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INTRODUCTION

How to Complete STD. 683 Form

Step 1:

Determine whether your adjustment is eligible for STD. 683 and PIP keying. Review the
exceptions that are found in PPM Section D 004.2.

Section D 004.2: EXCEPTIONS TO FORM STD. 683 (Revised 07/09)

A form 5TD. 683 cannot be used for the following conditions:

Pay period prior to current month plus 12 months (submit STD. 674).

When an overtime payment is issued without Payment Suffix F, (e.g., Earnings ID OT6& or
0T39), do not use form STD. 683 to adjust the payment to reflect special computed rate
with Payment Suffix F (e.g., Earnings ID OF6) submit form STD. 674.

Mid-month salary increase where salary adjustment is due for partial hours in the pay
period (e.g., 100 hours issued in the pay period. Employee is due a salary adjustment
for only 60 of those hours.) — submit a form STD. 674.

Payment type other than 0, 1, 2, ¥, or L — submit a form STD. 674.
Regular Pay for Negative Attendance Payroll (Roll 1 and 2) — see PPM Section D 010.

A/Rs — adjustment is less than original payment — see PPM Section 1 001.
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https://sco.ca.gov/Files-PPSD/PPM/ppm_section_d_attendance.pdf

Step 2:

Download the recent version of STD. 683 from the DGS Website. To complete this form, follow
PPM Section D 004.3 and gather information from Pay History. Complete STD. 683 prior to
keying.

Section D 004.3: COMPLETION OF FORM STD. 683 (Revised 07/09)

Item # | Completion Requirements
1-5 Must be completed.

6-8 For your use.
9-13 Must be completed.

MNOTE: Position Number (Items 1, 2, 12 and 13) must
match position number of payment being adjusted.

14 For your use.

15 Salary Rate per Warrant Register.

16-17 As applicable per Warrant Register
MNOTE: If pay has already been adjusted, combine totals.

18 As applicable per Warrant Register.

19 Must be completed per Warrant Register.
20 As applicable per Warrant Register.

21 Required with Payment Type @ only.

22-24 Complete pay as should be.

25 Complete if applicable.
26-28 Total of columns 22, 23, 24.
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https://www.documents.dgs.ca.gov/dgs/fmc/pdf/std683.pdf
https://sco.ca.gov/Files-PPSD/PPM/ppm_section_d_attendance.pdf

How to Reference STD. 683 to Key via PIP

Step 1:

Have a completed STD. 683 ready.

On the Pay Adjustment Entry screen, input the Agency (AGY), Unit (RU) and Pay Period
information.

(1] AGENCY [FI PAY PER|CD
04 201 (3 TYRE 183 MORTH (5] YEAR

0 05 i

PG AATCH ID 3765479

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

SERIAL
S0 RC SAL RATE D% HOURS TBF RAC

Step 2:

On the Pay Adjustment Entry screen, complete the employee’s personal information by
inputting their SSN, Name and Class and serial number (the serial number must be the serial
that the payment is to be issued out of or the Adjustment will reject).

PAYMENT PER WARRANT REG|STER

9) SOCIAL SECURITY NUMBER (10} |MITIALS [11) LAST MAME 1%) CLASS {13} SFRIA

299-99-9999 1 DOE 9662 906

~ 09:21:23
BATCH ID 3765479

TIME I.I'._'.i'-l.E_T.F_ PAID SHOULD BE

SAL RATE 4 DY HOURS TEFRAC & SAL RATE DY  HOURS TEFRAC
e A N Y e A, A = LS

_— ottt Qoooo0
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Step 3:

On the Pay Adjustment Entry screen:

1.) Input the Salary Rate that the employee was originally paid for.
2.) Input the Hours that the employee was originally paid for.
3.) Input the Payment Type and if needed, Shift Differential.

PAYMENT PER WARRANT REGISTER

{9} SOCIAL SECUS|TY HUMBER (103 IRITIALE [11} LAST HAME [12) CLAES [13] SERIAL
995-09-009% Bl DOE Gihh? GG
115) SALARY RAS 16} DAYS ' QLIRS (1R} i FRAL 'I':I-u _"\-_- T Fi 8] &
. .
1i50 128!00 2 N
: "

ELEN] \
155 Batch A
U :

FIME TO BE PAID SHOULD BE

SAL RATE OY  HOURS TBF RAC

Step 4.

On the Pay Adjustment Entry screen:

1.) Input the Salary Rate that the employee should be paid for.
2.) Input the Hours that the employee should be paid for.

PAYMENT SHOULD BE

[14) REMARKE

|22) SaLARY RATE (23) OAYS (24) HOURS 25} TH FRACTION

150 134.00

Batch Adc
RU

T'IME PAID PER

MNAME 55 SERIAL
HOURS ! . 50 RC

DY _HOURS
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PAYMENT TYPE 1 (OVERTIME) ADJUSTMENTS

Scenario 1: Adjustment to Time Worked

Step 1:

Complete STD. 683 form to reflect what the employee was paid and also, what should be paid

PAY ADJUSTMENT REQUEST

DO NOT SUBMIT TO SCO -- SEE PPM SECTION K (1] AGENCY 2] UNIT PAY PERIOD [ 16 BATCH 1B
STD 683 (REV, 10/2018) 051 220 (3) TYPE (4] MONTH 51vEAR | 3765906
VALID PAYMENT TYPES: el 2 -
¥ - OUT OF STATE 0 ol 2022 {T) DATE KEYED (8] INITIALS
0- REGULAR (INTERMITTENT) L - STUDENT ASSISTANT {CSU) 00/ .
+ L ovERTIME L - TRAINEE [CSU) 05/09/2011 DCR
2- SHIFT DIFFERENTIAL L - YOUTH SUMMER AID (€5U)
PAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
(9) SOCIAL SECURITY NUMBER (10} INITIALS (11) LAST NAME (12) CLASS 113) SERIAL (14) REMARKS
999-99-9999 1 DOE 6265 901 OVERTIME ADJUSTMENT TO TIME WORKED
[15) SALARY RATE (18] DAYS {17} HOURS (18) T8 FRACTION (1) PT {20) 8D an Re [22) SALARY RATE (23) DAYS {24] HOURS (25) T8 FRACTION
T T T T
69209 3400 69,09 3600
1 1 1 1
] 1 1 ]
1 1 1 1
i i i i
(8) SOCIAL SECURITY NUMBER 110} INITIALS (T1) LAST NAME (12) CLASS 113) SERIAL (14) REMARKS
H88-88-BR8R CR DOE 9662 901 OVERTIME ADJUSTMENT TO TIME WORKED
ALARY RATE (16) DAYS (1T) HOURS (18) TB FRACTION (19 PT (20) sD (21) RC (22) SALARY RATE (23) DAYS (24) HOURS 125) T8 FRACTION
T T T T
86150 6150 86160 14150
57173 12,50 ST\73 13175
1 1 1 1
i 1 1 i
(8) SOCIAL SECURITY NUMBER (10 INITIALS (11} LAST NAME (12) CLASS {13) SERIAL (14) REMARKS
[15) SALARY RATE (16} DAYS [17) HOURS [18) T8 FRACTION (18} PT {20) 5D {21 RC 122) SALARY RATE [23) DAYS (24) HOURS 125) 78 FRAGTION
i i i i
i i i i
] 1 1 ]
1 1 1 1
1 1 1 1
i i i i
H H
ADDITIONAL COMMENTS (26) TOTAL SALARY (27) TOTAL (28) TOTAL
PT - PAYMENT TYPE RATE DAYS HOURS
S0 - SHIFT T T
DIFFERENTIAL ! !
RC - ROLL CODE 213,42 64,25
1 1

| HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND PAYROLL DATA STATED HEREIN IS

CORRECT, COMPLETE, AND IN ACCORDANCE WITH ALL LAWS AND REGULATIONS

(29) BATCH TOTALS - COMBINE TOTALS FROM "PAYMENT SHOULD BE"
COLUMNS ON ALL PAGES AND ENTER ON BATCH ENTRY SCREEN

SIGNATURE

DASHAVON ROBERTSON
=

Digitally signed by DASHAVON
ROBERTSON
Date: 2022,05,16 08:58:31 07'00"

DATE

05/09/2022

TOTAL SALARY TOTAL TOTAL TOTAL
RATES DAYS HOURS EMPLOYEES
: :
24 | | eabs 2

**PAY ADJUSTMENT REQUEST FORM (STD. 683)**
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Step 2:

Open PIP keying and press ENTER

Step 3:

TAB down to ACTN at the bottom of the screen and type ENT for BATCH ENTRY, then press
ENTER

PIPFOO1 TIME & ATTENDANCE MENU 05/11/22 09:09:05

ENTER AN ACTION COMMAND OR PLACE AN 'X' BEFORE THE ACTION
BATCH UPDATE ACTIONS : BATCH INQUIRY ACTIONS
ENT BATCH ENTRY EI EMPLOYEE INQUIRY

SEL BATCH SELECTION DIR BATCH DIRECTORY
BCH BATCH INQUIRY

MISCELLANEOUS ACTIONS

OFF SIGNOFF
HLP HELP

LAS LEAVE ACCOUNTING

PRINT DESTINATION:

PAY PER
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Step 4:

Input the following information from the Std. 683 form onto the Batch Entry home screen:

1.) Inthe ENTERED column put the Trans Count (number of employees processing pay for)
2.) In the ENTERED column put the Total amount of HOURS to be keyed in this batch

3.) In the ENTERED column put the Total of all Salary Rates to be keyed in this batch

4.) TAB down to ACTN at the bottom of the screen and type ADJ

5.) Press ENTER

] BATCH ENTRY
Batch Modified
BATCH ID 161121 AGY iU ROLL CODE

NCE
0
0

00

NUMBE CODE NUMBER C MLUIM CODE NUMB

AGY RU SER AGY RU SER AGY RU SER AGY RU SER

DC980520 Batch In Balance
ACTN - BATCH 55N
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Step 5:

On the Pay Adjustment Entry screen enter the following:

1.) Input the Agency (AGY), Unit (RU) and Pay Period information

2.) Complete the employees personal information by inputting their SSN, Name and Class
and Serial number (the serial number must be the serial that the payment is to be
issued out of or the Adjustment will reject)

3.) Input the Salary Rate that the employee was originally paid at

4.) Input the Hours that the employee was originally paid for

5.) Input the Payment Type (overtime is 1)

6.) Input the Salary Rate

7.) Input the Adjusted hours

**Follow the same steps for each employee**

PAY ADJUSTMENT ENTRY

Batch Added
RU 220 PAY PER 0 O 22 PT PG BATCH ID 161121

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

MAME CLASS SERIAL
HOURS TEFRAC PT SD RC SAL RATE Dy TEFRAC

30549 Add Transactions
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Step 6:

Press F6 to save your Batch. (This step will take you to the Home Screen)

' BATCH ENTRY
it 57 Batch Modified
BATCH ID 161121 AGY ROLL CODE
06 08 23

ENTER ID PD

CODE MLUIM coD MU

AGY RU SER AGY RU S AGY RU SER

BATCH

Step 7:

What was input on Step 4 in the ENTERED column should match the COMPUTED column. There
should be no DIFFERENCE between the two.

**F5 to close your Batch for processing on the next Pay Cycle**

PIP Keying Guide for Adjustments 10



Scenario 2: Adjustment to Salary Rate

Step 1:

Complete STD. 683 form to reflect what the employee was paid and also, what should be paid.

STATE &F CALIFORNLA Clear Print
PAY ADJUSTMENT REQUEST
DO NOT SUBMIT TO SCO — SEE PPM SECTION K prpp— P FAY PERICD T BATE D
5'DH!\::|!J:I::TH;I=\I'|“ — C'i. ]!'C' 3 TYPE 141 MSNTH 5| YEAR S S
[ 03 2022 S —
05/09/2022 DCR
PAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
5] SUAL SECLRITY WUMEER {3t HATIALS 111 LAST FAME ey [14) SERIAL a1 RERARKE
000000000 I DCOE 8304 026 ADJUSTMENT TO SALARY RATE
7% SALARY RATE TE GRS TR VR TE FRACTION Ia D CILE AL RATE EETC ] T TE PRI
75.01 16.00 1 1252 16,00
18 SOCUAL SECURITY NUMEER {0 INITIALS [ 10 LAST NAME |12 CLABE [ 113y SERAL 14 REMARES
{15) SALARY RATE 8y Days {17) HOURE (18 TE FRACTION {10 FT g =0 121 R 2] BALARY RATE (3] Days ) HOURE (35) TE FRaCTION
W) SOCAL SECURITY WUMSES {10) INITIALS (1) LAST MAME {12 CLASE I 113] SERLAL 14) REMARKE-
{15) BALARY RATE 8y Days {17) HOURE (18] TE: FRACTION {10 PT {0 =0 121} R ) BALARY RATE (3] DaYs 24 HOURE (35) TE FRACTION
ADOTIONAL COMMENTS %) TOTAL SaLaRY ) ToOTAL 28 TOTAL
RATE DS HOURS
112}52 1600
| HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND PAYROLL DATA STATED HEREIN IS {25) BATCH TOTALS - COMEBIME TOTALS FROM PAYMENT SHOULD BE™
CORRECT, COMPLETE, AND IN ACCORDANCE WITH ALL LAWS AND REGULATIONS COLUMNS CON ALL PAGES AND ENTER ON BATCH ENTRY SCREENM.
SHEIHATURE Digitally signed by DASHAVON LATE TOTAL SALARY TOTAL TETAL TOTAL
. DASHAVON ROBERTSON ROBERTSON — — — ——
- Date: 2022.05.16 10:05:33 0700 uzsz | | 1600 1

**PAY ADJUSTMENT REQUEST FORM (STD. 683)**

Step 2:

Open PIP keying and press ENTER
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Step 3:

TAB down to ACTN at the bottom of the screen and type ENT for BATCH ENTRY, then press
ENTER

PIPFOO1 TIME & ATTENDANCE MENU 05/11/22 09:09:05

ENTER AN ACTION COMMAND OR PLACE AN 'X' BEFORE THE ACTION

BATCH UPDATE ACTIONS : BATCH INQUIRY ACTIONS

ENT BATCH ENTRY EI EMPLOYEE INQUIRY
SEL BATCH SELECTION DIR BATCH DIRECTORY
BCH BATCH INQUIRY

MISCELLANEOUS ACTIONS

OFF SIGNOFF
HLP HELP

LAS LEAVE ACCOUNTING

PRINT DESTINATION:

PAY PER
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Step 4:

Input the following information from the STD. 683 form onto the Batch Entry home screen:

1.) Inthe ENTERED column put the TRANS COUNT (number of employees processing pay
for)

2.) In the ENTERED column put the total amount of HOURS to be keyed in the batch

3.) In the ENTERED column put the total of all SALARY RATE to be keyed in this batch

4.) TAB down to ACTN at the bottom of the screen and type ADJ

5.) Press ENTER

PIPF200U BATCH ENTRY 05/10/22 12:48:25

BATCH ID RU ROLL CODE PAY PER PGS TO

PAY CENTER ID PD CREATE DATE BATCH STATUS
USER DCR PROCESS DATE BATCH BALANCE STATUS

TOTALS ENTERED COMPUTED DIFFERENCE
TRANS COUNT
DAYS
HOURS
RATE

ALTERNATE FUNDING
NUMBER NUMBER CODE NUMBER
AGY RU AGY RU SER AGY RU

DC980526 Enter Data For New Batch
ACTN BATCH SSN PAY PER

TTH » i

PIP Keying Guide for Adjustments 13



Step 5:

On the Pay Adjustment Entry screen enter the following:

1.)
2)

3.)
4.)
5.)
6.)
7.)

Input the Agency (AGY), Unit (RU) and Pay Period information

Complete the employees personal information by inputting their SSN, Name and Class
and serial number (the serial number must be the serial that the payment is to be
issued out of or the Adjustment will reject)

Input the Salary Rate that the employee was originally paid at

Input the Hours that the employee was originally paid for

Input the Payment Type (overtime is 1)

Input the Salary Rate

Input the Adjusted hours

PIPF305U PAY ADJUSTMENT ENTRY 05/10/22 12:49:58
DC980155S Batch Added
AGY 051 RU 220 PAY PER O 03 22 RPT PG BATCH ID 3766179

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

oK SSN NAME CLASS SERIAL
SAL RATE DY HOURS TBFRAC PT SD RC SAL RATE DY HOURS TBFRAC

75.01 16.00 000000 1 112.52 16.00_ 000000
000000 000000
000000 000000

000000 000000
000000 000000
000000 000000

000000 000000
000000 000000
000000 000000

DC980549 Add Transactions
ACTN SSN

TTH

PIP Keying Guide for Adjustments 14



Step 6:

Press F6 to save your Batch. (This step will take you to the Home Screen)

PIPF200U BATCH ENTRY 05/10/22
DC980160 Batch Saved
BATCH ID 3766179 AGY RU ROLL CODE PAY PER PGS TO

PAY CENTER ID PD CREATE DATE 05 10 22 BATCH STATUS SAV
USER DCR PROCESS DATE BATCH BALANCE STATUS IN

TOTALS ENTERED COMPUTED DIFFERENCE
TRANS COUNT
DAYS
HOURS
RATE

ALTERNATE FUNDING
NUMBER NUMBER CODE NUMBER
AGY RU AGY RU SER AGY RU

DC980520 Batch In Balance
ACTN BATCH PAY PER

TTH

Step 7:

What was input on Step 4 in the ENTERED column should match the COMPUTED column. There
should be no DIFFERENCE between the two.

**F5 to close your Batch processing on the next Pay Cycle**

PIP Keying Guide for Adjustments 15



Scenario 3: Adjustment to Time Worked & Salary Rate

Step 1:

Complete STD. 683 form to reflect what the employee was paid and also, what should be paid.

TATE £ CALIFORNIA Clear Print
DO NOT SUBMIT TO SCO — SEE PPM SECTION K 1) AGEREY 13 UNT PAY PERIOD 1E) BATCH 1D
BT 883 REV. 102016 051 210 (BTFE 14) MOKTH 15 YEAR
i ENT TriFEs: - = 8

VAL TN LT S STATE 0 01 2020 [T) DATE REVED 15 TS

0- REGULAR {INTERMITTENT) L - STUDENT ASSISTANT (C5U) s

1- SNERTIME L - TRAINEE (G2U) 050912022 DCR

2. SHFT DEFPERENTIAL L - YEUTH BUMMER AID {5519

PAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
] SOGIAL SECURITY MUMBER iy ITLALS {11) LAST NAME [iZ) GLAE {i%) BERIAL Fid] REMARKS
000-00-0000 I DCE 6265 o1 ADTUSTMENT TO TIME WOREED AND SALARY RATE
L) SALARY RATE 115) DAYS (17} HOURS 118) TH FRASTION [T {20) 80 2R 2] SALARY RATE 2% DAYS 4] HOURS: 125) T8 FRASTION
T T
1352 2400 1 1396 32,00
9] SOGIAL SECLRITY NUMBER (5 ITIALS 111) LAST RANE 112) GLABS 113) BERIAL T14) REMARKE
{15) SALARY RATE 1181 DAFS T HOURS {187 TB FRACTION nuer e RS 2] SALARY RATE 2% DAYE 4] HOURS: {25] TB FRACTION
] BOGIAL BECURITY MUMBER o0 ML T97) LAET RAME 73] CLABE 115 BEFGAL T14] REWARKE
(5} BALARY RATE 18] DAYS (17} HOURS 118) TB FRAGTION [T 170 8D 1R T2 SALRRY RATE %) DAYS 4] HOURS 125) T8 FRAGTION
ADDITIOMAL COMMENTS T PAMENT TYPE %) ru‘:;LrEMr ;:‘;E;x._ u:‘|-£;:l.
BD - EHET
OFFERENTIAL N .
R - ROLL GE0E T30 3200

| HEREEY CERTIFY UNDER PENALTY OF PERJURY THAT ATTEMDAMNCE AND PAYROLL DATA STATED HEREIM IS
CORRECT, COMPLETE, AND IN ACCORDANCE WITH ALL LAWS AND REGULATIONS

(29) BATCH TOTALS - COMSIME TOTALS FROM "PAYMENT SHOULD BE”
COLUMNS ON ALL PAGES AND ENTER ON BATCH ENTRY SCREEN.

SOMNATURE E\,

DATE

05/162022

TOTAL BALARY TOTAL TOTAL TOTAL
RATES OAYS HOURS EMPLOYEES
7395 | | 3200 1

** PAY ADJUSTMENT REQUEST FORM (STD. 683)**

PIP Keying Guide for Adjustments
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Step 2:

Open PIP keying and press ENTER

Step 3:

TAB down to ACTN at the bottom of the screen and type ENT for BATCH ENTRY, then press
ENTER

PIPFOO1 TIME & ATTENDANCE MENU 05/11/22 09:09:05

ENTER AN ACTION COMMAND OR PLACE AN 'X' BEFORE THE ACTION
BATCH UPDATE ACTIONS BATCH INQUIRY ACTIONS
ENT BATCH ENTRY EI EMPLOYEE INQUIRY

SEL BATCH SELECTION DIR BATCH DIRECTORY
BCH BATCH INQUIRY

MISCELLANEOUS ACTIONS

OFF SIGNOFF
HLP HELP

LAS LEAVE ACCOUNTING

PRINT DESTINATION:

PAY PER

PIP Keying Guide for Adjustments 17



Step 4:

Input the following information from the STD. 683 form on the Batch Entry home screen:

1.) Inthe ENTERED column put the TRANS COUNT (number of employees processing pay
for)

2.) In the ENTERED column put the total amount of HOURS to be keyed in the batch

3.) In the ENTERED column put the total of all SALARY RATE to be keyed in this batch

4.) TAB down to ACTN at the bottom of the screen and type ADJ

5.) Press ENTER

PIPF200U BATCH ENTRY 05/10/22 12:27:31

BATCH ID RU ROLL CODE PAY PER G TO

PAY CENTER ID PD CREATE DATE BATCH STATUS
USER DCR PROCESS DATE BATCH BALANCE STATUS

TOTALS ENTERED COMPUTED DIFFERENCE
TRANS COUNT

DAYS

HOURS

RATE

ALTERNATE FUNDING
NUMBER NUMBER CODE NUMBER
AGY RU AGY RU SER AGY RU

DC980526 Enter Data For New Batch
ACTN BATCH SSN

TTH o1

PIP Keying Guide for Adjustments 18



Step 5:

On the Pay Adjustment Entry screen enter the following:

1.) Input the Agency (AGY), Unit (RU) and Pay Period information

2.) Complete the employees personal information by inputting their SSN, Name and Class
and serial number (the serial number must be the serial that the payment is to be
issued out of or the Adjustment will reject)

3.) Input the Salary Rate that the employee was originally paid at

4.) Input the Hours that the employee was originally paid for

5.) Input the Payment Type (overtime is 1)

6.) Input the Salary Rate

7.) Input the Adjusted hours

PIPF305U PAY ADJUSTMENT ENTRY 05/10/22 12:29:05
DC280155 Batch Added
AGY 051 RU 220 PAY PER O 02 22 RPT PG BATCH ID 3766140

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

oK S NAME CLASS SERTAL
SAL RATE HOURS TBFRAC PT sSD RC SAL RATE TBFRAC

24 .00 000000 1 73 .96 32 . 000000
000000 000000
000000 000000

000000 [eJeJe]e]e]e)
000000 000000
000000 000000

000000 000000
000000 000000
000000 000000
DC980549 Add Transactions
ACTN SSN PAY PER

TTH
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Step 6:

Press F6 to save your Batch. (This step will take you to the Home Screen)

PIPF200U BATCH ENTRY 05/10/22
DC980552 Previous Changes Updated And Batch Is Saved
BATCH ID 3766140 AGY RU ROLL CODE PAY PER PGS TO

PAY CENTER ID PD CREATE DATE 05 10 22 BATCH STATUS SAV
USER DCR PROCESS DATE BATCH BALANCE STATUS IN

TOTALS ENTERED COMPUTED DIFFERENCE
TRANS COUNT

DAYS

HOURS

RATE

ALTERNATE FUNDING
NUMBER NUMBER CODE
AGY RU AGY RU SER

DC980520 Batch In Balance
ACTN BATCH

TTH

Step 7:

What was input on Step 4 in the ENTERED column should match the COMPUTED column. There
should be no DIFFERENCE between the two.

**F5 to close your Batch for processing on the next pay cycle**
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PAYMENT TYPE 2 (SHIFT DIFFERENTIAL) ADJUSTMENTS

Scenario 1: Adjustment to Time Worked

Step 1:

Complete STD. 683 form to reflect what the employee was paid and also, what should be paid.

ETATE OF CALFORRA Clear Print
DO MOT SUBMIT TO SCO — SEE FPM SECTION K frp— ey PAY PERIOD 78 BATOH 1D
5TD B3RV, 12 51 mni mTeE 4] NDMTH |5 YEAR
VALID PAYMINT TYPEE: — 5 NG = ] TRMTALS
©'- REGLLAR [RTEMATTENT) L - ETUDERT ASSISTAKT {C5U] e
1- OVERTIVE L- TRAINEE [C5U) 051172022 MR
2- SMIFT OFFERENTIAL L.- YOUTH SUMMER MDHTS)
FPAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
1] SOTIAL SECLRITY RUMBER 1) TIALS {11 LAST MAME |1I) CLASS {1 SERML (14} REMARST
999.99.0090 1 DO 962 906 ADJUSTMENT Tt TIME
153 EALAREF RATE B CovE 1i7) HCURE 11} 70 FRACTION 15 PT A ED FIL 23} SALAY RATE T DAFE | ) HOURS 15 70 FRACTION
1}50 125500 2 N b5 134 00
1] SOCIAL SECURITY NUMBER \) PATIALS 11T LAST MAME 1) CLASS 112) SERWL T4} REMARSS
\T5) SALARF RATE 5 CAvs Ti71 HOURS 118) 0 FRACTION 1T PT ] =1} RO 331 SALARY RATE TICATS | o HouRs V51 10 FRACTION
' ' '
1
1] SO0 SECIRITY RUMBER 1) FATIALE T AT MAlE i3 CLaEs e T} REMARSE
153 SALAREF RATE TE) Covs 7] ROLURE T1E) 70 FRACTION T BT L FILE ) SALAAY RATE TIIOAFE ] o HOuRS V1 70 FRACTION
'
1 " H 1
ADCATHORAL COMMENTS 3] TOTAL SALARY T TOTAL 2 TOTAL
P - FAYMEKT TVRE PATE Cwrs [
- SHFT
DFFERENTIAL o e
RO - ROLL DOGE B.50 13400
' '
| HEREEY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND FAYROLL DATA STATED HEREIN |15 (29) BATCH TOTALS - COMEINE TOTALS FROM "PAYMENT SHOULD BE™
CORRECT, COMPLETE, ARD I ACCORDAMCE WITH ALL LAWS AND REGULATIONS COLUKMHS ON ALL PAGES AMD EMTER OM BATCH ENTRY SCREEMN.
HGRATLRE DWIE TOTAL SALARY TaTAL TOTAL TaTAL
aTES Cays woums CWPLOYIES
/69 e AT —— — o —
o | E 1

**PAY ADJUSTMENT REQUEST FORM (STD. 683)**
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Step 2:

Open PIP keying and press ENTER

Step 3:

CTRL down to ACTN at the bottom of the screen and type ENT for BATCH ENTRY, then press
ENTER

PIPFOO1 TIME & ATTENDANCE MENU 05/11/22 09:09:05

ENTER AN ACTION COMMAND OR PLACE AN 'X' BEFORE THE ACTION
BATCH UPDATE ACTIONS : BATCH INQUIRY ACTIONS
ENT BATCH ENTRY EI EMPLOYEE INQUIRY

SEL BATCH SELECTION DIR BATCH DIRECTORY
BCH BATCH INQUIRY

MISCELLANEOUS ACTIONS

OFF SIGNOFF
HLP HELP

LAS LEAVE ACCOUNTING

PRINT DESTINATION:

PAY PER
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Step 4:

Input the following information from the STD. 683 form onto the Batch Entry home screen:

1.) In the ENTERED column put the Trans Count (number of employees processing pay for)
2.) In the ENTERED column put the Total amount of HOURS to be keyed in this batch

3.) In the ENTERED column put the Total of all Salary Rates to be keyed in this batch

4.) CTRL down to ACTN at the bottom of the screen and type AD)J

5.) Press ENTER

PIPF200U BATCH ENTRY
BATCH ID AGY RU ROLL CODE PAY PER

PAY CENTER ID PD CREATE DATE
USER MMR ROCESS DATE BATCH BALANCE STATUS

ENTERED COMPUTED DIFFERENCE
COUNT 0

O
ALTERNATE FUNDING
CODE MBER 0 NUMBER CODE
AGY RU SER AGY RU SER

DC980526 Enter Data For New Batch
ACTN _ BATCH SSN PAY PER
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Step 5:

On the Pay Adjustment Entry screen enter the following:

1.) Input the Agency (AGY), Unit (RU) and Pay Period information

2.) Complete the employees personal information by inputting their SSN, Name and Class
and Serial number (the serial number must be the serial that the payment is to be
issued out of or the Adjustment will reject)

3.) Input the Salary Rate that the employee was originally paid at

4.) Input the Hours that the employee was originally paid for

5.) Input the Payment Type (Shift Differential is 2)

6.) Input the Shift Differential only if needed

7.) Input the Salary Rate

8.) Input the Adjusted hours

PIPF305U PAY ADJUSTMENT ENTRY 05/16/22
DC980155 Batch Added
AGY 051 RU 201 PAY PER O 05 22 RPT PG BATCH ID

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

OK SSN NAME CLASS SERIAL
SAL RATE DY HOURS TBFRAC PT SD RC SAL RATE DY HOURS TBFRAC

1.50 O )0 2 M 1.50 134.00

DC980549 Add Transactions
ACTN
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Step 6:

Press F6 to save your Batch. (This step will take you to the Home Screen)

PIPF ( BATCH ENTRY
DC980160 Batch Saved
BATCH ID 3765479 AGY RU ROLL CODE PAY PER PGS

PAY CENTER ID PD CREATE DATE 05 10 22 BATCH STATUS SAV
USER MMR PROCESS DATE BATCH BALANCE STATUS IN

ENTERED COMPUTED DIFFERENCE
1 1

HOURS
RATE
GRO
STD

UMBER CO MBER ) UM ) JIMBER
AGY RU SER AGY RU SER AG A SER AGY RU

DC980520 Batch In Balance
ACTN BATCH = PAY PER
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Step 7:

What was input on Step 4 in the ENTERED column should match the COMPUTED column. There
should be no DIFFERENCE between the two.

PIPF 0 BATCH ENTRY
DC980159 Batch Closed
BATCH ID 3765479 AGY ROLL CODE PAY PER

PAY CENTER ID PD Z x DATE 05 10 22 BATCH STATUS CLS
USER MMR > DATE BATCH BALANCE STATUS IN

COMPUTED DIFFERENCE
1

ALTERNATE FUNDING
O UMBER CODE Y 0 MBER
SER AGY RU SER AGY R SER AGY RU SER

DC980520 Batch In Balance
ACTN BATCH = PAY PER

**F5 to close your Batch for processing on the next Pay Cycle**

PIP Keying Guide for Adjustments 26



Scenario 2: Adjustment to Salary Rate

Step 1:

Complete STD. 683 form to reflect what the employee was paid and also, what should be paid.

STATE OF CALFORNA Clear Print
DO NOT SUBMIT TO SCO - SEE PPM SECTION K Jrp— Jr— PAY FERIOD {81 BATCH 1D
STO 83 (REV. 13N a5l | ) THPE 4] BT 5 FEAR
VALD PATMINT TYPEE R —— il 05 P ] (TIOATE KEYED 1B MIMALS
- REGLULAR INTERMITTENT) L - STUDENT ASSISTANT CSU| z Sp—
1- OVERTIME L - TRAIKEE [C5U) 051 172022 MR
- SeFT DFFEREMTAL L - YOUTH SUMMER MD C2U)
PAYMEMT PER WARRANT REGISTER. | FAYMENT SHOULD BE
] SOOAL SECLRITY RUMBER 193] TIALS 11 LAST MAME 11 DLASS: 1) SERAL T PP,
095900000 11 W) P2 S AMMUSTMENT TO SALARY
| ) SALARE RATE 18] CAYS |17) HOURS. {18 7O FRACTION 2 FT ) 5D = \ZE} BALART RATE 23 DT Il My L ] I PPRACTIY
100 128,00 2 N (B | 1200
3] SO0OAL SECURITY NULBLR %3] MTIALE {11 LAST MALE {13 CLAss {17 SERL 114} REMARSS
{ 1) SALARY RATE 1169 DAYS I'?Illﬂ.ﬂ-} {18) TH FRACTION ) FT ) 5D RO Iii,im'fq.'uTE 23] D#TS _)l-III:I.IE {5) TH FRACTION
' ' '
' ' '
T SO0AL SECLRITY RUGBER 9] FATIALS T LAST WARE 1) CLAeS: I3 SRR 1) FEMRRRS
{15 SALARY RATE 116 DAYE 197] HOURS {18 TR FRACTION ) PT &y 5D [FTL = (33} SALARY RATE [EET-= e DURE {3 TH FRACTION
'
1 ' 1
AL THRAL COMME M TS (28] TOTAL SALART {&T) TOTAL (3 TOTAL
FT - FAYMENT TYPE RATE DWAYS, RS
- SHFT T
DFFEREMTIAL - b
RO - ROLL CODE £.50 12800
' '
I HEREEY CERTIFY UNDER PEMALTY OF PERIURY THAT ATTENDAMNCE AND FAYROLL DATA ETATED HEREIM 15 (29} BATCH TOTALS - COMBINE TOTALE FROM "PAYMENT SHOULD BE™
CORRECT, COMPLETE, AND I ACCORDMNCE WITH ALL LAWS AND REGULATIONS COLUKMNS ON ALL PAGES AMD ENTER ON BATCH ENTRY SCREEN.
LGRATURE IR I T TOTAL TOTAL TOTAL
RATES DTS [T ] EMFLOTEES
b -4 5111/2022 4 =
vso | | 1zmoal | 1

**PAY ADJUSTMENT REQUEST FORM (STD. 683)**
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Step 2:

Open PIP keying and press ENTER

Step 3:

TAB down to ACTN at the bottom of the screen and type ENT for BATCH ENTRY, then press

ENTER

PIPFOO1

ENTER AN ACTION COMMAND OR PLACE AN 'X'
BATCH UPDATE ACTIONS BATCH

ENT
SEL

BATCH ENTRY
BATCH SELECTION

EI
DIR
BCH

MISCELLANEOUS ACTIONS

OFF
HLP

SIGNOFF
HELP
LAS LEAVE ACCOUNTING

PRINT DESTINATION:

PIP Keying Guide for Adjustments

TIME & ATTENDANCE MENU

05/11/22 09:09:05

BEFORE THE ACTION

INQUIRY ACTIONS

EMPLOYEE INQUIRY
BATCH DIRECTORY
BATCH INQUIRY

PAY PER
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Step 4:

Input the following information from the STD. 683 form onto the Batch Entry home screen:

1.) In the ENTERED column put the TRANS COUNT (number of employees processing pay

for)

2.) In the ENTERED column put the total amount of HOURS to be keyed in the batch
3.) In the ENTERED column put the total of all SALARY RATE to be keyed in this batch
4.) TAB down to ACTN at the bottom of the screen and type ADJ

5.) Press ENTER

PIPF200U BATCH ENTRY

BATCH ID RU ROLL CODE PAY PER

PAY
USER

CENTER
MMR

ID PD CREATE DATE

PROCESS DATE
ENTERED COMPUTED
COUNT 0

8]

ALTERNATE FUNDING

eln] NUM

AGY RU

UMBER
AGY RU

IUMBER

SER AGY RU SER

DC980526 Enter Data
ACTN BATCH

New Batch

SSN

For

PIP Keying Guide for Adjustments

BATCH
BATCH BALANCE

STATUS
STATUS

DIFFERENCE

0

1BE

SER AGY RU SER

PAY PER
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Step 5:

On the Pay Adjustment Entry screen enter the following:

1.) Input the Agency (AGY), Unit (RU) and Pay Period information

2.) Complete the employees personal information by inputting their SSN, Name and Class
and serial number (the serial number must be the serial that the payment is to be
issued out of or the Adjustment will reject)

3.) Input the Salary Rate that the employee was originally paid at

4.) Input the Hours that the employee was originally paid for

5.) Input the Payment Type (Shift Differential is 2)

6.) Input the Shift Differential only if needed

7.) Input the Salary Rate

8.) Input the Adjusted hours

PIPF305U PAY ADJUSTMENT ENTRY 05/16/22 07:57:51
§: 155 Batch Added
f 051 RU 201 PAY PER 0O 05 22 RPT PG BATCH ID 3771434

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

OK SSN NAME CLASS SERIAL
SAL RATE DY HOURS TBFRAC PT SD RC SAL RATE DY TBFRAC

1.00 2 0 2 N 1.50

DC980549 Add Transactions
ACTN =S PAY PER
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Step 6:

Press F6 to save your Batch. (This step will take you to the Home Screen)

BATCH ENTRY
Batch Saved
BATCH ID 3765395 AGY RU ROLL CODE PAY PER

PAY CENTER ID PD CREATE DATE 05 10 22 ATC >TATUS SAV
USER MMR PROCESS DATE BATCH ALAN N

ENTERED COMPUTED
1 1

\LTERNATE FUNDING
JIMBER 0D NUMBER CODE Y 0 MBER
AGY RU SER AGY RU SER AGY RU SER AGY RU SER

DC980520 Batch In Balance
ACTN BATCH PAY PER
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Step 7:

What was input on Step 4 in the ENTERED column should match the COMPUTED column. There
should be no DIFFERENCE between the two.

PIPF200U BATCH ENTRY
DC980159 Batch Closed
BATCH ID 3765395 AGY RU ROLL CODE PAY PER

PAY CENTER ID PD CREATE DATE 05 10 A STATUS CLS
USER MMR PROCESS DATE STATUS IN

ENTERED COMPUTED
1 1

ALTERNATE FUNDING
UMBER CODE
AGY RU SER AGY RU SER AGY RU

DC980520 Batch In Balance
ACTN 3ATCH SSN PAY PER

**F5 to close your Batch processing on the next Pay Cycle**
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Scenario 3: Adjustment to Time Worked & Salary Rate

Step 1:

Complete STD. 683 form to reflect what the employee was paid and also, what should be paid.

STATE OF CALFORMA Clear Print
DO NOT SUBMIT TO SCO - SEE PPM SECTION K p— [ FAY PERIOD 8 BATOH 1D
STD 683 (REV. 130 051 il TFE 4] MOMTH 150 FEAR
VALID PATMENT TYPES: — = G = 71 DATE RETED TR HTALS
D- REGLLAR [NTERMTTENT) L - STUDENT ASSISTANT C5U| z TN
1- DVERTIME L - TRAINEE (TS5 051 /2022 ME
3- SHIFT OFFERENTIAL L - ¥OLITH SUMMER MO TS
PAYMENT PER WARRANT REGISTER FAYMEMNT SHOULD BE
3] SOOAM. SECLUSRITY MULBER 193] MTIALS {11 LAST MAkE i OLASE {17 SEReL (14} REMARES
595990000 11 DOF i a6 ADIUSTMENT TO TIME AND SALARY
115) SALARY RATE 15| DAYS. 7] HOURS 18] TH FRACTION ) PT ) 50 T} R (33} SALARY RATE 31 DAYE | i moums 15 70 FRACTIGN
o0 12500 2 M [ | BT
_IIEQ:H.I:LRTV}I.;:H 193] MITIALS {11 LAST MAME I CLASS HETE=-=_T"} 14} REMARSS
151 SALART FATE TIE CATS T71 RCURS T8} TO FRAC TN T PT 0 50 =8 R 33 SALARY FATE TIIGAYS | ) HOuRS T 70 FRAC TION
f 1 '
1 1 1
3] SOOA SECLSRITY MULBER 193] MTIALS {1 LAST AL i OLASE HETE=-="T"18 (14} REMARES
{15 SALARY RATE (16 DAYS I'?Illﬂ.ﬂ-s {18 TO FRACTION iy PT ) 5D ZpRC I::_iWEﬁ?ﬂ 23] DS R‘I'I:\.IE {25 TH FRACTION
1 1 T
ACCITIORAL COMMENTS 341 TOTAL SALAREY T TOTAL {38 TOTAL
PT - FAYMERT TVPE RATE Cwrs HOURS
50 - SHFT
DFFERENTIAL 4 ok
RO - ROLL COOE £.50 14000
' '
| HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND FAYROLL DATA STATED HEREIN IS (29] BATCH TOTALS - COMEINE TOTALE FROM "PAYMENT SHOULD BE™
CORRECT, COMPLETE, ARD N ACCORDAMCE WITH ALL LAWS AND REGULATIONS COLUMMS ON ALL PAGES AMD ENTER OM BATCH ENTRY SCREEM.
SICRATURE TR TOTAL SALARY TOTAL TOTAL TOTAL
RATES DTS IOURS EMPLOTEL 5
g7 74 501 172022 4 T
pso | | ranoo | 1

** PAY ADJUSTMENT REQUEST FORM (STD. 683)**
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Step 2:

Open PIP keying and press ENTER

Step 3:

TAB down to ACTN at the bottom of the screen and type ENT for BATCH ENTRY, then press
ENTER

PIPFOO1 TIME & ATTENDANCE MENU 05/11/22 09:09:05

ENTER AN ACTION COMMAND OR PLACE AN 'X' BEFORE THE ACTION
BATCH UPDATE ACTIONS : BATCH INQUIRY ACTIONS
ENT BATCH ENTRY EI EMPLOYEE INQUIRY

SEL BATCH SELECTION DIR BATCH DIRECTORY
BCH BATCH INQUIRY

MISCELLANEOUS ACTIONS

OFF SIGNOFF
HLP HELP

LAS LEAVE ACCOUNTING

PRINT DESTINATION:

PAY PER
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Step 4:

Input the following information from the STD. 683 form on the Batch Entry home screen:

1.) In the ENTERED column put the TRANS COUNT (number of employees processing pay
for)

2.) In the ENTERED column put the total amount of HOURS to be keyed in the batch

3.) In the ENTERED column put the total of all SALARY RATE to be keyed in this batch

4.) TAB down to ACTN at the bottom of the screen and type ADJ

5.) Press ENTER

PIPF200U BATCH ENTRY
BATCH ID AGY RU ROLL CODE PAY PER

PAY CENTER ID PD CREATE DATE ATCH STATUS
USER MMR PROCESS DATE BATCH BALANCE STATUS

ENTERED COMPUTED DIFFERENCE
COUNT 1

HOURS 140.00
ATE -

UMBER CODE
AGY RU SER AGY RU SER AGY RU SER

DC980526 Enter Data For New Batch
ACTN — BATCH SSN PAY PER
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Step 5:

On the Pay Adjustment Entry screen enter the following:

1.) Input the Agency (AGY), Unit (RU) and Pay Period information

2.) Complete the employees personal information by inputting their SSN, Name and Class
and serial number (the serial number must be the serial that the payment is to be
issued out of or the Adjustment will reject)

3.) Input the Salary Rate that the employee was originally paid at

4.) Input the Hours that the employee was originally paid for

5.) Input the Payment Type (Shift Differential is 2)

6.) Input the Shift Differential only if needed

7.) Input the Salary Rate

8.) Input the Adjusted hours

PIPF305U PAY ADJUSTMENT ENTRY 05/16/22 07:57:51
DC980155 Batch Added
AGY 051 RU 201 PAY PER 0O 05 22 RPT PG BATCH ID 3771434

TIME PAID PER WARRANT REGISTER TIME TO BE PAID SHOULD BE

OK SSN NAME CLASS SERIAL
SAL RATE DY TBFRAC PT sD RC SAL RATE DY HOURS TBFRAC

1.00 28.00 0 2 N 1.50 140.00

DC980549 Add Transactions
ACTN _
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Step 6:
Press F6 to save your Batch. (This step will take you to the Home Screen)

PIPF BATCH ENTRY
DC980 Batch Sawved
BATCH ID 3765597 AGY RU ROLL CODE PAY PER PGS TO

PAY CENTER ID PD CREATE DATE 05 10 7 BATCH STATUS SAV
USER MMR PROCESS DATE BATCH BALANCE STATUS IN

ENTERED COMPUTED DIFFERENCE
1 1
0
HOURS 140.00 140.00

TE . 1.:°

TERNATE FUNDING =
NUMBER 0 IBER CODE oD NUMBER
AGY RU AGY RU SER AGY RU AGY RU

DC980520 Batch In Balance
ACTN BATCH PAY PER
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Step 7:

What was input on Step 4 in the ENTERED column should match the COMPUTED column. There
should be no DIFFERENCE between the two.
PIPF200U BATCH ENTRY

DC980159 Batch Closed
BATCH ID 3765597 AGY ROLL CODE PAY PER

PAY CENTER ID PD LEA DATE 05 10 22 BATCH STATUS
USER MMR ) SS DATE BATCH BALANCE STATUS IN

ENTERED COMPUTED DIFFERENCE
COUNT 1 1 0
( 0

UMBER CODE
AGY RU SER AGY RU SER AGY RU

DC980520 Batch In Balance
ACTN BATCH = PAY PER

**F5 to close your Batch for processing on the next pay cycle**
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PAYMENT ADJUSTMENT REQUEST FAQ

1. Q:
A:
2 Q:
A:
3 Q:
A:
4 Q:
5 Q:
A:
6 Q:
A:
7 Q:
A:

What is the purpose of the STD. 683 form?

The STD. 683 form is used for processing by HR offices and or stakeholders. The
purpose of this form allows agencies to process adjustments to specific payment
types previously issued.

**This form is for internal use only and is NOT to be submitted to SCO**
How far back can payments be processed using this form?

Pay period prior to current month plus 12 months. Anything older than 12
months from the current pay period must be submitted on a STD. 674 form.

What Payment Types can be processed on this form?

Valid Payment types to be processed using the STD. 683 form are: payment type
0 — Regular (intermittent), 1 — Overtime (including 1F and 1S), 2 — shift
differential, Y — out of state and L (CSU) — Student assistant/trainee/youth
summer aid.

Which position number do | use when keying Overtime and Shift Differential
payments?

You must use the position/serial number that the pay originally issued out of.
What Programs are used for processing?

Adjustments to pay previously issued are to be processed via SCO — PIP using
form STD. 683.

Where can the STD.683 form be located?

The STD. 683 Payment Adjustment Request form is available on the DGS web site
under the California Statewide Forms Directory.

What sections of the PPM refer to PIP keying and how to process the 683?

Section D 004: Pay Adjustments (pages 8 —9) PPM: Section D - Attendance
(ca.gov) and PPM Section K PPM: Section K - PIP System Instructions (ca.gov).

Please see the References section of this Tool Kit for further instruction as to
where you may obtain information regarding the STD. 683 and PIP keying
instructions.
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https://sco.ca.gov/Files-PPSD/PPM/ppm_section_d_attendance.pdf
https://sco.ca.gov/Files-PPSD/PPM/ppm_section_d_attendance.pdf
https://sco.ca.gov/Files-PPSD/PPM/ppm_section_k_pip_sys_instruc.pdf

10.

11.

Who do | contact regarding questions pertaining to STD. form 683 and PIP
processing, that | am unable to locate the answers too?

Please reach out to the Customer Contact Center (916) 372-7200. Use the
phone tree directory PPSD Statewide Customer Contact Center - Call Directory

I need to enter Time Worked as days. How do | unlock the fields in PIP to do
so?

Press F9 while in the batch to unlock the fields for Time Worked.

Is both the payment type and shift differential code needed when processing
an adjustment to Shift Differential?

Yes, the payment will reject if both are not input on the PIP keying screen.

Can | process FLSA adjustments (Payment Type 1, Pay Suffix F) using STD. 683
and PIP keying?

Yes, FLSA adjustments can be processed via PIP keying. There is one exception
found in the PPM Section D 004.20:

“When an overtime payment is issued without Payment Suffix F, (e.g. Earnings ID

OT6 or OT9), do not use form STD. 683 to adjust the payment to reflect special
computed rate with Payment Suffix F (e.g., Earnings ID OF6). Submit form STD.
674 to SCO.”

PIP Keying Guide for Adjustments
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https://www.sco.ca.gov/ccc_calltree.html
https://sco.ca.gov/Files-PPSD/PPM/ppm_section_d_attendance.pdf

STD. 683 EXAMPLES

Two Employees on One STD. 683 — Overtime Adjustment to Time Worked
PAY ADJUSTMENT REQUEST

DO NOT SUBMIT TO SCO -- SEE PPM SECTION K (1) AGENGY 2 UNIT PAY PERIOD | (6] BATGH 1D
STD 683 (REV, 10/2018) 051 220 (3} TYPE (4] MONTH 5 vERR | 3765906
VALID PAYMENT TYPES: = — - ey
¥ - OUT OF STATE 0 01 2022 {T) DATE KEYED (8) INITIALS
O - REGULAR (INTERMITTENT) L - STUDENT ASSISTANT (L) - B -\
1 - OVERTIME L - TRAINEE (C5L) 05/09/2011 DCR
2 - SHIFT DIFFERENTIAL L - ¥OUTH SUMKMER AID (CSU)
PAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
(9) SOCIAL SECURITY NUMBER 110) INITIALS {11) LAST NAME (12) CLASS [13) SERIAL (14) REMARKS
999-99-9999 1 DOE 6265 901 OVERTIME ADJUSTMENT TO TIME WORKED
(15) SALARY RATE [16) DAYS {17) HOURS {98) T8 FRACTION 19) PT 120) SO @1 RC (22) SALARY RATE (23) DAYS (24) HOURS (25) T8 FRAGTION
T T T T
69409 34400 69,09 36,00
i i i i
| | | |
| i i |
1 1 1 1
(9) SOCIAL SECURITY NUMBER 110) INITIALS {11) LAST NAME (12) CLASS (13) SERIAL (14) REMARKS:
BER-RB-BRRB CR DOE 9662 201 OVERTIME ADJUSTMENT TO TIME WORKED
SALARY RATE [16) DAYS (17) HOURS {18) TB FRACTION (13 PT (20) 8D (21 RC (22) SALARY RATE (23) DAYS (24] HOURS [25) TB FRACTION
86.60 6,50 86,60 14,50
5773 12,50 57,73 13,75
| | | |
| | | |
|8} SOCIAL SECURITY NUMBER {10) INITIALS {11) LAST NAME (12) CLASS {13) SERIAL (14) REMARKS.
(15) SALARY RATE [16) DAYS {17) HOURS {18) T8 FRACTION 19} PT (20) D @ RC (22) SALARY RATE {23) DAYS 124] HOURS (25) T8 FRAGTION
: : : :
1 1 1 1
i i i i
| | | |
| | | |
I ] ] I
ADDITIONAL COMMENTS (26) TOTAL SALARY (27) TOTAL (28) TOTAL
FT - PAYMENT TYFPE RATE DAYS HOURS
S0 - SHIFT T T
DIFFERENTIAL ! !
REC - ROLL CODE 213,42 6425
| |

| HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND PAYROLL DATA STATED HEREIN IS

CORRECT, COMPLETE, AND IN ACCORDANCE WITH ALL LAWS AND REGULATIONS

(29) BATCH TOTALS - COMBIME TOTALS FROM "PAYMENT SHOULD BE"
COLUMNS ON ALL PAGES AND ENTER ON BATCH ENTRY SCREEN,

SIGNATURE Digitally signed by DASHAVON DATE TOTAL SALARY TOTAL TOTAL TOTAL
DASHAVON ROBERTSON ROBERTSON — RATES DAYS HOURS EMPLOYEES
& Date: 2022,05,16 08:58:31 -07'00' ' 213142 ‘ ‘ 64125 2
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One Employee on One STD. 683 — Adjustment to Salary for Payment Type 2
PAY ADJUSTMENT REQUEST

DO NOT SUBMIT TO SCO -- SEE PPM SECTION K (1) AGENCY ) uNIT PAY PERIOD (6) BATCHID
$TD €83 (REV, 10/2019) 051 201 (2) TYPE {4) MONTH {5) YEAR
VALID PAYMENT TYPES: v OUT OF STATE 0 05 55 {7) DATE KEYED (B) INITIALS
- REGULAR (INTERMITTENT) L - STUDENT ASSISTANT (CSU)
1= OVERTIME L - TRAINEE (GSU)
2- SHIFT DIFFERENTIAL L - YOUTH SUMMER AID (CSU)
PAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
9) SOCIAL SEGURITY NUMBER (10} INITIALS (11} LAST NAME (12) CLASS (13) SERIAL (14) REMARKS
399-99-9999 1 DOE 9662 906 ADJUSTMENT TO SALARY
(15) SALARY RATE (18) DAYS [17) HOURS (18) T8 FRACTION (181 PT {20) 5D {21) RG [22) SALARY RATE (23] DAYS | (24) HOURS {25) TB FRACTION
1,00 128,00 2 N .50 128.00
i | i i
1 1 1 1
| | [} |
| I 1 |
19) SOCIAL SECURITY NUMBER (10) INITIALS (1) LAST NAME (12) CLASS (13) SERIAL [14) REMARKS
{15) SALARY RATE (16) DAYS {17) HOURS {18 T8 FRACTION sy PT {20) 5D {21 RG (22) SALARY RATE {23} DAYS | (24) HOURS {25) TB FRACTION
i i i i
I I 1 I
i i i i
| | 1 |
i | i i
1 1 1 1
9) SOGIAL SEGURITY NUMBER (10 INITIALS {11} LAST NAME (12) CLASS (13) SERIAL {14) REMARKS
(15) SALARY RATE (18) DAYS (17) HOURS (18) T8 FRACTION (19 PT (20) 5D (21} RS (22) SALARY RATE (23)DAYS | (24) HOURS {25) TB FRACTION
i i i i
| | 1 |
i i i i
I I 1 I
1 1 1 1
| | 1 |
ADDITIONAL COMMENTS (26} TOTAL SALARY {27) TOTAL (28) TOTAL
PT - PAYMENT TYPE RATE DAYS HOURS
SD- SHIFT T :
DIFFERENTIAL ! !
RC-ROLL CODE 1.50 128,00
[} |

| HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND PAYROLL DATA STATED HEREIN IS
CORRECT, COMPLETE, AND IN ACCORDANCE WITH ALL LAWS AND REGULATIONS

(29) BATCH TOTALS - COMBINE TOTALS FROM "PAYMENT SHOULD BE"
COLUMNS ON ALL PAGES AND ENTER ON BATCH ENTRY SCREEN,

S|GMATURE DATE TOTAL SALARY TOTAL TOTAL TOTAL
W & 08/11/2022 RATES : DAYS HDURIS EMPLOYEES
PN ’ 1L50 ‘ | 128.00 I
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One Employee on One STD. 683 — Adjustment to Time and Salary for Payment Type 2

PAY ADJUSTMENT REQUEST
DO NOT SUBMIT TO SCO — SEE PPM SECTION K

(1) AGENCY ) UNIT PAY PERIOD (6)BATCHID
STD 683 (REV. 10/2018) 051 201 (3) TYPE (4) MONTH (5) YEAR
VALID PAYMENT TYPES: ¥ - OUT OF STATE 0 05 22 {T) DATEKEYED () NITIALS
0- REGULAR (INTERMITTENT) L - STUDENT ASSISTANT (CSU)
1- OVERTIME L - TRAINEE (GSU)
2 SHIFT DIFFERENTIAL L - YOUTH SUMMER AID (CSU)
PAYMENT PER WARRANT REGISTER PAYMENT SHOULD BE
8) SOCIAL SECURITY NUMBER (10) INTIALS (1) LAST NAME (12) CLASS (13) SERIAL (14) REMARKS
999-99-9999 17 DOE 9662 206 ADJUSTMENT TO TIME AND SALARY
(15) SALARY RATE (16) DAYS (17) HOLRS (18) TBFRACTION (18) PT (20) 5D 1) RC (22) SALARY RATE [3) DAYS (24) HOURS (25) TB FRACTION
1,00 128,00 2 N 1.50 140.00
8) SOGAL SECURITY NUMBER (10) INTIALS (11) LAST NAME (12) GLASS (13) SERIAL (14) REMARKS
(15) SALARY RATE (16) DAYS (17) HOURS (18) TBFRACTION (19) PT (20)SD (21)RC (22) SALARY RATE (23) DAYS (24) HOURS (25) TB FRACTION
) SOGAL SECURITY NUMBER (10) INTIALS [T1)LAST NAME (12) CLASS (1) SERAL (74) REMARKS
(15) SALARY RATE (16) DAYS (17) HOLRS (18) TBFRACTION (18) PT (20) D (21)RC (22) SALARY RATE 23) DAYS (24) HOURS (25) TB FRACTION
ADDITIONAL COMMENTS o P AYMENTTYPE (26) TOTAL SALARY (27[3)‘!k ng.m_ mH;.G TUQFLAL
SD- SHIFT
DIFFERENTIAL
RC - ROLL CODE 1.50 140.00

I HEREBY CERTIFY UNDER PENALTY OF PERJURY THAT ATTENDANCE AND PAYROLL DATA STATED HEREIN IS

CORRECT, COMPLETE, AND IN ACCORDANCE WITH ALL LAWS AND REGULATIONS

(29) BATCH TOTALS - COMBINE TOTALS FROM "PAYMENT SHOULD BE"
COLUMNS ON ALL PAGES AND ENTER ON BATCH ENTRY SCREEN.

SIGNATURE

=

Wered Boins

DATE

05/11/2022

TOTAL SALARY TOTAL TOTAL TOTAL
150 | | 14000 | 1
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