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Recording Optional Pay in ISIS HR

How should an agency record a permanent optional pay adjustment in ISIS HR?
What about a temporary optional pay adjustment?

When an employee receives a permanent optional pay adjustment approved
under Civil Service Rule 6.16.2, the agency should record the pay increase as
part of the employee’s base pay on the Basic Pay Screen (IT 0008) using the
pay reason “33-Optional Pay Adjust.”

If a lump sum optional pay adjustment is granted to an employee, the amount
should be recorded as a lump sum payment in Infotype 0015, Additional
Payments using wage type 0215, Optional Pay Adj.

When an employee is granted temporary optional pay for additional duties,
the payment should be recorded as a recurring payment in Infotype 0014,
Recurring Payments/Deductions. The lump sum total should be divided by
the number of the pay periods the optional payment will be effective. The
effective dates of this amount should reflect the length of the approval
granted. Wage type 0215, Optional Pay Adjustment, should be used to record
the temporary adjustment. Use of this wage type will ensure that the
appropriate taxes and retirement contributions are deducted.

Temporary optional pay adjustments should NOT be maintained in the basic
pay record of the employee due to possible miscalculations of future pay
transactions.

Questions? Call the HRIS Program Consultant at (225) 219-9439.
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