[image: image1.jpg]


[image: image1.jpg]

Other Pay Group Changes
Terminations - When an employee terminates and has leave to be paid out DO NOT change the pay group AFTER main payroll processes.  The leave payout should be processed on the same pay group as the main payroll check paid.  The annual leave pay  can be processed on an off cycle payroll.

The termination row posted in HR is not read by payroll except for the date.  Changing funding or pay group at the same time as termination row will not be picked up in payroll.  Payroll looks at the most recent active row to determine the pay group and funding. 

FLSA updates – When an employee changes positions or clean up of FLSA status, keep in mind the FLSA and pay group should sync up however, the Pay Group change should be done at the first of a pay period.   

REMINDER

MID-MONTH CONSIDERATIONS

Changing pay groups mid-month can cause two checks to be produced for the same payroll.  The BEA will be paid twice and depending on the type of pay group change the deductions may or may not double. 

The pay group change temp to regular BH1 to BE1 or SH1 to SE1 is acceptable. 

OUR RECOMMENDATION

Pay group changes should always be effective the first of the pay period.  You can continue with HR employment related changes on the correct date; however, the Pay Group change should be done at the first of a pay period.   
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