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To access the AdjustPay application:
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UNITED STATES

POSTAL SERVICE »
Search | ContaciBlue | LiteBlue | Help | USPS.com

Wednesday, January 24, 2018

Time and Attendance Collection System ﬁ

Forget your password? Use the web-based ePasswordReset to reset your password,
Expeniencing Problems? Click this link to view TACS Problem Reporting Procedures.

Restricted Information

WARNING! FOR OFFICIAL USE ONLY

This Is-a U.5. Governmant computer system and is intended for official and other sutharized ues only, Unauthorized access or usa of
this syssem may subject viclators to sdministrative action, civil, and/er criminal prosscution under the United States Criminal Code
(Title 18 .5 € 7 1030} All infarmation oo this computer system may be monitored, intarcepted, recorded, ead, coped, or captured
and disclased by and o authadized personnel for official purpazes, Including ariminal prosecution. Any authorized or unauthorized use
of this computer sy=tem zignifies consent to and compliance with postal sarvice polices and these tarms,

I Click link to enter the Adjustpay |
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Wednesday, January 24, 2018

AdjustPay

AdjustPay On Demand Trai tion and Course

rs 202-25

AdjustPay Use i

Start AdiustPa &

Forget your password? Use the web-based ePasswordReset to reset your password.
Experiencing Problerms? Click this link to view TACS Problem Reporting Procedures.

Restricted Information
WARNING!' FOR OFFICIAL USE ONLY

This is a U.5. Governmen mputar systam and is intended for official and othar authotired use only, Unauthorized sccess or Use ©
s to administrative action, avil, and/or criminal prosecution under the United % O -
rmstion on this computer system may be menitorad, intarcepted, reconded, read, vopiad, or ptured
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Home | Help | Overview | AdjustPay Manager | Report Problems

Welcome to AdjustPay Application

AdjustPay is an application to automate and re-engineer the Form 2240 {Pay, Leave and Other Hours Adjustments Requests).

Important information l Application Access

£RMS Home Pags | TACS Enter Applicalion
gl
-'_...—"3-'"*"’%

Reset Password
Need Access?

Restricted Information
WARNING! FOR OFFICIAL USE ONLY

This is a U.S. Government computer system. Information within this applicalion is designated as sensitive or business-controlled
sensitivity and should be protected from unauthorized access or disclosure. Unauthorized access or use of this system may subject
violators to administrative action, civil, andfor criminal prosecution under the United States Criminal Code (Title 18 U.S.C. ~ 1030). All
information on this computer system may be menitored, intercepled, recorded, read, copied, or captured and disclosed by and to
authorized personnel for official purposes, including criminal prosecution. Any authorized or unauthorized use of this compuler system
signifies consent to and compliance with postal service policies and these lerms.

Need Heip. Conlact your Jocal TAGS Coordinator.

UNITEDSTATES
POSTAL SERVICE,

AdjustPay Bulletin
AdjustPay Guidelines Nov15,2017 A

AdjustPay application is used for the following:

» Hours Adjustment-(City Only)
» Hours Adjustment with a Salary Advance-AIC 554(City Only)
» Salary Advance for Missing Check-AIC 754(City and Rural)

Adjustments that cannot be made in AdjustPay

« for Grievances or Settlements and cerlain other lypes of adjustments
« when refurning a payroll check to Eagan Disbursing
» when Accounting Services Is working on an invoice

Grievance Settlements and Other Adjustments - NOT PERMITTED in AdjustPay

AdjustPay is designed for processing payroll adjustments that are the result of timekeeping errors and simple v

— | | Continue to Logon

PAMS - AdjustPay 3.0.46 (12/20/2017 10:06:39 AM)



S YimesnEs o | Payroil Automation Management System

POSTAL SERVICE,

Wednesday, January 24, 2018 10:26:01 AM CST USPS RESTRICTED INFORMATION
AdjustPay
Logon

enter ID and password

Logon ID: |
Password:

Change Password: I |

Retype Password:

A | to Use this Application?
Forpet Your Password? Click here to reset it

PAMS - AdjustPay 3.0.46 (1272012017 10:06:39 AM)
Brought to you ts portrarship §y the Eagan ASC andInformation Technolofy



Select employee type for the Adjustment and or Salary Advance

UNITED STATES 1t i
UMTEDSTATES. Payroli Automation Management System
Wednesday, January 24, 2018 10:30:25 AM CST HUSPS RESTRICTED INFORMATION
Logout

AdjustPay Employee Type

Profile _Forms USPS RESTRICTED INFORMATION

Select Employee Type

Select employee type e ..‘% |OCity(NonRural) I
[ORural

NOTE: Rural Employee selection is only valid for
a salary advance for a lost or missing check AlC
754. Pay adjustments for Rural employees must

be completed on PS form 2240R/2240RA and
submitted through elWWS On-Line forms.

PAMS - AdjustPay 3.0.46 (127202017 10:06:39 AM)
Brought $o you in parinership by ths Eagan ASC andinformation Technology



Select type of transaction based on employee type

, Payroll Automation Management System

Wednesday, January 24, 2018 10:30:25 AM CST USPS RESTRICTED INFORMATION

Logout

AdjustPay Employee Type

Profile _Forms USPS RESTRICTED INFORMATION

Select Employee Type

| Select what transactionfs) needed I

|OPay AdjusimentONLY )

@) Pay Adjustmant with Salary Advance{AIC 554)
O Salary Advance ONLY(Missing/Lost check-AIC 754)

PAMS - AdjuntPay 2.0.46 {12/2072017 10:06:39 AM)
Broughi o you in pavinarhip by she Eagan ASC and Information Technology

If Rural is selected the only option available is Salary Advance for lost or missing check

UNITEDSTATES Payroll Automation Management System

Wednesday, January 24, 2018 10:30:25 AM CST USPS RESTRICTED INFORMATION

AdjustPay Employee Type

Rural employees only for Salary advance for missing/lost checks AIC 754

Select Employee Type

l O City(Non-Rural)
[@ Rural

[ O saiary Advance oNLY(issingrostcheckaic T58) |

PAMS - AdjustPay 3.0.46 (12/20/2017 10:06:39 AM)
Brought 1o you in purinership by the Engan ASC arn.d Information Technol



Adjustment only (without Salary Advance)

UMITEDSTATES. Payroll Automation Management System
Wednesday, January 24, 2018 11:43:30 AM CST USPS RESTRICTED INFORMATION
Logout
AdjustPay Employee Type

Profile _Forms

USPS RESTRICTED INFORMATION

Select Employee Type

Choose for normal pay adjustments

@ Gity(Non-Rural)

O Rural

] O Pay Ad]uslmam ONLY

O Pay Adjustment with Salarv Advance(AlC 5564)

PAMS - AdjustPay 3.0.46 (12/20/2017 10:06:39 AM)
Brought to you tn partnarship by ths Entiain ASC anf Information Technology

UNITEDSTATES. Payroll Automation Management System

Wednesday, January 24, 2018 12:17:13 PM CST USPS RESTRICTED INFORMATION

AdjustPay

| = et Profile _Fi USPS RESTRICTED INFORMATION
Cnnrdinatur |

;_A.C.m”_“t_'nsf?."iltis__, Check EIN or SSN radio-buttons before entering employee data
TJ‘-G

o[ ossw[ { { ]
[ oeml ]
f _\ [

Osz

| Main Menu

| GetDala || Reset |

I Adjustment can be processed as normal

PAMS - AdjustPay 1.0.46 (12/20/2017 10:06:39 AM)
Brought to you in pavincrship by 140 Esgan ASC ord Information Technology



Answer the indicative questions

UMITEDSTATES. Payroll Automation Management System

Tuesday, February 13, 2018 2:15:37 PM CST USPS RESTRICTED INFORMATION

AdjustPay

USPS RESTRICTED INFORMATION

Are you currently this employees' manager/supervisor OR were you this

employees’ manager/supervisor for the week you are adjusting OR are you
a PCES AdjustPay delegate?

QOYes
ONo
Retum to MainMenu | | Log Out of AdjustPay.
PAMS - AdjustPay 3.0.61 {02/12/2018 10:31:07 AM)
Brought to you in partnarship by ths Engan ASC s Information Technology
UNITEDSTATES Payroll Automation Management System

Tuesday, February 13, 2018 2:22:43 PM CST

USPS RESTRICTED INFORMATION

I agatit

AdjustPay

Profile USPS RESTRICTED INFORMATION

] Reason for Adjustment {select appropriate option)
O Basic time and attendance hours correction.

QO Grievance(including Step 1),EEOC, MSPB Decision, Legal Award,etc.,
() Leave Buyback due to injury compensation claim.
(O Salary Difference due to Form 50 Error.

Il Return to MainMenu H Log Out of AdjustPay J

PAMS - AdjustPay 3.0.51 (02/12/2018 10:31:07 AM]
Drought to you in partnershiy by She Eagan ASC andInf ion Technol



If the reason for the adjustment is anything other than basic time and attendance hours
correction the following message will be displayed.

UMTEDSTATES. Payroll Automation Management System

Tuesday, February 13, 2018 2:15:37 PM CST USPS RESTRICTED INFORMATION

AdjustPay

Profile _Forms USPS RESTRICTED INFORMAIION

Grievance, EEQC, MSPB Decision,
Legal Award, Back Pay, etc.

Please contact your local labor office and/or your local
GATS Coordinator.

Leave Buyback

Please contact your local Health and Resource
Management office for guidance.

Salary Difference

Please contact Local HR Services for guidance.

. Retum fo MainMenu ‘ | .Log Out of AdjustPay. .

PAMS - AdjustPay 3.0.51 {02/12/2018 10:31:07 AM)
@Brought o you in partnership by ths Eanan ASC andInformation Technology
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Example of adjustment without salary advance

] pmen stares Payroll Auto;na_tion Management System

Tuesday, February 13, 2018 2:23:40 PM CST YSPS RESTRICTED INFORMATION

AdjustPay

Adjustment to add 4 hours of Eutey. .-

overtime missed no salary advance. _ Entry...
EnTry...

Entry...

Entry...

Entry...

Entry...

Entry...

< <l<ll <l <<l <d <<=l <l <l<l ¢

Crossfoot: [40.

Adjustment Type:
[W - Incorrect or missing ring or authorization ~

Remarks:
Missing 4 hours overtime for 1/4

<>

PAMS - AdjustPay 3.0.51 {02/12/2016 10:31:07 AM)
Broughi to you in partnarship by the Engian ASC ion T



Example of the AdjustPay Certification with no salary advance

UNITED STATES i
LMTEDSTATES. Payroll Automation Management System

Tuesday, February 13, 2018 2:27:06 PM CST USPS RESTRICTED INFORMATION

AdjustPay

AdjustPay Certification

USPS RESTRICTED INFORMATION

Print Date/Time: 2/13/18 2:27:06 PM CST (Ceatral Time) Current YY-PP.W 2018-04-2
Employee: 04266404 BLACK, EILIAN V PP Adjusted YY-PP-W
Finance No. 510128 PFC 220
History: Adjust To:

Base Card: 0RSC: Q7 Level: 02 D/A:134

| HrsCode ||  Description || Hours | | HnCode ||  Description Hours |
05200  |WORKHOURS 4471 | [05200  |WORKHOURS 4871 |
[053-00  JlOVERTIME 471 ] [ps3-00  JOVERTIME B11 |
[054-00  |NIGHTWORK 007 | [p5400  [INIGHTWORK lo.o7 |

Adjustment Type: W - Incorrect or missing ring o authorization

Supporting Remarks:

[Missing 4 hours overtime for 1/4 |

I certify that the information above accusately describes my hours for the indicated pay period and authorize
the USPS to adjust mry salary accordingly.

Employee Signature Date:

[ certify the above information accurately describes the employee's hours for the indicated week and is no the
result of Grievance, Back Pay, EEOC or MSFB settlement/award.”

Supervisor Signature: Date:

Authorizer Name: Authorizer ID:
(File with T&A records)

PAMS - AdjustPay 3.0.51 (021272018 10:31:07 AM}

Brought to you tn partnership by ths Eagan ASC a4 Information Technology
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Adjustment with a salary advance (only one salary advance issuance per pay period)

UNITED STATES i /
UNITEDSTATES. Payroll Automation Management System
Tuesday, February 13, 2018 2:28:52 PM CST USPS RESTRICTED INFORMATION

AdjustPay Employee Type

Profile _Fomns USPS RESTRICTED INFORMATION

Select Empioyee Type

For adjustment with salary
advance @ Clty(Non-RuraI)

ORural

| OPay Ad;ustmenl ONLY i
M| O Pay Adjustment with Salary Advan:e{AIC 554)
O Salary Advance ONLY(Missing/Last theck-AlC 754)

PAMS - AdjustPay 3.0.51 (02/12/2018 10:31:07 AM)

Brought to you i partuarship by ths Engan ASC andInformation Technology
UNITED STATES i
UNITEDSTATES. Payroll Automation Management System
Wednesday, January 24, 2018 12:38:01 PM CST USPS RESTRICTED INFORMATION

AdjustPay

[ e =

|' Ovarview

USPS RESTRICTED INFORMATION
| Coordinator

AcwunhngSemlces |
| 71ACS

| MainMenu __Ossny| 1 Bl < [
:_ —— Enter EIN or SSN |
OEiN | | é'—'_
1 -------------- j é - enter relevent year and pay period l
YRIPP: ] [

O wkt1 O wk2 O Both Wk1 & Wk2 |

e \\I\ l\

| Select weeki(s) salary advance is being issued for ]

Check EIN or SSN radio-buttons before entering employee data

PAMS .- AdjustiPay 3.0.46 (12/20/12017 10:06:339 AM)
Brought fo you in pavinavship by the Eagan ASC =nJdInformation Technolony
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Example of an adjustment for one week with a salary advance

) LD Taes. gyroll Automation Management System

Tuesday, February 13, 2018 2:46:54 PN CST USPS RESTRICTED INFORMATION

AdjustPay

_060-00 + V|
055-00 + WV
v

ENtXVaees

—e — - | ERTIV...
Adjustment changing 40 hours
LWOP to 40 hours Annual
Leave with a Salary Advance

EZNtry...

Entz¥.es

Entryv...

Entry.s=

ENcry...

M ESRY R4 RS R4 K4 EC RERC RY RS

ENLIZYess

1<

Crossfoot: [40.00 Crossfoot:
Adjustment Type:
[L- Incorrect leave type v
Remarks:

LWOP =should e Annual Leave

{>

justiay 2.0.59 (021212018 10:31:07 AM)
sy tis Engan ASC <. Information Technolony

e b foy wmss vaq
Zreugat fo ymi



Authorization page (click show calculation to display Calculation page)

UNITEDSTATES i ;
bt Payroll Automation Management System

Monday, February 12, 2018 4:04:54 PM CST USPS RESTRICTED INFORMATION

AdjustPay - AlC 554

Salary Advance Amount
IBRETTYSMITH |
EIN: (01256617 |
Year Pay Period: 2018102 |
AdjustPay Calculated Amount: |775.00
Stiow Cakiation % Click to show caleulations
| authorize this Emergency Salary Issuance(salary advance)
Click to authorize | mm— % Yes || No
salary advance

PAMS - AdjustPay 3.0.59 (0212/218 10:31:07 AM)
Brought to you tn partnarship by the Eagan ASC and Information Technology
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Calculation page

Dollar amounts below are estimate used solely to calculate the Emergency Salary Issuance

(Salary Advance)

NOTE: When printing, it is normally best to select "Landscape”

PP: 2018/02/1

Was Paid:
Paid Code Description Hours Dollar Amt
60 FULL DAY LWOP 40.00 0.00

PP: 2 02/2

EIN: 01256617 WName: BRETT Y SMITH

Changed to: Difference;
Paid Code Description Hours Dollar Amt Paid Code Description Hours Dollar Amt
80 FULL DAY LWOP 0.00 0.00 60 FULL DAY LWOP -40.00 0.00

58 ANNUAL LEAVE  40.00 1191.90 55 ANNUAL {EAVE  40.00 1191.90

Week 1 Gross Amount = $1,191.90

Was Paid: Changed to: Difference:
Paid Code Descriplion Hours Dollar Amt  Paid Code Description Hours Dollar Amt Paid Code Description Hours Dollar Amt

Week 2 Gross Amount = $0.00

Annual Hourly Rate = 29.7976
Salary Hourly Rate = 29.7976
Week 1 Gross Amount = $1,191.90
Week 2 Gross Amount = $0.60
Total Gross Amount = $1,191.90
Amount Authorized = $775.00

NOTEs:

Amount Authorized = Total Gross Amount X’s 65%, round up to nearest $5.00.

f

1
/

T

I PLEASE NOTE CALCULATION FORMULA

16



Example of the AdjustPay Certification with salary advance

= Foviiiori A Fayroll Automation Management System
Mondey, Fadvuay 12, 2018 £ 11 28 PU CST USPS RESTRICTED TMFORAMATION
Adjustfay
Adj [T Certiflication
unu?n:b ENTORMATION

Prisy Dt Tumac 21218 8 1134 PM CST (Coumed Tuind) O \YIPN IR0

[Lmgloyen:  DIISG4EY BATH BIETTY nmwnt 18421

Tmante ¥a 433423 £

Adpen Ty

Bwerys X
B Cardi ORICE QG Levh M BV L34

| M Cads i Dumripaes I-ul 1l Cade [ Tearr
L DAY LWOP FULL DAY LW oa

PANHUAL LAY ]

Adjeranen Typer L - Leewrrott beine npe

Sopperdsy umarn

T30S o ve e ]
Tomnty St e mismanos ey amumaels deriu ury b bor S mie st por puned mnd safhomoy
O ULPS s syt sory iy arsmndmgly

Lagiorve tpmrs Duter

1eanty the More mibemetuon wtmrabrly descnbos tha enplrrer's dowrs e e mdstaied vouk and s i the
vkl W Geigvanti. Boil Pay, LEOC v XI5 wrhmasivenrd,

Supur Siguainee: (-]
Abiciae Xitael BOCDY TDNOTHY  Aadhastiinr IDN pmgid

{Fide wah TRA momd}

w.\w TMMM‘\.“MM hn--ai“-ﬁ

d LI e )

s | Py Futsi Ut Momte (\out of A we FY e
Rignmarn 11 el -

" of e P T
Fowing ek of i Bt ceatancs {0 s of levow o Ao of A foc Py
! Spprepaay

i Dinsw Py Troad hoame

At lrns's Mgnanars: (b i your PaoODTY TRMOTIHY
ey abwmren ) Atrian s M Mo nilaie s a6

Vialid Dase Rungs To Frmme Advamtwd? |2 180220 18

0000 0000 ¥990 125 6417 077500 344 02119 13220

FAML AL LA FRTIRAY DI GT 20
Bt 4015 10 v prmecsing £y 1l LoomE ARG, 204

Signed Certification is printed
and submitted to the window unit
for Salary Advance to be issued.




Example of salary advance only (lost or missing check)

TEDSTATES i
UNTEDSIATES. Payroll Automation Management System

Monday, February 12, 2018 2:43:04 PM CST USPS RESTRICTED INFORMATION

AdjustPay Employee Type

Profile _Forms USPS RESTRICTED INFORMATION

Select Employee Type

I@Clty(Non-Rural) . -
]ORural

For Salary Advance
only no adjustment

OPay AdjustmentONLY
\ (O Pay Adjustment with Salary Advance(AIC 554)

O Salary Advance ONLY(Missing/Lost check-AIC 754)

PAMS - AdjustPay 3.0.51 (02/42/2018 10:31:07 AM)

Brought to you in partnership by ths Engon ASC =adInformation Technology
UNITED STATES §
UMTEDSIATES. Payroll Automation Management System

MOODY, TIMOTHY Monday, February 12, 2018 2:51:44 PM GST

USPS RESTRICTED INFORMATION

AdjustPay

! 9)'1‘1"_“_'2’_ Profile _Forms USPS RESTRICTED INFORMATION
| Coordinator.
r Accaunting. Smh.es |

i TACS

Check EIN or SSN radio-buttons before entering employee data

Maln Menu R

OssN, | |4 I

| GetData | ]_'ﬁﬁ'l

PAMS - AdjusiPay 3.0.51 (02/12/2018 10:31:07 AM)
Bwught to you in partnership by ths Engan ASC and Iformation Technolony
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Example of indicative data associated with the payroll check issued.

Urgent Notice message MUST be read before proceeding

el Payroll Automation Management System

Monday, February 12, 2018 2:56:26 PM CST USPS RESTRICTED INFORMATION

AdjustPay - AIC 754

[

i Main Menu

=== Profile _Forms USPS RESTRICTED INFORMATION

Name: KESENCKTEN )3 7] IMPORTANT... READ Before
EIN: 101222803 Continuing

Year Pay Period: \2@13 ) __J'

Net amount of the check: :489.61__ |

Checlak dpned |

URGENT NOTICE:

If you proceed with authorizing this Emergency Salary Issuance (Salary Advance) the system
will automatically process a STOP PAY on the employees Missing/Lost check with the bank
when the advance is issued at the retail unit or at 9:00 PM Central Time today - whichever
comes first. If the missing/lost check is located prior to close 9:00 PM Central Time today, you
must cancel this authorization immediately. Failure to cancel this authorization prior to 9:00 PM
Central Time today will result in the STOP PAY for the lostmissing check being irrevocable. At
that point the only way the employee may be paid is via this salary advance authorization.
Proceed?

Click "YES" to approve ﬁ YES || NO

PAMS - AdjustPay 3.0.51 (0211212018 10:31:07 AM)
Brought to you in parinerchty by the Eagian ASC 2+ Information Technology
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Example of PS Form 1608 (print, sign, and present to window unit for issuance)

= Ll Payroll Automation Management System
TACKETT, KRISTINE Monday, February 12, 2018 2:59.42 PM CST USPS RESTRICTED INFORMATION

AdjustPay - 1608 Form

E UNITEDSTATES | AdjustPay Emergency Salary Issuance(Salary Advance)
FOSTAL

SERVICE,
(Ol for Mt&(f.aby xh!l}
Ermpiloyee Naese: i YT
KASEY CKLEDNJR 122280 20178
AAIL FROC CLK F

lo-foe poetal isoey ovder i insued M an suthorized eserpency sl £ the sbote ecpiyee fie the acect ofl §

\umens Amoot e Amonct
Form 1608 s 80,61 Eﬂ-‘
printed and ooy Order ey
taken to window | R >
unit for Privacy Act statement: 5 .
s girl Sestmscor-p M) 5 feckion i i
processing and 1,409, 410, 1091, 1003, 1004, 1008, wmmmﬂmum hnfmlwﬂd,muqaﬂ
advance ecerss yout prquent. We sy descloe S 3 L eetivcesent uden
hL’lMWn@mwwmmmﬂa\mﬂmmlmﬂm;m

mumun&tdﬂhuﬂsmmmﬁm T
mqﬁ'ﬂhlﬂrwmmbﬂiﬂ"‘:‘. Eqwl
Opp ‘d : uumsmhmm«okudwmum
. z sy be 6
S mp F ¥ grded by
JSPS.

Segranate of Saptrinor Autheriieg %2 Emerpency Silary || bereby tertify that | bave rreerved the abeve amtmnt and will
pepay s aacers vpon redenpd of my salary chack

it dite

hnﬂmﬂﬁ

0000 0000 0989 0122 2803 043961 754 1817 180812
Exphry Date:021/13-081218

PAMS - AdjustPay 3051 (021272018 10:31.07 AM)
gl 1530w x poterig b 1o ERASG end
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