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There are many reasons why an employee or employees need to be paid some retro pay. These reasons may 
be due to late contract settlements, payroll errors or late approval for an item that is payable from an earlier 
date. Regardless of the reason, the methods available to generate and pay these amounts apply to all of the 
scenarios. 

 
Generally salaried position retro payments are created by either altering the Base or Prorated Salary amount, 
or by changing the Effective or End Date of the position. Whether retro payments are needed for one or 
many employees, there are options to either process the payments on a ‘Separate Check in a Separate 
Special Pay Period’, or to process the payments as an ‘Additional Checks on the Normal Pay Period’ utilizing 
the check sequence numbering. 

 
The Preferred Method is to process the payments on a Separate Check in a Separate Special Pay Period. This is 
because wages and deductions may be more easily verified if these retro payments are on a special 
standalone pay period. Deductions may be selected/deselected as necessary by choosing them when opening 
the pay period. 

 
The Alternate Method is to make the payments as Additional Checks on the Normal Pay Period will achieve 
the same result, but when more than a few employees are receiving this retro, wage verification and 
deduction overrides may become very complicated and confusing. 

 
There is also a Mid-Year Incrementing Routine which allows for mass Retro payments that works very 
similar to the Increment Salaries routine during the EOY Rollover process. This routine will be very 
beneficial when there are contract settlements that involve an increase in step, an increase in step values, 
or a percentage change that occurs mid fiscal year but must be effective back to an earlier date. 

 
✓  If the Retro for the current year is effective starting with the beginning of the fiscal year (meaning 

the first day of the affected employees work calendar), do not use these automated routines. 
Simply change the tables (salary schedules/position codes) and then visit each employee to reset 
to 
default. While this seems like a daunting task, it is the easiest and most controlled method when 
the Retro is effective from the start of the year. 

 
If the Retro is effective starting from a date other than the beginning of the work calendar start date, refer 
to the Mid-Year Raises documentation for complete details regarding this routine. 

 

While the Preferred and Alternate Methods work well for Salaried positions, they will not work for Hourly or 
Daily positions or Hourly/Daily transactions paid against Salaried positions. In order to accommodate for Retro 
payments due to Hourly or Daily transactions that have been paid incorrectly in the past, a special process has 
been created to capture all related payments and use them to calculate the amount of a Retro payment. This 
calculation will be exported and then imported back into WinCap as a transaction ready to be processed on a 
pay period. 

 
This routine is called Payroll Transaction Totals for Import (Retro) and will work for the following scenarios. 
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1. Multiple Hourly/Daily Employees with a Base Rate Change for the Current Fiscal Year 
2. Multiple Hourly/Daily Employees with a Base Rate Change for the Prior Fiscal Year 
3. Retroactive Wages for Payroll Transactions Created for Salaried Employees 

 
Refer to the Payroll Transaction Retro Routine documentation for complete instructions regarding this routine. 

 

Preferred Method 

Retro Pay on a Separate Check in a Separate Special Pay Period Open a 

Retro Pay Period 
Before making any modifications to the employees, Add a new pay period for the desired check date. If this is 
the same check date as a regular pay period is scheduled, Open the regular pay period as normal first. This 
will prevent any frequencies from being added to the Retro pay period. 

 
At the end of the description, add verbiage indicating that this is a Retro pay period. 

 
Enter the pay period type and pay of the month that most closely resembles the deduction selection that 
needs to be taken. Manually review and select the deductions that need to be withheld for this retroactive 
pay. 

 
Once all settings are correct, open this Retro pay period. Remember this Pay Period Number. 
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Create the Retro Payment Amount 

On the position tab on the employee maintenance screen enter the new salary. Go to the pay schedule tab, 
right click on the retro amount and choose Modify Payment. Select the pay period that was just set up. 

 
The Base Salary amount was changed from $95,000 to $120,000. 

 

 
The Pay Schedule reflects an adjustment amount of $15,101.73 that is scheduled to be included with the 
regular salary payment of $4735.63 on the same check for the pay period with the check date 5/22/2009. As a 
result of the change, the new regular salary amount has increased to the proper amount for the rest of the 
fiscal year. 
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Sometimes the settings that are triggered in the Options Button will prevent the adjustment from being 
evident. To see the full amount of the adjustment in the first available payroll, choose the option ‘Make 
adjustment to first available payroll’. This will take the whole of the adjustment and lump it together on 
the first available pay period date. 

 
 

Setup the Retro Payment to Process in a Separate Pay Period 

To separate the retro amount from the regular salary and denote that it is a retro amount, while in Modify 
mode, right click the number field itself. 

 

 
Choose the ‘Modify Payment’ option to produce this dialog box. 

 
In the Check Date field, choose the pay period that was just Opened specifically for the Retro payments. 
There may be two pay periods with the same check date, so choose the pay period number that applies. 

 
Since this is a separate pay period, the Check Sequence may remain set as 1. 

 
Leave the amount as is and select the check box labeled ‘Retro(for labeling purposes only). This will place a 
label of ‘Retro’ on the pay schedule once the payment has been processed. 

 
Choose the Weight Factor to use in determining the annual calculation of this payment. Generally, the 
number to use would be equal to the number of times the new regular salary payment will go into the retro 
amount. If this number is not an option, choose the Default option. 
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In the Tax Method drop down box, choose the method of tax withholding to use. Bear in mind that IRS 
guidelines should be followed whenever payments are taxed. 
If a Tax Method other than Regular is selected, since this is a separate pay period, the weight factor will not be 
a factor in the tax calculations. 

 
 

Select the OK button and save the employee record. The Pay Schedule will display the payment amount in 
yellow and label it CurRet for Current Retro. 

 

 
Process the Retro Pay Period 

Finish processing this payroll once all employees receiving a Retro payment have been modified in this 

manner. Once the payment is processed, the label will change to ‘Retro’. 

 

 
✓  Treat this pay period like a regular pay period in regards to reviewing and reporting. If Direct 

Deposit and Post to AP processing is warranted, perform like normal. 

 

Alternate Method 
 

Retro Pay on Additional Checks on the Normal Pay Period 

 
When adding a Retro payment so to a regular pay period, but still on a separate check, follow the 
procedure outlined for the Retro Pay on a Separate Check in a Separate Special Pay Period scenario until it 
is time to Modify the payment on the pay schedule. 

 
Create the Retro Payment Amount 
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Setup the Retro Payment to Process in the Regular Pay Period as a Separate Check 

After right clicking and choosing Modify Payment, choose the current pay period and change the Check 
Sequence number to a higher number than is currently selected, normally this will be changed from 1 to 
2. 

 

 
Since the Retro payment will be issued in a pay period along with regular payments, the label assigned to 
the pay schedule will read ‘CurR2’ since it is a current sequence 2 payment. 

 

 
Modify All Retro Checks for Deduction Handling 

After creating all necessary Retro payments and modifying as instructed, open paycheck display and create 
a filter for only Sequence 2 checks (or whatever sequence was used for the Retro payments). Also include a 
reference to the pay period number in the Where Clause. 
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Open Paycheck Display, select the filter icon, and clear the filter. Add this Where Clause to display only 
Sequence 2 checks for the specific pay period number. 

 
 

While in Modify mode, select the Other Deductions tab of Paycheck Display and choose one of the Deductions 
override options found in the Options Button. 

 

 
The option to Exclude All ‘Other Deductions’ will exclude all deductions including direct deposits and will 
result in a physical check. Select the Recalculate button and review the Summary tab before saving the 
changes. 


