LWOP Instructions

(Works for both full and part time employees.)

1) Determine the WGI waiting period

a) Last Equivalent Increase (LEI) date:  ____________

b) WGI Due Date:  _____________

c) These are found on the Employment Data 1 panel—these dates are usually the beginning and ending dates of the waiting period.

2) Determine the number of WGI Non-pay Hours during the WGI waiting period

a) WGI Non-pay Hrs:  ____________

b) This is found under Administer Workforce>Use>WGI Non-pay

c) Print screen shots of the WGI Non-pay data for ease of use when calculating the Total WGI Non-Pay Hrs during the WGI waiting period.

3) Subtract the WGI Non-pay Hours Allowed from the total WGI Non-pay Hours during the waiting period

a) Allowable hours are as follows:  80 hours for steps 2, 3, and 4; 160 hours for steps 5, 6, and 7; and 240 hours for steps 8, 9, and 10.

b) (WGI Non-pay Hrs)  minus  (Allowable Hours)  equals  (Excess WGI Non-pay hours)

4) Calculate Total WGI Non-pay Hrs During WGI Waiting Period

See sample Excel spreadsheet Excess Non-Pay Hrs tab

1) Fill in the requested information in cell A1.

2) Column A contains a list of all pay periods from 01/04/97 through 01/01/11.  Delete any pay periods outside the WGI waiting period.

3) Using the WGI Non-pay data screen shots, enter the WGI Non-pay hours in Column B.  Total this column and enter in cell A1.

4) To calculate the Total WGI Non-pay Hrs during the WGI Waiting Period, enter the WGI Non-pay Hrs Allowed in cell A1, and then calculate the Excess WGI Non-pay Hrs during the WGI Waiting Period.  

5) Determine new WGI Due Date

See sample Excel spreadsheet New WGI Due Date tab

1) Column A contains a list of all pay periods from 01/04/97 through 01/01/11.  Delete any pay periods prior to the pay period in which the WGI was due.  (Delete only the Pay Period End dates in Column A and not the entire row.

In column A, highlight all pay periods prior to the pay period in which the WGI was due (if due October 22, 2000, highlight the Pay Period End dates of October 21, 2000 and earlier.  Then select Edit; Delete, Shift Cells Up.)

2) The remaining Pay Period End dates make up the extended WGI waiting period.

3) Enter the Excess WGI Non-pay Hours in cell D2.  (There is a number entered in this cell so the formula could be set up to automatically calculate the new WGI Due Date—overwrite the number that’s currently in the cell.) 

4) Use the WGI Non-pay data screen shots to enter the WGI Non-pay Hrs claimed during the extended waiting period.  (There are numbers entered in the first two rows so the formula could be set up to automatically calculate the new WGI Due Date—overwrite these numbers and continue entering LWOP Hrs During Extended Waiting Period.)

5) Column C contains a formula to automatically subtract these hours from the pay period total of 80 hours to determine the number of hours worked during the extended waiting period.

6) Column D contains a formula that subtracts the number of hours worked during the extended waiting period from the excess WGI non-pay hours.

7) The new WGI Due Date will be the first day of the pay period after the Excess WGI Non-pay Hours total becomes either zero (0) or a negative balance.  Remember to make the “Effective date” the beginning of the “Pay Period End” date from Column A.
