Monthly/Biweekly Changes Form Instructions


This form is the method used by the department to indicate adjustments that need to be made by the payroll office to the current payroll.  In most cases, a PAF should already have been processed to support the change being made such as increases, promotions, terminations, etc…, however, the changes are not reflecting on WebTime.

Where is this form located?  It is not a University form, but one developed for use on this campus.  You can find the form on the HR WebPage http://www.umkc.edu/adminfinance/hr/UMKCForms.asp  If you are having difficulty printing the form, contact Diane or Sheila and a blank form can been sent as an attachment via email.

Examples - 

1. New employee started October 20th earning $2500.00 per month – how do I calculate partial month retroactive amount and report it on the Mon/Biw Changes Form?  
a. Divide monthly amount from PAF by the number of working days in the month to calculate daily rate.  
i. October 2003 has 23 working days.
b. Multiply daily rate by the number of days worked in month.
c. $2500.00 divided by 23 equals $108.69; multiply $108.69 by 10 days equals $1086.90.

2. Employee resigns November 14th – how do I calculate the amount due to the employee?
a. Divide monthly amount from PAF by the number of working days in the month (count holidays as working days) to calculate daily rate.
i. November 2003 has 20 working days.
b. Multiply daily rate by number of days worked in month.
c. $2500.00 divided by 20 equals $125.00 daily rate; multiply $125.00 by 10 days equals $1250.00.  This is the amount due to the employee.

3. Employee resigns with unused vacation balances – how do I pay lump sum vacation time?
a. Add a row to WebTime – indicate type of pay with LAV (Lump Sum Vacation) earns code; post unused vacation hours.  
b. If you miss WebTime – indicate Lump Sum Vacation hours with LAV earns code on the Mon/Biw Changes Form.

4. I need to dock an exempt employee for two days without pay – how do I reduce their pay?
a. Divide monthly amount from PAF by the number of working days in the month to calculate daily rate.   Multiply the daily rate by two days.
b. Complete the Mon/Biw Changes Form – Indicate REX	 along with a minus sign with the amount (-)  $???.??.

5. Biweekly employee receives increase but not paid on last check – how do I calculate and post the retroactive pay?
a. Determine difference in hourly rate by subtracting new rate from old rate; indicate the difference rate on form; post hours using either RRR (Retroactive Regular Rate) or ROR (Retroactive Overtime Rate).  Retroactive payments cannot be added to WebTime; you must complete the Mon/Biw Changes Form.

6. MoCode Changes can only be made by processing the PAF not as a fund change through payroll.  Do not submit the Mon/Biw Changes Form with MoCode changes.

7. Do Not use an Additional Pay Form when paying retroactive payments.  APFs are primarily used for supplemental appointments rather than primary appointments.  This form is not used to process changes to payrolls.


