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Welcome

Patriot:

a person who
loves, supports,
and defends
his or her country

and its interests with
devotion
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Military Pay (MIL)

e Eligible employees
receive regular pay for
the first 30 days of
active duty per fiscal
year.

— Afiscal year is from July
1 to June 30.

— The 30 day period is
cumulative.
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Who Is Eligible

* Employed by county for one year or longer.

e Are reserved members of the U.S. Armed
Forces, National Guard, or Naval Militia.

e Called to active duty of 180 calendar days (6
months) or less.

 No national or local emergency needs to
exist.
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Who Is Eligible

e All County employees who are National Guard
members going on active duty by order of the
Governor or by lawful order of a city, county,
or the federal government.

e No minimum length of County service is
required.

Note: One year of service includes any period of
active U.S. military service.
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Inactive Duty Training

 Does the County pay for inactive duty

training?

— Weekend drills
— SUTA or MUTA
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What Do Departments Send to HR for
Military Leave?

e Submit a Non-Medical
Leave of Absence
Request form to Human
Resources.

* Provide a copy of the
employee’s military
orders.
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NON-MEDICAL LOA REQUEST

Fleace Reiurm This Form To

County of Riverside
MNon-Medical Leave of Absence Request
Fat Pty Persocal a=d Edocal omal Lawse D=y
|sEcTion & T0 BE COMPLETED BY EMPLOYEE ]
Empi 2
Last Day Workao
Contac: Phone #

Empioyse Name
Diepartment Ciate of Hire
Joo Tiie
Contact Address

TVFE OF REGUEIT:
[uEw | Leave Dates: w

MINEary Loawe - Employes Regquedl (A cozy o he KiRany Osers musl be llctes)

Milltary Leawe - Spouse Requestiflegisieced Donestic Partner
18, copy of 58 Offciul Hodos cartying apoues/rg e coriethc parar wil b o3 baws 4o depdzras mont b afachsd |

Farconal Leave
Pleass exzlaln balow.

Edwostional Leave
Pl n s Eeabon afed allich ik il Socuma nion

Extied lisive dals 1!
Plausn aepiain balow:

Empicyos’s Signalure Dale

JECTION E.

TO BE COMPLETED BY DEPARTMENT

Leayes rot sxcesding 150420 nowrs” [ APFROVED [] AFPROVED WITH MODIFICATION (] MOT APFROVED

[Depending on B0 Exsban briml's Skcw

Leavas mpeading 150480 bous® (] RECOMMEND [] RECOMMEND APFROVAL [ o0 MOT RECOMMEND

{Resuias apescval b Human Ressuron] APPROVAL  WITH MODIFICATION APPROVAL
Explain Lo el bz Explain Loelly b

“Houwr Kot o ekl pore oos wres coed for s aeant

Desartmznt Head Tesigres Signaine Dot

SECTION C. TO EE COMFLETED BY HUMAN REEDURCES
[0 A7FRCVED [T A7FRCVED WITH BIOTIFICATION [T ROT AFFROVED

Coomememis:
Asget CECYHUman Rescurces DirscionDesignes Signature Daie
[P Human Resaurcas
ArikE RaEEn Zahii [T
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What Do Departments Send to
ACO Payroll?

* Nothing!
 ACO Payroll does not . P—
need a leave of absence 5

(LOA) form, military
orders or a military
leave earnings
statement (LES) during
the initial 30 day
period.
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Reporting Military Pay in Time and
Labor

 Timekeeper must change employee’s schedule
to a 5/40 work week.

 Departments report eligible employees by
reporting military time using the time
reporting code MIL.
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Military Pay & Paystub

e Military time (MIL) appears on the paystub
advice as non-worked time (NWT).

HOURS AND EAaBRNINGS
Curment Current YTD

el Tha st ] [ e e v 2 sy B s e -
B e T T p—— Sifese wli - FETLER RS = SRR RN ==
~JWT Non Worked Time 30.317

FLX Flexible Bemcfii J3IR.00D X, O, N
SCK Sick L] 2ET A9
HLX Holiday YWorked (Mo Reurement) L0 1,143,135
HOL Haoliday 00y 4509 98
COT County COwvertime 00 122329
DVT Dwvertime (00 3ol BT
FEG Regular 000 [4.876.55
LiMNA Uniform  Allowance k.00 [50.90
VAC Vacation OO0 2,IB3.55
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Holiday Pay for Military Pay

 Employees receiving
regular pay coded as
military pay (MIL)
will continue to
receive pay for the
holiday as time
reporting code HOL.
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Tracking Military Pay (MIL)

e ACO Payroll does not track military pay (MIL);
therefore the departments need to track the

employee’s total leave in calendar days within
a fiscal year.
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Tools for Tracking MIL

 Time & Labor Report (Report Time By TRC
Report) RVTLOOG6N.

* You can access the report by using the

following path: Home > Administer Workforce >

Capture Time and Labor > Reports > Reported Time by TRC
Report

e Dates prompts are required
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Military Differential Pay

e Eligible employees shall receive the difference
between their county base salary and their
military basic pay starting on the 315t day of
military leave each fiscal year.

— Afiscal year is from July 1 to June 30.
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Special Compensation

e ACO Payroll will stop
additional pay for:

— Uniform

— Bilingual

e ACO Payroll will

override the deduction
of:

— Survivor’s Benefit
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Reporting Military Differential Pay

 Departments report
eligible employees by
reporting military leave
accrual (MLA) using the
time reporting code
MLA in time and labor.
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What Do Departments Send to
HR and ACO Payroll?

 Approved Non-Medical Leave of Absence
(LOA) Request form.

* Complete copy of the military orders.

 Most current military leave earnings
statement (LES).
Important!

ACO Payroll cannot process military differential pay
(MLP) without the above information.
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What is ACO Payroll
Looking For?

e Non-Medical Leave of
Absence Request form
(LOA)

— |s the form completely
filled out?

— Has the request been
approved by the
Department Head?
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NON-MEDICAL LOA REQUEST

Fleace Reiurm This Form To

County of Riverside

Non-Medical Leave of Abssnce Request ik
Pt My Persosal a=2 Educal smal Liess Gk - S
|sEcTion & T0 BE COMPLETED BY EMPLOYEE ]

Empi #
Last Day Workzo
Confact Phona #

Empioyse Name
Diepartment Ciate of Hire
Joo Tiie
Contact Address

TVFE OF REGUEIT:
[uEw | Leave Dates: w

MINEary Loawe - Employes Regquedl (A cozy o he KiRany Osers musl be llctes)

Milltary Leawe - Spouse Requestiflegisieced Donestic Partner
18, copy of 58 Offciul Hodos cartying apoues/rg e coriethc parar wil b o3 baws 4o depdzras mont b afachsd |

Farconal Leave
Pleass exzlaln balow.

Edwostional Leave
Pl n s Eeabon afed allich ik il Socuma nion

Extied lisive dals 1!
Plausn aepiain balow:

Employaes Signatuie Dale

SECTION EB. TC BE COMPLETED BY DEPARTMENT

Lesawes not excesding 150420 nours” [ APFROVED [ AFPROVED WITH MODIFICATION [ 80T APFROA

[Depending on B0 Exsban briml's Skcw

Leavas mpeading 150480 bous® (] RECOMMEND [] RECOMMEND APFROVAL [ o0 MOT RECOMMEND
WITH MODIFIGATION APPROVAL

Explain Lo el bz Explain Loelly b

{Hzuies apeseeal Fom bunan Raescuron)  APPROVAL

Hour Kot 1 raiocha o s s o for s seant

D=

Denartment Haad Tesigres Signane
TO EE COMFLETED BEY HUMAN REEDURCES

SECTION C.
A ; A = 5o
o = [ 27FRCVED [T APFRCAVED WITH MOTIFICATION I WOT &PFROVED
Asget CECYHUman Rescurces DirscionDesignes Signature Daie
[P Human Resaurcas
ArikE RaEEn Zahii [T
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What is ACO Payroll
Looking For?

e Military orders

— Will the employee be on active duty or ordered
duty?

— Active and ordered duty dates
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Military Orders

REQUEST AND AUTHORIZATION FOR ACTIVE DUTY TRAININGAGTIVE DUTY TOUR I

PURPOSES: mmmdw-muhmnmmummnm-muamﬁwm tiied

PRINCIPAL
s uned o [Bacomes recond cony of Drers afer BUIREAGITANON, avibles resnrel i procure
Acaie lrm -u-.u.g-n-,-mumaﬁ
1o ofvilian ot dufy miTavy

ROUTINE USES; A copy of M order may be pn
NSCLOSURE iS5 VOLUNTARY, Howsid, wammwmmumwwmnwmpm-wmmm

1. MAME [Last, Firut, MY 2. GRADE 1 55N & BECURITY CLEARANCE
THGT

& PRESENT BTREET ADDRESS (W=7 T, STATE |

B LT OF ARGIGKUENT 10 LOCATION 4. FAS CODE

452 SECURITY FORCES 50 FFUU MARCH ARE, CA 925180000 U4LLPELD

for 298 ® dpn piun muth vt ima [0 Tl Diys]  TRACKING B 218164

2 bier e erdared do ACTTVATION {MOBILIZATION)

—

. WILL REPORT TO [Link wod ke
457 SECURITY FORCES 50 FFELD0, MARCH AR, CA

1% RELEASE SATE (77 VMV

[ 14, PERCHTING DaTA
(M

1 REMAANS  AUTH: AFRLAN 36-3001 [Fil vl vt aned covmpiulad slatamant of dur of cuty mittin 5 somoays

erciid DODPM sithorined beval G e 09 1 DRSS 00 SvaRESATy of JOvT qUTErs End mesL Soalect he el wincm e qu b
s whar mvmiaie. Ty e e pometunel fems (G, boows tckeis, s o e AFC

SEE NEXT PAGE FOR REMARKS

CrMTINLIED Ot SEXT FAGE |
13 MEAN COUE . MAN-CRY 1O
3% PER DEM 26 OTHER a7 T0TAL
Brapd 0 00 LR
28, v ARG ALLTR THAVEL Al
FPONA00 12 53| 525725 V6OAKE STRAS00 129 S941.00 5841 OM SB41.0H SB41 ON ST5TIS 2A

. FUMDS CERTIFYING . APPRACVING DFFIGIAL [Tres Aams gade, D54) 21 BIGMATURE

OFFICIAL CARY § COMNORS, LT OOL. 9516552000 “ELECTROMICALLY APPROVED®

23, DEPARTMENT OF THE AIR FORCE [Ever desigralion and locafion | TOW, FOR THE COMMANDER

o frmecipumTany

T3 AR MOBILITY WING, (AFRE) 7. AT KLY CF ATHENTIATHEN Y

MARCH AR, CALIFORNLA F2515-129% LIGA ,

"ELECTRONICALLY AFPROVED®

4. RESERVE ORDER MO | 35 DATE 30 CRSTRATITION.

ADO DR
D STATEMENT OF TOUR OF DUTY
i LOCATICN wioun sl 0o | MONTH [ WOUR fralf] Oy | MONTH | W0 OF TRAVEL

=

| merant ABANT
= a
| AT amirey

| 38 1 cutify ihai | Rave complad with e Tha CERTIFICATION I
| e ihis BT aew inse and comginte K this lour wns aiended undar ihe | 92, Mamoey iy Trie o g

| wanaiie our provsions, il was wilh Ty pror knowledge and consent. IF | o duly of o on
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What is ACO Payroll
Looking For?
e Leave and earning statement (LES)

— Employee’s basic pay per month
— Basic pay is used to calculate the differential pay
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Leave and Earnings Statement

[T

TRE VT
il

s ol b -
PEDYCTIONS

—i I

Type

DEFENSE FINANGE AND ACCOUNTING SERVIGE MILITARY LEAVE AND EARNINGS S TATEMENT
R s e e

=€

P& 0M oy

[TOTAL

LEAT 4 L L l.ﬂ.. L Pad [ T T
(5 e VIO | o T VT | el g 77D IR EIE
axey | it s AR
PAY =ﬂ7 B0 Dugn |[WHATip | Rt Al han . oy YT | TG

ATA A
THRIFT [ome Py st | e Py Commes | Siowe Pay Fotn | Spec Pay Cowend | e Pay fale | iec Pay Coment | Bomes Pay e | Somus Py Cormnl
S AVIMGE [] L] L] e ] -]
_!:f [ ] [

— 2 )

YTD DEDUCT  JTI848

i EMARKS:

YTD ENTITLE  147H.88

5 ]
SMCE 1 OCT 00 fOR SINCE ENTERING: MILITARY SERVICE)
TOTAL PERFORMANCE Fr 0t UTA U5 AFTP 00 FT/RIP 00 ATIADT 64
FHDA 000

AT DUITY GADY FIOR: TRAJ
TOLK CURRENT STATE QN
GROUP

1 eren
WOUR SGL DETNUCTION INCLUDES TRALMATIC WULRT PROTECTION [TSGLL
SPOUSE SGL) COVERAGE” 1100000
PUEASE VEREFY YOUS STATE OF LEGAL RESIDENCE FOR STATE NCOME
LAX PURPORE. CONTACT YOUR PAYROLL OFFICE TO FILE A MEW DD FORM
25 TO CHANGEESTARUSH THE CORRRGT STATE IMMEDIATELY.

F YOU FAVE 50 DAYS OR MORE ACTIVE DTY ON DR AFTER SEP 11, 2001

YOU T O THE IPOST 071 G BLL. SEE WWWLGHLL WA GOV
HOUBING DFFICLLTIES? SEE YOUR MRUTARY LEGAL ASSSTANCE
OFFICE OF CALL MILITARY ONEEDUSRCE AT 1300 32647

ACD
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Who Keys what?

e Employee Services:

— Keys leave into
PeopleSoft HRMS

e Department:

— Keys military leave
accrual (MLA) into Time
and Labor (starting with
the 315t day)

— While on extended
military leave the
employee’s schedule
needs to be changed to
5 days a week — 8 hours
a day
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Who Keys what?

 ACO Payroll:

— Runs a query to find all employees with
military leave accrual (MLA)

— Military differential pay (MLP) is keyed
once all support documents have been
received and the employee’s pay
difference is calculated

— Adjustments to the calculation will be
made if the employee receives an
increase or decrease in pay rate

b (]

[ VLA
[ [ ‘
( v iy, iy iy, ’
j - —— Ty
y
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Differential Pay Example

* County pay:
S34.66/hour

— $34.66 x 80 hours =
$2772.80 /week

— $2772.80 / 14 days =
$198.06 /day
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Differential Pay Example

e Military pay: $1621.65 semi-monthly
—$1621.65 x 2 =53243.30 /month
—$3243.30 x 12 = $38919.60 /year
— 2080/ $38919.60 = $18.71 /hour
—$18.71 x 80 = $S1496.80 /week
—$1496.80 / 14 = S106.91 /day




Differential Pay Example
e County daily rate is $198.06
e Military daily rate is $ 106.91

— $198.06 - $106.91 = $91.08 per day
—$91.08 x 14 days = $1275.12

e Total military differential pay (MLP) owed to
employee per pay period is $1275.12.
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Holiday Pay For MLA/MLP

A change in reporting is required for
compliance with CalPERS rules regarding
members called to active duty.

* Employees on extended military leave that are
reported as absent without pay using the code
(MLA) and receiving military differential pay
(MLP) are not paid holiday pay using the code
HOL. Instead, their holiday pay is included in
the military differential pay (MLP).
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Holiday Pay For MLA/MLP

* The system will populate holiday hours as
HOL.

e Remove hours coded as HOL and enter
the full 80 hours as MLA.

e ACO Payroll will key the military
differential pay (MLP) and include the
holiday pay.
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Benefits

* Employees are eligible to continue health
coverage throughout the military leave

— The initial 30 days - covered by the pre-payment
of premiums.

— After 30 days - while receiving Military Differential
Pay, employees continue to receive Flexible
Benefit Credits and pay the balance of any
premiums

e For all other Benefit questions, consult HR.
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Extended Orders

e What does Human
Resources need?

— Nothing!
* What does ACO payroll
need?

— Updated military orders
— Current LES
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When the Employee Returns

e Complete a “Return From Leave”

form and forward to Human Resources

RETURN FROM LEAVE
COUNTY OF RIVERSIDE
Haman R artm.

ssssssss Dep ant (Thils formmi must be ussd to rekum an armployas
all types ol

'Iful_!r_“

Fleaz: submitcompletsd form to Employes Services at Mail Stop£1150

[Hew O amection

Section 1 be Completsd by Departmsant

CTET =4 FTes

[Tl County JoETis:

it Loy Srarted:

[Caite Ernployes Feb ¥ nied To Work:

Form Complatad by

% pamment Head Tesiq e FrinGed Farme:

T e T =T

Saction to be Completsd by Human Rasources
A Frocessor:

r:-m and Fay Paned:
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When the Employee Returns

 Forward a copy of the “Return From Leave”
form to ACO Payroll
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Heroes Earnings Assistance and Relief
Tax Act (HEART)

e Effective January 1, 2009 employer differential
payments made to employees called to active
duty services are now considered wages for
the purpose of income tax.

e Military differential pay is subject to Federal
income tax withholding for all amounts paid
after December 31, 2008.
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Heroes Earnings Assistance and Relief
Tax Act (HEART)

 These payments should be reported in Box 1
of form W-2. However, these payments will
not be subject to Social Security or Medicare

withholding, and are not entered in box 3 or
box 5. "
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Questions
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