Payment Claims; Overpayments and Underpayments

Self-service Payment Claims — guide to Overpayments and Underpayments

This guide will show you what to do in the event of an overpayment, which may have arisen from an
incorrect or duplicate claim being made, or an underpayment where you have been paid less hours
than you worked.

If you have been overpaid the hours can be deducted from your pay for the following month. If the
amount of overpayment is too great to be recovered in one month you must contact your manager
to ask for the repayment to be made in instalments.

If you are a casual worker and have no further payments due you must contact your manager to
arrange for an alternative method of repayment.

Overpayment may arise where a claim has been made incorrectly, for example you worked 4 hours
but entered the hours incorrectly and mistakenly claimed 40. Or from a duplicate claim being made,
for example you claimed for the same day twice. If your manager realises you have made a mistake
they may return your claim to you for correction. If however your manager has approved your claim
before the mistake is noticed then the incorrect hours will be paid and you will have to make an
adjustment as shown below. You should always check your payment claims before and after
payment to identify errors. Itis your responsibility, as well as your manager's, to ensure claims are
made and paid correctly.

Underpayment may arise where hours have been claimed incorrectly, for example you worked 40
hours but entered the hours incorrectly and only claimed 4, or where you forgot to claim for a
particular date. Underpayments can be corrected by making an additional claim as explained in
underpayments section below.

Overpayment

Step 1 - Log into Oracle self-service and go to LCC Employee Self-Service/Self-service Payment Claims
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Step 2 — go to the appropriate section, e.g. overtime or standby. This form should be checked each

month to confirm payments have been made correctly. Your original incorrect claim will be

displayed here.

IMPORTANT; If

‘Online Claims - Casual/Fees/Additional Casual Work.

13-Mar-2011  €22510053203|Busines:

° pport Officer|PT1

06-Mar-2011  €22510053203|Bus|
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05-Mar-2011  €22510053203|Busines
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Online Claims - Standby
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In this example, the 4 hours have been claimed incorrectly as no hours were worked on this date and

the hours should not have been claimed and therefore need to be recovered. Once a claim has been

transferred into Payroll (i.e. the Updated column is Yes), it cannot be amended or deleted so to

recover the 4 hours, you must enter a minus claim as follows:

Step 3 — click on ADD to make a new claim to correct the mistake.

\

_Overtime/Extra Work At Own Job

Select Object: | Delete
Select Status Date Worked  Position
13:Mar-2011  €22510053203(Business Support Officer|PT1

Update Add

o

06-Mar-2011  €2251€ Business Support Officer|PT1

05-Mar-2011  C225101 Business Support Officer|PT1

Reason for Work

Finalising eLearning for Orade

Finalising eLearning for Orade

Finalising eLearning for Orade

Element Name Hours/Units Rate Updated

self service P487 OT 1_2555 4,00 Yes
P487 OT 1_2555 3,00 Yes
3,00 Yes

P487 OT 1_2555

Step 4 — complete the form as on original claim (same dates etc) but deduct the hours claimed

incorrectly by entering a minus sign before the hours. Enter reason worked as reason for correction.

See example below:

Online Claims - Overtime/Extra Work At Own Job
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Enter/amend detalls below by selecting field values from the search list.
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Cancel Apply
pad on keyboard

Step 5 — click on Apply and check details before submitting to your manager for approval.

The overpaid hours will be deducted from your next pay slip.

NB - If you do not enter a minus sign the hours will be paid again instead of being deducted.
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Underpayment

If hours have been underpaid simply ADD a new claim to claim the missing hours.

For example, if you have been paid 2 hours instead of 20 hours, you need to make an additional
claim for 18 hours, using same dates and details as original claim. If you have omitted to claim for a
particular date, simply add a new claim for that day.

There is a comments box on the Submit to Manager page where you can explain why you are
claiming additional hours or making a late claim.

Other possible reasons for over/underpayment:

e Incorrect rate claimed — deduct original claim and reclaim at correct rate

e Incorrect element used - deduct original claim and reclaim using correct element

o Time claimed in hours and minutes instead of using decimals — e.g. you worked two and a
half hours and claimed 2.30 instead of 2.50. You are owed 0.20 hours. Make a new claim for
0.20 hours.

e (Claiming weekend enhancement on a weekday - deduct original claim and reclaim at correct
rate

e (Claims being input and authorised twice — deduct duplicate hours

e Using bank holiday rate when the applicable date was not a bank holiday - deduct original
claim and reclaim at correct rate

Casuals

If you are a casual worker and not due for payment in the next pay period, you should contact your
manager to arrange repayment via HR & Payroll or alternatively contact Connect2HRPP direct.

Large Overpayments

If the overpayment is too big to be recovered in one go then you must contact your manager who
may arrange for the repayment period to be extended or will arrange recovery separately by HR &
Payroll.
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