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Overview of the Using the Single-Use Payroll Online Tool (SPOT)

The Single-Use Payroll Online Tool (SPOT) tool is used by Payroll Administrators to enter one-time
transactions affecting pay or deductions in Cardinal. Transactions can be entered online in SPOT or
through a spreadsheet upload.

This Job Aid provides information on entering earnings and deduction transactions (online or
spreadsheet upload), deleting SPOT batches, SPOT transaction approvals, and reviewing batches
after approval.

This Job Aid also contains a SPOT scenario section which provides various examples to assist with
SPOT entry.
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Entering an Earnings Transaction in SPOT
1. Navigate to the Enter SPOT Transactions page using the following path:

Menu > Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
Enter SPOT Transactions

The Enter SPOT Transactions Search page displays.

Enter SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘ Add a New Value

* Search Criteria

Company | begins with | l Q]

Pay Group | begins with v | | Q|

Pay Period End Date | = vl Q|
Transaction Type | = vl | v

Batch Identity | begins with v| | ‘

Batch Status ‘ = V| | V|

Created By ‘ begins with V‘ | Q ‘

JCase Sensitive

Limit the number of results to {up to 300): | 300 |
Basic Search [ Save Search Criteria

Find an Existing Valus | Add a New Value

2. Click the Add a New Value tab.
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The Add a New Value tab displays.

Enter SPOT Transactions

Find an Existing Value ‘ Add a New Value

Batch Identity |NEXT

“Company |ABC Q

*Pay Group |SM1 Q

*Pay Period End Date (05242023  Q

*Transaction Type | Earnings ~

Find an Existing Value | Add a New Valus

The following table provides a brief description of each field within the Add a New Value tab:

Field Description

Batch Identity Defaults to NEXT. This number will automatically generate when the
batch is saved.

Company Select your company. If you have access to enter transactions for
multiple companies, select the appropriate company.

Pay Group Select the appropriate employee(s) pay group(s). Employees entered in
the SPOT batch must be in the Pay Group entered for the Pay Period
selected. When you validate the batch, an error message displays
indicating the employee is not in the Pay Group.

Pay Period End Select the appropriate pay period end date for the transactions being
Date entered (the pop-up window will only show pay periods that have not
been confirmed).

When processing an Off-cycle transaction, use the pay period end date
communicated by SPO.

Transaction Type Select the appropriate type of transaction.

e Earnings — earnings in addition to time and labor or additional
pay (typically one time or amounts that vary from pay period to
pay period).

e Deductions — deduction overrides, extra deductions or deduction
refunds.

Rev 1/9/2024 Page 4 of 90



/ Cardinal PY Job Aid
d PY381_Using the Single-Use Payroll Online Tool (SPOT)

3.  Enter/select the appropriate values in the Company, Pay Group, Pay Period End Date, and
Transaction Type fields.

4.  Click the Add button.
The Enter SPOT Transactions page refreshes with the Enter Payroll SPOT Trans tab displayed.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Contral Batch Id NEXT

Pay Group SM1  Semimonthly Class (FRITHUOY) 00830084700

Pay Period End

Created By

05/24/2023 Submitted By Totals (only for Valid rows)

Transaction Type Eamings Approved By

Total Amt :

Batch Status New Modified By

[ Attach Files ] Process Monitor

Upload Files

Note: The Header section populates with the information previously entered on the Add a New
Value tab.

The following table provides a brief description of additional fields included in the Header section of the
Enter Payroll SPOT Trans tab:

Field Description

Batch Status Updates based on actions taken to the batch. Batch statuses include:

¢ New —when a new batch is initiated
e Created — when the batch is saved
e Validated — when the batch is validated

¢ Modified after Validation — when the batch is changed after
validation

¢ Submitted — when the batch is submitted for approval

¢ In Review — when the approver is reviewing the batch for
approval

o Closed — after the approver has submitted the batch to payroll

Batch ID Defaults to “NEXT”; automatically updates when the batch is submitted

Created By

Displays the name of the Payroll Administrator who created the batch

Submitted By

Displays the name of the Payroll Administrator who submitted the batch

Approved By

Displays the name of the SPOT approver who approved the batch

Note: For further information on the Attach Files and Upload Files buttons, see the SPOT
Template Upload Process section of this Job Aid.
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Total HTs ©
Batch Status New Modified By
l Attach Files Upload Files Process Monitor
=/a
Status Comments §Seq# Empl ID EmplRcd  Name Payroll Status Earn Code Description Earns Begin Dt Eal
i ® 1 a| [ oal| Y )|
**Total Hours & Amount are updated on Validation
Rows Valid:
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

Note: Use the scrollbar at the bottom of the page to move left/right as required.

5.  The Status column is initially blank. It displays the status of specific transaction after the batch has

been validated.

6. Click the Comments icon.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page x
Help
Empl ID
Empl Record 0
Seq# 1
Comment

7.  Enter any applicable comments in the Comment field.

8. Click the OK button.
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The Enter Payroll SPOT Trans tab returns.

10.

11.
12.
13.

14.

[ Attach Files ] Upload Files Process Manitor

[a]
Status Comments | Seq# Empl ID EmplRcd | Name Payroll Status Earn Code Description Eams B
; o il 1 [eq e [ q [
i
Validate Submit Row Counts

**Total Hours & Amount are updated on Validation
Rows Valid:

**¥alid Row and Error Row Count are updated on Validation
Rows Error:

Total Rows:

The Seq# field auto-populates and is read-only.

Select the applicable employee’s Employee ID using the Empl ID Look Up icon.

Note: An Empl ID not valid for the Company/Pay group combination of the batch will create an error
when the Validate button is clicked.

Select the applicable Employee Record as required using the Empl Red Look Up icon.
The Name field auto-populates based on the Employee ID selected. Verify accuracy.
Verify the Payroll Status in the Payroll Status field.

Note: A Paysheet is created for pending SPOT transactions during the SPOT load if the Payroll
Status is “Terminated”.

Select the appropriate Earnings Code using the Earn Code Look Up icon.

Note: An Earnings Code not valid for the Employee Type (Hourly vs Salaried) will create an error
when the Validate button is clicked. For a listing of Earnings Codes, see the Job Aid titled
PY381_Earnings Codes located on the Cardinal Website in Job Aids under Learning. The
following earnings codes cannot be entered as a separate check using the begin and end date
within the current period or it will cause an error. They are as follows:

LSH - Leave Share

STD — Short Term Disability
WCL - VSDP Work Comp Pay
WCP — Workers Comp

WCS — Work Comp Supplement
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Earn Code Description Earns Begin Dt Earns End Dt

Eariads Tax Method Oth Hrs Hourly Rate Amount '?:I:
[P Q.| | Temporary Pay 0452023 | 05092023 i \71| [ Annulizad v | 20000 | Def
P 3 04125/2025 )] 05092048 L N —

15. The Description field auto-populates based on the Earnings Code selected. Verify accuracy.

16. Select the appropriate Earnings beginning and end dates using the Earns Begin Dt and Earns
End Dt Calendar icons.

Note: These are required fields for all Pay Periods. If left blank, an error will occur when the
Validate button is clicked.

17. The Tax Periods field defaults to “1” and refers to the number of Pay Periods covered by the
earnings payment.

Note: The Tax Periods field is used in conjunction with the “Annualized” tax method.

18. Select the appropriate tax method using the Tax Method dropdown button. There are two options
which are:

e Annualized - this tax method multiples the earnings by the pay periods and is taxed based
upon the annualized amount (the Tax Period field impacts how the earnings are annualized).

¢ Supplemental - this tax method is most often used for bonus payments and leave payouts
and should not be used for earnings related to hours worked. See the Job Aid titled
PY381_Earnings Codes for a list of Earning Codes that use the “Supplemental” tax method.
This Job Aid is located on the Cardinal Website in Job Aids under Learning.

19. Enter the applicable number of hours in the Oth Hrs field to one decimal place (e.g., 8.0).
20. Enter the applicable hourly rate in the Hourly Rate field to two decimal places (e.g., 22.55).

21. Enter the applicable amount in the Amount field to two decimal places (e.g., 200.00). The amount
can be a positive or negative number based upon the value selected in the Earn Code field.

Note: The Oth Hrs, Hourly Rate, and Amount fields are available only if applicable based upon
the value selected in the Earn Code field.

22. Click the horizontal scrollbar to scroll to the right as needed.
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unt

200.00

Benefit Ded
Taken

Deduction

Benefit Subset ID

Genl Ded Taken Genl Ded Subset

Deduction

Sepchk #

0

1-1of 1 ~ | View Al

Addl Seq Nbr

L o] [+] [-]
l Add H Update/Display

23. The Benefit Ded Taken, Benefit Subset, Genl Ded Taken, and Genl Ded Subset fields are not
enabled. Entry of these fields is triggered based on the value in the Sepchk# field. See Steps 25
— 28 for details on these fields.

24. The Sepchk# field defaults to “0” indicating that the earnings will be added to the employee’s
regular check for the Pay Period being processed. Incrementally update this field by one if the
employee requires on or more separate checks.

Note: When deductions need to be modified on the separate check, you will need to enter a SPOT
deduction batch using the corresponding separate check value and make the adjustments. See
page 23 of this job aid for more details.
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26.

27.

28.
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1-1 0f 1 ~ I Wiew All

Benefit Ded Taken @ Benefit Subset 1D Genl Ded Taken Genl Ded Subset Sepchk # Addl Seq Nbr

Deduction vl | Ql Deduction vl | Ql |:| |E| |E|

1

[ Add ][ Update/Display ]

Note: When the Sepchk# field value is changed from the default of “0”, the Benefit Ded Taken,
Benefit Subset ID, Genl Ded Taken, and Genl Ded Subset fields become enabled and are
required to be completed. Follow the steps below to make the appropriate updates to each of
these fields.

Click the Benefit Ded Taken dropdown button and select the applicable value based on the
following:

a. Deduction — all benefit deductions are taken from the earnings

b.  None — no benefit deductions are taken from the earnings

c. Subset — a subset of benefit deductions is taken from the earnings

Note: A Benefit Subset ID value must be selected in the Benefit Subset ID field if the “Subset”
value is selected in the Benefit Ded Taken field. If “Subset” was not selected, do not select a
value in the Benefit Subset ID field and skip to Step 27.

Select the appropriate value using the Benefit Subset ID Look Up icon based on the following:

a. BNS (Bonus) — Annuity and Deferred Compensation deductions will be taken from the
earnings

b.  GRN (Garnishment Only) — Garnishment and Garnishment fee deductions will be taken

c. SPT (SPOT Allow) — Not used by Cardinal

d. LVS (Leave Share) — All deductions will be taken from the earnings

Select the appropriate value using the Genl Ded Taken dropdown button based on the following:

a. Deduction — all benefit deductions are taken from the earnings
b.  None — no benefit deductions are taken from the earnings
c. Subset — a subset of benefit deductions is taken from the earnings

Note: A General Deduction Subset value must be selected in the Genl Ded Subset field if the
“Subset” value is selected in the Genl Ded Taken field. If “Subset” was not selected, do not select
a value in the Genl Ded Subset field and skip to Step 28.

Select the appropriate value using the Genl Ded Subset Look Up icon based on the following:

a. BNS (Bonus) — Annuity and Deferred Compensation deductions will be taken from the
earnings

b.  GRN (Garnishment Only) — Garnishment and Garnishment fee deductions will be taken

SPT (SPOT Allow) — Not used by Cardinal

d. LVS (Leave Share) — All deductions will be taken from the earnings

o
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29.

30.

31.
32.

33. Click the Save button to save the batch.

PY Job Aid

| Wiew Al

1-1 of 1 ~

ppchk & Addl Seq Nbr

o 1] [+]

[ Add l[ Update/Display l

The Addl Seq Nbr field is used to tie the SPOT entry to the respective Additional Pay record as
each additional pay record is created with a sequence number. The Addl Seq Nbr field is only
required if the Additional Pay record has a Goal Balance. Cardinal needs the Addl Seq Nbr to

recognize which record to update.

Note: If the adjustment being made is not for an Additional Pay, leave this field blank. If you enter
a sequence number for earnings that is not Additional Pay, you will receive a validation error.

Click the Add a Row icon (+) to add an additional item as needed and then repeat Steps 5 — 29
until all the SPOT earnings transactions have been entered into the batch.

Click the Delete a Row icon (-) to delete a line as needed.

Click the horizontal scrollbar to scroll to the left as needed.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control

Pay Group SM1  Semimonthly Class (FRITHUOT)

Pay Period End 062412023

Transaction Type Earnings

Batch Status New

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

‘ Save

I Attach Files
EIEY
Status Comments | Seq# Empl ID Empl Red
1 @ 1 Q| | na

Batch Id NEXT
Created By

Submitted By

Approved By

Modified By
Upload Files Process Moniter
Name Payroll Status Eam Code
Active [Tme |
Row Counts

Rows Valid:
Rows Error:

Total Rows:

Totals (only for Valid rows)

Total Amt :
Total Hrs :

Description

Temporary Pay

Rev 1/9/2024

Page 11 of 90



PY Job Aid

/;/ Cardinal

The Enter SPOT Transactions page refreshes.

PY381_Using the Single-Use Payroll Online Tool (SPOT)

| Enter Payroll SPOT Trans I
Company ABC  Alcoholic Beverage Control Batch Id 1847
Pay Group SM1  Semimeonthly Class (FRITHUOT) reated By
Pay Period End 0512412023 Submitted By
Transaction Type Earnings Approved By
I Batch Status Created I Modified By
[ Efiach Filos : ] Upload Files Pracess Monitor
EEY
Status Comments  Seq# Empl ID Empl Red Name Payroll Status Earn Code
1 @ 1 Q| [ oa] Active [Twp @ |
**Total Hours & Amount are updated on Validation
Rows Valid:
**Vfalid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

Totals (only for Valid rows)

Total Amt :
Total Hrs :
Description Earns Begi
Temporary Pay 04/25/2023

34. Verify that the Batch ID field populates with a number (“1847” in the example above).

35. Verify that the Batch Status field updates to “Created”.

Note: After a batch is saved, additional items can still be added as necessary.

36. Click the Validate button to validate all the individual fields as well as combinations of fields.
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The Enter SPOT Transactions page refreshes.

[ Enter Payrell SPOT Trans I
Company ABC  Alcoholic Beverage Control Batch Id 1847
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 0512412023 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 200.00
Total Hrs :
I Batch Status Validated I Meodified By
[ Attach Files l Upload Files Process Monitor
BN
Status Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Beg
10K @ 1] 1] [ 0] Active [P @ | Temporary Pay 0472512024
R l Submit ] ow Coumts
“*Total Hours & Amount are updated on Validation
Rows Valid: 1
**Vfalid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 1
37. The Batch Status updates to “Validated”.
38. The Totals (only for Valid rows) section provides a summary of:
a. Total Amt — sum of the values entered in the Amount field for the batch
b.  Total Hrs — sum of the values entered in the Oth Hrs field for the batch
39. The Row Counts section provides a summary of:
a. Rows Valid — the number of valid rows in the batch
b. Rows Error — the number or rows in the batch containing errors
C. Total Rows — total number of rows in the batch (sum of Rows Valid and Rows Error fields)

40. If the Rows Error field is blank, indicating that all rows are valid, skip to Step 49.
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The screenshot below provides an example of a batch that contains an error.

41.
42.

43.

I Attach Files l Upload Files Process Monitor
=Ky
Status Review Status Error Msg | Comments  Seq# Empl ID Empl Red Name Payroll Status Earn Code Description
1fok @] 1| al [ 0a] Active [tmp | Temporary Pay
2fEmror P @ 2 ‘ Q | | 0Q ‘ Terminated |ALP Q | Annual Leave Payout
[ Vaiidate l I Submit Row Counts
**Total Hours & Amount are updated on Validation R Valid ]
ows Valid:
**Vlalid Row and Error Row Count are updated on Validation R £ p
ows Error:
Total Rows: 2

If the Rows Error field populates with a number, indicating that at least one row is not valid.
The Status field updates with one of the following values:
e OK-no errors

e Error —issue with the line

Note: If there is an error during validation, the Row Counts section displays the number of lines

with an error in the Rows Error field, the Status field populates with “Error” for all lines containing

an error, and a bubble populates in the Error Msg field for all lines containing an error.

Click the Bubble icon in the Error Msg field to view the error message.

The SPOT Review Notes page displays in a pop-up window.

SPOT Review Notes page {x]
Help
Empl ID
Empl Record 0
Seq# 2
Notes Amaount cannot be zero for Ern_Cd- ALP;

44. Review the Notes field.
45. Click the OK button.
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The Enter Payroll SPOT Trans tab returns.

[ Attach Files ] Process Monitor

Upload Files

EIEY
Status Review Status Error Msg  Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns|
10K ® 1| Q| [ oa] Active (e & | | Temporary Pay 0425
2 Ermror P @ 2 ‘ Q ‘ ‘ [iRe | Terminated ‘ALP Q ‘ Annual Leave Payout ‘DEMU
[ Validate "} ] [ Submit Row Counts
**Total Hours & Amount are updated on Validation R Valid 1
ows Valid:
**Vfalid Row and Error Row Count are updated on Validation R E 1
ows Error:
Total Rows: 2

Save

46. Update the applicable fields to correct the identified errors.
47. Click the Save button.

The Enter SPOT Transactions page refreshes.

l Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1848
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 0512412023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 150,25
Total Hrs :
Batch Status Modified After Validation Modified By
[ Attach Eilas Upload Files Process Monitor
1Y
Status ErrorMsg Comments | Seq# Empl Red Name Payroll Status Eamn Code Description i
1 0K @ Q | ‘ 0 Q | Terminated |ALP Q | Annual Leave Payout ‘
2 Ermor P @ Q | ‘ 0Q | Active |TMP Q | Temporary Pay ‘
**Total Hours & Ameount are updated on Validation
Rows Valid: 1
**Valid Row and Error Row Count are updated on Validation
Rows Error: 1
Total Rows: 2
m l Return to Search l [ Previous in List l Next in List l

Note: All line items in a batch must pass validation before the batch can be submitted for approval. The
Submit button is not enabled until all lines are validated successfully.

48. Verify that the Batch Status field updates to “Modified After Validation”.
49. Click the Validate button.
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The Enter SPOT Transactions page refreshes.

l Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1846
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 052402023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 338025
Total Hrs :
I Batch Status VaHdaledI Modified By
[ Attach Files l Upload Files Process Monitor
EIE
Status Comments  Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Eamn|
1 0K @ 1 Q ‘ ‘ 0Q | Terminated |ALP Q ‘ Annual Leave Payout ‘DSH
2 0K @ 2 Q ‘ ‘ 1Q | Active |TMP Q ‘ Temporary Pay ‘04.'2
Validate I I Submit \I Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 2
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 2
[ Return to Search I [ Previous in List l [ Next in List l

51. Verify the Batch Status field updates to “Validated”.

52. Verify that the Rows Error field is blank indicating that all errors have been corrected.
53. Click the Submit button to submit the batch for review.

A Confirmation Message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch? 1

} L OK ‘ Cancel ‘ ’,

54. Click the OK button to submit the batch for review.

Note: A batch cannot be edited after it has been submitted.
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The Enter SPOT Transactions page returns.

l Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1846
Pay Group SM1  Semimenthly Class (FRITHUO7) Created By
Pay Period End 0512412023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 1380 25
Total Hrs :
I Batch Status Submitted I Modified By
l Attach Files I Upload Files Pracess Manitor
EIEY
Status Comments Seqit Empl 1D Empl Name Payroll Status Earn Description H
5 P Red ¥ Code p
10K @ 1 0 Terminated ALP Annual Leave Payout 0
2 0K [S] 2 0 Active T™MP Temporary Pay 0
Validate Submit

Row Counts

**Total Hours & Amount are updated on Validation

Rows Valid: 2
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 2

l Return to Search l l Previous in List ] l Next in List ]

55. Verify that the Batch Status field updates to “Submitted”.
56. Verify that the Submitted By field updates with your information.
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Entering a Deduction Transaction in SPOT
1. Navigate to the Enter SPOT Transactions page using the following path:

Menu > Payroll for North America > Payroll Process USA > Create and Load Paysheets >
Enter SPOT Transactions

The Enter SPOT Transactions Search page displays.

Enter SPOT Transactions
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Value
~ Search Criteria
Company | begins with v| l QI
Pay Group | begins with v| | Q |
Pay Period End Date | = v| | Q |
Transaction Type | = v| | v|

Batch |dentity | begins with v| | |

Batch Status | = V| | V|

Created By | begins with v| | Q |

CCase Sensitive

Limit the number of results to {up to 300): | 300 |

Basic Search E Save Search Criteria

Find an Existing Value | Add a New Value

2. Click the Add a New Value tab.
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The Add a New Value tab displays.

Enter SPOT Transactions

Find an Existing Value ‘

Add a New Value

Batch Identity NEXT

“Company ‘ABC Q

*Pay Group ‘SMW Q

“Pay Period End Date ‘05242023 Q

*Transaction Type i Deduction

Find an Existing Value | Add a New Value

The following table provides a brief description of each field within the Add a New Value tab:

Field Description

Batch Identity

Defaults to NEXT. This number will automatically generate when the
batch is saved.

Company Select your company. If you have access to enter transactions for
multiple companies, select the appropriate company.
Pay Group Select the appropriate employee(s) pay group(s). Employees entered in

the SPOT batch must be in the Pay Group entered for the Pay Period
selected. When you validate the batch, an error message displays
indicating the employee is not in the Pay Group.

Pay Period End
Date

Select the appropriate pay period end date for the transactions being
entered (the pop-up window will only show pay periods that have not
been confirmed).

When processing an Off-cycle transaction, use the pay period end date
communicated by SPO.

Transaction Type

Select the appropriate type of transaction.

e Earnings — earnings in addition to time and labor or additional
pay (typically one time or amounts that vary from pay period to
pay period).

e Deductions — deduction overrides, extra deductions or deduction
refunds.
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3.  Enter/select the appropriate values in the Company, Pay Group, and Pay Period End Date fields.
4. Enter/select “Deductions” in the Transaction Type field.

5.  Click the Add button.

The Enter SPOT Transactions page displays with the Enter Payroll SPOT Trans tab displayed.

Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id NEXT
Pay Group SM1  Semimenthly Class (FRITHUO7) Created By 00830084700
Pay Period End 05/24/2023 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt :
Batch Status New Modified By
[ [ Attach Fiies ] Upload Files Process Monitor

Note: The Header section populates with the information previously entered on the Add a New
Value tab.

The following table provides a brief description of the additional fields included in the Header section of
the Enter Payroll SPOT Trans tab:

Field Description

Batch Status Updates based on actions taken to the batch. Batch statuses include:

e New — when a new batch is initiated

o Created — when the batch is saved

¢ Validated — when the batch is validated

¢ Modified after Validation — when the batch is changed after
validation

¢ Submitted — when the batch is submitted for approval

¢ In Review — when the approver is reviewing the batch for
approval

o Closed — after the approver has submitted the batch to payroll

Batch ID Defaults to “NEXT”; automatically updates when the batch is submitted
Created By Displays the name of the Payroll Administrator who created the batch
Submitted By Displays the name of the Payroll Administrator who submitted the batch
Approved By Displays the name of the SPOT approver who approved the batch

Note: For further information on the Attach Files and Upload Files buttons, see the SPOT
Template Upload Process section of this Job Aid.
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TETCTT STaTS, T —TWwoumEn =0
I Aitach Files Upload Files
Y
Status Comments | Seq# Empl ID EmplRed | Name Payroll Status
: Le 1 al  [eq

**Total Hours & Amount are updated on Validation
Rows Valid:

**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

Process Manitor

Plan Type Benefit Plan

Ded Code Description

Lo | a|

\ Q

Note: Use the scroll bar at the bottom of the page to move left/right as required.

6. The Status column is initially blank. It displays the status of each specific transaction after the

batch has been validated.
7. Click the Comments icon.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page X
Help
Empl ID
Empl Record 0
Seq# 1
Comment

8.  Enter any applicable comments in the Comment field.
9.  Click the OK button.
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T T T T
E1|EY
Status Comments § Seq# Empl ID EmplRcd | Name Payroll Status Plan Type Benefit Plan Ded Code
1 @ 1 Q| [ 0a] Active [ a] | al | a

**Total Hours & Amount are updated on Validation
Rows Valid:

**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

The Seq# field auto-populates and is read-only.
Select the applicable employee’s Employee ID using the Empl ID Look Up icon.

Note: An Empl ID not valid for the Company/Pay group combination of the batch will create an
error when the Validate button is clicked.

Select the applicable Employee Record as required using the Empl Recd Look Up icon.
The Name field auto-populates based on the Employee ID selected. Verify accuracy.
Verify the Payroll Status in the Payroll Status field.

Note: A Paysheet is created for pending SPOT transactions during the SPOT load if the Payroll
Status is “Terminated”.

Select the appropriate Plan Type using the Plan Type Look Up icon.

Note: For detailed information about the Plan Type, Benefit Plan, Ded Code, and Ded Class
fields, see the Job Aid titled PY381_General and Benefit Deduction Codes. This Job Aid is
located on the Cardinal Website in Job Aids under Training.

Select the appropriate Benefit Plan using the Benefit Plan Look Up icon.
Select the appropriate Deduction Code using the Ded Code Look Up icon.

Note: When the Validate button is clicked, the Deduction Code selected are verified as a valid
code for the Benefit Plan selected. An error will occur if this is an invalid combination.
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View All

Description Ded Class Ded Calc Rate/Percent Amount One Time Cd Sepchk #

CoVA Care A Q Amount v 1525 0 . -—

The Description field auto-populates based on the Deduction Code selected. Verify accuracy.

Select the appropriate Deduction Classification using the Ded Class Look Up icon. The following
values are available, but only valid values for the Deduction Code display:

a. Before-Tax
b. After-Tax

C. Non-Taxable
d. Tax Ben

e Taxable

Select the appropriate deduction calculation option using the Ded Calc dropdown button.

Note: The option of “Amount” is typically selected. The option “Percentage” can be selected when
the Ded Code is DUEAGY and a percentage of net pay needs to be entered. Confirm with SPO
prior to selecting any other deduction calculation options.

The Rate/Percent field enabled when the Ded Code is DUEAGY and the Ded Calc is
Percentage. This allows a percentage of net pay needs to be collected.

Enter the appropriate deduction amount to two decimal places (e.g., 200.00) in the Amount field.
The deduction amount can be either a positive or negative number.

Select the appropriate One Time Code using the One Time Cd dropdown button. The following
options are available:

Addition — Add to the current deduction(s)

Arrs Paybk — Not used by Cardinal

Override — Alter amount that would have been deducted

Refund — Amount due back to the employee; DO NOT enter a negative value in the Amount
field if this option is selected

ap oo

The Sepchk# field defaults to “0” indicating that the deductions will be taken from the employee’s
regular check for the Pay Period being processed.

Note: For a separate check, the Sepchk# value will be greater than “0” and should correspond with
the separate check number entered on the SPOT earnings batch. This will ensure that the
deductions are taken from the correct check. An error will occur when the batch is validated if a
SPOT deduction transaction for a Separate check is entered prior to entering the corresponding
SPOT earnings transaction.

Click the Add a Row icon (+) to add an additional item and click the Delete a Row icon (-) to delete
a line. Repeat steps 5 — 23 until all SPOT deduction transactions are added.
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26. Click the horizontal scrollbar to scroll to the left as needed.

l Attach Files ] Upload Files Process Monitor
]

Status Comments | Seq# EmplID EmplRcd | Name Payroll Status

1 ® 1 a Active [0 a] [cco @] [owacre @] | covacae
Submit Row Counts

Plan Type Benefit Plan Ded Code Description

“*Total Hours & Amount are updated on Validation
Rows Valid:
**¥alid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

Save

Ded Class | Ded Cal

Amoun|

27. Click the Save button.
Note: After a batch is saved, additional items can still be added as necessary.

The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1848

[ Attach Files ] Upload Filas Process Monitor

[][a]

Status Comments  Seq# Empl ID EmplRed | Name

Payroll Status  Plan Type Benefit Plan Ded Code

Pay Group SM1  Semimenthly Class (FRITHUOT) Created By
Pay Period End 0512412023 Submitted By Totals {only for Valid rows)
Transaction Type Deduction Approved By Total Amt :

I Batch Status Created I Modified By

’ ® 1 a [ 0a] Adtive [0 a| Jacco a| [cvacre @

**Total Hours & Amount are updated on Validation
Rows Valid:
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows:

Save

Description

CoVA Care

28. Verify that the Batch ID field populates with a number (“1848” in the example above).

29. Verify that the Batch Status field updates to “Created”.

30. Click the Validate button to validate all the individual fields as well as combinations of fields.
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The Enter SPOT Transactions page refreshes.

31.
32.

33.

34.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1848
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By 00830084700
Pay Period End 05/24/2023 Submitted By Totals {only for Valid rows)
Transaction Type Deduction Approved By Total Amt 1525
ota mt:
| Bateh status validated | Modified By 00830084700

[ Attach Files l Upload Files Process Monitor

5/[a]
Status Comments | Seq# Empl ID Empl Rcd Name Payroll Status Plan Type Benefit Plan Ded Code Description
10K ® 1 |oot03191000 Q| [ oa|  sammypuny Active [0 a| |acco a| [cvacre @ CoVa Care
Validate ] I Submit ] Row Counts

**Total Hours & Amount are updated on Validation
Rows Valid: 1

**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 1

Save

Verify that the Batch Status updated to “Validated”.

The Totals (only for Valid rows) section provides a summary of the sum of the values entered in
the Amount field for the batch.

The Row Counts section provides a summary of:

a. Rows Valid — the number of valid rows in the batch
b. Rows Error — the number or rows in the batch containing errors
c. Total Rows — total number of rows in the batch (sum of Rows Valid and Rows Error fields)

If the Rows Error field is blank, indicating all rows are valid, skip to Step 43.
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The screenshot below provides an example of a batch that contains an error.

l Attach Files l Upload Fies Process Monitor

[=][a]
Status  §Review Status | ErrorMsg | Comments  Seq# Empl ID EmplRcd | Name Payroll Status Plan Type Benefit Plan Ded Code Description
oK @ 1 Q 0Q Active 10 Q ACCO  Q CVACRE Q CoVA Care
Error @ ] 2 Q| [ 0a] Actve o a| [romeo Q| | Q|
Validate | l l Submi

Row Counts

**Total Hours & Amount are updated on Validation
Rows Valid: 1

“*Valid Row and Error Row Count are updated on Validation
Rows Error: 1

Total Rows: 2

Save

35. If the Rows Error field populates with a number, indicating at least one row is not valid.

36. The Status field updates with one of the following values:
e OK-no errors
o Error —issue with the line

Note: If there is an error during validation, the Row Counts section displays the number of lines
with an error in the Rows Error field, the Status field populates with “Error” for all lines containing
an error, and a bubble populates in the Error Msg field for all lines containing an error.

37. Click the Bubble icon in the Error Msg field to view the error message.

The SPOT Review Notes Page pop-up window displays.

PP TP S TP P T 3
SPOT Review Notes page {x]
Help
Empl 1D
Empl Record 0
Seq# 2
MNotes Deduction Code not selected ;

38. Review the Notes field.
39. Click the OK button.
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The Enter Payroll SPOT Trans tab returns.

l Attach Files l Upload Fies Process Monitor
5)la]

Status  Review Status | ErrorMsg | Comments  Seq# Empl ID EmplRcd | Name Payroll Status Plan Type Benefit Plan Ded Code Description
10K o 1| Q| [ 0a| Active o al [acco a]  [ovacre @) covacae
> Error @ ® 2 Q| Y Active o a| [mxmwen @l | Q|

(" Validate ] l l Submi Row Counts
**Total Hours & Amount are updated on Validation Rows Valid ]
ows Valid:
“*Valid Row and Error Row Count are updated on Validation Rows E ;
OWS Error:
Total Rows: 2

40. Update the applicable fields to correct the identified errors.

41. Click the Save button.

The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1849
Pay Group SM1  Semimonthly Class (FRITHUO7) Created By
Pay Period End 05/24/2023 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total At o33
| Batch Status Modified After Validation || Modified By
I Aitach Files H I Upload Files Process Monitor
1Y
Status | Review Status | ErrorMsg ~ Comments  Seq#  EmplID EmplRed  Name Payroll Status ~ PlanType | Benefit Plan Ded Code Deq
10K @ 1] Y [ 0] Active [0 a] facco a [ovacre @ | Co
2 Error @ @ 2| al [ oa] Active o0 @] [rxmen @ |FLxmED @ | Me:

**Total Hours & Amount are updated on Validation

Rows Valid: 1

**Valid Row and Error Row Count are updated on Validation
Rows Error: 1
Total Rows: 2

Save

Note: All line items in a batch must pass validation before the batch can be submitted for approval.
The Submit button is not enabled until all lines are validated.

42. Verify that the Batch Status field updates to “Modified After Validation”.
43. Click the Validate button.
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The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1849
Pay Group SM1  Semimenthly Class (FRITHUOT) Created By
Pay Period End 0512402023 Submitted By Totals (only for Valid rows)
T ion T Deducti A d B
ransaction Type eduction pproved By Total Amt : 22593
| Batch Staws Validated | Modified By
[ Attach Files ] Upload Files Process Monitor
5a]
Status | Review Status | Comments  Seq# EmplID EmplRed | Name Payroll Status ~ PlanType  Benefit Plan Ded Code Description
10K ] 1] Q| [ 0a] Active [0 a] [acco @] [cvacre a|  covacae
2 OK ® 2 | Q| [ oa] Active [e0 @ [rxmep @] [FowED Q| MedicalFsa
Validate I 1 Submit | Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 2
**Valid Row and Error Row Count are updated on Validation
| Rows Error: 1
Total Rows: 2

=]

44. Verify that the Batch Status field updates to “Validated”.
45. Verify that the Rows Error field is blank indicating that all errors have been fixed.
46. Click the Submit button to submit the batch for review.

A Confirmation Message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200, 36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

OK ’ Cancel ‘

47. Click the OK button to submit the batch for review.

Note: A batch cannot be edited after it is submitted.
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The Enter Spot Transactions page returns.

Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1849
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 05/24/2023 Is”h"‘"tEd By I Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt : 29523
I Batch Status Submitted I Modified By
[ Attach Files l Upload Files Process Monitor
EIEY
Status Review Status Comments Seq# Empl ID E?dpl Name Payroll Status ?‘;;; Benefit Plan Ded Code Description
1 0K @ 1 0 Active 10 Acco CVACRE CoVA Care
2 OK @ 2 0 Active 60 FLXMED FLXMED Medical FSA
Validate Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 2
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 2

48. Verify that the Batch Status field updates to “Submitted”.
49. Verify that the Submitted By field updates with your information.
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SPOT Template Upload Process

The SPOT Template Upload process can be used to enter a large volume of transactions into SPOT.
There are two Template Uploads:

e Earnings
o Deductions

The templates are located on the Cardinal website in HCM Update Templates under Resources.

Note: Batches should not exceed more than 1000 lines. If you have more than 1000 lines to upload, you
will need to upload it as a separate batch.

1. Download and open the appropriate SPOT Upload Template. (The SPOT Earnings Template file
is used in this example).

The SPOT Earnings [or Deductions] Template opens with the Earnings [or Deductions] Template
workbook displayed by default.

[ - @D [ D- O = R s T - S D Search
File Home Insert Page Layout Formulas. Data Review View Help 1% Share P Co
X > ol 2= & FHinsert ~ > v
Calibri i WA A | E=E] 2 BwepTe &1 B Bz B N
Pslt]nav Sensitivity Condit \ij ;{ EDelee - VSZrt&Fd& Il
aste § ===|c=sii |5 ensitivi onditional Formatas Cel 0 in, eas
BITU~ vl ds A, | === =532 FH = . g &0 .m .
I =y - === =3 | EMege b Center ~ $-% 9 W Formatting~ Table~ Styles~ | EFormat~ | &€ Fiterv Select~
Clipboard 13 Font [ Alignment | Sensitivity Number [ Styles Cells Editing Ideas
i[> v %] {
O Not set Unrestricted Confidential - Highly Canfidential Restricted - H
A B C D | E | F | G | H | | | J
Hours- Hourly Rate - Earnings Amount -
Enter Hours in HH.00  |Enter houlry Enter amount, no
Empl Red format rate in format  |dollar sign
Enter Employee Earnings Begin Date - Example: 10 hrs and 30 [99.99 if Example: $100
Employee ID- | Record that Earning Code- |Usually FLSA Period Begin |Earnings End Date - Usually Tax Method - minutes would be different from |would be 100.00 0
Enter Valid corresponds to Enter Valid Date FLSA Period Begin End Tax Periods- Defaultto A 10.50, negatives the job hourly |100, negatives
1 jEmployee ID_|this payment Earning Code {Format - MMDDYYYY) {Format - MMDDYYYY) Defaultto 1 {Annualized) allowed rate allowed
29 %
3]
Ol
5]
Gl
|
Gl
O
10 H
Wi
12]
13])
4]
15])
ﬂ )
N . = b
Instructions. I Earnings Template I @ LT | | j
L& Display Settings H M -—1

2. Click the Earnings [or Deductions] Template workbook if it is not displayed by default.
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Enter the transactions starting in Row 2 on the template following the instructions listed in the
Header Row (Row 1) and reference the Instructions tab as needed.

Insert  Pagelayout  Formulas

'T—*l 3" = Calibri |1

Paste. B0V = B I U - -

-  Farmat Painter =
Clipboard n Fant 5
NZ1 M S
A B d
s
Empl Red
Enter Employee
Fmployee ID- Record that Earning Code -
Enter Valid corresponds to Enter Valid

1 fEmployee ID this payment Earning Code
[z 0 T™MP

3 0 BON

4 0 RGS

5 0ALP

6

7

8

9

10

1

12

13

14

15

16

17

18

19

20

21

22

23

| Instructions |_SPOT Earnings Template |

Data

Review  View.

Alignment

Earnings Begin Date -
Usually FLSA Period Begin

Date

(Format - MMDDYYYY)
4252023
5102023
5102023
5102023

@

Merge & Center =

Q Tell me what you want to do.

General - L&,‘g‘ % | Normal Bad Good Neutral
§ - 6 » g £§ Conditional Formates [ETTET ] explanatory... [Input Linkedcall  [Note 5
Formatting = Table -
n Number = styles
E F G H [ I J K
Hours - Hourly Rate - Earnings Amount - Take Benefi
Enter Hours in HH.00 |Enter houlry  Enter amount, no  Deductions
format rate in format  dollar sign Deductions
Eamings End Date - Example: 10 hrs and 9.9 if Example: $100 Taken, N -
Usually FLSA Period Begin Tax Method - 30 minutes would be | different from  would be 100.00 or  Deductions
End Tax Periods - Defaultto A 10.50, negatives the job hourly 100, negatives Taken, 5 -
(Format - MMDDYYYY) Default to 1 (Annualized)  allowed rate allowed Subset
5092023 1A 750 D
5242023 1s 1000 D
5242023 1A 1 325 D
5242023 1A 6527.5 D

Use the mouse or track pad and right click in the cell labeled “1” to select the entire Header row.

File AN rsct  Pagelayout  Formulas  Data  Review  View Q@ Tell mewhat youwantto do..
0 g;z:t i Calibri BTN B+ 5 Wrap Text Ted - ?“;4 Normal Bad Good Neutral Calculation
Pﬂvm \’ruzstumer B I u-|H- B Merge & Center ~ | $ + % 2 | 8 28 é&::nt:;;n;‘_ F?:Sf:fx Explanatory ... [Input Linked Cell Note
Clipboard k] Font. i Alignment T Number ir] Styles
AL < S | Employee ID-
A B c D E F G H 1 J
Calibri |11 ~|A A $ - % 3
B I = - A58
I
& Cut
E® Copy
‘B Paste Options:
- Hours - Hourly Rate-  Earnings Amount- |T:
O Enter Hours in HH.00 |Enter houlry  Enter amount, no | D
Paste Special... format rate in format  dollar sign D
Insert e Earnings Begin Date - Earnings End Date - Example: 10 hrs and  |99.99 if Example: $100 T
Employee Earning Code - |Usually FLSA Period Begin |Usually FLSA Period Begin Tax Method - 30 minutes would be | different from | would be 100.00 or | D
Enter Vali Enter Valid Date End Tax Periods-  DefaulttoA  |10.50, negatives the job hourly 100, negatives I
' Nenalocee ; . . Belauliod e ozl il sl
2 0 TMP 4252023 5092023 1A 750D
= Row Height...
3 0BON 5102023 5242023 1s 1000 D
4| Hide 0RGS 5102023 5242023 1A El 325 D
5 | Unhide 0ALP 5102023 5242023 1A 6527.5 D
6
o
.
0
10
gl
12
13
14|
15
16|
17
18
19]
20|
21|
22|
23|
| nstructions | SPOT Earnings Template | (® P —

5. Click the Delete menu list item from the dropdown
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e
T doce Er
B Copy ~
Paste
o ¥ Format Painter

! @) I'Normal Bad Good
Conditional Format as

explanatory ... [ipd]
Formatting~ Table~

Clipboard [ Font. [ Alignment [ Number =l Styles

B I U- -

‘Al v‘ 3 | o A& H 20663500

Al A | B @ D E 3 G H 1 J K L M N o P Q R
[ o|Tvp 4252022| 5092022
2 o/eon 5102023| 5242023
3 o|ras 5102023| 5242023
4 oap 5102022| 5242023
s
5
7
8
)

plelnn
A

n

w

&
CIEIEIE]
CIEIGIE]
olelole

| aecsmios24z [ @

5. Click the File button from the Ribbon.

SPOT Earnings Template ABC.xIsx - B(%

o SPOT Earnings TemplateABC
en
& Desktop » Payroll » SPOT » Demo
Save 3
Protect Workbook Properties
Save As P Control what types of changes people can make to this workbook. Size
Protect )
. Workbook - Title
Print Tags
Share Categories
@ Inspect Workbook
e Before publishing this file, be aware that it contains: Related Da
) Checkifon ™ Document properties, document server properties, content type information, Last Modifie
(e ISSHes b printer path, author's name and absolute path
@ = Custom XML data Created
ose
©  Content that people with disabilities are unable to read Last Printed
Related Peot
Accetnt a Manage Workbook
Options Check in, check out, and recover unsaved changes. Authoy
Manage 71 There are no unsaved changes.
Workbook -
Last Modifie:
Browser View Options
g 1] Pick what users can see when this workbook is viewed on the Web. Related Do
Browser View
Options Open File
Show All Pro|

6. Click the Save a Copy or Save As button.

Note: The button name depends upon the version of Microsoft Excel and personalized settings
loaded on your computer, but the functionality is the same.
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The Save As page displays in a pop-up window.

Save As x
« « 4 B> ThisPC > Desktop v | | seerch Deskiop r
Organize * Mew folder f== -
~
Mame Date medified Type Size
3¢ Quick access
Desktop + Mo iterns match your search,

; Downloads *
Documents -+
[&=] Pictures -

Microsoft Excel
& This PC

=¥ Network

—
IFiIe LETGERNABC SM1052423.csv]

Save as type: | Excel Workbook

Authors:  Perez, Barb - DOA Tags: Addatag Title:  Add a title

[ 5ave Thumbnail

 Hide Falders

Tools = I Save l| Cancel

7.  Select a destination using the Save Destination dropdown menu.
8.  Enter a unique name for the file in the File name field.

9. Select CSV (Comma Delimited) from the Save as type drop-down menu.
10. Click the Save button.

A Microsoft Excel Warning Message displays.

Microsoft Excel

The selected file type does not suppart warkbooks that contain multiple sheets.

l

+ To save only the active sheet, click OK. ]
+ To save all sheets, save them individually using a different file name for each, or choose a file type that supparts multiple sheets,

Cance'

11. Click the OK button.

A second Microsoft Excel Warning Message displays.

Microsoft Excel

23—

SPOT Earnings 042418 version 1.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this
format?

@ «To keep this format, which leaves out any incompatble features, dick Yes.
» To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help,

YesllNol[Hepr

12. Click the No button.

Note: The file is now saved and ready to be uploaded.
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13. Navigate to the Enter SPOT Transactions page using the following path:

Menu > Payroll for North America > Payroll Process USA > Create and Load Paysheets >
Enter SPOT Transactions

The Enter SPOT Transactions Search page displays.

Enter SPOT Transactions

Enter any information you have and click Search. Leava fields blank for a list of all values.

Find an Existing Value ll Add a New Value I

¥ Search Criteria

Company | begins with | I Q]

Pay Group | begins with v | | Q|

Pay Period End Dats | = v Q|
Transaction Type | = v |

Batch Identity | begins with v| | |

Batch Status | = v‘ | v‘

Created By | begins with V| | Q |

[ Case Sensitive

Limit the number of results to {up to 300} | 300 |

Basic Search ¥ Save Search Criteria

Find an Existing Value | Add a New Value

14. Click the Add a New Value tab.

Enter SPOT Transactions

Eind an Existing Value ‘ [ Add a New Value

Batch Identity NEXT

*Company | Q
*Pay Group | Q

Pay Period End Date | Q

*Transaction Type | Earnings v

Find an Existing Value | Add a New Value
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The following table provides a brief description of each field within the Add a New Value tab:

Field Description

Batch Identity Defaults to NEXT. This number will automatically generate when the batch
is saved.
Company Select your company. If you have access to enter transactions for multiple

companies, select the appropriate company.

Pay Group Select the appropriate employee(s) pay group(s). Employees entered in
the SPOT batch must be in the Pay Group entered for the Pay Period
selected. When you validate the batch, an error message displays
indicating the employee is not in the Pay Group.

Pay Period End Select the appropriate pay period end date for the transactions being
Date entered (the pop-up window will only show pay periods that have not been
confirmed).

Transaction Type | Select the appropriate type of transaction.

e Earnings — earnings in addition to time and labor or additional pay
(typically one time or amounts that vary from pay period to pay
period).

e Deductions — deduction overrides, extra deductions or deduction
refunds.

15. Enter/select the appropriate values in the Company, Pay Group, Pay Period End Date, and
Transaction Type fields.

Note: This Job Aid shows an Earnings transaction, but there is no difference between an Earnings
and Deductions transaction when using the mass upload process.

16. Click the Add button.
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The Enter SPOT Transactions page refreshes with the Enter Payroll SPOT Trans tab displayed.

[ Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id NEXT
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 05242023 Submitted By Totals {only for Valid rows)
Transaction Type Earnings Approved By Total Amt :
Total Hrs :
Batch Status New Modified By
I[ i Ettach Eilss II I Upload Files l Process Monitor

Note: The Header section populates with the information previously entered on the Add a New
Value tab.

17. Click the Attach Files button.
The SPOT Attachments page displays in a pop-up window.

Ty oy TETETEyE-COTTToT oo e
SPOT Attachments page
Company ABC  Alcoholic Beverage Control Batch Id NEXT
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 05/24/2023 Submitted By
Transaction Type Eamings Approved By
Batch Status New Maodified By
File/Document Attachments (@
|£§3||Q‘ 14 of 1 | View Al
Attached File Description Add Process Process Instance
1 | e o [+ =]
o
4

18. Click the Add button.
The File Attachment page displays in a pop-up window.

File Attachment x ‘

Choose File 'Vu file chosen

19. Click the Choose File button.

Note: Depending on the browser used, a Browse button may appear in place of the Choose File
button.
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The Open Files page displays in a pop-up window.

@ Open x
A B » ThisPC » Deskiop v || | Search Desktop ]
Organize = MNew folder B ™ @

MName Date modified Type Size

Mﬂ S nes sl AN icrocnit el C 1KB I

3 Quick access
Desktop
3 Downloads
Docurnents
Pictures

*
*
*
*

I This PC

=¥ Network

File name: [ ABC_SM1052423 v‘ |AII Files V|

I Open I | Cancel |

20. Navigate to and select the applicable file.
21. Click the Open button.

The File Attachment page returns.

File Attachment X

Choosze File | ABC_SM1052423 csv

Upload | Cancel |

22. Click the Upload button.
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The SPOT Attachments page returns.

Using the Single-Use Payroll Online Tool (SPOT)

SPOT Attachments page
Company ABC  Alcoholic Baverage Control Batch Id NEXT
Pay Group SM1  Semimenthly Class (FRITHUD7) Created By
Pay Period End 05/24/2023 Submitted By
Transaction Type Earnings Approved By
Batch Status MNew Modified By
File/Document Attachments @
| 5 | | Q, ‘ 11 0f1 v | View Al
. Ay . Process
Attached File | Description View Delete Process Instance
1 ABC_SM1052423.csv 1 ‘I l View l [l Delete
1

Note: The file is now connected to the batch, but the individual transactions are not uploaded.

23. Enter a description in the Description field as needed.
24. Select the Process checkbox option.
25. Click the OK button.
The Enter Payroll SPOT Trans tab returns.
[ Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id NEXT
Pay Group SM1  Semimenthly Class (FRITHUO7) Created By
Pay Period End 05242023 Submitted By
Transaction Type Earnings Approved By
Batch Status Mew Modified By
[ ek Fiee I Upload Files | Process Monitor
B
Status Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Descr|
1 @ 1 Q| | 0a] | a
“*Total Hours & Amaunt are updated on Validation R Valid
ows Valid:
“*Valid Rovr and Error Row Count are updated on Validation R £
OoWS Crror:
Total Rows:

26. Click the Upload Files button to u

Rev 1/9/2024

pload the individual transactions.
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A Successful Upload message displays in a pop-up window.

V_PY¥100_UPLD - AE has been processed successfully. (21001,10)

27. Click the OK button.
28. If the file does not successfully load, verify the following:

a.  All mandatory fields were properly filled out in the template.
b.  The fields were entered using the correct format.
c.  The file was saved in the .csv format.

The Enter Payroll SPOT Trans tab returns.

PY381_Using the Single-Use Payroll Online Tool (SPOT)

I Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimaonthly Class (FRITHUOT) Created By
Pay Period End 052412023 Submitted By
Transaction Type Earmnings Approved By
I Batch Status Created I Modified By
[ Atach Fie ] P Process Monitor
=]la]
Status | Review Status Comments  Seq# Empl ID Empl Red Name Payroll Status
1 @ 1| Q| | 0a] Active
2 @ 2 | Q | ‘ 0Q ‘ Active
: @ 3 |‘ Q | ‘ 0a ‘ Active
4 @ 4 | Q | ‘ 0Q ‘ Terminated

**Total Hours & Amount are updated on Validation )
Rows Valid:

**Vlalid Row and Error Row Count are updated on Validation
Rows Error:

Total Rows:

Save

Totals (only for Valid rows)

Total Amt :
Total Hrs :

Earn Code
s
o a)
e a)

s a

Description

Temporary Pay

Mon-discretionary Bonus
(FLSA)

Regular Time - Salaried

Annual Leave Payout

Earr]
o
o
&

@

29. Verify that a Batch ID is assigned (“1850” in this example).

30. Verify that the Batch Status field updates to “Created”.

31. Verify that the required fields were populated correctly and update if required.
32. Click the Validate button.

Note: Edits that occur when keying the batch online are applied when the Validate button is clicked

for the uploaded template.
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PY Job Aid

The Enter Payroll SPOT Trans tab refreshes.

33.
34.

35.

36.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Centrol
Pay Group SM1  Semimonthly Class (FRITHUOT)
Pay Period End 052412023
Transaction Type Eamings
I Batch Status Validated I

l Altach Files ]

B
Status  Review Status ~ Comments Seq#  EmplID
1 0K @ 1
2 0K @ 2|
30K @ 3
4 0K @ 4
{lidate l I Submit l

**Total Hours & Amount are updated on Validation

**Valid Row and Error Row Count are updated on Validation

Save

a

a

a

Batch Id 1850
Created By
Submitted By

Approved By

Modified By

Process Monitor

Upload Files

EmplRcd  Name Payroll Status
[ 0] Active
[ va] Active
[ 1a] Active
‘ 0 Q| Terminated
Row Counts
Rows Valid: 4
Rows Error:
Total Rows: 4

Totals (only for Valid rows)

Total Amt : 8277 50

Total Hrs : -1.00
EarnCode  Description Earns Begin Dt
[tme @ Temporary Pay [0arz5i2023 =1

Non-discretionary Bonus

[Bon @& | (FLSA) [osr0r2023 2|
[Res @ |  RegulerTime - Salaried 051102023 [|
|ALP Q \ Annual Leave Payout \05/10/2023 |

The Batch Status field updates to “Validated”.

The Totals (only for Valid rows) section provides a summary of:

a. Total Amt — sum of the values entered in the Amount field for the batch
b. Total Hrs — sum of the values entered in the Oth Hrs field for the batch

The Row Counts section provides a summary of:

a. Rows Valid — the number of valid rows in the batch
b.  Rows Error — the number or rows in the batch containing errors
c. Total Rows — total number of rows in the batch (sum of Rows Valid and Rows Error fields)

If the Rows Error field is blank, indicating that all rows are valid, skip to Step 44.
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The screenshot below provides an example of a batch that contains an error.

I Ttach 1 es I { Upload Fies I
EEY
Status Review Status | Error Msg . Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Descril
10K @ 1 | Q ‘ ‘ 0Q ‘ Active |TMP Q | Tempo
i MNon-di:
2 0K @ 2 | Q ‘ ‘ 0Q ‘ Active |BON Q | (FLSA!
3 0K @ 3| Q| | oa| Active [res @ |  Regus
4 @ 4 | Q ‘ ‘ 0Q ‘ Terminated |ALF’ Q | Annual
I [ Vaiidate ] I Submit l Row Counts
**Total Hours & Amount are updated on Validation R Valid 3
ows Valid:
**Valid Row and Error Row Count are updated on Validation - = -
L_Bows Error:
Total Rows: 4

37. The Status field displays one of two statuses:

e OK -no errors

e Error —issue with the line

Note: If there is an error during validation, the Row Counts section displays the number of lines
with an error in the Rows Error field, the Status field populates with “Error” for all lines containing
an error, and a bubble populates in the Error Msg field for all lines containing an error.

38. Click the Bubble icon in the Error Msg field to view the error message.
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The SPOT Review Notes Page displays in a pop-up window.

SPOT Review Notes page {x]
Help
Empl 1D
Empl Record 0
Seq# 4
Motes Amount cannot be zero for Em_Cd- ALP;

39. Review the Notes field.

40. Click the OK button.

{ ATach Files Upload T ies TTIEEEE T
EIEY
Status Review Status | Error Msg . Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Descril
10K ® 1 Q| | va| Active [tmp | Temps
2 0K @ 2| Q| [0a] Active [Bon ]  Hond
—— S | (FLSA;
30K @ 3 \ Q | \ PE:Y \ Active |RGS Q | Reguld
4 Error P @ 4 ‘ Q | ‘ 0aQ ‘ Terminated |ALP Q | Annual
{ Validate : l [ Submit Row Counts
**Total Hours & Amount are updated on Validation R Valic 5
ows Valid:
**Valid Row and Error Row Count are updated on Validation R E ]
ows Error:
Total Rows: 4

41. Update the applicable
42. Click the Save button.
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The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUQT) Created By
Pay Period End 052402023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 175000
Total Hrs : -1.00
Batch Status Modified After Validation Modified By
l Titach Eilss Upload Files Process Monitor
ey
Status Review Status | Error Ms: Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description
il q p P y1 P!
10K @ 1 ‘ Q ‘ ‘ 0Q ‘ Active |TMP Q | Temporary Pay
= o Mon-discretionary BJ
2 0K @ 2] Q| [ ona] Active [ponv ol EEh
3 0K @ 3 ‘ Q ‘ ‘ nQ ‘ Active |RGS Q | Regular Time - Sala
4 Error @ @ 4 ‘ Q ‘ ‘ 0Q ‘ Terminated |ALP Q | Annual Leave Payo|

Validate Submit Row Counts

**Total Hours & Amount are updated on Validation

Rows Valid: 3
**lalid Row and Error Row Count are updated on Validation

Rows Error: 1

Total Rows: 4

Save

Note: All line items in a batch must pass validation before the batch can be submitted for approval.
The Submit button is not enabled until all lines are validated.

43. Verify that the Batch Status field updates to “Modified After Validation”.
44. Click the Validate button.
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The Enter SPOT Transactions page refreshes.

Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 052412023 Submitted By Totals (enly for Valid rows)
Transaction Type Eamings Approved By Total Amt : 8007.50
Total Hrs : -1.00
IBalch Status Validated I Modified By
I Attach Files l Upload Files Process Monitor
EIIEY
Status Review Status Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Begin Df
10K @ 1] Q| [ va Active [P Q| Temporary Pay 0arz5i2023 B
2 0K @ 2| a| [ oa Active [eon @] Mondisciedonary, Bonus [0sr102023 [
(FLSA)
3 0K @ 3 \ Q ‘ | 1Q | Active |RGS Q | Regular Time - Salaried ‘usmmzuzs =
4 0K @ 4 Q| [ o Terminated [ap Q|  Annual Leave Payout [osi102023 [
Validate | I I Submit I Row Counts
**Total Hours & Amaunt are updated on Validation R Valid
ows Valid: 4
**Valid Row and Error Row Count are updated on Validation = T |
ows Error:
Total Rows: 4

45. Verify that the Batch Status field updates to “Validated”.
46. Verify that the Rows Error field is blank indicating that all errors have been fixed.
47. Click the Submit button to submit the batch for review.

A Confirmation Message displays in a pop-up window.

Are you sure you want to submit the Batch? (25200,36)

Once Batch is submitted, it can not be edited. Are you sure you want to submit the batch?

CTUER T lCanceIl

48. Click the OK button to submit the batch for review.

Note: A batch cannot be edited after it is submitted.
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Deleting SPOT Batches

Payroll Administrators can delete batches if the batch has not been closed. All transactions within a
batch are deleted and will not process when a batch is deleted. This process cannot be undone, so use
only as appropriate. Utilize the Delete a Row button (-) to only delete specific transactions within a
batch.

1. Navigate to the Delete SPOT Transactions page using the following path:

Menu > Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
Delete Spot Transactions

The Delete SPOT Transactions Search page displays.

Delete SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

~ Search Criteria

Batch ldentity | begins with v|| |

Company | begins with v|| Q |

Pay Group | begins with v | | Q|

Pay Period End Date | = v| | Q |
Transaction Type | = v | v|

Limit the number of results to (up to 300): |3[][] |

Basic Ssarch @ Save Search Criteria

2.  Enter the search criteria in the corresponding fields for the applicable batch, preferably the specific
batch number.

3. Click the Search button.
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The Delete SPOT Transactions page display with the applicable batch.

[ Delete Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control
Pay Group BW3  Biweekly Wage (FRITHUOT)
Pay Period End
08/10/2023
Transaction Type Eamings
Batch Status Created

View Supporting Documents

Status Comments Seq# Empl ID Eg’ldpl

@ 1

Delete Batch
Return to Search Previous in List Mext in List

Batch Id 1570
Created By
Submitted By Totals {only for Valid rows)
Approved By Total Amt :
Total Hrs :
Name Payroll Status Earn Code Description Earns Begi
Active RGH Regular Time - Hourly 07/28/2023

4, Click the Delete Batch button to delete the batch.

A Confirmation Message displays.

Are you sure you want to delete the Batch? (25200,38)

Once Batch is deleted it can not be opened or edited again. Are you sure you want to Delete the batch?

[ Cancel ]

5.  Click the OK button to delete the batch. Once a batch is deleted, it cannot be opened or edited.

The Delete SPOT Transactions Search page displays after the batch has been deleted.

Delete SPOT Transactions

Find an Existing Value

Enter any information you have and click Search. Leave fields blank for a list of all values

¥ Search Criteria

Batch ldentity | begins with V| 1570

Company | begins with V| |ABC

Pay Group | bagins with V| |

Pay Period End Date | = v| |

Transaction Type | = v| |

Limit the number of results to (up to 300} | 300 |

Basic Search (&' Save Search Criteria
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Approving SPOT Transactions Overview

Each Agency designates at least one person as the SPOT Approver to review and approve, deny or
send back SPOT transactions. SPOT Approvers are not able to approve their own batches.

SPOT Approvers can take the following actions on the SPOT transactions within the batch:

Approve: Approved SPOT transactions are loaded to employee paysheets for processing once
the batch is Closed.

Deny: Denied transactions will not load to employee’s paysheets. When a transaction is marked
as denied, it cannot be updated. If the transaction needs to be processed, it must be entered in a
new batch. SPOT Approvers should include comments for transactions that are denied for
tracking and audit purposes.

Send Back: Transactions that require updates will be sent back to the Payroll Administrator for
review and correction. These transactions are not marked as Approved or Denied. The SPOT
Approver should enter comments indicating the required revision. When a batch contains these
types of transactions, the batch cannot be Closed. The batch will be sent back to the Payroll
Administrator so that those transactions can be modified and resubmitted for approval. When
batches are sent back the only transactions that can be updated are those not marked as
Approved or Denied. SPOT transactions that are sent back do not generate an email, therefore
Payroll Administrators should use the SPOT Online Query to identify batches that require
updates.

This section of the job aid will walk through the approval process and the options noted above.

Rev 1/9/2024 Page 47 of 90



/ Cardinal PY Job Aid
d PY381_Using the Single-Use Payroll Online Tool (SPOT)

1. Navigate to the Review SPOT Transactions page using the following path:

Menu > Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
Review SPOT Transactions

The Review SPOT Transactions Search page displays.

Review SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

¥ Search Criteria

Batch Identity ‘beg'\ns w[ih‘ | |

Company ‘ begins w[ih‘ | 0‘|

Pay Group ‘ begins wdh‘ | e |

IPay Period End Date ‘ = ‘ | o, |

Transaction Type ‘ = ‘ | ‘

Batch Status ‘ = ‘ | ‘

Limit the number of results fo {up to 300): ‘30[) ‘

Basic Search EF Save Search Criteria

2.  Enter the applicable/known search criteria to find the appropriate batch. The search options
include the following:

Fields Descriptions

Batch Identity Number assigned to the Batch
Company The three-character company code
Pay Group Pay group options for the Company

Pay Period End Date Select the Pay Period end date for the batch you want to approve

Transaction Types Select the appropriate option:

. Earnings

° Deductions

Batch Status Options include:

. Closed

. Created

. Deleted

. In Review

. Modified After Validation

° New
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Fields Descriptions

° Submitted
° Validated

3. Click the Search button.

The Review SPOT Transactions page refreshes with the matching search results at the bottom of the
page (if more than one batch matches the search criteria entered).

Review SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

* Search Criteria

Batch |Identity | begins with V| | |

Company | begins with v| [ABC Q|

Pay Group | begins with v | [sw1 Q|

Pay Period End Date | = v| |05f2412023 Q |
Transaction Type | = v | v
Batch Status | = v| | submitted v

Lirnit the number of results to {up to 300} |300 |

Basic Search & Save Search Criteria

Search Results

Visw Al 1-40f4 v

Batch Identity Company Pay Group Pay Period End Date Transaction Type Batch Status

ABC SM1 05/24/2023 Earnings Submitted
1847 ABC SM1 05/24/2023 Earnings Submitted
1849 ABC SM1 05/24/2023 Deduction Submitted
1850 ABC SM1 05/24/2023 Earnings Submitted

4.  If more than one batch matched the search criteria entered, click any of the links within the
appropriate batch’s row to open the Review Payroll Spot Trans tab for the applicable batch.

For this scenario, Batch 1850 is selected.
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PY381_Using the Single-Use Payroll Online Tool (SPOT)

| Review Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control
Pay Group SM1  Semimonthly Class (FRITHUOT)
Pay Period End
052412023
Transaction Type Earnings
Batch Status Submitted

[ i View Supperting Documents

[=)[al
Approve Deny Comments Seq# «Empl ID
10 [m] @ 4
20 [m] (=] 3
3 0 (] [S] 2
1 0 (] (=] 1

[ Approve All l [ Deny All l

[ Return to Search ] [ Previous in List l Next in List

Batch Id 1850
Created By
Submitted By

Approved By

Send Back l I Close Batch Process Monitor
Empl Name Payroll Status
Red

0 Terminated
0 Active
0 Active
0 Active

Earn Code Description

ALP

RGS

BON

TMP

Totals (only for Valid

Total Amt : &
Total Hrs :

Annual Leave P

Regular Time - §

Non-discretionar]
(FLSA)

Temporary Pay

5. Review the entries on the batch.

6. You have the following options:

a. Approve: Click the Approve checkbox next to individual transactions to approve them.

b. Deny: Click the Deny checkbox next to individual transaction to deny them. When you deny
an individual transaction, enter a Comment to note why for tracking and audit purposes.

c. Send Back: To Send Back an individual transaction, leave the Approve and Deny

checkboxes unchecked.

Note: SPOT Approvers cannot edit SPOT transactions.
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l Review Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End Submitted B i
Yy 0512412023 Y Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 8007.50
Total Hrs : -1.00
Batch Status In Review
. . Process Monitor
View Supporting Documents Send Back Close Batch
EIIEY
Approve Deny Comments Seq# <Empl ID E';FI Name Payroll Status Earn Code | Description
1 m] @ 4 0 Terminated ALP Annual Leave Payout
2 m] @ 3 Active RGS Regular Time - Salaried
3 O @ 2 éActive BON n-discretionary Bonus
4 0 [m] & 1 | B——— Active TMP Temporary Pay
l Approve All l l Deny All l
m l Return to Search ] [ Previous in List ] Next in List

Note: In this example, two transactions were approved, and one transaction, denied and one is left
unchecked so it can be sent back for updates.

7.  Click the corresponding Comments icon for any denied transactions.
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The SPOT Comments page displays in a pop-up window.

SPOT Comments page X
Help
Empl ID
Empl Record 0
Seq# 1
Comment

I OK Il Cancel \

8.  Enter a comment explaining why the transaction was denied in the Comment field.

Note: Cardinal does not require a comment, but comments are strongly recommended for audit
purposes.

9. Click the OK button.

The Review Payroll Spot Trans tab returns.

I Review Payroll SPOT Trans }
Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUD7) Created By
Pay Period End 0512412023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt: 8007 .50
Total Hrs : -1.00
Batch Status In Review
. . Process Monitor
I View Supporting Documents Send Back ] I Close Batch
JaljiY
Approve Deny Comments | Seqi Empl ID E‘;f' Name Payroll Status Earn Code  Description Ear|
1 o @ 4 0 Terminated ALP Annual Leave Payout 0511
2 ] @ 3 0 Active RGS Regular Time - Salaried 0511
30 (=] 2 0 Active BON :"F‘giif”ﬂi“"““' Bonus 0511
40 ] @ 1 0 Active T™P Temporary Pay 041
I Approve All ] [ Deny All ]
[ Return to Search ] [ Previous in List Next in List

10. Choose the appropriate action:

a. Close the Batch. Go the section of this job aid titled Closing a SPOT Batch.

b.  Send Back the batch. Go to the section of this job aid titled Sending Back a Batch.
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Closing a SPOT Batch

Once all transactions in a batch have been reviewed and either approved or denied, the approver must
close the batch for it to be picked up by the SPOT load process. This section will walk you through the

process to close the SPOT batch.

I Review Payroll SPOT Trans
Company ABC  Alccholic Beverage Control Batch Id 1847
Pay Group SM1  Semimonthly Class (FRITHUO7) Created By
Pay Period End 0512412023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 3350.00
Total Hrs :
Batch Status In Review
. ) Process Monitor
View Supporting Documents Send Back II Close Batch m
=4
Approve Deny Comments Seq# <Empl ID E‘;:Ipl Name Payroll Status Earn Code | Description Earns Begin{
m] @ 2 0 Terminated ALP Annual Leave Payout 05/10/2023
] @ 1 0 Active TMP Temporary Pay 04/25/2023
I Approve All ] [ Deny All l
[ Return to Search l I Previous in List I Mext in List

Verify all transactions in the batch have been approved or denied.
2.  Click the Close Batch button.

window.

If all the transactions have been approved or denied, a Confirmation message displays in a pop-up

Are you sure you want to close the Batch? (25200,37)

oK l Cancel ]

Once Batch is closed it can not be reviewed or edited again. All Approved transactions will be posted to NA Payroll. Are you sure you want to Close the batch?

Note: If you try to close a batch and all the transactions have not been approved or denied, a

message displays indicating “Some transactions are neither accepted or denied. All transactions

must be reviewed and can be accepted or denied”. You will have to click the OK button on this

message then go back and approve or deny any transaction that may have been missed.

4. Click the OK button.

Note: A batch cannot be edited after it has been closed.
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The Enter Payroll SPOT Trans page returns.

[ Review Payroll SPOT Trans }
Company ABC  Alcoholic Beverage Control Batch Id 1847
Pay Group SM1  Semimonthly Class (FRITHUD7) Created By
Pay Period End 062412023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 335000
Total Hrs :
I Batch Status Closed I
[ View Supporting Documents l Send Back Close Batch Process Monior Instance 2385210
I
Approve Deny Comments Seq# =Empl ID E'[';:fl Name Payroll Status Earn Code Description Earns Begin
1 @ 2 0 Terminated ALP Annual Leave Payout 05/10/2023
2 @ 1 0 Active TMP Temporary Pay 04/25/2023
Approve All Deny All
[ Return to Search l [ Previous in List ] I Mext in List ]

5.  Verify that the Batch Status is “Closed”.
6. Verify that the Approved By field updates with your information.

Note: The transactions will be loaded to payroll during the next SPOT Load to Payroll process.
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Sending Back a SPOT Batch

This section of the job aid will walk through process to Send Back a batch to the Payroll Administrator to
make updates.

Review Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUO7) Created By
Pay Period End Submitted By .
05/2412023 Totals (only for Valid rows)
Transaction Type Earmnings Approved By Total Amt : 8007.50
Total Hrs : -1.00
Batch Status In Review
. . Process Monitor
View Supporting Documents Send Back Close Batch
EIEY
Approve Deny Comments Seq# «Empl ID E':;I Name Payroll Status Earn Code | Description
1 O @ 4 0 Terminated ALP Annual Leave Payout
2 ] =4 3 0 Active RGS Regular Time - Salaried
= ) " éNan—discretiunary Bonus
30 @ :z EAmue HFLsa)
4 0 (] l @ I 1 Active TMP Temporary Pay
I Approve All l I Deny All l
I Return to Search l [ Previous in List ] Next in List

1. Click the Comments icon for any transaction in the batch that requires update.

Important: Do not click the Approve or Deny option for any transaction that you want to send
back to be updated by the Payroll Administrator. Clicking Approve or Deny will lock the
transaction and the Payroll Administrator, will not be able to make updates.

The SPOT Comments page displays in a pop-up window.

SPOT Comments page x
Help
Empl ID
Empl Record 0
Seq# 1

Comment Amount of TMP pay is inaccurate, this should be $500

and not 5750.

Cancsl

2. Enter comments regarding what needs to be updated in the Comment section.
3.  Click the OK button.

Rev 1/9/2024 Page 55 of 90



» Cardinal PY Job Aid
d PY381_Using the Single-Use Payroll Online Tool (SPOT)

A Confirmation Message displays in a pop-up window.

Are you sure you want to send it back to the submitter? (25200,98)

The batch will be sent back to the submitter for changes.

‘ Cancel ‘

4.  Click the OK button to send the batch back to the submitter for updates.

Review Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimenthly Class (FRITHUOT) Created By
Pay Period End 052412023 Submitted By Totals {only for Valid rows)
Transaction Type Earnings I Approved By I Total Amt : 8007.50
Total Hrs : -1.00
Batch Status Sent Back to Submitter
. . Process Monitor
View Supporting Documents Send Back Close Batch
B
Approve Deny Comments Seq# «Empl ID E':dpl Name Payroll Status. Eamn Code Description Eamn
1 (@] 4 0 Terminated ALP Annual Leave Payout 0510}
2 @ 3 0 Active RGS Regular Time - Salaried 05/10)
. Non-discretionary Bonus
3 @ 2 0 Active BON (FLSA) 05010)
4 @ 1 0 Active T™MP Temporary Pay 04/25
Approve All Deny All
l Return to Search l l Previous in List ] Next in List

5.  Verify that the Batch Status field updates to “Sent Back to Submitter”.
6. Verify that the Approved By field is blank.

Note: The Batch is sent back to the Payroll Administrator for updates.
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Reviewing Send Back Batches
After a SPOT Approver has taken action on a Batch, the Payroll Administrator can review the Batch.

e |f a SPOT transaction was denied and needs to be processed, it will need to be entered in a new
batch.

e If a SPOT transaction was sent back for revisions, the entire batch is sent back. The Payroll
Administrator will need to review the comments, make the necessary updates, and resubmit the
batch for approval.

1.  Toreview a batch for approval, navigate to the Enter SPOT Transactions page using the following
path:

Menu > Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
Enter SPOT Transactions

The Enter SPOT Transactions Search page displays.

Enter SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value |

 Search Criteria

Company | begins with v [ABC O.]

Pay Group | begins with v | | Q |

Pay Period End Date | = v Q|
Transaction Type | = v | v|

Batch Identity | begins with v‘ | ‘

I Batch Status | = V| | Sent Back to Submitter VI

Created By | begins with V‘ | Q |

C Case Sensitive

Limit the number of results to (up to 300): ‘ 300 |

Basic Search [ Save Search Criteria

No matching values were found.

Find an Existing Value | Add a New Value

2.  Enter the appropriate data in the corresponding Search Criteria fields.

Note: Using the Batch Status field option is helpful when looking for batches that have been
Closed or Sent Back to Submitter.

For this scenario, Sent Back to Submitter is selected.
3. Click the Search button.
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The Enter Payroll SPOT Trans tab displays for the applicable batch.

PY381_Using the Single-Use Payroll Online Tool (SPOT)

Enter Payroll SPOT Trans

Return to Search

Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By
Pay Period End 05242003 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt : 8007.50
Total Hrs : -1.00
Batch Status Sent Back to Submitter Modified By BIXE1250
Attach Files Upload Files
EIEY
Approve Deny Status Error Msg Comments  Seq# Empl ID Empl Rcd Name Payroll Status Earn Code
1 oK @ ® 1] Q| [ oa] Active ey
2 OK @ ( 0 Active BON
3 OK @ ( 0 Active RGS
4 OK @ ( 0 Terminated ALP
Validate I I Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 4
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 4

Descrip

Tempord

Non-diss
[FLSA)

Regular

Annual |

4.  An Error Message bubble icon displays on the line for transactions that require revision.

Note: Transactions that have been marked as approved or denied by the approver cannot be

edited.

5.  Click the Comments icon for the transaction that requires an update.

SPOT Comments page

x

Help

EmplID

Empl Record 0
Seq# 1
Comment

and not 5750.

[&mount of TMP pay is inaccurate, this should be $500

6. Review the comments in the Comment field.

7. Click the OK button.
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PY Job Aid

Enter Payroll SPOT Trans

Company ABGC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUOT) Created By {
Pay Period End 052412023 Submitted By

Totals (only for Valid rows)

Transaction Type Eamings Approved By Total Amt : 800750
. _ Total Hrs : -1.00
Batch Status Sent Back to Submitter Modified By BIXG1250
Altach Files Upload Files Process Monitor;
[=][a]
Approve Deny Status  EmorMsg ~ Comments  Seq# Empl ID EmplRed | Name Payroll Status Eam Code Descrip
1 oK @ I @ I 1 a [ 0a] Active TMP Q Temporg)
. Nen-disq
2 oK @ 2t 0 Active BON (FLSA)
3 oK @ 30 0 Active RGS Regular
s oK @ 4 [ Terminated ALP Annual |
Validate l I Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 4
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 4

8. Make the appropriate update per the comment from the Approver.

9. To add a comment regarding the update, click the Comments icon.

SPOT Comments page

Empl ID
Empl Record
Seq#

Comment

0
1

Amount of TMP pay is inaccurate, this should be $500

and not 5750.

Updated amount to 5200 and resubmitted to approverl

e

Note: Do not overwrite existing comments in this field as it is open and does not lock down

comments.

10. Enter your comment below any existing comments.

11. Click the OK button.
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The Enter Payroll SPOT Trans page returns.

Enter Payroll SPOT Trans
Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUO7) Created By {
Pay Period End 052412023 Submitted By [ Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt : 8007 50
Batch § Sent Back to Submi Modified B Total Hre : oo
atch Status ent Back to Submitter odified By BIX61250
Attach Files Upload Files Process Manitor:
Deny Status ErrorMsg =~ Comments  Seq# Empl ID Empl Red Name Payroll Status Earn Code Descrip|
1 oK @ ® 1 Q| [aa] Active ™P Q@ Tempord)
- N Mon-dis(
2 OK @ 2t [} Active BON (FLSA)
3 OK @ 300 0 Active RGS Regular
4 oK @ 40 [ Terminated ALP Annual |
I Validate I I Submit Row Counte
*Total Hours & Amount are updated on Validatien
Rows Valid: 4
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 4
Enter Payroll SPOT Trans
Company ABC  Alccholic Beverage Control Batch Id 1850
Pay Group SM1  Semimonthly Class (FRITHUD7) Created By
Pay Period End 0572412023 Submitted By Totals (only for Valid rows)
Transaction Type Eamnings Approved By Total Amt : 775750
[Feen s vasaed | Modifiod B Total Hrs : -1.00
atch Status alidates odified By 00830084700
Attach Files Upload Files Process Menitor
[®][a]
Approve Deny Status. Comments | Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Ea
1 0K @ 1 Q | ‘ 0Q ‘ Active ™P Q Temporary Pay 04
N Non-discretionary Bonus
2 OK @ 2 0 Active BON (FLSAY 05/
3 OK @ 3 0 Active RGS Regular Time - Salaried 05/
4 OK @ 4 0 Terminated ALP Annual Leave Payout 05/
V. l l Submit I Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 4
**V/alid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: a

13.
14.
15.

Verify the Batch Status is “Validated”.
Verify the Row Counts does not display any row errors.
Click the Submit button.
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The Submit Confirmation Message displays.

Are you sure you want to submit the Batch? (25200,36)

Once Batch iz submitted, it can not be edited. Are you sure you want to submit the batch?

TR [ Cancel

16. Click the OK button.
The Enter Payroll SPOT Trans page returns.

[ Enter Payroll SPOT Trans

Company ABC  Alcoholic Beverage Control Batch Id 1850
Pay Group SM1 Semimonthly Class (FRITHUOT) Created By
Pay Period End 052412023 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt 775750
Total Hrs : -1.00
I Batch Status Submitted I Modified By
Attach Files Upload Files Process Monitor

EIE
Approve Deny Status Comments  Seq# Empl ID E':dpl Name Payroll Status Ei-rcﬂa Desc
1 oK (&) 1 0 Active T™MP Temp
: Non-g
2 OK @ 0 Active BON (FLoA
3 0K & k 0 Active RGS Regu
4 oK @ ‘ 0 Terminated ALP Annu
Validate Submit Row Counts
**Total Hours & Amount are updated on Validation
Rows Valid: 4
**Valid Row and Error Row Count are updated on Validation
Rows Error:
Total Rows: 4

Return to Search

17. Verify that the Batch Status is “Submitted”.
18. Verify that the Modified By displays your ID.

Note: For additional information on entering SPOT transactions, refer to the Entering an Earnings
Transaction in SPOT or Entering a Deduction Transaction in SPOT sections of this Job Aid.
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Monitoring SPOT Transactions
There are two key SPOT tools to help monitor transactions:

¢ Single-Use Payroll Online Transaction (SPOT) Online Query — This query provides the status
information for all SPOT batches for a specific pay period. It can be run by Payroll Run ID or a
specific date range.

e SPOT Transactions Not Loaded to Pay lines Report - Batches are loaded to the Paysheet
Transaction Table after they are closed. The Delivered Paysheet Transaction Process runs
according to the operation calendars. This report reflects transactions that are both “Accepted” and
“Closed” but do not appear in the employee’s paycheck.

Note: For further information about Reviewing Employee Paychecks, refer to the Job Aid titled
PY381_Review the View Paycheck Page. This Job Aid can be found on the Cardinal website in
Job Aids under Learning.

For further information on the SPOT Online Query and SPOT Transaction Not Loaded to Pay lines
Report, see the Cardinal HCM Payroll Reports Catalog located on the Cardinal website under
Resources.
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SPOT Scenarios

In this section, we will review various scenarios regarding how to enter specific transactions into SPOT.
Each scenario will show how to enter the transaction into SPOT and how it displays on the Review
Paycheck page.

Entering Pay Docking (LNP)
In this scenario, we will enter 8 hours of pay docking for an employee in the current payroll (pay period
ending 04/09/2021).

N Y N e VA NN /ﬁ”“"\/““"’“"ﬂ/\f“"\ SN NN NS N p—-h\g_r“\f‘\u/‘“\_m\,ﬂ/‘“'\\

5 Q ;
Detail Data ‘ Validation ‘IID %

Comments  Seq# Empl ID EmplRed  Name Payroll Status  Eamn Code Description Eams Begin Dt Eams End Dt Tax Tax Method

Periods -
1 ] 1 Q 0Q Active NP Q Insufficient Leave 03/25/2021 03/25/2021 1 Annualized v
[ NN g "

S/J”“M\/MA Mﬁ\&m%MWMWWMJm

| View All

17

s Benefit Ded

Taken Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Addl Seq Nbr

Oth Hrs Hourly Rate Amount

f“"‘-\

8 21.71 200.00 Deduction Deduction 4] Q - —

f’“" WA,

5

1.  Enter/select the following:

Empl ID

Empl Rcd: Defaults to 0. Update if necessary

Earn Code: LNP

Earns Begin Dt: enter the begin date of the period the employee is being docked

Earns End Dt: enter the end date of the period the employee is being docked

Note: If the pay docking is for a prior period, the employee must have regular pay in that
period for the LNP to process. If the employee does not have regular pay, process the LNP in
the current period

f. Oth Hrs: enter the hours to be docked (in this scenario 8)

g. Hourly Rate: Enter the hourly rate for the period

©®ap oo

2. Validate and submit the batch for approval.
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Review Paycheck Page — Pay Docking (LNP)

In the Other Earnings section of the Review Paycheck page, you are able to view the SPOT
transaction that processed for the employee.

PY381_Using the Single-Use Payroll Online Tool (SPOT)

The LNP displays in the Other Earnings section for the specific period that it was entered in SPOT.

N i U S o N e O T VSV A SN SRR AT aee SISt WA

I Begin Date  03/25/2021 End Date  03/25/2021 I Addl Line Nbr 4 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate
8hift Not Applicable Shift Rate
©Other Earnings
F Q 1-10f1 v | wviewAll
Other Earnings Details 1 ‘ | Other Earnings Details 2 113
Code Description Rate Used Hours Rate Amount Source
RGS Regular Time - Salaried Hourly Rate -8.00 21.710000 -173.68 OP

B T N T e Vi T N Ut i T i e U T
IBegin Date 03/25/2021 End Date  03/25/2021 I Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State A Locality
Rate Used Hourly Rate
Shift Not Applicable Shift Rate
Other Earnings
F Q 1-10f1 ~ | View Al
[ Other Earnings Details 1 I [ Other Eamings Details 2 I 113
Code Description Rate Used Hours Rate Amount | Source
‘ LNP Insufficient Leave Hourly Rate ‘ 8.00 21.710000 ‘ 17368 ‘ oP ‘

e IR Y T N P I e NS N I Wt

A second line for Regular Time — Salaried (RGS) is automatically created by Cardinal during the SPOT
Load Process for LNP.
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Entering Adjustments to Regular Pay — Hire or Terminated Mid Pay Period

If an employee is hired/terminated in the middle of the pay period, a reduction of regular pay may be
necessary. When an employee is hired or terminated within the pay period, the system calculates partial
pay based on an annualized hourly rate and not the pay period hourly rate.

Payroll Administrators will need to calculate what the employee is due using the pay period hourly rate
and enter the adjustment in SPOT.

In this scenario, an employee terminates in the middle of the pay period (11/1).

The system will calculate the partial pay from 10/25 — 10/31 that is due to the employee at an
annualized hourly rate.

You will need to calculate the amount due using the pay period hourly rate then enter the adjustment
in SPOT.

For this scenario, the employee needs to have a pay reduction of $41.25.

Detail Data Validation | [I»

Comments  Seq# Empl ID Empl Red  Mame Payroll Status  Earn Code Description Eams Begin It Earns End Dt Perll:<

1 3 i Q 0aQ Terminated RGE Q Regular Time - Salaried | 100252021 53]

10112021 [ 1

110f1 v | View Al

YWWMMMHNMWW.MWMWHJ

Benefit Ded

Taken Benefit SubsetID  Genl Ded Taken GenlDed Subset  Sepchk # Addl Seq Nbr

<
% Tax Method Oth Hrs Hourly Rate Amount

H
< Annualized v -1 4125 200.00 Deduction Deduction 0 Q + -

Y e ANV e PN Vo

Enter the following:

Empl ID

Empl Rcd: Defaults to 0. Update if necessary

Earn Code: RGS

Earns Begin Dt: enter the begin date of the period the employee terminated
Earns End Dt: enter the employee’s last day worked

Oth Hrs: enter -1

Hourly Rate: Enter the amount of pay to be reduced (for this scenario 41.25)

@ ™0 a0 oo

Validate and submit the batch for approval.
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Review Paycheck Page — Entering Adjustments to Reg Pay (Hired/Termed Mid Pay Period)

In the Other Earnings section of the Review Paycheck page, you are able to view the SPOT

transaction that processed for the employee.

PN TN A AN b /Mwm_\f_j‘f-\,, j""—"‘”“\ /\J‘\w mwawﬂmg—hmw\'&ﬁ
v Earnings Q | M 4 [4o14 v | View Al
Begin Date  10/252021 End Date  10v31/2021 AddlLine Nor 2 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Qvertime
Hours 0.00 Hours 0.00 Hours  0.00
Rate 24697596 Rate  0.000000 Rate 0.000000
Earnings 0.00 Eamings 0.00 Eamings 0.00
Rate Code Rate Code
State  wA Locality
Rate Used Hourly Rate
Shift Not Applicable Shift Rate
Other Earnings
F Q 1-10f1 v | ViewAl
‘ Other Earnings Deails 1 ‘ [ Other Eamings Details 2 ‘ Ii»
Code Description Rate Used Hours Rate Amount | Source
RGS Regular Time - Salaried Hourly Rate -1.00 41.250000 -41.25| OP
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Entering Adjustments to Regular Pay — Change in Compensation from Prior Period

If an employee has a change in compensation, an addition to regular pay may be necessary.

When an employee receives an increase to their regular pay rate in the prior period, the Payroll
Administrator will calculate the amount of the increase and enter it into SPOT.

In this scenario, the current pay period is 3/25 — 4/9/2021. The increase is $1 an hour based on 88
hours in the prior pay period, 3/10 - 3/24/2021. The prior dates will need to be entered in the Earns
Begin Dt and Earns End Dt fields.

T WA WU Ry GO F\MMJ“\MI\I\FHW\WMM'\WM[\" AMWMNW—F\AW TN N IS AN
g Q

Detail Data Validation | Iy

Comments  Seq# | EmplID EmplRed  Name Payroll Status ~ EarnCode  Description Eams Begin Dt Earns End Dt

Tax

Periods Tax Method )
y

10 1 i‘

E‘ Adtve RGS Q| RegurTime-Salaied | 03tonoat )| osounoet )

1 ‘ ‘ Annualized V‘

1-10f1 » | ViewAl

(NwWMLmJ\ﬂWUV\MM f——jm."r-a/\‘ﬁ\~w"ﬁw““v”\ff\f””‘\ NN N e N e e ey
{

Benefit Ded

Oth Hrs Hourly Rate Amount Taken

Benefit Subset ID Genl Ded Taken Genl Ded Subset Sepchk # Addl| Seq Nbr

1 88.00 Deduction Deduction 0 Q + —

1. Enter the following:

Empl ID

Empl Red: Defaults to 0. Update if necessary

Earn Code: RGS

Earns Begin Dt: Enter the begin date of the prior pay period

Earns End Dt: Enter the end date of the prior pay period

Oth Hrs: enter 1

Hourly Rate: Enter the amount of pay to be added for the employee, based on your
calculation

@ "0 a0 oo

2. Validate and submit the batch for approval.

Rev 1/9/2024 Page 67 of 90



/ Cardinal PY Job Aid
d PY381_Using the Single-Use Payroll Online Tool (SPOT)

Review Paycheck Page — Change in Compensation for Prior Pay Period

In the Other Earnings section of the Review Paycheck page, you are able to view the SPOT
transaction that processed for the employee.

i N N o W i W) PANEIN A »_f_*\fﬁ_m%wpw;\ﬂwmgw_ﬁvmf—_x—%_wm AN
I Begin Date  03/10/2021 End Date 03/24f2021| Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 24038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code
State A Locality

Rate Used Hourly Rate

Shift NotApplicable Shift Rate
Qther Earnings
F Q { 11o0f1 v |} | View Al
{ Other Earnings Details 1 ‘ [ Other Eamings Details 2 ‘ I
Code Description Rate Used Hours Rate Amount | Source
RGS Regular Time - Salaried Hourly Rate ‘ 1.00 88.000000 88.00 | OP
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Entering a Separate Check — Bonus Payment with One-Time Deferrals

When an employee receives earnings, to be paid on a separate check, the Payroll Administrator will
need to enter the SPOT Earnings transaction and update the Sepchk# field default value from 0 to 1. If
there are deductions that will need to be taken from the separate check, then a SPOT Deduction
transaction will need to be entered (after the SPOT Earnings) and the Sepchk# field will need to be
updated from 0 to 1 to ensure the deductions are taken from corresponding separate check.

Note: If there is more than one separate check with a deduction transaction, enter the next value (2,3,
etc.) and make sure the deduction separate check corresponds (2,3, etc.).

In this scenario, the employee is receiving a bonus of $5,000 for the pay period and deductions will be
overridden to take out additional VRS Retirement of $2,500.

SPOT Earnings Batch
Nt A i NN I NP N e Mﬂf\f‘xm‘

5 Q
| Detail Data H Validation | [I»

Comments Seqg# Empl ID gr:dpl Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt (

- Non-discretionary Bonus
1 @ 1 Q 0| | Active BON Q (FLSA) 01/25/2022 02/09/2022

ﬁ\qmﬂwvmm"h\—umﬁﬂw W\:’\/“/\«J M\QWW\‘WIP

Benefit Genl Ded Taken Genl Ded

Subset ID Subset Sepchk # Addl Seq Nbr

‘/ Tax Method Oth Hrs Hourly Rate Amount Benefit Ded Taken

4 Annualized v 5000.00 Deduction v BNS Q None v Q 1 Q + -

N

!

1. First, enter the SPOT Earnings batch for the Bonus ($5,000) and change the Sepchk# field value
from 0 to 1. This will open the Benefit Ded Taken and Genl Ded Taken fields.

2. Make the appropriate adjustments to the Benefit Ded Taken and Genl Ded Taken fields. For this
scenario the following are selected:

Benefit Ded Taken: Subset
Benefit Subset ID: BNS
Genl Ded Taken: None (no general deductions will come out of this check)

Genl Ded Subset: Leave blank

o o bk~ w
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SPOT Deduction Batch
Next, enter the SPOT Deduction batch to take the additional $2500 from the Bonus.

Note: This would work the same way for other deductions such as deferred compensation.

NS MBI AT e PN A AR N AN I o NN T N e A NS e

5 Q ol v View All
‘ DetallData | | Vaidation ‘\[»

Comments Segt  EmplID RE'ELN Name Payroll Status f§ PlanType  Benefit Plan Ded Code Description Ded Class  Ded Calc Amount (One Time Cd Sepchk #
1 0 1 Q 0 Aive m Q) voweQ s Q| CPURRAREL ool Dow v w00 et v 1 |4 =

R AT T N e T N ¥ I I Y N

7.  Enter the same employee that was entered on the earnings batch.

8. Select the appropriate, Plan Type, Benefit Plan, Ded Code, Ded Class, Ded Calc, and Amount
for the override (for this scenario $2500) and select One Time Cd of Override.

9. In the One Time Cd field, select the Override option.

10. In the Sepchki# field, update the 0 to a 1 to ensure the deduction override is coming out of the
correct check.
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Review Paycheck Page - Bonus Payment with One-Time Deferrals

In the Other Earnings section of the Review Paycheck page, you are able to view the SPOT Bonus
transaction on the Paycheck Earnings tab that processed for the employee on a Separate Check.

|| Paycheck Eamnings I Paycheck Taxes | Paycheck Deductions

Empl 1D Naimg

Company ABC Pay Group  SM1 Pay Period End  02/09/2022 Page 2 Line 1 Separate Check 1
Paycheck Information Paycheck Totals
Paycheck Status  Caleulated Paycheck Oplion  Check Eamings 5,000.00
Issue Date  02/15/2022 Paycheck Number Taxes 1.076.25
Off Cycle Reprint Adjustment Corrected Cashed Deductions 2,500.00
et Pay 1.423.75
~ Earnings Q 1of2~| kM | ViewAl
Begin Date  (1/25:2022 End Date 020072022 Addl Line Nbr - 3 Reason
Empl Record 0 Benelit Record 0 Addtional Data
Salaried Hourly Qvertime
Hours Q.00 Hours 0,00 Hours  0.00
Rate 41.826323 Rate  0.000000 Rate  0.000000
Earnings 0.00 Eamings 000 Eamings 000
Rate Code Rale Code
State WA Locality
Rate Used Hourly Rate
Shift NotApplicable Shift Rate
Other Eamings
5 Q 1-1 0f1 v | View Al
I QOther Eamings Details 1 Other Eamings Details 2 l Il»
Code Description Rate Used Hours. Rate Amount  Source
BON MNon-discretionary Bonus (FLSA) Hourly Rate 5,000.00 OP
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On the Paycheck Deductions tab, you can view the deferred compensation amount ($2500) coming out
on the separate check under the Deductions section.

Paycheck Eamings | Paycheck Taxes |I Paycheck Deductions I

Empl 1D Name

Company ABC Pay Group  SM1 Pay Period End  02/09/2022 Page 2 Line 1 Separate Check 1

Paycheck Information Paycheck Totals

Paycheck Status  Calculated Paycheck Option Check Eamnings 5,000.00

Issue Date  02/16/2022 Paycheck Number Taxes 1,076.25

Off Cycle Reprint Adjustment Corrected Cashed Deductions 2.500.00
Net Pay 142375

* Deductions

B Q 1-1

of 1 v [ Wiew Al
Deduction Details 1 Deduction Details 2 Deduction Details 3 | |I»
Deduction Code Description Class» Amount Calculated Base
VRSRET Employee Retirement DB Befare-Tax 250000

» Garnishments

e N BN NN e ol NN TN el
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Deceased Pay

All deceased pay is paid through the AP Expense Module. Payroll Administrators will need to calculate
the gross to net pay to include the FICA tax deduction. Be sure to account for rounding differences and
any funds due to the agency from the employee (i.e., medical, VSELP). The Net Pay amount requested
from AP, should be paid to the Employee's Estate.

o When the payment is not processed in the same year that the employee deceased, there is no
further action in Cardinal Payroll.

o When the payment is processed in the same year that the employee deceased, SPOT transactions
must be processed for W2 reporting through Cardinal.

SPOT Earnings Batch:

P N ANS S NI A VIRV A A e e mmﬁmwwmnwv\

5 Q
Detail Data VYalidation | 1l 5

Tax
Periods

Comments  Seq# Empl ID EmplRcd  Name Payroll Status | Earn Code Description Earmns Begin Dt Earns End Dt Ta

5

Deceased Pay Current
Year

1 @ 1 Q 0Q Active DPC Q 0325/2022 0410972022 1 Ann

I T T N T e s T2 R e e I i DO ol W

1101 v Fol Viewal
<
| TaxWethod Oth Hrs Hourly Rate Amount BenefitDed  Benefit SubsetID | Genl Ded Taken | Genl Ded Subset | Sepchk # Addl Seg Nbr
L ‘ Annualized V‘ ‘ 1000 OD‘ Deduction Deduction | D| ‘ Q | + -
ol (S L M0m Y .

1. Enter the employee deceased employee’s ID.
2.  Enter the earnings code DPC (Deceased Pay/Current Year).
Note: This earnings code is subject to FICA taxes only.

3. The Amount should be a sum of all earnings types owed to the deceased employee. For this
scenario 1000.00.

4.  Enter the current pay period in the Earns Begin Dt and Earns End Dt fields.
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SPOT Deduction Batch:

When entering the SPOT Deduction batch, determine if the employee has any additional deductions
outside of the Due Agency that need to be deducted.

Example A:

The screenshot below is an example of the SPOT Deduction page with the Due Agency deduction only.

B e WU /\N\_\\.« fwuf“\mvf *"\WWWWMW/MMMW ’/VW\W\M\‘M
5 Q 11of1 v ViewAl
‘ Detail Data ‘ Validation ‘Hb

Comments Seg#  EmplID EmplRed  Name Payroll Status ~ PlanType  Benefit Plan Ded Code Description Ded Class  Ded Calc Amount One Time Cd Sepchk #

1 = 1 Q 0Q Adtive 0 Q Q DUEAGY Q Due Agency A Q Amourt v 82350 Adition v 0 + -

Validate Submit Row Counts

“Total Hours & Amount are updated on Validation
Rows Valid: 1

11 Count are upd; n

¢ Enter the amount paid out to the employee’s estate minus any taxes.

Note: The result is a ZERO NET PAY check.

Example B:

The screenshot below is an example of the SPOT Deduction page with an additional before tax medical
deduction.

P b, Pt NN N N PN N NN A S N s NSNS AL AN P

Upload Fliec

R Q 12012[¥] View Al
DetaiDats || Vaidaton | [
Comments leqd  EmpliD EmpiRod  Name Payroll Hatus  PlanType  BeneNtPin Ded Code Decerption DeaClace  OedCale Amount One Time Cd Sopehk ¥
1 C ! Q 0| | Acthe Q) jacct Q CVACRE Q| CovACare 8 Q) |t M 1000 | Owrae [V 0 + =
H ¢ 2 Q 0Q Hetve m Q Q DUEAGY Q| Due Agency A QL et M oMM |owrde [ 0 + =
MMW

¢ Enter any deductions due to the agency by the employee, using the appropriate deduction code. In
this scenario a medical deduction of 10.00.

e The net pay amount processed in AP should be entered using the DUEAGY deduction code. This
prevents the employee’s estate from being overpaid.

Note: The resultis a ZERO NET PAY check.
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Review Paycheck Page with Due Agency Deduction - Deceased Pay

On the Paycheck Earnings tab in the Other Earnings section of the page, you are able to view the
SPOT Earnings Transaction for the deceased pay ($1,000 for this scenario).

Paycheck Earnings l [ Paycheck Taxes ‘ [ Paychecl Deductions l
EmplID Name
Company ABC Pay Group sM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 78.50
Off Cycle Reprint Adjustment Corrected Cashed Deductions 923.50
Net Pay 0.00
~ Earnings a | BB ViewAl
Begin Date  04/01/2022 End Date  04/08/2022 Addl Line Nbr 3 Reason Mot Specified
Empl Record 0 Benefit Record 0 Additional Dafa
Salaried Hourly Overtime
Hours 0.00 Hours 0.00 Hours 0.00
Rate 37.163462 Rate  0.000000 Rate 0.000000
Earnings 0.00 Earnings  0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State WA Locality
Rate Used Hourly Rate FLSA Rate
Shift Mot Applicable Shift Rate
Other Famings
F Q 1-10f1 v [ View Al
Other Earnings Details 1 ‘ ‘ Other Eamings Details 2 | (v
Code Description Rate Used Hours Rate Amount | Source
DPC Deceased Pay Cumrent Year Hourly Rate 1,000.00| OF
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Review Paycheck Page with Due Agency Deduction - Deceased Pay (continued)

On the Paycheck Taxes tab, you are able to view the taxes that were deducted from the deceased pay.
When there are no deductions, the Taxable Gross equals the deceased pay amount ($1,000 for this

scenario).
[ Paycheck Earnings ‘ [ Paycheck Taxes ‘ [ Paycheck Deductions ‘
EmplID Name
Company ABC Pay Group S Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option Check Eamings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 76.50
Off Cycle Reprint Adjustment Caorrected Cashed Deductions 923.50
Net Pay 0.00
~ Taxes
B Q 1-40fd v | View Al
Tax Details 1 } [ Tax Details 2 ‘ [ Tax Tips ‘ 1»
Tax Entity Resident Locality Locality Name Tax Class Taxable Gross Tax Amount
US Federal MEDJ/EE 1,000.00 14.50
US Federal Med/ER 1,000.00 14.50
US Federal OASDIEE 1,000.00 62.00
US Federal QASDIER 1,000.00 62.00
* 1042 Taxes
B Q 1-10f1 v | View Al
State Country Tax Rate Taxable Gross Tax Amount | Income Code Income Type Withholding Allowance
0.000000 0.00
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Review Paycheck Page with Due Agency Deduction — Deceased Pay (continued)

On the Paycheck Deductions tab, in the Deductions section of the page, you are able to view the Due
Agency amount that was entered in the SPOT Deduction batch.

Paycheclk Eamings ‘ ‘ Paycheck Taxes ‘ [ Paycheck Deductions
Empl ID Name
Company AEC Pay Group  SM1 Pay Period End 040242022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Earnings 1,000.00
Issue Date 04/15/2022 Paycheck Number Taxes 76.50
Qff Cycle Reprint Adjustment Corrected Cashed Deductions 923.50
Net Pay 0.00
¥ Deductions
HF Q 1-10f1 v | Viewal
Deduction Details 1 \ I Deduction Details 2 l ‘ Deduction Details 3 1»
Deduction Code Description Class= Amount Calculated Base
DUEAGY Due Agency After-Tax 623.50
} Garnishments
* Net Pay Distribution
H Q 1-106f1 » [ Viewal
Check/Advice Number Account Type Bank ID Account Number Amount
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PY381_Using the Single-Use Payroll Online Tool (SPOT)

On the Paycheck Earnings tab in the Other Earnings section of the page, you are able to view the

SPOT Earnings Transaction for deceased pay ($1,000 for this scenario).

[ Paycheck Eamings | [ Paycheck Taxes ‘ [ Paycheck Deduciions l
Empl ID Name
Company ABC Pay Group  SM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Caleulated Paycheck Option  Check Earnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 75.74
Off Cycle Reprint Adjustment Corrected Cashed Deductions 924,26
Met Pay 0.00
~ Earnings Q DM viewal
Begin Date  04/01/2022 End Date  04/09/2022 Addl Line Nbr 3 Reason Mot Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours  0.00 Hours 0.00 Hours 0,00
Rate 37.163462 Rate  0.000000 Rate 0.000000
Earnings 0.00 Eamings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate FLSA Rate
Shift Mot Applicable Shift Rate
Other Earnings
H Q 1-10f1 v | Wiew Al
Other Eamings Details 1 ‘ ‘ Other Earnings Details 2 | 1»
Code Description Rate Used Hours Rate Amount | Source
DPC Deceased Pay Curmrent Year Hourly Rate 1,000.00 | OF
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Review Paycheck Page with Additional Before-Tax Medical Deduction (continued)

On the Paycheck Taxes tab, you can view the taxes that were deducted from the deceased pay.

Note: The Taxable Gross for FICA taxes were reduced due to the before tax medical. If there were no
before tax medical deductions, the Taxable Gross would equal the deceased pay amount.

Paycheck Eamings I ‘ Paycheck Taxes Paycheck Deductions
Empl ID Name
Company ABC Pay Group  SM1 Pay Period End  04/09/2022 Page 1 Line 1 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Eamings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 7574
Off Cycle Reprint Adjustment Corrected Cashed Deductions 924,26
Net Pay 0.00
+ Taxes
" Q 140fd v | View Al
Tax Details 1 Tax Delalls 2 I Taw Tips I 13
Tax Entity Resident Locality Locality Name Tax Class Taxahle Gross Tax Amount
US Federal MED/EE 990.00 14.36
US Federal MedER 040.00 14.36
US Federal CASDIEE 990,00 51,23
US Federal OASDIER 580.00 61.38
¥ 1042 Taxes
/m Q 1-1 0f 1 | Wiew All
State Country Tax Rate Taxable Gross Tax Amount  Income Codle Income Type ‘Withholding Allowance
0.000000 0,00
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Review Paycheck Page with Additional Before-Tax Medical Deduction (continued)

On the Paycheck Deductions tab, in the Deductions section of the page, you are able to view the

deductions that were entered in SPOT Deduction batch.

Paycheck Eamings l ‘ Paycheck Taxes Paycheck Deductions

Empl ID Name
Company ABC Pay Group SM1 Pay Period End  04/09/2022

Paycheck Information

Page 1 Line 1 Separate Check

Paycheck Totals

Paycheck Status  Calculated Paycheck Option  Check Earnings 1,000.00
Issue Date  04/15/2022 Paycheck Number Taxes 75.74
Off Cycle Reprint Adjustment Corrected Cashed Deductions 92426
Net Pay 0.00
¥ Deductions
HB Q 120f2 v | View Al
Deduction Details 1 ‘ | Daduction Datails 2 | ‘ Deduction Details 3 113
Deduction Code Description Class= Amount Calculated Base
DUEAGY Dug Agency After-Tax 914.26
CVACRE CoVA Care Before-Tax 10.00
» Garnishments
~ Net Pay Distribution
m Q 1-10f1 v | Wiewal
Check/Advice Number Account Type Bank ID Account Number Amount
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Adjusting VRS Retirement Benefit Deductions

Adjustments to the VRS Retirement Benefit Deductions may be needed for scenarios such as when an
employee terminates in the middle of the month, or a retro pay rate change has been made. The
adjustment can be made with a one-time override on the VRS’ Earnings Code or the impacted
Retirement Benefit Deductions. How you key the adjustment will depend on whether the employee is
enrolled in the Retirement Plan.

Employee Enrolled in the Retirement Plan

e When the employee is enrolled in the Retirement Plan, the VRS Earnings Code (VRS Contribution
Base) can be entered as a SPOT Earnings batch.

o Enter the appropriate Amount as a positive to add to the amount already established as an Additional
Pay or a negative to reduce the amount. The impacted retirement benefit deductions will adjust
based on the transaction that is keyed.

For this scenario, the pay period is 5/25 — 6/09 and the employee is terminating on 6/09 in the (employee
worked through 6/9 and term date is 6/10). The VRS contribution base will need to be increased.

Additional Pay Page

You can navigate to this page using the following path:
Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay

This page shows the VRS Contribution Base for the employee.

Create Additional Pay
Employee Empl ID Empl Record 1]
Additional Pa Find | View All First (1) 20f2 (b} Last
*Eamnings Code[VRS | yRs contribution Base =l
Effective Date Find | View All First (4) 10of1 (b Last
Effective Date 05/01/2021 =]
Payment Details Find | View All First (47 1of1 (b Last
*Addl SeqNbr[ ] End Date| [i31] =
Rate Code| @ Reason [ Not Specified v
Earnings
Hours Hourly Rate| |
Goal Amount|:| Goal Balance| |
Sep CheckNer| | [ Disable Direct Depaosit
OK to Pay [ Prorate Additional Pay
Applies To Pay Periods
First Second Third Fourth Fifth
I Job Information
I+ Tax Information
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Retirement Plan Page

The Retirement Plans page displays the plan type and indicates whether it is still Active or not.

Menu > Benefits > Enroll in Benefits > Retirement Plans

Retirement Plans
Employee 1D Benefit Record Number 0
Plan Type Q | 1-40f4 ~ | View 1
I Plan Type 70 Employee Retirement DB I
Coverage Q | 1of1 v | View Al
o
Deduction Begin Date [ 0
Participation Election | © Elect | Waive Terminate v Election Date (08/28/2021
Benefit Program  Salaried Employee Benefit Pgm Payroll Status Active
Benefit Plan VRSMDB VRS 5% EE Pay Defined Benefit Option Code 18
Plan Type 7W Group Term Life
Coverage Q | 10f1 v | View All
L)
Deduction Begin Date (4 Q
Participation Election Waive Terminate K Election Date  06/28/2021
Benefit Program Salaried Employee Benefit Pgm Payroll Status  Active
BenefitPlan GTLR Group Term Life-Regular Option Code 2
Plan Type 7X Retiree Health Credit
Coverage Q | 10f1 v | View All
o
Deduction Begin Date Q4 0
Participation Election |__ Elect | Waive Terminate K4 Election Date  08/28/2021
Benefit Program  Salaried Employee Benefit Pgm Payroll Status Active
Benefit Plan RTCRDR Retiree Health Credit-Regular Option Code 2
Plan Type 7Y VSDP LTD
Coverage Q 10f1 v | View All
L)
Deduction Begin Date (04/25/2021
Participation Election | © Elect | Waive Terminate ks Election Date  06/28/2021
Benefit Program Salaried Employee Benefit Pgm Payroll Status  Active
Benefit Plan VSDPR LTDWVSDP-Regular Option Code 1
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SPOT Earnings Batch

Once you have determined the contribution base, verified the plan and that it is still active, enter the
SPOT batch.

\ﬂu_n_/“mr\ffh\ N A W N N N o < VAW W VPNV VU SO ,w‘\’

Detail Data Validation | Ik

Comments  Seq# Empl ID EmplRed § Name Payroll Status | Earn Code Description Eams Begin Dt Eamns End Dt P
1 q

1 @ 0Q Terminated VRS Q VRS Contribution Base 05/25/2021 (06/09/2021

v\wv/\m\nm\mmeﬂwanp\MM wx—-\/hw-«/\mmﬁ'ﬁl__\/—«/\
[ 4 tdoftvl b b ] Viewal
{
X o Method Oth Hrs HourlyRate | Amount BenefitDed  pocfit SubsetID | Genl Ded Taken GenlDed Subset  Sepchk# | Addl Seq Nbr
g Periods. Taken
? 71‘ ‘Annua\ized V‘ 2500.00| Deduction Deduction ‘70| ‘ Q‘ ﬂ :]
== ) L

1. Enter the Empl ID and Empl Rcd.
2.  Enter the earning code VRS (VRS Contribution Base).

3.  Enter the current pay period in the Earns Begin Dt and Earns End Dt, for the days worked during
the pay period (in this scenario 5/25 — 6/9).

4.  Enter the Amount for the VRS Contribution Base pay period amount (from the Additional Pay
page). This will double the contribution for the month.

5. Validate and submit the batch.

Rev 1/9/2024 Page 83 of 90



/ Cardinal PY Job Aid
d PY381_Using the Single-Use Payroll Online Tool (SPOT)

Review Paycheck Page — Employee Enrolled in in the Retirement Plan

Prior to VRS Adjustments

The screenshots below show the Paycheck Earnings tab, Special Accumulators section and
Paycheck Deductions tab, Deductions section, where you are able to view the VRS deductions.
These screenshot shows how it displays prior to VRS Adjustments.

For more information, see the Job Aid titled PY381_General and Benefit Deductions located on the
Cardinal Website in Job Aids under Learning.

R NN e N I e VN W st e WOV A VA MMMM\ H_/n/—\_/"—“"'\

¥ Special Accumulators

H Q 1-80f10 ~| b M| ViewaAl
Code Description Hours Earnings Empl Record
403 Annuity Basis 88.00 208333 0
457 457 Wax Basis 88.00 208333 0
941 941 Total Gross 88.00 208183 0
CcBs VRS Creditable Compensation 2,500.00 0
CMS Fiscal YTD Salaries for APA 88.00 208333 0
GRS Reserved for Gross Wages 88.00 209183 0
ORP Optional Retirement Base 88.00 208333 0
OTE Other Eamings 850 0

PN
~ Deductions

= Q 1410 of 10 ~ | e
Deduction Details 1 Deduction Details 2 Deduction Details 3 1>
Deduction Code Description Class Amount Calculated Base
CVACRE CoVA Care Before-Tax 188.00
CVACRE CoVA Care Nontaxable Benefit 901.00
DEFCMP 457 Deferred Compensation Before-Tax 100.00
DEFCMP 457 Deferred Compensation MNontaxable Btax Benefit
FLXMED Medical FSA Befaore-Tax 25.00
VRSRET Employee Retirement DB Before-Tax 125.00 2,500.00
VRSRET Employee Retirement DB MNontaxable Benefit 361.50 2,500.00
GRPLFR Group Term Life MNontaxable Benefit 33.50 2,500.00
RETHCR Retiree Health Credit Nentaxable Benefit 28.00 2,500.00
SDLTDR VSDP LTD Nontaxable Benefit 15.25 2,500.00
I i T e I T T T e WP L U
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Paycheck Deductions after SPOT Adjustments

On the Paycheck Earnings tab, in the Other Earnings section of the page, you are able to view the
VRS contribution base amount that was entered in SPOT.

R U e O T N N g v N et WO Ve SR e VLA Vo Ve s UUDIDIENOL o abe NV e N I, NS UVOS TR o G
~ Earnings Q 1 14 4 [4aof4~ I 1 ViewAll
Begin Date  05/25/2021 End Date 06/09/2021 Addl Line Nbr 3 Reason
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 000 Hours 0.00 Hours 0.00
Rate 24.038462 Rate 0.000000 Rate 0.000000
Earnings 0.00 Earnings 0.00 Earnings 0.00
Rate Code Rate Code Rate Code
State VA Locality
Rate Used Hourly Rate FLSA Rate
Shift Mot Applicable Shift Rate
Other Earnings
B Q 1-1of1 ~ | Fo T view Al
Other Earnings Details 1 I [ GCther Eamings Details 2 l {13
Code Description Rate Used Hours Rate Amount Scurce
VRS | VRS Contribution Base Hourly Rate | 2,500.00 OP
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PY Job Aid

The screenshots below show the Paycheck Earnings tab, Special Accumulators section and
Paycheck Deductions tab, Deductions section, where you are able to view the VRS deductions.
These screenshot shows how it displays after VRS Adjustments.

P
¥ Special Accumulators

M'\MMFA'_”\\.M.W "‘\pm-wnm,—-\._/\f\ ;‘HMM ”‘"‘“M_.«W

5 Q M4 [asof10 | b b ViewAl ‘
Code Description Hours Earnings | Empl Record
403 Annuity Basis 96.00 2083330
457 457 Max Basis 96.00 2,083.33 ‘ 0 ‘7
94 941 Total Gross 96.00 2,091.83 0 -
CBS YRS Creditable Compensation 5,000.00 O
CMS Fiscal YTD Salaries for APA 88.00 2,083.33 ‘ 0 ‘_
GRS Reserved for Gross Wages ‘ 88.00 2,091.83 ‘ o] ‘7
ORP Optional Retirement Base 96.00 2,083.33 ‘ o] ‘_
OTE ‘ Other Eamings ‘ 8.50 ‘ o] ‘_

NS e TNt e A TN e P TN T e TN e

~ Deductions
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B Q 1-120f12 ~| | B

{ Deduction Details 1 } | Deduction Details 2 I [ Deduction Details 3 I 1>
Deduction Code Description Class Amount Calculated Base
CVACRE ‘ CoVA Care ‘ Before-Tax ‘ 188.00 ‘ ‘
CVAGRE ‘ CoVA Care ‘ Nontaxable Benefit ‘ 801.00 ‘ ‘7
IMPLIF ‘ Imputed Life Taxable Benefit ‘ 5.00 100,000.00 N
DEFCMP ‘ 457 Deferred Compensation ‘ Before-Tax ‘ 100.00 ‘ ‘7
DEFCMP 457 Deferred Compensation MNentaxable Btax Benefit ‘ ‘ ‘7
FLXMED ‘ Medical FSA ‘ Before-Tax ‘ 25.00‘ ‘_
VRSRET ‘ Employee Retirement DB ‘ Before-Tax ‘ 250.00 ‘ 5,000.00 ‘7
YRSRET ‘ Employee Retirement DB ‘ Nentaxable Benefit ‘ F23.00 ‘ 5,000.00 ‘_
GRPLFR ‘ Group Term Life ‘ MNontaxable Benefit ‘ B67.00 ‘ 5,000.00 ‘7
RETHCR ‘ Retiree Health Credit ‘ MNentaxable Benefit ‘ 56.00 ‘ 5,000.00 ‘7
SDLTDR ‘ VSDP LTD ‘ MNontaxable Benefit ‘ 30.50 ‘ 5,000.00 ‘_
FLXFEE ‘ Flex Administrative Fee | Befare-Tax | 2,10‘ |7
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Employee Not Enrolled in the Retirement Plan

When an employee has been terminated and no longer enrolled in the retirement plan, you will need to
enter a SPOT Deduction batch to override the impacted retirement benefit deductions. You can navigate
to the Retirement Plans or Saving Plans pages to see this information using the following path:

Menu > Benefits > Enroll in Benefits > Retirement Plans
Menu > Benefits > Enroll in Benefits > Savings Plans

The screenshot below is an example of a prior paycheck showing the VRS retirement deductions and the
amount that will be used for SPOT entries.

e B e N e A WSS e IPTE e s s il
¥ Deductions
=@ 1-10 of 10 ~ | Wew'd
Deduction Details 1 I [ Deduction Details 2 I I Deduction Details 3 l 114
Deduction Code Description Class Amount Calculated Base
CWVACRE CoVVA Care Befare-Tax 188.00
CVACRE CoVA Care Nontaxable Benefit 901.00
DEFCMP 457 Deferred Compensation Before-Tax 100.00
DEFCMP 457 Deferred Compensation Nontaxable Btax Benefit
FLXMED Medical FSA Before-Tax 25.00
VRSRET Employee Retirement DB Befare-Tax 125.00 2,600.00
VRSRET Employee Retirement DB Nontaxable Benefit 361.50 2,500.00
GRPLFR Group Term Life Nontaxable Benefit 33.50 2,500.00
RETHCR Retiree Health Credit Nontaxable Benefit 28.00 2,500.00
SDLTDR VSDP LTD MNontaxable Benefit 15.25 2,500.00
I T o e T " e e e  we St S e N O
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Once you have gathered the amounts, enter the VRS retirement deductions in SPOT.

BoQ

l
Detail Data || Validation | I
Comments  Seq# I EmplID Empl Red INume
1 @ 1 Q i
2 @ 2 Q o
3 @ 3 Q [
4 (@] 4 Q 0Q
5 @ 5 Q 0Q

1.  Enter the Empl ID and

oD

Payroll Status

Terminated
Terminated
Terminated
Terminated

Terminated

Empl Red.

Plan Type

0 Q

0 Q

W Q

X Q

v Q

Benefit Plan

VRSMDB @

VRSMDB @

GTIR Q

RTCRDR Q

VSDPR Q

Ded Code

VRSRET Q

VRSRET Q

GRPLFR Q

RETHCR Q

SDLTDR Q

Enter the appropriate retirement benefit deductions.

Description

Employes Refirement
DB

Employes Refirement
DB

Group Term Life
Reiree Health Credit

VSDP LTD

Ded Class.

B

N

N

N

N

Q

Ll Lo o

The Amount entered in this example, is the prior pay period amount.
The One Time Cd select Addition.

Ded Calc

Amount

Amount

Amount

Amount

Amount

Amount

125.00

36150

3350

26.00

1525

1-50f5

One Time Cd

Addition

Addition

Addition

Addition

Addition

v

e Y e Ve VR U W e U T N Y e it W AR AP e W aaman T

+ + [+ [+ [ *

R N i e N e N N I N N S

| ViewAll

Note: You can use the Override Code as well. In that case, you would enter the total amount that
would need to be deducted from the pay.

5. Repeat steps 1-4 until all VRS retirement deductions have been entered.

6. Validate and submit the Batch.

Rev 1/9/2024

Page 88 of 90



PY Job Aid

//;/ Cardinal

SPOT Entry for an Additional Pay

PY381_Using the Single-Use Payroll Online Tool (SPOT)

When entering a SPOT transaction for an additional pay, you must select the appropriate sequence

number.

In this scenario, we need to make an adjustment for Temporary pay. The employee is owed $100

because the effective date was entered incorrectly.

Additional Pay Page

You can navigate to this page using the following path:

Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay

This page shows the Temp pay which should have had an effective date of 03/10/2023.

Create Additional Pay

Employee
Additional Pay

Earnings Code TMP
Effective Date

Effective Date 03/29/2023
Payment Details

Temporary Pay

Addl Seq Nbr 1
Rate Code
Earnings $100.00
Hours
Goal Amount $1,000.00
Sep Check Nbr
OK to Pay

Applies To Pay Periods
First Second
Job Information

Tax Information

1| Save | |[ab Return to Search

(=] Notify ||#% Refresh |

Empl ID Empl Record 0

Find | View All First (4 20f3 '} Last

Find | View All First (4 10f1 (» Last

Find | View All First (4 10f1 (» Last

End Date

Reason Not Specified

Hourly Rate
Goal Balance $500.00
Disable Direct Deposit
Prorate Additional Pay
Fourth Fifth

b7 Update/Display |_/-J Include History
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SPOT Earnings Batch

In order for the Goal Amount to update on the Additional Pay record there must be matching additional
sequence number in SPOT.

n,\jwm i N NI N e S N PN TN e e N e A TN T N A e N
5 Q ‘z

‘ Detail Data H Validation {113

Comments Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Begin Dt Earns End Dt ;:Xriods é

1 @ 1 Q 0Q, Active ™P Q Temporary Pay 03/09/2023 03/24/2023 1

o p ; e e s PP o e e g

1-1of1 v | ViewAll

(M« P NI N i pman PN e TN el Nar IS o N PN N N N e

N

?ﬂods Tax Method Oth Hrs Hourly Rate Amount BencfitDed  Benefit SubsetiD  Genl Ded Taken GenlDed Subset  Sepchk # Addl Seq Nbr
‘[\1 Annualized v 100.00 Deduction Deduction 0 1Q + —

1.  Enter/select the following:
a Enter the Empl ID
b. Empl Rcd: Defaults to 0. Update is necessary

o

Earn Code: select the appropriate code. For this scenario TMP

Q

Earns Begin Date: enter the begin date of the period when the temporary pay should have
started

e. Earns End Dt: enter the end date of the period
f. Amount: Enter the amount for the temporary pay owed to the employee
g. Add’l Seq Nbr: Enter the additional sequence number associated with the temporary pay

2. Validate and submit the batch for approval.

Rev 1/9/2024 Page 90 of 90



	Entering an Earnings Transaction in SPOT
	Entering a Deduction Transaction in SPOT
	SPOT Template Upload Process
	Deleting SPOT Batches
	Approving SPOT Transactions Overview
	Closing a SPOT Batch
	Sending Back a SPOT Batch

	Reviewing Send Back Batches
	Monitoring SPOT Transactions
	SPOT Scenarios
	Entering Pay Docking (LNP)
	Review Paycheck Page – Pay Docking (LNP)
	Entering Adjustments to Regular Pay – Hire or Terminated Mid Pay Period
	Review Paycheck Page – Entering Adjustments to Reg Pay (Hired/Termed Mid Pay Period)
	Entering Adjustments to Regular Pay – Change in Compensation from Prior Period
	Review Paycheck Page – Change in Compensation for Prior Pay Period
	Entering a Separate Check – Bonus Payment with One-Time Deferrals
	Review Paycheck Page - Bonus Payment with One-Time Deferrals
	Deceased Pay
	Review Paycheck Page with Due Agency Deduction - Deceased Pay
	Review Paycheck Page with Due Agency Deduction - Deceased Pay (continued)
	Review Paycheck Page with Due Agency Deduction – Deceased Pay (continued)
	Review Paycheck Page with Additional Before-Tax Medical Deduction
	Review Paycheck Page with Additional Before-Tax Medical Deduction (continued)
	Review Paycheck Page with Additional Before-Tax Medical Deduction (continued)
	Adjusting VRS Retirement Benefit Deductions
	Employee Enrolled in the Retirement Plan
	Review Paycheck Page – Employee Enrolled in in the Retirement Plan
	Employee Not Enrolled in the Retirement Plan
	SPOT Entry for an Additional Pay


