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 Employee Information Module 

 HRIS Time Reporting 

 HRIS Warrant Information Module 

 P-1’s and Miscellaneous 

 Taxable Benefits & Deductions 

 Pay/Pay Corrections & Rewrites 

 Payroll Accounting & Wage Reporting 

 Federal & State W-4 Forms-Flat Tax-W-2 & Duplicate Warrants 

 Automatic (Direct) Deposits & Credit Union Deductions 

 HRIS Availability & Payroll Calendar 

 I/3 Data Warehouse 

 Sick Leave Incentive Program (SLIP) 

 Payroll Header Files 

 HRIS Position Control 
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Main Employee Information Screen 

 Key Information – Includes Name, Social Security Number, Employee Number 

 Position Information – Includes Position Number, Cost Center, Class Title, and the 
type of position (i.e., full-time, part-time, contract covered, etc. 

 Payroll Information – Includes pay grade, pay plan, and other pay information. 

৹ HR WK field – If fulltime needs 
to be 40, if part time needs to 
be less than 40. 
 

৹ To change, key P-1 type 289 
Mon Thru Fri Work 
Week/Hours Per Week. 
 

৹ If employee goes from PT to FT 
need to  remember to change 
this field. 
 

৹ ACA implications if coded PT 
and working FT. 
 

৹ Holiday proration on timesheet 
based on HR WK field.  
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Selection Screen 

 By typing “?”  in the header action field, you will see a list of additional screens 
attached to the Employee Information Module 

 PF7 or PF8 to scroll forward or backward to see all choices 
 

 
 From the main (EI) 

Employee 
Information screen, 
type the 
corresponding letter 
in the header action 
field to open the 
additional screen. 
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Current Pay 

Current Pay Screen (C) – This screen will show you any one time pays the employee 
will be paid for the current pay period.  These one time pays are put into the 
employee record via a P-1 and are zeroed out automatically when the pay period 
closes. 
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Special Pay 

Special Pay Screen (SP) – This screen will show you any reoccurring pays the 
employee has in their record. These pays are put into the employee record via a P-1.  
These pays will continue every pay period until another P-1 is keyed to stop them. 
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Position Detail 

Position Detail Screen (O)  - This screen allows you to access additional screens.  The 
most common are: 

  Span of Control (P) – See separate manual for instructions on how to change Span 
of Control 

  Pay Distributions (PD) 

  Class (CL) 

  Pay Matrix (X) 

  M-5’s (M5) 
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Address 

By typing a “Z” in the header action field, you can see the employee’s current home 
and work address. 
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Personnel 

By typing “P” in the header action field you will be able to see dates for the 
employee, including: 

 Employed date 

 Vacation date 

 Seniority date 

 Leadworker expir date 

 Leave date 

 Term date 
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Performance  

By typing PE in the header action field, that will take you to the Performance Rating 
screen.  This screen must be current  or the employee will not be able to receive 
their merit increase. 
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Dollars/Hours  

 

By typing a D1 to D13 in the header action field, you will be able to access multiple 
screens for Dollars & Hours.  Some of the screens available include: 

 Taxes 

 Earnings 

 Hours and balances 

 Retirement earnings and deductions 

 The screens you will use the most will be the D7 to obtain sick/vacation/comp 
time balances & D9 for FY comp hours paid, family care leave balance, and IUP 
Personal leave balance. 
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Voluntary Deductions 

By typing a V1 to 10 in the header action field, you will be able to access multiple 
screens Voluntary Deductions.  Some of the screens available include: 

 Health/Dental/Life Insurance codes 

 Pretax flag 

 Credit union 

 Flex health & dependent care 

 Deferred comp 

 One Gift 

 Miscellaneous deductions (AFLAC, NTA, Eyemed, Avesis etc.) 
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Timesheets 

By typing T in the header action field, you can access the timesheets as well as write 
a timesheet for the employee (you will not see any timesheet entries if employee is 
on PAYN). 
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P-1s 

By typing “P1” in the header action field, you will be able to access and quick write P-
1s for an employee. 
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Gross to Net Calculator 

By typing “GN” in the header action field, you can pull up the employees Gross-to-Net 
Calculator.  
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The HRIS Gross to Net calculator will allow the HRA or the employee to see the impact 
of: 

 Adjusting tax withholdings on Federal or State W-4 forms 

 Pay increases 

 Deferred comp deduction changes  

 Taxable Benefits (both State and Federal) 

 Payouts 

 

The Gross to Net calculator is very helpful when a employee is retiring/terminating and 
would like to defer a large portion of their payout to their deferred comp account.    

 

Deferred comp deductions do not reduce FICA covered wages.  Please refer to the 
Gross To Net Calculator Manual for more detailed instructions on how to use this tool. 
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Default Timesheet 

The default timesheet drives how the timesheet will be written each pay period.  The default is 
very important during pay period in which a holiday falls for Department Directors/Appointed,  
part time employees and employees that work mandatory schedules.   

To access the default timesheet type D in the header action field from the timesheet. 
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Mon-Fri Week Flag 

 Yes – This flag should be set to YES if the employee always works M-F.  

 No – This flag should be set to NO if the employee does not typically work a M-F 
week.   

 This flag can be changed by keying a P-1 #289 

 

Mandatory Schedule Flag 

 Typically is set to NO.  It should only be set to YES if management directs the 
employee to work certain hours (eg. 4 - 10 hr. days) 

 If this flag is set to NO and the default is set to 4 – 10 hr. days, in the week of a 
holiday, the timesheet will change back to 5 – 8 hr. days. 

 Department Directors/Appointed should have the mandatory schedule flag set to 
YES, and all days on their default timesheet (including weekends). 

 This flag can be changed at anytime from the default. 
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Exploding the day 

You can explode each day by typing an “X” on any  day on the timesheet. This will 
allow you to enter multiple time types for a day.  
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Results: 
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Selection List 

Another way to select time types is to enter “S” on any day of the timesheet. 

This will pull up a listing of the available time types.  Once the time type is found, 
enter “S” in the line and PF12 back to the timesheet 
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Results: 
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Hours/Balances 

By typing “TO” on the header action field of the timesheet, you can access the employee’s 
vacation/sick/comp balances.  

It will show you leave taken and comp time earned, but it will not show you sick/vacation 
accruals that will be earned for the pay period.  
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By typing “HS” you can see a summary of hours for the current pay period. 
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Work Reporting 

If your employee use work reporting, the work reporting screen can be accessed by 
typing “WR” in the header action field on the timesheet.  

 Hours on work 

 reporting should not  

Include any time off. 
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Work Reporting cont. 

 From the work report screen, by typing “D” you can access the default work 
report.  Just like the timesheet default, you can set up an employees work report 
to populate the projects each pay period. 
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Miscellaneous: 

 Hours missed in a prior pay period can be paid on the time sheet using time type 500. If 
the hours would cause overtime , then they must be paid on a P-1 #846 in the regular 
other pay line. 

◦ If using time type 500, you may also need to key a leave balance correction P-1 #271 to 
make up missed accruals. 

◦ If there are less than 80 hours on the timesheet, it will give accruals up to 80 hours. In 
this case, there is no need to key in a leave balance correction P-1 #271.  

 Comp time that is paid out in a lump sum should be paid using time type 600, up to max 
240 hours in the Fiscal Year. Any comp time paid out in excess of 240 hours in the FY 
should be paid using time type 601. 

 It is very important for FMLA reporting purposes, that is an employee is out on military 
leave, you continue to create a time sheet and enter MLWOP hours.  Since they are (or 
should be) in a leave code, a time sheet will not automatically create and you will need to 
remember to create one each pay period.  
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D3313261   ACT: _     +---- PAYROLL TIME SHEET ----+------- APPROVED BY ------+ 

                       |   SMITH, JOHN              | EMPL SUPR PROC           | 

+WK  REG    OVT   HOLI |FOR 10/23/20XX - 11/05/20XX | YES  YES  YES            | 

|1  40.00   6.00  0.00 |TIME SHEET:  6-446329       | PROCESSED                | 

|2  40.00   6.50  0.00 |COST CENT : 005-410015      | PROOFREAD: YES           | 

+----------------------+----------------------------+--------------------------+ 

 REMARKS:                                                      PAGE 0001 OF 0001 

 TS61006I  USE ACTION "W" TO VIEW WARNINGS                                       

ACT  HOURS ---- TYPE OF TIME ----   ----DATE----       ------ MESSAGE ---------- 

 _    8.00  010 - REGULAR TIME     FRI 10/23/20XX                                

 _    2.00  020 - OVERTIME PAY     SUN 10/25/20XX                                

 _    8.00  010 - REGULAR TIME     MON 10/26/20XX                                

 _    2.00  020 - OVERTIME PAY     MON 10/26/20XX                                

 _    8.00  010 - REGULAR TIME     TUE 10/27/20XX                                

 _    2.00  020 – OVERTIME PAY     TUE 10/27/20XX                                

 _    8.00  010 - REGULAR TIME     WED 10/28/20XX                                

 _    8.00  010 - REGULAR TIME     THU 10/29/20XX                            

            === >  WEEK TWO  < ===                                

 _    8.00  010 - REGULAR TIME     FRI 10/30/20XX 

 _    2.50  020 – OVERTIME PAY     SUN 11/01/20XX                                      

 _    8.00  010 - REGULAR TIME     MON 11/02/20XX                                

 _    2.50  020 - OVERTIME PAY     MON 11/02/20XX                                

 _    8.00  010 - REGULAR TIME     TUE 11/03/20XX 

 _    1.50  030 – COMP TIME EARNED TUE 11/03/20XX                                                               

 _    8.00  010 - REGULAR TIME     WED 11/04/20XX                                

 _    8.00  010 – REGULAR TIME     THU 11/05/20XX                                

 ? ACTION HELP PF7 BKWD PF8 FWD   PF9 HELP PF10 PF KEYS PF12 RETURN CLEAR EXIT   

THIS IS AN 

EXAMPLE OF THE 

INCORRECT WAY 

TO ENTER TIME 

 

The employee must enter all hours worked as time type 010 Regular Time.  Do 
not enter overtime hours as time type 020, overtime, on a day when hours are 
worked over what is scheduled. 

 
Overtime is not earned based on a daily schedule, but earned after working 40 

hours in a week. 
 
You should NOT be manually entering comp time and/or overtime hours on each 

individual day.  
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If there is overtime on the time sheet and any part of that week is changed to 
any type of leave time (sick/vac, family care etc.), you should change any over 
time back to regular time and re proof the time sheet.  
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You will need to change the overtime hours back to regular 
time and let the system or calculate the Overtime for you. 



 

Did the employee work extra during the week of a holiday?  
Employees must actually work more than 40 hours in the week of 
a holiday before they are eligible for overtime.  The holiday 
entitlement (time type 250) no longer counts towards overtime.  
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Incorrect Correct 



 
Part time employees and 
holiday 

Typically a part time employee  
should not be receiving a full 8 
hours of holiday pay during the 
week of a holiday.  Holiday pay is 
prorated, based on the number 
of hours worked in the current 
pay period plus the number of 
hours scheduled on the day of 
the holiday per the default 
timesheet.  
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Hours 

actually 

worked 

Hours 

scheduled 

on the 

holiday per 

the default 

timesheet 

10 
Hours of 

holiday 
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What is 
wrong 
with this 
time 
sheet? 
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What is 
wrong with  
this  
time sheet? 



37 

What is 
wrong 
with this 
time 
sheet? 
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What is 
wrong 
with this 
time 
sheet? 
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Main Page 

The main page of the HRIS Payroll warrant gives summary information for the current 
pay period.  

 When an employee terminates and cannot access the online warrant system, you 
can print this page off and send to the employee. 

 If the warrant number starts with XX-11XXXXXX then it went EFT. If the warrant 
number  starts with XX-01XXXXXX then it was a paper payroll warrant. 

 The warrant date  shown will be the day payroll was written - not the actual day 
the employee receives their pay (official pay day).  
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Page 1- 
Main Page –  
Payroll Warrant  
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Page 2- 
Main Page –  
Payroll Warrant  
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Wages/Deductions/Hours Detail 

For more detailed information for the current pay period, use the “Lines” screens 
from the main page of the payroll warrant.  To enter the Line Details for a Warrant, 
put a “L” in the header action field of the main page of the payroll warrant.   

 

The first screen that opens after typing the “L” is the Line Detail for a Warrant – 
Wages screen.  You can also see the following screens by typing the respective letter 
in the header action field.  

 “D” will give you the details for the deductions taken for the current pay period.  

 “H” will you the details on the hours for the current pay period.  

 PF7 and PF8 will allow you to scroll between pages for the employee, when in any 
of the line details screens. 
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Page 1 of  
Line Detail for a 
Warrant - Wages 
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By typing ‘H’ you 
will see detail of 
the hours  
 
Page 1 of  
Line Detail for a 
Warrant - Hours  
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By typing ‘D’ you 
will see detail of 
the deductions. 
 
Page 1 of Line 
Detail for a 
Warrant - 
Deductions  
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Snapshot 

 For more detailed year to date information use the “Snapshot” screens.  To view 
the snapshot screens, type a “S” in the header action field from the main page of 
the payroll warrant.   All year to date and balance information on these screens 
reflect data as of the date the warrant was written.   

 

 If you get Verification of Earnings request for an employee that asks for you to 
confirm gross earnings, you can use the Warrant Information Module, Snapshot 
view, and PF8 to the third page.    

 

 Remember many employee deductions are confidential, as well as net pay.  Gross 
pay is public information.   

 

 PF1 and PF2 will allow you to scroll from one pay period to the next. 
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F8 to page thru 
all of the 
snapshot 
screens. (there 
are 8 pages) 
 
Page 3 of Photo 
Record for a 
Warrant  
Snapshot Screen 
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 If a warrant is cancelled, you will see a cancel flag of ‘1’ and the 
cancel date 

 If an employee is paid in rewrites, there will be a warrant flag of 
‘Rewrites’ 

 If an employee has a Insurance refund there will be a warrant flag of 
‘Ins Refund’ 
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Miscellaneous: 

 If the employee says they did not receive their payroll warrant, and the warrant was EFT, 
tell them to talk to the ACH department at their bank and usually the bank will be able 
to take care of it. 

 If employee’s pay went EFT and their account is closed, the employee will have to wait 
until Centralized Payroll receives notice from the Treasurers Office before reissuing the 
check. 

 You can find more information in the Warrant Information Manual located on the DAS-
SAE Centralized Payroll website. 

 

Online Warrants -  https://www.egov.state.ia.us/warrants/warrantProcessorServlet 

 Online Warrant website availability coincides with HRIS system availability.  When HRIS 
is down, employees will not be able to login to Online Warrant website. 

 Employees should review the information in the News screen when logging into the 
Online Warrants system.  There is also a ‘History’ link, which shows Warrant details for 
prior pay periods. 

 DAS-SAE will send an email notice to HRA’s with updated ‘News’ screen information. 
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 Each pay period, HRIS timesheets & P-1s should be keyed, reviewed and fully approved by 
agencies as soon as possible.  Make sure to submit followup P-1 documentation and related 
correspondence to DAS approvers right away. 

 

 DAS approvers (HRE and SAE staff) also need time to review P-1 documentation/remarks and 
approve P-1 calculations at CERT, COMP and PAYL levels.   The goal is to have all HRIS transactions 
fully processed on HRIS before the Preliminary Payroll Journal runs on Mondays. 

 

 HRA’s should review the Preliminary Payroll Journal to ensure the employee’s pay and 
deductions are as expected, especially if deferred compensation is involved.  All employees that 
have any changes on HRIS, or any special P-1s processed for the pay period should be reviewed.  
This will help to avoid a Cancel/Rewrite on an employee.   

 

 DAS also reviews 075N430 Warning/Error reports that sometimes identify problems with 
employee pay or deductions, prior to Tuesday payroll processing cutoff.  HRE and SAE staff will 
send emails to HRA’s as needed. 

52 



 The HRA must still obtain a signature on the Payroll Authorization page of the Final Payroll 
Journal that runs on Tuesday night.  This is kept in the individual department for audit purposes.  
Authorized signatures must also be obtained for Rewrites and Vacation Payout Warrants.  

 Documentation/emails from HRA’s should be sent to the P-1 approvers below:   

৹ BENE = DAS-HRE Benefits Team 

৹ Kelley Hall-Health/Dental 

৹ Krissy Estabrooks - Life/LTD/Leave 

৹ Jenny Sandusky and Christi Patterson  -Deferred Comp, Pretax P-1s 

৹ DOM = Department of Management/Budget Analyst (for M-5 processing) 

৹ HR = DAS-HRE Personnel Officer  

৹ CERT/COMP = DAS-HRE Pre-Audit staff 

৹ PAYL = DAS-SAE Centralized Payroll 
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Commute Miles Pay – P-1 type 315  

 IRS requires that employers report the added value of a taxable fringe benefit for an employee who 
has a State owned vehicle and is commuting to/from work and home.  See DAS-SAE Travel policy 
#210.130.  IRS income tables show income as $1.50 per one-way trip. 

 Commute miles $$ entered will stay in EI record each pay period until another P-1 is written to zero 
the amount. Pay is shown on pay stub as ‘maintenance’ pay. A ‘maintenance’ deduction for the same 
amount is also reflected.  Result =  Net Pay is not impacted.   

 

Tuition Reimbursement > $5,250.00 per Calendar Year is taxable – Amounts are paid on P-1 type 844 

 TP documents are normally keyed on I/3 Financial to pay up to $5,250.00 reimbursement per calendar 
year. Always refer to DAS-SAE Accounting policy #220.150 – Educational Financial Assistance.  
Employee Educational Financial Assistance from agencies must first be pre-approved by DAS. 

 Once an employee reaches the maximum calendar year non-taxable threshold of $5,250.00, additional 
reimbursement amounts are taxable as income.  Wages must be paid via HRIS.  Enter amounts on P-1 
type 844 – as Income n/s to Retirement. 

 Send copies of TP/documentation to Centralized Payroll for P-1 approvals (PAYL). 
 

Move Pay – Paid on P-1 type 844 

 If Move pay is due to an employee, the amount is paid on HRIS so that the income is reported & taxed.  
Agency Finance staff and Daily Processing team work together to Pre-audit the paperwork.  Copies of 
the audited Relocation Expense Recap form(s) are required by SAE for P-1 approval.  
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Non-State Sponsored Deductions - Automatic Payroll Deduction (APD) program: 

 

 A participating vendor must have 500 enrollees before the APD program will begin.  Current vendors that 
are participating in the automatic payroll deduction program include: 

৹  AFLAC, Washington National/Conseco, Natl Teachers Association, New York Life 

৹ Two Rivers (Eyemed and Avesis) 
 

 Key P1 type 375 to start, stop or change misc insurance or professional dues deductions, after you receive 
authorization from the employee.  Keep the authorization in the Personnel file. It is the employee’s 
responsibility to notify the HRA when to start and/or stop a deduction for a vendor through the automatic 
payroll deduction program. 

 

 If an employee does not have enough net pay to cover a miscellaneous deduction, the employee must 
work directly with the vendor/company directly to make up any missed payments. 
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Monthly Refund Warrants:  Insurance Refunds and IPERS Contributions 

 

 Centralized Payroll will run 2 off-cycle pay runs each month, usually during Rewrites week.  Regular Pay 
Warrants and Payroll Journals will be sent to the HRA, for:  

 

 Insurance Refunds:  The refund and billing adjustment paperwork is processed and pre-audited through 
Sandy Mezera.  If insurance deductions were collected as pre-tax, then the refund amounts will be treated 
as taxable Federal/State/FICA wages.  State shares are also returned to the agency as part of this process. 

 

 IPERS Contrib Refunds to less than 6 month employees:  Contribution refund amounts are treated as 
taxable Federal/State wages, since the deductions were originally collected as pre-tax.  State shares are 
also returned to the agency as part of this process.  SAE will makes IPERS adjustments to zero covered 
wages. 
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Pre-tax Deductions 

 If the employee’s pre-tax indicator code = Y, then deductions collected or health/dental/life will 
reduce the employee’s taxable Federal, State and FICA wage calculations. 

 Flex health and Flex dependent care deductions are always pre-tax.  Flex deductions will reduce an 
employee’s taxable Federal, State and FICA wage calculations. 

 IPERS and other Retirement contribution deductions will reduce Federal and State taxable wage 
calculations only (not FICA).   

 Pre-Tax Deferred Comp deductions will reduce Federal and State wage calculations only (not FICA). 
This is important for employees who ‘bump up’ their deferred comp deduct amounts to offset for a 
lump sum payment or payout at time of termination.  You must allow for 7.65% FICA tax collections. 

 

Post-tax Deductions – no impact to an employee’s taxable Federal, State and FICA wages 

 Garnishment & Wage Assignment collections, One Gift, Credit Union, Roth Deferred Comp 

 Misc Insurance (AFLAC, Natl Teachers Assoc, NY Life, Conseco, Vision plan deductions, etc.) 

 

Priority on Deductions 

 Refer to HRIS Gross To Net manual for order on priority of deductions.  For employees who don’t 
have gross pay sufficient to cover all deductions, once a deduction amount cannot be collected and 
is skipped, all other deductions with a lower priority are automatically skipped as well 

 

 If certain deduction errors occur, and if DAS is notified right away, we’ll need to fix the problem 
moving forward, and its possible that DAS can also ‘hold’ those funds and issue a regular warrant to 
return funds back to the employee.  Contact Centralized Payroll for more information. 
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Federal and State Taxable Benefits 

 The IRS requires that employers report the added value of taxable fringe benefits for an 
employee who has a taxable domestic partner or dependent children over age 26, unmarried 
and FT student  enrolled in health/dental insurance coverage. 

 DAS-HRE Benefits requires documentation and/or affidavits be submitted from employees to 
affirm that a taxable benefit exists or has stopped.  Work with DAS-HRE Benefits team to get 
necessary forms completed, so that P1s can be audited and approved in a timely manner. 

 Automatic P-1s are not created by IowaBenefits to record these amounts.  HRA’s must manually 
key P-1 entries. 

 P-1 type 300-Taxable Fringe Benefit is keyed to set up and record the monthly imputed income 
amounts.   

 If an employee drops coverage on the domestic partner or dependent children over age 26, 
unmarried and FT student  a P-1 type 301-Taxable Fringe Benefit Cancel must be manually 
keyed.  Automatic P-1s are not created by Iowa Benefits if the fringe benefits are to be stopped. 
Failure to stop taxable benefits in a timely manner may result in W-2 adjustments that need 
keyed by SAE. 

 Monthly imputed taxable income amounts are calculated each new calendar year by DAS-HRE 
Benefits and published on  the DAS-HRE website.  Refer to the DAS-HRE-Benefits web page 
form, called 20XX Added Value Tax Table. 
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 Taxable benefits processing occurs in the same pay period that Health/Dental 
State Share insurance charges are collected.  See example below: 

 

৹ Employee has one taxable dependent on their Health and Delta Dental plans. 

৹ The added value for health $347.54 + Delta Dental $20.92 = $368.46 total 
monthly fringe benefit 

৹ Taxable Federal, State and FICA Income of $368.46 is recognized and taxed 
monthly.   

৹ Using a 15% sample Federal/State/FICA tax rate, the employee will have $55.27 
additional tax withholding collected on their paycheck for that applicable pay 
period. 

৹ Applicable amounts are updated to employee wage and withholding totals 
tracked on HRIS, which impacts W-2 reporting. 

৹ The employee DOES NOT have a deduction of $368.46 collected from their 
paycheck once per month.  The employee is ‘taxed’ on $368.46 of income each 
month. 
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Sample P-1 entry: 

 Identify all taxable dependents in 
P1 remarks. 
 

 Employee needs informed about 
the impact to their taxable wages 
being calculated and reported. 
 

 Timing is critical! Don’t fall behind 
in starting/stopping taxable 
benefits processing.  If timing is off, 
any catchup amts may need 
processed on P1s.  Otherwise DAS-
SAE may need to key wage adj to fix 
W-2 income totals. 
 

 Document specific plan(s) that are 
impacted by taxable dependent 
enrollment:  Health/Dental/Both 
 

 DAS-HRE provides added value tax 
tables each calendar year. Amounts 
need to be updated  on P-1s. 

 

 

D3325063 ACT: _    REPORT OF PERSONNEL ACTION (P-1)  | ------- P-1 TYPE ----

--  

PRINTER:                 SAMPLE EMPLOYEE  .        300 TAXABLE FRINGE BENFIT   

-- P-1 STATUS --   P-1 NUMBER ........: 2343153      | ----- APPROVED BY ---

--- 

   PROCESSED       EFFECTIVE DATE ....: 05/20/2016   | PA   BENE PAYL PROC      

 OPTIONAL REMARKS* INITIATED BY ......: 405-100001   | YES  YES  YES  YES       

220                                                  |                          

REMARKS: 1 TXBLE DEP: AFSCME BLUE ACCESS + DENTAL    |                          

P160005I USE ACTION "R" TO VIEW ADDITIONAL REMARKS ABOUT THIS P-1               

---------------- F R O M ---- ---- D E S C ---- ---- T O ------- PAGE  2 OF    

                              |               |                                 

                              |               |                                 

                         0.00 |FED TAXABLE    |   368.46                        

                         0.00 |STATE TAXABLE  |   368.46  

D3449615  ACTION: _        PERSONNEL ACTIONS (P-1S)          PAGE: 0001                                        

             REMARKS                                  

                                                                             

EMPLOYEE HAS BEEN NOTIFIED OF THE TAX CONSEQUENCES IMPACT TO THEIR           

TAXBL WAGES AS A RESULT OF ADDING 1 TXBL DEPENDENT TO INSURANCE ENROLLMENT    

EFFECTIVE XX/XX/XX 

                                                                             

AFSCME BLUE ACCESS =  $347.54                                                

DENTAL =                20.92                                                

_________________________________                                            

                      $368.46 = MONTHLY IMPUTED INCOME                                               

                                                                             

HEALTH & DENTAL TAXABLE DEPENDENT NAME = XXXXXX 

 

DAS-HRE HAS RCVD A COPY OF AFFIDAVIT FOR ONE DEPENDENT, XXXXXXXXXXXXX    

AFSCME BLUE ACCESS AND DENTAL, TOTAL OF $368.46, IA BENEFITS HAS     

BEEN NOTATED, PER C.ARREOLA  XX/XX/XX  
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Standby Pay  

If the employee has standby pay, that amount must be calculated first using the rates 
applicable in the collective bargaining agreement.  

Pays used to compute hourly rate of pay for Standby Pay:  

Biweekly Base Pay  

+ Special Duty Pay  

+ Lead worker Pay  

+ Extra Duty Pay  

+ Education Differential Pay  

+ Longevity Pay  

+ SPOC/DNR 4% Premium Pay  

+ SPOC Premium Pay  

+ Shift Differential Pay  

+ Med Passer Pay  

Total / 80= Standby hourly rate for the applicable pay period 
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Calculating hourly rate:    There are different pay types to include to compute the hourly 
rate of pay for Comp Time, Holiday Comp Time, Banked Holiday Pay, Callback, Sick Leave 
Payout upon Retirement, Terminal Leave Pay and Overtime (OT rate is either 0, 1or 1.5 based on 

the employee’s job class code): 

Three (3) PP rule applies:  Include the amounts below in the calculation of the employee’s hourly rate 
only if the pay types have been in place for at least (3) pay periods. 

Biweekly Base Pay  

+ Standby Pay (Average of last 6 pay periods for sick and vacation payouts) 

+ Special Duty Pay  

+ Lead worker Pay  

+ Extra Duty Pay  

+ Education Differential Pay  

+ Longevity Pay  

+ SPOC/DNR 4% Premium Pay  

+ SPOC Premium Pay  

+ Shift Differential Pay  

+ Med Passer Pay (Average of last 6 pay periods for sick and vacation payouts) 

=   Total / 80 = Hourly Regular Rate of Pay  
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Employee wage under-payment errors should be handled through payroll processing.  

 For missed Regular hours to be paid: 

◦ Send to rewrites OR 

◦ Enter time type 500-Prior Pay Period Hrs on HRIS timesheet on the following pay period. 

◦  If missed prior pay period hours are to be treated as Overtime pay, then P-1 type 846 should be keyed 
to pay wages instead.  

◦ A P-1 type 271-Leave Balance Correction will also be needed to restore missed sick/vacation accruals. If 
the employee does not have a full 80 hours worked on the timesheet that time type 500 is used, the 
leave balance correction may not be needed as the system will figure accruals on prior pay period 
hours, up to a total of 80 hrs. 

 

Employee wage over-payment errors should be recovered through payroll processing as well.  

 Employees cannot be allowed to write a check to repay overpaid wages back to their department, because 
the employee’s year to date W-2 and retirement covered wage totals will not be properly updated in HRIS 
unless payroll action is taken.  

 A cancel/rewrite is usually the best option to fix the overpayment because of taxable wage reporting. 

 Overpaid wages typically can to be recouped on P-1 type 846-Cat/Other Pay.  You will record a negative 
amount on Regular Other Pay line.  Use detailed remarks: dates, hours overpaid, show math calculations, 
other relevant information. 

 Also key P-1 type 271-Leave Balance Correction to recoup over-earned sick/vacation accruals, if applicable. 

65 



Cancels/Rewrites 

 HRAs should be reviewing the Preliminary Payroll Journal on the I/3 HR/Payroll Data 
Warehouse on Tuesday mornings for payment errors or missed employees and make final 
corrections before final payroll runs Tuesday night. 

 On Wednesday of pay week, HRAs should review the Final Payroll Journal for payment 
errors or employees missed. 

 Should a  payment error be identified and/or an employee missed, they should notify DAS-
SAE Centralized Payroll ASAP . 

 If DAS-SAE Centralized Payroll is notified by noon on Wednesday of pay week, and the 
employee is paid by EFT, the employee’s net pay can be cancelled off the bank tape.  
Employees would not receive any pay on the Friday pay date. 

 If error is not caught in time for EFT to be cancelled off the bank tape, the HRA will need to 
collect a check from the employee for the Net Pay amount.  Send a copy of the check with 
a copy of the cash receipt (CR) from I/3 to DAS-SAE Centralized Payroll. 

 The HRA will need to correct the problem that originally caused the pay error in the pay 
period (hours incorrect, timesheet not written, catastrophic donations, comp time pay 
out, return from leave, etc.) 

 Rewrite warrants will run on Monday night and the employee will receive a paper check 
on Tuesday.  DAS-SAE Centralized Payroll sends the paper check to agency for distribution. 
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Garnishments/ Wage Assignments/Child Support/Student Loans  

 Various types of Garnishments/Wage Assignments that are processed for State Employees 
by Centralized Payroll include:  

৹ Child Support Income Withholding – Iowa Code Chapter 252D (Includes a $2.00 
processing fee, allowable per IAC 252D.17, paragraph 2)  

৹ Student Loan Wage Assignments – US Dept. of Education, etc. 

৹ Court Ordered Wage Assignments for: District Court fines, court approved creditor 
payments, etc. 

৹ IRS Tax Levies – per Internal Revenue Code 

৹ IRS Voluntary Payroll Deduction Agreements – normally initiated by employees working 
with IRS. 

৹ Iowa Department of Revenue Tax levies – allowable per Iowa Code Chapter 421.17 

৹ Bankruptcy Trustee withholding orders – US Bankruptcy Code & Iowa Code chapter 
421.17   

৹ Debts due to various state agencies: DHS overpayment recovery, Prison Industries 
accounts receivable, etc. – per Admin Rules  Chapter 151 Sec 701 

৹ Creditor Garnishments (Sheriff garnishments ) – per Iowa Code Chapter 642  

৹ All these types of deductions are reflected on the employee’s pay stub, on the line called 
‘Wage Assignment’. 
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Garnishments/ Wage Assignments/Child Support/Student Loans (cont’d)  

 All notifications received by a State agency should be forwarded to Central Payroll to be handled. 

 Do not keep copies of the notices in personnel files. This is confidential information between Central 
Payroll and employee. If employees have questions on these matters, refer them to Central Payroll.  

 Centralized Payroll can only honor a court ordered garnishment or wage assignment. ‘Voluntary’ wage 
assignments cannot be honored for State of Iowa employees – the only exception is an IRS or IDR 
Voluntary Payroll Deduction Agreement.  

 When a garnishment/wage assignment is received/processed by Centralized Payroll, notification will be 
mailed from Centralized Payroll to the employee at the home address on HRIS.  

 Per Federal & State income withholding guidelines, there are various withholding rules and % that apply 
to the calculation of each type of wage assignment. There is also a priority, or ‘pecking order’ in which 
wage assignment collections should be taken. Questions from employees about all wage assignment 
calculations should be forwarded to Centralized Payroll staff.  

 Biweekly and YTD deductions for garnishments/wage assignments are reflected on the employee’s 
’PRIE’ screen or on Online Warrants on the line called ‘Wage Assign’. Details regarding the actual 
deductions and for which accounts being collected are only available by contacting Centralized Payroll.  

 Medical Support Notice forms (Parts A&B) received in Central Payroll from DHS Child Support will be 
forwarded to your agency for processing & follow-up. These notices mandate that benefits enrollment 
occurs or can be verified for court ordered health care coverage for an employee’s dependents. Your 
agency will need to handle the related enrollment/benefits issues and respond to DHS.  
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W-2’s 

 Employee taxable wages and tax withholding amounts are reported on a Calendar Year basis, based on actual 
Friday pay date. DAS-SAE Centralized Payroll is responsible for reporting all taxable wages to the Internal 
Revenue Service (IRS), all State tax authorities, and to the Social Security Administration (SSA). 

 All employee wages processed on Centralized Payroll HRIS system are reported under FEIN 42-6004571, ‘State 
of Iowa – Centralized Payroll’. Centralized Payroll uses the HRIS system to accumulate Federal, State and FICA 
taxable wage and withholding totals for each employee. 

 Applicable taxable travel payments made through the I/3 Financial system (usually keyed on TP documents) are 
also added as taxable income to employee W-2 totals, per IRS rules.  For taxable travel additions to income, 
refer to I/3 Data Warehouse report #075N421-A, called ‘Update Pay/Term Files with Travel Data. 

 There is currently no electronic W-2 reporting system available for Centralized Payroll employees. 

 Per Agency directive, Central Payroll will either mail W-2s directly or send W-2s to Agency to distribute. W-2s 
are printed using HRIS home address information on file as of the last official pay date in the Calendar year. 

 W-2 returned mail:  Central Payroll logs all returned W-2s & forwards the forms to the employing Agency.  
Agency to perform due diligence to a) update HRIS with address changes, and  b) forward the W-2 to employee 

 

IWD covered Wages 

 Covered wages are reported to IWD on behalf of each State agency SUI account on a quarterly basis, based on 
actual Friday pay date.  IWD Covered wages =  Employee’s Gross pay less sick time used. 

 

IPERS covered Wages 

 Covered wages are reported to IPERS on behalf of each State agency employer account on a monthly basis, 
based on actual Friday pay date.  Typically, IPERS Covered wages  =  Gross pay less lump sum sick/vacation 
payouts less Comp time payouts > 240 hours per Fiscal year. 
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 On-going IPERS wage compliance audits regularly occur.  Your agency may get a letter or 
email. If so, contact DAS-SAE.  SAE will submit requested wage information to IPERS, and we 
work with the Compliance Officer to follow up/explain any discrepancies.  Your agency may 
receive a site visit from IPERS at the end of the audit, which is standard procedure. 

 An IPERS Employer Handbook is available online – see IPERS website. 

 Employees hired into Permanent positions are always IPERS covered upon hire. 

 Employees hired into Temporary positions are never IPERS covered upon hire.  Retire code 
= 0 must be manually entered on all Temporary employee new hire/re-employment P1s 
(on page 9).  However, a temp employee may qualify for covered wages later on.  DAS-SAE 
monitors this activity and will handle changing Retire codes for employees as needed. 

 There are certain exceptions for IPERS covered positions for the Judicial and Legislative 
Branch. 

 Certain pay types are not treated as covered wages.  Examples are: 
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lump sum payouts bonus pay per diems move pay 
 

car/clothing allowance  travel reimbursements Sedgwick workers comp 
benefits 

taxable benefits 
 

health ‘opt out’ 
incentive 

housing allowance imputed income telework pay 
 



72 

Lump sum payout rules vary by pay type, and are meant to prevent ‘wage spiking’:   
৹ Lump sum Sick and Vacation payouts are never IPERS covered wages 
৹ Lump sum Comp payouts are IPERS covered, up to the maximum annual FY limit = 240 hrs   

(Time types 600 and 601 are used to record covered hours vs non-covered hours) 
৹ If/when comp time is used by an employee in lieu of actually working, then those hours 

are always treated as IPERS covered wages. 
৹ Agency staff are responsible for monitoring lump sum comp payout hours.  Refer to I/3 

Data Warehouse reports to monitor information for all your employees (Leave/Comp 
Balance report or Managers Summary of Leave) 

 
IPERS Forms/Paperwork 

 HRA’s can complete IPERS Employer pages for employees who are retiring or asking for a refund of 
member contributions.  Completed Employer pages are to be returned back to the member who 
sent you the form.  You should not be submitting forms to IPERS on behalf of employees. 

 Be cautious on signing/completing Employer pages for refunds to less than 6 month employees.  
DAS-SAE Centralized Payroll has an alternative process if the agency wishes to have the covered 
wages zeroed and get their State shares returned as well (see information on next page). 

 Centralized Payroll will complete all required forms for IPERS Free Military Credit.   Send DD-214 
paperwork to Lisa Elliott .  After DAS-SAE Centralized Payroll submits forms to IPERS, a copy of 
completed IPERS forms will be sent to Agency for Personnel file. 

 Member Beneficiary forms should be submitted by the member directly to IPERS…don’t keep 
copies at your agency or in Personnel files! 



IPERS Contribution Refunds to Terminated Employees: 

 When a permanent employee terminates with LESS THAN six months of covered employment: the agency can make 
the discretionary employer decision to have DAS-SAE Centralized Payroll  issue an ‘in-house’ refund to the employee. 
Agency notification must be sent to Centralized Payroll to initiate the refund process.  This process is NOT automatic. 

 When an employee terminates with MORE THAN six months of covered employment: The employee may decide to 
leave contributions with IPERS and continue to accumulate interest on the balance until attainment of retirement 
eligibility, or until the account is subject to IPERS mandatory account distribution rules. Alternatively, the employee may 
request a contribution refund directly from IPERS by completing a request form.  As part of the contribution refund 
paperwork, there is an Employer page that HRA’s should complete and return back to the employee.  

 

Other Items: 

 When an IPERS-covered employee becomes DECEASED, your agency or a family member should contact IPERS 
immediately, to notify about the details of the situation. 

 

 Missed covered wages: If an employee receives wages that are not treated as IPERS covered in error, once Centralized 
Payroll is notified about the error, DAS-SAE Centralized Payroll will 1) collect missed contributions from both the 
employee/department, and 2) submit wage adjustments to IPERS to properly record the covered wages for the member  

 Employee Back pay: If an employee receives back pay wages, it is the responsibility of Centralized Payroll to determine 
materiality amounts and reclassify any applicable IPERS-covered wages back to the appropriate time period(s) for which 
the wages were due to be paid.  

 Detailed remarks on back pay P1 entries are needed, showing amounts by PP, so that SAE can easily calculate the 
reclassification entries, which are recorded by month.  Alternatively, a spreadsheet showing wages by PP can be 
submitted to HRE/SAE for COMP and PAYL P1 approvals . 

Any IPERS Wage Adjustments  needed for employees are always submitted by DAS-SAE/Centralized Payroll staff. 

                                                                         ** All employee retirement benefit questions should be directed to IPERS staff. 
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 A copy of the employee’s W-4 form is required to be submitted to Centralized Payroll only if the 
employee has claimed exempt from withholding on either the Federal or State form W-4. 

 

 Centralized Payroll only needs copies of W-4 forms when the employee initially claims an exempt status. 
In subsequent periods, if the exempt claim status stays in place, we do not need a copy of the new W-4. 

 

 By February 15th of each year, the employer must request a new Form W-4 from any employee that 
wants to continue to claim exempt from Federal or State Taxes. Anyone that fails to file a new W-4 form 
must be changed to withhold as if the employee is single with zero withholding allowance in the pay 
period that Feb 15 falls.   DAS-SAE typically sends out a reminder email to HRA’s. 

 

 Original State and Federal W-4 forms must be kept in the employee’s personnel file. 
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 For Iowa withholding, if an employee is claiming exempt or total allowances of 22 or more, a copy of 
the Iowa W-4 should be sent to the Iowa Department of Revenue-Compliance Services Division. 

 

 Be sure to write ‘State of Iowa-Centralized Payroll’ under Employer Name in the Employer information 
box on the lower right corner of the Iowa W-4 form before sending the copy to the Iowa Department of 
Revenue/Compliance Services Division, PO Box 10456, Des Moines IA 50306-10456. 

 

 To change an employee’s Federal or State withholding status or exemptions/allowances, key P-1 Type 
239-Tax Status Change.  Remarks coding is required on Page 1  (213-Change   214-Delete) 

 

  Note: The maximum number of allowable Federal and State exemptions (aka allowances) to be entered 
on the P-1 cannot exceed 98.  The code of 99 is reserved on HRIS for flat tax’ rate calculations. 

 

 Iowa has a reciprocal tax  witholding agreemt with State of Illinois.  If your agency has employees who 
reside in the State of Illinois, their State code should be entered as 02-IL.  Keep this in mind on all 
Hire/Rehire and Address change P1s.  

 

 Other state withholding tax codes may apply, but these are rare.  Consult DAS-SAE first in these cases. 
 

 If an employee is working in the US on a student VISA (F-1), check with DAS-SAE on FICA tax code (1-YES 
to 4-NO). 
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DAS sends biweekly electronic 
new hire information from HRIS, 
to fulfill DHS Centralized 
Employee Registry reporting 
requirements. 



IRS Lock in Letters 

 The IRS may send the employer (Centralized Payroll) a lock-in letter that specifies the 
marital status and maximum number of allowances an employee may claim for Federal 
income tax withholding. The IRS lock-in notice has no impact on an employee’s State W-4 
withholding status. 

 DAS-SAE Centralized Payroll will handle all HRIS Tax code processing on IRS Lock in letters 
received. A notification letter will be mailed to employee by DAS-SAE Centralized Payroll. 

 P-1 type 239-Tax Status change will be keyed, with remarks indicating IRS lock in letter 
date and filing status being mandated.  A DAS-SAE Centralized Payroll email notification 
will be sent to HRA to advise accordingly. 

 If the employee furnishes a new Form W-4 after the employer receives the original IRS 
lock-in letter or modification notice, the employer must withhold Federal tax on the basis 
of the new Form W-4, only if 

 a) the employee does not claim exemption from Federal tax withholding 

 b) if withholding according to the new Form W-4 would result in more tax withheld                         
 than under the terms of the IRS lock-in letter or modification notice. 

 The employer must disregard any new Form W-4 if the employee claims exempt from 
withholding or if the claims on the new W-4 will result in less withholding as compared to 
the terms of lock-in letter or modification notice. 
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IDOR W-4 Denial Letters 
 IA Department of Revenue will 

notify DAS-SAE Centralized Payroll 
if a claim of Exempt on an Iowa W-
4 form is denied.  

 An Iowa W-4 Exempt denial has no 
impact on Federal W-4 
withholdings 

 DAS-SAE Centralized Payroll will 
start P-1 type 239 processing on 
IDOR denial letters received.  DAS-
SAE Centralized Payroll will send an 
email to HRA to advise about 
getting a new Iowa W-4 form 
completed by employee and 
finalizing the P-1.  

 An Iowa W-4 denial notification 
letter will be mailed to employee 

by IDOR. 
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Flat Tax Withholding – New Federal rate = 22% 

 If an employee is receiving a lump sum payment, such as 
move pay, term or settlement payout, they may want to 
choose the option of having the supplemental (or flat) tax 
rate applied on that paycheck. 

 Current flat withholding rate is 22% Federal & 6% Iowa.  
There is no flat tax available for IL state withholding. 

 The flat tax rate is entered on the Tax Status Change P-1 
type 239 by keying “099” in the fields for both FED 
EXEMPT and STATE EXEMPT.   

 W-4 forms can be used to accomplish this, or the 
employee can sign the form entitled “Request for Federal 
and State Income Tax Withholding Adjustment”. The 
authorization form is on the Centralized Payroll website. 

 A copy of the Flat tax authorization form or the W-4 forms 
must be sent by the HRA to Centralized Payroll for P-1 
approvals. 

 The effect of claiming flat tax can be calculated and 
reviewed using the Gross-to-Net payroll calculator.  

 If the employee wants to return back to ‘normal’ W-4 
filings in the subsequent pay period, remember to key a 
new P-1 type 239. 
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Duplicate Warrant Affidavit 

 If a Payroll warrant is lost or destroyed, the employee 
may request that a duplicate warrant be issued. 

 Duplicates can be reissued if the pay warrant is less 
than 6 months old.  

 Once a warrant is older than six months, it will be out 
dated in the I/3 system and may need to go thru the 
Appeal Board process for re-issue.  

 Request for a duplicate PAYROLL warrant should be 
sent directly to Centralized Payroll for processing.  

 Request for a duplicate DAILY PROCESSING warrant 
should be sent directly to DAS-SAE Daily Processing.  
This form can be emailed to 
dassaedailyprocessingteam@iowa.gov 

 Duplicate Warrant Affidavit forms can be found on 
the DAS-State Accounting website, under ‘Manuals, 
Forms and Reference Materials’.  

 There is a 10-day ‘hold’ period on all warrants that 
will soon out-date. Duplicates can’t be issued once 
the 10-day hold period is reached. 
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Duplicate W-2 Request forms: 

 To obtain a duplicate form W-2, the employee 
must complete the required DAS-SAE Centralized 
Payroll form, sign and submit it along with a 
payment of $5.00 for each year requested. 

 The form with an original signature is required. 

 The $5.00 fee is mandatory and will not be 
waived by DAS-SAE. 

 Acceptable forms of payment are check or cash 
(exact amount only).  

 The completed duplicate W-2 can be sent by 
Centralized Payroll to the requestor based on 
delivery options selected on the request form.  

 Duplicate W-2 request forms can be found on 
DAS-State Accounting Centralized Payroll 
website, under ‘Payroll Forms and Publications’.  

 Only employees who are paid on the 
DAS/Centralized Payroll system should use this 
form. If an employee works for CBCs or a 
Regents institution, the employee should contact 
their employer directly. 
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Automatic Deposits – P-1 Type 249 
 Submit Agreement for Automatic Deposits form with original signature to Centralized 

Payroll. 
 Make sure the employee’s SSN is correct on the Authorization form. 
 Write P-1 # and effective PP date on the bottom of the form (not on the perforation 

section) 
 Attaching a VOID check to form is preferable & helpful for reading illegible information. 
 Department HRA initiates the P-1 type 249  - Automatic Deposit when form is received. 
 The P-1 can initially be approved by DAS-SAE Centralized Payroll based on a fax, but 

Agency still needs to send the original to DAS-SAE Centralized Payroll.   
 Bank ABA (aka routing) numbers are always 9 digits long.   
 Always enter the account number on P-1 exactly as it appears on the void check, 

including leading zeroes. 
 Only 1 bank can be selected for direct deposit at one time. 
 For 1st time direct deposit P-1 entries, there is a ‘pre-note’ action that occurs.  Employee 

receives a regular pay warrant during the pre-note process.  After pre-note is successful, 
then direct deposit starts in following pay period. 

 Did you know that the Payroll Journal report shows if employee Net Pay is (D) Direct 
deposit, (R) Regular warrant, or (P) Prenote.   
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 Make sure employees are using the 
correct form for payroll changes.  The 
form that is on the DAS web site is the I/3 
direct deposit form to be used for Vendor 
payments.  

 

 DO NOT use the Vendor form located on 
the DAS website for Employee bank 
account starts/changes. 
 

 Employee direct deposit information on 
HRIS Payroll system is not linked to Iowa 
Benefits system.  
 

 Employees must update these 3 
applications separately, as needed, since 
the applications are not linked: 

◦  I/3 Financial/Vendor system 

◦  HRIS Payroll system 

◦  Iowa Benefits. 
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Zero/Changes 

 When stopping a direct deposit action, you must zero all three fields on the TO side of the P-1.  

 Failure to enter anything on the TO side will result in the bank account information on the FROM side 
to remain in the employee’s record on HRIS Screen D4.   

 If bank acct information needs to be changed for an employee on payroll, please notify the EFT 
Coordinator for DAS-SAE to also change the I/3 system for vendor payments made on the accounting 
system if applicable.  

 If you have an employee that needs their account changed on the I/3 system, make a screen print of P-
1 type 249 and send to the attention of DAS-SAE EFT Coordinator.  DAS-SAE staff will make the I/3 
system change.  
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Credit Union Deductions – P-1 type 304 

 An original or copy of the credit union form is needed by DAS-SAE Centralized Payroll 
to approve P-1 for Credit Union Deductions. 

 

 Authorization forms will vary from Credit Union to Credit Union.  

 

 Only one credit union deduction can be set up at one time.  When writing a credit 
union deduction P-1, if the FROM side is filled in with different account information, 
you need to verify with the employee that their intent is to change this deduction. 

 

 Make sure that Credit Union member number that is entered on the P-1 exactly 
matches to the information provided by the credit union.     

 

 If a credit union deduction gets skipped for an employee (perhaps because of 
reduced hours, or if gross pay is not sufficient to cover the deduction amount), you 
will want to notify employees accordingly. 
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Zeroing a Credit Union deduction 

When zeroing/stopping a credit union deduction 

 Go to the selection list and select 0 for no credit union deduction 

 0  - no deduction for the PP to deduct 

 0.00 for the amount 

 You must enter 214 for the optional remark. 
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 Below are the only credit unions available for a payroll deduction 
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 The chart shows when HRIS is down 
for processing.  There are HRIS 
updates every night except for the 
Wed & Thurs after payroll writes. 

 When HRIS is down, the Online 
Warrant system will also be 
unavailable. 

 M-5s process first  in numerical 
order 

 P-1s process second in numerical 
order 

 Timesheets process third. 
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 The chart on next page shows a typical month and when there are updates and when 
the HRIS system is down. 

 

 You will notice that even though a new pay period has started, DAS-SAE Centralized 
Payroll is still working on the prior pay period. 

 

 If you receive a message when writing a P-1 that states, ‘must be in the current pay 
period’, that means you are writing a P-1 for the next pay period and the HRIS system 
has not closed out the current pay period yet. 

 

◦ For example:  you are writing a P-1 for the 10/7/2016 pp on 10/7/16 and they HRIS 
system is still on the 09/23/2016 pp until after rewrites.  You will need to wait until 
10/18/2016 before you can write certain P-1s for the 10/7/2016 pp. 
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Reports currently available in HR/Payroll folder on Data Warehouse: 
I/3 Data Warehouse 
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 Many payroll reports have a ‘lag time’ on getting payroll information loaded 
for each pay period. 

 All payroll reports  contain ‘point in time’ information 

 The output on Data Warehouse reports can be sorted and filtered as needed.  
Many reports allow users to enter Manager EI number in query prompts, to 
selectively view and report the data. 

 The output on Data Warehouse reports can be downloaded (as Excel, PDF or 
.CSV files).  Remember to save any electronic files in a secure LAN location 
(not your PC desktop). 

 Reports can be ‘scheduled’ to run.  Contact DAS-SAE for assistance. 

 Ad hoc reporting:  Use extreme caution!  

 Additional reports are being added as time allows and new data fields 
become available. 

 If you have a specific request on a report you would like to see, please 
contact DAS-SAE Centralized Payroll 
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Troubleshooting error messages/problems: 

 If you get an error message while running a report: First close all programs, then shut 
down/restart your computer, then open Data Warehouse to refresh and re-run the 
report. 

 If you continue to receive an error message, please contact DAS-SAE Centralized Payroll.  
An email explaining 

◦  Which report you are running (report name and report number) 

◦  If the report is a personal ad hoc vs published report 

◦  Which pay period you are running the report for + Exact steps that occurred when 
the error message was received 

◦ A screen print of the error message you received is most helpful for troubleshooting.    

 Do not submit an OCIO service desk ticket when you have a DW problem, as OCIO staff 
cannot help you. 

 Payroll information on the HR/Payroll Data Warehouse does include confidential 
information and should not be given to employees/managers without a business need.  
Confidential payroll fields include: 
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SSN Ethnic Orgin Performance Rating 
code 

Net Pay 

Birthdate Term  Code Disability Code 

Gender Home 
Address 

Leave Code 
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 To be eligible for SLIP Retirement benefits, employees must be enrolled in a State of Iowa 
health plan at the time of retirement.  

 

 The M-5 to establish a SLIP position can be done any time.  M-5 entry does not have to be in 
the same PP as the when the retirement will occur.  Establish the SLIP position as soon as 
possible. 

 

 Make sure that you update IowaBenefits to ensure that a P-1 type 294 will be created to zero 
out the health/dental insurance codes & the information is passed from IowaBenefits to HRIS 
timely.   Use the HRE Deduction Schedule as your guide, as this may need to be done in an 
earlier pay period. 

 

 P-1 type 402 - Retirement and P-1 type 470 -SLIP Calculation need to be keyed at the same 
time.  Make sure to use good remarks to document IPERS filing date, math calculations, screen 
D7 info, etc. 
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 DAS-HRE Pre-Audit calculator spreadsheet has helpful worksheet tabs to make calculations for 
you.  Be sure to copy/paste information from spreadsheet into P-1 remarks. 

 

 Deferred Comp deduction – verify with employee if they sent in a form to HRE-RIC.  Employee 
may send one in to DAS-HRE without your agency knowing about it. 

 

 Check the Preliminary Payroll Journal to ensure the employee’s pay and deductions are as 
expected, especially if deferred compensation is involved. 

 

  Iowa Admin Code Chapter 63.2 includes language on calculations to be made for regular 
hourly rate of pay to be used for sick and vacation payouts.   
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  If the employee receives shift 
and/or med passer pay, enter it in 
the applicable field 

 If a person has standby pay, it is 
treated the same as the other 
“special pays” such as med passer, 
shift differential, for the final 
payout.  

 If the employee has received 
standby pay for at least three of 
the last six pay periods, calculate 
the average and enter it in either 
the shift or med passer pay field 
(you may need to add standby to 
one of the pays if the employee is 
receiving all three). 
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• Enter the hours 
accrued for the 
current pay period 
and any sick or 
vacation used. 

•  If the employee is 
converting sick to 
vacation hrs in the 
PP, you will need to 
put the number of 
sick hours being 
converted in the 
“Sick Used PP” 
field.  Also add four 
hours converted to 
the accrual amount 
in the “Vac Accrued 
PP” field. 
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Page 3 of the SLIP P-1 
will calculate for you 
the employee’s: 
 
৹ Amount of their 

sick payout 
৹ Amount of their 

vacation payout. 
৹ SLIP beginning 

balance 
৹ Confirm the 

payout amounts 
match what was 
calculated on the 
Pre-Audit 
Calculator. 
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• Remarks: Enter the 
same remarks in 
the SLIP Calculation 
P1 as you would for 
a regular (non-SLIP) 
payout.  
 

• Even though the 
HRIS P1 
automatically 
makes the payout 
calculations, the 
detailed 
calculations for the 
accruals must be 
shown in remarks. 
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Other Pay - If the employee has an Other Pay adjustment in the same pay period in which 
they are terminating, the 846 P-1 must process on HRIS before the SLIP Calculation P-1 is 
approved.  

 

Otherwise, you must re-enter the $2,000.00 sick leave payout and vacation payout amounts 
on the 846 P-1 as well. This is because the 470 and 846 P1 both populate the sick leave 
payout and vacation payout fields on the EI record.   

 

If the payout amounts are not re-populated on the EI record, the 846 P-1 could potentially 
override/zero out the payout amounts from the 470 SLIP Calculation P-1. 
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P1 846 entered and 

approved 
Process P1 470 SLIP 



 The Transfer to SLIP P-
1 must be done in the 
pay period after the 
employee retires.  

 Put the retiree into 
the SLIP position that 
should already be  
created  on HRIS 

 All codes entered  on 
page 5 should show 
55 SLIP 

  This is important for 
the SLIP insurance 
billing to run properly. 
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 Once the retiree has been 
moved into their SLIP 
position,  and the P-1 has 
processed, the from the EI 
screen you can type SLI in 
the header action field, to 
access a retired employee 
SLIP screen. 
 

 If you have any 
corrections that need to 
be done on a SLIP retiree 
or if they are returning to 
employment, please 
review the manual and/or 
call DAS-SAE Centralized 
Payroll for assistance.  
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 You can see the details of the SLIP agency charges by typing TRN in the header 
action field. 

 There is SLIP Manual  located on the DAS-SAE Centralized Payroll website with a 
checklist that can be followed so you know what pay period to enter the P-1s.   
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SLIP Monthly Billing to Agencies 

 The SLIP billing process is started by SAE on the first full week of each month for the prior month. 

 DAS-SAE Centralized Payroll  plan is to have the billing through the accounting system by the 15th of 
each month.   

 Any address changes for SLIP retirees must be communicated to: 

◦  DAS-SAE Centralized Payroll SLIP Coordinator 

◦  DAS-HRE Benefits/SLIP Coordinator 

◦  Health Carrier 

◦  Dental Carrier (if applicable) 

◦  IPERS 

The different systems do not communicate with each other.  DAS-SAE Centralized Payroll uses HRIS 
addresses for all mailings to current employees and to SLIP retirees.   

 On the SLIP billing report, the amounts in the State Share from Carrier could differ from the State Share 
from Rate Table.  This will happen if: 

◦ Someone’s insurance code is changed before the billing is done for the prior month. 

◦ It is the last month of coverage for a SLIP retiree and SAE is reducing the balance down to zero. 

 If a retiree changes/terminates their insurance without notifying DAS, this could result in DAS-SAE 
Centralized Payroll over/under billing the department.  If this happens, DAS-SAE Centralized Payroll will 
contact the department with instructions on what will be done to correct the over/under billing.  

 Please share with your office accounting staff the SLIP manual, located on the DAS-SAE Centralized 
Payroll website.  This manual contains important information about the SLIP billing process. 
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 P30’s tell HRIS where to charge payroll expense on I/3 financial 

 Submit the P30 form (located on the DAS-SAE Centralized Payroll website) to Wendy 
Noce for Processing. 

 Before submitting a P30, a budget must be set up in I/3 and there must be a weekend 
update. 

 Once a P30 has processed, you will be notified and then you can set up the cost center 
in HRIS 

 A header file does not need to be set up if you are only doing a pay distribution 

 The payroll distributions & bypassed report in data warehouse will show you those 
employees that have a pay distribution in their record. 

 A bypassed record means that the cost center and the pay distribution is set up to go to 
the same accounting string.  Since the cost center is already charging to that string, the 
system will bypass the distribution.   

 Potential problems on P30 include: 

◦ Budget not set up prior to submitting the P30 

◦ Invalid fund/sub org/program code 

 If you re-active a cost center, please verify with SAE that there is still a active header file. 
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Process to establish a new cost center 

 

 

 

 

 

Process to update the Fund Source Information on an existing cost center 
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Budget set   

up in I/3 

Weekend 

update 

Submit        

P-30 

P-30 

processed  

Change 

funding on 

cost center 

Key cost 

center 

change M5 

Budget set   

up in I/3 

Weekend 

update 

Submit        

P-30 

P-30 

processed  

Set up cost 

center 

Key cost 

center 

change M5 



Action codes: 
1. Add 
2. Change 
3. Delete  

 
10 digit PR number: 
Enter the 10 digit PR 
number that will 
correspond to your cost 
center 
 
Accounting Codes: 
Enter the I/3 accounting 
string you want the 
payroll charges to be 
charged to when PR 
processed. 
 
Dept Header Name: 
Enter the name you 
would like attached to 
the PR number.  This is 
the name that will show 
up on reports 
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Viewing cost centers & positons 

 To view HRIS cost centers for a department, start with the Position Control Module on 
HRIS. 

 From the Position Control Main Menu, select Cost Centers by Number.  
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 Enter the department number in the ‘enter cost center’ line action field and press 
enter. This will bring up the first cost center for that department. On this screen look 
at the active flag to determine if this cost center is currently active on HRIS.  

 To look at the positions in a cost center, type a ‘L’ on the line action field next to the 
cost center you want to look at and press enter.  
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 When the Cost Center Update screen is opened; type a ‘P’ in the header action field 
to view any positions in the cost center.  
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 All positions in the cost center will be listed on the screen. From this screen you can 
scroll between cost centers using the F1 and F2 keys.  
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Setting up a new cost center 

 From the cost center listing, choose an active cost center that is set up similar to the one you are wanting to 
create and type ‘L’ to pull that cost center up.  

 

 Type an “A” in the Header Action Field to ADD a new cost center. Before pressing enter, you will need to 
change the cost center name and cost center number.   

 

 At this time you can also change the funding source information if you need to. If you want the cost center to 
be on the Time Reporting System:  

৹ Time Sheet Type should be set to 001 (EMPL-SUPR-PROC)  

৹ Time Sheet Type is blank for cost centers reporting on PAYN  

৹ Time Sheet Type is set to 002 (OFF-PROC) if department passes a timesheet file  

৹ Expense Type Key should be set to N  

৹ Detail Time Type will be either a 10 (No Work Reporting) or a 30 (Work Reporting).  
 

 The fund source information must 1st be set up on the header file before you will be able to set the cost 
center. Before it can be set up on the header file, it must be set up on the I/3 accounting system & a weekend 
update must have occurred. Contact DAS-SAE Centralized Payroll for assistance in setting up a header file.  

 The work location field should be the building code the employees in this cost center are located.   The fields of 
EMP UNIT, P-5 REQ, EXPENSES, TRADE HRS, AND ROTATE SCHED are all required fields on the cost center setup, 
and are typically a “N”.  
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 When you press enter, the cost center should be added and activated. You can 
tell that is has been both added and activated by the message as show below.  

 Once a cost center has been set up, you can now create new positions or 
move employees into that new cost center.  
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Inactivating a Cost Center  

 If there are no positions in a cost center, then it should be inactivated. If there are vacant 
positions in the cost center, it will need to be determined if these positions should be 
delete or moved before you can inactivate the cost center. 

 A cost center should never be deleted from HRIS because all history for that cost center 
will be lost. The only exception would be if a cost center was set up in error and has 
never been used. Please contact DAS-SAE Centralized Payroll for assistance with deleting 
cost centers. 

 To inactivate the cost center, type an IN in the header action field and press enter. After 
pressing enter, you will see the message “COST CENTER SUCCESSFULLY INACTIVATED”.  
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 If later it is determined that a cost center needs to be reactivated, type an AC in the 
header action field and press enter. After pressing enter, you will see the message “COST 
CENTER SUCCESSFULLY ACTIVATED”. 

  When reactivating a cost center, please contact DAS-SAE Centralized Payroll to ensure 
the FUND SOURCE INFORMATION is still on the payroll header file.  
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Questions? 


