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1 TASK #6906 ALLENTOWN PAY PERIOD PROCESS 

 
 
To run the process, select: 

Human Resources  Site Specific  Allentown – 26/27 Pay Period Process 

 
Figure 1 Select the Number of Pay Periods for the Current Payroll and the Effective Date 
Effective date -> start date of the pay period 

ADMINS provides a method to adjust the period amounts for pensioners. 
Pensioners are paid bi-weekly. There are usually 26 pay periods, yet there 
are 27 pay periods in 2021. As a result, the bi-weekly pension amount must 
be adjusted for the change. 
 
Run this process after the last payroll of the 26 pay year and before the 27 
pay year timesheets are created, or after the last payroll of the 27 pay year 
and before the 26 pay year timesheets are created. 
 
Do not run this process if the current and following fiscal year have the 
same number of pay periods. 
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1.1 Report #6907 User Defined Amount Error Report 

The process checks for missing values on the Custom tab and produces a report if values are missing: 

 

Figure 2 Review the report and correct errors – add missing values for the employees  

1.1.1 Edit the Custom Tab on the Employee Maintenance Screen 

 
Figure 3 Enter the amounts as shown above 

Add the values and run the process again. Once the User Defined Amount Error Report shows “No Records 
Selected”, proceed with posting the changes.  
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Figure 4 The error report showing No Records Selected 

1.2 Report #6908 Additional Wage Update  

The process produces a report of updates to the Additional Wages: 

 
Figure 5 #6909 Additional Wage Update Report 

1.3 Report #6909 Salary Change  

The next report shows the changes that will result when posting; review the list. A record for each affected 
pensioner is included on the report: 
 

 
Figure 6 The process produces the #6909 Salary Change report 
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1.4 Post the Changes 

 

2 APPENDIX ADDING A PENSIONER OR SALARY CHANGE 
When a pensioner is added or a salary change is entered, enter the data on the [0 Custom] tab:  

 

The last check must be adjusted for the pennies 
to arrive at the correct annual amount.  
 
For a 26 Pay Period year,  
The Gross Amt – Last Ck is for .07 less;  
 
For a 27 Pay Period year, 
the Gross Amt – 27 WkAdj is for .05 more. 
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2.1 26 Pay Period Year: 

 

 

2.2 27 Pay Period Year: 

 

Enter the Annual Pension Amount in the “Annual” field. 
 
Enter the Gross Amt – 27 Wk Yr into the other fields. 
 
Complete the “Custom” tab and the “Addl Wages” tab. 
 
This is the calculation: 

 

Enter the Annual Pension Amount in the “Annual” field. 
 
Enter the Gross Amt – Regular into the other fields. 
 
Complete the “Custom” tab and the “Addl Wages” tab. 
 
This is the calculation: 
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