Payroll Adjustment Request

[bookmark: _GoBack]Synopsis
This standard operating procedure (SOP) describes the steps needed in order to process a payroll adjustment. 

Systems Needed:
Email
Excel

Internal Departments Impacted:
Payroll
Employees


	
1. Payroll adjustment request are for employees that need an update or correction to their pay.

 
2. Payroll adjustment request are received through email from:
· Human Resources
· Direct Manager of the employee 
· Direct Managers manager
· Payroll Manager(s)


3. The email should include:
· Employee name
· Reason for the adjustment 
· Date of when the error accrued 
· Total hours or dollars to be paid 
· Any additional supporting documentation 


4. Print the email for back-up and add it to the correct payroll folder for the date when you will make the adjustment/payment.


5. Access excel:
[image: ]


6. Click the payroll folder that you will be making the adjustment/payment
 [image: ]
7. Add to the adjustment spreadsheet:
· Name: employees name that will be adjusted
· Adj Type: payroll type.. REG, OT, Deduction, Benefits
· Addt’l Total Hours: total hours to adjust
· Total Amount: dollar amount of the adjustment
· Amount Per Pay: if the adjustment is for more than one pay
· # of Pay Period: amount of pay periods the adjustment needs to be adjusted
· End Date: pay period that the adjustment is to end
· Notes: reason for the adjustment 
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Once you entered the information save the adjustments spreadsheet. Use this spreadsheet the day of payroll is run and enter the information into Payroll Pay Grid. Follow the SOP for the payroll you need.
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Lincoln University
Bi-weekly Pay - Adjustment Worksheet
Paydate: 05/25/19
Pay Period: 05/05/19 to 05/18/19

‘Addtl Total | Amount ot
Name - |AdjType  -| TotalHours -| Amount - | perPay! - | PayPerioc- | EndDate - Notes -
Doe, John_|OT 8.00]  280.00| 1 5/25/2019 _[5.0Ths aue, permanager e is o e pafor4/13/13 ave o e i ot ener ours on timesheet
Smith, Jame|REG 15.00) 375.00] 1 5/25/2019 |15 REG hrs due, ee did not enter hours on timesheet
COMPUTE POSSIBLE CLERICAL SHIFT DIFFERENTIAL (Shift start before 7:00am or after 1:30pm) **(-1333 x hourly rate) x shift hours™*

Work schudule 1333 x hourly rd shift hours | _shift diff. “CALCbyHRSnotDollar Amton Paycheck

M-F Employeel L 3.0392] 50.00]

Wrks every Sa{Employee2 27486 $0.00

SunThur__[Employee3 3099 $0.00

voF Employeed 2.7646] $0.00

Total 0.00]
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