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Education and Workforce Development Cabinet

Office of Career and Technical Education

SECTION 209     PAYROLL OFFICERS ONLY

Non P-1 Payroll Screens and Information

· Non P-1 General information
· Classifications for Non P-1
· Setting up the Payroll Screens for a New Employee
· Manual Pay Security
· “A” Screen
· “B” Screen
· “C” Screen
· “D” Screen
· “K” Screen
· “P” Screen
· Resigning Non P-1s
Non P-1s – General Information

1) Social Security Number begins with a “4” Prefix

2) Non P-1 employees do not accrue leave or months of service

3) All Substitute Teachers contribute to Teachers Retirement

4) All Non P-1’s are eligible for Direct Deposit

5) Non P-1 Employees are not eligible for Holiday Pay.

6) Non P-1 Employees are not eligible for Blood Leave, Voting Leave or Jury/Court Leave, etc.

7) Since no P-1 exists, they are not entitled to any other type of pay.

8) Maximum Work Hours:  Non P-1 Substitute Teachers and Non P-1 Short Term Adult Instructors may work a maximum of 99 hours per month; other Non P-1’s such as maintenance and clerical may work a maximum of 75 hours per quarter.  
Equal Education and Employment Opportunities M/F/D
Classifications for Non P-1 (Occasional Labor)
Non P-1 is an automated process used for the payment of short-term employment.  There are three (3) classifications for Non P-1:

1) Substitute Teachers
· Substitute teachers paid under this category are limited to 99 hours per month.

2) Short-Term Instructors
· The maximum hours for a Non P-1 short-term instructor shall be limited to 99 hours per month.  

3) Clerical, Maintenance and Student Labor – may work 75 hours per quarter

Setting up the Payroll Screens for a New Employee

Go to Payroll Menu Screen and Select:  #1 – Payroll Information
Security Check

Since there is not a P-1 issued, all payroll screens must be setup by using the “Access” – A (Add New) on the Manual Pay Security Screen.

	Manual Pay Security Screen

	ACCESS:
	A (Add new)

	COMPANY:

	CC = 51 (Cabinet)  DDD = 531 (Department)

	ORG CODES:

	DD = 13

	
	BB = 88   (signifies Non P-1 – All Non P-1 employee’s Organization

 Number begins with a division of 888)

	SS 
	School Number

	UU 
	New Hire Non P-1s are all 04

	(Current employee unit numbers: nearly all are 04; however you may find a few that are 03 – Occasional Labor -  due to older numbering system*)

	(*FYI:  Prior to simplifying the numbering system

01 – College Work Study Students

02 – Vocational Work Study Students

03 – Other Student Labor

04 – Substitute teachers, instructors, and Occasional laborers


Setting up a New Non P-1 requires information be completed for Screens as follow:


Substitute Teacher – Screens A, B, C, D, K, P


Clerical and Maintenance Assistance – Screens A, B, C, D, P

Master Control

· Choose Screen “A”

· Enter Social Security number beginning with a “4” prefix

· NOTE:  All Non P-1 Employees’ SSN begins with a “4” prefix.

“A” Screen – Basic Employee Information

	“A” Screen
	Information/Notes

	ENTER
	Name, Address, Birthday, Employment Date, Sex

	EMPLOYMENT STATUS
	1

	PAY TYPE
	Hourly

	SALARY RATE
	As indicated by school principal.  (_ _ _ ._ _ _ _ _ _ )

	STANDARD HOURS
	86.67

	TIMECARD STATUS
	Required

	PAY FREQUENCY
	70

	SALARY GRADE
	00

	JOB CLASS
	0000

	JOB DESCRIPTION
	Enter either:  Substitute Teacher, Clerical Assistance, or Maintenance Assistance

	More extensive information can be found in the Payroll Manual.


“B” Screen – Shift Overtime and Benefit Information

	“B” Screen
	Information/Notes

	Overtime Status
	3

	Overtime type
	3

	OT1 Rate/Factor
	1.000

	OT2 Rate/Factor
	1.500

	Shift
	1

	Shift Control
	0

	Shift Control 2
	1

	Non P-1s do not accrue leave or months of service

	More extensive information can be found in the Payroll Manual.  


“C” Screen – Federal Tax, Work Location and Direct Deposit Data

More extensive information can be found in the Payroll Manual.  Please note the following:

	“C” Screen
	Information/Notes

	FIT Status
	4

	FICA Status
	See Payroll Manual – New Hire Teachers pay Medicare

	Tip:  State and Local Tax Codes 
	Will be the same as other Non P-1s for the same school

	Work Percent
	99.9

	Tip:  If you have a # under “Work Local” – you will have a “4” under “Status Local”

	


“D” Screen – Employee Flags/Pay Constants/Personnel Constants

More extensive information can be found in the Payroll Manual.  Please note the following:

	“D” Screen
	Information/Notes

	Flag A
	L (Part-time (Less than 100 Hours)

	Flag B
	M – Non-Merit Permanent

	Flag C
	2 – Not-Covered

	Flag D
	1 = 37.5 Hours

	Flag F
	1 = Eligible

	Flag H
	0 – Non-Exempt (Time-and-a-half=Covered)

	Flag I
	See Payroll Manual

	Flag L
	0 = All Others

	Flag Q
	4 = New Hire

	
	

	Work County
	Same as other Non P-1’s for the same school

	Leave Accrual Code
	8 (Non P-1s do not accrue any leave)

	Check Dist Number
	Same as other Non P-1’s for the same school

	UI Account Number
	Same as other Non P-1’s for the same school


“K” Screen – Employee Deductions 1 thru 10

Please note the following:

	“K” Screen
	Information/Notes

	NO:  04
	Teachers Retirement for Secondary Substitute Teachers ONLY

	NO:  69
	Teachers Retirement for Secondary Substitute Teachers ONLY

	More extensive information can be found in the Payroll Manual.


“P” Screen – MARS ACCOUNTING INFORMATION

Please review with the Budget Contact Person.  (Most of the time the “P” Screen coding will be the same for all Non P-1 employees at the same location)
Terminating a Non P-1 employee

To terminate a Non P-1 employee:

· Enter a code (3) three on Basic Employee Information screen (Screen A) in the Employment Status Field.  This makes the employee inactive.  

· Enter the termination date in the Termination Date Field (Screen A.)

· Enter 04 Resignation Code (Screen A) 
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