Kentucky Department of Education
Payroll – Statewide Reporting
Workers Comp Audit Report
PR-STW-5
Last Updated: January 2017



Kentucky Workers’ Compensation 
Audit Report (PR-STW-5)




Table of Contents
Overview	2
Preparing to Generate the Report	3
Reviewing Risk Codes	3
Reviewing Job Class Codes	4
Generating the Audit Files	4
Updating Records	7
Modify an Employee Record	8
Add an Employee Record	8
Delete an Employee Record	8
Delete all Employee Records	8
Output Salary Listing from Workers’ Compensation F/M screen	8
Produce the Kentucky Workers’ Compensation Audit Report	9



[bookmark: _Toc473026797]Overview
The Kentucky Workers’ Compensation Audit Report is a summary of employee annual salaries by Workers’ Compensation Risk Code. Pay such as sick leave pay and any other pay that is not associated with services rendered are not subject to Workers’ Compensation and therefore not included on this report.  
This report is produced using employee earnings history information and risk codes that have been assigned to each Job Class Code.
Employee annual salary amounts are summarized by Workers' Compensation Risk Codes according to Job Class Codes which are linked to valid Summary Class Codes and assigned to each employee. Annual salary can be automatically summarized to the appropriate Risk Code for the majority of employees. However, some employee records may require editing to accurately reflect information for this report. 
Please direct any questions concerning the appropriateness of assigning Risk Codes to specific employees to your Workers Compensation Insurance Company.
NOTE:	Summary Class Codes, rather than Job Class Codes, are used to generate the Workers
Comp Report.  
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[bookmark: _Toc473026798]
Preparing to Generate the Report
Before the report can be produced, Risk Codes and Job Class Codes should be reviewed.  
[bookmark: _Toc453989403][bookmark: _Toc473026799]Reviewing Risk Codes
The Risk Code Table should be reviewed to ensure it contains all the appropriate Risk Codes. 
Select:
Human Resources/Payroll > Payroll > Payroll Setup > Risk Codes
The following screen is displayed:
[image: ]
1. Perform a Search in order to view all risk codes.
2. Browse the records and review to ensure all codes have been established.
3. Add, update and/or delete codes, if necessary.
[bookmark: _Toc453989404][bookmark: _Toc473026800]
Reviewing Job Class Codes
If Job Class Codes were added since the last time the report was generated, the codes should be reviewed to ensure the correct Risk Codes were selected.  
Select: Human Resources/Payroll > Payroll > Payroll Setup > Job Class Master
The following screen is displayed:
[image: ]
1. Perform a Search by entering criteria to select the Job Class Codes to review.
2. Review the records to verify that the appropriate Risk Code has been selected on each new Job Class Code.  
3. Update the Risk Code field on record(s) if needed. 
[bookmark: _Toc473026801]Generating the Audit Files
A table of annual salary information is produced for the Kentucky Workers’ Compensation Audit Report. Earnings information is obtained from the Employee Payroll History Detail File. 
· Employee earnings are combined by Summary Class Code.
· Multiple records are created for employees with separate pay records.
Only pay that has been processed through payroll will be reflected on this report. If payments have been made using the Accounts Payable module, these earnings must be added manually before completing the report. Annual earnings should reflect the amount reported on the 1099-M.
Because this report obtains earnings information from the Employee Payroll History Detail File, any changes made to accumulators during the year that would impact an employee’s gross wages are not automatically reflected on this report. Salary information must be updated manually for affected employees.
Select: Human Resources/Payroll > Payroll > State Specific > Kentucky > KY Workers’ Comp Report
The following screen is displayed:
[image: ]
1. Select Generate.
The following message will appear at the bottom of the screen if an audit file has already been generated: 
[image: ]
[bookmark: _GoBack]If a new file needs to be generated, Select Clear then select Yes to the prompt to delete all current records. 
Select Generate again and the following screen will appear:
[image: ]
2. Select Define. 
3. Enter the following field details for the Workers’ Compensation Audit File:
	Field Names
	Description

	Generate Date Range
	Enter the beginning and ending date range for the report.

	Payrolls to be excluded
	Valid Run Type identified in the Run Type Code Table and the Warrant Number associated with the Payroll Run Type.

	Pay types to be excluded
	Valid range of Pay Type Codes to exclude.


4. Click Accept to save the generate criteria.  
5. Select Execute to generate the report. If errors are encountered during the Generate, the following message will appear:
[image: ]
Select OK to proceed.
6. Review the error report by selecting a type of output from the top of the screen.
[image: ]
	Note: The Output window will display only if errors occur during generation of the Workers’ Compensation Audit File. It is important that the error listing from each Generate be output for review. Once the user generates the report again OR exits the Generate screen, the error listing is no longer available.
A sample Error Report from Workers Comp Generate:
[image: ]
[bookmark: _Toc473026802]Updating Records
As noted in the previous section, employee records in the Workers’ Compensation Audit File can be added and updated as necessary. Risk Code, Job Class Code and Salary can be edited to accurately reflect annual salary by Summary Class/Risk Code.
· Any accumulators that impact an employee’s gross wages must be manually updated by selecting the particular employee’s record(s).  
· Errors produced while generating the Munis Workers’ Compensation Audit File can be corrected by manually updating the affected employee records.
1. Select Search from the Kentucky Workers’ Comp F/M screen.
2. Enter >0 in the Error Status field to find all employee records having an Error Status Code.
[image: ]

3. Click Accept.
The Error Status Codes are:
	Error Status Code
	Description

	1
	No Risk Code

	3
	Undefined Job Class Code

	4
	Job Class Code 1 with valid Risk Code

	5
	Job Class Code 1 with blank Risk Code

	8
	Negative Pay


[bookmark: _Toc473026803]Modify an Employee Record
1. Find the record that needs to be corrected.
2. Update the Job Class Code, Risk Code and/or Salary.
[bookmark: _Toc473026804]Add an Employee Record
1. Select Add.
2. Enter the Employee Number in the Emp # field.
3. Enter the appropriate Summary Class in the Job field.
4. Accept the default Risk Code or override it with the correct value.  
5. Enter the Salary and press Accept.
[bookmark: _Toc473026805]Delete an Employee Record
Select Delete to delete an employee’s record.
[bookmark: _Toc473026806]Delete all Employee Records
Select Clear then select yes to the following warning if you are ready to proceed with deleting all records.
[bookmark: _Toc378149045][bookmark: _Toc378152305][bookmark: _Toc378389421][bookmark: _Toc378403434][bookmark: _Toc378404383][image: ]
[bookmark: _Toc473026807]Output Salary Listing from Workers’ Compensation F/M screen
1. Find all records.
2. Select desired output option.
3. Choose desired sort options on screen that is displayed after selecting output option:
[image: ]
Sample in PDF format sorted by Risk Code/Emp#:
[image: ]
[bookmark: _Toc473026808]Produce the Kentucky Workers’ Compensation Audit Report
1. Select Report from the Kentucky Workers’ Compensation File Maintenance screen.
2. Select output preference.
[bookmark: _Toc378042692][bookmark: _Toc378149052][bookmark: _Toc378152312][bookmark: _Toc378389428][bookmark: _Toc378403441][bookmark: _Toc378404390][bookmark: _Toc453989414]Sample report in PDF format:[image: ] 
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ERROR REPORT FROM WORKERS COMP GENERATE

RISK JOB
EMPL # NAME CODE CLASS SALARY ERROR
665 BECKHAM, LOREAN 7998 300 No Risk Code
4134 HOPPERTON, ABIGAIL 7998 300 No Risk Code
4350 BRAMBLETT. TANIA 7998 300 No Risk Code
4360 KNOTT, TOM 7998 300 No Risk Code
5233 YOUNG, KELLY 7998 375 No Risk Code
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RISK JOB
EMPL # NAME CODE CLASS SALARY
2045 COUCH, RUSSELL 7380 7941 21,648.49
2052 BROWN, SUZANNE 7380 7941 7,474.59
2425 BECKHAM, TOMMY 7380 7941 11,984.98
2585 AYLOR, VICKI 7380 7941 15,359.86
2650 CHARLES, SHERRI 7380 7941 117.24
2675 CRAIG, ROXANNE 7380 7941 14,478.83
2800 COLLINS, SARAH 7380 7941 23,785.29
2930 ALBAUGH, WILLIAM 7380 7941 13,501.35
2990 COBB, SHANNA 7380 7941 11,251.81
3634 BATES, TRACY 7380 7941 1,261.50
3648 COSTELLO, RUTH 7380 7940 18,027.60
3821 FIGGINS, PATSY 7380 7941 13,469.49
3868 GAINES, NOEL 7380 7941 9,822.32
igaz HAMMOND, MATTHEW 7380 ;93} 9,822.32
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