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 Please mute your phone by pressing *6 on your phone’s keypad, and 

do not use the Mic on your phone if using the speakers. 
 

 Participants in this webinar have already completed the  

    appropriate Workday courses. 
 

 This Webinar is not intended to train participants  

     the State’s laws, regulations, policies and practices  

     that involved leave of absence.  

 

 

 

 

 

 

 

 

 

Before We Begin… 
 
 

Accident Leave Corrections 



 
 

 

 

 Accident Leave (paid or unpaid: continuous or intermittent) is now tracked in 
Workday. 

 
 Employees, because of the approval process or just errors, can be incorrectly 

assigned Accident Leave or should have been assigned Accident Leave. 
 
 There is a pay difference: Accident Leave is 2/3 of pay and regular Time Off is 

full pay 
 

 Be aware that there are tax differences between Regular pay and Accident Leave 
 

 CPB does not accept negative Accident wages or negative regular dollar amount 
if accompanied with positive Accident amount . 

 
 
 

 
    

 
 
 

Items to Remember: 
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Purpose: The purpose of this webinar is to instruct 
how to correct Accident Pay and Time Codes that were 
incorrectly applied on the Time Sheet. 

 

*This replaces any other previous methods of 
correction. 
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Review: Leave of Absence and Corresponding Time Off Codes 

 

Processing IWIF Approved Accident: 
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Types of Corrections for Accident Pay 

 

• Accident Pay to Regular Leave – Scenario 1: 
Montgomery Scott 

 

• Accident Pay to Unpaid Leave 

 

• Regular Leave to Accident Pay – Scenario 2: 
Leonard McCoy 
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Correction Steps: 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Calculate the number of hours to convert: Use Worksheet  

Update the Timesheet 

Run New Memo Report 

Adjust Leave Balance 

Update the Time Off Calendar 

Submit Payroll Input 

Update “IWIF Approved Accident” LOA event  in Workday 
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Scenario 1:  Accident Pay to Regular Leave (Montgomery Scott) 
 

Calculate the number of hours to convert: Use Worksheet  
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 Go to Correct Time Off 

 

 

  

 

 

 

 

Scenario 1:  Accident Pay to Regular Leave 

Update the Time Off Calendar 
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A 
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 New Time Off codes to use:  

 Accident to Non-Accident Change 

 Accident to Unpaid Time Off Change 

Scenario 1:  Accident Pay to Regular Leave 

Update the Timesheet 
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 Take the leave balance amounts in Part 3  

     of the Worksheet from Step 1 

     and enter the Appropriate Leave  

     Balance Adjustments  

Adjust Leave Balance 

Scenario 1:  Accident Pay to Regular Leave 
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 Run new Workday Report: Memo Report – Accident to Non Accident Change 
Report 

 

Scenario 1:  Accident Pay to Regular Leave 

Run New Memo Report 
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*Work with CPB first 

 
 

Scenario 1:  Accident Pay to Regular Leave 

Submit Payroll Input 
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 If the LOA event is in Workday, then it may need to be rescinded (submit a 

ticket to the Workday ticketing system). 

 If Accident Leave codes were on the Timesheet, in addition to a HR LOA event 
then you will need to work with CPB. The employee may have been paid twice. 

 

 

 
 
 
 
 

Scenario 1:  Accident Pay to Regular Leave 

Update “IWIF Approved Accident” LOA event  in Workday 
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Scenario 2:  Regular Leave to Accident Pay (Leonard McCoy)  

Calculate the number of hours to convert: Use Worksheet  
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 Go to Correct Time Off 

 

 

  

 

 

 

 

Update the Time Off Calendar 

Scenario 2:  Regular Leave to Accident Pay  
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 New Time Off codes to use:  

 Regular (Paid) to Accident Change 

 Unpaid to Accident – Use IWIF Approved Accident Leave  

Update the Timesheet 

Scenario 2:  Regular Leave to Accident Pay  
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 Take the leave balance amounts in Part 3  

     of the Worksheet from Step 1 

     and enter the Appropriate Leave  

     Balance Adjustments  

Adjust Leave Balance 

Scenario 2:  Regular Leave to Accident Pay  
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 Run new Workday Report: Memo Report - Non Accident to Accident Change 

Run New Memo Report 

Scenario 2:  Regular Leave to Accident Pay  
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*Work with CPB first 

Submit Payroll Input 

Scenario 2:  Regular Leave to Accident Pay  

Accident Leave Corrections 



 

 

  

 
It’s NOT necessary to enter the Accident LOA event in Workday. 

 
If another event needs  to be rescinded (submit a ticket to the Workday 
ticketing system). 
 
Reminder: If Accident Leave codes were on the Timesheet, in addition to a 
HR LOA event then you will need to work with CPB. The employee may have 
been paid twice. 

Update “IWIF Approved Accident” LOA event  in Workday 

Scenario 2:  Regular Leave to Accident Pay  
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Correction Steps: 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Calculate the number of hours to convert: Use Worksheet  

Update the Timesheet 

Run New Memo Report 

Adjust Leave Balance 

Update the Time Off Calendar 

Submit Payroll Input 

Update “IWIF Approved Accident” LOA event  in Workday 
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Finding Help: 
 

 

Contact your agency’s HR Coordinator 

 Placing an employee on a LOA event 

 Calculating Leave hours to convert 

 

Contact your agency’s time keeper. 

 Correcting and Coding the time sheet with the appropriate time off code 

 Adjusting Leave Balances 

 

Contact agency Payroll Partners 

 Run new Memo reports 

 Payroll Inputs 

 

 

 

  

 

 

 

 
 
 

 

*Communication with HR, Managers, Timekeepers and Payroll is necessary! 
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Resources:  WWW.DBM.Maryland.Gov/SPS 

 
Click on Help Center: 

 Job Aids for Accident Leave Corrections 

 Accident Leave Corrections Presentation 

      and Webinar 

 Leave of Absence and Corresponding  

      Time Off Codes Chart 

 Processing Leave of Absence –  

     Cause and Effect with Time Sheets  

     Presentation and Webinar 

 Link to SPS Help Desk 
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http://www.dbm.maryland.gov/SPS


Questions and 
Answers 
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