
Shift Differential Process Changes 
Beginning June 28, 2009, new processes will be in place for employees receiving Shift 
Differential Pay. 

Authorization for using shift pay must be approved by the Department of Finance and 
Administration - Office of Personnel Management (DFA-OPM).  The required 
information related to shift eligibility must be entered in a table maintained by DFA-OPM 
before payments can be made.  For On Call Duty and Weekend Differential, the 
required information must be entered in the table before time sheet entries can be 
made.   

The following Wage Types will be used in AASIS for these processes: 

Wage Type Description Hours Percentage 

1212 Evening Shift 2:30 p.m. to 11:30 p.m. Up to 6% 
1239 Night Shift 11:00 p.m. to 8:00 a.m. Up to 12% 
1202 On Call Duty As specified on timesheet Up to 20% 
1221 Weekend Differential As specified on timesheet Up to 20% 
 

Attendance hours 

All non-exempt employees eligible for shift must have regular working hours 
(Attendance) entered on the timesheet in time pairs (From and To times). 

Wage Type 1212’s name has changed from Shift Premium to Evening Shift. This Wage 
Type will not be entered on the timesheet. Time pairs entered will identify the proper 
shift pay for eligible employees. 

Wage Type 1239 Night Shift is also identified by the time pairs entered. This wage type 
will not be entered on the timesheet. 

Wage Type 1018 Hazardous Duty formerly identified with Shift pay as Wage Type 1218 
will now be processed through Basic Pay, Infotype 0008, via a PA40 action and will no 
longer be allowed on a time sheet. 

Two new Wage Types are available for entry on the CATS timesheet when employees 
are eligible for On Call Duty (1202) or Weekend Differential (1221). Again, the use of 
these wage types are subject to approval by DFA-OPM. 

 



Exempt employees 
Exempt employees whose normal working hours coincide with Evening and Night shifts 
also have a new method of identification. Times after 24:00 are shown as displayed in 
time evaluation results. 

Two new work schedules have been created for Infotype 0007, Planned Working Times: 

 SH01- Evening Shift (2:30 (14:30) pm to 11:30 (23:30) pm) 

 SH02- Night Shift (11:00 (23:00) pm to 8:00 (32:00) am) 

All eligible employees must be assigned to the appropriate shift to receive payments.   A 
specified one-hour unpaid break has been identified within the work schedules as 
follows:   

SH01-Evening Shift - (6:00 (18:00) pm to 7:00 (19:00) pm) 

SH02-Night Shift - (4:00 (28:00) am to 5:00 (29:00) am)   

Temporary Absence Processing 
All employees’ absences for night shift should be entered as hours, not time pairs.  For 
all non-exempt employees working the evening shift, time pairs must be entered for all 
hours (absence and attendance). 

A temporary “work-around” will be necessary for a short period of time regarding 
absences for shift employees that occur after midnight .After reviewing the payroll 
simulation in order to process the shift pay for these absences, an Infotype 0015 
Additional  payments record must be created using wage type 1156. The differential pay 
must be manually calculated using the approved percentage, and entered in the 
Amount field. The date of origin will default to the last day of the pay period, so one 
Infotype 0015 record should be created for all Shift related absences in that period. A 
text note should be created within the infotype detailing the reason for this payment.  
Notification will be sent when this temporary procedure should be discontinued. 

Infotype 2010  
During the time transfer process, an Infotype 2010 record is created for each time sheet 
entry of Wage Types 1202 and 1221 reflecting the number of hours to be paid for these 
differentials.  

 


