Payroll Department
Tuition Waivers
· The Payroll Administrator receives (completed) tuition waiver forms every two weeks.   
· The Payroll Assistant runs two query reports for the Payroll Administrator (1. Tuition Waiver Tracking Report – by employee - shows how many tuition waivers each employee has submitted to date and whether or not the waiver has exceeded the IRS limit; 2. Tuition Earnings Report – shows how much each employee has been taxed for tuition waivers by pay period).  
(Note:  Current IRS rules allow $5,250 of allowable annual non-taxable tuition waiver per employee.)  
· The Payroll Assistant calculates the employee taxable amount (for new waivers) based on the waivers already received for the year, which is obtained from query 1 the Tuition Waiver Tracking Report – by Employee (the calculation is manually calculated on the Tuition Waiver Tracking Report – by employee).  
· The Payroll Administrator checks the assistant’s calculation.  
· The Payroll Administrator searches the Banner system (inputs the employee’s n number to find the employee’s job number) to see if the employee is already being taxed for tuition waivers or if the employee has to be set up for tuition waiver taxation.  
· The Payroll Administrator defines the taxable pay periods (for the new waiver) based on the taxable amount obtained from the calculation, changes to the tax calculation (dropped or added classes) and the pay periods that are already being taxed.  
· The Payroll Administrator enters this information into an excel spreadsheet that automatically generates the Graduate Level Tuition Waiver Tax Worksheet that is submitted to the HRIS department to process (HRIS has to process before the next payroll is run).  
· Once HRIS has processed the information, the Payroll Administrator runs a query report (one for employees and one for employees’ dependants) which creates a table that lists (by employee) the processed taxable amount by pay period.  
· The Payroll Administrator audits this table by ensuring the job number is correct, by ensuring the taxable amount is correct and by ensuring the beginning and ending payroll dates are correct.  
· Once the Payroll Administrator completes this process, a letter is generated to the employee (noting how much money is being taxed and the effected pay periods) and is sent to the employee by email.  
Payroll Process
· Nova:
The Payroll Administrator prepares the payroll system in Banner for the University’s bi-weekly payroll.  
· The Payroll Administrator runs PHPTIME (usually on Thursdays in a regular payroll cycle) to “pull down” (generate) employee timesheets for the time-entry process.  
· The Payroll Administrator runs PHRDERR which lists timesheets that contain errors.  The Payroll Administrator forwards the PHRDERR report to the HRIS department to correct timesheet errors (the HRIS department has to correct errors immediately before the Payroll Administrator runs time).  
· Once the HRIS department corrected the known errors, the Payroll Administrator “pulls through” the HRIS department’s changes by running the PHPTIME report again.
· The Payroll Specialists have two days (usually Fridays and Mondays in a regular payroll cycle) to enter time (the payroll alphabet is divided between 4 people – 3 Payroll Specialists and the Assistant Payroll Manager; the Payroll Assistant enters students’ time).  
· The Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant key in time from physical time sheets and reports (overload payments, retro payments, vacation payout leave & absentee reports).   
· The Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant also enter Grant exempt employee payroll.  Changes in the Grant account numbers are manually changed by the specialist entering the time data.  

· Once the payroll has been keyed into the system, the Payroll Administrator runs PHPPROF which verifies that all entered data is correct.  
· The Payroll Administrator also runs PHPLEAV which calculates and verifies all entered vacation and sick time, PHPCALC which calculates payroll taxes based on the entered time and PHRPREG which is the payroll register.  
· The Payroll Administrator divides the Payroll Register by the 4 payroll personnel that enter non-student time, and saves the division in a word document that the payroll personnel can access.  
· The Payroll Administrator runs and audits the following queries (reports):  missing time, negative earnings, tuition waivers, employee/employer deductions and exempt employees with pay exceeding $5,000 and non-exempt pay exceeding $1,500 (the Payroll Administrator runs PHPPROF the PHPLEAV,  PHPCALC, PHRPREG  and the queries on Mondays).  .     
· The following day (usually Tuesdays in a regular payroll cycle) the Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant audit all keyed-in time.  Each person audits another person’s work.  
· The Payroll Specialists compare the physical time sheets to the payroll register to ensure that all entered time is correct and entered for the proper University employee.  
· The Payroll Administrator runs a final proof on the entered data by running PHPPROF.  This final proofing will detect and delete empty time sheets and will total up the final payroll numbers.  
· The following day (usually Wednesdays in a regular payroll cycle), the Payroll Administrator “runs” the time through a series of different processes.  
· First, the Payroll Administrator runs a query to find the last check number used in the previous payroll.  
· Once the Payroll Administrator is ready to create the actual paychecks, the Payroll Administrator runs PHPDOCM.  PHPDOCM lists all entered records and divides the records between direct deposits and physical checks.  
(Note:  Once PHPDOCM is generated, errors cannot be changed in the payroll system since the actual payroll process has commenced.  If an error is a payroll department error, a check will be run the next day and paid on the regular University pay date.  If the error is not a payroll entry error, the error will be corrected and paid (or deducted) through the adjustment payroll.)  
· The Payroll Administrator runs PHPCHKL DIRECT DEPOSIT which pulls all direct deposit records and assigns the direct deposit records a document number and PHPCHKL CHECKS which pulls all paper (physical) check records and assigns the physical check records a document number.  
· Once PHPCHKL DIRECT DEPOSIT and PHPCHKL CHECKS are run and the document numbers are assigned, University employees’ can access their payroll information available to view on WebStar (an online program).
· The Payroll Administrator runs processes that will create files to transmit to the bank and for the University’s records.  
· The Payroll Administrator runs PHPDIRD, which is a file that is sent to the bank that lists the direct deposits for the processed payroll.  
· The Payroll Administrator runs PHRTREG, which is a hash total of all direct deposits (for the University’s records).  
· The PZBANK file lists all paper (physical) checks and is transmitted to the bank.  
· After these processes are run, the Payroll Administrator verifies that BANK is processed in Telnet first, transmits the ACH (direct deposit) file, calls in the ACH (direct deposit) totals to the bank, transmits the BANK file to the bank and begins printing the checks.  

· Once the checks begin the printing phase, the Payroll Administrator runs PHPUPDT which is an update report that lists the final payroll summary.  
· Once the PHPUPDT is run, the following are generated for reconciliation purposes:    PHPCALC – lists the total of the entire payroll, PHRTREG – lists the hash totals for all direct deposits, PHRCDST – lists the doc numbers for the direct deposit records, PHRCISS – lists all paper (physical) checks, PHRDREG – the deduction register, PHRPREG – the payroll register and the PRXTDEP – tax information.  
· The Payroll Administrator reconciles the Payroll Register to these reports to ensure that all totals match the check and direct deposit totals.  After reconciling the final totals, the Payroll Administrator runs the PHPFEXP process which interfaces the payroll system to the accounting system.  
· The following day (usually Thursdays in a regular payroll cycle) the Assistant Payroll Manager, the Payroll Specialists and the Payroll Assistant prepare the checks to be distributed to the different University Departments for distribution on pay day (usually Friday in a regular payroll cycle).  
· The payroll personnel gather and sort the paper (physical) checks and the direct deposit stubs by department.  
· A report is generated that lists the department’s employee and whether or not the employee receives a check (C) or a direct deposit (D), and this report is given to the department representative that distributes the checks and direct deposit stubs.  
· The Payroll Administrator emails the Treasurer with the payrolls total figures (total payroll and total taxes).  
· The following day (usually Fridays if a regular payroll cycle), checks are distributed.  
· A currier picks up all checks and delivers the checks to the different departments (both on-campus and off-campus).  
· The currier distributes the checks to the designated department representative and has the representative sign a sheet acknowledging the delivery.  If the designated department representative is not present when the currier arrives, the currier returns the checks to the Payroll department, and the department representative has to pick up the department’s checks in person.  
· The Assistant Payroll Manager keeps and files all payroll sign sheets for a year.
Grand Oaks:
· The Payroll Process is similar to the University’s process except that the Assistant Payroll Manager and one other Payroll Specialist keys in Grand Oak’s time on Tuesdays.  The same processes apply to and the same reports are run for Grand Oaks.
Adjunct (Professor) Payroll:
· The Adjunct (Professor) payroll is processed by the HRIS department (except for three of the University’s centers).  
· The Payroll department receives the paper time entry sheets from the HRIS department and runs the Adjunct report from the system.  
· The Payroll Specialists compare the physical time sheets to the payroll adjunct report to ensure that all entered time is correct and entered for the proper adjunct employee.  
· The Payroll Specialists do not audit the adjunct payroll for the three University Centers that processes their own adjunct payroll. 
Adjustment Payroll:
· The adjustment payroll is distributed on Thursdays of non-payroll weeks.  
· Adjustment payroll is only disbursed by paper (physical) check, not through direct deposit.  
· The Payroll department has to adjust payroll for changes or errors that were detected in the audit process after the PHPDOCM process was run, or for employee or departmental payroll adjustment notification.  These adjustments are processed individually.  
· Once the adjustment payroll is complete, the Payroll Administrator runs the PHPDOCM report.  The PHPDOCM report lists all entered records.  
· The Payroll Administrator runs the PHPCHKL CHECKS report, which pulls all paper (physical) check records and assigns the physical check records a document number.  Once the PHPCHKL CHECKS process is run and the document numbers are assigned, University employees’ can access their payroll information available to view on WebStar (an online program).
· The Payroll Administrator runs the process that will create the file to transmit to the bank and for the University’s records.  
· The Payroll Administrator runs the PZBANK file that lists all paper (physical) checks for bank transmitting.  After this process is run, the Payroll Administrator verifies that BANK is processed in Telnet first, transmits the BANK file to the bank and begins printing the checks.  

· Once the checks begin the printing phase, the Payroll Administrator runs the PHPUPDT report, which is an update report that lists the final payroll summary.  
· Once the PHPUPDT is run, the following reports are generated for reconciliation purposes:    PHRCISS – lists all paper (physical) checks, PHRDREG – the deduction register, PHRPREG – the payroll register and the PRXTDEP – tax information.  
· The Payroll Administrator reconciles the Payroll Register to these reports to ensure that all totals match the check and direct deposit totals.  
· After reconciling the final totals, the Payroll Administrator runs the PHPFEXP process which interfaces the payroll system to the accounting system.  
Foreign Payroll

· Payroll for the foreign cluster sites are paid monthly (Deloitte & Touche processes the payroll).  
· The foreign OIT staff submits time sheets to the payroll department (OIT is paid on an hourly basis at the foreign cluster sites). 
· The administrators at the cluster sites send overtime reports by employee for regular employee (monthly) payroll.  
· The departments who employ Adjunct professors submit one time payment requests (Adjunct Payment Form) for adjunct professors monthly.  
· All cluster site employees (including OIT staff, Adjunct professors and regular employees) are paid through direct deposit only.

· On a monthly basis, the Payroll Manager submits the cluster sites’ payroll via email to Deloitte & Touche.  
· The Payroll Manager receives a pre-register from Deloitte & Touche and approves the pre-register.  
· When the Payroll Manager approves the final payroll register, the Payroll Manager sends an email to Deloitte & Touche that the Payroll is OK to pay.  The Payroll Manager also sends an email to the Treasury department to fund the proper bank account.  
· After Deloitte & Touche processes the payroll, an email is sent to the Payroll Manager confirming that the payroll was processed and distributed.  
· The Payroll Manager keeps all reports and emails supporting the cluster sites’ payroll electronically.  
Labor Distribution Report

· After each payroll is run, the Assistant Payroll Manager runs the Labor Distribution Report.  
· The Labor Distribution report’s results are directly from the payroll (the report can’t be manipulated) and is distributed, in paper format, through inter-office mail to the highest person in a department.  The report highlights the charges to the department (organization) and lists all payees from that department (organization) and each payee’s paid amount.  This report is budget driven.
Reverse Direct Deposits

· The Assistant Payroll Manager receives emails from departments requiring reverse direct deposits for employee overpayments.  
· The Assistant Payroll Manager completes a direct deposit reversal form (inputs date of deposit, deposit amount and bank account number).  
· The Assistant Payroll Manager faxes the form to the bank (retains fax confirmation for payroll’s files) and receives notification of an ACH credit, from the bank, within two days.  
· If the Payroll department has to reissue payment for a portion of the ACH credit, the Payroll Administrator issues a check for the remaining balance to be disbursed through the adjustment payroll.  The Payroll Administrator keys in the required Journal Entry if an adjustment is necessary.
Returned Direct Deposits

· After each payroll distribution, the Assistant Payroll Manager receives an ACH report (from the bank) which details all completed direct deposits and all rejected direct deposits.  
· The Assistant Payroll Manager places all rejected ACH deposit accounts on in-active status through the Banner system.  
· The Assistant Payroll Manager notifies all effected employees of the returned direct deposits and re-issues payroll checks through the adjustment payroll.  
· The Assistant Payroll Manager instructs the employees to fill out a new ACH direct deposit form. 
Stop Payments

· Completed Stop Payment forms are faxed or hand delivered to the Payroll department.  
· The Payroll Specialists check the employee’s address in the Banner system, and includes the check in an excel spreadsheet for checks that are submitted for stop payment.  
· The Payroll Specialists give the Stop Payment forms to the Payroll Tax Specialist.  
· The Payroll Tax Specialist checks the returned checks spreadsheet (in excel) to ensure that the check was not returned or paid out.  
· The Payroll Tax Specialist pulls up the PHICHEK system and prints the requested check detail form (for the requested stop-payment).  
· After 1pm, the Payroll Tax Specialist accesses the bank online and electronically stops payment on the check.  
· Once the electronic stop is complete, the Payroll Tax Specialist initials, dates and copies the forms, and gives the original form to the Payroll Administrator who voids the check.  
· The Payroll Administrator re-issues a check through adjustment payroll if necessary.
Overpayments

University Departments notify the Payroll department of employee overpayments.  
· The Payroll Specialists complete the overpayment worksheet and submit a copy to the Payroll Tax Specialist and the Payroll Manager.  
· If the overpayment exceeds $200, the Payroll Manager sends a letter to the overpaid employee which notifies the employee of the amount owed to the University for payroll overpayment.  
· If the Payroll department receives payment from the employee, the Payroll Manager voids the returned amount form the payroll system (and the respective department’s GL account) and reverses the returned amount from the employee’s W2 (if returned in the same fiscal year).  
· The Payroll Tax Specialist prepares the received check for deposit by completing a deposit slip.  The Payroll Tax Specialist copies the original check and overpayment form and attaches the white and yellow copies of the deposit slip for the Payroll department’s records.  The Payroll Tax Specialist submits the pink copy of the deposit and the original check to the bursar’s office.  
· The Payroll Tax Specialist gives a copy of the check (stamped paid) and forms to the Payroll Administrator who prepares the Journal Entry.  
· If the employee does not return the overpaid amount, the Payroll Manager charges the effected department the overpaid amount.  
· The Payroll Manager keeps and updates a spreadsheet listing all overpayments and where each overpayment is in the collections process.  The Payroll Manager also keeps a spreadsheet which lists the total amount the University would receive if all overpayments were paid back to the University.
Employee Reimbursement (to the University)
· The Payroll Tax Specialist receives a memo and a tuition waiver repayment agreement from Student Financial Aid for employees who owe the University money for failed or dropped classes.  
· The Payroll Tax Specialist completes a garnishment form, attaches the memo and tuition waiver repayment agreement and submits the paperwork to the HRIS department to process.  
· The HRIS department returns the processed paperwork to the Payroll department to file. 
Garnishments

· The Payroll Tax Specialist receives court orders for payroll garnishments from state (in state and out of state) courts.  
· The Payroll Tax Specialist processes the Florida Disbursement Unit (Child Support) bi-weekly.  
· All other garnishments (student loan defaults, car loan default or state garnishments) are processed monthly.  
· To process the garnishment distributions, the Payroll Tax Specialist runs a Deduction report.  
· The Payroll Tax Specialist completes a check request for the garnished amount and compares the check request to the Deduction Report to ensure the employee and garnished amount are correct, and copies the check request for the garnished employee’s file.  
· The Payroll Manager approves the check request.  
· The Payroll Tax Specialist submits the check request to the Accounts Payable department without back up (because of the sensitivity of the garnishments, the University does not want employees’ names or social security numbers released from the Payroll department) two days before the check is needed for mailing.   
· The Accounts Payable department processes the check request and sends the check to the Payroll Tax Specialist.  
· Upon receipt of the check, the Payroll Specialist affixes the employee’s name and case number on the check stub (cuts and pastes the information from the Deduction Report), copies the check for the employee’s file and mails the check.       
Moving Expenses

· The Payroll Tax Specialist receives a memo from the Faculty Contract Administrator with the entitled employee’s name and the amount the employee is entitled to (employees are allowed 1/12 of their salaries up to $10,000) for moving expenses. 
· If the employee uses the University approved moving company, the check request comes from the Faculty Contract Administrator and the check is paid directly to the moving company.  If the employee uses a non-approved moving company, the employee has to submit a travel and expense reimbursement form with all receipts the employee is requesting reimbursement.  
· The Payroll Tax Specialist audits the travel and expense reimbursement form and submitted receipts to determine if the submitted expenses are reimbursable, and if the expenses are reimbursable whether or not the reimbursable expenses are taxable or non taxable (the Payroll Tax Specialist reimburses expenses according to federal regulations).  
· The Payroll Tax Specialist enters approved expenses into an excel spreadsheet.  
· The Payroll Tax Specialist copies the travel and expense reimbursement form and receipts (for payroll’s records), prints out the copy of the excel spreadsheet and hand delivers the reimbursement documentation to the Budget Office.  
· The Budget Office approves (stamps) the employee reimbursement and returns the documentation to the Payroll Tax Specialist.  
· The Payroll Tax Specialist writes, in red, “OK TO PAY,” and initials and dates the travel reimbursement form.  
· The Accounts Payable department processes the check request and distributes the check to the entitled employee.  
· The Payroll Tax Specialist enters the W2 (taxable and non taxable) information into the Banner system and divides the taxable moving expenses among 6 pay periods. 
· The Payroll Tax Specialist sends the employee a letter with a copy of the moving expense report from the Banner system to let the employee know which expenses were approved, which expenses were taxable and which expense were non taxable.   
State Taxes
State Taxes are paid to the respective states bi-weekly, monthly and quarterly.  
· Payments to states paid on a bi-weekly basis are sent through electronic payments.  
· The Payroll Tax Specialist runs a Deduction Report.  
· The Payroll Tax Specialist calculates the taxes owed and submits the payment electronically.  
· After the electronic submission, the Payroll Tax Specialist emails the Payroll Manager the transmitted amount.  
· For monthly and quarterly payments, the Payroll Tax Specialist runs a Deduction Report.  
· The Payroll Tax Specialist calculates the taxes owed.  
· For states that accept electronic submissions, the Payroll Tax Specialist submits the payment electronically and emails the Payroll Manager the transmitted amount.  
· For states requiring payment by check, the Payroll Tax Specialist completes a check request and attaches the state form to the check request.  
· The Payroll Manager approves the check request.  
· The Payroll Tax Specialist submits the check request to the Accounts Payable department two days before the check has to be mailed.  
· The Accounts Payable department processes the check request and sends the check to the Payroll Tax Specialist.  
· The Payroll Tax Specialist copies the check (for the state’s file) and mails the check with the original state form.   
Quarterly State Unemployment Taxes & Workers Compensation
The Payroll Tax Specialist files these expenses for 10 states (Arizona, California, Colorado, Hawaii, Maine, New York, Nevada, North Carolina, Oregon, Washington and Wisconsin).  
· The Payroll Tax Specialist runs these reports through the Banner system.  
· The Payroll Tax Specialist completes the state forms and completes a check request.  
· The Payroll Manager approves the check request.  
· The Payroll Tax Specialist copies the documentation (for Payroll’s files) and submits the check request to the Accounts Payable department two days before the check needs to be mailed.  
· The Accounts Payable department processes the check request and sends the check to the Payroll Tax Specialist.  
· The Payroll Tax Specialist sends the check with the original forms to the state. 

Labor Statistics

On a monthly basis, the Payroll Tax Specialist calls in labor statistics for Florida and Nevada to the US Department of Labor.  
· For Nevada, the Payroll Tax Specialist runs the worker’s compensation report and reports the necessary figures from that report.  
· For Florida, the Payroll Tax Specialist runs the Department of Labor Report and reports the statistics from that report.
United Way
On a monthly basis, the Payroll Tax Specialist submits the bi-weekly employee payroll deductions (for the United Way) to the United Way.  
· The Payroll Administrator runs a Deduction report.  
· The Payroll Tax Specialist obtains the report from the Payroll Administrator and prepares a check request for the United Way deduction total.  
· The Payroll Manager approves the check request.  
· The Payroll Tax Specialist submits the check request to the Accounts Payable department.  
· Once the Accounts Payable department processes the check request, the Accounts Payable department does not send a check to the Payroll Tax Specialist to mail because the department electronically transmits the payment to the United Way.  

Unclaimed Property
Every six months the Payroll department researches un-cashed checks.  
· The Payroll Administrator runs an outstanding check register.  
· The Payroll Tax Specialist obtains the outstanding check register from the Payroll Administrator and researches the checks.  
· For un-cashed Adjunct Professor checks, the Payroll Tax Specialist contacts the respective department to see if the Adjunct Professor is entitled to the check.  
· If the Adjunct Professor is entitled to the check, the Payroll Tax Specialist sends a letter to the Adjunct Professor requesting information about the check (whether or not the Adjunct Profess received the check, cashed the check or lost the check) and waits for a reply.  
· For current University employees, the Payroll Tax Specialist contacts employees directly and inquires about the checks’ status (was the check ever received, does the employee still have the check, was the check cashed or was the check lost).  
· The Payroll Tax Specialist issues stop payments for those checks requiring stop payments and makes arrangements to re-issue checks (the Payroll Administrator will re-issue checks through adjustment payroll) for those checks that need to be re-issued.  
· If the Payroll Tax Specialist does not receive replies from the letter, the Payroll Specialist stops payments on the checks and the Payroll Administrator submits the unclaimed money to the Accounts Payable department to send to the state as unclaimed property.  
941 Reports

· On a quarterly basis, the Payroll Administrator runs the 941 report and reconciles the report to ensure that the 941 totals match the W2 totals.  
· The Payroll Administrator runs the W2 total and compares that total to the 941 totals.  
· The Payroll Manager files the 941 reports quarterly and files the W2s annually.

