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Clerk Training
Webinar

May 31, 2018

2:00 – 4:00 CST

NE WIC 
5.31.18

OVERTIME 
& BONUSES

Overtime & Bonuses

NE WIC 5.31.18
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Bonus: One Time Payment

Bonus: One Time Payment
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Bonus:

Step 1 -- Enter amount earned from working

Step 2 -- Add a Row and Enter bonus as Annual Payment

Hiring or Reenlistment Bonus:
Paid One Time

Step 1 -- Enter amount earned from working

Step 2 -- Add a Row and Enter bonus as Annual Payment
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Uniform Allowances: 
Handle the Same as Bonuses

Step 1 -- Enter amount earned from working

Step 2 -- Add a Row and Enter the Uniform Allowance as Annual Payment

Overtime:
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Overtime: Three Types

Routine Overtime: 
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Infrequent or Sporadic Overtime:

Seasonal Overtime:
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Overtime: Routine or Frequent ??
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Is it on every paystub?

ASK - How often do you get extra hours?

ASK - Is it only for a month or two?

Examples Jobs with Routine Overtime:

• Manufacturing

• Construction

• Packing Plant
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Documenting Routine Overtime:

Is the OT the 
same each pay 

period?
YES

Use one row 
to enter all pay 

for this job

Enter amounts 
in Notes field 

Documenting Routine Overtime:

IS the OT the 
different each pay 

period?

Use the Calculator 
to Determine 

Monthly Income
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Documenting Routine Overtime:

Use one row to 
enter all pay for 

this job

Enter weekly 
amounts in 
Notes Field

Monthly

Overtime: Sporadic or Infrequent ??
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Is it on every paystub?

NO

ASK - How often do you get extra hours?

CHECK – Paystub for OT in Year to Date
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Documenting Infrequent Overtime:

Use one row to enter regular pay

Documenting Infrequent Overtime:

Enter all regular pay 
in that row

Enter paystub 
amounts in Notes 

Field
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Documenting Infrequent Overtime:

Use one row 
to enter 

regular pay

Add a row to 
enter overtime

Choose 
ANNUAL for 
the Period 

Add amount & 
Overtime in 
Notes Field
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Seasonal Income: 

• Lasts a limited/short time
•Only for Part of the Year
•Work Many Hours in a Pay Period
• Little or No Income Rest of the Year

Documenting Seasonal Income:

Use the income calculator to 
combine the amounts



5/30/2018

31

Documenting Seasonal Income:

Use one row to 
enter pay

Choose 
ANNUAL for 
the Period 

List amount(s) 
in Notes Field

Questions ?


