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GENERAL

This procedure documents the remittance processes to the appropriate agencies for:
· Net Pay

· Employees’ Federal (income tax, OASDI and Medicare) and State income tax withholding
· The employer’s portions of OASDI and Medicare 
The Accounting Department transfers the funds into the bank account on which the payroll checks are drawn and submits the request to remit the Federal Taxes.  The net amount to be transferred is provided by Payroll on a request form.  The request is hand delivered. The State Income Tax withheld is remitted by the State’s Office of Treasury and Fiscal Services.  The information is transmitted through the State’s Office of the Treasury website by Payroll.
NET PAY
Schedule

The request for the funding is completed and delivered on the day after Confirm.

Documents

Request for Funds form 


This form details the pay period, the bank name and the amount of net pay for Direct Deposits, Payroll Checks and in Total.

Payroll Register (PY4150002)


This report contains the check/advice detail for each employee (gross, net, deductions, taxes) as well as the company net pay totals for checks and advices.  The Company Total line details the total amount for checks (designated with a ‘C’) and for direct deposit advices (designated with an ‘A’) as well as the net total for the pay period.  
Payroll Summary (PY415018H) – Company Total - Pay Check Summary-All Checks page
Procedure

	Step
	Activity

	1
	SIGN ON to Document Direct

	2
	OPEN PY4150002 (Payroll Register)

	3
	GO TO the last page where the Company Total is located

· On the Tool Bar, click on the hand sign pointing to the right

· In the box, enter the page number for the last page (shown on the right of the box)
· Click OK

	4
	REFORMAT & PRINT the Company Total page

· View>Font> Enter 7 in the Size box

· Click on OK

· File>Print> click ON the CURRENT page button

· Set the number of copies to 2

· Click on Setup

· Click ON the Landscape button

· Click on OK

· Click on OK

	5


	COMPARE the Net Pay amount on the Pay Check Summary-All Checks (PY415018H) to the Company Total, Net Pay column of the Payroll Register.  Investigate and resolve any discrepancy.

	6
	OPEN the Request for Funds form

  Location: H:\Payroll Process & Procedures\Confirm\Form Masters\Request for Funds master.doc

	7
	SAVE AS the form as mm-dd Net Pay in the current year folder on  H:\Payroll Process & Procedures\Confirm.  mm-dd is the pay period ending month and day. Work on this copy of the form.

	8
	CLOSE the Master

	9
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REQUEST FOR FUNDS:
[Month name day] Payroll

Date of Request:  mm/ dd/yyyy

Name of Bank: CB&T

Purpose of Funds:
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COMPLETE the REQUEST
· [Month name day] Replace with current pay period’s month and day (e.g., June 30th) 

· Date of Request = current date 

· 1) Direct Deposit 

· MM/DD/YYYY ( enter the current pay period’s ending date

· From the Payroll Register Company Total line, Net Pay column, enter the amount shown with an ‘A’ 

· 2) Payroll Checks 

· MM/DD/YYYY ( enter the current pay period’s ending date

· From the Payroll Register Company Total line, Net Pay column, enter the amount shown with an ‘C’

· Total 

· From the Payroll Register Company Total line, Net Pay column total (amount that has no annotation behind it), enter the amount shown

Sum the Deposit and Check amounts on the Request.  This sum should match the Total entered.  Resolve any discrepancy.

	10
	SAVE AS the completed form with the same file name in the same folder as indicated in Step 7

	11
	PRINT & SIGN 2 copies of the Request

	12
	ATTACH a copy of all printed reports to each of the Request copies

	13
	DELIVER  one copy of the Request to the Accounts Payable Supervisor

	14
	FILE the other copy in the Request for Funds folder


FEDERAL TAX & STATE TAX
Federal Tax includes:

· Federal Income Tax

· OASDI Employee and Employer amounts

· Medicare Employee and Employer amounts

The Administrative Services Accounting Office is responsible for requesting the remittance of the Federal taxes through the Office of the Treasury.  Payroll  provides the Accounting Office with the necessary figures.  

Payroll is responsible for requesting the remittance of the State Income Taxes by the Office of the Treasury.

through their website via the Allotment Request Intranet System (ARIS).
Schedule

Both the request to the Accounting Office and to the Office of the Treasury is completed on the morning after Confirm.  The Accounting Office must receive the Federal Tax request before 1:00 p.m. in order to meet the  deposit requirement of making the payment no later than 2 days prior to the actual pay day date. 
Documents
Payroll Balance Sheet

Must be completed before completing these procedures.
PY415018H, Payroll Summary

Company Totals, Employee Tax Summary and Employer Tax Summary pages
Procedure – Preparing the tax figures
	Step
	Activity

	1
	GO TO  Document Direct

	2
	OPEN the US Payroll Summary (PY4150018H)

	3
	LOCATE and PRINT the Company Total-Employee and Employer Tax Summary pages
· On the Tool bar, point to the hand icon to open the Go To window and obtain the number of the last page
· Click OK

· FILE>Print>

· Click ON the PAGES button

· Enter the last 2 page numbers in the From and To boxes
· Copies = 2
· OK

	4
	OPEN the Tax Deposit Summary Recap form
  Location: H:\Payroll Process & Procedures\Confirm\Form Masters\Tax Deposit Summary Recap Master.xls

	5
	SAVE AS mm-dd Tax Deposit Summary Recap (mm-dd = pay period month and day) in the H:\Payroll Process & Procedures\Confirm yyyy folder (yyyy=current year). Work on this copy.

	6
	CLOSE the Master

	7
	Shrink  the Recap form so that it occupies the bottom half of the screen

	8
	Open the Balance Sheet for the current year (H:\Payroll Process & Procedures\Balance sheet)

	9 
	Shrink the Balance Sheet so that it occupies the top half of the screen (Both the Balance Sheet and the Recap form should be on the screen at the same time)

	10
	Locate the current pay period line on the Balance Sheet

	
	NOTE:  The amounts are entered to the Recap form by LINKING to the appropriate figures on the Balance Sheet.  To link to the Balance Sheet:

1. Click on Recap form’s cell and enter an equal sign (=)
2. Click on the Balance Sheet’s cell – the cell’s address will appear in the Recap form’s cell

3. ENTER – the Balance Sheet amount will appear in the Recap form’s cell

	11
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COMPLETE the Recap form

· Month day year ( enter the pay period ending date (e.g., September 30, 2008)

Recap                         from         Balance Sheet
Federal Withholding                    Federal Tax

OASDI                                         Total OASDI Tax  
Medicare                                     Medicare Tax (see Note)
Total                                                                                       Calculates automatically

Georgia Withholding                   Total State Tax

Note: Medicare amounts must include both the employee and employer portion.  The Balance Sheet amounts represent ONLY the employee portion.  Therefore, the amounts entered on the Recap form must be doubled.  When the formula appears in the Recap cell, insert *2 at the end of the formula, then ENTER.  The amount will be doubled.



	12
	SAVE AS (same as folder and file in Step 5)


Procedure – Federal Tax

	Step
	Activity

	1 
	PRINT & SIGN  2 copies of the Recap sheet

	2
	ATTACH a copy of the PY415018H Tax Summary pages to each of the forms

	3
	DELIVER 1 copy of the Recap to the Accounts Payable Supervisor

	4
	FILE the remaining copy in the Federal Tax folder


Procedure – State Income Tax
	Step
	Activity

	1
	GO TO Windows Internet Explorer

	2
	SIGN ON to www. georgia.gov

	3
	Click on Agencies on the bar below the georgia.gov logo

	4
	Scroll down to the T section and click on Treasury and Fiscal Services, Office of

	5
	Under At Your Service… on the right side of the screen, click on Allotment Request Intranet System (ARIS)
Note 1: Access to ARIS must be set-up before attempting to sign on.

Note 2: After the first time accessing ARIS, set-up the link as a Favorite and as a short-cut on the desktop.  This allows direct access to the Login screen and Steps 1-5 to be skipped in subsequent sign-ons.

	6
	ENTER Login Information (User ID and Password) & click NEXT

	7
	COMPLETE the Transaction Information
· User ID – automatically populated

· User Name – automatically populated

· Agency –  automatically populated (41500 – Tech & Adult Education)
· Transaction Type – click on the arrow next to the box and select State Tax Payment from the drop          

                                      down window

· Budget Unit - click on the arrow next to the box and select A from the drop down window

· Transaction Amount – enter the Georgia Withholding amount from the Recap sheet

· Desired Date – 1 business day prior to the pay end date (per State Revenue regulation)
· Pay Date – same as Desired Date
NEXT

	8
	The Review Transaction screen is returned – review the information entered paying special attention to the amount and the dates
SUBMIT TRANSACTION if correct

	9
	The Confirmation – Transaction Added screen is returned with the Transaction Date, Time and Confirmation Number completed.

	10
	FILE > SAVE AS> mm-dd State Tax Remit in H:\Payroll Process & Procedures\Confirm yyyy (current year) where mm-dd is the month and day of the actual pay period ending date

	11
	PRINT  the Confirmation screen 2 times

	12
	Click on RETURN to HOME PAGE

	13
	DELIVER a copy of the Confirmation to the Accounts Payable Supervisor

	14
	FILE a copy of the Confirmation in the State Tax folder
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