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Accident Leave In
Workday



Covered Topics

O

v Processing Continuous Accident LOA concurrently with FMLA in Workday

v Best Practice

v Processing Intermittent Accident leave in Workday

v Extending Accident and Temporary Total Disability leave

v Correcting Accident pay and time codes that were incorrectly applied on the
timesheet.
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Suggested Best Processes Outside of

Workd@r

Eliminate backdating of transactions:
o Hires
o Terminations

Start new employees at the beginning of a pay period whenever possible
Ensure that contractual start and end dates are audited regularly

Ensure that employee and HR fields are not missing data
Include data validation as part of a weekly or monthly maintenance

Good communications: supervisors and managers are timely notifying HR
of employee events

Train Supervisors and Managers

Refrain from processing HR transactions during the “dead zone”
The “dead zone” is the last five calendar days of a pay period.




Summary of IWIF in Workday

O

Continuous LOA Event vs. Timesheet Entry

IWIF
FMLA
I




®

FMILA runs concurrently with IWIF Approved Accident leave

FMILA will be unpaid and not paid, because IWIF Approved
Accident LOA will pay the employee. (FMLA covers the job
protection piece of the IWIF claim.)

While on paid IWIF Approved Accident LOA, the employee will still
be able to pay for the benetfits directly from the employee’s
paycheck.

If an unpaid FMLA event is entered in Workday, then it will
unnecessarily trigger a Benefits event. Instead, the unpaid FMLA
will be captured on the timesheet to prevent triggering a Benefits
event to the employee.



Capturing FMLA on Timesheet
vs LOA Event (continue) @

IMPORTANT: This is the ONLY time FMILA is not captured
as a LOA event in Workday.

FMLA must be concurrent with IWIF Approved Accident leave

All other types of leave of absence will be captured as an LOA event

in Workday. goa’t_r
FURGEI!

VAl A
|

NOTE: The timekeeper will have to adjust the AN
\ W/ LW/

employee’s leave accrual while using unpaid FMLA

on the timesheet.

..\

NOTE: If the employee does not have sufficient FMLA to cover the

IWIF Approved Accident Leave, then leave the timesheet blank.
(Workday will display an Alert message on the timesheet, if the employee does not
have sufficient FMLA.)




Accident Leave Process

O

»  Outside of Workday: Employees must complete a 15t Report of
Injury. Agency HR must file injury report electronically online.

<~ IWIF Pending: In the event an employee has a work injury,
Accident Leave should be granted pending the determination by
IWIF; captured on timesheet.

» IWIF Approved: If IWIF approves Accident claim, then enter the
Accident Leave event in Workday using the date IWIF as the First
Day of Leave.

< IWIF Denied: If IWIF denies the Accident claim, then work with
timekeepers to make corrections.

< Accident Leave may run concurrent with FMLA.

Note: Accident Leave is NOT for personal accidents; must be during the actual
performance of duties.




Accident Leave Scenarios

O

» Scenario 1: Continuous IWIF Approved Accident
Leave
o Extending IWIF Approved Accident Leave

o Processing Temporary Total Disability
o Extending TTD LOA (unpaid LOA) — New Process
o Termination

» Scenario 2: IWIF Denied Accident Leave
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Processing
Continuous IWIF
Approved Accident

Leave & FMLA




Accident Leave Process:
ITWIF Appr()éed & FMLA

< Outside of Workday: Employee completes a 15t Report of Injury
and the Agency HR files injury report electronically online.

< IWIF Pending: As of the injury date, use IWIF Approved
Accident Leave (Timesheet) code on the employee’s Timesheet

» IWIF Approved: HRC will enter the Accident LOA event in
Workday using the date IWIF notifies HR that the claim has been
approved.

IWIF Approved Accident Leave (Timesheet) code is no longer
used on the timesheet

Unpaid FMLA (zFMLA code) is recorded on the Timesheet , NOT an LOA
event




Accident Leave Process:
IWIF Approved & FMLA (continue)

FMLA runs concurrently with IWIF Accident leave, if it has
been approved as a qualifying event.

After IWIF approves, HRC will instruct the employee, manager
and/or timekeeper to code the timesheet using zFMLA (Leave
without Pay), starting with the date IWIF notified HR.

*FMIA will NOT be an LOA Event




Scenario 1:
IWIF Approved & FMLA @
Injury Date: 12/13/2017

IWIF Approved Claim on: 12/27/2017
Claim Approved Until: 2/1/2018

Use IWIF Approved Accident Leave (Timesheet) starting with
12/13/2017.

On 12/27/2017, IWIF notifies HR that the claim is approved
until Thursday, February 1, 2018.

HRC will enter the Accident LOA event in Workday

- First Day of Leave is 12/27/2017
- Estimated Last Day of Leave is 2/1/2018.

Use zFMLA Leave Without Pay (Timesheet) on timesheet
from 12/27/2017 to 2/1/2018.




Scenario 1: IWIF Approved & FMLA
(continue) @

O

While IWIF is Pending Approval:

Use IWIF Approved Accident Leave (Timesheet) starting with
12/13/2017, date of injury, until notification from IWIF.

Add “Pending IWIF Approval” in Comment field.

‘—--

s IWIF Pending QHF Approved
IWIF | Timesheet Entry \_DA Event
t;mm None Ti‘EEhEEt Entry
> 4
Samm=
+ *Time Type Time Off Reason In Qut Out Reason Q Y Unit Worktags Comment
- IWIF Approved Accident Leave 08:00 AM 12:00 PM 4| H Pending IWIF Approval
(Timesheet)
4 H

12:30 PM

X IWIF Approved Accident
Leave (Timesheet)

04:30 PM

Pending IWIF Approval




Scenario 1: IWIF Approved & FMLA
(continue) @

O

IWIF Approves the Claim and notifies HR (in this example
on 12/27/2017)

Stop using the time off code on the timesheet (this will NOT be
corrected).

HRC will enter Accident LOA in Workday.
FMLA is entered on the timesheet.

-—

\ IWIF Pending ' IWIF Approved ‘

' IWIF gTimesheet Entl‘( LOA Event l

‘ FMLA Mone ‘Timesheet Entry 'I
7 < -




Scenario 1: IWIF Approved & FMLA N
(continue)

O

HRC enters the IWIF Approved Accident leave event in
Workday:

First Day of Leave is 12/27/2017 (Date IWIF Notified HR)
Estimated Last Day of Leave is 2/1/2018
Use “Paid > IWIF Approved Accident”

Place Worker on Leave Lucy van Pelt (W1111111) (actions)

Last Day of Work 1272672017 [
First Day of Leave * | 1272772017 [ /
Estimated Last Day of Leave #* | g2 701/ 2018

Leave Type * | X Paid = IWIF Approved
Accident

Leave Impact

Payroll Effect

Supporting Documents




Scenario 1: IWIF Approved & FMLA
(continue)

O

Concurrent FMLA with IWIF Approved Accident Leave:

- Manager, Employee or Timekeeper will use zFMLA Leave Without
Pay (Timesheet).

- In this example, zFMLA Leave Without Pay (Timesheet) will be coded from
12/27/2017to 2/1/2018.

Wed, 12/27

£
'{!’}' *Time Type Time Off Reasom In Qut Qut Reason Quantity Unit

zFMLA Leave Without Pay
(Timesheet)

08:00 AM 04:00 PM




Avoid Double Accident Pay @

Leave of Absence and Corresponding Time Off Codes

DAL

Once the employee is on Paid > IWIF Approved Accident LOA,
DO NOT use IWIF Approved Accident Leave (Timesheet) time off code.

The LOA event will automatically pay the employee Accident pay.

' Time Sheet Coding:

\ Time Sheet Coding:

‘Worker's Compensation Commission.
Accident leave is compensated at 2/3 the
employee’s normal pay. An employee must
use accident leave beginning on the first
day of the disability and continuing until
the day the employee is certified to return
to work by a health care provider or 6
months from the day of the disability,
'whichever is earlier.

\
\

pay the worker for IWIF Approved
cident.

Without Pay (Timesheet)

*The IWIF Approved Accident LOA
event in Workday will automatically

S s

4

7 Da rresponding Time O
L Intermittent/ | Paid or Y i Corresponding Time Off P 9 f
Leave Type Description Leave Type A . Increment Workday Instructions odes when Date
Continuous | Unpaid Codes when Date Range .
Yes/No Ragge is NOT Entered
Has Been Entered by HR
by HR

Leave that is granted to an employee as a IWIF Approved Continuous Paid No Use: N/A
result of a work-related accident that is Accident I
dP:termlned to be compensable by the Paid> IWIF Approved Only use zFMLA Leave
Injured Worker's Insurance Fund or the lAccident

I
I
/

e
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Extending Continuous
IWIF Claim &
Processing
Intermittent IWIF



Extending IWIF Approved Accident
Leave @

O

IWIF Approved Accident Leave may be approved up to six
months; and may be extended for an additional six more
months.

1. Complete a Return Worker from Leave event to close the
initial LOA event.

o. Complete a second Paid > IWIF Approved Accident LOA
event in Workday.

*See NOTE #6 on the Leave of Absence and Corresponding
Time Off Codes chart located on the SPS website for

instructions.*




Processing Intermittent IWIF
Approved Accident Leave

The employee’s doctor may approve tge employee to return to work, but
may required additional treatments related to the IWIF Approved
Accident claim.

1. Complete a Return Worker from Leave event to close the initial LOA event.

2.  Complete a Paid > Intermittent Time Off Approval Range LOA event in
Workday.

«»  Use IWIF Approved Accident Leave (Timesheet) time off code to capture
the Accident pay.

Leave of Absence and Corresponding Time Off Codes

ey 1.
The Leave of Absence and Timesheet Time Off Time Codes Guideline provides instructions on which time off codes to use for each Leave Tyﬂis includes instructions on hm&di the timesheet when the Leave of Absence

follows the 7 Day increment.

) : Time Sheet Coding:
/ Time Sheet Coding: 3
. , 7 Day ) Corresponding Time Off
L. Intermittent/ | Paid or : Corresponding Time Off
Leave Type Description Leave Type . . Increment, Workday Instructions Codes when Date
Continuous | Unpaid Codes when Date Range B
Yes/No ange is NOT Entered
' Has Been Entered by HR
by HR
Leave that is granted to an employee as a IWIF Approved Intermittent Paid No Use: Use: ‘ N/A
result of a work-related accident that is -
) Accident . . )
determined to be compensable by the Paid>Intermittent Time Off IWIF Approved Accident
Injured Worker's Insurance Fund or the Approval Range . '
Worker's Compensation Commission. ‘ PP & Leave (Timesheet)
iAccident leave is compensated at 2/3 the I

employee’s normal pay. An employee must
use accident leave beginning on the first
day of the disability and continuing until

the day the employee is certified to return

Ito work by a health care provider or 6 \
months from the day of the disability, /
whichever is earlier. \ ,
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Temporary Total
Disability




Processing Temporary
Total Disability @

O

Temporary Total Disability (TTD) is a leave of absence event
that requires approval and documentation from IWIF.

1. Complete a Return Worker from Leave to close the Paid >
IWIF Approved Accident LOA.

2. Complete a Unpaid > Temporary Total Disability (Unpaid)
LOA event in Workday.

3. Attach IWIF approved documentation with the date range of
iche TTD (including the end date) to Workday in 2 possible
ocations:

Place Worker on Leave page
Worker History > Maintain Employee Documents page




Upload IWIF Documentation:
Place Worker on Leave Page

Place Worker on Leave Lucy van Pelt (W1111111) Cactions)

I — Click the Supporting
S Documents tab

— 8
5 2
L]
11

Click the Plus + icon

Leave Impact
Payroll Effect

Absence Accrual Effe ct

Click to Expand

Click the Attach = button

Supporting Documents

Supporting Documents

[ & &.l =
@ pporting Comment File
=2 Documen ts

;




Upload IWIF Documentation:
Worker History > Maintain Employee
Dom@nts
Click the Add  #¢  button.

Maintain Worker Documents Lucy van Pelt (W1111111) (Cactions)

Add

- Reviewed Documents

Standard Documents 2 items

Document E:::tlw Document Attachment Signature Type Signed By

MD Remote/Mobile Access Policy 111172014 Remote Access Policy Final.pdf Acknowledgment Lucy van Pelt
@ w1111y

Confidentiality Agreemen t for SPS 11/11/2014 h Confidentiality statement for SPS users Final Acknowledgment Lucy van Pelt

e (1).pdf W1111111)

I Add Worker Document Lucy van Pelt (W1111111) Castions)
Click the selectfiles y ( )

Select Files
button.




Processing Temporary
Total Disability

Once the employee is on Unpaid > Temporary Total
Disability LOA, DO NOT use the TTD time off code on the
timesheet.

Leave of Absence and Corresponding Time Off Codes

. . Time Sheet Coding:
Time Sheet Coding: |
. . 7 Day n Corresponding Time Off
L. Intermittent/ | Paid or . Corresponding Time Off
Leave Type Description Leave Type A . Increment Workday Instructions Codes when Date
Continuous Unpaid Codes when Date Range .
Yes/No Range is NOT Entered
Has Been Entered by HR
by HR
Leave due to a Temporary Partial Temporary Total Continuous Unpaid No Use: Use: NA
Disability. Can occur after IWIF Approved . .
. Disabili

Accident. ty Unpaid>Temporary Total |Leave the timesheet blank

Disability (Unpaid
Note: Leave accruals are calculated after ¥ (Unpaid) +Because the TTD Leave is
the employee returns from TTD. The | * Place a note in the Comments _
agency will calculate and process a leave . entered by HR, no time off

section of the actual approved R -
balance adjustment code is required on the

leave dates.

timesheet.
.]] 3 St | &
Timekeepers adju
(S
leave accruals after th
ns from

emPlOYee retur
TTD.




DO NOT complete a return from leave event and enter
a second LOA event to extend an unpaid LOA event.

Returning the employee to close the first unpaid LOA event, and /or entering a
second unpaid LOA event, or rescinding the unpaid LOA event will
negatively impact an employee’s benefits eligibility.

Once an unpaid LOA event is entered in Workday, do not make any changes
or corrections to the event.

Extending an unpaid LOA or any corrections needs to be corrected by DBM
Shared Services.

o Submit a ticket to SPS Shared Services Support ticketing system at:
http://spshelp.dbm.md.gov/login/create_request#/ticket-form/20341



STATEWIDE PERSONNEI
—SYSTEM—

O

Termination




Terminating Employee @

O

Processing an employee who will not return to work
from TTD:

1.  Complete a Return Worker from Leave event to close the
Temporary Total Disability LOA event.

o.  Complete a Termination event on the employee.
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IWIF Approved
Accident & FMLA
Flow Chart




During the IWIF pending approval period, use the IWIF time off code on the
timesheet. If IWIF approves the claim, then use the flow chart below.

IWIF Approved
Accident Claim?

- . Complete Return Worker from
1. Enter IWIF Approved Complete Return Worker

. . Leave to close the IWIF
Accident LOA event in WD from Leave eventto close

= Approved Accident LOA event.
using the IWIF date theinitial LOA event. Complete an Unpaid
it e e Tempaorary Total Disability LOA
2. Use zFMLA Leave Without Accident Extension? Approved Accident LOA P ! SER Y e
o (e AN e - - eventin WD.
Pay (Timesheet)starting event using the extended
with the IWIF date

Upload IWIF approval
dates.

documentation to WD.
approved.

Complete Return Worker Complete Return Worker
from Leave event. from Leave event.

Submit a ticket to SPS
IWIF Approved TTD Shared Services Support Employee is Complete Return Worker
Extension? to make corrections or to Returning from TTD? from Leave event.
extend dates.

Complete Return Worker 1. Complete Return Worker from
e et T Leaveto close the TTD LOA event.
2. Processa Termination eventon
the Employee.
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Processing IWIF
Denied Accident
Leave




Accident Leave Corrections

O

Employees, because of the ai)lproval process or just errors, can be incorrectly
assigned Accident Leave or should have been assigned Accident Leave on the

Timesheet.

Items to Remember:

f'I‘}lllere is a pay difference: Accident Leave is 2/3 of pay and regular Time Off is
ull 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 .

o/




Accident Leave Corrections @
O

Types of Corrections for Accident Pay

Accident Pay to Regular Leave — Scenario 2A:

Accident Pay to Unpaid Leave

Regular Leave to Accident Pay — Scenario 2B:




Accident Leave Corrections
O

Correction Steps:

Calculate the number of hours to convert: Use Worksheet

Update the Time Off Calendar

After Timesheet “
Update the Timesheet adjustments are
approved .an
ayroll is
recalculated

Adjust Leave Balance

Run New Memo Report

Submit Payroll Input

BECECEE

Update “IWIF Approved Accident” LOA event in Workday




Accident Leave Corrections

Scenario 2A: Accident Pay to Regular Leave

N

Accident Pay Adjustment Worksheet
Instructions: Verify the current leave balance, and select one of the scenarios to complete the worksheet. If the adjustmentis 8 combination of paid and unpaid leave,
then complete Scenario A and B.

' Scenario A Scenario B Scenario C
Accident Pay to Regular Leave Accident Pay to Unpaid Leave Regular Leave to Accident Pay
Use this column if the employee received Accident pay | [Use this column to determine if any portion of the Use this column if the employee used Regular leave to
70 hours Of hen it should have been Regular Leave. Accident Pay should be unpaid leave of absence. cover the leave of absence when it should have been
g Accident Pay.
Acc'ldent pay Wl“ Instructions: Instructions: # of Hours Instructions: # of Hours
i ted from - Enter the # of hours that were < o 1. Enter the # of hours that were 1. Enter the number of hours
be ad}\ls ised for Accident Pay used for Accident Pay that need to be adjusted.
the SiCk 1eave 2. Enter the current leave
. Enter the current leave balance. 2. Verify the leave balance is zero. balance.
balance sick 71 A ) Sick sick
Annual 6.64 Annual Annual
Personal 13 Personal Personal
Other Other Other
Comp Comp Comp
Total Balance: 90.64 Total Balance; Total Balance:
a) If the Total Balance in 2. Tofol Unpaid Leave .

instruction #2 is less than the # of
urs in Instruction #1, then enter
the difference here. This will be the
of hours that will be Unpaid
Leave . Complete Scenario B.

'b) If the Total Balance is greater, then go to
instruction #3 below.

. Caleulate what the leave 3. Calculate what the leave
alance should be after the balance should be after the
djustment has been maode. adjustment has been made.

sl 1 b ) Sick

Annual? Annual

Personal 13 Personal

Other| Other|

Comp Comp

Total Balance: 20.64 Total Balance:




o |

28
| WIF Approved Accident ..
| WiIF Approved Accident .

4

2z

|+ wiF Approved Accident ..
|/ wiF Approved Accident ..

29

|7 wiF Approved Accident .
|7 wiF Approved Accident ..

Accident Leave Corrections

O

Scenario 2A: Accident Pay to Regular Leave

w Update the Time Off Calendar

v Go to Time and Leave > Correct Time Off

Click on the
TWIF Approved
Accident Leave
time off code
that needs t0 be
corrected.
IJ IWIF App;r;w;ed Accident ... I-.fr IWIF App
IJ IWIF Approved Accident ... I-.fr IWIF App
30 31
~ IWIF Approved Accident ... |+ 3
I ~ IWIF Approved Accident ... IJ Cllck the Mlnus
jcon to remove
the IWIF
Approved
Accident Leave
time off code-

Sunday, August 28, 2016

Select All 1 selected
1 item
| @ Sunday, August 28, 2016 IWIF Approved Accident Leave
e IWIF Approved Accident Leave [Timesheet)
In * | 10:00 PM
ut * | 12:00 AM
mment | Worker's Comp Leave

Cancel




Accident Leave Corrections

O

Scenario 2A: Accident Pay to Regular Leave

w Update the Timesheet

v New Time Off codes to use:
v Accident to Non-Accident Change
v Accident to Unpaid Time Off Change

1 item
o *Time Type Time Off Reason In Quit Out Reason Quantity Uni
@ ¥ Accident to Non = g| Hours
Accident Change (
Timesheet )
search
+ I & Time Off I EEEE————
FY
o Accident to Non
Accident Change ( I
« Tue, 8/1 Timesheet )
2 items Accident to Unpaid
Time Off Change (
Timesheet )
o Time Off Reason In Qut Qut Reason Quantity Uni




Accident Leave Corrections

O

Scenario 2A: Accident Pay to Regular Leave

W Adjust Leave Balance

v Take the leave balance amounts in Part 3
of the Worksheet from Step 1 sk
and enter the Appropriate Leave
Balance Adjustments

. Calculote what the leave
balance should be after the
adjustment has been made.

Sick
Annual
Personal
Other

Comp

Total Balance:




Accident Leave Corrections

O

Scenario 2A: Accident Pay to Regular Leave

W Run New Memo Report

»  Run new Workday Report: Memo Report — Accident to Non Accident Change

Report
~ Memo Report - Accident to Non Accident Change
 Organization SPMS
~Periods 10/26/2016 - 11/08/2016 (Bi-Weekly Regular)
Include Subordinaies
Employee 1D Hours Changed Already Payroll Period Regular Paid Hours Already Amount |Amount
from Accident to Paid Hourly Rate | Leave $ | Changed Paid State Owes | Employ
Paid Leave Hours| Accident $ Amount from Accident $ | Accidentto| ee
Amount (To Be | Accidentto | Amount - Regular | Owes -

Paid) Unpaid For Unpaid | Paid Leave |Acciden

Change |Conversion| tto
Unpaid
Leave

Convers

ion
W1111111 10 131.38 10/26/2016 - 19706438 197.06438 0 U( 55_58438) 0
11/08/2016 (Bi-

Weekly Regular)




Accident Leave Corrections

O

Scenario 2A: Accident Pay to Regular Leave

omm————
4

*Work with CPB first

Submit Payroll nput

Area Payroll Input Data+
Restrictions Reauired Requird ‘ Requird Optonl i Requree
Fommat ' Toi ' \l YYYYI-0D VYYD e fon | Eaming Cod
Fields ow 10" Batch 1D Ongoing Input Start Date' End Date Worker' Position Eaming
1 1 45788 n 2152018 /15/2016 W1088673 063203 REG-UNPD
2 1 55678 Y5t WIS O RETROAE
r3 'l 45788 n 2152015 /15/2016 W1088673 r[J63203 SALARY




Accident Leave Corrections

O

Scenario 2A: Accident Pay to Regular Leave

Update “IWIF Approved Accident” LOA event in Workday

v If the LOA event is in Workday, then it needs to be rescinded (submit a ticket to
the Workday ticketing system).

v 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 will have been paid twice.

1 item ﬁ Y m
. First
Leave . Actual Last Estimated
Last Day of First Day of Day
Leave of Absence Return Day of Last Day of
Work Leave Back at
Event Leave Leave
Work
Paid = IWIF Approved Q 08/21/2016 08/22/2016 08/31/2016 08/31/2016 09/01,/2016
Accident




Accident Leave Corrections

Scenario 2B: Regular Leave to Accident Pay

ammma

then complete Scenario Aand B.

Scenario A

Accident Pay Adjustment Worksheet

Scenario B

Instructions: Verify the current leave balance, and select one of the scenarios to complete the worksheet. If the adjustmentis a combination of paid and unpaid leave,

Scenario C

N

Accident Pay to Regular Leave

Accident Pay to Unpaid Leave

Regular Leave to Accident Pay

Use this column if the employee received Accident pay
lwhen it should have been Regular Leave.

Use this column to determine if any portion of the
Accident Pay should be unpaid leave of absence.

Use this column if the employee used Regular leave to|
cover the leave of absence when it should have been
Accident Pay.

Instructions: # of Hours Instructions: # of Hours Instructions: # of Hours
1. Enter the # of hours that were 1. Enter the # of hours that were 1. Enter the number of Regular
used for Accident Pay used for Accident Pay leave hours that were used. 40

2. Enter the current leave balance.

2. Verify the leave balance is zero.

2. Enter the cumrent leave
balance.

Sick Sick Sick|  g——
Annual Annual annual| (27104 )
Personal Personal Personal|  —
Other Other Other
Comp Comp Comp
Total Balance: Totol Balgnce: Total Bolance: 271.04
12a) If the Total Balance in 3. Totol Unpaid Leave .
Instruction #2 is less than the # of
|hours in Instruction #1, then enter
the difference here. This will be the
[ of hours that will be Unp aid
|Leave . Complete Scenario B.
2b) If the Total Balance is greater, then go to
Imstmcﬁ'on #3 below.
. Colculote what the leave 3. Colculote what the leave
alance should be after the balance should be after the
adjustment has been made. adjustment has been made.
Sick sikl 27N
Annual Annual \BII.DM
Personal Personal
Other Other
Comp Comp
Total Balance: Total Balance: 311.04
— = —

o

40 hours of
Regular leave
will be credite
back to the

employee




Accident Leave Corrections

o,

Scenario 2B: Regular Leave to Accident Pay

w Update the Time Off Calendar

Enter Time Off Leonard McCoy (W

< S Total: 8H
v Go to Time and Leave > Correct Time Off otab8fours | A
When Friday, July 29, 2016
Type * | % Regular ( Paid ) to =
’ Accident Change
Ch.ck on the Daily Quantity * ) ] -
Leave Public Health (Time
Regular Off Calendar)
ha’\'_ Unit of Time
t .
. C o Regular ( Paid ) to
COI'YeCte emment Accident Change
Salary Reduction
Recovery (Time Off
Calendar)
b = = = = = =0 Salarv Reduction
|./ Annual Leave (Tim... B |J Regular ( Paid ) to ..

E1

|/ Regular (Paid )to ... | Regular(Paid }to .. | Regular (Paid)to ...

—_




Accident Leave Corrections

o,

Scenario 2B: Regular Leave to Accident Pay

w Update the Timesheet

v New Time Off codes to use:
v Regular (Paid) to Accident Change
v Unpaid to Accident — Use IWIF Approved Accident Leave

o *Time Type

¥
@ ¥ Regular ( Paid ) to =
Accident Change

1 « Time Off




Accident Leave Corrections

o,

Scenario 2B: Regular Leave to Accident Pay

W Adjust Leave Balance

v Take the leave balance amounts in Part 3
of the Worksheet from Step 1 sk
and enter the Appropriate Leave

Balance AdJ uStmentS 3. Colculote what the leave balonce
should be after the adjustment has
been made.
Sick 25911
Annual 12341
Personal
Other 40
Comp
Total Balance: 42252




Accident Leave Corrections

o,

Scenario 2B: Regular Leave to Accident Pay

W Run New Memo Report

Run new Workday Report: Memo Report - Non Accident to Accident Change

' Memo Report - Non Accident to Accident Change

|Organization SPMS
|Periods 10/26/2016 - 11/08/2016 (Bi-Weekly Regular)10/12/2016 - 10/25/2016 (Bi-Weekly Regular)
Include Subordina Yes
Employee ID Hours Already Paid Payroll Period Accident $ Hours $ Amount For Amount
Changed Regular $ Amount | To |Changed from | Unpaid to Employee
from Amount Be Paid ) Unpaid to Accident Owes - Reg
Reqular to Accident Paid to
Accident Accident
/m
WW9999999 45 912.59 10/26/2016 - 11/08/2016 1216.780896 0 0 -304.190896

(Bi-Weekly Regular)




Accident Leave Corrections

O

Scenario 2B: Regular Leave to Accident Pay

omm————

4

*Work with CPB first

Submit Payroll nput
Mrea i Payroll Input Data+

Restrctions Required Requred

Required
Format Tot Toit ' Ml VYYY-MN0D

Optional Requres Optional
YYYAIMD

Employee D Posiion |0

Fields Spreadshest ey’ Row 10" Batch D Ongoing Input Start Date' End Date Worker Position Eaming' L
1 1 45788 n /152016 1/15/2016 W1088673 063203 REG-UNPD
) 1 5578 )5/t T (77 RETROAEG
r3 r1 45788 n )/15/2016 1/15/2016 W1088673 r063203 SALARY




Accident Leave Corrections

o,

Scenario 2B: Regular Leave to Accident Pay

Update “IWIF Approved Accident” LOA event in Workday

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

v'If another event needs to be rescinded (submit a ticket to the Workday
ticketing system).

v'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.
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Correction Steps:

Calculate the number of hours to convert: Use Worksheet

Update the Time Off Calendar

Update the Timesheet
Adjust Leave Balance |
After Timesheet -
Run New Memo Report adjustments ar€
approved and
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Update “IWIF Approved Accident” LOA event in Workday
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Finding Help:

Contact your agency’s HR Coordinator L P
+ Placing an employee on a LOA event

~ Calculating Leave hours to convert : \
Contact your agency’s time keeper. = HELP MEQ
v Correcting and Coding the time sheet with the appropriate time off code

v Adjusting Leave Balances

A "’,'1, 3
|
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Contact agency Payroll Partners
v Run new Memo reports
v Payroll Inputs

*Communication with HR, Managers, Timekeepers and Payroll is critical!
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Resources:

v Job Aids WWW.DBM.Maryland.Gov/SPS
v Reports: SPMS Workers on Leave
v View Leave Results for the employee

v View LOA information on the employee’s Worker Profile.

v Go to Time Off tab > Time Off and Leave Requests sub-tab for
the employee



http://www.dbm.maryland.gov/SPS

