Title: Overpayment — Recover an Overpayment

Overpayment — Recover an Overpayment PA30

Purpose

Trigger

Prerequisites

Use this procedure to recover an overpayment from an employee.
Perform this procedure when one of the following circumstances exists:

Employee was paid at the wrong level.

Part-time employee was paid as full-time.

You are processing retroactive leave without pay.
You are processing a retroactive termination.

Payroll was run with the incorrect pay.

A retroactive payroll was run with the corrections applied.
The amount of the overpayment is known.

The employee has provided approval to withhold money.

End User In order to perform this transaction you must be assigned the following role:
Roles Payroll Processor
Change History
Date Change Description
3/15/2012 User procedure created
Menu Path Human Resources - Personnel Management - Administration > HR

Transaction
Code

Master Data = Maintain

PA30
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The system may display three types of messages at various points in the process. The

Title: Overpayment — Recover an Overpayment

messages you see may differ from those shown on screen shots in this procedure. The types of
messages and responses are shown below:

Message Type

Description

Error

(X

Example: @ Make an entry in all required fields.

Action: Fix the problem(s) and then click & (Enter) to validate and proceed.

Warning

®

Action: If an action is required, perform the action. Otherwise, click

& (Enter) to validate and proceed.

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Confirmation

ﬂor&

Example: ﬁ Save your entries.

Action: Perform the required action to proceed.
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Scenario
An agency has ran the Payroll Simulation and identified an employee with an overpayment.
The employee has been notified over the overpayment of $122.

The employee has agreed to have $41 dollars per pay period for the next three pay periods.
$41.00 * 3 = $123

@Because, the final deduction is more than what the employees owes for their overpayment,
the final deduction will not process and cause a RPCIPE error # 6 (refer to Common RPCIPE
Errors). The agency will need to create a recurring payment for two pay periods and a onetime
recurring payment for the remaining balance.

Procedure

1.  Start the transaction using the above menu path or transaction code PA30.
|E7HE master data  Edit Goto  Extras  Utilities  Settings  System  Help
lg 1 0H @@ SHE Dnos BR @F
Maintain HR Master Data

Ql# A ]k 3]

‘ | I ‘E’ Personnel no.
Find by |
= @ Person
{H Collective search
B} search Term
{Hd Free search
Basic Personal Data Fayroll  Benefits . Time Recording  Addtl. Personal Data F/),
| I |V DY
""" Infotype text |s I |_| Periad
Actions [+]| | @Periad
_Orgamzatiunal Assignment Frorm TO
| |Persanal Data O Today O Currweek
| |Addresses Al O Current month
| [Planned Warking Time O From curr. date O Last week
| |Hasic Pay O Ta Current Date O Last month
_CDntraCt Elements QO Current Perind O Current Year
Family/Related Person =]
Direct selection
Infatype STy

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. | R The employee’s unique identifying number.
Example: 40000235
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http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/HRMSReports.aspx
http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSchedules/Pages/HRMSPayrollFinancialErrors.aspx
http://www.dop.wa.gov/payroll/HRMS/PayrollCalendarSchedules/Pages/HRMSPayrollFinancialErrors.aspx
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3. @ | N
Click (Enter) to validate the information.

4 Click the (LR3I (2 10 select.

5.

Click the box to the left of ||_|Hecurring Payments/Deductions , seject.

=
HE master data  Edit Goto  Extras  Litilities  Settings  Systern  Help
@ JH @@ CHE Do PR @m
Maintain HR Master Data
(012 ]l ] e ]|
[ IS [T [Fersonneing.  4o0e0za5] |
Find by | Marme PHILLIPS MICHAEL |
~ @ Person PersArea |1110| Dept of Personnel EEGroup . Civil Service Exempt
) coliective search | og oo os a03| Exempt EESubgroup [01 Monthiy(v) OT Exe.. Status  Active
B search Term
B Free search
Basic Personal Data Eﬁi Benefits { Tirne Recording { Addtl. Personal Data { F||| D=
[
""" Infotype text |S | |—| Period
Basic Pay o [2l|| ®Period
Securring Payments/Deductions: v - From | To |
Additional Payments W O Today QO Curr.week
| |Cost Distribution 14 QaAll QO Current month
| |Bank Details 14 CiFramm curr. date O Last week
| |Fxternal Transfers OTo Current Date O Last month
| |Payroll Status L O Current Period O Current Year
Fesidence Tax Area W = | Choose |
Wyork Tax Area =]
Direct selectian
Infotype |Recurring Payments/Deductio.. | STy

6.
Click IEI

(Create) to create a new record.
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=
| Infotype Edit Goto Ewxtras  System  Help
|& 240 Qe CHE D00 BRI @m
Create Recurring Payments/Deductions (0014)

BljE

I ||| I I |||: * | Personnel Mo, | 40000235 Mame |PHI LLIPS MICHAEL |
Find by | Persarea |1110(Dept of PErsonnel EEGroup . Civil Service Exempt
= G Person PSubarea 0B03 | Exempt EESubgroup . Monthiy(M) OT Exe.. Status  Active
i Collective search start l—Dl 20 |—|12;31 75599
i search Term

{Hl Free search

Recurring Payments/Deductions

WY T [
— D] R
Amount luso | ]
Number/unit | |
Agsignment Mumber |
Reason far Change [ ]

FPayment dates

Payment model

7.  Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Start Date R The date of the first payment.
This should be a date within the current pay period
Example: 2/1/2011
To Date R The last day of the final deduction pay period.
Example: 2/28/2011
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|Ejlnf0type Edit Goto Extras Systern Help

lg 1 IBIeee CHE Ton BFR O
Create Recurring Payments/Deductions (0014)
BB

| I I |||: * | Personnel No. | 40000235 Narne PHILLIPS MICHAEL

Find by || Persarea [1110| Dept of Personnel EEGroup |B| Civil Service Exempt

= @9 Persan PSubarea 0803 Exermpt EESubgroup [B1| Montrly(M) OT Exe.. Status  Active
[k} Cotiective search [[5- 2/1/2011 | o |2/28/2011 |
{Hl search Term

{Hl Free search

Recurring Payments/Deductions

I || ode Tvee

Amount usD
Mumberiunit

Assignment Murmber

Reason for Change

Payment dates
Payment model

In the Wage Type field, click on the (Matchcode) to open the selection list.

II@Wage Types for Infotype "Recurring Payments/Deductions” (1) 250 Entries found
| AT
=
ri nit‘d]i[#ﬂi@i iglai
WT [Wage Type Long Text [start Date |End Date
2058 Restore to ORS 01/01/1900 12/31/9935 [=]
12989 Arrears to treas wiH Def 01/01/1900 12/31/9995 [~]
f 2991 Excise Taxto DSHS 01/01/1900 12/31/3935 B
2994 Excise tax to Dept of Rey 01/01/1900 12/31/9995
43100 Apgency Reimbursement 01/01/1900 12/31/9923
3101 DE: Agency Reimbursment 01/01/1900 12/31/3993
3223 RepayPlan deduction | 01/01/1900 12/31/9995
3226 Cash Payment Ovrpmt Recov 11/16/2008 12/31/93399
3744 DE: DOL Aide Assn 01/01/1900 12/31/9995
3758 DEWWASH FED STATE EMP ... 01/01/1800 12/31/39593
3787 DBArrears payable to DRS 01/01/1900 12/31/9995
3788 DB:Restore to DRS 01/01/1900 12/31/9935
3789 DBArrs payable to Treasr 01/01/1900 12/31/3993
4501 WPEA Union Dues 1.25% 01/01/1900 12/31/9995
4502 Fisheries Patral ASSHN 01/01/1900 12/31/9995 ||
4503 Game Yarden Assn Fund 01/01/1900 12/31/9995
4504 Wash 5t hurses Assn 01/01/1900 12/31/3935 B
4505 WA Jutdges FDN-Nevins 01/01/1900 12/31/9995
4506 Wash Education Assn 01/01/1900 12/31/9935 |
4507 WFSE Non-Member Fee 1.07% 01/01/1900 12/31/9999 [+]
4508 SEIU. Dist. 1199 Wy 1.8% 01/01/1900 12/31/9999 (=]
280 Entries found [ [ |

Tip: Refer to Overpayment Recovery Wage Types spreadsheet for a list of all
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http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/Resources/Overpayment_Recovery_Wage_Types.xls
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wage types used for the recovery of an overpayment

Tip: Use your scroll bar on the Wage Type for Infotype Recurring Payments”to
select the correct wage type.

Tip: If you know the wage type number, you can key it into the Wage Type field.

9.
Click m

——(Copy) to return back to the Create Recurring Payments/Deductions (0014)

[Eg

Infotype  Edit Goto Extras  System  Help
& pdBICa&IEHEE ST O8 BRE @
Create Recurring Payments/Deductions (0014)
E[E
| || | | |||: * | Personnel No. | 40000235 Mame PHILLIFS MICHAEL
Find by | PersArea 1110 Dept of Personnel EEGroup |B | Civil Service Exempt
= @ Person PSubarea |0003 | Exempt EESubgroup |81 | Monthly{h) OT Exe.. Status  Active

[ callective search
[ search Term
[ Free search

Start 27142011 to 2/28/201

Recurring Payrments/Deductions
WWage Type 3223 @ |

[ [ KT

Amount 50
MUmBErunit

Assignment Mumber

Reason for Change

Payment dates
Payment model

10.
Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Amount R Enter the amount the employee has agreed to pay back per
period.
Example: 41

Payment @] The frequency of the payments

Model

@ Click on the (Matchcode) to display State of
Washington Payment Models.

WWADT  Bwvery Pay Period - Half Armount hl hnnthly
WaDZ2 25th Pay Period - Full Amournt i Morthly
WaADS  10th Pay Period - Full Amount Il hdonthly
WiaDd Ewvery Pay Period - Full Amt L semi-monthly
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@ Note: If this field is left blank, HRMS wiill

automatically default to WAO4- full amount each pay
period- yet will not display in the field.

Example: WAO04 — Every Pay Period — Full Amount.

11. Click =—_ (Enter) to validate entries.

=

| Infotype Edit Goto  Extras  Systern  Help

|e 290 a8 2HE anHn BRI QM
Create Recurring Payments/Deductions (0014)

|

I ||| I I |||:’ Personnel Mo, 40000235 Mame FHILLIFS MICHAEL
Find by | Persarea |1110| Dept of Personnel EEGroup E| Civil Service Exempt
= i Persan

PSuparea |BO03| Exempt EESubgroup [B1] Montnly(M) OT Exe..  Status  Active
M Collective search | 5yt 02/01/2011 [Bto  [02/28/2011

[ Search Term

[ Free search

Recurting Payments/Deductions

Wage Type 3223| RepayPlan deduction
I ER]
Armaunt A 4100 |UsSD Semi-monthly
Mumberfunit

Assignment Mumber
Reason for Change

Payment dates

Payment model WaDd |  Ewvery Pay Period - Full Amt

L]
12. Click l (Save) to save entries.

@ Wage type 3223 has a dynamic action attached to it. When the wage type is

saved, an Additional Payments Infotype (0015) record is created with the wage type
3224 (RePay Balance).
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=3
Infotype  Edit Goto  Extras  System  Help

& | 9B CaQ EHE D8 BE @M
Create Additional Payments (0015)

E{E|PE

Personnel No. 40000235 Mame \PHILLIPS MICHAEL |
PersArea Dept of Personnel EEGroup B Civil Service Exempt
PSubarea Exernpt EESubgroup 01| Monthly(M) OT Exe..  Status  Active
Additional Payments

Wage Type 224 [=) RePay balance

Amount | USD | | Ind.val.

Number/unit | | |

Date of arigin 02/01/2011)

Default Date N

Assignment Mumber |

Reason for Change ]

13. Inthe Amount field, enter the total amount of the overpayment.

14. Click IE (Enter) to validate entries.

=4
Infotype Edit Goto  Extras  System  Help

& IR e@EQ BHE ODo0 BE @
Create Additional Payments (0015)

[E1{E PR

Personnel Mo. 40000235 Name |PHILLIPS MICHAEL |

PersArea -'1119 Dept of Personne EEGroup . Civil Service Exempt
PSubarea (0003 | Exempt EESubgroup (01 | Monthiy(M) OT Exe.. Status  Active

Additional Payments

Wage Type 13224 [4) RePay balance

| Amount 122.00 |UsD | |Indwal.
Numbersunit | |
Date of origin 02/81/2011 )
Default Date [ |

Assignment Mumber |
Reasan far Change [ ]
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15. Click l (Save) to save entries.

0 For the final deduction, the agency will need to create an additional Recurring Payment using the
next pay period dates.

For this example, the start for the additional Recurring Payment would be 3/01/2011 to 3/15/2011 (last
day of final deduction pay period). A Wage Type 3224 (RePay Balance) will not need to be created as the
final payment will deduct from the original balance.

Results

You have successfully created a payment plan for the employee to pay back the overpayment.

Comments

None.
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