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AGENDA:
Payroll New Hire Checklist - Required Forms: 

 Employee Personnel Information
 Direct Deposits / Pay Cards
 Federal and State Tax forms

KRONOS
 Multiple Shifts on a Day
 Leave of Absences
 Executive Order Leave (Annual Leave)
 Excessive Leave Report
 Pay Period Close

Pay Period End Review
Security Posts
Revised Separation Cover Sheet
Questions



PAYROLL NEW HIRE CHECKLIST
• The DAS Payroll New Hire Checklist must be completed for 

all new employees.  This includes transfer-ins from other 
Departments.  

• If your new employee’s work location will be in Charleston, 
Parkersburg or Wheeling, you must check the box so the 
appropriate user fee can be added. 

• Please submit this Payroll New Hire coversheet along with 
all forms listed, to DASHR@wv.gov within the first few days 
of employment to avoid delays.

• List your Facility’s Initials, Employee’s Name and Payroll 
New Hire packet in the subject line of the email.
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EMPLOYEE PERSONNEL 
INFORMATION FORM

Have new employees or transfers complete 
the Employee Personnel Information Form.  

Confirm their name spelling, Social Security 
Number and their physical and mailing 
addresses are correct in Oasis prior to 
sending to DAS.
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DIRECT DEPOSITS AND WV PAY CARDS

• All employees must have a Direct Deposit account or a WV Pay Card.

• The cutoff to have Direct Deposits entered and approved in the system is on Thursday, one week prior to 
payday. If Direct Deposit is not set up timely in wvOasis, the system will automatically issue the employee a 
Pay Card.

• When you have a new employee who has prior state service, reach out to your DAS Payroll contact to see 
if they still have Direct Deposit information listed in Oasis.  If they do, and they want their pay to go into a 
different account, they must complete a wvOasis Payroll Direct Deposit Change Form instead of a Setup 
Form.  The same applies if their Direct Deposit is not received, entered and approved in wvOasis prior to 
the cutoff.  Once the system automatically generates a Pay Card, the employee must now do a Change 
Form instead of a setup.

• All highlighted areas must be completed and handwriting must be legible.  If you can not read it, 
it will more than likely get rejected.
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DIRECT DEPOSIT SETUP FORM
 The wvOasis Employee ID is not their “A-E” number.  Their Employee ID 

is located in Oasis as well as on their completed ESMT.

 Verify that the employee’s social security number is correct before 
sending to DAS.

 Bank Name, Routing Number and Account Number must be legible and 
match their backup.  If backup is a counter check, you must sign that you 
received it directly from the employee.

 Checking or Savings must be marked.

 If employee has a Secondary Account(s), the same information must be 
completed and reviewed.  The specific dollar amount the employee wants 
deposited into their secondary account(s) per pay period, must be listed.

 Ensure that the employee has signed and dated the form.

 In the bottom section, please enter your facility’s name and phone 
number.  Please sign and date where it says Payroll Representative’s 
Signature.  The date must be the same date the employee signed or 
after.
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DIRECT DEPOSIT CHANGE FORM

 The wvOasis Employee ID is not their “A-E” 
number.  Their Employee ID is located in Oasis as 
well as on their completed ESMT.

 Verify that the employee’s social security number is 
correct before sending to DAS.

 Primary Account Changes

 Secondary Account Changes
- Changing Amount Only
- Changing Bank account
- If employee is setting up a new Secondary 
Account, they must use the Direct Deposit Setup 
form not the change form.
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DIRECT DEPOSIT CHANGE FORM
(CONTINUED)

 Ensure that employee has printed, signed and 
dated the form.

 In the bottom section, please enter your facility’s 
name and phone number.  Please sign and date 
where it says Payroll Representative’s Signature.  
The date must be the same date the employee 
signed or after.
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DIRECT DEPOSIT SCENARIO 1

Mr. Dirte is a new 
employee and he is 
setting up Direct 
Deposit with a 
Primary Account 
only.

What 3 things are 
wrong with his 
form?
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DIRECT DEPOSIT SCENARIO 2

Mr. Jenkins is a new employee and is setting up 
his direct deposit with a Primary Account only.

What 3 things are wrong with his form?

(Assume that his voided check was provided and 
routing and account numbers are correct).
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DIRECT DEPOSIT SCENARIO 3
Mrs. Simmons 
currently only has a 
Primary account 
and wants to add a 
Secondary 
account.  

What 1 thing is 
wrong with her 
form?

(Assume that her 
voided check was 
provided and 
routing and 
account numbers 
are correct).
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DIRECT DEPOSIT SCENARIO 4Mr. Lowrey has 2 Secondary Bank 
accounts.  He wants to change his 

State CU Checking account 
disbursement from $700 to $500.  He 

also wants to change his Savings 
Account disbursement from $400 to 

$300.
What 5 things are wrong with his form?
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WV PAY CARD FORM
 wvOasis Employee ID is not their “A-E” number.  Their Employee ID is 

located in Oasis as well as on their completed ESMT.

 Verify that the employee’s Social Security Number and DOB are 
correct.

 Employee MUST list a Physical Address even if they don’t have mail 
delivered to their home, or they cannot be issued a Pay Card.

 If employee has a different Mailing Address than Physical Address, 
please be sure to list it on the Pay Card form.  If they don’t have a 
separate mailing address, employee can just list “Same.”

 Address(es) on the Pay Card form MUST match Oasis.  Pay Cards will 
be mailed in a plain white envelope to the Employee’s Mailing Address.

 Ensure that employee has signed and dated the form.

 In the bottom section, please enter your facility’s name and phone 
number.  Please sign and date where it says Payroll Representative’s 
Signature.  The date must be the same date the employee signed or 
after.
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WV PAY CARD SCENARIO 5

Mr.  Johnson has elected to receive the 
WV Pay Card instead of Direct Deposit.

What 2 things are wrong with his form?
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FEDERAL TAX FORM W-4
 Ensure that you are using the correct year’s tax form.

 Verify that the employee’s full Social Security Number is correct. 

 Employee’s address must match what is listed in Oasis.

 Employee must mark 1 box in Step 1-C:  Single, Married or Head of 
Household. 

 In Step 3, if you wish to claim dependents, multiply the number of 
qualifying children under age 17 by $2000 and the number of other 
dependents by $500.  Add amounts together and list on line 3.  If 
employee wants to claim 0, enter 0.  Line 3 can’t be blank.

 If employee wants additional tax withheld per pay period, enter the 
dollar amount in box 4C.

 Ensure that employee has signed and dated the form.

 In the bottom section, please enter your facility’s name, address and 
first date of the employee’s employment.

 Ensure that the Employer Identification Number (EIN) box is blank.
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WV STATE TAX FORM
 If employee does not reside in WV, they do not need to complete this 

form. They will need to complete a Certificate of Non-Residence Form 
and the State Tax Form for the state in which they reside - with the 
exception of Pennsylvania who does not have a State Tax Form.

 Ensure that you are using the correct year’s tax form.  Current State 
form says Rev. 12/20.

 Verify that the employee’s full Social Security Number is correct. 

 Employee’s address must match what is listed in Oasis.

 Employee must write in EITHER Line 1 or Line 2 – not both.  Line 1 for 
Single, Line 2 for Married.

 Enter the total number of exemptions in the Box on Line 4.

 On Line 5, either leave blank or put an X  - do not put 0.

 If employee wants additional withholdings per pay period, enter the 
dollar amount on Line 6.

 Employee must sign and date the form.
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WV CERTIFICATE OF NON-RESIDENCE

 Ensure that you are using the correct year’s tax form.  
Current State form says Rev. 12/20.

 Verify that the employee’s full social security number is 
correct .

 Employee’s address must match what is listed in Oasis.

 Do not write in the box in paragraph 4 unless your spouse is 
a member of the military.

 In paragraph 5, enter the state the employee’s taxes are 
being withheld from.

 Employee must sign and date the form.
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FEDERAL TAX W-4 SCENARIO 1

Mr. Gump is a new hire and just 
completed his Federal W-4 Tax form;  he 
is wanting to claim Married 0.

What 2 things are wrong with his form?
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FEDERAL TAX W-4 SCENARIO 2

Ms. Williams wants to change her Federal 
tax form from Married 0 to Married but filing 
at the Single rate and 0.

What 2 things are wrong with her form?
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WV STATE TAX FORM SCENARIO 3

Mrs. Lyon is a current employee and 
wants to change her WV State Taxes to 
have an additional $10 withheld.

What 2 things are wrong with her form?
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WV STATE TAX FORM SCENARIO 4

Mr. Lyon is a new hire and just 
completed his WV State Tax form and 
he wants to claim Single 0.

What 3 things are wrong with his form?
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CERTIFICATE OF NON-RESIDENCE 
SCENARIO 5

Mr. Cena is a new hire who lives in 
Kentucky so he had to complete the 
Certificate of Non-Residence form.

Can you find the 1 thing that is wrong 
with his form?
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When reviewing your employee’s timecards, pay close attention to multiple shifts –
when an employee clocks in and out more than once in a day.  If the time between 
their first out punch and second in punch is under a certain amount of time, Kronos 
may think that this is part of their lunch break and give them an extra fifteen (15) to 

thirty (30) minutes.

If the employee worked at least 6 hours in the day and used their lunch during their 
break in punches, you would want to leave the paid lunch on there.  If their lunch 

was not during this break, the extra paid lunch will need removed.    

KRONOS
Multiple Shifts on a Day
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MULTIPLE SHIFTS - EXAMPLE 1:
On Monday, employee worked from 8am – 11am and then clocked back in at 1pm – 4pm.  The employee had clocked out for 
an appointment and informed their supervisor that they would also be taking their lunch break during this time.  Given that 
the break between punches was under a certain amount of time, Kronos automatically assumed that this was part of their 
paid lunch and gave them credit for it.  As you can see, 8am-11am is 3 hours and 1pm-4pm is also 3 hours, but the system is 
paying them for 6.5 hours.  In this example, you would leave the extra 30 minutes since they did take their paid lunch during
this time.
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MULTIPLE SHIFTS - EXAMPLE 2:
On Tuesday, employee worked their normal scheduled shift from 8am – 4pm (8 hours) and took their lunch break during this time.  
Their supervisor called them after they left work and asked them to come back in for a couple hours to assist with an issue. The 
employee returned and worked from 5pm – 7 pm (2 hours) which totals 10 hours for the day.  Given that there was only 1 hour 
between their first out punch at 4pm and their second in punch at 5pm, the system assumed this break was part of their paid lunch 
and gave them an extra 30 minutes; you can see that the amount in the “Shift” column is added together and totals 10.5 hours.
Since this was not part of their lunch, this extra 30 minutes will need removed. 
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How to Remove the Extra 30 Minutes from a Multiple Shift
The first step you need to do to remove the extra 30-minute paid lunch from a multiple shift that is not owed is to 
right-click on the second in punch on that shift – in this example it’s 5pm. Then click on “Edit” in the Punch Actions 
box that opens.
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After selecting “Edit” a new box will open.  You will need to select “New Shift” in the Override Box and then select “Ok.”  

How to Remove the Extra 30 Minutes from a 
Multiple Shift (Continued)
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How to Remove the Extra 30 Minutes from a Multiple Shift 
(Continued)

After hitting “Ok” the employee’s timecard should now show totals on each shift’s line separately in 
the “Shift” column and a total for the day in the “Daily” column which no longer includes the extra 30 
minutes.
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ENTERING LEAVES OF ABSENCE ON TIMECARD
Weeks run Saturday to Friday

Full-time staff must have 40 paid hours in each week. If an employee comes off the payroll for any 
amount of time in a week, a Leave of Absence must be entered on their timecard for the amount of 
time they are short of 40 paid hours in the week.

Make sure the Leave of Absence entered on employee’s timecard matches their Leave of Absence 
letter.  The Division of Personnel will reject LOA transactions if the letter does not match what is 
entered on the timecard.

Pay Close attention to Holidays that are in same week as a Leave of Absence. If employee is on a 
LOA on their scheduled day before and/or after the holiday, they are not eligible to receive the 
holiday – unless they physically worked on the holiday.  If the employee is not eligible for the 
holiday, please remove it by adding a row to the same day the holiday is on and entering the 
HOLLV-Holiday Leave pay code and negative eight (-8 ) hours.  The system will not automatically 
remove holidays in this situation.

Manually enter Leave Without Pay codes on the timecard instead of going through the Request 
Manager. A lot of times these codes have to be changed on a historical edit and if they have 0 
hours and were entered through the request manager, we can not change the code.
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EXECUTIVE ORDER BANK
The Executive Order Bank is Annual Leave the Employee was allowed to carry over their max on January 1, 
2021.  If an employee had excessive leave, it was moved into their Executive Order Bank that is located in 
the accruals section of their Kronos timecard.  In order to be paid this leave, they must enter the pay code 

“Executive Order Taken.”  This leave is exactly the same as Annual Leave but can be carried and used 
through the end of calendar year 2025.
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EXCESSIVE LEAVE REPORT
Employees should only be charged the amount of leave necessary to get them to 40 paid hours in each week.
If the employee physically works a minimum of 40 hours and also has leave in the same week, enter 0 hours 
beside their leave code. 

Run the Excessive Leave Report for each week separately in the pay period and reduce down excessive 
leave.  To run this report, you will first need to enter the range of dates for the week and then select the 
hyperfind titled “REG AL SICK Greater Than 40.” You can find this report on your “Hours Detail” screen in the 
same drop down where you find your employee group or “All Home.”  
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Excessive Leave Report (continued)
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Pay Period Close
When reviewing your employee’s timecards, be sure to also check the Pay Period Close in the appropriate pay 
period to make sure there are no missed punches and that all timecards have been approved.  This is located in the 
drop-down beside “Hours Detail” in the top left of your main Kronos screen.  You will need to select your employee 
group or facility in the drop-down on the top right after you are on the Pay Period Close Screen.
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Pay Period Close (continued)

Employees who have separated employment will continue to show in Kronos until they have been completely 
termed out of Oasis.  Please continue to review and approve their timecards as well so we know when reviewing our side 
that they are correct and were not accidentally missed.  In some situations, holidays may still load on these employees and 
will need removed.
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Pay Period End Review
Towards the end of each 
Pay Period, the facilities 

are emailed the Pay 
Period End Review.  

This form is reviewed by 
DAS HR to ensure that 

we have received, 
reviewed, processed or 
addressed anything that 

occurred in the pay 
period.  It’s very 

important that the 
information entered on 
this form is accurate.  

Please also pay 
attention to the dates at 

the top of the form to 
ensure that the 

information you are 
providing is during the 

correct period.  
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Security Post Form
Any non-uniformed staff member who works a Security Post 
and makes less than $14.7424 an hour, must complete a 
Security Post Form in order for us to pay them the security 
post rate.

Do Not send in Security Post forms for staff who make equal 
to or more than the security post rate. This is only for non-
uniformed staff who make less than $14.7424 per hour; 
please check their salary prior to sending in this form.

When completing the hours worked section of the form, 
please ensure that you list the correct date, times working the 
post and that the total hours are correct and match what’s on 
their Kronos timecard.
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Employee Separation Cover

The Employee Separation Cover Sheet has been 
revised and should be completed for any employee who 
is separating employment or transferring to another 
Department.

Please be sure to list their last known address as well as 
personal email and phone number so they can be 
reached for an exit interview.

When submitting the final timesheet, please be sure it 
includes their schedule; this is required by the Division of 
Personnel.  The schedule can be hand-written if needed 
if the timecard has been signed off on.
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Questions?
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