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Overview
Business rules affecting Payroll Pay Types have changed to provide more functionality to payroll reporting.  These rules allow for better payroll reports by Pay Type and by Workers Comp Class Code.
With this new functionality added to the Payroll module, you can significantly simplify your payroll procedures and improve the usefulness of your payroll reports.
What is a Pay Type?
A Pay Type is a Description showing the purpose of a payment made to an employee for payroll purposes.

All employees have more than one Pay Type assigned to them.

Many employees will have the some of the same Pay Types assigned to them.
Most employees will have at least one different Pay Type assigned to them because they do different types of work than other employees.

To illustrate, assume Joe is the utility superintendent.  Joe’s has general superintendent duties which are administrative in nature.  However, most of Joe’s time is spent working on all three of the city’s utility operations: electric, water, and sewer.

Following are typical Pay Types that would be assigned to Joe for payroll reporting purposes:

Pay Types for Paid Leave:  Paid Leave – Vacation, Paid Leave – Sick, Paid Leave – Comp, and Paid Leave – Other
Pay Types for Time Worked:  Utility Superintendent, Electric Worker, Water Worker, Sewer Worker, Electric Worker OT, Water Worker OT, Sewer Worker OT (note that separate Pay Types are used for reporting overtime)
Other Pay Types:  Bonus, Cell Phone (note that these are Pay Types that would be used by all or most employees)
For a two-week pay period, Joe would give the City Clerk a report of his hours that might look like this:
Paid Leave – Vacation
8 (hours)
Paid Leave – Sick

4 (hours)
Utility Superintendent
12 (hours)
Electric Worker

24 (hours)

Water Worker

32 (hours)

Water Worker OT

2 (hours)

Sewer Worker

0 (hours)

Cell Phone


1 (unit)

Note that Joe has worked two hours of overtime during the pay period.  For employees that are paid for overtime, they will have one Pay Type for Regular Time worked, such as Electric Worker.  Then they will have another similar Pay Type for overtime, such as Electric Worker OT.

If an employee is provided a Cell Phone that is also available for personal use, he or she would not report that on a time sheet.  The City Clerk would automatically include that on the employee’s paycheck.
Also, if a Bonus is due to the employee, the City Clerk would take care of that automatically without the employee having to report it on the time sheet.
Business Rule:  Pay Type Designations
Each Pay Type has one, and only one, of three possible designations: 1) Regular Time, 2) OverTime, or 3) Paid Leave.  

Business Rule:  Pay Types Designated for Paid Leave
There are four Pay Types designated for Paid Leave: 1) Paid Leave – Vacation, 2) Paid Leave – Sick, 3) Paid Leave – Comp, and 4) Paid Leave – Other.

· Pay Types designated for Paid Leave are hard-coded into the Payroll system.  You cannot create additional Pay Types with the Paid Leave designation.  Further, you cannot edit those that are hard-coded.

Business Rule:  Pay Types Are Used for Payroll Reporting Purposes
Each Pay Type has three reporting purposes:

· Reporting Purpose 1:  Is the employee being paid for Regular Time worked, Overtime worked, or Paid Leave?

Each Pay Type must be designated with one of three possible designations:  1) Regular Time, 2) Overtime, or 3) Paid Leave.

These designations tell us two things:  First, is the employee being paid for time worked or leave?  Second, for time worked, is the employee being paid for Regular Time or Overtime?

· Reporting Purpose 2:  For Workers Comp reporting purposes, what type of work is being paid for?
For most Pay Types, but certainly not all of them, a Workers Comp Class Code must be assigned to the Pay Type to tell us how to report that Pay Type in Workers Comp reports.
Workers Comp Class Codes apply only to Pay Types used for time worked.  They do not apply to Pay Types designated for Paid Leave.

Workers Comp Class Codes do not apply to Pay Types that are general in nature and do not clearly describe the type of work being paid for.  An example of this would be a Pay Type called Bonus that is used to pay employee’s a bonus.  Note that the description Bonus does not tell us what type of work is being paid for.
The description of most Pay Types should be sufficiently specific to allow you to assign a Workers Comp Class Code to it.  But be careful here, this is not as simple as you might think.

· Reporting Purpose 3:  How do we charge the payroll costs for the Pay Type (i.e., in the Budgetary Accounting module)?

For all payroll costs we need to know how to charge the various funds in Budgetary Accounting.  For most Pay Types, you must assign Funding Percentages so the computer knows which funds to charge, and what percentages to use.
To illustrate, assume the City Clerk estimates that roughly 80 percent of his or her time is spent on general administrative matters, and 20 percent is spent on utility operation matters.  In this case, the Pay Type, City Clerk, might use the following Funding Percentages:  General Fund – 80 percent, Electric Fund – 10 percent, and Water Fund – 10 percent.
Business Rule:  Employee Primary Pay Type
The Primary Pay Type is a new concept in GS.  Each employee has a Primary Pay Type.  The Primary Pay Type is the main Pay Type that an employee normally uses.

· How do you designate the Primary Pay Type for an employee?

To designate an employee’s Primary Pay Type use PR/Employee Data.  Select the employee from the listing and then click on the Personal Data tab.  You will see a dropdown box to select that employee’s Primary Pay Type.

In most cases, it is clear which one of an employee’s Pay Types should be designated as the Primary Pay Type.  For example, for the City Clerk, the Primary Pay Type would be City Clerk.

However, you might run into some cases in which it is not clear which one of an employee’s Pay Types should be designated as the Primary Pay Type.  For example, assume you have a utility worker that earns 90 percent of his wages from three Pay Types:  1) Electric Worker – 40 percent, 2) Water Worker – 40 percent, and 3) Sewer Worker – 10 percent (for a total of 90 percent).
Question:  Which Pay Type should be designated as the Primary Pay Type, Electric Worker or Water Worker?
Answer:  Either Pay Type, Electric Worker or Water Worker could be selected.  Just select one and move on.  You can change it later if circumstances warrant it.

· Why do we need a Primary Pay Type?

It is not the Primary Pay Type itself, but rather the Primary Pay Type’s Funding Percentages and Workers Comp Class Code that are used as default values for other Pay Types used by the employee that do not have any Funding Percentages or a Workers Comp Class Code.
· What Pay Types used by an employee do not have Funding Percentages or a Workers Comp Class Code?

Pay Types designated for Paid Leave do not have Funding Percentages or a Workers Comp Class Code assigned to them.

Certain Pay Types do not clearly identify the type of work being paid for.  A good example of such a Pay Type is Bonus.  These Pay Types normally do not have Funding Percentages or a Workers Comp Class Code assigned to them.
Suggestions
The Pay Type concept, particularly as it is used in GS, not only simplifies your payroll procedures, but at the same time it improves the usefulness of your payroll reports.  However, some of these benefits are lost if you do not properly set up your Pay Types. 
Following are a few suggestions that will provide guidance using Pay Types to take full advantage of the payroll reporting relating to Pay Types and Workers Comp.
· Suggestion:  Stick as closely as you can to using the default Pay Types provided by GS (and shown at the end of this document).

· Suggestion:  Try to avoid using Pay Types that focus on a single employee.

· Suggestion:  Pay Types should focus on the type of work being paid for (e.g., Water Worker) or the purpose of the payment (e.g., Bonus).

· Suggestion:  Try to avoid using a single Pay Type for different types of work.  For example, try not to use a Pay Type like Utility Worker for an employee that works on both the Electric utility and the Water utility.  This causes problems with the Workers Comp report.

Default Pay Types and Workers Comp Class Codes in Governmental Suite
Pay Type Description (Workers Comp Class Code):

City Clerk (8810)

City Clerk OT (8810)
Assistant City Clerk (8810)
Assistant City Clerk OT (8810)
Deputy City Clerk (8810)
Deputy City Clerk OT (8810)
Court Clerk (8810)
Court Clerk OT (8810)
Utility Billing Clerk (8810)
Utility Billing Clerk OT (8810)
Office Assistant (8810)
Office Assistant OT (8810)
City Treasurer (8810)
City Treasurer OT (8810)
City Manager (8810)
City Manager OT (8810)
Attend Meeting (0)
Janitor (9015)
Janitor OT (9015)
Municipal Judge (8810)
Mayor (8810)
Governing Body (8810)
Fire Chief (7710)
Fire Chief OT (7710)
Fireman (7710)
Fireman OT (7710)
Police Chief (7720)
Police Chief OT (7720)
Police Officer (7720)
Police Officer OT (7720)
Librarian (8868)
Librarian OT (8868)
Library Staff (8868)
Library Staff OT (8868)
Parks and Rec Manager (9102)
Parks and Rec Manager OT (9102)

Pool Manager (9102)
Pool Manager OT (9102)
Pool Lifeguard (9102)
Pool Lifeguard OT (9102)
Streets Super (5506)
Streets Super OT (5506)
Streets Worker (5506)
Streets Worker OT (5506)
Electric Super (7539)
Electric Super OT (7539)
Electric Operator (7539)
Electric Operator OT (7539)
Gas Super (7502)
Gas Super OT (7502)
Gas Operator (7502)
Gas Operator OT (7502)
Water Super (7520)
Water Super OT (7520)
Water Operator (7520)
Water Operator OT (7520)
Sewer Super (7580)
Sewer Super OT (7580)
Sewer Operator (7580)
Sewer Operator OT (7580)
Refuse Worker (9403)
Refuse Worker OT (9403)
Public Works Super (0)
Public Works Super OT (0)
Public Works Operator (0)
Public Works Operator OT (0)
Lineman (0)
Lineman OT (0)
Journeyman (0)
Journeyman OT (0)
Laborer Streets (5506)
Laborer Streets OT (5506)
Laborer Electric (7539)
Laborer Electric OT (7539)
Laborer Gas (7502)
Laborer Gas OT (7502)
Laborer Water (7520)
Laborer Water OT (7520)
Laborer Sewer (7580)
Laborer Sewer OT (7580)
Laborer Refuse (9403)
Laborer Refuse OT (9403)
Temporary Help (0)
Temporary Help OT (0)
Summer Help (0)
Summer Help OT (0)
Events Coordinator (9410)
Zoning Administrator (9410)
Building Inspector (9410)
Building Officer (9410)
Code Enforcement (9410)
Bonus (0)
Severance Pay (0)
Retroactive Pay (0)
Clothing Allowance (0)
Cell Phone (0)
Pager (0)
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