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A8. 885 Payroll Scan Sheet Preparation for Student, Casual., and
Overl oad Enpl oyees

1. Purpose

To provide instructions for the preparation of payroll scan
sheets for student, casual, and overl oad enpl oyees. Non-regul ar
enpl oyee payroll paynents are processed under the Student,
Casual and Overl oad Payroll Information System (SCOPIS).

2. Definition

The Student, Casual and Overload Payroll Scan Sheet is a form
for reporting hours worked or gross pay earned by an enpl oyee.
Hours worked is reported for enpl oyees paid on an hourly basis
and gross salary is reported for enployees paid on a nonthly
basis, a fee basis, or an off-scale hourly (student assistant)
basis. The scan sheet is conputer generated based on the master
file record and is designed to be read directly by an opti cal
mark reader, thus by-passing the usual keypunch data entry
process. The nmaster file record has to be created before a scan
sheet can be generat ed.

3. bjective

To assure that canpuses/departnments are conplying with the
policies concerning payroll scan sheets.

4. Applicability/Responsibilities

a. This instruction applies to all University personnel
preparing payroll scan sheets (Attachnent 1).

b. The Disbursing/Payroll Section is responsible for the
collection and distribution of payroll scan sheets.

5. CGuidelines

a. For individuals paid on an hourly basis, an |Individual Daily
Tine Record (UH Form 23-Attachnment 2) nust be nmaintained by
the admnistrative office certifying the payroll scan sheet.
The totals from this record are then transcribed to the
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optical mark sensitive payroll scan sheet.

Non-regul ar personnel on the SCOPIS system (work study-F1,
casual - F2, student-F3 and overload-F4) will be paid twce a
month on the sanme dates as regul ar enpl oyees. Paynent for
work performed during the first half of the nmonth will be
received at the end of the nonth. Paynent for work performnmed
during the second half of the nonth will be received at the
m d- nont h payday of the follow ng nonth

The SCOPI'S system requires conpletion of enployee payrol
scan sheets for all categories listed above plus a daily tine
sheet for those who are paid on an hourly basis. In
addition, all personnel on the SCOPIS system nust conply with
University, State, and Federal rules and regulations in
executing the necessary payroll and personnel forns.

If paynent is for nore than one pay period, forward the
conpl eted payroll scan sheet to the Payroll office with a
menmor andum or copies of time sheets verifying the nultiple
pay periods. Miultiple pay periods for tax calculations are
normally used only for the initial paynent of a new
appoi nt nent . Upon approval, the Payroll Ofice will input
t he nunber of pay periods in section #20 on the scan sheet,
which will result in tax w thhol dings cal cul ati ons based on
gross earnings over nultiple pay periods rather than one pay
peri od.

6. Procedures

a.

The Payroll Scan Sheet (pre-printed) is conputer generated
fromthe master file record. Itens 01 through 14 of the form
will be conpleted reflecting the information as it 1is
recorded on the nmaster file record. The date the scan sheet
was generated by the conputer will also appear on the top
right portion of the form For SCOPIS Rush Requests on new
hires (ADDS) and SSN changes, the SCOPIS system all ows for
centralized (Payroll Ofice) on-line input into the master
files as well as on-line generation of SCOPIS payroll scan
sheets. The date of the on-line generated payroll scan sheet
will also appear on the top right portion of the form

I tem

1 Nane - last, first, mddle

2 Payroll Nunber

3 Warrant Distribution Code

4 Social Security Nunber, followed by a two-digit
conputer | D Nunber

5 Account Code - as indicated on appoi ntnent docunent

6 Departnent

7 Mrital Status
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5)

6)

7)
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8 Federal Tax Exenptions

9 State Tax Exenptions

10 G ass/Step (F1 & F3 only)

11 Hourly Rate for Hourly Rate Enpl oyees

12 Salary Basis to signify Monthly Rate Enpl oyees
13 Federal Insurance Contribution Act (FICA

14 Earned Incone Credit (EIC

The pre-printed portion of the payroll scan sheet should
be i nspected for accuracy after they are received. If a
data entry error is detected, or the scan sheet differs
from that submtted on the Student Enploynent Wrk
Agreenment (SEWA) or UH Overload and Casual Notification of
Personnel Action (UH Form6), contact the Payroll Ofice
i mredi atel y. Any other corrections nust be initiated
through the use of the Student, Casual, and Overl oad
Payroll Change Form (UH Form 25) to correct the naster
file record for the next pay period.

Do not wite changes on the payroll scan sheet.

Handl e forns carefully. Do not fold, staple, or paper
clip.

Keep fornms dry.

Avoid making any extraneous marks on the payroll scan
sheet.

When conpleting itens 15 through 19 use a No. 2 penci
only. Do not use ink, ball point pen, or colored pencil.

For easier marking, mark with a partially sharpened No. 2
pencil and on a hard surface. (Mar ks nade on a padded
surface are sonetinmes too light to be picked up.)

Wite the appropriate nunbers with |eading zeroes to 2

decimal places in the blocks, then very carefully fill the
corresponding circle below each nunber. Fill circles
conpletely. Failure to do this accurately could result in
erroneous paynents or no pay at all for an individua
(i.e. fill leading zero circles).

Conpl ete only applicable sections. If no night, regular

overtime or night overtine hours were worked, these
sections are to be left blank. When any of the hours
sections are marked, no entry can be nmade in the gross
salary section, and vice-versa. In no situation should
both hours and gross salary data be reflected on a scan
sheet.
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Itens 15 through 22 - follow instructions on back of scan
sheet (Attachnent 1).

8) Item?22 - The original signature in ink of the certifying
of ficer should be conpleted by the fiscal officer or other
official who has authority to expend the funds invol ved,
to verify the work was conpleted for the benefit of the
University, and that it was not previously paid for.

Keep the Period Ending date and Certifying Oficer's
Signature within the respective boxes.

9) Do not nmake any marks on the back side of your scan sheet.
These marks will be picked up by the Optical Mark Reader
and may result in erroneous paynents to enpl oyees.

10) Pre-printed payroll scan sheets will be computer generated
under the follow ng conditions:

a) New Master file record is created by a Student
Enpl oyment Work Agreenent (SEWA) or UH Overload &
Casual Notification of Personnel Action form
(UH Form 6)

b) Paynment was processed in the |ast paynent cycle

c) Social Security Number change

11) Tinme is of the essence.

The conpleted and certified payroll scan sheets nust be
transmtted to the Disbursing Ofice by 11 a.m on pay day
for paynment on the follow ng pay day. Please use the nost
expeditious neans for the transmttal of scan sheets
Failure to neet these deadlines will result in a delay of
t he enpl oyee's pay for one pay period. Forward payrol
scan sheets in batches by Warrant Distribution Nunber
sequence.

| ndi vidual Daily Tine Record

The Individual Daily Tinme Record (UH Form 23 - Attachnent 2)
must be maintained for all personnel who are paid on an
hourly rate basis. The form incorporates provisions to
identify regular, night, overtine, and night overtine hours
worked to conply with the Federal Labor Standards Act.

1) Individual Daily Tinme Records nust be maintained by the
adm nistrative office certifying the payroll scan sheet
and need not be turned in to the Payroll Ofice.
I ndi vidual Daily Tinme Records are to be conpleted in ink
or indelible pencil.
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2) Federal regulations specify that Individual Daily Tine
Records for College Wrkstudy (F1 Payroll) student
assistants nust be retained for at |east five (5) years
follow ng a conpleted audit.

3) For enployees other than Coll ege Wrkstudy (F1 Payroll)
student assistants, State of Hawaii General Records
Schedul es specify that Individual Daily Tinme Records nust
be retained for at least three (3) years if audited,
ot herwi se six (6) years.

4) The followi ng information nust be filled out appropriately
by the enployee and certified by the supervisor:
- Nanme (Last, First, Mddle)
- Mont h/ Year
- Hours worked for partial week on last tinme record
- Account codes for Federal (F) and Trust (P-280-F) funds
only
- Hourly Rate
- Warrant Distribution Code
- Individual Daily Tinme Record by date, clock tineg,
Regular + Night + Overtinme + N ght Overtinme hours,
Subtotal hours, Gand Total hours, and Converted hours.
*Note: Gand Total Hours nust be converted to deci nal
fractions.
- Enpl oyee Signature
- Supervisor Signature

7. Availability of Forns

Payroll Scan Sheets generated at the Conputing Center in the
batch process are distributed by the University's Milroom
Servi ce.

Payroll Scan Sheets generated on-line by the D sbursing Ofice,
Payroll Section are to be picked-up by canpus/departnent
personnel . The Disbursing Ofice, Payroll Section wll
coordi nate the pick-up process.

Supplies of the Individual Daily Tinme Records (UH Form 23) are
avai | abl e upon request fromthe Di sbursing Ofice.
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SACY
INSTRUCTIONS FOR COMPLETING STUDENT, CASUAL AND OVERLCAD PAYROLL SCAN SHEET

DO NOY MARK ON TH!S SIDE OF THE SHEET DESCRIPTION FOR ITEMS 15 THRQUGH 22
ITEM 15; REGULAR HOURS WORKED.- Record only regular hours
DO NOT MARK IN BOXES FOR ITEMS 1 THROUGH 14 in this section. Do nat inciude hours that qualify

for premium pay rates.

FOR ITEMS 15 THROUGH 19: ITEM 16I: NIGHT HOURS WORKED -« Record reguiarly scheduled
hours worlied between 6:00 P.M. and §:00 AL
WRITE NUMBERS iN THE BLOCKS. THEN FILL THE {shift work). Work pertormed during these hours on
CORRESPONDING CIRCLE BELOW EACH NUMBER. an unscheduled or gccasional basis may be recorded
here with concurrence of the supervisor, Do not
include these hours in the regular hours section.

19 GRDSS SALARY
010]1]213
- X_JOXO;

ITEM 17; OVERTIME HOURS WORKED - Record all hours in excess
of 40.00 for tha standard work week, Do not include
these hours in the regular, night, or night-overtime
hours sectiens.

haurs worked between £:00 P.M. and 6:00 AN,
Do not inclugde these hours in the regular,
night. or overtime hours sections.

0
¢
@ . ITEM 18: NIGHT-OVERTIME HOURS WORKED - Record overtime
O

ITEM 19: GROSS SALARY - Use for personnel paid on a salary
basis. Enter the grass saiary due for this pay
period. When this sectivn is vsed, entries must not

Q‘ USE WO, 4 PENCIL GNLY m‘ be made in the hourly sections {items 15-18).

ITEM 20: NUMBER OF PAY PERIODS - For payroli office use
oniy, If payment is for rnore than one pay period,

<" # FILL CIRCLES COMPLETELY contact the payroll office.
CORRECT MARK INCORRECT MARKS ITEM 21; PERIOD ENDING - Enter last day of pay period.
O O @ O ® @ @ Q ITEM 22: SIGNATURE OF CERTIFYING OFFICER - Certifying officer
must sign. .

* ERASE CLEANLY WHEN MAKING CHANGES
» DO NOT EOID STAPIE AR PAPER 11D
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