REMUNERATION STATEMENT

EXPLANATION
JoB AID PY-14

PY

The purpose of this job aid is to explain how to read the Remuneration/Pay Statement in the Integrated HR-

Payroll System.

For illustration purposes the Pay (printed Remuneration) Statement shown is divided into several sections.
Each section is explained on subsequent pages. NOTE: Do not show employees their remuneration/pay
statement prior to pay day.

Header Information

Pay Period: 12/01/2013 through 12/31/2013

Eheck Date: 12/23/2013

Current and YTD Information
Total: Base Pay, Other Pay and Earnings

Earnings

Current:
YID

2,896.75 -
34,511.70 -

Earnings

Begqular Salary
Vacation Leave

Sick Leave

Holiday Comp Leawve

Paid Holiday

Comp Leawve

FY2012-13 Special Leave
Special Leawve

** Total Base Pay

Holiday Premium Pay

Shift Premium 10%
** Total Other Pay

E
Ectal Earnings

Total Taxes

Tax Ruthority
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Federal
North Carclina

Total Taxes

Deductic
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7,008.
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Medicare
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Status

Married

Married

21 =

Name:

Christina May PY Test

Personnel HNo:

Organization: 1901-Public Safety

095539400

Deductions: Health Insurance, Total Other, and Total

34,511.7

EXMT RddlAmt

25.00

25.00

Deductions

# PPO PT

# BYUF E0/20
#BY 80/20 HA
#BY 80/20 BC Cred FPFln PT
#BY 80/20 NS Cred FPln PT
PP) Pre PlanRefund PT

** Total Health Insurance

Pre Flan FT
Cred FFln FT

# NC Flex Dental-FT

* TSERS EE

NC Troopers Asan. Dues
Agency Check

** Total Other Deductions

Total Deductions

Cur Tax ¥ID Tax
201.57 2,416.84
157.38 1,873.27

36.80 438.10
164.00 1,953.00
559.75 6,681.21
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Cur Txbl Earn

2,364
2,538
2,538
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00-
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¥ID

3,433.
336.
15.
15.
20.
286.

3,434.
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36
00—
00-
00-
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TTD Txbl Earn

28,143.32
30,214.08
30,214.06
28,143.32

9/14/2020

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER

PAGE10OF 8



Job Aid PY-14 — Remuneration Statement Explanation

Payment Leave Balances

Payment Account Type Amount Leawve Balances a3 of 1172772013

LOCAL. GOVERNMENT FCU 011013* Checking 1,795.87 Vacation 21.32 Hours
Sick 28.64 Hours
Holiday 48.00 Hours
Comp Time 0.00 Hours
Community Service 24.00 Hours

Messages

sedek MESSHEES &ses

Deduction Codes: # — FPretax Deduction * — Tax Deferred Deduction

Header

Pay Period: 12/01/2013 through 12/31/2013 Name: Christina May PY Test Personnel No: 09999400

'g.'heck Date: 12/23/2013 Organization: 1901-Public Safety

Pay Period — The beginning and ending payroll period dates. This corresponds to base pay or salary but may
not be the same as the overtime period. Overtime periods, particularly with law enforcement and other 28-
day employees, are determined by individual agencies for specific groups of employees. Employees should
check with their agency regarding the overtime period being paid in a particular payroll. The overtime period
dates are not shown on the statement due to the wide variety within the state agencies.

Check Date - The date either the check was issued or the direct deposit was processed.

Employee Name — Name of employee

Organization — The Org Unit Name (Agency, Department, etc.) and Org Unit number to which the employee is
assigned

Personnel No. — The Integrated HR-Payroll System number from the Retirement system assigned to the
employee

Current and YTD

Earnings Deductions Taxes Het Pay
Current: 2,896.75 - 037.13 - 5959.75 = 1,75959.87
YTD: 34,511.70 - 7,008.38 - 6,681.21 = 20,822.11

Current - The amounts in the various categories represent only the current Pay Period.

YTD - For the current year, YTD is from Agency go-live until the current pay period. In subsequent years, it
will be based on the calendar year (from January — current pay period)

Earnings - Total Base Pay plus Total Other Pay

Deductions - Benefit premiums, retirement contributions, Agency specific benefits, etc.
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Job Aid PY-14 — Remuneration Statement Explanation

Taxes — Federal, state, local taxes for this pay period. The amount may vary from month to month based on
earnings.

Net Pay - Earnings minus Deductions minus Taxes. Net Pay is the amount that employees receive in their
paychecks for this pay period (also known as “take home” pay).

Total Base Pay

Earnings Hours Current YID
Regqular 3alary 2,896.75 26,403.493
Vacation Leave 2,221.21
Sick Leave 1,752.50
Holiday Comp Leave 1,068.37
Paid Holidawy 566.67
Comp Leave 5975.73
FY2012-13 Special Leawve SB4.85
Special Leawve 651.69

** Total Base Pay

%]
o
Lo
(=]
=]
on

33,864.95

Earnings — The type of earnings associated with the amount paid (regular salary, leave, etc.)
Hours — The number of hours associated with each Earnings type
Current/YTD — see above explanation

Regular Salary —Regular Salary “Hours” will display the hours entered for the pay period only for part-time
and DOT employees; for other employees, it will be blank (because hours are not calculated for regular
salary). The amount is the portion of the employee’s salary minus the dollar amounts allocated to leave taken
that pay period. In some pay periods, the Regular Salary amount may increase as a result of offsetting any
negative leave hours and amounts (as explained below in Negative numbers).

Vacation Leave — The number of hours entered and approved for Approved Leave taken (code A/A 9000). The
dollar amount under Current is the number of leave hours taken times the hourly rate of pay (even if the
employee is not an hourly employee). The hourly rate for non-DOT employees is derived from the annual pay
(ITO008 Basic Pay) divided by 2,080 hours. DOT is figured dividing the annual pay by 2,088 hours (for years
2008 and 2009). On ITO008 the Salary Amount button can be used for the hourly calculation on all employees
except DOT.

Sick Leave — The number of hours entered for sick leave taken (code A/A 9200). The dollar amount under
Current is the number of sick leave hours taken times the hourly rate (as explained above in Vacation Leave).

Paid Holiday — The number of hours and dollar amount that the employee was paid for holiday(s). The
Integrated HR-Payroll System automatically enters a line item on the Pay statement for the holiday and
makes an assumption that the employee took off that day unless an entry is made otherwise. If the employee
takes the Holiday as assumed, the Holiday shows as Holiday hours used and paid (positive numbers, as shown
above). If the employee works the holiday, the hours and pay may show as either positive or negative
numbers depending upon when Holiday work hours were released and approved as outlined below:

e If the hours worked on the Holiday were released and approved before payroll cutoff, the Holiday
premium line item will show in the Total Other Pay section (See Section 3). No Holiday leave is
displayed.

o If the hours worked on the Holiday were released and approved after payroll cutoff, the hours and
pay show as negative numbers in the next pay period (next Pay Statement). In this case, the
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Job Aid PY-14 — Remuneration Statement Explanation

Integrated HR-Payroll System makes a correction by reallocating the hours from Holiday Leave to
Regular Salary. When negative hours or dollar amounts are shown in the holiday line item, there is
no negative impact to the employee’s Total Base Pay.

Comp Leave — The number of hours and associated dollars for comp time the employee used (code A/A
9000).

Total Base Pay — the sum of the Regular Salary, plus pay for Leave (including Holiday). If the employee did not
take Leave and a Holiday does not occur in the pay period, the employee’s Regular Salary will exactly match
the Total Base Pay. The total base pay should be very close to the same figure from pay period to pay period.
Pay calculations for leave will not always match up with the pay period an employee takes leave. Variations
could occur when an employee’s time is not approved prior to the payroll cutoff date, or because the
employee takes leave after the payroll cutoff date.

A Note About Negative Numbers

A negative number of hours and associated dollar amounts on any leave type may appear because either:

e A correction was made to leave in a prior pay period. This may be for error correction, timesheet
changes, or quota changes. For example:

o The employee coded time to 9200 (Sick) on a previous pay period that should have been
coded to 9000 (Approved Leave). The appropriate correction is made after payroll cutoff.
Those hours and the associated dollar amount will be removed from Sick Leave (shows as
negative) and added to the appropriate leave quota in the Approved Leave Hierarchy (for
example, Vacation).

o The employee coded time to 9200 (Sick) on a previous pay period that should have been
coded to 9500 (Time Worked). The appropriate correction is made after payroll cutoff. In this
case, those hours and the dollar amount will be removed from Sick Leave (shows as negative)
and the amount added back to Regular Salary.

e Time was entered after payroll cut off that was different from what the system anticipated would
be entered. For example:

o In November, the payroll cut off is 11/21. In the November pay statement, the system pays
the employee 16 hours of holiday pay for Thanksgiving and the day after Thanksgiving,
making the assumption that the employee will take the holiday time off. However, on 11/28,
the employee enters 8 hours of time worked (9500) for the day after Thanksgiving (a holiday).
In the December pay statement, the system will move 8 hours (shows as negative) from
Holiday pay and adds 8 hours to Holiday Premium pay.

Total Other Pay

Holiday Premium Pay 384.56
Shift Premium 10% 262.19
** Total Other Pay 646,75

Overtime — Overtime hours the employee worked based on position settings, overtime work schedule rules,
employee eligibility and employee assigned overtime period. Normally, the number of hours paid for
overtime would display in the “Hours” column. In this example, the overtime pay was for an adjustment to
the hourly amount paid on a previous overtime period.
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Job Aid PY-14 — Remuneration Statement Explanation

Important: Overtime periods for salaried employees usually match the pay period. However, for 28-
day employees, the overtime period dates usually do not match the pay period dates. Employees
should check with their respective agencies to understand their overtime period dates and when
overtime is paid.
Shift Premiums — Additional compensation when an employee in certain classes works evening, night or
weekend shift. The percentages may vary depending upon the position settings and agency. In this
illustration, the Shift Premium percentage was 10%. When the employee works shifts with different
percentage rates, each shift premium is shown as a separate line item. However, if the shifts are paid at the
same percentage rate, only one line item will show for Shift Premium.

Additional Hours Pay — may include pay from several categories:

e Civil leave

e Other Management Approved leave

e A Part-time employee worked more than his or her scheduled hours

e Anemployee on a 28-day cycle worked more than 160 hours but fewer than 171—the hours greater
than 160 up to but not including 171 are paid in Additional Hours Pay (anything 171 and over is
overtime if there is no leave offsetting)

e A full-time employee entered hours worked (A/A 9500) during a holiday week that exceeded the
scheduled work hours minus the holiday hours. This does not include hours worked on the holiday
(see Paid Holiday section). For example, the employee worked 36 hours the week of Labor Day
holiday and coded 8 hours on the holiday as 9300. In this case, the employee was expected to work
32 hours (40 hours minus 8 hours). The 4 extra hours will be paid in Additional Hours Pay.

On Call Pay — the number of hours and associated pay that the employee is paid to be on call and report for
work in the event of an emergency.

Pre-SAP Shift Pay Other - Money that was owed an employee prior to the Integrated HR-Payroll System for
the category specified (in this example, Shift Pay Other)

Annual Longevity — The lump sum payment for longevity which is paid once a year.
Additional Types of Other Pay Not lllustrated

e PPO Pre Plan Refund PT - Medical plans are paid one month in advance. If a change is made, the
Integrated HR-Payroll System refunds the employee for the premium paid in advance.

e Holiday Premium - hours and associated pay for employees who are required to work on designated
holidays.

Total Other Pay - the sum of all supplemental pay (overtime, shift premium, additional hours etc.). Total
Other Pay plus Total Base Pay equals Total Earnings. NOTE: Total Other Pay could include monies from a
previous pay period. This happens if the time was not entered and approved before payroll cutoff or an
employee works supplemental hours in the days after payroll cutoff.
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Job Aid PY-14 — Remuneration Statement Explanation

Total Earnings

Total Earnings

- 15 34,511.70

Total Earnings — Sum of Total Base Pay and Total Other Pay (premium pay total). Total Earnings is located

immediately after Total Other Pay.

Total Health Insurance, Total Other Deductions and Total Deductions

Deductions

# PEO PT

# BYUP 80/20 Pre Plan PT
#BY 80/20 HA Cred FFln FT
#BY 80720 PC Cred FFln FT
#BY 80720 N5 Cred FFln FT
FFO Pre FlanRefund FT

** Total Health Insurance

# NC Flex Dental-FT

* T5ERS EE

HC Troopers RAssn. Dues
Lgency Check

** Total Other Deductiomns

Total Deducticons

Current

.16
.36
.00-
.00-
.00-
.16-
.36

3,433,
334.

¥ID

92
36
00—
00—
00—
.16-

Total Deductions is the sum of total health insurance deductions and total other deductions. Each deduction
may have either an * or # deduction code to the left of the deduction name:

# = pretax deduction

Deductions Types include:

*= tax deferred deduction

e TSERS EE — Teachers’ and State Employees’ Retirement System (previously called “Retirement”).

e LEORS - Law Enforcement Officer Retirement System

e FSA - Flexible Spending Account

e DDCFSA — Dependent Day Care Flexible Spending Account
e HCFSA — Health Care Flexible Spending Account
e AD&D — Accidental Death and Dismemberment
e SEANC - State Employees Association of North Carolina

e ARAG Group — legal insurance

e Combined Campaign — donations to local, state, national and global charitable organizations

e SECU - State Employees’ Credit Union
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Job Aid PY-14 — Remuneration Statement Explanation

Total Taxes

Tax Authority Tax Type Status EXMT AddlAmt Car Tax YTD Tax ©Cur Txbl Earn YID Txbl Earn
Federal Withholding Married 25.00 201.57 2,416.84 2,364.62 25,143.32
Federal Social Security 157.38 1,873.27 ,538.43 30,214.08
Federal Medicare 36.80 438.10 2,538.43 30,214.06
North Carolina Withholding Married 25.00 164.00 1,953.00 2,364.62 28,143.32
Total Taxes 559.75 6,681.21

Total taxes equal taxes paid based on the employee’s taxable earnings for current pay period. Year-to-date
totals are also shown. The amounts may vary each pay period depending upon earnings. Claimed exemptions
for Federal and State taxes are shown, as well as any additional tax monies that the employee may have
elected to have withheld from each paycheck (AddIAmt).

NOTE: once an employee has reached an earnings cap, such as for social security, the Integrated HR-
Payroll System automatically will cease withholding that particular tax for the remainder of the tax
year. At that time, the Cur Tax will be blank for that tax type until the next calendar year begins again.

Payments
Payment Account Type Amount
OCRL. GOVERNMENT FCU 011013* Checking 1,7%99.87

The financial institutional to which the direct deposit was sent, the account number, the account type and the
amount deposited.

Leave Balances

Leave Balances as of 11/27/2013

Vacation 21.32 Hours
Sick 28.684 Hours
Holiday 48.00 Hours
Comp Time 0.00 Hours
Community Service 24.00 Hours

NOTE: The Leave Balances in the various Leave Types as of the day the statement was printed. Be aware that
even if a statement is printed for a prior period, the balances will still reflect the balances as of the date the
statement was printed and not the balance as of the pay period.
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Job Aid PY-14 — Remuneration Statement Explanation

Messages

Various messages pertinent to all State employees, such as explanations regarding:

e Deduction codes
e +/-adjustments
e legislative Increase (LI) payment

®x% MESSLGES *#%%
Deduction Codes: # - Pretax Deduction ¥ — Tax Deferred Deduction
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