9.2 Manage Negative Pay Lines

Purpose: Use this document as a reference for how to manage pay lines generated when
an overpayment occurs in Faculty Workload, referred to as Negative Pay Lines in ctcLink.

Audience: Payroll Staff, Faculty Workload Contract Builders

@© You must have at least one of these local college managed security roles:

« ZD FWL View Cnt Calc

+ ZZ FWL Contract Approve
« ZZ FWL Contract Calc

+ ZZ FWL Contract Gen

« ZZ FWL Contract Submit
« ZZ FWL Pay Processing

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Negative Pay Lines occur when an instructor had a pay amount sent to payroll, but the
contract was subsequently recalculated resulting in the total pay being reduced to less than
what was sent to payroll for that contract. Negative Pay Lines cannot be checked as 'OK to
Pay' by the OTP Mass Assignment process.
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1. The FWL Pay Line is refreshed each time a calculation is performed in Faculty Workload. If
the Total Pay value on calculated contract data for class/special assignment is greater than

zero ($0), FWL Pay Line will calculate the correct number of payments and amount per
payment based on course/assignment’s start and end dates.

2. If a contract does not generate pay, but is retracting pay that has already been sent to
payroll, then negative Pay Lines will appear even though the Total Pay is $0.
NOTE: Negative pay lines will also populate for contracts when Total Pay is greater
than zero ($0) in situations where recalculated contract amount is less than what's
been already sent for faculty to HCM for payroll processing.)
3.

If a class is completely removed from faculty’'s course work assignment and no pay lines

were sent for that class/assignment from CS to HCM, pay lines will be completely removed
when there has been no pay sent.
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Manage Negative Pay Lines

Navigation: Curriculum Management > CTC Custom > Faculty Workload > Faculty
Workload Transaction > Maintain Faculty Workload

1. The Maintain Faculty Workload search page displays.

2. Enter the following for employee with negative pay lines:
« Empl ID: Enter the ID or use the Look Up (or enter Employee's Last/First Name).
+ Academic Institution: Enter or use the Look Up.
+ Term: Enter the term or use the Look Up.

3. Click the Search button.
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Maintain Faculty Workload

Enter any information you have and click Search. Leave fields blank for a list of all

Find an Existing Value ‘
* Search Criteria

EmplID | begins with + |.|‘IO1OD

Academic Institution | begins with ~ | | WA220 Q,

Term | begins with w | | 2235

LastName | begins with v

First Name | begins with +

Tlnclude History [ Correct History

~ . . = . o .
Search Clear | Basic Search @ Save Search Criteria

Search Results

View All

Empl ID  Academic Institution Term LastName First Name

10100 WA220 2235 EMPLOYEE | TEST

4. The Maintain Faculty Workload page displays.

On the Maintain Faculty Workload - HCM Data tab, at the bottom of the screen, you will

see the pay lines for searched faculty for selected term. Locate employee's negative pay

line(s).

6. In the example shown below, employee received $1,910.79 payment for class number 14801
on 9/11/23. This class assignment has since been changed (ex. class was canceled). Upon
contract data recalculation, FWL automatically calculated two negative pay lines (in this case
the overpayment amount has been calculated over two remaining pay dates driven by
course’s begin and end dates): $-955.40 for 9/25/23 and $-955.39 for 10/10/23. These pay
lines have been calculated to help recoup overpayment of wages.

U

Effective Date: 091172023 Eff Seq: 7
[m|a
First Second | I3
Class Nbr E::lp"l Subject Catalog Assign Type Pay Group  Department :mComﬁ FTE % ﬁm"d Amount Per Payment OK to Pay Pay Date Pay Sent
1 14800 0/ sPaNa 121 A1 P22 99215 100 233333 0.00 $1146.47 071042023
2 14800 0 sPAN& 121 AN P2 98815 100 33333 0.00 $1145.47 07/25/2023
3 14800 0 sPana 121 e P72 98815 1oD| 33333 000 $1145.47 0810/2023
< 14800 0 sPaNa 121 A1 P22 99815 100 33333 0.00 $1146.47 08/25/2023
5 14800 0 sPaN& 121 AN P2 98815 100 33333 0.00 $1145.48 09/1/2023
6 14801 0 SPANE 122 AR F' $1910.79 09112023
7 14801 0 sPANE 122 Aa1 P22 Caiculated negative pay lines to 000 5955 40 09/25/2023 T_| ?
5 14801 0 sPANE 122 A8 P22 process overpayment doo| &955_3§| 1010/2022 +]| -
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7. If the college has an agreement with an employee to process negative pay lines as shown
against employee’s other wages for 9/25/23 and 10/10/23 pay dates, proceed to step 9.

8. If, however, the college’s agreement with employee is to process this overpayment
differently (ex. as a single payment amount or splitting it against 4 future dated payrolls),
use course start and end dates on the third Tab of FWL Grid to facilitate overpayment pay
back setup (when making these changes in FWL, save the change and follow up with
recalculation). Once contract data is recalculated, validate populated result and proceed to

step 9.

Example 1:

Effective Date:  (5/11/2023

Faculty Workload

Eff Seq:

40610 ~| | b | M| Viewar

| Q
| Fist Tab | Second Tab Fourth Tab | I
Enrolled
Start Date End Date Meeting Meeting End  Meeting Student Census Enrollment  Enroliment
Class Nbr Owerride Start Date Override Enc Date Start Time Time Pattern Fasility 10 CGensus Date Enrolled ?‘hwr:;rr\':zld Capacity I
1 14800 0 08/26/2023 08117/2023 TCONLARR | 07/10¢2023 |‘"|| | af o 25 21
2 14801 a7z ) oar72023 | 1:008M  12:30PM TTH TCO120140  |o7ri0i2023 [ | | of 0 25 10
| < Toty v L BT il
Effective Date: oai1/2023 Eff Seq: ]
SEY
First Second | Ik
iClass Nbr! g:'dptl Subject  Catalog  Assign Type Pay Group  Department m@enmm FTE % E:gmd Amount Per Payment OK to Pay Pay Date Pay Sent
1 14800 0 SPAN& 121 Al P22 98815 11.00 33333 0.00 51146 48 0/11/2023
2 14800 0 SPAN& 121 AR P22 98815 11.00 33333 0.00 51146.47 07/ 12023
1 14800 0 SPAN& 121 AAT F22 98815 11.00 33333 0.00 51146.47 07252023
4 14800 0 SPANS 121 AR P2z 28815 11.00 33333 0.00 51146.47 0812572023
5 14800 0 SPAN& 121 AA1 P22 98815 100 33333 0.00 §1146 47 0810/2023
5 14801 0 SPAN& 122 AA Fa QOverpayment $1910.79 09/11/2023
! 14801 0 SPANG 122 AA1 Example 1: Negative pay line setup to collect 5191079 =) 0811172023 +' -
overpayment as single payment:
| HCM Data Page |I_ FWL_Grld_] | Calculation Results FWL Notes/Comments
FWL Grid Details
Q, | 1of5~ | » || P e All
Effective Date:  0%/11/2023 Eff Seq: 3
Faculty Workload
EY =
First Tab Second Tah | Third Tab I Fourth Tab | ||»
5 Enrolled
Start Date End Date Meeting Meeting End  Meeting Student Census Enrollment Enrclliment
ClassNBr  “gyerrige StartDate Override  End Date Start Tme  Time Patiem Census Date Enralied Judent i Capacty  Total
1 14800 0 06/26/2023 0 08147/2023 [o711072023 = | i 25 2
2 14801 | |oonezozs R 111152023 11:00AM  12:30PM TTH |o7mor2023 R | 0 25 10
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Effective Date: 0911/2023 Eff Seq: 3

EEY 0oi10 ~
First | Second | 113
ClassNbr  EMPl subject Catalog AssignType  PayGroup Department oM Contact prgo,  Contfacted oo perpayment OKtoPay [Pay Date Pay Sent
1 14800 0 sPAN& [y 121 A P2z 99815 1100  23.233 000 $1145.47 0702023
2/ 14800 0|SPAN §121 {ant P2 Egams 100 33333] 000} $1148.47} { 0712502023
3 14800 0 SPaN& 121 AT P22 98815 1100 33.333 000 $114547 0B/10/2023
1 14800 0 SPANR 121 AA P22 98515 100 33333 000 $1145.47 0B/25/2023
5 14800 0 SPANE& 121 Al P22 98815 11.00 33333 Qog $114648 0971172023
5 14801 ' 0 seANE 122 s F'22 $191079 09112023
7 14801 0 sPANE 122 A P22 98815 000 0000 000 @ O 101102023 |T ]
8 14801 0 SPANR 122 AAT Pz . Example 2: Negative pay line setup | $477.70 0 1050 [+ -
to process overpayment against —
2 14801 0 sPaNa 122 AA1 P22 9 these four payrolls: ¢ $477.70 i 11082023 E -
10 14801 0 SPAN& 122 AT P22 000 | $477569 O 1222023 [+ -

i NOTE: To make start/end date adjustments for faculty’s class on 3" tab of FWL Grid,
faculty must temporarily be assigned to a class in class schedule. If no longer assigned,
add faculty back without reactivating class with the same assignment type and
employee record number under which contract was initially calculated and follow up
with recalculation. Once contract data is updated for class in FWL Grid, change load
factor to O to produce $0 wage/hour results.

€) NOTE: Faculty's contract for a canceled class section reflecting $0 wages will not
regenerate. If faculty’'s recalculated contract contains data for another active course
section, be sure to regenerate and submit it for approval.

9. If the payline is ready to be processed, select the OK to Pay box on the negative line (same
procedure as in QRG Manually Set OK to Pay for Instructor in FWL Maintenance).

€) NOTE: If an employee has multiple negative pay lines that need to be extracted to
payroll (payroll at a time as shown in step 7 and/or 11), only check the pay line that is
to be extracted for specific payroll processing period.

10. Click the Save button.
The process to manage negative pay lines is now complete.

End of procedure.
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