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Purpose

The purpose of this document is to explain the process and procedures for awarding disability pay to employees and benefits to Waukesha County.

Summary

Ceridian developed a custom program to meet the needs of Waukesha County in the area of disability pay and disability tracking.  The disability pay program for Waukesha County is broken into three functional categories: Claims manipulation, employee pay processing and pay back.

Claims Manipulation:  This is the addition, update and deletion of claims per employee.

Employee Pay Processing:  By executing this option data is read in TimePro, pay is calculated, written to custom history tables and written to CycleData in Source 500.

Money Pay Back:  This allows the Waukesha County user(s) complete control of taking benefit hours and money back from the employee and awarding dollars and hours in the disability pay codes needed.  The data entered is written to the Source 500 CycleData table and historical custom Source 500 tables.

LIVE & DEVELOPMENT SYSTEMS

Waukesha County’s Disability program and Benefit Hours and Money Pay Back program is located on two separate systems.   The live system and the development system.  An easy way to identify the live or development system is by viewing the screen.  If a screen is predominately gray the user is in the Live system.  If a screen is predominately green the user is in the Development system.

Links to each system:

Live:  


http://whweb/wc/wc_login.asp
Development:
http://whweb/wcdev/wc_login.asp
Navigation & Execution of the Disability Programs

IMPORTANT NOTES:

· The disability case needs to be created by Risk Management prior to any cycle data entries being created for disability amounts or pay backs.

· The disability payout program can only be run ONCE for each pay period.

· The disability pay processing program should have the begin and end date specified as the pay period begin and end date that you want to pay out.

· The disability pay process program lists all the employees’ disability cases eligible to pay out.  The User must make sure the employee only has one open disability pay case listed.   Otherwise their full hours will be awarded to each case and thus doubling their disability pay.

· The Waukesha County Pay Back program allows the user complete control over the amount of dollars and hours to be adjusted within each pay code classification. 

· After initial set up of the Pay Back Amounts data can be changed for amount limits, current amount taken for hours and dollars along with other disability case information by updating the information.  This is done by selecting the disability case from the “Active Employees with Disability Claims” screen.

· The Waukesha County Pay Back program tracks amount of hours and dollars paid back locally within the Source 500 database.

· Run the disability time programs after you have locked the pay period in Source Time.

· Disability reports can be run after beginning a new payroll process or after the Disability program was executed prior to transmitting payroll if needed.

·  The Pay Back module writes to a previously create batch.  This batch was created by Waukesha County’s payroll department and set up as a “Retain batch with no data” option.  This means the batch will always be on the Source 550 system.   DO NOT DELETE THE CYCLEDATA BATCH.  

- Technical Reason not to delete the batch:  Every batch is created with a unique identifier by the Source 550 product (CycFlxId).  This unique identifier is tied directly to the Disability custom program.  By deleting the current batch the unique identifier (CycFlxid) is removed.  Creation of a new batch results in a new unique identifier (CycFlxid).  This new unique identifier (CycFlxId) is not recognized by the custom program and the result will be data which is not displayed.

· If the batch is accidentally deleted contact Ceridian immediately to aid in the modification of the Disability program CYCFLXID to correct the issue.

· Pay Back data entries flow to the Disability case tracking module.  This ensures the Disability case will have the entire pay back amount attached to each individual case. (New in 2006 per Waukesha County contract).

· Disability payment records may be manually added, deleted or updated.  If manually adding records WC may or may not desire to manually add a cycle data batch entry to match the payment record.

High Level Process Overview of the Disability Program Process
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*** Note – If you don’t see a flow chart below in MS Word click on the “View” option and then click the “Web Layout” link and the flow chart should be displayed!
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Navigation

1) To access your Disability program, click on the following link or type the web address in your Internet Explorer Browser.   

http://whweb/wc/wc_login.asp
After executing the link the login screen will appear. 
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2) Enter login credentials, see below.  Please contact your Ceridian representative for this information.
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3) After successful login in you will be at the main menu.
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To access the Disability feature, select the ‘Disability Pay’ link.   You will be directed to the Disability main menu.

Below is the Disability main menu.
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Disability Menu

The Disability menu screen currently contains four links.  

NOTE:  The “Process Disability Pay Back” link/program employee pay can only be run ONCE for each pay period.

	Display/Add/Update/Delete Claim  (Active)
	Display, add, update and delete claim for each active employee.
	Each Pay Period
	Detail:  Review & manipulate disability cases, disability payments and Pay Back cases for active employee(s).  Review reports as well.

	Display/Update/Delete Claim (Terminated)
	Display, add, update and delete claim for each terminated employee.
	Each Pay Period
	Detail:  Review & manipulate disability cases, disability payments and Pay Back cases for terminated employee(s).  Review reports as well.

	Add/Update/Delete Claim Payment
	Add, update and delete payment claims for a disability case.
	As Needed
	Detail:  The three modules will allow a user to manipulate payment claims for a selected disability case.

	Process Disability Employee Pay
	Execute a program, which reads data in TimePro, calculates pay and writes data to CycleData and historical tables.
	Each Pay Period
	Detail:  The Program will list multiple open disability pay back cases onto the screen for each employee, execute Pay Back program, and create payments.  Pay Back amounts will be written to cycledata table which correlates to the employee’s check sequence number.

	Process Disability Pay Back
	Take back and award money to an employee.
	Each Pay Period
	Detail:  Create database records which track manipulation of pay code hours and earnings.  Pay Back amounts will be written to cycledata table and the custom Source 500 table PS_WC_DIS_MONIES.  The custom table PS_WC_DIS_INJ totals also are updated during execution of the Pay Back process. The data can be viewed under the batch “DP-REPAY named by Waukesha County.  DO NOT DELETE THE DP-REPAY BATCH or CHECK SEQU BATCHES


The Disability ‘Process Disability Employee Pay’ is paid out on a pay period date range basis; therefore, the program needs a specified date range to look at.  Specifically, the program is looking for the pay period begin and end date, for which you want to calculate disability pay on.  

The Disability program also lists all open “Disability Pay” case for all employees on the screen for a user to review to ensure there is only one open case per employee.  If multiple open “Disability Pay” cases are open it gives the user an opportunity to notify WC (Risk Management Department) to close undesired open cases to ensure the hours are awarded to the correct case.   (To end date a claim or change the claim date refer to page 27 of this manual).  If multiple cases are left open the employee will be awarded the total amount of disability pay on each open disability case.  If WC desires to have disability to be applied to multiple cases during the same pay period the historical amounts will need to be manipulated manually.  The pay will be correct.

If WC’s payroll locates multiple employees on the page as displayed below the WC payroll department should contact Risk Management immediately to modify the data to have only one open case per employee.
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Illustrating the use of date Ranges:

When running the “Process Disability Employee Pay” program the user will be asked for a date specific range.  This date refers to the date attached to a time sheets entry. In TimePro data entry is keyed by the day and therefore has a date attached to each entry of hours.   Therefore enter the pay period begin date and the pay period end date where the calculation of Disability is to take place.  After entering the dates click on the ‘Process Disability Pay Calculations & Amounts’ button and the disability pay will be calculated.

If you have successfully awarded the Disability Pay you will receive a success message stating: ‘The Disability Pay Process Completed!’ and associated messages. 

(Note – Enter dates as xx/xx/xxxx).
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If for some reason you accidentally run the “Process Disability Employee Pay” program twice, an abort error will appear, see below.  (Contact Ceridian if you have any questions about your error message if you think the error is unwarranted.)
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Page Cannot Be Displayed Error

If for any reason the user encounters the message “Page cannot be displayed” or a similar error which terminates the program the user MUST make a print screen of the message to aid Ceridian/WC in troubleshooting.   It is extremely important to get a print screen message as it is extremely difficult to troubleshoot an issue with out the message.

Post Disability Execution Data Validation

First, check the batch time entry in the Source 500 to see if the data was written to the batch correctly.  After gaining confidence in the system if will be easy to just review the batch totals where the data was entered.  Disability Data is written to the batch which correlates to the employee’s check sequence number.

Follow the standard procedure in Source 500 for viewing batches and batch totals.  (Any questions contact your Ceridian Payroll Representative or Ceridian Support.)
Second, validate the data was written historically to the employees disability case. To view this process from the disability main menu: 

1) Display/Add/Update/Delete claim 

2) Select an employee from the drop down list 

3) Click the button submit query 

4) Click on the date of the injury from the list

5) And then view a screen similar to below.
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Claims Manipulation

Display/Add/Update/Delete Claim - Active
From the disability main menu select > Display/Add/Update/Delete Claim link.  A screen similar to below will appear.
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Viewing an Active Employee’s Listing of Disability Claims

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button. This will display a list of case(s) from the employee.
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On Screen Definitions:

	Choice
	Action

	Submit Query
	Click the button to select a new employee.

	Name
	The name & address of the employee selected.

	Add
	Add a new disability claim for the employee selected.

	Update
	Update a disability claim for the employee selected.

	Delete
	Delete a disability claim for the employee selected.

	End Claim
	End the disability claim.  Entering an end date for the claim.

	Per Employee Report
	Waukesha County's Employee Date Range Disability Pay Report

	Bi-Weekly Report
	Waukesha County's Bi-Weekly Disability Report for a specified period.

	Quarterly Report
	Waukesha County's Date Range Disability Report for a specified period.

	Total Open Claims
	Total number of open claims on the system.

	Total Open Claims $
	Total amount of dollars allocated to the current open claims.

	Total Claims Current YTD
	Total open claims which began/were created in the current year.

	Total Claims Current YTD $
	Total amount of dollars of open claims which began/were created in the current year.

	Total Claims 5 Yr. YTD
	Total disability claims over the last five years.  (Current year minus five years.)

	Total Claims 5 Yr. $
	Total amount of disability dollars for claims over the last five years.  (Current year minus five years.)

	‘Name’ – Open Claims
	Current employee’s number of open claims.

	‘Name’ – Open Claims $
	Current employee’s amount of dollars allocated to open claims.

	‘Name ‘– Total Claims
	Total claims on separate incidents by the current selected employee.

	‘Name’ – Total Claims $
	Total amount of dollars on all claims by the current selected employee.

	
	

	
	


Add an Active Employee Disability Claim

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.  This may display a list of case(s) for the employee if the employee has previous disability cases or the list will be blank.  Click on the ‘ADD’ link in blue, which toggles to red when the cursor rolls over the link in the table displayed to add a disability claim.
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Enter the data in the screen and click the ‘Add’ button.  This disability claim is now added for the employee.

	Field Name
	Table and Column Written to:
	Definition

	Date Injured
	PS_WC_DIS_INJ.InjDateInjured
	Date the injury occurred on for the Disability claim case.

	Pay Rate
	PS_WC_DIS_INJ.InjRate
	Rate of pay (Hourly) of the employee at the time of injury.   (EmHourlyRate)

	Maximum Hours Eligible
	PS_WC_DIS_INJ.InjMaxHours
	The maximum hours which an employee can claim against the current disability case.

	Injury Number
	PS_WC_DIS_INJ.InjInjuryNum
	Enter an injury number.  This is for future tracking for WC and at the time of program creation wasn’t needed but could be needed in the future.  Currently WC is creating simple internal tracking numbers for this field.

	Pay Period – Begin
	PS_WC_DIS_INJ.InjPayPeriodBeg
	The payroll pay period to begin calculating disability pay to be paid to the employee.  

This pay period is used to read check detail to calculate disability pay.

Ex:  2002210  Format:  xxxxxxx

	Pay Period – End
	PS_WC_DIS_INJ.InjPayPeriodEnd
	The payroll pay period to stop calculating disability pay to be paid to the employee.  

This pay period is used to read check detail to calculate disability pay.

Ex:  2002260  Format:  xxxxxxx

	
	PS_WC_DIS_INJ.InjDateBeg
	Automatically filled as the InjDateInjured.  This is used as the date the disability claimed was approved by Risk Management.

	
	PS_WC_DIS_INJ.InjDateEnd
	This field is Null during the addition of a disability case.   The field is used to make the case Active or Inactive.  By inputting a date in this field on the update screen the case will be made inactive.


Update an Active Employee Disability Claim

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.

This may display a list of case(s) for the employee if the employee has previous disability cases or the list will be blank.  Click on the ‘Update’ link in blue, which toggles to red when the cursor rolls over the link in the table displayed to update a disability claim.

Select the correct claim to update by clicking on the correct injury date.
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Enter the desired data to update in the appropriate white fields.  Click update record when complete.
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Enter the data in the screen and click the ‘Update Record’ button.  The disability claim is now updated for the employee.  * Note – In order to view the changes the user will have to click on the date of the claim located on the bottom portion of the screen.

	Field Name
	Table and Column Written to
	Description

	Date DP Begin
	PS_WC_DIS_INJ.InjDateBeg
	Originally automatically filled with the Injury Date.  This typically correlates to  the injury date of the case.

	Date DP End
	PS_WC_DIS_INJ.InjDateEnd
	The date can not be modified in this screen!

The date can be modified by following these menus:  Login > Waukesha County's Customization Main Menu > Disability Pay > Display/Add/Update/Delete Claim > Select the employee and click submit query > End Claim > Select the case by click on the date > Enter the Date DP End > Click Update

The end date of the pay period to terminate allowing disability pay to be paid to the employee.  This is left blank when originally entered.

Leaving the end date blank makes the case active.

By filling the end date in the case becomes inactive.

	Pay Rate
	PS_WC_DIS_INJ.InjRate
	Rate of pay (Hourly) of the employee at the time of injury.   (EmHourlyRate)

	Injury Number
	PS_WC_DIS_INJ.InjInjuryNum
	Enter an injury number.  This is for future tracking for WC and at the time of program creation wasn’t needed but could be needed in the future.  Currently WC is creating simple internal tracking numbers for this field.

	Pay Period – Begin
	PS_WC_DIS_INJ.InjPayPeriodBeg
	The payroll pay period to begin calculating disability pay to be paid to the employee.  

This pay period is used to read check detail to calculate disability pay.

Ex:  2002210  Format:  xxxxxxx

	Pay Period – End
	PS_WC_DIS_INJ.InjPayPeriodEnd
	The payroll pay period to stop calculating disability pay to be paid to the employee.  

This pay period is used to read check detail to calculate disability pay.

Ex:  2002260  Format:  xxxxxxx

	Total Amount to Pay Back – (Gross)
	PS_WC_DIS_INJ.InjTakeBackAmt
	Original amount of total dollars of pay codes 1B & 1F be paid.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected due to pay codes which can’t be determined if it was suppose to be used in the calculation.  Ex.  Vacation.

The 1B & 1F pay codes (shown on the screen) amounts are totaled in the final amount.

	Total Amount to Pay Back – (1F)
	PS_WC_DIS_INJ.InjTakeBackAmt1F
	Original amount of total dollars of pay code 1F to be paid.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected

	Total Amount to Pay Back – (1B)
	PS_WC_DIS_INJ.InjTakeBackAmt1B
	Original amount of total dollars of pay code 1B to be paid.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected

	Total Amount to Pay Back – (2)
	PS_WC_DIS_INJ.InjTakeBackAmt2
	Original amount of total dollars of pay code 2 to be paid back.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected

	Total Amount to Pay Back – (2G)
	PS_WC_DIS_INJ.InjTakeBackAmt2G
	Original amount of total dollars of pay code 2G to be paid back.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected

	Total Amount to Pay Back – (3)
	PS_WC_DIS_INJ.InjTakeBackAmt3
	Original amount of total dollars of pay code 3 to be paid back.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected

	Total Amount to Pay Back – (4)
	PS_WC_DIS_INJ.InjTakeBackAmt4
	Original amount of total dollars of pay code 4 to be paid back.  This amount is originally calculated from the Check Detail pay period range.

It is the best estimate the system can provide.

The amount can be changed.

The amount can be different than expected

	Cur. Amt to Pay Back – (Gross)
	PS_WC_DIS_INJ.InjCurTakeBackAmt
	The current running total amount of total dollars of pay code 1F & 1B already paid to the employee through the custom module.

	Cur. Amt to Pay Back – (1F)
	PS_WC_DIS_INJ.InjCurTakeBackAmt1F
	The current running total amount of total dollars of pay code 1F already paid to the employee through the custom module.

	Cur. Amt to Pay Back – (1B)
	PS_WC_DIS_INJ.InjCurTakeBackAmt1B
	The current running total amount of total dollars of pay code 1B already paid to the employee through the custom module.

	Cur. Amt to Pay Back – (2)
	PS_WC_DIS_INJ.InjCurTakeBackAmt2
	The current running total amount of total dollars of pay code 2 already paid back to WC through the custom module.

	Cur. Amt to Pay Back – (2G)
	PS_WC_DIS_INJ.InjCurTakeBackAmt2G
	The current running total amount of total dollars of pay code 2G already paid back to WC through the custom module.

	Cur. Amt to Pay Back – (3)
	PS_WC_DIS_INJ.InjCurTakeBackAmt3
	The current running total amount of total dollars of pay code 3 already paid back to WC through the custom module.

	Cur. Amt to Pay Back – (4)
	PS_WC_DIS_INJ.InjCurTakeBackAmt4
	The current running total amount of total dollars of pay code 4 already paid back to WC through the custom module.

	Total Hrs. to Pay Back – (Gross)
	PS_WC_DIS_INJ.InjTakeBackHrs
	Total hours to be paid for pay code 1B & 1F. 

	Total Hrs. to Pay Back – (1B)
	PS_WC_DIS_INJ.InjTakeBackHrs1B
	Total hours to be paid for pay code 1B.

	Total Hrs. to Pay Back – (2)
	PS_WC_DIS_INJ.InjTakeBackHrs2
	Total hours to be paid back to WC for pay code 2.

	Total Hrs. to Pay Back – (2G)
	PS_WC_DIS_INJ.InjTakeBackHrs2G
	Total hours to be paid back to WC for pay code 2G.

	Total Hrs. to Pay Back – (3)
	PS_WC_DIS_INJ.InjTakeBackHrs3
	Total hours to be paid back to WC for pay code 3.

	Total Hrs. to Pay Back – (4)
	PS_WC_DIS_INJ.InjTakeBackHrs4
	Total hours to be paid back to WC for pay code 4.

	Cur. Hrs Paid Back – (Gross)
	PS_WC_DIS_INJ.InjCurTakeBackHrs
	Total current running total of hours already paid to employee for pay code 1B.  This has no relationship to the corresponding pay amount.

	Cur. Hrs Paid Back – (1B)
	PS_WC_DIS_INJ.InjCurTakeBackHrs1B
	Total current running total of hours already paid to employee for pay code 1B.  This has no relationship to the corresponding pay amount.

	Cur. Hrs Paid Back – (2)
	PS_WC_DIS_INJ.InjCurTakeBackHrs2
	Total current running total of hours already paid back to WC for pay code 2.  This has no relationship to the corresponding pay amount.

	Cur. Hrs Paid Back – (3)
	PS_WC_DIS_INJ.InjCurTakeBackHrs3
	Total current running total of hours already paid back to WC for pay code 3.  This has no relationship to the corresponding pay amount.

	Cur. Hrs Paid Back – (4)
	PS_WC_DIS_INJ.InjCurTakeBackHrs4
	Total current running total of hours already paid back to WC for pay code 4.  This has no relationship to the corresponding pay amount.


Delete an Active Employee Disability Claim

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.

This may display a list of case(s) for the employee if the employee has previous disability cases or the list will be blank.  Click on the ‘Delete’ link in blue, which toggles to red when the cursor rolls over the link in the table displayed to update a disability claim.

After clicking delete you will see this message flash at different times during the deletions process.  This was added to remind the user that the case is going to be deleted and for the user to be sure this is what is intended.  Just click the OK button to continue.
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Select the correct claim to delete by clicking on the correct injury date.
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The disability claim will now be displayed for deletion.
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Click the ‘Delete Record’ to delete the disability claim.  * Note after deleting the record it’ll still appear in the top table but it’ll be missing from the list under the yellow table.  The record has been deleted.

End Claim on an Active Employee Disability Claim

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.

This may display a list of case(s) for the employee if the employee has previous disability cases or the list will be blank.  Click on the ‘End Claim’ link in blue, which toggles to red when the cursor rolls over the link in the table displayed to end a disability claim.

A list of open claims will be displayed.  Click on the injury date of the claim desired to end the claim or change the end date.

Note – (Green is being used as the screen shots came from the development system).
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Enter the “Date DP End” date as xx/xx/xxxx or remove the data and then click update record button.
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The date is entered as below.  After clicking on the update record click on the injury date and the change will be displayed.  Note – the ‘Date DP End’ immediately after clicking the “Update Record” button the “Date DP End” field will blank out and show under the yellow table towards the bottom of the page.  The claim was updated.  The field also could change to the prior date listed in the field if the user is updating the field.
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Field Updates:

	Field Name
	Table and Column to Write to
	Description

	Date DP Begin
	Display Only Field
	N/A

	Date DP End
	PS_WC_DIS_INJ.InjDateEnd
	By entering a date in this field the disability case becomes inactive.

	Pay Rate
	Display Only Field
	N/A

	Max Hours
	Display Only Field
	N/A

	Injury #
	Display Only Field
	N/A


* Note, when displaying you may have a Database Results Error as below.  Ignore and continue.
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Viewing an Active Employee Specific Disability Claim Historical Payments

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.  The case(s) from the employee and claim summary information will appear as shown below.

[image: image24.png]ET
Bl Edt Uew Favortes Iook e
ok - = - OB (] @earch

uress [ €] o jarwebjucieviu st a5

aortes Gveds B | B B

< e o gy i
Better Solutions. BetterService:
g

Active Employees With Disability Claims
Select tama Aot st <] Tota Gpen Clsime 5

Total Open Claims saa20280
Total Claims Curent YTD: 18

Submt Guery Total Claims Curent Y70 3 52383007
Total Claims 5 yr. YTD: 54

Total Claims 5 . Y70 3
Bosse, Saott R

1036015 Huy 93 Seoft Boese - Gpen Claims: o

Eagle, 153118 Usa. Seott Boase - Gpen Claims 3

saasez0 Soott Bosse - Total Claims: .
SeottBosse - Total Claims'3 s3s0781

Date njured | Date P End injury# | Max Hours | Pay Rate | PP Beg | PP End
41111800 sb1 104000 | 315113 | 2002240 | 2003230

@]

Lacal ntranet





Click on the “Date Injured” date link.  This will display a list of case(s) for the employee(s).  Click on the date of the disability case you desire to see the listing of payments.  See below:

[image: image25.png]3 Waukesha County's

ity Pay Case Amount Listing - Microsoft Internet Explorer

Ele Edt View Favortes Toos Help

OD @] @search Grsvortess Greda B3| B &

s [B] Mo fjshwebjucinc_5e1 ot sprnbio=1oinbice

CERIDIAN

Date of Injury = 11/12/2003

g

Name
Soott Bosse

Total Amount Paid o the Employas forthe njury = 3987 31
22003 012072008 53523 a0 51038] 2756 fos7od s57.67] 25550 sbi 2004200 | 12227200
122003 o52008 565 13] aoq 51038] 204108704 sa272] 2aron] b1 2004200 | 122212008
122003 72072008 12625 sod 51038 5053 tos70d] 35 24 2aso0] b1 2004200 | 122212008
122003 75008 515559 550 51058 saaoi]_tos7od 55 08] 23500 b1 2004200 | 122212008
122003 63072008 5205 15 T30 5.1038] o556 fos7ed  3isssd] 2270 b1 2004200 | 122212008
122003 6712008 Stisted] 7300 5 10z sa75ea tos7ed  srasod] 21410 b1 2004200 | 122212008
122003 erarz08 120263] 0005 10ze] sa052s] to57od  yseasel 14050 _sbt 2004200 | 122212008
122003 2072008 575755 5005 10z 2457 _tos7ed  ssize] 6050]_sbt 2004200 | 122212008
122003 Sierz008 512625 sod 51038 5053 tos70d] 535 24 250 b1 2004200 | 122212008
1272003 22508 7102 a5d 51038 52267 _tos70d] 25,09 a5 b 2004200 | 122212008

&] Done





Back Pay Effect on 1B & 1F Rates

1) Back pay doesn’t affect 1F.  1F always stays the same.   The employee’s rate of pay at the time of injury is located on the disability case set up screen.

2) 1B will change after a back pay is applied.

3) After the back pay future disability amounts will reflect the change in pay from the back pay.

Viewing the Per Employee Report

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.  The case(s) from the employee and claim summary information will appear as shown below.
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This may display a list of case(s) for the employee if the employee has previous disability cases or the list will be blank.  Click on the ‘Per Employee Report’ link in blue, which toggles to red when the cursor rolls over the link.

At the report page enter the dates desired and click submit query.
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Viewing the Bi-Weekly Report

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.

The case(s) from the employee and claim summary information will appear as shown below.
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Click on the ‘Bi-Weekly Report’ link in blue, which toggles to red when the cursor rolls over the link in the table display the report.

At the report page select the year from the “Select Year” drop down and click submit query.
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Note – All terminated employee data information is included in the Bi-Weekly and report.

Viewing the Quarterly Report

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.  The case(s) from the employee and claim summary information will appear as shown below.
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Click on the ‘Quarterly Report’ link in blue, which toggles to red when the cursor rolls over the link.

At the report page enter the Pay Begin Date and the Pay End Date desired and click submit query.  Note – the dates are selected from a drop down based off of data in historical tables.  This can be run for any time duration desired but was called quarterly by instructions from Waukesha County.
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Note – All terminated employee data information is included in the quarterly reports.

Display/Update/Delete Claim - Terminated
From the disability main menu select > Display/Update/Delete Claim link.
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Viewing a Terminated Employee’s Listing of Disability Claims

Select an employee from the “Select Name” drop down list and then click the ‘Submit Query’ button.  The case(s) from the employee and claim summary information will appear as shown below.

Note – Only employees who have disability claims and are terminated will show up in this drop down!
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All other links and reports function like the active employees.  Refer to previous pages for documentation on add, update, delete and reports.

Note – All terminated employee data information is included in the Bi-Weekly and quarterly reports.

Employee Pay Processing

From the Disability Main Menu select the ‘Process Disability Employee Pay’ link.   The screen below will be displayed. 
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On Screen definitions:

	Name
	Name of the employee who has an open eligible case.

	Date DP Begin
	Date the disability pay for the case began.

	Pay Rate
	Employee’s pay rate at the time of the injury.

	Max Hours
	Maximum amount of hours an employee can log against this claim.

	Injury Number
	This is a free form field, which can be used, as Waukesha County desires.

	
	

	Process Employee(s) to be Paid Disability Button
	Click this to proceed to the next screen.  The next screen will then prompt you for dates to execute the disability pay.

	
	


	 

	*** Search List for Duplicate Open Claims *** 

	If an employee is listed twice manual intervention is needed to ensure the hours and pay do not go to both open claims for an employee.  If an employee has two claims one claim must have an end date temporarily added to the claim prior to the execution of the ‘Process Disability Pay Back’ and then have the end date removed after execution of the ‘Process Disability Pay Back’.  This ensures the hours and pay are set to one case.  The remaining hours and pay for the employee must be manually added to CycleData Batch in Source 550 to pay the employee and the data must also be manually added to historical records for the claim of the employee  (PS_WC_DIS_MONIES).


Click on the ‘Process Employee(s) to be Paid Disability’ Button and the screen below will appear.  Enter the dates (begin pay period and end pay period) prior to clicking on the button for execution.  The dates are reading data from TimePro to see which employees had disability hours entered between the begin and end dates.

(Note – Enter dates as xx/xx/xxxx).
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Disability Pay Calculation for 1F and 1B

This calculation is for paying the employee – Supplied to Ceridian from WC’s Risk Management.

1) The program adds up the hours and wages for the pay period range specified on the case which was set up by the user.

2) The program then calculates the Average Hourly Rate for the pay period range specified.

3) The program then retrieves the current hourly rate of pay.

4) The USE_RATE is then determined.  The program compares the Average Hourly Rate to the currently hourly rate and selects the higher rate of the two.

5) EMP_AT_INJ_RATE = Employee pay rate at the time of injury.

6) EMP_CUR_RATE_LIST(y) = Current rate at a specific point in time needed for pay increase calculations for 1B.

(All calculations are rounded to the fourth decimal place).

7) 1F = USE_RATE * 40

8) 1F = 1F / 48

9) 1F = 1F * .66667

10) 1B = EMP_AT_INJ_RATE * 80

11) 1B = 1B - 1F

(Per Jeff Newcomb – Risk Management)

When an employee receives a pay increase their 1B rate will change.

When an employee receives a pay increase their 1F rate will remain the same.

Calculation below:

IF (EMP_CUR_RATE_LIST(y) <> EMP_AT_INJ_RATE)  THEN


' Per Jeff Newcomb - The 1F Rate / Amount never changes!



' Must use the current line if there’s a pay rate change.




1B =
(EMP_CUR_RATE * .80) - 1F

End If

Back Pay Effect on 1B & 1F Rates

4) Back pay doesn’t affect 1F.  1F always stays the same.   The employee’s rate of pay at the time of injury is located on the disability case set up screen.

5) 1B will change after a back pay is applied.

6) After the back pay future disability amounts will reflect the change in pay from the back pay.

When completed you will receive a message similar to the screen below:
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· Note – This disability program can’t be run twice for the same pay period.  If a user attempts to execute the Disability program twice a message below will be displayed.
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Page Cannot Be Displayed Error

If for any reason the user encounters the message “Page cannot be displayed” or a similar error which terminates the program the user MUST make a print screen of the message to aid Ceridian/WC in troubleshooting.   It is extremely important to get a print screen message as it is extremely difficult to troubleshoot an issue with out the message.

Automatic Email Functionality

An auto email feature was added to the disability program.  The program will generate an email comparing the total hours on the disability case to the current hours for the pay period and decide what email should be generated.

Specifications.

	
	

	To Email Address:  Distribution@WaukeshaCounty.gov
	This email address is hard coded in the program.  The distribution list is maintained by Waukesha County’s IT department.  If the distribution list is to change contact WC’s IT Department.

	From Email Address: tbarron@WaukeshaCounty.gov
	This email address is hard coded in the program.  This is the return email address if someone clicks reply.   Eileen is the lead in the payroll department and would be the first to contact on payroll errors.

	75%
	An email is generated to the “To Email Address” on an employee whose Maximum total case hours have exceeded 75% of the allowable amount.  This is used as a simple notification to the people on the distribution list that the employee is nearing the end of the disability pay for a specific disability case.

	90%
	An email is generated to the “To Email Address” on an employee whose Maximum total case hours have exceeded 90% of the allowable amount.  This is used as a simple notification to the people on the distribution list that the employee is nearing the end of the disability pay for a specific disability case.

	100%
	An email is generated to the “To Email Address” on an employee who’s Maximum total case hours have exceed 100% of the allowable amount during the pay period.  This is used as a notice to the people on the distribution list that the employee is not going to be paid all the money he/she is requesting on their time card.  Risk Management should contact payroll to see if the person is or is not entitled the disability pay requested.  Base off of Risk Management and Payroll’s finding the necessary internal procedures need to be done to ensure employee is paid correctly.

	100% Plus
	An email is generated to the “To Email Address” on an employee whose Maximum total case hours previously exceeded 100% of the allowable amount of hours approved to the employee’s disability case.  This is used as a notice to the people on the distribution list that the employee is not going to be paid disability money he/she is requesting on their time card.  Risk Management should contact payroll to see if the person is or is not entitled the disability pay requested.  Base off of Risk Management and Payroll’s finding the necessary internal procedures need to be done to ensure employee is paid correctly.


Process Disability Pay Back

Waukesha County employees use their benefit time instead of disability time until the employee’s disability claim is approved.  Once the claim is approved the benefit hours and benefit dollars will need to be paid back to Waukesha County and replaced with disability pay.

Click on the “Process Disability Pay Back” link from the disability main menu and the user will be taken to the Employee Pay Back Processing screen as below.
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Populating Data from Check Detail (Initialization)

This is an important process to understand for Waukesha County.  When initializing a claim the program / screen will read check detail for the employee selected and the dates supplied to populate information on the screen to be used as a guide by the user in the pay back process.  The initialization process only happens the first time the user selects a claim.  Therefore if your dates don’t correlate to the correct date begin and date end it is possible the screen could initialize with zeros.

After initialization the claim set up amounts can be changed to the exact desired amounts through the DISPLAY/ADD/UPDATE /DELETE CLAIM link located on the Disability Menu screen.  Update the Pay Back amounts using the UPDATE process.

What is the initialization process aimed to accomplish:

1) Calculate from check detail the gross amount to be paid back.

2) 1B and 1F are calculated from check detail.  The pay code amounts found are totaled over the date range selected.  The total amount is then multiple by 80%.  Then the appropriate percentage (75% or 25%) is multiple to obtain the estimated amounts.

3) Calculate from check detail the 1F amount to pay the employee (estimated 75% of total gross).  (Note – the estimate was supplied by Waukesha County’s Payroll Department – Eileen Waltenberry.)

4) Calculate from check detail the 1B amount to pay the employee (estimated 25% of total gross).  (Note – the estimate was supplied by Waukesha County’s Payroll Department – Eileen Waltenberry).

5) Calculate from check detail the 1A amount to pay back Waukesha County.  (Future Enhancement)

6) Calculate from check detail the 1M amount to pay back Waukesha County.  (Future Enhancement)

7) Calculate from check detail the 2 amount to pay back Waukesha County.

8) Calculate from check detail the 2G amount to pay back Waukesha County.

9) Calculate from check detail the 3 amount to pay back Waukesha County.

10) Calculate from check detail the 4 amount to pay back Waukesha County.

11) Calculate from check detail the 1A hours to pay back Waukesha County.  (Future Enhancement)

12) Calculate from check detail the 1M hours to pay back Waukesha County.  (Future Enhancement)

13) Calculate from check detail the 2 hours to pay back Waukesha County.

14) Calculate from check detail the 2G hours to pay back Waukesha County.

15) Calculate from check detail the 3 hours to pay back Waukesha County.

16) Calculate from check detail the 4 hours to pay back Waukesha County.

17) Calculate Total Gross Pay for Pay Codes 3 & 4 for time period specified.

18) Calculate Total Hours for Pay Codes 3 & 4 for time period specified.

19) Calculate 25% of the Total Gross for Pay Codes 3 & 4.

20) Calculate Total Gross for the time period specified.

21) Calculate the total number of checks in the time period specified.

22) Calculate the Total Gross in check detail for the employee.

23) Select the first check date the employee received.

24) Select the last check date the employee received.

25) Calculate the total checks for the employee in check detail.

· Note – The initialization process only functions the FIRST time the case is selected and the initial dates are entered.

· Note – The amounts calculated during initialization can be changed after initialization can be changed by the user.

· Note – The amounts calculated may not be correct even if the dates entered are correct.  Why?  Because the employee may have desired to use sick, vacation or etc during the time frame in which the user specified.

On screen Definitions

	Select a Person
	This is a listing of only employees who have claims in the system.

	Date Begin
	This is the date the employee began taking vacation / sick / etc. time instead of the disability time.

	Date End
	This is the date the employee stopped taking vacation / sick / etc time instead of the disability time.

	Injury Date & Number
	After selecting the employee this list will populate.  Select the same person and the injury you desire to pay back information on.

	Submit Query
	Retrieve the information desired.  This must be selected twice.  First to get the employee and then to get the employee with the claim number.

	Current Report
	This will list totals for what has been paid back to Waukesha County.

	
	

	Others
	The others fields are well labeled and self-explanatory.


After initialization the user may enter data as desired into the fields, which are colored in white.  The dollar amount white fields correspond to the horizontal line “Pay Back Amount” with the vertical columns 1F, 1B, 2, 2G, 3, 4.  The hours white fields correspond to the horizontal line “Pay Back Hours” with the vertical columns 1B, 2, 2G, 3, 4.  Only white fields can be keyed into.

Other groupings:  Depending on the color resolution on your monitor colors may vary slightly but vertical columns will be grouped together.  The intention is for the user to easily identify the grouping of the column below.

The 2, 2G, 3 & 4 fields automatically will subtract amounts and/or hours from the pay codes specified.  

The 1F, 1B field columns will add the amount and/or hours to the pay codes specified.  

The Gross column tracks the totals.

The current amounts which have been paid back in each category are listed after ‘Inserting a Record’.  This will aid the user in knowing how much is in each category prior to inputting numbers into the fields.

When completed entering data click on the ‘Insert a Record’.  The data will update the pay back claim and write data to the CycleDataTime table in the Source 550 product.

Note – Enter all amounts and hours positive and the negative conversion will happen automatically when appropriate while the data is written to the CYCLEDATATIME tables.  

Note - The written data can be found Source 550 product in the Hours/Earnings batch name DP-REPAY.

Note - The data keyed in the “Disability Pay – Money to be Paid Back” window also writes to the Disability program/tables.  (PS_DIS_WC_MONIES).  All reports for an employee’s disability case will include amounts keyed.
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Claim Payment Modification

Waukesha County needed the ability to add, delete and update payment claims for disability cases.  The update feature will allow for 1B rate, 1F rate, 1B amount, 1F Amount, dates and etc to be modified for a prior processed payment claim.  The add feature will allow Waukesha County to add a complete payment record to the disability case (this does not add a record to cycle data time batch).  The addition of a payment claim will reflect on disability reports.  If adding a record Waukesha County may desire to add a record to the Source 550 cycle data entry to correspond to the record addition (determined on an individual basis).  The delete payment claim feature will allow Waukesha County to remove a previous payment record (payroll cycle data manipulation may be desired and is done in a separate standard Source 500 process by WC.).

· Note – All addition, deletions and updates will be reflected in the disability reports Risk Management runs.

· If Waukesha County desires any type of employee payment manipulation it will need to be done in cycle data as a separate process.

Add a Disability Payment Claim Record
Follow the menuing structure to proceed to the “Add a Disability Payment Claim Record”

Login > Disability Pay > Add/Update/Delete Claim Payment > Add a Disability Payment Claim

The disability payment claim screen is shown below:
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On screen definitions

	Column
	Action/Definition

	Name
	Select from the drop down list the name of the employee and the date the injury occurred in which the desired payment record is to be added to.

	Date Paid
	Enter the date paid for the payment record (this corresponds to the date run in the standard processed).  Required.

	1F Rate
	Enter the manually calculated 1F rate.

	1B Rate
	Enter the manually calculated 1B rate.

	1F Amount
	Enter the manually calculated 1F amount.

	1B Amount
	Enter the manually calculated 1B amount.

	1B Hours
	Enter the hours the employee worked used in the calculation of the disability amount.

	Department Number
	Enter the department number of the employee at the time of the payment date.

	PSID
	Enter the PSID.  As of 11/8/2006 Waukesha County only has one PSID.  (PSID = “LDD”).  This is the default and is required.

	Pay Frequency
	Select the pay frequency from the drop down list.  Bi Weekly is the default and the only choice at this time for WC.

	Pay Period
	Enter the pay period in the format shown on the screen (Format 2006260)

	Pay Period Date Begin
	Enter the pay period begin date (Format 05/09/2006).

	Pay Period Date End
	Enter the pay period end date (Format 05/09/2006).

	Pay Period Check Date
	Enter the pay period check date (Format 05/09/2006).


After entering the required data and any optional data click the “Click Here to Add Disability Payment Record”.

The following screen and message will be displayed to confirm data addition.  The data is now attached to the disability case and can be view in all the reports.  (Remember if WC desires any type of employee payment manipulation it will need to be done with in Source 500 cycle data entries in a separate process.)
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Click the link “Click Here to Return to the Disability Payment Menu Screen” to return to the Disability Payment Menu.

Update a Disability Payment Claim Record
Follow the menu structure to proceed to the “Update a Disability Payment Claim Record”

Login > Disability Pay > Add/Update/Delete Claim Payment > Update a Disability Payment Claim

The update disability payment claim screen is shown below:
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From the list of disability cases listed either click on the name of the person or the injury date and payment information will be displayed for the employee and corresponding date as below (note – both links function the same and are enabled for user convenience).

Select the desired payment to update by clicking on the date paid or user name.
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Pay Period Date Begin: [11/27/2004  (crter the piay peniad date beain - Optiansl - Farmat 05/05/2008)

Pay Period Date End: [12/10/2004  (£nter the pay period date and - Optional - Format 05/05/200%)

theck Date [1272272004  (gnter the check dats - Optiansl - Farmat 05/09/2008)
psID JEBB (enter the mplayes PSID - Raquirad)
Pay Frequency B (Enter the pay frequency)

Click Hers to Update the Record!
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On screen definitions

	Column
	Action/Definition

	Name
	List the name of the employee and the date the injury occurred in which the desired payment record is to be added to.  This is a disabled field and can’t be changed.

	Injury Number
	This is the injury number attached to the payment claim.  This is a disabled field and can’t be changed.

	Date Paid
	Enter the date paid for the payment record (this corresponds to the date run in the standard processed).  Required.

	1F Rate
	Enter the manually calculated 1F rate.

	1B Rate
	Enter the manually calculated 1B rate.

	1F Amount
	Enter the manually calculated 1F amount.

	1B Amount
	Enter the manually calculated 1B amount.

	1B Hours
	Enter the hours the employee worked used in the calculation of the disability amount.

	Department Number
	Enter the department number of the employee at the time of the payment date.

	PSID
	Enter the PSID.  As of 11/8/2006 Waukesha County only has one PSID.  (PSID = “LDD”).  This is the default and is required.

	Pay Frequency
	Select the pay frequency from the drop down list.  Bi Weekly is the default and the only choice at this time for WC.

	Pay Period
	Enter the pay period in the format shown on the screen (Format 2006260)

	Pay Period Date Begin
	Enter the pay period begin date (Format 05/09/2006).

	Pay Period Date End
	Enter the pay period end date (Format 05/09/2006).

	Pay Period Check Date
	Enter the pay period check date (Format 05/09/2006).


Update the fields with the desired data corresponding to the format on each field.  When completed click the “Click here to Update the Record!” button.  The screen below will show and now the data has been changed and will be reflected in the reports as well.
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Disability Payment Claim Update Conformation

The record with monflxid = 48 was updated!

Click Here to Return to the Disability Payment Menu Screen
Click Here to retun to the Login Screen
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Click on the “Click Here to Return to the Disability Payment Menu Screen” to return to the main Disability Payment menu.

Delete a Disability Payment Claim Record
Follow the menu structure to proceed to the “Delete a Disability Payment Claim Record”

Login > Disability Pay > Add/Update/Delete Claim Payment > Delete a Disability Payment Claim

The delete disability payment claim screen is shown below:
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From the list of disability cases listed either click on the name of the person or the injury date and payment information to be deleted will be displayed as below (note – both links function the same and are enabled for user convenience).  Select the desired payment to delete by clicking on the date paid.
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The screen below will appear. Click on the “Click Here to Delete the Record” button and the data will be removed from the database.   (* Note – once you click the “Click Here to Delete the Record” button the record will be removed and not retrievable except from a prior IT database backup.)  
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Below is the screen which will be displayed after the button is clicked.   (Disregard the green color as it’s from the DEV system).
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Click on the “Click Here to Return to the Disability Payment Menu Screen” to return to the main Disability Payment menu.

Technical Documentation

LIVE & DEVELOPMENT SYSTEMS

Waukesha County Disability program and Pay Back programs are located on two separate systems.   The live system and the development system.  An easy way to identify the live or development system is by viewing the screen.  If a screen is predominately gray the user is in the Live system.  If a screen is predominately green the user is in the Development system.

Links to each system:

Live:  


http://whweb/wc/wc_login.asp


Gray

Development:

http://whweb/wcdev/wc_login.asp

Green

Live DSN

Located on Server WH



TimePro & VHRDATASQL

Dev DSN

Located on Server WH



TimeProDev & VHRDATASQL_DEV

User Authentication
User Id:  ps_cus



Password:  ceridian

	Database Types:
	SQL 200

	Database Names:
	VHR_DATASQL

CTA_PRD

	VHR_DATASQL New Tables:
	PS_WC_DIS_INJ

PS_WC_DIS_MONIES

PS_WC_DIS_PAYBACK

	PS_WC_DIS_INJ Columns
	InjFlxid

InjFlxidEb

InjDateBeg

InjDateEnd

InjDateInjured

InjInjuryNum

InjRate

InjMaxHours

InjTakeBackAmt

InjCurTakeBackAmt

InjTakeBackAmt1F

InjCurTakeBackAmt1F

InjTakeBackAmt1B

InjCurTakeBackAmt1B

InjTakeBackHrs

InjTakeBackHrs1F

InjTakeBackHrs1B

InjTakeBackAmt2

InjCurTakeBackAmt2

InjTakeBackAmt2G

InjCurTakeBackAmt2G

InjTakeBackAmt3

InjCurTakeBackAmt3

InjTakeBackAmt4

InjCurTakeBackAmt4

InjTakeBackHrs2

InjTakeBackHrs2G

InjTakeBackHrs3

InjTakeBackHrs4

InjEmpRate

InjPlaceHolder

InjCurTakeBackHrs2

InjCurTakeBackHrs2G

InjCurTakeBackHrs3

InjCurTakeBackHrs4

InjCurTakeBackHrs1B

InjCurTakeBackHrs

InjPayPeriodBeg

InjPayPeriodEnd

	PS_WC_DIS_MONIES Columns
	MonFlxId

MonFlxIdInj

MonAmount

MonDatePaid

MonRate

Mon1Frate

Mon1Brate

Mon1Famount

Mon1Bamount

Mon1Fhours

Mon1Bhours

MonDeptNum

MonRunningHours

MonPayPeriod

MonPPDateBeg

MonPPDateEnd

MonPPCheckDate

MonPSID

MonPayFreq

	PS_WC_DIS_PAYBACK
	PybFlxId

PybFlxIdInj

PybFlxIdEb

PybAmount

PybPayCode

PybDateBeg

PybDateEnd

PybHours

	Tables – Read & Write – Time & Attendance
	Accrual_Change (R)

Employee(R)

	Tables – Read & Write – Source 500
	CycleDataTime (R/W)

Ebase (R)

PS_WC_DIS_INJ

PS_WC_DIS_MONIES

PS_WC_DIS_PAYBACK

	CycleData Batch – Needed (Don’t Delete)
	BATCH NAME: PAY BACK

	
	

	HTML Page Names
	Wc_login.asp

Wc_menu.asp

Wc_dis_driver.asp

Wc_dis1_pb.asp

Wc_dis1.asp

Wc_dis1_add1.asp

Wc_dis_update1.asp

Wc_dis_delete1.asp

Wc_dis_update2.asp

Report1.asp

Report2.asp

Report3.asp

Wc_dis1_det1.asp

Wc_dis2.asp

Wc_dis1_pro1.asp

Wc_dis1_pro1_calc.asp

Wc_dis1_pb.asp

Wc_dis1_pb_sqladd.asp

Wc_dis1_pb_sqlupd.asp



	
	


Upgrades Notes

1) The HTML asp pages will not be overwritten because Ceridian will not release web pages in Source 500.

2) The new table in the VHR_DATASQL database has a naming convention, which should prevent the table from being effected by an upgrade.

3) Each upgrade the Source 500 and Time Attendance table should be review for structure change.  This would be removal of a table, renaming of the table, addition or deletions of columns, etc.

4) During a prior upgrade WC had issues with their TimePro Hours and Earnings export which was imported into Ceridian’s Source 550 product.  This issue has been resolved but located in this section for future reference if the problem reoccurs during an upgrade.

- Note – The TimePro export of hours should not contain any disability hours.  If the TimePro export contains hours the hours could double up on the pay!  Therefore if the TimePro export doesn’t restrict these hours and the pay code they must be removed prior to transmitting the payroll.  Note – if this happened the pay would not most likely be double, but it would be close.

Disability program is executed by payroll.





Data Entered into Time Pro by Time Keepers





Enter the Disability case by Risk Management








Data is read from Time Pro





Data is written to CycleDataTime





Data is written to  the custom table PS_WC_DIS_MONIES





Data is written to PS_WC_DIS_INJ





End of process





Review Custom Reports in the Disability Module.





Review Cycle Data Entries in Batch and Batch Totals report.





Review  Sequential Transaction Edit Report





Completed





System Generated email notifications.
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