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LONGEVITY/SUPPLEMENTAL PAY SETUP 
The Longevity/Supplemental Pay Setup sets up Longevity pay rates for NC employees, as well as any 
other extra pay (i.e. local supplements). 
 

Longevity/Supplemental Pay Form 
Complete the following form to add Longevity or Supplemental pay:  
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UPPER GRID - Longevity/Supplemental Descriptions  

The following items are needed to create a new supplemental pay: 

 Description is the name of the new supplemental pay item 

 Account Template determines the default Account Code for the supplemental pay item 

 NOTE: On the Longevity tab In Manage: Employees: Employee Job setup, the job’s account 
digits will display in place of the question mark on this template. The account number can always 
be modified in Manage Employee > Job setup if a different account should be used for Longevity 
Pay for a specific employee. 

 Tax Method determines the tax calculation method. 
o With Regular Check calculates taxes as a regular check. 
o Supplemental calculates using supplemental rates from tax tables. 
o Without Regular Check calculates taxes as if this is the only check this year. 
o None indicates no Federal or State taxes are withheld. (Social Security and Medicare still 

apply unless the Employee Job is exempt from them.) 

 Based On determines how the supplemental pay amount is calculated if it is a percentage of the 
employee’s pay and also determines how tax calculations are performed.  

o Other calculates based on the employee’s annual pay for the associated job. 
o Monthly calculates based on the employee’s monthly pay for the job. 
o Weekly, Every Two Weeks and Twice a Month calculate the supplementary pay based 

on what the employee would normally be paid in the specified time period. 
 

To add a new pay type, click the green plus button for the upper grid. 
 A new row appears in the upper grid. 
 Enter a description for this supplemental pay item in the Description field. 
 The default Account Code created here will automatically populate the Account Number field 

in Manage: Employees: Employee Job. 
 Select With Regular Check, Supplemental, Without Regular Check or None from the Tax 

Method dropdown list. 
 Select Other, Monthly, Weekly, Every Two Weeks or Twice a Month from the Based On 

dropdown list. 

LOWER GRID - Longevity/Supplemental Detail 
The Longevity/Supplemental Detail shows the details for the selected pay type. 
  
Set up the Percentages or Amounts for the selected supplementary pay item. 

 Select the values that apply for From, Less Than and Unit for this supplemental pay.  If the same 
amount applies to all employees who qualify, you only need one row. If the amount or 
percentage varies based on length of service, set up multiple rows, one for each service range. 

 Check Percentage if applicable.  Leave unchecked if the pay is a flat amount. 
 Enter the Amount or Percentage in the last column. 
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Input - Supplemental Pay 
 
Supplemental Pay displays a list of employees whose jobs qualify for Supplemental Pay and the amount 
to be paid. This form allows you to select the employees to be processed and which pay period to use. 
  
 

 

 

SUPPLEMENTAL 

 Select the type of Supplemental Pay to process. 
 If Longevity is selected, you will also need to select the Longevity month. 
 If any pay other than Longevity is selected, a Subject to Escrow box will appear. 

o   Check this box if you want to withhold Escrow from the Supplemental Pay. 
 Pay Group defaults to All but can be narrowed down by selecting a group from the dropdown 

lists. 
o   The Service Time setting in Administration: Supplemental Pay Setup will be used to 

determine which date to base length of service on. 
o   For all supplemental pay, except Longevity, if the job’s Days in Period is set to Use 

Calendar, a screen will appear allowing you to enter the total number of days this job 
works PER YEAR. The system will use the number entered to determine the Days per Pay 
Period for the annual salary calculation for this job. 
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GRID 

 Select all employees to be processed at this time by checking the box at the left.  
 You can override the Annual Amount calculated by the system, as needed, for any Supplement. 

Select the amount you wish to override and type in the updated amount. If you need to reset 
the value back to the original calculated amount, enter 0.00 into the amount field and it will be 
recalculated. 

  The Check Date is populated upon SAVE with the check date of the pay period selected for 
processing the supplemental pay. 

 PROCESS WITH 

 Select the Pay Group and Period that you want to use for the Supplemental Pay from 
the Process With dropdown lists. 

Note: Supplemental pay can be paid with any group, even if the employee does not have a job 
associated with the group selected. The employee’s normal pay group can be selected if you want 
this supplement to be paid along with their normal pay. 

 Click Process. 
 The Last Process Date is populated once the Process is completed. 

 
NOTE: Please note the Last Process Date.  If you attempt to select and process a supplement for an 
employee for whom there is a date in Last Process Date that is within 30 days, the system will ask for 
confirmation.  If this prompt is overridden, the system will allow repeat processing.  

 
The selected Supplemental Pay items will be added to the Other Pay screen for the selected Pay Group 
Period. It will be paid out when that Pay Group Pay Period is scheduled. 

The Supplemental Pay items can be edited or deleted under Other Pay if necessary. 
  
NOTE: When processing any type of Supplements through Input: Supplemental Pay, the supplement 
description used in Supplement Setup will now display on all screens and checks. 

 


