
 
 

PERS Coding in OSAS 
 

 
 

On the Payroll Master screen, there are two fields which effect PERS adjustments in the 
system.  These are the Retirement Code and the Employee PERS Code.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retirement Eligibility Codes 
 

For employees working more than 600 hours for one district or 
agency: 

1 – Active, qualified PERS member 
2 – Separated during the calendar year 

3 – Qualified Employee, on leave without pay 
4 – Qualified employee (in six month wait time) 

 
For employees working less than 600 hours for one district or agency 

who do not qualify for PERS: 
5 – Part-time employee, not a PERS member 

6 – Part-time employee, inactive PERS member 
7 – Part-time employee, retired PERS member 

 
For employees working less than 600 hours for more than one district 

or agency: 
8 – Active, qualified PERS members 

9 – Separated during the calendar year 
A – Qualified employee, on leave without pay 

B – Qualified employee, currently in six month wait. 
 

Employees for who PERS does not want EDX reporting: 
Y – Students and stipend recipients who do no work in return for their 

stipend 

Employee PERS Codes 
 

1 – Employee pays 6% pickup 
with pre-tax dollars 

 
2 - Employer pays 6% pickup 

 
3- Employee pays 6% pickup 

with after-tax dollars 



 
Making PERS Corrections 

 
The R Time Card 

 
In our OSAS system, PERS corrections are made using the R time card. The R time card 
adjusts the wages subject to PERS on the AS400, to bring them into agreement with PERS 
EDX.  The results of R time card entries are not reported to EDX. This process will obviate the 
need to make journal entries to correct PERS situations. 
   
FIRST things FIRST: 
The employee’s PERS status on the master screen controls how the R time card will process:  
The employee must be coded with a PERS Retirement Eligibility of 1 to have an R time card 
flow thru the payroll. Any draws or extra State or Federal W/H will need to be inactivated, as 
the system would otherwise process these automatically potentially creating a negative check.   
 
An R time card will not process by itself. If you are processing an R time card, you must either 
(1) Have actual wages for the employee in that payroll OR 
(2) Set up a payroll specifically for PERS corrections.  For each employee to be corrected, 
enter two regular “T” time cards with offsetting dollar amounts in regular dollars.    
 
The R time card itself should have only two things keyed on it (see example):  The R for time 
card type and the total dollar amount of earnings (positive or negative) that need to be 
reclassified for PERS.  If you are trying to retroactively include past earnings that were not 
originally counted as eligible for PERS, the dollar amount will be positive.  If you are backing 
out PERS wages, the amount will be negative. 
 

 
 
Processing the R time card adjusts the wages subject to PERS and if paid by the employee, 
the 6% plus or minus deduction is also reflected in the wages subject to state and federal 
withholding. 
 



 
Increasing PERS Wages 
 
If you are retroactively including past earnings that were not originally counted as being subject 
to PERS, the R time card will have a positive amount in regular dollars.    
 
If you are processing this adjustment as part of a regular payroll: All that is needed is the 
“R” time card. 
 
If this adjustment will be done outside of a normal monthly payroll:  Enter two “T” time 
cards with offsetting dollar amounts in the regular dollars field.   These should net to zero.  This 
is necessary for the adjustment to flow through the payroll system.  One of the “T” time cards 
must have an “N” for voluntary deductions and “1” for fringes. 
 

 
 
 

 

‘N’ in voluntary 
deductions 
means none will 
be taken on this 
payroll. 

Fringe Code 1 
means no Fringes 
will be taken on 
this ‘adjustment’ 
payroll.  

These two “T” time cards must net to zero 
dollars.  Also, because we don’t want any 
new fringes or deductions included when 
we run this adjustment through the payroll, 
one of these time cards needs to change the 
coding for Voluntary Deductions and 
Fringes.   



 
 
 
 
If your district pays the pickup, processing this time card will generate the pickup and employer 
matching funds for PERS as payroll costs.  But if the employee pays the 6%, that amount will 
be deducted from the net check. If there are not going to be funds available to cover that 6% 
you need to either: 
 
 1.   Code the employee temporarily as Employee PERS code “2” so the district pays the                          

pickup and charges it to expenditure, and then try to collect from the employee later  OR 
 

2. Use a negative draw deduction to cover the shortage (to make the net check zero) and re-
extend.  You should have positive amounts subject to PERS but no gross wages and no 
net pay.  The total cost to the district should be the PERS match amount.  After posting, 
flip that draw to positive. You can then deduct it on the next payroll or spread it over 
several payrolls if necessary.  

 
Don’t forget to change the employee PERS code back to 1 after posting if you took option 1. 
 
 
Decreasing PERS Wages 
 
A negative R time card MUST process without other earnings for that employee, because the 
Retirement Eligibility status code of 1 needed to process the R time card would cause PERS to 
be calculated on ALL the earnings in that payroll, creating another “refund” situation.  If you 
need to back out PERS on an employee who is not eligible, be sure to do that on a payroll 
where that employee is not being paid anything else. 
 
Once the correction has processed and posted, be sure to change the status back to ineligible. 
 
In addition to the negative R time card, you must enter two “T” time cards with offsetting dollar 
amounts in regular dollars.  One of those T time cards needs to have an “N” for voluntary 
deductions and “1” for fringes. 
 
If the employee had the 6% deducted, processing this payroll will generate a net check to the 
employee for the 6% less the tax effect. The district will also see a reduction in payroll costs.  If 
you find that the reduction needs to be distributed to multiple budget accounts, this will require 
a journal entry.   
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Sometimes the issue is not that the wages weren’t reported when they should have been, (or 
vice-versa).  It is related to how the 6% pickup was handled. These situations do always 
require an “R” time card.  They do, however, always require a Void and Reissue of the effected 
payroll check(s). 
   
 
Situation:  Pickup Paid in Error 
 
The employee was coded with an Employee PERS Code” 2” in error.  The district has paid the 
6% pickup for these wages and has expensed them to the budget.    
 
Solution: 
• Void the payroll check using the void routines on the third payroll menu. This gets the 

district credit for the pickup. 
• Change the employee temporarily to a non-active Retirement Eligibilty Code (4 or 5) and 

correct the Employee PERS Code to 1. 
• Process a reissue of the voided payroll check. The net check stays the same and the 

district costs are zero for non-eligible status.  This process gets the money back to the 
district. 

• Change the Retirement Eligibility Code back to a 1. 
• On the next payroll, use a positive R time card to pick up the gross and collect the 6% 

from the employee. 
 
Situation:  Pickup Deducted in Error 
 
The employee was coded with an Employee PERS code “1” in error.  The district has deducted 
the 6% for these wages.  The employee is owed a refund of the amount deducted and the 
district must expense the amount  
 
Solution: 
• Void the payroll check using the void routines on the third payroll menu.  
• Change the Employee PERS Code to 2. 
• If the check has already been cashed or is a direct deposit, the district will need a way to 

keep the net pay when the check is reissued.  To do this, enter a draw deduction on the 
employees deduction screen for the net amount of the voided check.  

• Process a reissue of the voided payroll check. The result is a refund to the employee of 
the 6% deducted less the tax effect (depending on the Employee PERS Code involved).  

 
Batching PERS Corrections  
 
If you have a group of corrections to make with R time cards and there are no other items in 
the payroll run, you can select on the control record (#13) to run the payroll without taking 
voluntary deductions and without accruing fringes.  If you do this, it is not necessary to mark 
the T time cards with the N for voluntary deductions and the 1 for fringes. You can mix positive 
and negative corrections in the same batch. 
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