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Entering Paid Sick Leave & Health Insurance Costs 

There are two earnings codes (FFSICK & FFSICKOTHR) available for recording paid sick 

wages. There is also a memo deduction code (FFSKHI) to record the employer portion 

of health insurance benefits paid during the time an employee was paid sick wages.   

Steps: 

o My Company → Payroll 

o Edit Payroll 

Step 1 –  

From the Dashboard, click Payroll under My Company on the left side. 

 

 
 

Step 2 –  

Click on Edit Payroll at the top or bottom of the page.  
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Step 3 –  

The following paid sick leave earning and health insurance deduction codes are 

available: 

o FFSICK (Earning) 

o FFSICKOTHR (Earning) – When utilizing an hourly rate and entering hours using this 

code, the employee will automatically be paid at 2/3 of the rate. 

o FFSKHI (Deduction)  

Note: For salaried employees, the employer will need to block auto pay and enter 2/3 

of the employee’s salary using the FFSICKOTHR code in the Amount column. 

Alternatively, the employer can calculate and enter the employee’s hourly rate in the 

Temp Rate column and enter hours using the FFSICKOTHR code in the Hours column.  

 

There are two ways to add this information: either in the payroll grid or through an 

employee’s detail view. 

 

Payroll Grid 

In the payroll grid, select Customize Template at the bottom of the page.  
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Type the earning and/or deduction code in the Search Columns box. The following 

options are available to choose from: 

o FFSICK Hours (Earning) 

o FFSICK Amount (Earning) 

o FFSICKOTHR Hours (Earning) 

o FFSICKOTHR Amount (Earning) 

o FFSKHI Amount (Deduction)  

Drag and drop the desired codes from the Available column to the Current column, 

and select SAVE.  

 

 

The selected columns will now show in the payroll grid. You can then enter in hours 

and/or amounts as needed. 
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Employee Detail View 

Select the employee from the list so that they’re highlighted in purple, and click Detail 

View in the bottom-left corner of the grid.  

 

 

For hourly employees, select the appropriate paid sick leave code in the Code drop-

down menu on either the earning and/or deduction tabs, and enter in the amount or 

hours as needed. 
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For salaried employees using FFSICK, click Block Auto Pay in the top-right corner of the 

employee’s detail view. 

  

 

Then, use the employee’s salary to enter an amount. 

 

 

For salaried employees using FFSICKOTHR, click Block Auto Pay in the top-right corner of 

the employee’s detail view. 

  

 



 

 

6 | P a g e  

 

Then, use the employee’s salary to calculate a temporary rate. 

 

 

Once all information has been added for the particular employee, select SAVE PAY 

ENTRY at the bottom of the Detail View page. To preview the check for a single 

employee, select Preview Check at the bottom of the employee’s detail view.  

 

 

The preview for a single check will include any paid sick leave earnings or deductions 

entered in the payroll grid or in the employee’s detail view.  
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To view the preview for the entire payroll, select Preview on the left-hand side of the 

payroll grid.  

 

 

The example below shows an employee with FFSICKOTHR earnings and a FFSKHI 

deduction amount. 

 

 

The payroll preview will also include any paid sick leave amounts/hours for earnings and 

deductions in the Report Totals at the bottom of the payroll preview.  

 

 

 

Still have questions? Contact your Dedicated Client Service Team, or email us:  

 

North Star Clients – csnorthstar@viventium.com 

Health Services Clients – cshealth@viventium.com 

Online Clients – csonline@viventium.com  
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