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Welcome and Introductions

Welcome to SCEIS Leave Without Pay Workshop

Introductions

Sign-in sheet

Restrooms

Breaks

Parking lot

Complete Workshop evaluation at end of class



Classroom etiquette
– Cell phones off/silence

– No side conversations

Feel free to ask questions

No email or internet usage during class 
except at breaks

Classroom Logistics
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Upon completion of this Workshop, you should 
be able to:
– Explain the Leave Without Pay Changes
– Access reports available via SCEIS HR/Payroll 

ECC
– Understand how to access and use the agency 

checklist

– Generate time reports
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Workshop Learning Objectives



Topic 1: Leave Without Pay Updates

Topic 2: PC_PAYRESULT

Topic 3: Wage Type Reporter

Topic 4: Agency Payroll Checklists

Topic 5: Time Management Reports
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Workshop Map



TOPIC 1: LEAVE WITHOUT PAY 
UPDATES



Upon completion of this Topic, you should be able 
to:
– Recognize the key changes to the Leave 

Without Pay formula in SCEIS
– Understand how the new formula is calculated
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Topic 1 Learning Objectives
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Due to the fluctuating number of days in pay periods the 
current method of computing LWOP resulted  in 
payments due from employees (claims) and /or 
payments due to employees.   

In order to mitigate these issues, the LWOP formula will 
change in SCEIS on July 17, 2011 

The new  method of computing LWOP will begin July 
17, 2011 with the first payroll including the new rules 
on August 16, 2011.
The CG’s office provided a spreadsheet which can be 
used to assist you in calculating the new Reduced Semi-
Monthly Payment and Value of LWOP.

Memorandum dated July 6, 2011
(Office of Comptroller General)
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Based on current policy, SCEIS calculates Leave Without 
Pay (LWOP) as follows:

LWOP (before 07/17/2011)

Absence Hours x Hourly Rate = Value of LWOP

Semi-Monthly Payment with LWOP (before
07/17/2011)

Semi-Monthly Salary – Value of LWOP = Reduced Semi-
Monthly Payment

Calculation Before 7/17/2011
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Effective 07/17/2011, the new formula for calculating 
LWOP will be as follows:
– LWOP (starting 07/17/2011)

 LWOP Hours X   Semi-Monthly Salary  = Value of LWOP 
Scheduled Hours*

 Semi-Monthly Payment with LWOP  (starting 07/17/2011)

 Working Hours* – LWOP Hours x 100,000** = % of Hours Factor 
Scheduled Hours*

 % of Hours Factor  x Semi-Monthly Salary = Reduced Semi-Monthly Payment 
100,000**

Calculation Effective  7/17/2011



* Scheduled Hours are the number of hours in the pay 
period.  Working Hours are the number of working hours 
in the pay period which varies from Scheduled Hours only 
when an employee is hired or separated within the pay 
period.  Scheduled Hours and Working Hours are the 
same unless the employee is separated or hired within 
the pay period.

** 100,000 is used as a rounding factor to increase the 
accuracy of the numbers.  It will reduce rounding errors.  
In the formula, we multiply by the factor, and then divide 
by the factor.
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Additional Notes



Any changes in the normal hours and wages
agreed upon must be made in writing at least
seven calendar days before they become
effective. The statute states further that the
employer has the option of giving written
notification by posting the terms conspicuously at
or near the place of work.
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South Carolina Code of Laws -
i 41-10-30
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The Human Resources Division encourages 
state agencies to notify all employees of the 
change in the method of computation for LWOP 
in order to maintain compliance with this 
provision.

MEMORANDUM dated July 7, 2011 
(Office of Human Resources)
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New Formula for Computing LWOP 
(effective July 17, 2011)

New Formula for Computing LWOP: 
– X = Scheduled Hours in a Pay period
– Y = Employee working Hours in a Pay period
– Z = Leave Without Pay ( LWOP ) Hours in a 

Pay period
– K = Constant with a Value 100000
– S = Semi Monthly Salary
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Steps for Calculation 

Steps for calculation: 
– A= Employee Working Hrs – LWOP Hrs
– A = Y - Z

– B= Multiply Calculated Value of A by 100000
– B = A * K

– C = Divide calculated value of B by Scheduled Hours
– C = B / X
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Steps for Calculation cont.  

Steps for calculation (cont.): 
– D = Multiply the calculated value of value of C by Semi 

monthly Value
– D = C * S

– E = Final value of Salary= Divide the Calculated Value 
of D by 100000

– E = D / K
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Example

For Example:
– A Pay period has scheduled hours of 82.5 Hrs.

– Employee joins after 2 working days (15 Hrs).

– Employee takes LWOP for 10 hrs in a pay period.

– Employee semi monthly salary is $1500
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New Parameters

The new parameters with the above formula 
are as follows:
– X = Scheduled Hours in a Pay period = 82.5 Hrs

– Y = Employee working Hours in a Pay period= 67.5 Hrs

– Z = Leave Without Pay (LWOP) Hours in a Pay period = 
10 Hrs

– K = Constant with a Value 100000

– S = Semi Monthly Salary = 1500
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New Parameters Steps for 
Calculation

Steps for calculation:
– A= Employee Working Hrs – LWOP Hrs
– A = Y - Z
– A = 67.5 – 10 = 57.5
– B= Multiply Calculated Value of A by 100000
– B = A * K
– B = 57.5 * 100000 = 5750000

– C = Divide calculated value of B by Scheduled Hours
– C = B / X
– C = 5750000 / 82.5 = 69696.96
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New Parameters Steps for 
Calculation cont. 

Steps for calculation (cont.):
– D = Multiply the calculated value of value of C by Semi 

monthly Value
– D = C * S
– D = 69696.96 * 1500
– D = 104545454.54

– E = Final value of Salary= Divide the Calculated Value of D 
by 100000

– E = D / K
– E = 104545454.545 / 100000 = $ 1045.45
– The value of the salary that will be paid to the employee is 

$1045.45
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Regular Working Hours Less LWOP 
(Examples from the CG’s Memo)
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Regular Working Hours Less LWOP 
cont. 
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Regular Working Hours Less LWOP 
cont. 
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Working Hours with new hire or separation less 
LWOP(Examples from the CG’s Memo)
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Working Hours with new hire or separation 
less LWOP cont.



26

Working Hours with new hire or separation 
less LWOP cont.



You should now be able to:
– Recognize the key changes to the Leave Without Pay 

formula in SCEIS

– Understand how the new formula is calculated
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Topic 1 Summary



Topic 2: PC_PAYRESULTS



Upon completion of this Topic, you should be
able to:
– Execute the PC_PAYRESULT and review
the results
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Topic 2 Learning Objectives



Payroll Results (pc_payresult)
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Payroll Results

The symbol in the Results column shows if 
there are results for the selected period.

– Results exist (green filled square)

– No results exist (red filled circle)

– You have no authorization to display the results (grey filled 

diamond)
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Payroll Results
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Payroll Results
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Payroll Results cont. 
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Display Payroll Results – RT_
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Payroll Results

36



You should now be able to:
– Execute the PC_PAYRESULT and review the

results
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Topic 2 Summary



TOPIC 3: WAGE TYPE REPORTER



Upon completion of this Topic, you should be able 
to:
– Execute the PC00_M99_CWTR (Wage Type Reporter) 

and review the results
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Topic 3 Learning Objectives



Report Information

Description: The PC00_M99_CWTR allows 
Payroll Administrators to generate reports to 
view specific wage types to include 
employees in claims status, view total gross 
wages and/or net wages, see missing time the 
state has paid for but has not been accounted 
for by the employee, view variances among 
pay periods, etc. 
Report Timing: Run after payroll runs and 
before exiting, during the release for 
corrections mode.
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Before running the PC00_M99_CWTR obtain the 
following data :

– Personnel area
 Note: To run the PC00_M99_CWTR report by employee (s) you 

need the following data:

– Personnel numbers
– Personnel subarea
– Employee group
– Employee subgroup
– Payroll period
– Wage Type List
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Prerequisites



Wage Type Reporter
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Wage Type Reporter –
Selecting the LWOP Variant
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Wage Type Reporter –
Selecting the LWOP Variant cont. 
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Wage Type Reporter –
LWOP Variant
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Wage Type Reporter Results
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You should now be able to:
– Execute the PC00_M99_CWTR (Wage Type Reporter) 

and review the results
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Topic 3 Summary



TOPIC 4: AGENCY PAYROLL 
CHECKLIST



Upon completion of this Topic, you should be 
able to:
– Understand how to use the agency checklist
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Topic 4 Learning Objectives
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Agency Payroll Checklist –
Page One
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Agency Payroll Checklist –
Page Two
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Agency Payroll Checklist –
Page Three



53

Agency Payroll Checklist –
Page Four
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Agency Payroll Checklist –
Page Five



You should now be able to :
– Understand how to use the agency checklist
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Topic 4 Summary



Topic 5: TIME MANAGEMENT 
REPORTS



Upon completion of this topic, you should be able 
to:
– Access reports available via SCEIS HR/Payroll ECC
– Access the payroll checklist
– Generate time reports

Topic 5 Learning Objectives
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Access Time and Payroll Reports
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Time Reports

Report Name Description
* Missing Time Report -
ZHRMTR
(recommend to run on 2nd

and 17th)

• missing time for non-exempt and exempt EEs 
current and prior pay periods

• unapproved time for non-exempt, exempt and 
temporary EEs current and prior pay periods

• no time recorded for non-exempt, exempt and 
temporary EEs for current pay period only. 

* Display Working Times 
(CATS_DA)

Can be run daily, in the morning, to report on all time 
entered through CATS/Portal with appropriate status. 
Note: If absence entered on infotype 2001 instead of 
CATS must use ZHR_ABSENCE_HOURS to view.

* Time Sheet: Time 
Leveling (CATC)

Shows no time recorded for non-exempt, exempt and 
temporary EEs (outside current period). Can be run 
daily.

* Cumulated Time 
Evaluation Results: Time 
Balances/Wage Types 
(PT_BAL00)

Review the EEs time wage types that are created after 
the Time Evaluation process runs.
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Time Reports (cont.)

Report Name Description
ZHRUAL Displays unapproved leave requests that have been 

entered in ESS and not approved in MSS
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Time and Payroll

61

Access the Payroll Calendar via SCEIS website:
HR & Payroll > Resources for Payroll Success > Comptroller 
General’s Office Payroll Schedule 



You should now be able to:
– Access reports available via SCEIS HR/Payroll ECC
– Access the payroll checklist
– Generate time reports

Topic 5 Summary
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You should now be able to:
– Explain the Leave Without Pay Changes
– Access reports available via SCEIS HR/Payroll 

ECC
– Understand how to access and use the agency 

checklist

– Generate time reports
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Workshop Summary
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Any Questions?



Additional Support and Reference Materials
– You can access additional support and print step-by-step 

procedures on the SCEIS uPerform website.

Go to the SCEIS website at http://www.sceis.sc.gov and
click Training, then click SCEIS uPerform
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Next Steps



Evaluation
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Please complete the Workshop 
evaluation using the link that will be 
emailed to you after this workshop.

Your input will help to shape future 
enhancements to the 

SCEIS End User Training Program


