How to Process Shift Premiums

1. First, you must set up a shift code for the premium you wish to use.
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In shift code maintenance, enter a code, a description and the premium amount. You can get further explanation of these fields in our in-line help manual. For our example here, we will use code “B”.

1. Next, you set up an EBD that this shift will apply to:
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The type must be “E” for earning and the rate multiplier should be 1.0.
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On the switches TAB screen, hours entered should be checked (as well as hours-ei where applicable).  Your tax switches should work the same as they would for regular earnings and you must input the code in the Shift Code field.

2. You next need to tell the system which EBD’s can be used with the various shift codes. This applies to those clients who wish to use Post Time Worked for their shift code processing and want to apply a code to various earnings when entering them.

Any earning that you may post that can be subject to a shift premium of any kind, must have the shift premium box checked in the switches screen.
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3. Once this is all in place, you can then post time to these shift codes in two ways:

1. Post Time Worked:

In post time worked, you can apply a shift to other earnings being entered and the shift transaction will get created automatically:
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In this example , we created a transaction for 80 regular hours and applied the “B” shift to it.

The system created two transactions: one for the 80 regular hours at the employees regular rate, and one for the “B” shift premium at the premium rate.

2. If you wish to simply post hours to the premium itself, you can do so in Post Other Time worked.
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Simply post to the EBD associated with the shift code – example ebd 114 for “B” shift – and the system will default the rate to the premium rate and the shift code to “B”.

The system then creates one transaction for EBD 114.
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