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Coronavirus, FFCRA, & Paid Sick Leave

In accordance with the Families First Coronavirus Response Act (FFCRA), as of April 1st, 2020 certain employers
are required to provide their employees with sick, family, and medical leave. To help accurately document and
correctly tax these different leave options, TempWorks has added a few new options for Payroll.

NOTICE: Continue to check back here for more information as we continue to make changes related to
COVID-19 Response.

Resources to Learn More:

e Learn more about FFCRA: https://www.dol.gov/agencies/whd/pandemic/ffcra-employer-paid-leave

e FFCRA Q&A: https://www.dol.gov/agencies/whd/pandemic/ffcra-questions

e Learn more about the IRS Coronavirus Tax Relief: https://www.irs.gov/coronavirus

e Learn more about the IRS Tax Credits: https://www.irs.gov/newsroom/treasury-irs-and-labor-
announce-plan-to-implement-coronavirus-related-paid-leave-for-workers-and-tax-credits-for-small-
and-midsize-businesses-to-swiftly-recover-the-cost-of-providing-coronavirus

e |RS Tax Credit Q&A: https://www.irs.gov/newsroom/covid-19-related-tax-credits-for-required-paid-

leave-provided-by-small-and-midsize-businesses-faqs

This Article Covers:

1. Documenting Requested and Approved Paid Leave with Message Action Codes & Document Types
2. Using Coronavirus Related Pay Codes
3. Proofing & Payroll Errors

Documenting Requested and Approved Paid Leave

It's important that the sick leave employees are taking is properly documented and approved before payroll. To
help with this, we have added a few new message action codes and document types to help your team. The
following options will help document when an employee is taking sick leave and which qualifying reason it is
related to FFCRA.

Message Action Codes

You can log messages on the employee's record when a specific paid leave time has been requested or approved



for this employee. This is important because payroll will see a proofing error when trying to pay time with
Coronavirus specified paycodes if they do not have the correct corresponding message action code showing the
time has been approved.

*Note* Message Action Codes may require additional security. In Beyond, users will need to have the correct
message action security group. In Enterprise, users will need to be able to log nonsecure messages - see
Enterprise - Security Roles for more information.

In Enterprise:

#® message

Action  |id PFL Childcare Appvd -

Action Description -
Covid PFL Childcare Appvd Covid-19 Paid Leawve for Child Care Approved

Covid PFL Childcare Reg Covid-19 Paid Leave for Child Care Reguested
Covid PSL Other Appvd Covid-19 Paid Sick Leave Type 2 Approved

Covid PSL Other Req Covid-19 Paid Sick Leave Type 2 Requested I
Covid PSL Self Appved Covid-19 Paid Sick Leave for Self Approved
Covid PSL 5elf Req Covid-19 Paid Sick Leave for Self Requested
Customer Interview Scheduled For Interview At Customer
Deact Deactivate
m Neart rompetitor) Neartivate: Tnok An Assienment With & Comnet _

In Beyond:

Compose Message

Mezzage

Called to Request COVID related leave

Action
Covid

Action Description

Covid PSL Self Appved Covid-19 Paid Sick Leave for Self Approved

Covid PSL Other Req Covid-19 Paid Sick Leave Type 2 Requested

< Covid PSL Self Req Covid-19 Paid Sick Leave for Self Requested @

e Use the Req (requested) message action codes to denote the request has been made by the employee

e Use the Appvd (approved) message action code to denote the request has been approved



Message Action Code When to Use

Covid-19 Paid Sick Leave for Self Requested (Qualifying
Covid PSL Self Req

Reasons 1-3)

Covid-19 Paid Sick Leave Type 2 Requested (Qualifying

Reasons 4 - 6)

Covid PSL Other Req

Covid-19 Expanded Paid Family Leave for Child Care
Covid PFL Childcare Req
Requested (Qualifying Reason 5)

Covid-19 Paid Sick Leave Type 2 Approved(Qualifying
Covid PSL Self Appved

Reasons 1 - 3)

Covid-19 Paid Sick Leave Type 2 Approved(Qualifying
Covid PSL Other Appvd

Reasons 4 - 6)

Covid-19 Expanded Paid Family Leave for Child Care

Covid PFL Childcare Appvd
Approved (Qualifying Reason 5)

To learn more about logging messages, check out: Beyond - Message Logging & Enterprise - Tips for Message
Logging.

Qualifying Reasons From the FFCRA:

Qualifying Reasons for Leave:

Under the FFCRA, an employee qualifies for paid sick time if the employee is unable to work (or unable to
telework) due to a need for leave because the employee:

is subject to a Federal, State, or local quarantine or isolation order related to COVID-19;
has been advised by a health care provider to self-quarantine related to COVID-19;

is experiencing COVID-19 symptoms and is seeking a medical diagnosis;

> 0D

is caring for an individual subject to an order described in (1) or self-quarantine as described in

(2);

5. is caring for a child whose school or place of care is closed (or child care provider is
unavailable) for reasons related to COVID-19; or

6. is experiencing any other substantially-similar condition specified by the Secretary of Health

and Human Services, in consultation with the Secretaries of Labor and Treasury.

Under the FFCRA, an employee qualifies for expanded family leave if the employee is caring for a child whose
school or place of care is closed (or child care provider is unavailable) for reasons related to COVID-19.

Learn more about duration, amount of leave, and additional restrictions on FFCRA's website.
Searching By Message Action Code
You can search for employees who have requested sick leave related to the Coronavirus

In Enterprise



Search under Profile for Message Action and add all codes you want to search by (make sure to keep match any):

Last Name S5N All Records | RepMame .AII Reps Document Text
First Name 1D Branch All Bran: . Q h
| nce s
Enhance Search Saved Searches
Universal Search - 4
Location .
Profile Q Message Date -
Personal Numeric Rating
Status Q Message Action Show in Results [”]
Assignments Like Covid PFL Childcare Req x
Order Candidate
St ¢ Like Covid PSL Other Reg b 4
I Direct Hire Like Covid PSL 5eif Req b4
Job Histol
v =f=rdd () Match All (&) Match Any
webusername
WorkerComp Message Text
Testing Interviewed By
Education Activation Date
Financial Anniversary Date
Bank Information 1S On File
To search for requests that do not have approval documented:
Enhance Search Saved Searches
Universal Search Sy
FOssIon : ENterea sy o
Profile q‘ : Message Date
Personal Numeric Rating
Status
- Message Action Show in Results
Assignments
Rt Coricials jIJI(E | ECO'\J’Id PSL Self Req b 4
Document | Not | Covid PSL Self Apped x
st =rdd (*) Match All ) Match Any
LY ) Matc
Job History
webusername Message Text
WorkerComp Interviewed By
Testing Activation Date
Education Anniversary Date

1. Choose message action like [ex. Covid PSL Self Req]

2. Select the Add option

3. Choose Not Like message action [ex. Covid PSL Self Appved]
4. Select Match All

Check out Enterprise - Searching for more information.



In Beyond

Search for message action matches any [include any COVID message action codes]

Click to select a saved search...

0 vor B3 o
|
= > IsActive X - ISTRUE ~ Show in results
> Message Action X~ MATCHESANY = Covid PEL Childcare Req (29
= Covid PSL Other Req (29 X -
Covid PSLSeifReq ()
=+ RULE / GROUP

SAVE...

To find only employees who have a request logged but not an approval logged:

Search / Employee / Advanced

BASIC

All unapproved Covid Requests X

vor B >

> |sActive X -

ISTRUE ~ Show in results

-0

> Message Action X - MATCHES ANY ~ Covid PFL Childcare Req e

Covid PSL Other Req (€9 X -

Covid PSL Seif Req (9

> IMessage Action » ~  MATCHESANY ~ Covid PSL 5eif Appued (9
= = Covid PFL Childcare Appvd €9 X 7
Covid PSL Other Appvd €9
+ RULE / GROUP
+ RULE / GROUP

1. Message action matches any [include all req COVID message action codes]

2. Create agroup
3. Add arulein the group where message action matches any [ include all appved COVID message action codes]



4. Check the box at the top of the group where it says NOT - this will exclude all employees who have approval

message

Check out Beyond - Advanced Searching for more information.

Document Types

New document types have been created to help you save & search for Coronavirus related documents. In order to
maintain your company's eligibility for tax credits, you may need to retain written documentation on COVID-19
related leave requests and approvals. We recommend saving this on the employee's record in Enterprise or
Beyond to easily keep track of it.

For more information on qualifying documentation, check out questions 44-46 on the IRS Q&A.

*Note* Document types can have security placed around them. In Enterprise, you will need to have the
Staffing Specialist Sec Role or related permission for document types. In Beyond, each user will need to be part
of a security group with the document type read/write/edit options (the default All Access security group will
have these permissions).

# upload new file

file information

File path n =
Name n

Type Covid-19 Child Care Leave
Version Description -
Expiration Date Cowid-19 Child Care Leave
Description Covid-19 Paid Sick Leave
Customer call [:}
Documentation I

New Document Types Created:

e Covid-19 Paid Sick Leave
e Covid-19 Child Care Leave

There are proofing errors that will appear when a COVID-19 paycode is used and no documentation is found on
their record (see below).

Learn more about uploading documents: Enterprise - Managing Employee Documents & Beyond - Documents



Using Coronavirus Related Pay Codes

In order to help your team properly track and pay Coronavirus FFCRA related leave, TempWorks has added the
following pay codes:

e C19PSLSelf - Covid-19 Paid Sick Leave for Self (Qualifying Reasons 1 - 3)

e C19PSLOth - Covid-19 Paid Sick Leave Type 2 (Qualifying Reasons 4 - 6)

e C19PFLChId - Covid-19 Expanded Paid Family Leave for Child Care (Used for up to 10 weeks after the two
weeks of C19PSLOth is used up for Qualifying Reason 5)

For more information on qualifying reasons, amounts, and other pay information, check out FFCRA and IRS Q&A.

Each of these new pay codes will be exempt from the employer portion of Social Security Tax (cfica) and will count
as 0 hours worked so you can utilize units or RT hours to track.

@ Generate Timecard

Drag a column header here to group by that column.

WebCenter Status | S| Name 4 | Customer Department Pay Code W | shift B | RTHrs B
Alexander, Marqu... Keiser Claims Reg 0
Ali, Carley W Keiser Claims Reg 0
Ali, Sarahi A Keiser Claims Reg 0
Allen, Adyson R Keiser Claims Reg 0
Allen, Stephanie B Keiser Claims Leave for Child Care (Qualifying Reason 5) - 1]
Allison, Guadalup... Keiser Claims Code Description =
Allison, Sherlyn A Keiser Claims BillRey) Elllinzireversal
Bonus Bonus
Alvarado, ClaraR  Keiser Claims
C1SPFLChId Covid-19 Expanded Paid Family Leave for Child Care (Qualifying Egasun 5)
Alvarado, Zion E Keiser Claims
C19PSLOth Covid-19 Paid Sick Leave Type 2 (Qualifying Reasons 4 and 6)
Alvarez, Dania ¥ AR Claims C19PsLself Covid-19 Paid Sick Leave for Self (Qualifying Reasons 1-3)

*Note* By default these new pay codes will not be exempt from any adjustments. If you would like these pay
codes to be exempt from adjustments, contact the TempWorks Support Team. For more information on
paying adjustments, check out question 54 on the IRS Q&A.

*Note* If you are utilizing the default COVID pay codes provided, the system will automatically pay these on a
separate check from any other regular pay. This box is required and if it is not checked, it can cause
inaccuracies in your 941 reporting:



Gary & Son Land... Aaron, Amanda C19P5LSelf

@J Detailed Timecard

Pay and Bill Rates | Adjustments s -1GT Codes

one time overrdes
Fed Withholding

State Withholding
Pay Periods

Check Delivery

D Do Not E-Pay

[ ] Show Zero Bill on Invoice

other

Branch Minneapolis Pay Hold

Acct Code Invoice Hold
Location Cust Extra 1
Cost Center Cust Extra 2
SubEntity Cust Extra 3
Req Number Invoice Text
Supervisor Paulson, Gary Vend Inv Num

For more information, check out Enterprise - One-Time Adjustments and Overrides.

Coronavirus Related Proofing & Payroll Errors

With new pay codes and new requirements related to FFCRA, we've added new proofing and payroll errors
specifically related to using the new pay codes specified above.

Use this guide and work with your management team to decide what action needs to be taken when you receive

these proofing errors.

Proofing Errors

[COVID Pay Code] requires XX Appvd Message

In order to help your payroll team know what sick leave
has been approved, your team will need to be logging the
approval messages on the employee's record. If the
message is not logged with the correct message action on
the employee's record, this proofing error will alert your
payroll team.

e C19PSLSelf paycode requires Covid PSL Self
Appved message

e C19PSLOth requires Covid PSL Self Appved

e C19PFLChId requires Covid PFL Childcare Appvd

Review the employee's record to see if a different type of
leave has been approved than what was entered in



Proofing Error

[COVID Pay Code] requires XX doc type

and documented before continuing.

In order to help your payroll team know if the proper
documentation has been filled out, approved and saved,
the proper documents need to be saved on the
employee's record with the proper documentation type.

e C19PSLSelf pay code requires Covid-19 Paid Sick
Leave doc type

e C19PSLOth requires Covid-19 Paid Sick Leave doc
type

e C19PFLChld requires Covid-19 Child Care Leave
doc type

Review the employee's record to see if a different type of
leave has been approved than what was was entered in
payroll. If no document is present related to COVID-19,
ask your management before proceeding.

To learn more about proofing, check out Enterprise - Proofing Time Entry Sessions & Enterprise - Proofing Errors,

Their Meanings, and How To Fix.

Payroll Errors

*Note* Please familiarize yourself with the necessary qualifications and limitations related to the FFCRA. We

are tracking the maximum hours and dollar amounts bu

t your employees may not qualify for the maximums.

Maximum hours and dollar amounts are tracked in 2 separate time periods: 4/1/2020-3/21/2021 & 4/1/2021-

9/30/2021 in accordance with the updated American R

Payroll Error

The employee has a reached the max of XX hours with
Paycode [XX]

escue Protection Act(ARPA).

In accordance with the FFCRA, there are limitations to
the number of paid hours an employee can take. We are
tracking this per aident (employee id). Here are the limits:

e C19PSLSelf max is 80 per aident
e C19PSLOth maxis 80 per aident
e C19PFLChIid max is 400 hours per aident

Maximums may be lower depending on employee's
eligibility. Adjust the time entered in payroll to meet the
limit. Work with your payroll manager to determine if the



Payroll Error

In accordance with the FFCRA, there is a total dollar
amount limit to the amount of paid leave that can be
covered under this act. We are tracking the max amounts

per aident (employee id).

e C19PSLSelf maxis 5110 gross per aident
The employee has reached a max gross of $XX with e C19PSLOth max is 2000 gross per aident
Paycode [XX] e C19PFLChld maxis 12000 gross per aident

Maximums may be lower depending on employee's
eligibility. Review the time entered and adjust the
transaction in time entry to meet the limit described
above. Work with your payroll manager for any further
details on how to proceed.

To learn more about payroll errors, check out Enterprise - Payroll Errors, Their Meanings, and How To Fix.
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