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LWOP

Overpayment Recovery
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Purpose

This document is intended to assist the department payroll 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 the 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 time of reporting in
the system.

1. Current Pay Period LWOP

All LWOP transactions that are for the current pay period will post to payroll. It will then reduce the
employee’s Gross Pay as per their LWOP prorated amount.

E.g., For an ATF employee, when the October 5™ 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.

2. Prior Pay Period LWOP

All prior pay period LWOP (e.g. LWOP entered late) are considered as over-payments. They have been
paid regular pay in the past and 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. A nightly process evaluates LWOP transactions reported from Absence Management.

B. If they are for a prior period; they are CLOSED and flagged to appear on the LWOP Recovery
Review page described below.

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

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

e What information does the LWOP Recovery Review page provide?
Navigation to page:
State of Hawaii >> Payroll >> LWOP Recovery Review

State Of Hawaii * > Payroll ¥ > LWOP Recovery Review # Home | SignoOut

AddTo ¥ \r? @

Notification ~ NavBar

Name: Department Set ID: STATE
Empl ID: Department:

Empl Record: 0 Description:

Total Hours Total Due To State Total Manual Adjustments  Total Pymnts to EE Total Addl Recovered Addi Pay Amount Goal Amount Current Goal Balance
8000000 $255.45 $0.000 $0.00 $0.00 $0.00 $0.00 $0.00

Inresolved Difference indicates that this employee's Additional Pay may not cover the current outstanding LWOP balance. Please review and take action if appropriate.

Find | View All | 21| [
Employee ID Empl Record Name DUR/ Date Sequence Number TRC/ ERNCD Quantity LWOP Rate Amount Overpaid Amount it Recovered Current Due To State Source ID Comment

1 10/29/2021 5 1 $25545 Manual Adjustment

2 08/01/2021 440079545004081 Lwo 8000000 $31.931250 $255.450000 $255.45 Payable Time

Consider this page to be a summarized LWOP ledger.

o It 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.

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

o Insummary, 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 Amount Due to | Sum of LWOP Amount in the detailed Table on the page.
State
Total Manual Sum of Manual Adjustments recorded on this LWOP Recovery
Adjustments Review page. It will summarize transactions entered in both

columns - Overpayment Amount and the Recovery Amount.

Total Pymnts 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 update upon payroll confirmation.
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Total AddlI
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.

Addl Pay Amount

Sum of Additional Pay amount setup with LPR earnings code.
It shows sum from all Additional Pay Sequence numbers.

Goal Amount

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

Current Goal

Sum of Additional Pay Goal Balance setup on the Additional

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

Unresolved This field represents the LWOP Overpayment that has not

Difference been setup to recover from the employee paychecks.

E.g. If 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 Pymt to EE + Goal Amount

Detailed Table

Field Label Description

Employee ID Employee ID

Empl Record Employee Assignhment/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
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
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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
Addl Pay — Payline generated from Additional Pay

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

e How often to 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 setup

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 1-41 of 41 Last

Total Total Due To Total Manual Total Pymnts. Total Addl Addl Pay Goal Current Goal Unresolved
to EE

Empl
Row 1D Name Dept 1D Deser Hours State Adjustments Recovered Amount  Amount Balance Difference

Record

e What to do next?

o 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.

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

Employee Consultation

Why consult with the employee?

Refer to your department procedure for LWOP overpayment recovery. Also reference the January 2019
Comptroller’s Memorandum No. 2019-01: https://ags.hawaii.gov/wp-
content/uploads/2019/01/CM2019-01.pdf.

What is the expected outcome of the consultation?

e Finalize the total overpayment recovery amount
e Finalize the overpayment recovery amount/paycheck
e Calculate # of pay periods to recover the overpaid amount
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Setup LWOP Recovery

How to setup overpayment recovery?
Follow the OPR procedure using new LPR earnings code.

e Overpayment details on the LWOP Recovery Review page.

Favorites ¥ Main Menu ¥ State Of Hawaii ¥ > Payroll ¥ > LWOP Recovery Review A Home | Signout

S HAWAII SR

New Window

Name: Department Set ID: STATE
Empl ID; Department
Empl Record: 0 Description:
Total Hours Total Due To State Total Manual Adjustments. Total Pymnts to EE Total Addl Recovered Addl Pay Amount Goal Amount Current Goal Balance
8.000000 $255.45 $0.000 $0.00 $0.00 $0.00 $0.00 $0.00
The above Unresolved Difference indicates that this employee's Additional Pay may not cover the current outstanding LWOP balance. Please review and take action if appropriate.
EmployeeID  Empl Record Name DUR/ Date Sequence Number TRC/ERNCD  Quantity LWOP Rate Amount Overpaid Amount Recovered  Current Due To State  Source ID
1 10/20/2021 31 $255.45 Manual Adjustment
2 08/01/2021 440079545004081 Lwo 8.000000 $31.931250 $255.450000 $255.45 Payable Time

In the reference example above, the header table shows $255.45 of unresolved difference. E.g..,
an overpayment has occurred however it’s not configured on the Additional Pay page to recover
from the employee paycheck.

e Create an Additional Pay to recover money from the employee paycheck.
When department payroll decides to recover the entire amount ($255.45) from the employee’s

subsequent paychecks and recover $100 every paycheck; the below configuration can be used on
the Additional Pay page.
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Favorites ¥ Main Menu ¥ » Payroll for North America ¥ > Employee Pay Data USA™ > Create Additional Pay
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Create Additional Pay

Employes Empl ID Empl Record 0
Additional Pay Q | 1of1 | View All
*Earnings Code |LPR Q LWOP Recovery + -
Effective Date Q | 10f1 ~ | Wiew All
Effective Date |09/01/2021 + -
Payment Details Q | 1of1 ~ | View All
*Addl Seq Nbr 1 End Date + -
Rate Code Q Reason | Not Specified v
Earnings $-100.00
Hours Hourly Rate
Goal Amount 5265 45 Goal Balance
Sep Check Nbr 0 Disable Direct Deposit
OK to Pay O 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

Goal Amount is setup with the unresolved difference $-255.45. The recovery amount should be

“negative”.
Earnings is the amount to deduct per paycheck (negative value).
Earnings Code to use is LPR.

After the above Additional pay is configured; the amount will start deducting from the employee’s
future payrolls.
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Additional Pay changes are reflected on the LWOP Recovery Review page immediately as shown
below after a refresh of the page.

S HAWAII

Total Hours

8.000000

Find | viewal | 9] B Fist 4 13013 Last
e sowcem Comment
Manual Adustment [ 23 E

Addl Pay

Employes 1D Empl Record Hame
1 0

quence umber  TRC/ERNCD  Quantit L0P Rate

2 0 LPR $-100.000000

Payable Time

0 440079545004081  LWO 8000000 531931250 $256.450000

ave || Retumto Searcr & 51 Include History
B * Returnto Search L Add 5 Include Hist

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

How to review the overpayment recovery on the employee paycheck?

Review the employee paycheck information to view LPR amounts. Note the image below only illustrates
one of the 3 weeks in the pay period. The sum of the three weeks will match the amount setup in the
Earnings field on the Additional Pay page.

~ Earnings Q 4 4 Bofé v| » D View Al
Begin Date  09/05/2021 End Date  09/11/2021 Addl Line Nbr 4 Reason  Not Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours  0.00 Hours  0.00 Hours  0.00
Rate  29.475000 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
H Q 1-10f1 v View All
Other Earnings Details 1 Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
LPR LWOP Recovery Hourly Rate -45.45
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How to review paycheck overpayment recovery on the LWOP Recovery Review page?

Favorites > Main Menu State OfHawaii * > Payroll ¥ > LWOP Recovery Review

& HAWAIIe

Notification

New Window

Name: Department Set D; STATE
EmpiD: Department:
Empl Record: 0 Description:
otal Hours ot Due T Stte Toal Manual Adjustments  Total Pymnts o £ Total Add Recavered  Addl Pay Amount Goal Amount Curtent Goal Balance  Unresaived Diference
5.000000 525545 50000 5000 510000 510000 525545 100,00 0.00
Find [Viewan | &1 B First 4 13013 ® Last
Employee D Empl Record Name Sequence tumber  TRC/ERNCD  Quantty Lwop Rate Amount overpaia veto Siae  Source D Comment
1 0 1 Manual Adjustment | A) 3 =
1 PR AddiPa
0 440079545004081  LWO 3000000 531931250 5255450000 Payable Time
[ Save | [&° Return o Search G Ada 51 Include History

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 is referenced from the employee paycheck with pay end date.
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Multiple LWOP Overpayments

How to identify multiple instances of LWOP overpayments on the recovery page?

State Of Hawaii ¥ > Payroll ¥ > LWOP Recovery Review 4 Home | Sign Out

\net

AddTo ¥
Nofification

Name: Department SetID: STATE
Empl D: Department:

Empl Record: 0 Description:

Total Hours Total Due To State Total Manual Adjustments  Total Pymnts to EE Total Addl Recoveret "] ‘Addl Pay Amount
32.000000 $1,021.80 50.000 50.00 50.00 510000

© indicates that this emp

Find | ViewAll | @1| [ First (4 170f7 () Last
EmployeelD  Empl Record Name DR/ Date Sequence Number  TRC/ERNCD  Quantity LWOP Rate

5255.450000

8000000

0 0810172021 531931250

u
i
u
Lw

0 081012021 w

w

0
vo 2000000 531931250 5255.450000 50.00
o

0 08/012021 440079999005452 -£.000000 531.931250 5-255.450000 525545

S save |[EF Retum to Search b Add & Include
&t

We may notice another instance of LWOP overpayment to an employee after the department configured
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 2 options.

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

After exhausting all options; if the department must setup another schedule for LWOP recovery; follow
the next steps.

How to recover multiple instances of LWOP overpayments?

Itis 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 the recovery effort with
separate tracking instances.

Example scenario: The first instance of Additional pay is setup to recover $255.45 in increments of $100.00
per paycheck. After this first instance of Additional pay is setup, 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 * » Payroll for North America ¥ > Employee Pay Data USA * Create Additional Pay
& HAWA e
Q,HAM Al o

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | 10f1 ~ View All
*Earnings Code |LPR Q +| -
LWOP Recovery
Effective Date Q 1071 v View Al
Effective Date |10/01/2021 +| -
Payment Details Q 10f1 v View Al
“Addl Seq Nbr 1 End Date + -
Rate Code Q Reason | Mot Specified w
Eamings $-100.00
Hours Hourly Rate
Goal Amount £-255.45 Goal Balance
Sep Check Nbr U Disable Direct Deposit
OK to Pay O 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

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.
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Favorites ¥ Main Menu * Payroll for North America > Employee Pay Data USA ~ Create Additional Pay

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | 10f1 w View Al
*Earnings Code |LPR Q +| -
LWOP Recovery
Effective Date Q 10f2 ~ b M View All
Effective Date |10/29/2021 | -
Payment Details Q 10f1 v View All
*Addl Seq Nbr 1 End Date o
Rate Code Q Reason = Not Specified v
Eamnings $-100.00
Hours Hourly Rate
Goal Amount $-255.45 Goal Balance
Sep Check Nbr U Disable Direct Deposit
OK to Pay O 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

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.
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Favorites ¥ Main Menu ~ Payroll for North America ¥ > Employee Pay Data USA ~ Create Additional Pay

SELHAWAI e

Create Additional Pay

Employee Empl ID Empl Record
Additional Pay Q | 10f1 v View Al
*Earnings Code |LPR Q +| -
LWOP Recovery
Effective Date Q 10f2 ~ b M View Al
Effective Date | 10/29/2021 | +| -

Payment Details Q 4 4 |20f2 v View All

“Addl Seq Nbr End Date +| -
Rate Code Q Reason | Not Specified -
Earnings
Hours Hourly Rate
Goal Amount Goal Balance
Sep Check Nbr U Disable Direct Deposit
O o
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

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 paygroup ATF/LAG.
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Favoriles Main Menu ¥ Payroll for Morth America ~ Employee Pay Data USA ~ Create Additional Pay
i AL /A || nformatior)
SELHAWA o

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | 10f1 v View Al
*Earnings Code |LPR Q + | -
LWOP Recovery
Effective Date Q 10f2 ~ b M View All
Effective Date | 11/01/2021 | + -

Payment Details Q 14 4 20f2 » View All
“Addl Seq Nbr 2 End Date + -
Rate Code Q Reason = Not Specified -
Earnings $-50.00
Hours Hourly Rate
Goal Amount $-766.35 Goal Balance
Sep Check Nbr [ Disable Direct Deposit
OK to Pay O Prorate Additional Pay
Applies To Pay Periods
First Second Third Fourth Fifth

|> Job Information I

» Tax Information

Return to Search Notify Refresh Update/Display Include History
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Ermploryss Pay Data USA =

Informatio
Porta

Craaie Addifional Pay

WOP Recousry

Effective Date Q 12 v
Effective Date | 11/01/2021
Payment Details a 4 4 | 20f2 W
*Addl Seq Nbr z End Date =)
Rate Code =1 Reason | Naot Specified
Earnings 50,00
Hours Hourly Rate
Goal Amount 3-766.35 Goal Balance
Sep Check Nbr Disable Direct Deposit
T 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  §5,100.000000 Frequency Maonthly
Default Job Data
Faosition 00025230
Business Unit  STATE State of Hawaii
Department 340116 PSDnstitutions/Oahu ComyCorCt
Job Code 03642 Adult Corrections Cficer [l
Combination Code
GL Pay Type
Shift Mot Applicable
Job Data Override
Position Q
Business Unit Q
Department Q
Job Code Q
Combination Code
GL Pay Type
+pddl Shift | J=e Job Shift w
b Tax Information
Return to Search Notify Refrash Update/Display

4

View Al

Include History
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Main Menu Payroll for North America Employee Pay Data USA Creale Additional Pay

Rate Code | Reason | Not Specified

Earnings | $—50_00|
Hours | Hourly Rate |

ChartField Common Component

ChartField Details

Q Search Options
Combination Code ® Combination Codes
Search
ChartField Detail
Payroll Number Fund Fiscal Year Appropriation Department Subdivision/Activity
Q Q Q Q Q Q

Ok

Posion Q|
Businessunt | Q
Department \7(1‘
JobCode = Q.
Combinaton Code. ‘ Edit ChartFields

The Chart fileds Common Component screen pops up,input the required information
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Main Menu Payroll for North America Employee Pay Data USA Create Additional Pay

Rate Code | Q.l Reason |N0{ Specified v
Earnings | $»50.DO|
Hours | | Hourly Rate |

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
Vo7 Q G Q 21 Q 007 Q V1 Q 525 Q

i Ok | Cancel |

Position Q
Business Unit ‘ Q ‘
Department Q ‘
Job Code | a
c ination Code - Edit ChartFields

After reviewing the information, click the OK button.
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Creale Additional Pay

Effective Date

Payment Details

*Addl Seq Nb

LWOP Recowery

Applies To Pay Periods
B First

¥ Job Information
Employee Type
Compensation Rate

Default Job Data

Position

Business Unit
Department

Job Code
Combination Code
GL Pay Type

Shift

Job Data Override
Pasition
Business Unit
Department
Job Code

Combination Code
GL Pay Type

*Addl Shift

F Tax Information

Return to Search

B Second

(=}
Q
2 End Date
Q Reason
$-50.00
Hourly Rate
F-766.25 Goal Balance
Third Fourth
Salaried Standard Hours
55,100.000000 Frequency
00025230
STATE State of Hawaii
340118 PSD¥institutions/JahuComyCaorCt
03543 Adult Corrections Officer [l
Mot Applicable
Q
Q
Q
Q
000707975 "7 Edit ChartFizlds
Use Job Shidt w
Muotify Refresh

Tof2 w

2of2

[

Mot Specified

Disable Direct Deposit
Prorate Additional Pay

Fifth

40.00
Manthby

Update/Display

Include History
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State Of Hawail~ > Payton ~ 5 LWOP Recovey Review # Home | Signout

AddTo v
Noffication  NavBar

New Window

Name: Department Set ID: STATE
Empl I0: Department:
Empl Record: 0 Description
Tota Hours Tota Due To State Tota Manual Adjustments  Tota Pymns fo € Tota AddiRecovered Addi Pay Amour S Current Goal Balance
32000000 $1,021.80 50000 5000 50.00 5000
Find | ViewAl| @11 [ Frst @ 17017 ) L
Employee D EmpiRecord Name oUR  Date Sequence Number  TRC/ERNCD  Quanty LWoP Rate Amount Overpaid AmountRecovered  Current Due To Sste  Source 1D Comment
1 3 02872021 $1021.80 MansslAdustment [ @A
2 0 081062021 2000000 $31.931250 $1021.80 Payabie Time
3 08032021 2000000 $31.931250 §766.35 Payabie Time
4 o 081022021 2000000 551090 Payable Time
5 0012021 5000000 525545 Payabie Time
0012021 2000000 s000 Payable Time
7 0 08012021 2000000 $255.450000 525545 Payable Time
[5)Save | |G Retum to Search [ Add & incude §

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.

Additional LWOP Overpayments

How to identify LWOP overpayments added after an earlier instance was collected?

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

Example scenario: The first instance of Additional pay is setup to recover $255.45 in increments of $100.00
per paycheck and the full $255.45 has been recovered. Additional overpayment is made to 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.

State Of Hawaii ¥ > Payroll ¥ > LWOP Recovery Review & Home | SignOut

AddTo ¥ \ @

Notification  NavBar

New Window

Name: Department SetID: STATE
Empl ID: Department:
Empl Record: 0 Description:
Total Hours Total Due To State Total Manual Adjustments  Total Pymnts to EE Total Addl Recovered
32.000000 $1,021.80 $0.000 $0.00 $0.00
The above Unresolved Difference indicates that this employee's Additional Pay may not cover the current outstanding LWOP balance. Please review and take action if appropriate.
Find | View All | 2| [
EmployeelD  Empl Record Name DUR/ Date Sequence Number  TRC/ERNCD  Quantity LWOP Rate Amount Overpaid AmountRecovered  CurrentDue To State  Source ID Comment
1 0 1013172021 5 1 $1,021.80 Manual Adjustment
2 0 08/06/2021 440079999005455 wo 8.000000 $31.931250 $255.450000 $1,021.80 Payable Time
3 0 08/03/2021 440079999005454 wo 8.000000 $31.931250 $255.450000 $766.35 Payable Time
4 0 08/02/2021 440079999005453 WO 8000000 $31.931250 $255.450000 $510.90 Payable Time
5 0 08/01/2021 440079999005451 wo 8.000000 $31.931250 $255.450000 $255.45 Payable Time
6 0 08/01/2021 440079545004081  LWO £.000000 $31.931250 $255.450000 50.00 Payable Time
7 0 08/01/2021 440079999005452 wo -8.000000 $31.931250 $-255.450000 $-255.45 Payable Time
[3)save |[[@" Return to Search 4 Add

Note the Goal Amount and Current Goal Balance amounts match in the screenshot above. Also note that
the Addl Pay Amount is zero for this scenario. This indicates that earlier instances were setup and
collected
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Favorites * Main Menu * Payroll for North America ~ Employee Pay Data USA ~ Create Additional Pay
o /A || nformation
SELHAWAII s

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | 10f1 ~ View All
*Earnings Code |LPR Q + | -
LWOP Recovery
Effective Date Q 10f1 v View Al
Effective Date |03/01/2021 +[ -
Payment Details Q 10f1 ~ View Al
*Addl Seq Nbr 1 End Date +| -
Rate Code Q Reason | Not Specified v
Earnings $-100.00
Hours Hourly Rate
Goal Amount $-255.45 Goal Balance $-255.45
Sep Check Nbr (J Disable Direct Deposit
OK to Pay O 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 ~ Payroll for North America Employee Pay Data USA ~ Create Additional Pay

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | 10f1 + View All
*Earnings Code |LPR Q +| -
LWOP Recovery
Effective Date Q 10f2 ~| b M View All
Effective Date | 10/31/2021 | -
Payment Details Q 10f1 ~ View Al
*AddI Seq Nbr 1 End Date + -
Rate Code Q Reason | Not Specified v
Earnings £-100.00
Hours Hourly Rate
Goal Amount Goal Balance
Sep Check Nbr [0 Disable Direct Deposit
OK to Pay O 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
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Favorites ¥ Main Menu ~ » Payroll for North America ™ > Employee Pay Data USA ™ Create Additional Pay
- /A |||':_:' matior)
%LHAWH Porta

Create Additional Pay

Employee Empl ID Empl Record 0
Additional Pay Q | 10f1 v View Al
*Earnings Code |LPR Q +| -
LWOP Recovery
Effective Date Q 1of2 ~ b M View All
Effective Date | 10/01/2021 | | -
Payment Details Q 1of1 « View All
*Addl Seq Nbr 2 End Date + -
Rate Code Q Reason | Not Specified v
Earnings $-150.00
Hours Hourly Rate
Goal Amount $-766.35 Goal Balance
Sep Check Nbr O Disable Direct Deposit
OK to Pay O 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
paygroup 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.

Page 22 of 35



ol HAWAPromter

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
|vu? Q| |G Q‘ |21 0.| |007 Q‘ |v1 0.‘ |525 Q‘ |2I)U1 Q

Lok || cancar |

« | ——

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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Payrall fox North America =+ Ernpyes Pary Data USA

Craale Addifional Pay

WOP Recovery
Effective Date Q
Effective Date | 10/01/2021 )
Payment Details Q
*Addl Seq Mbr 2 End Date
Rate Code Q Reason
Earnings 150,00
Hours Hourly Rate
Goal Amount 5766.15 Goal Balance
Sep Check Mbr
B OK to Pay
Applies To Pay Periods
B First B Second Third Fourth
* Job Information
Employee Type Salaned Standard Hours
Compensation Rate  §5,100.000000 Frequency
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
Pasition Q
Business Unit O
Department Q
Job Code Q
Combination Code 000707875 T EditChanFislds
GL Pay Type
+pddl Shife | Us= Job Shift ~

¥ Tax Information

| Return to Search Motify Refresh

Taf2

Mot Specified

Disable Direct Deposit

Prorate Additional Pay

Fifth

40.00
Monthly

Update/Display

[

Include History
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Main Menu ¥ State Of Hawaii » > Payroll ¥ 5> LWOP Recovery Review & Home | SignoOut

AddTo ¥ o

Nofification  NavBar

New Window

Name: Department Set ID: STATE
Empl ID: Department:
Empl Record: 0 Description:

Total Hours Total Manual Adjustments  Total Pymnts to EE Total Addl Recovered
32.000000 $0.000 $0.00 $0.00
Find | ViewAll | & | [
Employee D EmplRecord Name DUR/ Date Sequence Number  TRC/ERNCD  Quantity LWOP Rate Amount Overpaid AmountRecovered  CurrentDue To State  Source ID Comment
1 0 1013112021 51 $1.02180 ManualAdjustment [
2 0 08/06/2021 440079999005455 wo 8.000000 $31.931250 $255.450000 $1,021.80 Payable Time
3 0 08/03/2021 440079999005454 wo 8.000000 $31.931250 $255.450000 $766.35 Payable Time
4 0 08/02/2021 440079999005453 wo 8.000000 $31.931250 $255.450000 $510.90 Payable Time
5 0 08/01/2021 440079999005451 wo 8.000000 $31.931250 $255.450000 $255.45 Payable Time
6 0 08/01/2021 440079545004081 wo 8.000000 $31.931250 $255.450000 $0.00 Payable Time
7 0 080112021 440079999005452 WO -8.000000 $31.931250 $255.450000 $:255.45 Payable Time
& Save ||[Gh Return to Search 4 Add

The LWOP recovery page is updated with the combined sum of the goal amounts, cumulative goal balance
and second instance Addl Pay Amount. 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.

Page 25 of 35



ol HAWAPromter

Manual Adjustments on LWOP Recovery

What if employee prefers to pay the State a check or a different earnings code other than LPR was used
to recover overpayment?

Manual adjustments to the LWOP Recovery Review page are needed to record these types of transactions
to resolve the difference.

State Of Hawail ¥ > Payrol ¥ > LWOP Recovery Review # Home | SignOut

-

AddTo v 3
Noffication  NavBar

New Window

Name: Department SetD: STATE
Empl ID: Department:
Empl Record: 0 Description:
Totat Hours Total Due To State Total Manual Adjustments  Total Pymats to EE. Total Addl Recovered Addl Pay Amount Goal Amount Current Goal Balance
2.000000 s63.86 $0.000 50.00 50.00 50.00 50.00 E

The above Unresolved Difference indicates that this employee's Additional Pay may not cover the current outstanding LWOP balance. Please review and take action if appropriate.

Find | ViewAll | 0| [ First (0 12012 () Last

D

2 0 0810212021 440079545002008 WP 2.000000 531931250 563.850000 563.85 Payable Time

& Retum o Search & Ada & include i
O
O
O
O
O

Main Menu ¥ State Of Hawaii ¥ > Payrol ¥ > LWOP Recovery Review 4 Home | SignOut

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.

S HAWA o s

New Window

Name: Department SetD: STATE
Empl ID: Department:
Empl Record: 0 Description:

Total Hours Total Due To State s Total Pymnts to EE Total Addi Recovered  Addi Pay Amount Goal Amount Current Goal Balance
2000000 6286 50.00 50.00 5000 5000 50.00
Find | ViewAll | G0| B First (4) 1-2012 () Last
Employee Empl Record _ Nam: Sequence Number  TRC/ERNCD  Quantity LWOP Rate Amount Overpaid A
1 0 e AE =
2 0 440079545002008 WP 2000000 531931250 562850000
[)Save | [ Retum to Search | 1] Previous n List |[+] Nextin List [ Add pdateiD & Include H
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LWOP Underpayments

Why LWOP Underpayment occurs?
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.

o |f the employee receives a vacation leave donation, the system will use it 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.

How to identify underpayments on the LWOP recovery page?

‘State Of Hawaii ~ > Payroll ¥ > LWOP Recovery Review # Home | Sign O]

Name: Department Set ID: STATE
Empl 1D: Department:
Empl Record: 0 Description:
TotalHours Total Due To State Total Manual Adjustments  Total Pymnts to EE Total Addl Recovered  Addl Pay Amount Gosl Amount Curtent Gosl Batance
-19.500000 s357.43 50.000 5000 50.00 5000 50.00 5000
The \ed Difierence indcatas that this employes may be ovied a refund. Please review and take action f approprite.
Find [ View 1001 G0 B8 Fist (0 12001292 ) Last
Employee 1D Empl Record Name DUR! Date Sequence Number  TRC/ERNCD  Quantiy Lwop Rate Amount Overpsia Amount Recovered  Current Due To State  Source ID Comment

1 o 10292021 1 $357.43 Manual Adjustment | AEE
2 0 0832021 440079990001084  FLWOP 5000000 520.162500 $151.200000 s357.43 Payable Time
3 o 081372021 440075085001058  FLWOP -£.000000 520.162500 5161300000 551873 Payable Time
4 0 081312021 440079985001057  FLWOP 5000000 520.162500 $151.300000 535743 Payable Time
5 0 0832021 440075970001213  FLWOP -£.000000 520.162500 5161300000 51873 Payable Time
5 0 oera2021 s40079970001212 FLWOP 5000000 520.162500 $151.200000 s357.43 Payable Time
7 0 0832021 FLWOP -£.000000 520.162500 5161300000 s518.73 Payable Time
3 0 081132021 FLWOP 5000000 $20.162500 $151.300000 $357.43 Payable Time
9 0 0832021 FLWOP -£.000000 520.162500 5161300000 51873 Payable Time
10 0 oera2021 FLWOP 5000000 520.162500 $151.200000 s357.43 Payable Time
" 0 08372021 FLWOP ~£.000000 520.162500 5161300000 51873 Payable Time
2 0 0er32021 FLWOP 5000000 520.162500 $151.200000 s357.43 Payable Time
[ 0 081312021 FLWOP 4000000 520.162500 5161300000 551873 Payable Time
14 0 oerar2021 440075974001003  FLWOP 5000000 520.162500 $151.200000 s357.43 Payable Time
15 0 08372021 440075973000822  FLWOP 5000000 520.162500 $151.200000 s518.73 Payable Time
1 0 0er32021 440075072001020  FLWOP -£.000000 520.162500 5161300000 $680.03 Payable Time
” 0 081372021 440075070002905  FLWOP 5000000 520.162500 $151.300000 551873 Payable Time
12 0 oerar2021 440075963002858  FLWOP ~£.000000 520.162500 5161300000 $680.03 Payable Time
19 0 0832021 440079967002757  FLWOP 5000000 520.162500 $151.200000 $518.73 Payable Time
20 0 oera2021 440079966002858  FLWOP ~£.000000 520.162500 5161300000 568003 Payable Time
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When the unresolved difference is “negative” as shown in above screen shot; the department owes

money to the employee.

How to process under payments 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.

New Window | Help

Timesheet

Employee ID
Empl Record 0

Actions~ Earliest Change Date  10/01/2021

Select Another Timesheet
“View By | Week v Previous Week  Next Week
“Date |09/30/2021 k4

Reported Hours  0.00 Punch Timeshee

From Thursday 09/30/2021 to Wednesday 10/06/2021 @

Thu Fri sat sun Mon Tue Wed
43 o = e o 5 s Total Time Reporting Code Business Unit  Combination Code ChartFields
357.43 357.43 | LPR - LWOP Repay ~ STATE  Q Q| | chartFieids
save for Later Submit
Reported Time Status || Summary || Absence || Exceptions || Payable Time
Reported Time Status
B Q o1 v
Date Reported Status Total TRC Description Add Comments
09/3072021 Submited 357.43 LPR LWOP Repay [s]

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

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

Favoriles | Main Menu ~ State Of Hawaii ~ > Payroll * > LWOP Recovery Review A Home |
L HAWAII o2 o s S
Noticason
Name: Department Set [0: STATE
Empi 0: Department:
Empl Record: o Description;
Toours Toa bue To e Tota Manial Adusiments  Total Pyt o EE Total At Rocovered  AdPay Amourt Goat Amount Curent o Baince
19500000 S35 50000 s37.43 s000 so00 5000
Find | View100 | G| [ Fist (4 12001283 & Last

] 0 @ 1 s000 O Y | )|

s 0 o woorsoso0toss  FwoP 0000 Payatle Tme

. o soorsssootoss  Fwop 5000000 s161300000 ayable Tme

s 0 woorssgso0tosT  FLWOP 800000 161300000 Payable Tme

o 0 Fwop 3000000 $161.300000 Payable Time

; 0 oansnoat Fuop 6000000 161300000 Payatle Tme

. 0 oansmoat Fuiop 3000000 s161.300000 Payatle Tme

f 0 oansnoat Fuop 000000 161300000 Payatle Tme
10 0 oansnoat Fuiop 300000 s161.300000 Payatle Tme
" 0 awnano2t aoorsarrontost  FwoP  8onoouo 161300000 Payable Tme
P 0 rowrstotos  FWoP 3000000 54161300000 Payable Tme
A o aovrsaTso0toTi  FWOP 5000000 161300000 Payable Time
1 o woorserioooss  Fwop 5000000 s161.300000 Payatle Tme
s o woorsarioooss  Fwop 0000 161300000 payatle Tme
1 o wooserionsz2  Fwop  onoouo 161300000 Payatle Tme
1— 0 w029 Fwvop 000000 s161300000 Payable Tme
1 0 wovrsaToouases FLWOP 8000000 161300000 Payable Tme
10 o Fuwiop 300000 5161300000 Payable Time
2 o Fuop 000000 161300000 Payatle Tme

o) Save ||[ah Retum to Search L% Add +] Include History

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.

Main Menu ¥ State Of Hawaii ~ > Payroll ¥ > LWOP Recovery Review # Home | Sign Out

A\ (D)

Nofification  NavBar

New Window

Name: Department Set ID: STATE
Empl ID: Department:
Empl Record: 0 Description:
Total Hours Total Due To State Total Manual Adjustments  Total Pymats to EE Total Adl Recovered Addl Pay Amount Goal Amount Current Goal Balance
-10.000000 520072 50.000 50.00 50.00 50.00 s0.00 50.00

Find [ View All | @| [} First (4 1606 () Last

Employee D Empl Record Name DUR  Date Sequence Number  TRC/ERNCD  Quanity LWOP Rate Amount Overpeid Amount Recovered  Current Due To State _ Source 1D Comment
1 0 110172021 1 520972 Manual Adjustment A=
2 3 0771512021 440060511012191  LWP 2000000 520971591 $41.940000 Payable Time
3 3 0771572021 440056410001625  LWP -2.000000 520971591 5-41.940000 Payable Time
4 3 07132021 440056410001623  LWP -4.000000 520971591 5-83.800000 Payable Time
5 3 07132021 440060511012190  LWP 2000000 520971591 541940000 Payable Time
5 0 0710812021 40056410001621  LWP -8.000000 520971591 $-167.770000 Payable Tme
[Esave | [ Retum o Search [ Add & incluge

e If the underpayment was processed with a 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 below screen shot.

e Insert a new row by clicking on the + button on the detailed table grid.
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‘State Of Hawail v > Payroll ¥ > LWOP Recovery Review

Empl ID:

Empl Record: 0

Total Hours Total Due To State Total Manual Adjustments  Total Pymts to EE Total Addl Recoveret d Addi Pay Amount Goal Amount Current Goal Balance
-10.000000 $20072 5209720 50.00 50.00 50.00 5000 50.00

Find | ViewAll | @] [ First (0 170f7 () Last

Pl Record Name DUR/ Date Sequence Number  TRC/ERNCD  Quantity LWOP Rate AmountOverpaid  Amount Recovered Curent Due To State  Sou
/012021 B 5000 ot [ JH =

10012021 [5j 0 5209.720000 50.00

eeeeeeee

[P In 05103 paychec vsng & eamngs code._ 1]l (=]

0741512021 440060511012191  LWP. 2.000000 52071591 541940000 520072

074512021 4400564101625 LWP. 2000000 520971501 5-41.940000 525166

ayable Time

0741312021 440056410001623  LWP. 4000000 52071591 5-63.890000 520072 ayable Time

0741312021 440060511012190 LW 2.000000 52071591 541940000 5-125.83 ayable Time

e e e oeoe s op

0740812021 440056410001621  LWP. 6000000 52071591 $-167.770000 $-167.77 ayable Time

[5)Save | [BE Retumto Search B Add & Incude

e Put repaid amount in the “Amount Overpaid” field.

e Add a comment for future reference.

e 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.

Verify 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 amount with the results of the query
HIP_TL_PAYABLE_TIME_EE and HIP_TL_HRS_WORKED.

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

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

Name: Department SetiD: STATE
Empl ID: Department
Empl Record: 0 Description:
Total Hours Total Due To State Total Manual Adjustments  Total Pymnts to EE Total Add) Recovered Addl Pay Amount

Current Goal Balance Unvesolved Difference

5000

226250000 $6,350.42

00 5000 5000

The zbove Unresoived Drfference indicates thal this employee’s Ad

ding LWOP balance Piease review a

ake action If aopropeiate

Find | View 100 |

Sequence Number TRC/ERNCD  Quantity LWOP Rate Amount Overpaid Amount Recovered  Current Due To State  Source D Comment

120012868 » Last
Employee D Empl Record Neme

1 535042 Manual Adustment 4 =

wo 1.000000 $30460000 65042 Payable Time

wWo 1000000 §30.462500

632896 Payale Time

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

A B C o E F G H I J K L M t

1 Employee ID |Empl Record Name DUR / Date | Sequence Number |TRC / ERNCD | Quantity | LWOP Rate | Amount Overpaid | Amount Recovered | Current Due To State Source ID Comment
2 99999 0|Test Employee 11/4/2021 1.00 5§6,359.42|Manual Adjustment
3 99999 0|Test Employee 10/29/2021| 440153796002315.00|LWO 1 530485 530.46 $6.359.42|Payable Time
4 99999 0|Test Employee 10/29/2021| 440152123002199.00{LWO -1 $30.46 $6,328.96|Payable Time
5 99999 0| Test Employee 10/29/2021| 440152123002198 00{LWO 1 $30.46 $30.46 $6.559.42|Payable Time
[ 99999 0|Test Employee 10/29/2021| 440149770000961.00{LWO 1 $3046 $30.46 $6.328.96|Payable Time
7 99999 0| Test Employee 10/29/2021| 440153796002316.00{LWO -1 $30.48 $6.298.50|Payable Time
8 99599 0{Test Employee 10/28/2021| 440153796002314.00{LWO -8 $30.45 $6,328.96|Payable Time
] 99999 0|Test Employee 10/28/2021| 440152123002197 00{LWO -8 $30.46 56,572 66|Payable Time
10 99999 0| Test Employee 10/28/2021| 440153796002313.00{LWO 8 $30.46 $243.70, 56.816.36|Payable Time
1n 99999/ 0| Test Employee 10/28/2021| 440149770000960.00{LWO 8 $30.46 §243.70| 56,572.66|Payable Time
12 99999 0|Test Employee 10/28/2021| 440152123002196.00{LWO 8 $30.46 $243.70| $6,328.96|Payable Time
13 99599 0O|Test Employee 10/27/2021| 440155796002312.00|LWO -3.75 $30.465 $6,085.26|Payable Time
14 99999 0fTest 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 0{Test Employee 10/27/2021| 440149770000959.00{LWO 575 $30.45 §114.23/ $6,199.49|Payable Time
17 99599 0fTest Employes 10/27/2021| 440152123002194.00|LWO 3.75) $30.46 §114.23) $6,085 26|Payable Time
18 99999 0| Test Employee 10/26/2021| 440153796002309.00{LWO 25 $30.46 $76.16 55.971.05|Payable Time
19 99999 0|Test Employee 10/26/2021| 440153796002310.00{LWO 2.5 $30.46 $5,894 87 |Payable Time
20 99599 0fTest Employee 10/26/2021| 440152123002182.00{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
2 95999 0|Test Employee 10/26/2021 | 440146473003014.00|LWO -2.5| $30.46 $5,971.03|Payable Time
23 99999 Q0 Test Employes 10/26/2021| 440149770000958.00{LWO 25| $30.46 $76.16 56,047.19|Payable Time
24 99999 0|Test Employee 10/20/2021 440153796002308.00{LWO -3.78 $30.46 $5,971.03|Payable Time
25 99999 0fTest Employee 10/20/2021| 440152123002151 00{LWO -3.75 $30.46 56.085.26|Payable Time
26 99999 0|Test Empioyee 10/20/2021| 440153796002307 00|LWO 3.75 $30.46 §114.23) 56,199.49|Payable Time
27 99599 0|Test Employee 10/20/2021| 440149770000957.00|LWO 3.75 $30.46 $114.23| $6,085.26|Payable Time
28 99999 0|Test Employee 10/20/2021| 440146473003012.00{LWO -3.75 $30.46 $5.971.03|Payable Time
29 99599 0|Test Employee 10/20/2021| 440152123002190.00{LWO 3.75) $30.46 $114.23 $6,085.26|Payable Time
30 99599 0[Test Employee 10/19/2021| 440153796002306.00{LWO -0.25) $30.46 57.62) $5,971 03|Payable Time
31 99999 0| Test Employee 10/19/2021| 440152123002189.00{LWO -0.25 53045 $7.62), $5,978.65|Payable Time
32 99999 0|Test Employee 10/19/2021 | 440153796002305.00{LWO 0.25 $30.46 $7.62 $5,986.27 | Payable Time
33 99999 0fTest Employes 10/19/2021| 440149770000956.00{LWO 025 $30.46 57.62 5§5.978.65|Payable Time
34 99999 0| Test Employee 10/19/2021| 440146473003010.00(LWD -0.25 53046 57.62) §5,971.03|Payable Time
35 99399 0fTest Employee 10/19/2021| 440152123002188.00|LWO 025 $30.46 57.62 $5.978.65|Payable Time
36 99399 O|Test Employee 10/18/2021| 440153796002303.00{LWO 3.75) $30.46 $114.23| $5,971.03|Payable Time
37 99393 0|Test Employee 10/18/2021| $440153756002304.00{LWO -3.75) $30.46 $5.856.80|Payable Time
30 acnaal [ o —— tnfenastl aanieataznnates Anliwn 2 el eanan cr1ana €z 671 nalbauahia Tims
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Below is an example of PivotTable fields selected to view the quantities by day and summarized by month
for the LWOP Recovery Review page.

A B c o E E ] H 1 1 K L M N o 2 Q R S T v v w X =
1 PivotTable Fields A
2 o sto | po | Dragfieids between areas
3 sum of Quantity Column Labels - "] below
4 Rowlabels - Jul Aug Sep Oct Nov Grand Total
5 |70
6 8l
7 [s-ul
8 120
9 13wl
10 14-Jul
1 1590
12 16-Jul
13 19-Jul
14/20-3ul
15 2101
16 22-5ul
17 |23-3u1
18 26-Jul
19 27-jul
20 28-Jul
21 25-Jul
22 30-Jul
23] 10-aug
24(11-Aug
25 12-Aug 16
26/13-Aug s
27/16-Aug o
28/17-Aug 0
2 18-Aug ]
o
s

PmsmAr@mO0OCO DA GE LGS

30 19-Aug
31 20-Aug
32 23-Aug [ 0
33| 2-Aug 375 375
34 25-Aug 3.7 375
35 26-Aug 375 375
36 27-Aug 3.75 375
37|30-Aug 3.75 375

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

A B [ 4 D E F G H 1 J K L M N o P Q R s T u v w X~
1 PivotTable Fields B =X
2 Choose fields to & | Dragfiek
3 Sum of Quantity Column Labels ~ add to report: P
4 Rowlabels - jul Aug Sep Oct Nov Grand Total =
73 | 28-Oct 8 8 - L
74|29-0ct 1 1
75a-Nov 1
76 Grand Total @ 80 80.25 29.25 36.75 226.25
”
]
»
80
81
82
83
&
8
86
&7
s
89

o o

%2

93

%4

9

%

97

%8 <
B Sum of Quantit
100

101

102

103

104

105

106
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Below is example results for HIP_TL_HOURS_WORKED downloaded to Excel.

A c o E G H | J K L M il o] P
:(EmEmD - Chen_ o (o PorPelettod 15 - Fropifecon - - -
3 2021NOV’ 11/5/2021 SOH LAG 10/31/2021°00099399 [ 10/24/2021 1073072021 Y LorP 10-SECOND
4 |202H‘10W 11/5/2021 SOH LAG 103172021 Do099sss o 1042412021 10302021 Y 999999 B 40 00) 1 Y 10-SECOND
5 [ 2021NOVH 11/6/2021 SOH LAG 10/31/2021'D009959% o 1044772021 10232021 v '999999 B 40.00 121850 Y 10-SECOND
6 2021NOV1 11/52021 SOH LAG 10/31/2021 Do09395% o 101772021 10232021 Y 99993 LoP T 23608 Y 10-SECOND
T _20210CT2 10/20/2021 SOH LAG 10/15/2021 00099399 o 1011072021 10152021 Y 499999 B 4000 M7y 10FIRST
8 20210CT2 1072002021 SOH LAG 10/15/2021 B0099999 0 10732021 100972021 Y "§99599 LorP 375 10385 Y 10-FIRST
9 20210CT2 10/20/2021 SOH LAG 10/15/2021 00099999 0 107312021 10972021 Y 99999 B 4000 M773Y 10-FIRST
10 20210CT2 10/20/2021 SOH LAG 101572021 'B0099999 o 10/172021 1022021 ¥ 999999 B 800 2154 Y 10-FIRST
11 20210CT2 10/20/2021 SOH LAG 10/15/2021 0099999 0 10712021 1022021 ¥ "999899 LorP s 10385 Y 10-FIRST
12 | 20210CT1 10/5/2021 SOH LAG 9/30/2021 V009933 o 82672024 W302021 Y 99999 B 20 WE1BY 09-SECOND
13 /20210CT1 10452021 SOH LAG Q.szny "Hoog9ass 0 1v2021 252021 Y 99999 B 40 00 Mnor73Y 03-SECOND
1 20210CT1 10/5/2021 SOH LAG 9/30/2021 00993939 o 91972021 9252021 Y 999999 LOP 2125 58848 Y 09-SECOND
15 20210CT1 10/5/2021 SOH LAG 9/30/2021 0099999 0 9162021 91&2021 Y  "599999 Lor 780 200707 09-SECOND
16 20210CT1 10/5/2021 SOH LAG 9/30/2021 'D0099399 o 9162021 9182021 Y 998993 B 1600 a3y 09-SECOND
17 |2021SEPT2 9/20/2021 SOH LAG 9/15/2021 10099999 0 122024 9182021 Y '§99999 B 2400 64 64 ¥ 09-FIRST
18 2021SEPT2 9/20/2021 SOH LAG 9/15/2021 100093399 o 52021 9112021 Y '%98999 LoP 125 MY 09-FIRST
19 2021SEPT2 9/2002021 SOH LAG 9/15/2021 00099999 o Y2021 112021 ¥ "499999 B 4000 Mor73y 09-FIRST
20 | 2021SEPT2 9720/2021 SOH LAG '9/75/2021 00099999 o 91172021 2021 Y "bagoee Lo, na AE3aY 09-FIRST
21 2021SEPT2 /20/2021 SOH LAG 9/15/2021 'Do09999s o 971/2021 42021 Y "§99999 B 2400 E6463Y 09-FIRST
22 2021SEPT2 9/20/2021 SOH LAG 9/15/2021 i 0 8312021 312021 Y "%99999 LoP 450 13962 Y 08-SECOND
23 |2021SEPT2 9/20/2021 SOH LAG 9/15/20219 0 32021 §3v2021y 'B99399 LoP 550 M6 Y 08-SECOND
24 2021SEPT1 %3/2021 SOH LAG 8/31/2021 0099993 o 8292021 3112021 ¥ 999999 B 1600 40617 Y 08-SECOND
25 2021SEPT2 97202021 SOH LAG 9/15/2021 0099399 o 8302021 8n02021 Y 999999 LorP 375 520y 03-SECOND
26 2021SEPT2 9/20/2021 SOH LAG 9/15/2021 D0099999 o 8302021 873072021 Y "999999 Lor 378 0545 Y 08-SECOND
27 |2021SEPT2 9/20/2021 SOH LAG 9/15/2021 0099999 0 82212021 8Re/2021 Y 99993 LoP 1875 4a7smy 08-SECOND
28 |2021SEPT2 9/20/2021 SOH LAG 9/15/2021 D009999% 0 8222021 @28/2021 ¥ 999999 LoP 1875 SN2AY 08-SECOND
29 201SEPT1 9/3/2021 SOH LAG 83112021 D009995% 0 82021 ae021 Y "999999 LoP ERE] 96520 Y 03-SECOND
30 |2021SEPTY 9/3/2021 SOH LAG 83112021 D0093993 o Bizz/2021 8282021 Y 99999 B 4000 01542 Y 08-SECOND
31 | 20218EPTZ 9/20/2021 SOH LAG 9/15/2021D0099999 o 8152021 8212021 999999 LorP 2400 60925 Y 08.SECOND
32 | 2021SEPT2 97202021 SOH LAG 9/15/2021 0099999 0 8152021 8212021 Y 999993 LorP 2400 BT486 Y 03-SECOND
P 2021SEPTY 9/3/2021 SOH LAG 8/31/2021 0099999 0 81672021 212021 ¥ 99999 Lor 2400 H09285 Y 08-SECOND
3 2021SEPTH 9/3/2021 SOH LAG B/31/2021'D009959% 0 162021 8212021 Y "S98853 B 4000 wisay 08-SECOND
35 2021SEPTY 9/3/2021 SOH LAG 8/31/2021 0093993 0 882021 814/2021 Y 599993 LorP 2400 ™1y 08-FIRST
36 | 2021SEPT1 9/3/2021 SOH LAG 8/3172021'D0099399 0 Ba2021 81472021 Y 999999 Lor 2400 73I10Y 08-FIRST
7 2021AUG2 8192021 SOH LAG 8/15/2021 'oo9gass 0 Bi8/2021 81472021 Y 899999 Lor 400 11248 Y 08-FIRST
38 2021AUG2 8/19/2021 SOH LAG 8/15/2021 'Dao99sgy o 882021 8142021 Y '599909 B 4000 121850 Y 08-FIRST
39 2021AUG2 8/19/2021 SOH LAG 8/15/2021'D0099399 0 812021 72021 Y 99999 LorP 2800 BTy 08-FIRST
40 2021AUG2 8/19/2021 S0H LAG 15/2021 0099999 0 12021 &72021 Y 899998 B 4000 121650 Y 08-FIRST
41 | 2021AUG2 8/19/2021 SOH LAG 8/15/2021°0099399 0 12612021 713172021 ¥ "ims99s Lor 28 00 msay 07-SECOND
42 2021AUG2 8/19/2021 SOH LAG 8/16/2021 00099999 0 2520 T3V2021Y "hagegy Loe 2800 TET 34 Y 07-SECOND
43 2021AUGY 8/5/2021 SOH LAG 7/31/2021 V0099939 o 7/25/2021 7R3172021 ¥ "Yowgeg B 4000 Mo773Y 07-SECOND
420214062 8/19/2021 SOH LAG 8/15/2021 0099999 0 72021 TRA2021Y  '99999 Lor 1600 N Y 07-SECOND
45 2021AUG2 8/19/2021 SOH LAG 8/15/202 k. 099399 1] 7/18/2021 T/2412021 ¥ 33299! Lor 16.00 “imy 07-SECOND
ISR A e el oroved & I e SRR ll2 Iy B oA s

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

A B c D E E (] H 1 J K L M N o B Q R s - R .
; | PivotTable Fields %
Drag fields between aress
3 Sum of Oth Hrs [Eams End|~ Choosefieldsto [ g, | D feldsbe
4 Years ~]Eam Code ¥ Jul Au Sadiopart
5 [ 22021 70 5125 775 14875 Search ys| =
6 | Grand Total 20 5975 5125 1775 14878 B
7 [ PayRun 1D
- Check Dt
Filter by earns code LOP
Pay Period End
1
] Empl Record
] Eams Begin X e
(/] Earns End -
0] Job Earms End
] DeptiD
7] Earn Code v
2
= Rows
o ears -
£am Code -

= Values

Sum of Oth Hrs -
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Below is an example of HIP_TL PAYABLE_TIME_EE query results downloaded to Excel.

1]

1
2 {1y o
3 Movseses D31 LAG S 5 e ‘Secretary Il T5¢ 0 Regular - He
4 Moosgsss D31 LAG § SOH TRIVAI DvfEngneanng Secratary i 440056033002731 00 LWO  Leave Withg
5 Toossves 031 LAG S SOH fis1017 TRN/Ar DafEngineering Secretary I 440056062000291 00 LWO  Leave Withe
& [booegass 0 Test Employes D31 LAG S  SOH "51017 TRHAir DEngineering Secratary I 4400567130000231 00 LWO  Leave Withd
7 Th0098935 0 Test Employee D3 LAG §  SOH 151017 TRN/Air DnwEngineenng cretary Il 440056033002732.00 LWO  Leave Withe
8 fboogegey 0 Test Employes D31 LAG S  SOH 761017 TRH/AIr Dv/Enginesiing Secretary i 56062000293 00 LW Leave Withe
ERIEEEE] 0 Test Employee 031 LAG S SOH 151017 TRHZAI DwEngineefing Secratary I 440056130000232 00 LWO  Leave Withd
10 "Dooss9sy 0 Test Employee D31 LAG S  SOH "s017 TRN/Au DwEngmeenng Secretary Il 440056033002733 00 LWO  Leave Withe
11 [b003999% 0 Tast Emplayee 031 LAG S  SOH fs1017 TRH:Ar DWEnginesring Secratary Il 440056062000295 00 LWO  Leave Withs.
12 0093999 0 Test Employee 031 (AG S§  SOH [51017 TRN‘Ar DwEngineering Secretary il 440056130000233 00 LWO  Leave Withe
13 "b0039999 0 Test Employee 011 LAG S SOH 751017 TRIVAI DWEnginesring 440056033002734 00 LWO  Leave Withg
14 "hoosgeas 0 Tost Employee 031 LG S  SOH 51017 TRN/Aur De/Engineenng 7122021 440056062000297 00 LWO  Leave Withe.
15 0039993 0 Test Employes o3 LAG S  SOH fs1017 TRI/Ar Dv/Engineenng Secretary Il 7122021 440056130000234 00 LWO  Leave Withd
16 00099939 0 Test Employee D31 LAG S  SOH 151017 TRN/A DEngineering Secretary Il 7132021 440056033002735.00 LWO  Leawe Withe
17 '00g5999 0 Test Employ D31 LAG S SOH 51017 TRN/Ar DvEngmeenng Secretary Il 7432021 440056062000299.00 LWO __Leave Withd
18 [io0gs9ss 0 Tost Empln 031 LAG S 5OH 51017 TRI/Ar DvEngineering Secratary Il 71320210 A40056130000235 00[LWO_JLave Withd
19 /0095999 0 Test Employee o3 LAG S SOH "51017 TRNAAK DV/Engineering Secretary 74021 430056033002736.00 (WO Leave Withd
20 "o0se999 0 Test Employse D31 LAG §  SOH 51017 TRHZAir DiwEnginesding Secratary il 71472021 440056062000301 00 LWO  Leave Withe
21 Thooseees 0 Tost Employee D31 LAG S SOH 51017 TRN/Air DviEnginesnng Secratary i 7142021 440056130000236 00 LWO  Leave Withd
22 fho0se9ag 0 Test Employee 031 LAG S  SOH 151017 TRIAI DWEngineering Secretary Il /152021 440056033002737 00 LWO  Leane Withg
23 10099999 0 Test Empioyee 031 LAG S  SOH 151017 TRI/Air Di/Engmaenng Secratary Il 7452021 440058062000303 00 LWO  Lsave Withe
24 009993 0 Test Employes o3 LAG S  SOH Nst017 TRH7Air DvEngmesiing Secretary Il 752021 44006130000237 00 LWO  Leave Withd
25 0039999 0 Test Employee b3 LAG S SOH 51017 TRH/AIr DiWEnginesring Secretary Il 7162021 440056033002738.00 LWO  Leave Withe
26 0039999 0 Test Employee D31 LAG S SOH 751017 TRH/Ar DviEngineering Secretary Il 7462021 44005606200030500 LWO  Leave With
27 Thoossses 0 Test Employee o3t LAG S SO 51017 TRNAr DwEngneening Secretary I TAE2021  440056130000238.00 LWO  Leawe Withe
26 003ages 0 Tost Employse 031 LAG S SOH "is1017 TR A Dv/Engmasiing Socrotary Il 7162021 440066410000339.00 (WO Leave Withd
29 0039993 0 Test Employee 031 LAG S SOH Ti51017 TRHFAN DivEngineering Secretary Il TAB/2021  440060511002450 00 LWO  Leawe Withg
30 "h0039999 0 Test Employee D31 LAG 8 SOH 51017 TRNIAIr DwEngineeting Secratary il 7/16/2021  440060564000316.00 LWO  Leave Withe
31 'bo0sesss 0 Test Employes 031 LAG S  SOH 751017 TRH/Ar Dw/Enginsening Secratary Il 71162021 44006102900027100 LWO  Leave With
32 0099999 0 Text Employee D31 LAG S  SOH 5117 TRIVAIr DvEngineenng Secrotary Il 7192021 440056033002739.00 LWO  Leawe Withd
33 0099593 0 Test Employes D31 LAG S  SOH "51017 TRN? A DiEngmeering Secretary il 7192021 440056062000307 00 LWO  Leave Withd
4 Moossgag 0 Test Employee 031 LAG §  SOH 51017 TRN/AI DiEngineeting Secratary Il 71192021 440056130000239.00 LWO  Leave Withe
35 10099999 0 Test Employee 031 LAG S  SOH 151017 TRI/AI DwEngineering Secratary I 7/19/2021  44005641000034100 LWO  Leave Withg
36 0099999 0 Test Employes 031 LAG S SOH 51017 TRH/Ar DvEnginesting Secratary Il 7192021 44006051100245100 LWO  Leave Withd
37 Tho0sssss © Test Emgioyes o3 AG S SoH "ist017 TRIVA DEngmesiing Secrotary Il 7192021 4006053400031 00 LWO  Leava Withe
36 0039999 0 Test Employee 031 LAG S SOH "i51017 TRHFAr DvEnginesring Sectatary Il TAU021  44006102900027200 LWO  Leave Withg
39 70009999 0 Test Employee D3 LAG §  SOH f51017 TRN/Ar DvEngineesing Secretary 7202021 44006033002740 00 LWO  Leave Withe
40 "bo0sesas 0 Test Empioyse D31 LAG S  SOH 51017 TRIVAI DvEngnesning Sacratary i 7202021 440056062000309 00 LWO
41 0099393 0 Test Employes o3 LAG §  SOH f51017 TRNAIr DEngineering Secretary il 7/20/2021  440056130000240 00 LWO
42 70099999 0 Test Employee o3 LAG S  SOH "51017 TRN7AIr DiwEngineenng Secretary Il 77202021 440056410000343 .00 LWO  Leave Withg
430039983 0 Test Employee D31 LAG S  SOH 151017 TRI/AN Dw/Engineeing Secretary Il 7202021 44006051100245200 LWO  Leave Withe

0099999 0 Test Employee 031 (AG S SOH 751017 TRH/Ar DfEngineenng Secratary li 77202021 440060564000320.00 LWO  Leave Withd
1 Manasoon A Tant Eie s Tam & emu Pzamr T Al PdEormimmmnn ADATEAE  Rnmrnbee 7hAmNM AAREINICANGTI AN IR | 2 Wirkd

The following is an example of query HIP_TL_PAYABLE_TIME_EE summarized in a PivotTable with fields
selected to view TRCs summarized by month.

A 8 c 0 E F G H 1 i K L M N [} P Q R s T [ v w_ -
3 | Sum of Quantit Months [~ PivotTable Fields - %
Ry

4 RptOt ~TIRC ([Jul Aug Sep Oct Nov Grand Total
5] rp;‘mw LWO E 4 Choosefiekdsto | g5, . :v‘agljdds between areas

6 =8dul W0 add to report

7 =9l LWO h

[REPAT] LWo LY Fiters

9 | =13l LWO e =

10| = 14-dul LWO B

1 =15Jul LWO N B

12 =16Jul LWO Name
PayrollNo

Group

13 =19Jul Lwo
14| =20Jul LWO
15| =21ul LWO

oooooo

DeptID
Dept Desc

Columns

]

Months ~

1RO

Rows
RptOt -
TRC -

O0DDRC

Frozen Date

Project = Values

Sum of Quantity -

H
3
Dooooog

53
35
ooo

LWo 375 375

Project2
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The following shows adding a filter to narrow the results to LWO and LWOPH TRCs.

A 8 c ) 3 F G H 1 J K L M N 0 [ a R s T u v w s
3 | Sum of Quaniity Montns - PivotTable Fields v %
AR ~TTRC T hul Aug  Sep Ot Nov Grand Total e
4 @~ belo
o [
Lot i 4 B ¥ fites
More Sort Opions. o
> 4
) [
4
4
£
jel 4
7w seectan 3
21w 4
L L{oPH o
RNG i
[
4
4 4
8 E
4 4
3 o
ox Concel 4 4
4 4
sy v 8 9
30 =11-Aug Lwo 3 4
31 =5 12Au LWo 8 o
2| 51340 Lwo 4 4
33 S 16Aug LWo 4 4
34 = 17Aug LWo 8 9
35 = 18-Aug Lwo 4 4
36 =19-Aug LWO [] o
37, =20-Aug LWOPH 8 o
38| =23Aug LWo 375 375
39| 524-Aug Lwo 375 375
40 =25-Aug LWo 375 375§
41 =26Aug LWo 375 379
42| 527-Aug Lwo 375 375)
43]=30-Aug LWO ER) 375
44 =31Aug LWo 55 55
45/ =1Sep LWo 375 375}
46| =2Sep LWo 375 375
prierR s i 3o Sl

A B C D E F G H 1 J K L M N o P Q R s T u v w -
3 |Sum of Quantity Months | ~ x
4 RptOt ~]TRC ¥|Jul Aug Sep Oct Nov Grand Total -
48 =6-Sep LWOPH 8 8| n -
49 =7-Sep LWO 375 3.79)
50 -8Sep LWO 33 375
61 =9Sep LWO 375 375}
52| =10-Sep LWO 375 375
53| 513.Sep LWO 8 £
54 =14Sep LWO 375 379
55| =15-Sep LWO 375 3.75)
56 =16Sep Lwo 375 374
57| =17-Sep LWO 375 379
58] 520Sep LWO 375 375}
59 =21Sep LWo 0 o
60 -22Sep LWO 375 374
61 =23Sep LWO 2 2
62| =24-Sep LWO 375 3.75)
63 | =27-Sep LWO 375 3.75)
64| =29-Sep LWO 625 6.25)
65 =1.0ct LWO 378 374
66 =4-0ct LWO 375 375
67 | =5-Oct LWO 225 2.25)
68 =6-Oct LWO 375 375
69 | =8-Oct LWO 375 375
70 =110ct LWO 375 375}
71 =13.0ct LWO 375 375}
72| =14-Oct LWO 3, E
73| =15-Oct LWO 375 375
74 =18-Oct LWO 375 375
75 5130ct LWO 025 029
76| =20.0ct LWO 375 375)
77/ =260t LWO 25 25
78| =270ct LWo 375 375}
79 =28-Oct LWO 8 8]
80| =28.0ct LWO 1 1
81 =3-Nov LWO 3.75 3.75)
82[Grand Total &y 100 16 806 546 375 38478
83 'Sum of Quantity
8 t
85
8
o7
88
89 "

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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