  The fiscal year days to be worked.  The system fills in this for you based on the calc dates and the calendar.

ReasCd:  Reason Code.  This is the reason you are creating or changing the EMPPAY.  Most common codes you will use are

01
New Assign/Hire/Rehire


03
Termination


05
Fixing Record


06
Change in Step


07
Change in FTE/Hours


08
Change in Funding/Distribution


10
Transfer


12
Return from Leave of Absence


15
Summary Pay Screen


16
Promotion or Reclass Position


17
Demotion


18
Difference Pay Ended


19
New Pay Class


20
Start Unpaid Leave

At the beginning of the fiscal year, if an employee is continuing in the same position, we use


99
New Fiscal Year

AssgSt: Assignment Status.  This is the assignment status of the employee to the position.  The most common status is


10
Permanent

For certificated employees, they can be

20
Probationary 2


21
Probationary 1


23
Probationary 0


25
Probationary Intern


30
Temporary Assignment


40
Provisional Assignment

The other common status is


90
None
Status 90 (None) is used for hourly positions (those which are not part of the position control, such as TCHRSUB, CLERICLSUB, etc.), and for the portion of FTE over 1.0 for those teachers who have more than 1.0 FTE.   
PCN#:  Position Control Number.  Positions are grouped together for reporting and budgeting purposes.  You can leave this field blank and tab to the Position field.  The system will fill in the correct PCN#.
Position:  The position tells us the job the employee holds.  Once an EMPPAY is set up, you cannot overwrite this field.  If you have made an error and the screen has not yet been paid, the Position Control manager can delete the EMPPAY so you can set up the correct screen.  If the screen has been paid and you later discover the wrong position was used, you need to end the incorrect screen and set up the correct EMPPAY.  Once the EMPPAY has been paid, you must not delete the EMPPAY screen.
PCN:  PCN Dates.  These dates are used to check an employee’s total FTE for all positions they have within the date range specified.  Limits are based on Employee Type:


CERT
1.5 FTE or less


CLAS
1.0 FTE or less


CLHR
1.0 FTE or less


CEHR
1.0 FTE or less 
If you try to enter an EMPPAY for a classified employee that takes them over 1.0 FTE, you will get a warning.  This would happen if you entered the wrong FTE (for instance, 7.5 instead of 0.75), or if you did not end their old EMPPAY screen including the PCN end date.
The default dates for the PCN dates are set to the current fiscal year.
CntAssg:  Contract Assignment dates.  We do not currently use these fields; leave them blank.
Spec Func:  Special Function.  We do not currently use this field; leave it blank.

EffDt:  Effective Dates.  These are the dates for which the EMPPAY should be paid.  The beginning effective date will always be the first of the month, and will be the first month in which the screen will be paid.  The effective ending date will always be the last day of the month, and is the last month in which the screen will be paid.
CalcDt:  Calculation Dates.  These dates tell us when the EMPPAY should begin and end.  They also refer to the calendar on the EMPPAY to calculate the ACTL DAYYR.  The beginning date is the first day the employee should have been paid based on the information on this EMPPAY.  The beginning calc date can be earlier than the beginning effective date; the ending calc date can be later than the ending effective date.  
The system does not calculate pay adjustments; if the employee’s pay needs to be adjusted because the calc dates are other than the beginning and ending of a month, you need to notify Payroll (either through the Personnel Action form or a contract worksheet).  If you do not notify Payroll, the employee may be overpaid or underpaid.

Patch Hrs Cd:  Patch Hours Code.  We do not currently use this field.  Leave blank.
Pd Dt:  Paid Dates.  We do not currently use these fields.  Leave blank.

CalcOp:  Calculation Option.  We currently use only CalcOp 01.  This derives the annual rate by multiplying the actual days worked (days per year) by the daily rate.  This is needed for budgeting and encumbrance purposes.

Cal:  Calendar.  The system looks at the calendar specified on the EMPPAY and the calc dates to derive ACTL DAYYR.  The calendar on the PM EMPPAY must match the calendar on the EMPMSTR2 or the system may not be able to create a paycheck for the employee.

PerTp:  Period Type.  We use “M” for “Monthly.”
Ovrd Hrs/Dys:  Override Hours/Days/Period.  For some pay classes or positions, we override the default days or periods.  For instance, for pay class 112, we override the default period from 10.00 to 12.00.  For CSEA employees in pay class 270, we override the default days per year from 260 to 193 and the periods from 12.00 to 10.00.

DFLT HRS DAY:  Default Hours Per Day.  Each position is set up with a default number of hours per day.  Certificated instructional positions (MDEA bargaining unit) default to 7.0 hours per day; all other positions default to 8.0 hours per day.  Leave the default; you will never override this.
DFLT DAYWK:  Default Days Per Week.  Each position is set up with a default number of days per week.  All positions default to 5.0 days per week.  Leave the default; you will never override this.
DFLT HRSWK:  Default Hours Per Week.  Each position is set up with a default number of hours per week.  For certificated instructional positions, this is 35.0; for all other positions, it is 40.0.  Leave the default; you will never override this.
DFLT DAYYR:  Default Days Per Year.  This is related to the position’s calendar.  For CSEA positions set up in pay class 270 (Adult Education) with a NOPATCH calendar, you will override this from the default of 260 to 193.
DFLT PERIOD:  Default Period.  Each position is set up with a base number of periods per year that it will be paid.  For CSEA positions set up in pay class 270 (Adult Education) with a NOPATCH calendar, you will override this from 12.0 to 10.0.  For pay class 112, you will override this from 10.0 to 12.0.
St:  Pay Assignment Status.  This defaults to “O”.  If this is changed to “I”, the EMPPAY will not be paid.  If you terminate an employee, the system will go through and change this to an “I”.  If you terminated the employee in error, and you want to reactive the EMPPAY, you will need to change the “I” back to an “O”.  

Fq:  Frequency.  We currently do not use this field; leave the default of “A”.
Bx:  Applicable Box Number.  Only used if frequency match codes are being used in Payroll.  We do not use this field; leave it blank.

Hrs Prorate:  Leave the default of “H”.  This multiplies the Daily Rate by the FTE when calculating the actual daily rate amount.
ACTL HRSDY:  Actual Hours Per Day.  Multiplies the default hours per day by the PCN FTE.  The system calculates this for you.

ACTL DAYWK:  Actual Days Per Week.  Remains the default of 5.0 days per week.

ACTL HRSWK:  Actual Hours Per Week.  The actual days per week are multiplied by the actual hours per day.  The system calculates this for you.

ACTL DAYYR:  Actual Days Per Year.  The number of available work days are calculated based on the Calc Begin and End Dates plus the Calendar.  The system calculates this for you.

ACTL PERIOD:  Actual Period.  The number of periods that will be paid is calculated using the Effective Begin and End Dates.

For the system to calculate the ACTL line, the Ovrd Hrs/Dys field must be “N”.
Reg Rate:  Regular Rate.  This value is sent to Payroll and is used to calculate pay.  For Certificated employees, the Reg Rate is “D” (the daily rate is used).  For Classified employees, the Reg Rate is “H” (the hourly rate is used).  If you use the wrong Reg Rate, it can cause a timesheet to be paid incorrectly; for example, an employee could receive their daily rate multiplied by the hours on the time sheet instead of their hourly rate, resulting in a massive overpayment.
Prorate Sal:  Prorate Salary.  Leave the default “Y” so the salary will be prorated by the FTE.
PCN FTE:  The total FTE for the position represented by this EMPPAY screen.  If you receive a warning that the position is “over FTE”, you need to find out why; we cannot fill more FTE than we have budgeted.  For “temporary” positions (those positions not budgeted in the position control, such as substitutes), use 0.0 FTE.
Total FTE:  Leave the default “N”.
Indx:  Index.  This links the EMPPAY screen to a particular line of the appropriate salary table.  The index is in three parts.  The first four characters identify the salary table.  The second characters identify the range or column.  The final group identify the step.  
Ratio Factor:  Leave the default as 1.0.
Ratio Amount:  Leave the default of 1.0.

Budget Ovrd?:  Budget Override.  The system fills this in by comparing the budgeted FTE with the number of active EMPPAY screens for that position and funding source.  

Ovrd Salary?:  Override Salary.  Used to override the system-derived amounts.  If an employee is “Y-Rated” (if their position has been eliminated, resulting in a demotion, but they have negotiated to keep their former rate of pay), we use this field to override the default salary and enter their Y-Rated salary amounts.  There are also a few substitutes who are retirees who retained their former pay amount.  Each instance must be documented.  

Re-Calc Code:  We do not use this field; leave it blank.
Payout Type:  We do not use this field; leave it blank.

Base Dollar Amounts
These are calculated by the system.

BASE ANNUAL:  Base Annual Salary.
BASE PER PERIOD:  Base Per Period Salary.
BASE DAILY:  Base Daily Salary.

BASE HOURLY:  Base Hourly Salary.

Actual Dollar Amounts
These are calculated by the system.  The base amounts are modified by the PCN FTE and the number of periods.

ACTL ANNUAL:  Actual Annual Salary. 

ACTL PER PERIOD:  Actual Per Period Salary.  

ACTL DAILY:  Actual Daily Salary.  

ACTL HOURLY:  Actual Hourly Salary.

Additional Dollar Amounts

The total of the amounts from the ADDLCONT module are pulled onto this line.  We do not currently use ADDLCONT.  Additional amounts such as longevity, Master’s stipends, vacation in pay, etc., are currently put into BENEINFO; they do not show up on the EMPPAY screen.

Total Dollar Amounts

The total of the Actual and Additional lines.  

Retro Info:  We do not currently use this information.

SpCd 1:  Special Code 1.  We do not currently use this field.

Misc 1:  Miscellaneous Code 1.

EMPPAY = paid at end of month


PAYALT = paid on tenth of month


PYALT700 = retiree benefits screen

The Misc 1 field is used by calculation codes on the payroll side.  If you enter the wrong information, or leave it blank, it will cause errors in the employee’s pay.
Num 1:  Number Code 1:  We do not currently use this field.
SpCd 2:  Special Code 2.  If the employee is a member of the STRS retirement plan, the system will put “STRS” in this field.

Misc 2:  Miscellaneous Code 2.  If the employee is a member of the STRS retirement plan, the system will put the appropriate designation in this field:

A = Annual


P = Per Period


D = Daily


H = Hourly

Num 2:  Number Code 2:  If the employee is a member of the STRS retirement plan, the system will pull the Annual, Per Period, Daily, or Hourly amount, based on the Misc 2 code.  This is used for STRS reporting purposes.

APU1 and APU2:  Allocated Person Units.  We do not use these fields; leave the default of 0.

Vect:  Payroll Standard Vectoring.  We do not use this field.  To view vectoring information, type a “Y”.  To exit the information, press F8.
Brg:  Bargaining Unit.  The system will fill this in based on the bargaining unit the position is assigned to in the Position Tables.
Dpt:  Department.  If the position is associated with a specific 
department in the Position Tables, the information will be filled in automatically.

Div:  Division.  If the position is associated with a specific division in the Position Tables, the information will be filled in automatically.

Aprv Cd:  Approve Code.  Typing “SEND” and pressing the enter key twice should move the record from PY ST: WAITAP to PY ST: WAITPY.  To change the record from WAITPY to WAITAP, type “WAIT” and press enter twice.  If there is a problem with the record (for instance, the distribution entered does not match the PCN# in the position control), the record will remain in WAITAP status until the problem is corrected.

User:  The IFAS ID of the last person to affect the EMPPAY screen.  If you see HRSYSMGR or TISSUPV1 or TISDBADM, they have probably run a global process affecting a large number of screens; they have not necessarily made an individual change to the EMPPAY.

Updated:  The date and time the screen was last affected.

Today:  The current date.  This is helpful when you print a screen and later wonder when you took the screen shot.

ID:  We do not use this field.

Seq:  Sequence.  We do not use this field.

Distribution Screen

Dist:  Distribution.  Type “Y” in this field to access the distribution screen.  These are the org keys and object codes where the money has been budgeted to pay for the position.

Tpe:  Type.  If there is only one code, the Tpe is “M” (short for “PM” or “Primary”).  Additional lines of funding are given sequential numbers (0, 1, 2, 3, etc.).
GL:  The position is budgeted in the General Ledger, so always enter 

 “GL”.

Key:  Org Key.  Enter the org key where the position is budgeted in position control.  The org key is comprised of the three-digit site code, the four-digit program code, and the two-digit function code.
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Object:  The object code where the position is budgeted.  
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JL – Key – Object:  Leave these blank.  We use the GL ledger, not the JL ledger.
Percent:  Break out the percentage of the position FTE which is funded by the specified org key.  The percentages must add to 100%.  Round to three digits, not two.  In the example, it is 83.333 and 16.667, NOT 83.33 and 16.67.  This allows the FTE listed in the “Position Control by Site and Employee” CDD report to round correctly.

Pressing F3 in the “Key” field will bring up all of the funding associated with the position.  This may be one line or it may be fifty lines.  It may not be the correct funding to use for the particular EMPPAY you are setting up.  Use this feature with caution.
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Tp DT [ 1 vect [ 2: Dpt ELEMED

[ Factz [ 2 pist [ Aprv cd FEND Div

sex [ERSYSMGR| Updated |2008-07-26 08:32:51) Foday [2008-07-28 00:00:00 20 | |Sea |
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[Enter the Index code to be used in figuring the Actual/Base Salary.
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Employee Pay Assignment EMPPAY MCAVOY, MICHELLE
personnel Action Cd: NEW_RECORD As of Date: 07/28/2008 # Rec's: S
Roor [poooo  : [000-00-0000 |PUMMYY, EMPLOYEE kzrt E | E

Fv: p008-09 RecTp Pay Clas pY st: FAITAP FY Days: [183.0

ReasCd: 0L [f0_ PERMANENT

BCNE: [[100TEACHERS [FINDERGARIEN

BeN: [05/01/2008) [06/30/2009 Cntasg: [ [ Spec Func [
[e££DT: calcpr: [08/21/2008 [06/10/2005 Patch Hours cd: [
led DT Calcop: 01 [HRS DAY—DAYWK—HRSWK—DAYYR—PERIOD|
lcal: FEACEER perTp ovrd Hrs/Dys N DFLT [ 7.00000 [5.00 [Bs.00

sc: b ra: K 5x: [ #rs prorace: F acTy [7.00000 [ .50 Ps.00 [83.00 F0.00

Reg Rate: [0 Prorate sal f pcN FrE [[.00000 N Indx: MDEA/CLS3/12
Ratio Facto: 00000 —aNNUAL. PER PERIOD DAILY- HOURLY—
Budget ovrde: i BasSE—> 65,565.00 6,556.50 358.28000 51.18000
lovrd salary?: K AcTL—>
Re-calc code: [ appL—> .00 .00 -00000 -00000
[payout Type: [ Torar—> 65,565.00 €,556.50 358.28000 51.18000
—Retro Info— [SpCd—Misc Num- ! 2610 0.00000| Brg pDER

Tp DT [ 1 MPPAY vect [ 2: [ 0.00000 Dot ELEMED

[ Factz [ 2 |sTrs| P 6556.50 Dist || Aprv cd FEND Div

sex [ERSYSMGR| Updated |2008-07-26 08:32:51) Foday [2008-07-28 00:00:00 20 | |Sea |
Help | | options|Hscreen 2dd prev | Next | Browse | Exit |

[Enter a miscellaneous code, if applicable.
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