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LWOP OVERPAYMENT RECOVERY
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Updated guide to new format and added alternate text to images to adhere to March 23, 2026
digital accessibility standards.

OVERVIEW

This document is intended to assist department payroll users with Leave Without Pay (LWOP) overpayment
recovery from prior periods. This document will provide guidelines to review LWOP overpayments and
create Leave Without Pay Recovery (LPR) schedules using the Additional Pay feature of payroll. The LPR
procedure is like the Overpayment Recovery (OPR) procedure except for a new earnings code — LPR.

LWOP PROCESSING IN PAYROLL

LWOP transactions will follow a different payroll processing method based on their timing of reporting in
HIP.

CURRENT PAY PERIOD LWOP
All LWOP transactions that are for the current pay period will post to payroll. It will then reduce the

employees’ gross pay as per the LWOP prorated amount.

E.g., For an ATF employee, when the October 56" payroll is going to be processed, all LWOP transactions
between September 15t and 15" will be processed as they are “current” for the payroll being processed.

PRIOR PAY PERIOD LWOP

All prior pay period LWOP (e.g., LWOP entered late) are considered as overpayments. They have been paid
regular pay in the past and are now reclassified as LWOP. Any reporting that occurred late will need to go
through the procedure described in this document.

E.g., When the October 5% payroll is going to be processed, all newly entered LWOP transactions dated
prior to September 1% are considered “prior” transactions.

Below are the processing steps:

A nightly process evaluates LWOP transactions reported from Absence Management.
If they are for a prior period, they are CLOSED and flagged to appear on the LWOP Recovery Review
page.

3. From this point onwards, department payroll needs to evaluate and process these transactions
using Additional Pay.

To avoid the processing overhead of prior pay period LWOP, departments must encourage employees to
report LWOP in a timely manner.

REVIEW LWOP OVERPAYMENTS

Navigation: Main Menu> State of Hawaii> Payroll> LWOP Recovery Review
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Consider this page to be a summarized LWOP ledger.

e |t will list all LWOP transactions that are requested by an employee or generated by the system that
were not processed with payroll, so the base pay was not reduced. The department procedure for
overpayment recovery demands employee consultation prior to docking employee pay.

e This page will also list amounts recovered (deducted) from employee’s paycheck in a separate column
so department payroll can balance overpayments with recovery.

e In summary, the LWOP Recovery page acts as a unified avenue for action to take.

Below is the description of table fields.

Header Table
Field Label Description
Total Hours Sum of LWOP Hours in the detailed Table on the page.
Total Due to State Sum of LWOP Amount in the detailed Table on the page.

Total Manual Adjustments | Sum of Manual Adjustments recorded on this LWOP Recovery Review page.
It will summarize transactions entered in both columns - Overpayment
Amount and the Recovery Amount.

Total Payments to EE Sum of LWOP repayments made to the employee using LPR TRC on the
Timesheet (Or Priority Pay). This LPR payment is always expected to be a
positive amount that Adds to employee paycheck Gross. This amount
should be the sum of paycheck transactions from Source IDs: TL Payline and
User Added. This amount will be updated upon payroll confirmation. Note:
Positive Addl Pay amounts will be in this column also.

Total Recovered Total of LWOP Amount Recovered from the employee payroll. This is the
sum of amount recovered with Source ID: Additional Pay. This amount will
update upon payroll confirmation. Note: Negative Addl Pay amounts will be
in this column also.

Goal Amount Sum of Additional Pay Goal Amount setup on the Additional Pay page. It
shows sum from all Additional Pay Sequence numbers.
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Current Goal Balance Sum of Additional Pay Goal Balance setup on the Additional Pay page. It

shows sum from all Additional Pay Sequence numbers. This amount will
update upon payroll confirmation.

Unresolved Difference This field represents the LWOP Overpayment that has not been setup to
recover from the employee paychecks.

E.g. If an employee is overpaid by $500.00. An LWOP Overpayment Recovery
(LPR) must be setup on the Additional Pay page.

If the Amount in this field is negative; it represents LWOP Underpayment
due to cancellation of prior period LWOP.

Use Rapid Time to report LPR TRC with a positive amount. Negative
amounts will generate an exception.

Below is the formula for this column field

Unresolved Difference = Total Due to the State + Total Manual Adjustments
+ Total Payment to EE + Total Recovered + Goal Amount — Current Goal

Balance
e Detailed Table
Field Label Description
Employee ID Employee ID
Empl Record Employee Assignment/Record #
Name Employee Name
DUR / Date Date Under Reporting

Sequence Number Sequence Number from Additional Pay or Payable Time for reference.

TRC/ ERNCD Time Reporting Code or Earnings Code

Quantity Number of Hours
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LWOP Rate LWOP Rate applied for the transaction

Amount Overpaid Amount Overpaid by Closing the LWOP transaction and not docking it from the
payroll.

Amount Recovered | Amount Recovered from the payroll due to Additional pay.

Current Due to State | Running Balance of all Detailed rows

Source ID Source Indicator.
Manual Adjustment- Manual Adjustment made on LWOP Recovery page
Payable Time — Time and Labor (T&L) Transaction.

TL Payline — Payline coming from T&L.
User Added Payline — Earnings added directly to Payline

Add| Pay — Payline generated from Additional Pay

Comment Free form field to record comments for manual adjustments or transaction.

How often do you review the LWOP Recovery Review page and why?

The recommendation is to review the query HIP_LWOP_UNRESOLVED_PAYMENTS availed to department
payroll on the paycheck issue day. This query lists all employee transactions where department payroll review
and action are required.

This query lists LWOP transactions that caused overpayments/underpayments and are not set up on
Additional Pay for recovery or repayment.

HIP_LWOP_UNRESOLVED_PAYMENTS- Actn Rqrd: Qutstand LWOP Trans

Download results in:  Excel SpreadSheet CSV Text File XML File (20 kb)
View All First 1-41of 41 Last

Empl Total Total Due To Total Manual Total Pymnts. Total Addl Addl Pay Goal Current Goal Unresolved
Row 1D Record Name DeptID Descr Hours State Adjustments to EE Recovered Amount  Amount Balance Difference

What to do next?

After the department identifies LWOP transactions that are overpaid, the department must decide on an
action plan to recover the overpayment or reimburse the underpayment.

Note: Unions recommend employee consultation before withholding overpayments from employee
paychecks.

EMPLOYEE CONSULTATION
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Refer to your department procedure for LWOP overpayment recovery. Also reference the January 2019

Comptroller’s Memorandum No. 2019-01.

What is the expected outcome of the consultation?

e Finalize the total overpayment recovery amount.
e Finalize the overpayment recovery amount per paycheck.
e Calculate the number of pay periods to recover the overpaid amount.

SET UP LWOP RECOVERY

1. Follow the OPR procedure using the new LPR earnings code.

The header table shows $1747.22 of unresolved difference. E.g., an overpayment has occurred, however it
is not configured on the Create Additional Pay page to recover from the employee’s paycheck.

SET UP CREATE ADDITIONAL PAY

When the department payroll decides to recover the entire amount ($1747.22) from the employee’s
subsequent paychecks and recover $100 every paycheck, the following configuration can be used on the
Create Additional Pay page.
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Favorites ¥ | Main Menu ~ Payrollfor North America ~ > Employee Pay Data USA ™ > Create Additional Pay |8

S HAWAI

Create Additional Pay

Employee Empl ID Empl Record 2
Additional Pay \E\ View Al
*Earnings Code |LPR Q ‘T| ‘:|
~ LWOP Overpayment Recovery -
Effective Date [a] [1orz | [ 2 ][ ¥] 1 viewan
Effective Date | 06/01/2023 i | ‘EHE‘
Payment Details ‘E‘ View Al
*Addl Seq Nbr | 1| End Date | \EHE\
Rate Code | Q| Reason | Not Specified ~|
Earnings | $-100 DD‘
Hours | ‘ Hourly Rate ‘ ‘
Goal Amount | $.1,747 22‘ Goal Balance ‘ \‘
Sep Gheck Nbr | ‘ (I Disable Direct Deposit
CProrate Additional Pay

Applies To Pay Periods

First % Second Third Fourth Fifth

» Job Information

» Tax Information

The Earnings Code is LPR.
Earnings are the amount to be deducted per paycheck (negative value).

The Goal Amount is set up with the unresolved difference of -$1747.22. The recovery amount should be
negative.

The OK to Pay box should be checked, and First and Second periods should be checked.

Once the Additional Pay is configured, the amount will be deducted from the employee’s future paychecks.

Additional Pay changes are reflected on the LWOP Recovery Review page immediately.

Man Menu =

Current Goal Balance e oived Dffaee e

RIS

e The unresolved difference is now set to 0.
e  Goal Amount shows the Goal amount from the Additional Pay page.
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e Additional Pay amount is referenced from the Additional Pay page.

REVIEWING OVERPAYMENT RECOVERY ON PAYCHECK

Review the employee’s paycheck information to view LPR amounts. Note that the image below only
illustrates one of the three weeks in the pay period. The sum of the three weeks will match the amount set

up in the Earnings field on the Create Additional Pay page.

4 50f6 v b 4] View All

~ Earnings

Begin Date

Empl Record 0

Salaried

09/05/2021 End Date  09/11/2021

Benefit Record 0

Hourly

Q 14

Addl Line Nbr 4 Reason  Not Specified
Additional Data

Overtime

Hours 000

Hours  0.00 Hours  0.00
Rate 29475000 Rate  0.000000 Rate  0.000000
Earnings  0.00 Earnings  0.00 Earnings  0.00
Rate Code Rate Code
State HI Locality

Rate Used

Hourly Rate

Shift  Not Applicable Shift Rate

Other Earnings
5 Q

1-1of1 v View All

Other Earnings Details 1 Other Earnings Details 2 | [I»

Code Description Rate Used Hours Rate Amount  Source

Hourly Rate -45.45

LPR LWOP Recovery

Sequence Number RC | ERN Quarity

0902023 1 PR 55080000 5000 Addl Pay

e The recovered amount is listed on the LWOP Recovery Review page as a separate transaction.

e The source ID is Addl Pay.
e Sequence Number is reference from the Additional Pay page.
e Earnings code and amount are referenced from the employee paycheck with pay end date.

MULTIPLE LWOP OVERPAYMENTS

IDENTIFYING MULTIPLE INSTANCES OF LWOP OVERPAYMENTS
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Empi 10

Empl Record: 2

You may notice another instance of LWOP overpayment to an employee after the department configures an
LWOP recovery on the Additional Pay page. It will immediately show as an unresolved difference in the
header table.

When such instance occurs, the department can provide the employee with two options.

1. Repay overpayment by writing a check.
2. Use other absences to reclassify LWOP.

After exhausting all options, if the department must set up another schedule for LWOP recovery, follow the
next steps.

HOW TO RECOVER MULTIPLE INSTANCES OF LWOP OVERPAYMENTS

It is strongly recommended to create a separate instance of LWOP Recovery by attaching a new Sequence
Number on the Additional Pay page. When multiple instances are configured on Additional Pay; both are
recovered (or paid) on the employee paycheck concurrently. This helps organize recovery effort with
separate tracking instances.

Example scenario: The first instance of Additional pay is set up to recover $255.45 in increments of $100.00
per paycheck. After this first instance of Additional pay is set up, additional overpayments are made to the
employee in 3 amounts of $255.45 totaling $766.35. The following screenshots show steps to add the second
instance of Additional Pay setup to recover $766.35 in increments of $50.00 per paycheck.
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Favorites ¥ Main Menu ¥

Create Additional Pay

Additional Pay
*Earnings Code
Effective Date
Effective Date

Payment Details

*Addl Seq Nbr
Rate Code
Eamings
Hours

Goal Amount

Sep Check Nbr

Applies To Pay Periods
First

» Job Information

» Tax Information

Return to Search

Payroll for North America *

Employee

LPR Q
LWQP Recovery

10/01/2021

Q

$-100.00

$-255.45

OK to Pay

Second Third

Notify Refresh

Employee Pay Data USA ~

Create Additional Pay

Empl ID

Q

End Date

Reason

Hourly Rate

Goal Balance

Fourth

Empl Record

Not Specified

[J Disable Direct Deposit

O Prorate Additional Pay

Fifth

Update/Display

View All
4+ -
View All

(-

View All

+ | -

~

Include History

Above is the first instance of Additional Pay setup to recover the initial balance before any paycheck starts
deducting from the employee’s payrolls to recover any amount. Click the add button on the Effective Date

row.

Last Updated 03-23-2026
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Favorites ~ Main Menu ~

Create Additional Pay

LWOP Recovery

Employee
Additional Pay
*Earnings Code LPR Q
Effective Date
Effective Date |10/29/2021
Payment Details
“Addl Seq Nbr 1
Rate Code Q
Earnings $-100.00
Hours
Goal Amount $-255.45
Sep Check Nbr
OK to Pay
Applies To Pay Periods
First Second Third

» Job Information

} Tax Information

Return to Search Notify Refresh

Informatio
Porta

> Payroll for North America ™ > Employee Pay Dala USA ™ > Create Additional Pay

Empl ID Empl Record 0
Q | 10f1 v View All
+ -
Q 10f2 »| » M View All
+ | -
Q of 1 v View All
End Date -
Reason | Not Specified -
Hourly Rate
Goal Balance
O Disable Direct Deposit
O Prorate Additional Pay
Fourth Fifth
Update/Display Include History

A second instance of effective date row is added that shows the current date. Note the information from
the first instance is copied into the Payment Details section. IMPORTANT: Review to ensure that the OK to
Pay box remains checked. To add a second sequence to this existing record, click the add button on the

Payment Details row.

Last Updated 03-23-2026
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Payroll for North America ¥

Create Additional Pay

Additional Pay

*Eamings Code

Effective Date

Effective Date

Payment Details

“Addl Seq Nbr
Rate Code
Earnings
Hours

Goal Amount

Sep Check Nbr

Applies To Pay Periods
First

» Job Information

}» Tax Information

Return to Search

Employee

LPR

10/29/2021

O OK to Pay

Second

Notify

Employee Pay Data USA

LWOP Recovery

Refresh

Third

Informatio
Porta

Create Additional Pay

Empl ID Empl Record
Q | v
Q 1of2 v »
Q M4 4 2002~
End Date
Reason | Not Specified
Hourly Rate
Goal Balance
O Disable Direct Deposit
O Prorate Additional Pay
Fourth Fifth

Update/Display

L]

0

View All

View All

+_

~

Include History

Notice the Payment Details row now shows 2 of 2. Change the effective date to a date where it will impact
the upcoming paycheck based on the employee’s pay group ATF/LAG.

Last Updated 03-23-2026
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Favoriles ~ Main Menu ~ > Payroll for North America ~ Employee Pay Data USA ~ Create Additional Pay

& HAWA

Create Additional Pay

Employee
Additional Pay
*Earnings Code |LPR Q
Effective Date
Effective Date | 11/01/2021 =
Payment Details
*Addl Seq Nbr 2
Rate Code Q
Eamings $-50.00
Hours
Goal Amount $-766.35
Sep Check Nbr
OK to Pay
Applies To Pay Periods
First Second

» Job Information

} Tax Information

Return to Search Notify Refresh

LWOP Recovery

Third

Empl ID Empl Record 0
Q | 10f1 v View Al
| -
Q 1of2~ b M View Al
+ | -
Q 4 4 |20i2+v View Al
End Date + -
Reason | Not Specified ~
Hourly Rate
Goal Balance
O Disable Direct Deposit
O Prorate Additional Pay
Fourth Fifth
Update/Display Include History

Update the Addl Seq Nbr, in this example we use sequence 2. Setup the new amount for recovery and
IMPORTANT! remember to click the OK to Pay box. Click on Job Information next to setup required

Combo Code information.

Last Updated 03-23-2026
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Payral for Morth Amesica =

Effective Date

Effective Date |11/

Payment Details

*Addl Seq Nbr
Rate Code
Earmings
Hours

Goal Amount

Sep Check Nbr

01/2021

$-50.00

$-766.35

B OK to Pay

Applies To Pay Periods

First Second

~ Job Information
Employee Type
Campensation Rate

Default Job Data

Posifion
Business Unit
Department

Job Cade
Combination Code
GL Pay Type

Shift

Job Data Override
Fosition
Business Unit
Department
Job Coda

Combination Code
6L Pay Type

*Addl Shift

» Tax Information

Return to Search

Salaried

$5,100.000000

Erployss Pay Deka USA~ . Cresls Addfionsl Pay

LWOF Recovary

Q

End Date

Q Reason

Hourly Rate

Goazl Balance

Third Fourth

Standard Hours
Fraquency

102 W »

o L] 20f2 w

Nt Speciied

Disable Direct Deposit

Prorate Additional Pay

Fifth

40.00
Monihly

00025230
STATE Staze of Hawaii
240118 PSDinstitutions/OzhuComyCorCt
03843 ‘Adult Corrections Oficer [l
Not Applicatle
Q
Q
Q
aQ
Use Jab Shift ~
Notify Refresh

UpdateiDisplay

Click on the Edit Chart Fields link in the Job Data Override section.

Last Updated 03-23-2026
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Favorites Main Menu Payroll for North America Employe:

y Data USA

Informatio
Porta

Create Additional Pay

Reason ‘ Not Specified ~

Rate Gode | Q|
Earnings ‘ $-50. DU‘
Hours ‘ ‘ Hourly Rate ‘ ‘
SO e SIS, Saalioce | : i

ChartField Details

Combination Code

ChartField Detail

Payroll Number Fund

Ok Cancel

4

Position

Business Unit | Q|

Department | Q|

Job Gode | Q|
Code

Fiscal Year

ChartField Common Component

Q Search Options
@® Combination Codes

Search

Subdivision/Activity

ﬁ

Edit ChariFields

The Chart fileds Common Component screen pops up,input the required information.

Last Updated 03-23-2026
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Favories Main Menu

&

Payroll for North America Employee Pay Data USA

Informatio
Porta

Create Additional Pay

Rate Code | Q| Reason | Not Specified -
Earnings ‘ $-50. DO|
Hours ‘ | Hourly Rate | ‘
L |
ChartField Common Component
ChartField Details
542043 Q Search Options
Combination Code @® Combination Codes
Search
ChartField Detail
Payroll Number Fund Fiscal Year pprop P ity
Vo7 Q G Q 21 Q 007 Q Vi Q 525 Q
‘ ok ‘I cancel
4
Position Q
Business Unit | Q |
Department | Q |
Job Code | a|
Code Edit ChartFields
= |

After reviewing the information, click the OK button.

Last Updated 03-23-2026
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Effective Date

ve Date | 11/01/2021

Payment Details

Applies To Pay Periods
& First B Second

¥ Job Information
Employee Type Salaried
Compensation Rate  55,100.000000
Default Job Data
Position 00026230
Business Unit STATE
Department 340116
Job Code 03643
Combination Code
GL Pay Type
Shift Mot Applicable

Job Data Override
Position

Business Unit

Department
Job Code
Combination Code 000707875
GL Fay Type
Addl Shift | Use Job Shift

¥ Tax Information

LWOP Recovery

Q of2 W » 3 Wigw Al
— | -
a 4 4 |z2of2 W View A
End Date = +*| =
Q Reason | Not Specified -
Hourly Rate

Goal Balance

Disable Direct Deposit
Prorate Additional Pay

Third Fourth Fifth

Standard Hours  40.00
Frequency Monthly

State of Hawaii
PSDVinstitutions/OahuComyCorCt
Adult Corrections Officer |1l

pllplolpe

Edit ChartFields

Return to Search Notify Refrash Update/Display Include History

Review the information for the second sequence for accuracy before clicking the Save button. Navigate back
to the LWOP Recovery Review page and note that the Goal Amount is now updated with information
combining both sequences and the unresolved difference is zero.

IDENTIFYING LWOP OVERPAYMENTS ADDED AFTER AN EARLIER INSTANCE WAS

COLLECTED

You may notice another instance of LWOP overpayment to the employee after the department fully collected
an LWOP recovery. It will immediately show as an unresolved difference in the header table.

Last Updated 03-23-2026
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Example scenario: The first instance of Additional pay is set up to recover $255.45 in increments of $100.00
per paycheck and the full $255.45 has been recovered. Additional overpayment is made to the employee in
3 amounts of $255.45 totaling $766.35. The following screenshots show steps to add the second instance of
Additional Pay setup to recover $766.35 in increments of $150.00 per paycheck.

Favoriles ~ Main Menu ~ > Payroll for Morth America ¥ > Employee Pay Data USA ~ Creale Additional Pay

SELHAWA

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | of1 w View Al
*Earnings Code LPR Q +| -
LWOP Recovery
Effective Date Q 1of1 v View Al
Effective Date |03/01/2021 -
Payment Details Q 10f1 View All
*Addl Seq Nbr 1 End Date +| -
Rate Code Q Reason | Not Specified ~
Eamings 5-100.00
Hours Hourly Rate
Goal Amount $-255.45 Goal Balance $-255.45
Sep Check Nbr O Disable Direct Deposit
o -
OK to Pay Prorate Additional Pay
Applies To Pay Periods
First Second Third Fourth Fifth

} Job Information

} Tax Information

Return to Search Notify Refresh Update/Display Include History

The Additional Pay screen shows a Goal Balance amount matching the Goal Amount. To add a second
instance, click the add button on the Effective Date row.
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Favorites Main Menu ~

Create Additional Pay

Additional Pay

*Earnings Code

Effective Date

Effective Date

Payment Details

*Addl Seq Nbr
Rate Code
Earnings
Hours

Goal Amount

Sep Check Nbr

Applies To Pay Periods
First

} Job Information

» Tax Information

> Payroll for North America ¥

Employee Pay Data USA ¥

Create Additional Pay

Mot Specified

Informatio
Porta

Empl Record

10f1

1of2 » » M

[ Disable Direct Deposit

Employee Empl ID
Q |
LPR Q
LWOP Recovery
Q
10/31/2021
Q
1 End Date
Q Reason
$-100.00
Hourly Rate
Goal Balance
OK to Pay
Second Third Fourth
Notify Refresh

Return to Search

Update/Display

O Prorate Additional Pay

Fifth

View All

+ -

View All

+ | -

View All

= -

~

Include History

When you add a new effective date record, the effective date will default to the current date. You may notice
that the Goal Amount and Goal Balance disappeared.

Last Updated 03-23-2026
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Favoriles ~ Main Menu ~ Payroll for North America Employee Pay Data USA Create Additional Pay
e \L /A || informatio
Sl HAWAII =

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | of 1 v View All
*Earnings Code |LPR Q +| -
LWOP Recovery
Effective Date Q 102 v | ¥ M View Al
Effective Date  10/01/2021 B +| -
Payment Details Q 10f1 ~ View All
*Addl Seq Nir 2 End Date + -
Rate Code a Reason | Not Specified ~
Earnings $-150.00
Hours Hourly Rate
Goal Amount $-766.35 Goal Balance
Sep Check Nbr O Disable Direct Deposit
o .
OK to Pay Prorate Additional Pay
Applies To Pay Periods
First Second Third Fourth Fifth

» Job Information

» Tax Information

Return to Search Notify Refresh Update/Display Include History

Change the effective date to a date where it will impact the upcoming paycheck based on the employee’s pay
group ATF/LAG. Note the 1 of 2 on the Payment Details row. Update the Addl Seq Nbr, in this example we
use sequence 2. Setup the new amount for recovery and IMPORTANT! remember to click the OK to Pay box.
Click on Job Information next to setup required Combo Code information.
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Favorites Main Menu Payroll for North America Employee Pay Data USA Create Additional Pay

Rate Code \:\ Reason | Not Specified -
S — e —
Goal Amount Goal Balance :
Sep Check Nbr \:\ O Disable Direct Deposit

O Prorate Additional P:
m oK SRALCICER L L T
ChartField Common Component
ChartField Details
542043 Q Search Options
Combination Code ® Combination Codes
Search
ChartField Detail
Payroll Number Fund Fiscal Year Appropriation Department Subdivision/Activity Object
Vo7 Q| |6 Q |21 [+ 007 Q V1 Q| |525 Q| |2001 Q
ok | | Cancel

e L

IC ination Code Edit ChariFields
GL Pay Type

~da shirt | Use Job Sl -

Click the Edit Chart Fields link to access the popup above and populate the combo code for the second
sequence. Click the OK button.
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LWOP Recovery

Effective Date Q 1of2 w | B W Wi 4
Effective Date | 10V01/2021 Eil + -
Payment Details = 1of1 w Wise A
*Addl Seq Nbr 2 End Date = || -
Rate Code Q Reason | Not Specified A
Earnings $-150.00
Hours Hourly Rate
Goal Amount 3-766.35 Goal Balance
Sep Check Nbr Disable Direct Deposit
B OK to Pay Prorate Additional Pay
Applies To Pay Periods
B First B Second Third Fourth Fifth
¥ Job Information
Employee Type  Salaried Standard Hours  40.00
Compensation Rate  $5,109.000000 Frequency Monthly

Default Job Data
Position 00025230
Business Unit  STATE State of Hawaii

Department

Job Code

Combination Code

GL Pay Type

Shift Mot Applicable

Job Data Override
Position
Business Unit

Department

L2 pL

Job Code

Combination Code 000707875 dit ChartFields
GL Pay Type

*Addl Shift | W5= Jeb Shift -

¥ Tax Information

I Return to Search Notify Refrash Update/Display Include History

Review the information for the second sequence for accuracy before clicking the save button.

The LWOP recovery page is updated with the combined sum of the goal amounts. Note: Total Due to State is
the cumulative lifetime balance of LWOP recovery with a positive amount representing amount due to State
and negative amount representing repayment due to employee.

MANUAL ADJUSTMENTS ON LWOP RECOVERY

What if an employee prefers to pay the State a check or a different earnings code other than LPR was used
to recover overpayment?
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Manual adjustments to the LWOP Recovery Review page are needed to record these types of transactions to

resolve the difference.

Note the Unresolved Difference Amount.

Update the DUR/Date if needed, note the default is the current date.
Enter the Amount Recovered as a negative amount.

Add a comment for future reference.

Carefully review the entries before clicking the Save button.

O O O O O

The LWOP Recovery Review page is updated, and the Unresolved Difference is zero. The header table Total
Manual Adjustments shows the amount entered and saved in the detail table Amount Recovered. Note the
Total Due to State in the header table is a cumulative lifetime amount and does not reset to zero.

LWOP UNDERPAYMENTS

WHY LWOP UNDERPAYMENTS OCCUR

Below is one scenario where LWOP underpayment can occur

e When an employee is low on Vacation/Sick balance; any absence request they submit will turn into
LWOP if the employee does not have a sufficient absence balance to cover the request.
e These LWOP absence transactions are then converted to payable time.
o When these LWOP transactions are for the current pay period, they are processed with
payroll docking the employee pay.
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o If the employee receives a vacation leave donation, the system will use it to cover the Vacation
requested above (the one that was converted to LWOP due to insufficient Vacation balance) and will
generate an LWOP offset (an amount due back to the employee).

e These LWOP offsets being in prior period are not processed with payroll. Hence, the employee never
receives the payment owed to them in lieu of the leave donation received.

In this case, the department will have to create a timesheet entry using the TRC LPR either on the Classic
Timesheet, Fluid Timesheet, or Rapid Time.

Another scenario would be LWOP transacted for the current pay period. The LWOP is processed, and the
employee’s pay is docked. However, as a case in point, let’s say the HR Administrator or Leave Keeper cancels
the LWOP transactions. The employee would be due repayment for the pay that was docked since the offset
for LWOP would have been recognized as being a prior period entry and not flow through to payroll.

IDENTIFYING UNDERPAYMENTS ON THE LWOP RECOVERY PAGE

When the unresolved difference is “negative” as shown in the above screenshot, the department owes money

to the employee.

PROCESSING UNDERPAYMENTS IN PAYROLL

If the transaction is within 90 days in the past, the department can use the Classic Timesheet or Team Time.
When entering the TRC on the Timesheet ensure that you confirm the combo code to reflect the desired fiscal

year.

Enter the repayment on the employee’s timesheet as shown in the screenshot below.
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Timesheet

Select Another Timeshaet
viewBy | Week -

ate DH3N2021

From Thursday 09/30/2021 to Wednesday 10/06/2021
Thu Fri sat sun Mon Tue wed
= . = e = = = Total Time Reperting Code Business Unit  Combination Code ChartFields

38743 3 Repa, ~ STaTE Q Q

Date Reported Status Tl TRC Description Add Comments

e Use the Time Reporting Code (LPR) — LWOP Repay

e Set up a positive amount to pay the employee.

e Select the correct UAC using ChartFields. If no combination code is used it will revert to the
combination code setup in Job Data > Job Earnings Distribution based on the effective date.

e Note — Timesheet entries are limited to 90 days in the past. Otherwise, Rapid Time must be
used to input LPR.

The LWOP Recovery Review page will update the amount repaid to the employee after payroll confirmation.

Paid directly in Payroll using Base or Other Earnings Code

The image below is before manually inserting a row to indicate the amount paid to the employee using base

or other earnings codes.

Uneesalved Difference
§1.691.35
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If the underpayment was processed with priority pay using a different earnings code than
LPR (e.g. B), the department payroll must reconcile the difference on the LWOP Recovery
Review page by manually inserting a row as shown in the screenshot below.

Insert a new row by clicking on the + button on the detailed table grid.

To State

0210112024 1,691 350000 000 Manual Adustment  [EMP NOT OF. RECIEVED VAC CREDITS 772023

Put repaid amount in the “Amount Overpaid” field.
Add a comment for future reference.

The LWOP Recovery Page will update the Unresolved Difference after the Save button is
clicked. The above image reflects the updated header table after saving.

Other Notes:
If the priority pay is created using the LPR earnings code, no manual adjustment row or Timesheet entry

for repayment is required. A guide for entering priority pay is posted at:
https://ags.hawaii.gov/hip/files/2021/03/Entering-Priority-Pay.pdf.

VERIFYING UNRESOLVED DIFFERENCE AMOUNTS

This section may be difficult to follow if you are not familiar with Pivot Tables and filters. As an alternative
way to verify, you can compare what was expected to be paid based on the employee’s timesheet against
what was actually paid on the paycheck(s).

Analysis of the LWOP Recovery page is to verify the unresolved difference amount. One way is to compare
the LWOP Recovery page unresolved difference with the
HIP_TL_PAYABLE_TIME_EE and HIP_TL_HRS_WORKED.

amount results of the query

Download to Excel the LWOP Recovery Page results and query results for HIP_TL_PAYABLE_TIME_EE and
HIP_TL_HRS_WORKED.

Take the results of the HIP_TL _PAYABLE_TIME_EE query and subtract the results of the HIP_TL_HRS_WORKED
query. The resulting difference of these two query results may be compared against the unresolved
difference amounts downloaded from the LWOP Recovery page. Any discrepancies noted between the
difference of the queries and the LWOP Recovery page can help identify valid adjustments not reflected on
the LWOP recovery page.

Below are example screenshots of downloading the results to Excel and setting up PivotTables.

Last Updated 03-23-2026 Page 26 of 32


https://ags.hawaii.gov/hip/files/2021/03/Entering-Priority-Pay.pdf

matio

Porta

o HAWA e

LWOP Recovery Page results may be downloaded by clicking the download to Excel icon as shown below.

LWOP Rate Amourt Hecovered

Employee 10 Empl Record Name Quaraty

w100 | {

Pt 4 120012000 4 Last

When the data is downloaded it can be used to create a PivotTable to help analysis. Select all the data and

insert a PivotTable.

4| A 8 c 0 E F G H | bl K L L !

1 Employee ID|Empl Record Name DUR / Date Number |TRC / ERNCD | Quantity | LWOP Rate | Amount Overpaid | Amount Recovered | Current Due To State Source 1D Comment
2 99999 0OfTest Employee 11/4/2021 1.00 $6,359.42|Manual Adjustment
3 99999 OfTest Employee 10/29/2021| 440153796002315.00|LWO 1) $30.46) $30.46) $6,359.42|Payable Time
4 99599 0OfTest Employee 10/29/2021| 440152123002199.00{LWO -1 $30.46 (530.46) $6,328.96|Payable Time
5 99999 0O|Test Employee 10/29/2021| 440152123002198.00{LWO 1 $30.465| $30.46) $6,359.42|Payable Time
6 99999 0O|Test Employee 10/29/2021| 440149770000961.00{LWO 1 $30.46| $30.46 $6,328.96|Payable Time
7 99999 0fTest Employee 10/29/2021 440153756002316.00{LWO -1 $30.46 $6.298 50| Payable Time
8 99599 0|Test Employee 10/28/2021| 440153796002314 00{LWO -8 $30.46 $6.328.96|Payable Time
9 99999 0fTest Employee 10/28/2021| 440152123002197.00{LWO -8| $30.46 $6,572.66|Payable Time
10 99999 OfTest Employee 10/28/2021| 430153796002313.00{LWO 8| $30.46 $243.70 $6,816.36|Payable Time
11 99999 OfTest Employee 10/28/2021| 440149770000960.00{LWO 8| $30.46 $243.70 $6,572. yable Time
12 99999 O|Test Employee 10/28/2021| 440152123002196.00{LWO 8| $30.46 $243.70 $6.328.96|Payable Time
13 99999 0O|Test Employee 10/27/2021| 440153796002312.00|{LWO -3.75 $30.46/ $6,085.26|Payable Time
14 99999 0|Test Employee 10/27/2021| 440152123002195.00{LWO -3.75| $30.46 $6,199.49|Payable Time
15 99599 0|Test Employee 10/27/2021| 440153796002311.00{LWO 3.75) $30.46 $114.23) $6,313.72|Payable Time
16 99999 0O|Test Employee 10/27/2021| 440149770000959.00{LWO 3.75) $30.46| $11423) $6,199.49|Payable Time
17 99999 0|Test Employee 10/27/2021| 440152123002194.00{LWO 3.75) $30.46 $11423 $6,085.26|Payable Time
18 99999 0fTest Employee 10/26/2021| 440153796002309.00{LWO 25 $30.46 $76.16 $5.971.03|Payable Time
19 95599 O|Test Employee 10/26/2021| 440153796002310.00{LWO 25 $30.46/ (576.16) $5,894.87|Payable Time
20 99999 0OfTest Employee 10/26/2021| 440152123002192.00{LWO 25 $30.46 $76.16) $5.971.03|Payable Time
21 99999 0|Test Employee 10/26/2021| 440152123002195.00{LWO 2.5 $30.46| $5.894.87|Payable Time
22 99999 0O|Test Empioyee 10/26/2021| 440146473003014.00{LWO -2.5 $30.46 $5,971.03|Payable Time
23 99999 0| Test Employee 10/26/2021| 440149770000958.00{LWO 25 $30.46] $76.16) $6,047.19|Payable Time
24 99999 0fTest Employee 10/20/2021| 440153796002308.00{LWO 3.75) $30.46| $5,971.03|Payable Time
25 99999 0O|Test Employee 10/20/2021| 440152123002191 00{LWO 3.75) $30.46 $6,085.26|Payable Time
26 99999 0fTest Employee 10/20/2021| 440153796002307 00{LWO 3.75) $30.46| $114.23 $6,199.49|Payable Time
27 95999 0fTest Employee 10/20/2021| 440149770000957.00{LWO 3.75) $30.46) $114.23 $6,085.26|Payable Time
28 99999 0fTest Employee 10/20/2021| 440146473003012 00|LWO -3.75 $30.46| 1$11423) $5.971.03|Payable Time
2 99999 0fTest Employee 10/20/2021| 440152123002190.00{LWO 3.75) $30.45| $114.23) $6,085.26|Payable Time
30 99999 0fTest Employee 10/19/2021| 440153796002306.00{LWO -0.25 $30.46| $5,971.03|Payable Time
31 99999 0fTest Employee 10/19/2021| 440152123002189.00{LWO -0.25 $30.45| $5.978.65|Payable Time
32 99999 O|Test Employee 10/19/2021| 440153796002305.00{LWO 0.25] $30.46| $7.62 $5,986.27|Payable Time
33 99999 0O|Test Employee 10/19/2021| 440149770000956.00{LWO 0.25] $30.46 $7.62 $5,978.65|Payable Time
34 99999 0OfTest Employee 10/19/2021| 440146473003010.00{LWO -0.25] $30.46) $7.62) $5,971.03|Payable Time
35 99999 OfTest Employee 10/19/2021| 440152123002188.00{LWO 0.25] $30.46| $7.62 $5,978.65|Payable Time
36 99999 0O|Test Empioyee 10/18/2021| 440153756002303.00|LWO 3.75) $30.46| $114.23) $5,971.03|Payable Time
37 99399 0O|Test Employee 10/18/2021| 440153796002304.00{LWO -3.75 $30.46 $5,856.80|Payable Time
20! oocaal [ S—" taitamastl asnieasazanaies anliam 2ae €an acl €arans (S [——.

Below is an example of PivotTable fields selected to view the quantities by day and summarized by month for

the LWOP Recovery Review page.
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of Quantity Column Labels -
Labels - jul Aug Sep Oct Nov GrandTotal
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Months

Scrolling down to the bottom of the Pivot Table the totals by month can be used for summary comparison by

month.

A 8 Dl Ei® G H ' ) X L ™ N o 3 a R s T v v

1
2

3 Sum of Quantity Column Labels -

4 Rowlabels - jul Aug Sep Ot Nov Grand Total
7 28-0ct 8 s
nln oct 1
| 78]a-nov

76 Grand Total S
n

”»
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8
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Below are example results for HIP_TL_HRS_WORKED downloaded to Excel.
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2 [Pay Run 1D
3 Z021NOVT
4 |2021n0v1
2021NOV1
2021NOV1
20210CT2
20210CT2
20210CT2
10 20210CT2
11 20210CT2
12|20210CT1
13/20210€T1
14 20210CT1
15 20210CT1
15 20210CT1
17 |2021SEPT2
18 2021SEPT2
19 2021SEPT2
2021SEFT2
21 2021SEPT2
2021SEPT2
23 2021SEPT2
24 | 2021SEPTY
2021SEPT2
26 2021SEPTZ
27 2021SEPT2
28 [2021SEPT2
2021SEPT1
30 2021SEPTY
31 2021SEPT2
2021SEPT2
33 2021SEFTH
2021SEPT1
2021SEPT
2021SEPT1
37 | 2021AUG2
38 2021AUG2
38 2021AUG2
40 2021AUG2
41 2021AUG2
42 2021AUG2
43 2021AUG1
2021AUG2
45 2021AUG2
P

© o~ n

RNB

]

& ]

HRe

£

The following is an example of HIP_TL HRS_WORKED summarized in a Pivot Table with
earnings codes filtered to view LOP summarized by month.

B Cc

Dt
117572021 SOH
11/572021 SOH
11/512021 SOH
11/572021 SOH
10/20/2021 SOH
10720/2021 SOH
10/20/2021 SOH
101202021 SOH
10/20/2021 SOH
10/5/2021 SOH
10/5/2021 SOH
10/5/2021 SOH
10/6/2021 SOH
10/5/2021 SOH
9/20/2021 SOH
9/20/2021 SOH
912012021 SOH
97202021 SOH
9/20/2021 SOH
9/20/2021 SOH
9/20/2021 SOH
9/3/2021 SOH
912012021 SOH
9/20/2021 SOH
9720/2021 SOH
9/20/2021 SOH
9/3/2021 SOH
9/3/2021 SOH
92012021 SOH
9/20/2021 SOH
9/3/2021 SOH
9/3/2021 SOH
9/3/2021 SOH
9/3/2021 SOH
811972021 SOH
87192021 SOH
8/19/2021 SOH
8/19/2021 SOH
8/19/2021 SOH
8/19/2021 SOH
8/5/2021 SOH
8/19/2021 SOH
8/19/2021 SOH

aizmm ean

LAG
LAG
LAG
LAG
LAG
LAG
LAG

LAG
LAG

ran
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10/31/2021 00093599
1073172021 00099998

10/31/2021'90099399
1073172021 00099993
10/15/2021 0099399
10/15/2021 50099999
10/15/2021'0099999
101572021 0099999
10/15/2021 90099999

9/3012021'90099999
730/2021'90099999

9/3072021'90099999

9/30/2021'D0099999

9/30/2021
91572021
9/15/2021
911572021
9152021
9/16/2021
9/15/2021
91572021
8/31/2021
9/15/2021
9/15/2021
91572021
9/15/2021

0099399
0099999
0099999
0099999
0099999
0099999
0099999
0099939
0099999
0099399
0099999
0099999
0099999

8/31/2021'D0099999

/3172021
9/15/2021
9/15/2021
8312021
8/31/2021
83172021
83112021
8/15/2021

0099999
0099999
0099999
0099999
0099999
0099999
0099999
0099999

8/15/2021 00099399
8/15/2021'00099299
8/15/2021'90099999
8/15/2021'00099393

81512021
73112021
8/15/2021
8/15/2021

r24m0m1

0099993
0099393
0099999
0099999

pressens

A 8 c ) F [
Sum of Oth Hrs Eams End|~
Yoars ~TEam Code ¥ jul Avg Sep Oct Grand Total
#2021 | 20) 59 75] 5125 1775 148.75
20 5975 5125 1775 1487

1
2
3
4
6 Geand Total
7
8
9

BRE

[EEaEseganne

Filter by earns code LOP

P C 000 CoN0000000C000R000000R000000C0000 000 o

1012472021
10/24/2021
1017/2021
10/1772021
101072021
10/312021
10/3/2021
10172021
10012021
972672021
9192021
9192021
9/16/2021
916/2021
9122021
952021
962021
9172021
9/1/2021
83112021
83172021
8/29/2021
/3072021
8/30/2021
812212021
812212021
82201
82212021
8152021
816/2021
8/16/2021
81622021
8/8/2021
8/8/2021
/872021
8812021
812021
8/1/2021
11262021
72502021
/2512021
7182021
7/18/2021

Trramans

1073072021 Y
10/30/2021 Y
102372021 Y
10232021 Y
101572021 Y
10/9/2021 Y
10972021 Y
1022021 Y
10272021 ¥
93072021 ¥
9/26/2021 Y
9/26/2021 Y
a1 Y
91872021 Y
9/16/2021 Y
911172021 Y
911172021 ¥

a0 Y

9472021 Y
83172021 Y
8312021 Y
anva1 Y
83072021 ¥
830/2021 Y
8/28/2021 Y
8/28/2021 Y
82021 Y
8282021 Y
82172021 Y
8/21/2021 ¥
82172021 ¥
8212021 Y
8142021 Y
81412021 ¥
81472021 Y
81472021 Y
772021
87772021
73172021
312021
73172021
7/24/2021
/2412021

Tam0m4

E< << << <<

LoP
999999 B
"90999
99999 Lop
93999
599999 LopP
%99993
%9999
%9399 LoP
%3999
99999 ]
999999 LoP
%93999 LoP
"9g9ag B
%99999
%99999 LOP
99999
593999 LoP
599999 B
99999 LoP
99999 LoP
593999 ]
99999 LoP
99999 LoP
%99999 LoP
99909 LoP
99993 LoP
"99999 B
539999 LoP
99993 LoP
"99999 Lop
"agaeg B
539999 LoP
599999 LopP
93999 LoP
"99999 -]
%99999 LoP
%99999
99999 LoP
599999 Lop
93993 B
%39999 LoP
599099 LoP
“oasoa [

1616 Y

40.00 121850 Y
175 23608 Y
4000 1M773Y
3 -10385 Y
4000 110773Y
800 2154Y
arns -10385 Y
3200 88618Y
40 00 Mmrmy
2125 58848 Y
750 20770V
1600 a3y
2400 66464 Y
1" 36Uy
4000 1H0773Y
na 363y
2400 66463 Y
550 13962Y
550 -15466 Y
16 00 40617Y
375 8520y
375 10545 Y
-18.75 4759 Y
1875 S14Y
3arn 9520 Y
40 00 101542 Y
24 00 80925 Y
24.00 57486 Y
2400 £0925 Y
4000 W50y
-24 00 7110Y
2400 731107
400 11248 Y
4000 121850 Y
2800 TBTMY
40 00 121850 Y
28 00 Y
2800 1873 Y
40 00 1M0773Y
1600 4490 Y
16.00 “309Y

PivotTable Fields M

7 farns End

7 Earm Code

7 Oth Hrs

Below is an example of HIP_TL _PAYABLE_TIME_EE query results downloaded to Excel.
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ECOND
10-SECOND
10-SECOND
10-SECOND
10-FIRST
10-FIRST
10-FIRST
10-FIRST
10FIRST
09-SECOND
03-SECOND
09-SECOND
09-SECOND
09-SECOND
03-FIRST
09-FIRST
09-FIRST
09-FIRST
09-FIRST
08-SECOND
08-SECOND
08-SECOND
08-SECOND
08-SECOND
08-SECOND
08-SECOND
08-SECOND
08-SECOND
08.SECOND
08-SECOND
08-SECOND
08-SECOND
08-FIRST
08-FIRST
08-FIRST
08-FIRST
08-FIRST
08-FIRST
07-SECOND
07-SECOND
07-SECOND
07-SECOND
07-SECOND

areer win

fields selected to view

Orng bieids betmeen arens
below

Y Faen

Values
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1

2

3 0 Test Employee
4 oosgss 0 Test Employee
§ 10093999 0 Test Employse
§ "oosgsss 0 Test Employee
7 10099999 0 Test Employee
8 "oogsses 0 Test Employee
9 "bo099s9s 0 Test Employss
10 "Do0syse9 0 Test Emgloyee
11 oosasse 0 Test Employee
12 "00s9399 0 Test Employes
13 50099999 0 Test Employee
14 0099399 0 Test Employse
15 'b003g9se 0 Test Employee
16 0039999 0 Test Employes
17 'bo0sss9s 0 Test Employ:
11 [booggsse 0 Tast Emgloy
19 0099999 0 Test Emgloyee
20 0039939 0 Test Emgloyee
21 boossens 0 Test Employee
22 0039999 0 Test Employes

2¢ "00s99ss 0 Test Employee
25 D0039939 0 Test Employes
26 D0099999 0 Test Employee
27 "o0sge9s 0 Test Employes.
28 0039993 0 Test Emgloyee
29 "Do0s99se 0 Test Employee
30 ’b0099399 0 Test Emgloyee
31 "booeasss 0 Test Employes
32 0099999 0 Test Employee
33 Tb00s99ss 0 Test Employes
M 0099999 0 Test Emgloyee
35 0099999 0 Test Employse
36 0099993 0 Test Employes
37 0039999 0 Test Employee
38 0099999 0 Test Employee
29 0039599 0 Test Emgloyee
40 0039999 0 Test Empioyes
41 oo

42 bo0s99ss

43 0039938

44 "009s999

4¢ Manaacas

The following is an example of query HIP
selected to view TRCs summarized by month.

& HAWAIIe

The following shows adding a filter to narrow the results to LWO and LWOPH TRCs.

Last Updated 03-23-2026

A c 0 £ F H
3 M\ﬁwﬂm >

4 Rpt Dt ~[TRC ol Aug oD Oct Nov Grand Total
5] =79 LWo_~ 1 4
6 8Jul LWO 8

7 =% WO 4 4
8 0w wo i p
9 139 LWO 8

10| = 1adul LwWo 4 4
1M =150 LWO 8

12 =160l LWO 4 4
13 =190 LWO 4 4)
W =200 LWO L}

15 =210 LWO 4 4
16 ~25 LWO 8

17 =230 LWO 4 4
18 =260 LwWo 4 4
19 =27 LWo 8

20 =280 WO 4 4
21 =29 LWO 8

22 =300 LWO 4 4
2 5240 WO f) F
24 -3Aug WO 8

25 =aAug WO 4 4
26 5Aug WO 8

27 =6 Aug WO ) o
28 =9Aug LWO 4 4
29! 510409 Lwo [}

2 -11Ag (WO ‘ 4
31| 1240 WO )

2| =13An WO 4 4
3 = 16Aug WO ) 4
|36} 51780 wWo [

3% -18-Aug LWO 4 4)
36 =194 LWO (]

37 =20Aug LWOPH 8

38 ~23Aug LWO 3715 r
39 -2Aug LWO rs ary
40| =25Aug WO 375 374
41 =26-Aug LWO 3rs ar
42 =2T-Aug LWo 375 375
43 =30-Aug LWO an Ty
4531 A WO 55 55
45 =1Sep LWO rns 378
46 =2Sep LWO 375 an
a2t ——i e de

B0 5 D D DD DD D DB DD N BB DD DD DD DD DD

SOH "5

SOH

SOH

SOH
S

OH
SOH

SOH

e Bizener

TRIAS DwEngiesnng
TRNAx DwEnginesing
TRIA DvEngmesnng
TRIVAs Dn/Engnesnng
TRIEAS DwEngineenng
TRHIAs DvEngineering
TRI/As DVEngrssnng
TRH/As DnEnginesnng
TR A OnvEngmeenng
TRYAR DrEnginet

TRM/Ax DvEnginesnng
TRIAY DnvEngmeenng
TRH:Ax DwEngineenng
TRH/As DwEngmeedng
TR As DvEngmesnng
TRNA DwEngmesring

TRNAK DivEngmeering
TRAIAs DvEngmeenng
TRIAr DivEnginesrng
TRIWAx DvEngineenng
TRH(Auw DwEngreenng
TRI/As DvEngmeenng
TRIAS DwEnginesring

TRH/Ax DvEng

TRN/As DnEngmearing
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For the above example screenshots, to review July we take the 100 total hours from the
HIP_TL_PAYABLE_TIME_EE query and subtract the 20 hours from July in the HIP_TL_HRS_WORKED query to
result in 80 hours of Leave without pay. This agrees to the July subtotal downloaded from the LWOP Recovery
Review page of 80 hours. We conclude that July appears to be accurate, and no further action is needed.

When this analysis is applied to August, we note a difference. Additional research to verify the unresolved
leave without pay amount is necessary and may be done by reviewing the downloaded Excel details. Other
methods such as comparing the HIP time and leave timesheets against the pay statements may also be
employed to verify the accuracy. In our example, it was determined that no adjustments were necessary as
the LWOP recovery review page contained the correct unresolved amount. The LWOP recovery review page
is intended to assist with overpayment and underpayment recovery procedures.
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