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OTHER PAY 
Other Pay is located in the Payroll module under Input and is used for entering other pay that is not 
covered by Salary or Hourly positions. Examples are Miscellaneous, Substitute, Leave and Escrow 
Payouts, and Prior Period adjustments. 
  
In Other Pay, you can also view and edit pending Supplemental/Longevity Pay.  
 

Other Pay Form 
Complete the following form to add other pay: 

   

FILTER BY 

Filter By allows you to filter the records to be displayed by the Employee’s Pay Group.  You can also 
search for an individual record by clicking on a column heading in the upper grid to change the Search 
by field at the top.  You may search for existing Other Pay items under the Other Pay type filter. 

 Select a Pay Group to filter by from the Pay Group dropdown list. 
 The upper grid now displays all records from the selected Pay Group. 
 Check the Show FINALIZED Items box to view Historical items also.  These finalized Other 

Pay items cannot be modified or deleted. 
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UPPER GRID 

 Highlight the employee’s name in the upper grid. 
 Click the green plus button to add an Other Pay item. 

LOWER PANEL 

 Select any Pay Group for processing Other Pay from the Pay Group dropdown list.  It does not 
have to be the employee’s regular pay group. 
 

 Select any open Pay Period for the Other Pay from the Pay Period dropdown list. 
 

 Select the type of Other Pay to be received from the Type dropdown list. The dropdown always 
lists Miscellaneous, Prior Year, and Prior Period as options. In addition, the dropdown lists 
all Leave Types the employee is eligible for when Payout is checked on the Leave Setup screen. 
 

 Escrow becomes an option if the employee is eligible.  When entering an Escrow Payoff, 
the Account # text field is grayed out and the Amount text field is automatically 
populated.   Additionally, the Employee Matching and Subject To box is grayed out and cannot 
be edited.   An Escrow Amount will populate here, but will only include the calendar year 
amount.   Check Calculate Payroll to see the total Escrow Payout for the employee.  

 

 If the selected employee has a job with a Daily pay rate, pay type SUBSTITUTE will be listed.    
 

 When entering a Substitute Other Pay type, the account code and amount from the employee’s 
job will default along with Number of Days to 1.  The Account, amount, and Number of 
days may be changed as needed.   If the Number of Days is changed, you will be asked if you 
want to recalculate the Amount.  Select Yes to update the Amount of the daily 
rate multiplied the number of days entered.   Select No for the amount to remain as is. 

 
NOTE: Substitute pay can also be entered along with an absence. 

 
 Enter the Account Number for the Other Pay in the Account # field.  It must be a valid payroll 

account. 
 

 Enter the total amount of the Other Pay in the Amount field.  It can be positive or negative. 
 Leave and Escrow Payoff amounts are calculated automatically, but can be changed if 

necessary. 
 If Leave Payout is entered, Leave balance is reduced by the amount entered 

immediately when Other Pay is saved. 
 

 Enter the number of days for the Other Pay in the Number of Days field.  It allows up to two (2) 
decimal places.  This is required for Substitutes and Leave Payout but optional for Other 
Pay types. 
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 Select one of the following from the Tax Method dropdown list: 
 With Regular Check (calculates the same as the regular paycheck) 
 Supplemental Earning (uses the supplemental rates from the tax tables) 
 Without Regular Check (calculates from tax tables as if this is the only check received) 
 None (no taxes withheld) 

 
 Check the Allow Deductions box for the option to have voluntary deductions applied to an 

Other Pay option. 
 

 If the Escrow box is checked, escrow will be withheld from the prior period adjustment.  If the 
escrow box is unchecked, the employee will receive the full amount of this prior period 
adjustment in the period being processed. 
 

LOWER GRID 

 There are three tabs displayed on the lower grid: Employer Matching, Subject To, and Notes. 

 
 

 Account numbers are filled in automatically based on the employee’s primary job settings in the 
Employer Matching grid, but can be revised.  If you edit an Other Pay item, the matching 
account number will change based on the account number listed.  
 

 If an account number is blank, the expected account number (based on the deduction template) 
is not valid for the date, does not exist, or not marked as a Payroll account.  You will need to 
select a different account or correct the invalid account in Fund Management: Manage 
Accounts. 
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The settings from the Employee’s primary job will be pre-checked in the Subject To grid, but can be 
revised if necessary. 

 Click Apply to display the Other Pay record in the lower grid. 
 Click the green plus button to add another Other Pay record for this employee. 
 Click Save to save the Other Pay records. 
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LEAVE PAYOUT CALCULATIONS 

 The Amount and Number of Days are calculated automatically but can be changed if 
necessary. 

 The Amount is calculated based on the number of hours of leave, multiplied by 
the hourly rate from the employee’s primary job. 

 The Hourly Rate is Gross Pay (from Employee Job) divided by Days Per Month 
(from Job Setup) divided by Hours Per Day (from Job Setup). 

NOTE: If Use Calendar is checked on Job Setup, 21.67 will be used for Days Per Month. 
 

 The Number of Days is calculated by dividing the number of hours of leave by the Hours Per 
Day (from Job Setup). 

ESCROW PAYOFF  

 The Escrow Payoff amount is calculated based on the escrow balance from all Finalized payrolls 
but the amount can be changed if necessary. 

 Select the desired Escrow Year for the Payoff. 

INSTALLMENT PAYOUT VS. ESCROW PAYOFF 

When an employee has Escrow deductions taken from their check, it is normally paid back during the 
Installment Payout Periods that are set up in Pay Group setup. 
 

 Installment Payout is handled automatically when payroll is calculated for those periods. You 
don’t need to enter anything in Other Pay to generate the Installment Payouts and set the 
codes correctly for the A.PR file. 
 

 The Escrow Payoff option from Other Pay is only used when: 

 An employee gets an early payout, usually due to termination of employment.  This is 
considered an Escrow Payoff for the A.PR files. 

 An employee needs to get 100% of their Installment pay in the first Installment month 
instead of spreading it out. This is sometimes done for retirees and is considered 
Installment Pay for the A.PR files. 

RULES TO HELP PREVENT DPI COMPLIANCE EDITS: 

 You cannot use object code = 185 or 188 with pay type = Miscellaneous. You must select 
a Leave Payout for Type when using those object codes. 

 You cannot use object code = 162, 163, 165, 166, or 167 with pay type = Miscellaneous. 
You must select Type = Substitute when using one of those object codes. 

 If you use object code = 111-118, 121, 123-135 and Type = Miscellaneous you will 
receive a warning message reminding you this could cause a compliance edit at DPI. 

 


