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USER STEPS

Unemployment Setup
The following provides a brief overview of the setup steps required for unemployment processing.

Step 1

Setup an Account Number for Unemployment Contributions


(Financial Management)
Step 2

Setup a Vendor for Unemployment Payments



(Financial Management)
Note: The vendor may be a pool.

Step 3

Setup Benefit Codes 



(Human Resources, Payroll, Codes, Benefits - HR\PA\CO\BE)
· Create Unemployment Benefit Code for Employer Contributions 

Unemployment insurance is paid by the employer, so it is processed as a employee benefit.  The benefit code of “1UC” must be setup with an associated Account Number and Vendor.  
· Flag Unemployment Taxable Benefit Codes
For each Benefit Code associated with taxable benefits that must be included in unemployment calculations, click on the check-box next to the option “Include in UC Wages.”
Step 4

Unemployment Compensation Table


(Human Resources, Payroll, Utilities, Payroll, Tables, Payroll Tables, Other Payroll Tables, 



Unemployment Compensation Wage - HR\PA\UT\PA\TA\PT\OT\UC)
To Setup and/or Update the Unemployment Compensation Table:

Navigate to the Unemployment Compensation form.

Click Add to add a state, rate, and maximum taxable wage (wage base) for a new year.
To modify an existing year, click Edit, or double-click the left mouse button, or press Enter to select the highlighted year.
Refer to the SkyDoc Documentation for Unemployment Rate Table Tutorial.

Step 5

WESPaC Employee Profile
The following two WESPaC fields are required for unemployment calculations for employees:
· UC State

When adding employees to WESPaC, the system automatically preloads some profile information, including the value of “WA00” for the required field UC State (on the General tab).
· WA Hourly Rate

The Hourly Rate field on the WESPaC Employee Profile, General tab, is populated by the Mass Calculate Hourly Wage process (HR\PR\WS\RE\HW). 
Note:  If the Mass Calculate Hourly Wage is not run before a Payroll Calculate, leaving the WA Profile Hourly wage field empty, the following error is displayed on the Payroll Calculate Exception Report, “WESPaC Profile Hourly Wage field is 0, can not calculate Unemployment Compensation Gross.  (Correct to successfully process calcs.)”  Run the Mass Calculate Hourly Wage process then the Payroll Calculate again.
Payroll Unemployment Compensation Calculation

The following provides a brief overview of the steps in the Payroll Process that impact Unemployment.

Step 1

Calculate 


(Human Resources, Payroll, Current Payroll, Calculate - HR\PA\CP\CA)
Prerequisite Steps:

Before running payroll Calculate, the current payroll must be Selected.  

Pre-Verify is an optional step that is run before the Calculate step.

Step 2

Check Register 



(Human Resources, Payroll, Current Payroll, Check Register - HR\PA\CP\CR)
Prerequisite Steps:

Post-Verify is an optional step that is run before running Check Register.
The Check Register report shows the unemployment benefit amounts for each check, and it identifies and totals benefits that are taxable for unemployment calculations.
Refer to the SkyDoc Documentation for Tutorial.
State Reporting

Washington Quarterly Wage Detail Report

The following information gives you a brief overview of each of the steps in the Unemployment Reporting Process.
Step 1

Select the WA Quarterly Wage Detail Process

 (Human Resources, Payroll, Reporting, Payroll, State - Federal, WA Quarterly Wage Detail )
Select the Washington Quarterly Wage Detail process from the Payroll -  State/Federal Reports menu (HR\PA\RE\PA\SF\WA). 
Step 2

View Current Workfile
Click View to see which quarter’s data you are viewing.
You can see the creation parameters for the current workfile.  

Note the value for Calendar Year Quarter.

Click Close.

Step 3

Create Workfile
Click Create to make a new workfile for the current reporting period.
Enter or verify the following:

1. Calendar Year Quarter - Quarter to process.

2. Check Date Range - These dates should default once the Calendar Year Quarter is selected, but can be changed.

3. Tax Account Number - Should default.

4. Employee Selection Parameters - Select the parameters for the employees to include in the workfile.
The Quarterly Wage Detail Workfile browser window now displays the employee information for the quarter you specified.
Step 4

Verification / Edit
The Quarterly Wage Detail Workfile may be edited, as follows:
The Add button allows you to add records to the workfile.

The Edit button allows you to update the highlighted record.

The Delete button allows you to delete the highlighted record.
Notes: 

1. Adjustments on the current Quarterly Wage Detail Workfile will appear on the WA Quarterly Wage Detail Report generate from the Quarterly Wage Detail Workfile screen.

2. Any adjustments made to the Quarterly Wage Detail Workfile only affect changes to the current Quarterly Wage Detail Workfile.  Adjustments are NOT made to the employee payroll data.  

3. If the Workfile is recreated, any adjustments that were made will no longer exist.    

4. Negative amounts are reported as zero (0) on the WA Quarterly Wage Detail Report.   However, negative balances will be deducted from the employee’s total amount in the next reporting period.

Step 5

Generate Report
Click on Report to generate the Quarterly Wage Detail Report.
When the Quarterly Detail Report Options window appears, click the box to either select or de-select the Create download option, then click OK.
If Create download check-box was selected, a window will appear in which to specify a location for the Quarterly Wage Detail Report File.

Type or Browse to the file path and name.

Click OK.
Step 6

Final Processing
Save the Quarterly Wage Detail Report for future reference.
Transfer the Quarterly Wage Detail Report File to the Washington State Employment Security Department.
Refer to the SkyDoc Documentation for Tutorial.
APPENDIX
Washington Feature Set Technical Details
WESPaC Payroll Calculate Process
· Skyward Calculate (4paclc09)
· Washington Retirement Payroll Calculations (6paclc05.p)           

This program is called from the Skyward Payroll process via 6paclc01.p just before the Skyward Payroll calculation.  Its purpose is to compute the Washington Retirement and Workers Compensation Deduction and Benefit amounts.  It also synchronizes the Washington Retirement tables with the latest earnings performing a reconciliation month by month.  

· WESPaC Payroll Validations & Retirement Processing (6paclc07.p)

The Calc process includes both the Skyward calculation program and the WSIPC calculation program.  
The Skyward calculation program (4paclc09) has processes that execute only for Washington users; these are sick pay and unemployment gross calculations.  Sick hours are obtained from unprocessed time off transactions for dates before the check date.   Sick pay is calculated by multiplying the sum of the sick hours by the hourly wage on the Washington Profile.  Unemployment taxable gross is calculated by comparing employees’ year-to-date (YTD) gross amount to the taxable wage base amount (UC Max), which is specified in the Unemployment Compensation table.  If employees’ YTD gross pay exceeds the UC Max, the UC gross is reduced to the UC Max amount.  

The WSIPC calculation program (6paclc05.p) calculates work hours.  For contract employees, work hours are calculated based on the calendar, and start and stop dates, associated with the contract (ighrchs02.i).  The resulting calculated work hours are stored in the Washington work hours field, WA-HPATRP-WORK-HOURS on the Payroll Transaction Table HPATRP-TRAN-PAY.  When Transaction pay records are converted to History pay records, the work hours value is moved to HPAHDP-HIST-PAY.WA-HPAHDP-WORK-HOURS.
This WA work hours field contains all work hours, including both holiday and leave hours.  It was originally established for use in calculating workers’ compensation hours (by PCS HR30) but it is also used for unemployment calculations (PC HR87).  The code specification for this calculation is in P:\SKYWARD PROJECT\HR Product Line\Specifications\Workers Comp\Workers Comp Calculations.doc.  

This program is called from the Skyward Payroll process via 6paclc01.p just before the Skyward Payroll calculation.  Its purpose is to compute the Washington Retirement and Workers Compensation Deduction and Benefit amounts.  It also synchronizes the Washington Retirement tables with the latest earnings performing a reconciliation month by month.
Main Processing:

Initially, set retirement and workers compensation deductions and benefits to zero. If not done each time, the data from a prior calculation may remain in the data if the current calculation results in no dollars. (ResetToZero procedure) 
Second, check to see if the employee has retirement benefits attached to the pay. This will trigger the calculation of retirement benefits. (RetirementCalcPossible procedure) 
Third, check to see if the employee has retirement deductions attached to the pay. The employee may have benefits but no deduction in the first 90 days of employment. (RetirementDeductionPossible procedure) 
Fourth, find out if the pay is associated with a contract. If it is, "balancing" occurs. If we need to balance we have to identify the actual hours worked in the contract and how much of the pay is associated with those hours for each time period in the contract. It may be that the employee is being paid for hours worked in prior months. The include code in ighrchs02 creates the balancing records. If the pay is retroactive pay associated with a contract, that pay is treated as if it were part of the original contract with "balancing." If the pay is not part of a contract, the hours and the pay are reported in the current earning period. (ContractLocated versus PayItemLocated procedures) 
Fifth, if a workers’ compensation deduction or benefit is attached to any of the employee's pay, the ID of the pay item is kept and processed when the last record of the employee is reached. 
Finally, when that last record of the employee is reached, the process will determine if there is reason to calculate workers compensation. The same section will also update the full amount of the workers compensation and retirement deductions and benefits to the transaction files. Once that is complete, variables are reset to zero for the next employee, temp tables are emptied and work tables are reset. (WCDetermination and WSIPCUpdate procedures) 
Just prior to returning to 6paclc01, the types of errors encountered within the program are queried so the program can identify the level of error to 6paclc01.            
MODULE ighrchs02.i                     
These procedures will create a temporary work file in memory with one record per earning period month within a contract date range. Typically there would be 12 records. These records contain the correct number of days and hours based on a calendar table for the contract and the benefit/deduction earning period months. The records also contain the forecasted compensation for each period, employee deduction amount, employer benefit amount, based on the employee and employer rates in effect for the period including any optional rates that may be in effect. The rates for retirement will be the rates for the current system/plan, again those in effect for the appropriate period.  The history associated fields in the record are not populated in this routine but rather done by 6paclc05.p retirement calculation program where it balances each earning period. 
One of the procedures creates a work file of all the employee's deduction and benefits that have been applied to the pay record during its history. This will cover the case of the employee who was on a different retirement system and plan either due to mistake or plan transfer. So there is a potential for multiple system/plans even though the vast majority of employees will not change within a year.  There is also the potential that the deduction date range will be different from the contract date range because the deduction may not begin at the same time the contract takes effect. Some plans allow the employee 90 days to make their choice of deduction options. All deduction and benefit date ranges should fit within the contract date range. 
The variables associated with this procedure (ighrchs01.i) will also contain the Totals for most of the work record fields for the duration of the both the contract and deduction date ranges.  
WESPaC Payroll Validations & Retirement Processing (6paclc07.p)
Create WESPaC Payroll Exception Report, if needed. 
Quarterly Wage Detail Process
WA Quarterly Wage Detail Report 

Quarterly Wage Detail Workfile (4paucp11)


Creates the Unemployment Compensation Workfile 


shown on the Quarterly Wage Detail Workfile browser form.

Quarterly Wage Detail Report & Report File (4paucp12)


Creates the report WA Quarterly Wage Detail Report and interface file


based on the workfile created by 4paucp11.
The Quarterly Wage Detail process exists in the Skyward base product, but it was customized for Washington to provide more detail.

Quarterly Wage Detail Workfile (4paucp11.p)

The Quarterly Wage Detail Workfile form displays Wages, Hours Worked, Sick Pay, and Taxable Benefit, for each employee.  For each Employee selected, calculate Wages, Actual Hours Worked, Adjusted Hours Worked, Sick Hours, Sick Pay, and Taxable Benefits for the specified Calendar Year Quarter and Check Date Range.
The work hours on the WA Quarterly Wage Detail Report come from the Washington work hours field calculated in the WSIPC calculation program (6paclc05.p/ighrchs02.i).  
Wages are based on the Gross amount on the Check History records with check dates between run-time variables for start and end date.  Check types include Payroll Payables and Accounting Adjustments.

Actual Hours Worked are based on the work hours on the Pay History records, and are rounded up.
Taxable benefits are based on the Net benefit amount on Benefits History records for benefits that are flagged to be included in unemployment wages.  Taxable benefits are only counted if the sum of taxable benefits is greater than or equal to 25% of wages.  It is supposed to be 25% of wages in a pay period, not quarter. (Reference FP Ticket # 214732).
Hours of sick time off is calculated from the Timeoff transaction records that were processed during the selected check range.  (Note:  When timeoff transactions are processed the check date is stored in the HPAHDM-ID.)  Sick pay is calculated by multiplying the sick time-off hours by the hourly wage stored on the WA Profile.
Note:  PCS HR26 requested Skyward associate time off records with a payroll batch identifier (hpahdm-id) in order to track time off costs and unpaid leave (based on hours) which are used in the calculation of the Quarterly Unemployment Report for Washington State (as well the Workers’ Compensation Report).

Adjusted hours worked is calculated by subtracting the sick timeoff from hours worked.

Quarterly Wage Detail Report (4paucp12.p)

This program reads the HPAUCWA-WA-UC-WRKFILE records that were created in 4paucp11.p (see above) and creates the WA Unemployment Compensation Quarterly Wage Report and Magnetic Media File.

The Quarterly Wage Detail Report has each employees’ Name, Alpha Key, Social Security Number, Hours Worked, Wages, Sick Pay, Taxable Benefits, Reportable Wages, Excess Wages, and Taxable Wages.

UC Gross is calculated from the UC-Gross field on the Check History table, within the check date range.  

Everything else is from the workfile; however, if the Hours Worked and Wages are negative, they are set to zero (0).  (Sick pay and taxable benefits may be negative amounts.)

The quarterly Reportable Wages are equal to the quarterly Wages (from UC-Gross from Check History) minus (–) the quarterly Sick Pay (from the workfile) plus (+) the quarterly Taxable Benefits (from the workfile).

The amount by which the employees’ gross pay exceeds the UC Max, is reported as “Excess Wages” on the WA Quarterly Wage Detail Report.

Excess Wages are calculated as Wages (from the workfile) minus (–) UC Gross (from Check History).

Taxable Wages are calculated as Reportable Wages minus (–) Excess Wages.

Resulting negative calculations are reported as zero (0) on the report and file.

Note:   The difference between UC Gross Wages from the Check History table and the Wages from the workfile is that the UC Gross amount has already been adjusted, and does not exceed the unemployment YTD wage base amount.

Because the YTD Wages are not shown, this report can look misleading, as the Taxable amount is not always equal to the reportable wages minus excess wages.  Taxable wages are actually the part of the YTD Reportable Wages – Excess Wages that applies to that quarter.
Example:

	Wage Base = 35,700
	Quarterly
Reportable
Wages
	YTD
Reportable
	Excess
	Taxable

	FY1 - Q4
	12,000
	48,000
	12,000
	0

	FY2 - Q1
	12,000
	12,000
	0
	12,000

	FY2 - Q2
	12,000
	24,000
	0
	12,000

	FY2 - Q3
	12,000
	36,000
	300
	11,700


The Quarterly Wage Detail Report File is named “Uidownload.txt.”  It is exported to a specified directory (default example: \\dev-prog-02\dev605\Export).  It contains Year, Quarter, Tax Account Number, Employee Social Security Number, Employee Alpha Key, Reportable Wages, and Hours.
Tables & Fields

· Unemployment Compensation Table

The rates and limits for unemployment calculations are maintained in the Federal/State Unemployment Information Table.  Note:  Although the name is prefixed with SYS indicating it is a system table, this table is not a system table - unemployment rates for WSIPC can vary by agency.   

Table:
SYS-HPATBL-UC

Fields:
HPATBL-UC-YEAR

HPATBL-UC-STATE

HPATBL-UC-MAX


HPATBL-UC-RATE
· Benefit Code Attributes

Benefit code value “1UC” is used for employer tax calculations. 

Benefits that are taxable for unemployment calculations
 are indicated as such with the “Include in UC wages” flag.

Table:
HPADCF-BEN-CODES
Fields:
HPADCF-BEN-CODE 

HPADCF-INC-UC-WAG
· Employee Attributes and Calculations
· Employee Profile
Table:
HAAPRO-PROFILE

Fields:
haapro-uc-tax-state
Table:
WA001Profile
Fields:
HourlyWage
· Employee Paycheck

Table: 
HPAHDC-HIST-CHK
Fields: 
HPAHDC-UC-GRS   


HPAHDC-UC-AMT  

· Time-Off
Note:  Another WESPaC customization used in the calculation of unemployment is the value in the Time-Off Transaction record that identifies the pay check for which the time time-off transaction was processed.

Table:
HTOTRN-TRANS   

Field:
HPAHDM-ID

Relates to: HPAHDC-HIST-CHK.HPAHDM-ID
· WA Quarterly Wage Detail (Unemployment Work File)

Table:
HPAUCWA-WA-UC- WA  

/* Unemployment Compensation Workfile */

Table: 
HPAHDC-HIST-CHK

Fields:
HPAHDC-GRS-GRS 





HPAHDC-CHK-DTE
Table: HPAHDP-HIST-PAY
Fields: 
WA-HPAHDP-WORK-HOURS 
/*Actual Hours Worked */

Table: 
HPAHDF-HIST-BEN
Fields: 
HPAHDF-NET-DED-BEN

HPADCF-BEN-CODE

HPADCF-INC-UC-WAG
Table:
HTOTRN-TRANS

/* Timeoff transaction file */

Fields:
HTOTRN-HRS
Selection:

HTOTRN-TRANS.HPAHDM-ID = HPAHDC-HIST-CHK.HPAHDM-ID

Condition:

HTOTRN-TRANS.HTODGR-GRP-CODE = "1"

HTOTRN-TRANS.HTOTRN-TYPE = "U"

HTOTRN-TRANS.HTOTRN-LTD-RECORD <> "Y"

HTOTRN-TRANS.HTOTRN-REASON-CODE <> "Share"

Table: 
WA001Profile
Field:
HourlyWage
· WA Quarterly Wage Detail Report (Unemployment Report File)

Table: 
HPAHDC-HIST-CHK
Field:
HPAHDC-UC-GRS

HPAHDC-CHK-DTE

Table: 
HPAUCWA-WA-UC-WRKFILE

Field: 
HPAUCWA-HRS-WRKD

HPAUCWA-WAGES

HPAUCWA-SICK-PAY


HPAUCWA-TXBL-BENS
Background Information
Although Skyward’s base product has some unemployment functionality, it does not provide all of the functionality that we had in WSIPC’s Legacy Payroll System, so WSIPC requested customizations in order to bring this full functionality forward into WESPaC.  

The difference between standard Skyward and WESPaC is that we maintain the year-to-date (YTD) unemployment information on the payroll records so that the YTD amounts appear on the employee pay stub and profile form.  Our unemployment report is also more detailed than the standard unemployment report.  The WA Quarterly Wage Detail report shows sick pay, taxable benefits, and excess pay amounts that were used to derive the taxable amount, whereas the reports for other states just have the reportable and taxable amounts.  

WESPaC includes Washington only processes to calculate unemployment amounts, and additional fields on the Pay and Check History records in which to store the amounts.  

Skyward’s base product does support the utilization of a UC benefit code, so that unemployment tax is charged to the employee(s) work accounts, and the unemployment benefit amount appears on the pay checks.  It also has a Quarterly Wage Detail process, but the UC benefit amounts are not pulled into the UC reporting process, and YTD unemployment information is not stored for employees.

In Skyward’s base product, any information required by the Quarterly Wage Detail process, such as the rate and the wage limit, is entered in a run-time parameter.  In WESPaC, state related information is stored in the Federal/State UC info (Limits and rates) Table (SYS-HPATBL-UC) and is maintained with the Unemployment Compensation form (HR\PA\UT\PA\TA\PT\OT\UC).  

Different states have different unemployment requirements, so Skyward does provides some state specific customization to their base product.  Standard Skyward currently has state specific menus, forms and download/extract file formats, which are considered part of “State Reporting” for twelve other states.  But Washington’s customizations are more extensive - they fall outside of the normal range, so changes to the WESPaC unemployment process require a PCS.  
Consideration was given as to whether or not we should continue paying for modifications to the unemployment process in the WESPaC Washington Feature Set, or start using the Skyward base product.  It was decided that such a project couldn’t be taken-on at this time, due to limited resources.  Reasons for converting include overall cost savings, and since most of the WESPaC districts are self-insured for unemployment costs, we may not need all of the functionality that exists in the Washington Feature Set.  If converting to the Skyward base product is reconsidered, the HR Advisory Council and auditors should be consulted.

In the mean time, there is currently a PCS (HR183) to have the Manual and Void Check processes update the UC Gross field.  There is also a Footprint ticket (#214732) to correct a couple of defects in the process:  1) the work hours calculation in the WSIPC Calculation program, for contract employees, should be based on contract hours, not calendar hours, and 2) adjust the 25% rule to be based upon a pay period, not the entire check range specified in the Quarterly Wage Detail process.































� WAC 192-310-070 Value of meals, lodging and in kind compensation 


— Payment by means other than cash — RCW 50.04.320.


     (1) The employer should not report the value of meals or lodging provided to an employee for the convenience of the employer unless the value equals twenty-five percent or more of the employee's total pay during a pay period. Meals or lodging provided on the employer's premises or as a condition of employment will be considered as provided for the convenience of the employer.�     (2) Compensation for personal services paid in kind (in any form other than cash), will be given its current prevailing market value. This value will be treated as wages in computing the unemployment insurance taxes that are due. If the value of an item is set by a hiring contract, the department will treat the value set by the contract as the actual value.








[image: image3.png]WSIPC



Version 1.0 July 16, 2009
[image: image2.jpg][image: image3.png] Copyright 2009 Washington School Information Processing Cooperative

