POST CONFIRM PROCESSING AID & CHECK LIST  
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NOTE: The masters for the Worksheets, Control Totals, Recap and Cover sheets referenced below are maintained in H:\Payroll Process & Procedures\Confirm\Form Masters.  SAVE AS before working with the form.  The completed pay period forms are filed in H:\Payroll Process & Procedures\Confirm\yyyy Payrolls (where yyyy is the processing year).
	
	P/P
	Activity
	Materials
	Process
	Notes

	
	15th
	Marta remittance

(Atlanta Downtown Improvement District)
	· PY4150001-Deduction MARTAB page-2 copies

· Check

· Copy of check

· Envelope

· MARTA Invoice

· HRPYR-PYR-REM-20
	· Address the envelope

· Make copy of Invoice

· Invoice and/or Deduction report/check into envelope

· Check copy/Invoice copy/Deduction report to file
	When Checks delivered by Accounting - usually on payday

	
	Both
	Balance sheet entry
	· Balance sheet

· PY415018H –Company Totals

· HRPYR-PYR-BAL-10
	· Complete pay period line
	

	
	Both
	Net Pay
	· Request for Funds

· PY415018H-Company Totals-Pay Check Summary-All Checks

· PY4150002-Company Total-2 copies
· HRPYR-PYR-REM-10
	· 18H Net Pay = 002 Net Pay

· Complete the Request for Funds using 002 Company Total, Net Pay column figures
· SAVE AS mm-dd Net Pay (pay period date) 

· Print and sign 2 copies
· Attach 002 page to Request

· Deliver a 1 to Accounting

· File other in Request for Funds file
	Day After confirm



	
	Both
	Pay Federal Tax
	· Tax Deposit Summary Recap

· PY415018H – Company Totals-Employee & Employer Tax Summary pages 2 copies
· Balance sheet

· HRPYR-PYR-REM-10
	· Complete the Tax Deposit Summary Recap

            -- Balance sheet  Federal Tax ( Fed Tax

            --18H ER + EE OASDI tax (OASDI

            --18H ER + EE Medicare tax ( Medicare

            --Balance sheet state tax ( Georgia W/H

· SAVE AS mm-dd Tax Deposit Summary Recap (pay period date)

· Print 2 copies

· Attach 18H Company total Tax pages to Recap

· Deliver 1 to Accounting

· File in Federal Tax file
	Day After confirm



	
	Both
	Pay State Tax
	· Tax Deposit Summary Recap

· www.georgia.gov Allotment Request

· HRPYR-PYR-REM-10
	· Sign on to the ARIS system

· Complete the Allotment request with the Georgia 

     Withholding amount from the Tax Deposit      

     Summary Recap sheet.  
         Desired Date = actual pay date (date check 

                                  received by employees)
· SAVE AS mm-dd State Tax Remit (pay period date) & print 2 copies

· Deliver 1 to Accounting

· File 1 in State Tax file
	Day After confirm



	
	Both
	Deferred Comp remittance (457/401k)
	· CitiSteet worksheet

· Peach State Control Totals form

· PY4150001-Deductions 40150+, 401DEF, 45750+ and 457DEF

· HRPYR-PYR-REM-20
	· Complete the CitiStreet worksheet using the 0001 page totals
· SAVE AS mm-dd CitiStreet worksheet (pay period date)

· Print 2 copies
· Complete the Peach State Control Totals using the worksheet totals
· SAVE AS mm-dd Peach State Control Totals (pay period date)
· Fax Peach State Control Totals

· Attach 0001 pages to CitiStreet worksheet

· Deliver 1 to Accounting
· Attach Peach State Control Totals with fax report to 2nd worksheet 
· File in CitiStreet file.
	Day After confirm



	
	Both
	Complete 941 Worksheet entry for pay period
	· 941 Worksheet

· Balance Sheet

· HRPYR-PYR-TAX-20
	· Link Balance Sheet totals to Worksheet
	Day after confirm

	
	Both
	Complete G-7/Sch B Worksheet entry for pay period
	· G-7/Sch B Worksheet

· Balance Sheet

· HRPYR-PYR-TAX-30
	· Link Balance Sheet totals to Worksheet
	Day after confirm

	
	
	Release Payroll
	  HRPYR-PYR-PYR-10
	
	

	
	Both
	Bonds - Order
	· Small padded envelope with Federal Reserve label

· Anti-static envelope for disk

· Formatted diskette

· PY4150016B-Bond Purchase Report-2 copies

· Check

· Copy of check

· PSBOS reports FA500, FA501and Sales Summary

· HRPYR-PYR-REM-20
	· Sign on to the Federal Reserve application PSBOS32_30

· Order the bonds – Update>Order Bonds

· Compare the FA500/501and the Sales Summary reports to the Bond Purchase Report

· Print and complete 2 copies of the FA500/501 and Sales Summary reports
· Copy diskette to H drive – Bonds folder
· Place diskette in anti-static envelope 

· Place diskette, 1 copy of reports and check in padded envelope

· Attach 1 copy of reports to check copy and file in the Saving Bond file

	When Checks delivered by Accounting  

	
	Both
	Chapter 13
	· PY4150412-Chapter 13 Bankruptcy Recap page-2 copies

· Check for the Trustee

· Envelope

· Copy of Check

· HRPYR-PYR-REM-20
	· Address the envelope

· Fold check into Recap report and place in envelope

· Attach Recap to check copy and file
	When Checks delivered by Accounting  

	
	Both
	Child Support
	· PY4150412-Child Support Recap page-2 copies

· Check for the Family Court

· Envelope

· Copy of Check

· HRPYR-PYR-REM-20
	· Address the envelope

· Fold check into Recap report and place in envelope

· Attach Recap to check copy and file
	When Checks delivered by Accounting  

	
	Both
	Garnishment
	· PY4150412-Writ of Garnishment Recap page-3 copies

· PY4150400-Garn Answer Letters – 2 copies
· Check for the State Court of Dekalb County

· 2 Envelopes

· Copy of Check

· HRPYR-PYR-REM-20
	· Address the envelopes-to court and to lawyer

· Sign answer Letters 

· Fold check into 1 signed Answer Letter and place in Court’s envelope

· Place 1 Answer Letter in lawyer envelope

· Attach Recap to check copy and file in remittance folder

· File 1 Answer letter in employee file
	When Checks delivered by Accounting  

	
	Both
	Georgia PeachCredit Union remittance
	· PY4150001-Deduction CUDOE-2 copies

· Check

· Copy of check

· Envelope

· HRPYR-PYR-REM-20
	· Address envelope

· Deduction report/check into envelope

· Check copy/Deduction report to file
	When Checks delivered by Accounting  

	
	Both
	Georgia Fund remittance
	· PY4150001-Deduction FOUND-2 copies

· Check

· Copy of check 

· HRPYR-PYR-REM-20
	· Deliver deduction report and check to the Foundation office

· Check copy/Deduction report to file
	To Stewardship & Development office
When Checks delivered by Accounting  

	
	Both
	Georgia Higher Education Savings Plan remittance
	· PY4150001-Deduction GHESP page-2 copies

· Check

· Envelope

· State Employee Payroll Deduction Batch Cover Sheet

· Copy of check

· HRPYR-PYR-REM-20
	· Print 2 copies of the Deduction Batch Cover Sheet
· Address the envelope

· Batch Cover/Deduction report page/check into envelope

· Check copy/Batch Cover copy/Deduction report to Georgia Higher Education Savings Plan file
	When Checks delivered by Accounting  

	
	Both
	State Employee Credit Union remittance
	· PY4150001-Deduction CUSECU-2 copies

· Check

· Copy of check

· Envelope

· HRPYR-PYR-REM-20
	· Address envelope

· Deduction report/check into envelope

· Check copy/Deduction report to file
	When Checks delivered by Accounting  

	
	Both
	Tax Levy
	· PY4150412-Tax Levy Recap page-2 copies

· Check for the IRS

· Envelope

· Copy of Check

· HRPYR-PYR-REM-20
	· Address the envelope

· Fold check into Recap report and place in envelope

· Attach Recap to check copy and file
	When Checks delivered by Accounting  

	
	Both
	Valic remittance
	· PY4150001-Deduction A403V1-2 copies

· Check

· Copy of check

· Envelope

· HRPYR-PYR-REM-20
	· Address envelope

· Deduction report/check into envelope

· Check copy/Deduction report to file
	When Checks delivered by Accounting  

	
	
	
	
	
	

	
	End
	Charity remittance
	· PY4150001-Deduction CHRTY-2 copies

· Check

· Copy of check

· Envelope

· HRPYR-PYR-REM-20
	· Address envelope

· Deduction report/check into envelope

· Check copy/Deduction report to file
	When Checks delivered by Accounting  

	
	End
	Georgia Building Authority Parking remittance
	· PY4150001-DeductionPRBGBA-2 copies

· Check

· Copy of check

· Envelope

· HRPYR-PYR-REM-20
	· Address envelope

· Deduction report/check into envelope

· Check copy/Deduction report to file
	When Checks delivered by Accounting  

	
	End
	Lanier Parking
	· PY4150001-DeductionPRBMLB-2 copies

· Check

· Copy of check

· Envelope

· HRPYR-PYR-REM-20
	· Deduction report and check picked up by Quick Start coordinator 
· Check copy/Deduction report to file
	To Tim Bacon

When Checks delivered by Accounting  

	
	
	Reconcile Fringe Sheet from Accounting
	 HRPYR-PYR-BAL-20
	
	

	
	End
	Flexible Benefits remittance
	· BN4150540X-Flex Audit Trail Component Code Summary Report – page with Payable to Flex amount – one for the 15th and one for the end of the month

· Office of the Treasury – Allotment request
	· Reconcile the BN4150540X pay period amounts to the Fringe Sheet

· Complete 2 separate Allotment requests using the Payable to Flex Amount – one for the 15th amount and one for the end of the month amount

· SAVE AS in Flexible Benefits folder & print 2 copies of each

· Deliver 1 of each Request to Accounting

· Attach BN4150540X to matching amount Allotment request and file in Flexible Benefit file.
	

	
	End
	ERS
	· Accounting Fringe Balance sheet

· BN4150555X-Retirement Report, Company Totals (from ERS Employer Website)

· Office of the Treasury Allotment Request

· Monthly Salary and Contributions Summary Report from the Employees’ Retirement System
· HRPYR-PYR-REM-30
	· Reconcile the ERS entry on the Fringe sheet to the BN4150555X Company Totals line (note all sums on the appropriate report)
· On the Fringe sheet, add the smaller numbers for the  monthly EE total and the larger numbers for the monthly ER total

· Sum those two numbers

· On the 555X page, sum the  Company Total line Monthly ER Pickup and Monthly ER Share amounts

· Obtain the remittance total ( Company Total line Monthly EE Deduction + the ER sum for the monthly total

· Fringe EE total = 555X Company Total line EE Deduction

· Fringe ER total = 555X summed ER total

· Fringe Monthly total = 555X Company Total line remittance total
· On the 555X report calculate amounts for the ERS non-GSEPS Total line – note on the report.  These amounts are compared to the ERS-AR reports.
1. Monthly EE Deduction + Monthly ER Pickup = total employee contributions

2. Monthly EE Deduction + Monthly ER Pickup + Monthly ER Share = net due for the non-GSEPS report
· On the 555X report calculate amounts for the ERS GSEPS Total line – note on the report.  These totals are used to complete the ERS-GAR report

· Monthly EE Deduction + Monthly ER Pickup +  Monthly ER Share = net due for the GSEPS reportt

· On the 555x report, sum the two net due amounts from the previous two steps.  This amount must equal the 555X remittance total arrived at in the final step of the Reconciliation process above.

· Sign on to the Employees’ Retirement System

· Prepare and submit the ERS-AR report

1. Select Maintain Monthly Summarization Reports-ERS-AR – Complete the report using the BN4150555X figures from the E2OAR+ and E2NAR lines
            - E2OAR+ Employee Count ( Old Plan 
              Members

            - E2NAR Employee count ( New Plan
       Members

    -  E2OAR+ Base ( Old Plan Salaries

    -  E2NAR Base ( New Plan Salaries

    -  E2OAR+ ER Share ( Old Plan 5.66% 

    -  E2NAR ER Share ( New Plan 10.41%

    -  E2OAR+ EE Deduction ( Old Plan 1.50%

    -  E2OAR+ ER Pickup ( Employer Pickup

    -  E2NAR EE Deduction ( New Plan 1.50%      
2. SAVE
3. The Net Payment Due shown should equal the 555X ERS non-GSEPS Total line remittance.
4. Click on ‘Employer Desktop’

5. Click on ‘Maintain Summary’ to return to Summary  to review figures and Net Payment

6. Click on ‘Return to Summary Report List’
7. Review figures across ERS-AR line
8. Click ON Submit box next to ERS-AR
9. Click on ‘Submit to ERSGA’ bar to wire contributions

10. Click on ‘View Summary Report History’
11. Select current report by Report Month
12. SAVE AS in ERS folder and Print returned Summary page

· Prepare and submit the ERS-GAR report

1. Select Maintain Monthly Summarization Reports-ERS-GAR – Complete the report using the BN4150555X figures from the ERS GSEPS Total line 

            - Employee Count ( Total Members

    -  Calculated  Base ( Total Membership Salaries

    -  Monthly ER Share ( Base Coverage 6.54 % 

    -  Monthly  EE Deduction ( Base Coverage 1.25%

2. SAVE
3. The Net Payment Due shown should equal the 555X ERS GSEPS Total line remittance.
4. Click on ‘Employer Desktop’

5. Click on ‘Maintain Summary’ to return to Summary  to review figures and Net Payment

6. Click on ‘Return to Summary Report List’
7. Review figures across ERS-GAR line
8. Click ON Submit box next to ERS-GAR
9. Click on ‘Submit to ERSGA’ bar to wire contributions

10. Click on ‘View Summary Report History’
11. Select current report by Report Month
12. SAVE AS in ERS folder and Print returned Summary page

· Complete the Treasury Allotment Request.  Only one request is submitted reflecting the total for both the non-GSEPS and the GSEPS amounts due.
1. Sign on to Office of the Treasury ARIS
2. Complete and submit the Allotment Request for contribution amount (employer total from Fringe sheet)

3. SAVE AS in ERS folder and Print 2 copies of confirmation

4. Complete and submit the Allotment Request for the deduction amount (employee total from Fringe sheet)
5. Print 2 copies of Confirmation

6. Package Summary Reports-555X-Allotment Request and file in ERS folder
7. Deliver 1 of each of the Allotment Requests to Accounting
	On last day of month

	
	End
	Georgia Defined Contribution
	· Accounting Fringe Balance sheet

· BN4150554X-Retirement Report, Company Totals 

· Office of the Treasury Allotment Request

· Monthly Salary and Contributions Summary Report from the Employees’ Retirement System
· HRPYR-PYR-REM-30
	· Reconcile the Fringe sheet to the BN4150554X Company Totals

        > Fringe total = 554X Monthly EE Deduction total

· Sign on to the Employees’ Retirement System 

· Click on ‘Maintain Monthly Summarization Reports’

· Click on the Report Date on the GDC-GD line

· If there are any Adjustments, go to the ‘Adjustments’ tab and complete the form

· Complete the 1st 3 lines of the report using the BN4150554X report figures

- Employee count ( Members

      - Salary ( Total Membership Salaries

      - Monthly EE Deduction ( Base Coverage

      - Adjustments ( Total Invoice Adjustments and/or  

                Total Prior Period Adjustments (prior year 
                 only)
· SAVE – Net Payment Due will be zero, but the amount will be reflected on the Report List & Summary
· Click on ‘Employer Desktop’

· Click on ‘Maintain Summary’ to obtain Net Payment

· Click on ‘Return to Summary Report List’

· Click ON GDC-GD Submit box

· Click on ‘Submit to ERSGA’ bar to wire contributions

· Click on ‘View Summary Report History’
· Select current report by Report Month

· SAVE AS in the Georgia Defined folder and Print returned Summary page

· Sign on to Office of the Treasury ARIS
· Complete and submit the Allotment Request

· SAVE AS in Georgia Defined folder and Print 2 Confirmations

· Delivery 1 to Accounting

· Package Summary Report-554X-Allotment Request and file in the GA Defined folder

	Available between 29th of report month and 1st of following month

	
	End
	State Health remittance
	· BN4150540X – Flex Audit Trail component code Summary Report-page with 3H-Health Care & 8Q-SHBP Employer Plan total for each pay period in month (Note 3H total appears only on the 15th report)

· PY4150001-Deduction Register – all Health deduction pages (from the 15th pay period)

· Membership lists & bill (H102, H141, H142, H144, H145) from View Direct [MEALLMBR & MEMSBILL]

· Location Bill – View Direct

· Office of the Treasury-Allotment Request
· HRPYR-PYR-REM-40
	· Reconcile the Fringe Sheet totals to the BN4150540X SHBP totals

>Fringe St Health EE = BN4150540X 3H total

>Frnge St Health ER = BN4150540X 8Q totals for 

                                     each pay period
· Sign on to the GTA electronic reporting  website (http://ebill2.gagta.com/) aka View Direct

· Print Membership Lists & Location Bills

· Reconcile Membership List (H102) to PY4150001, Deduction Register

· Prepare Adjustment Worksheet (H144) if applicable

· Complete the Statement (H145)
    Total Personal Services Amount =

           Fringe ER total divided by H145 rate
· Sign on to the Office of the Treasury ARIS site

· Complete 2 separate Allotment requests using the Fringe Sheet: 1 for deduction amount (EE); 1 for contribution amount (ER)
· SAVE AS in the State Health folder and Print 2 copies of each Allotment confirmation
· 1 copy of each Confirmation to Accounting

· Mail originals of Lists & bill plus copy of Deduction Register to State Health: package order = H145, H144, H102, Deduction Register copy, H141, H142

· File package of Bill, Lists, Register and Confirmation copies in State Health file.

	Deductions taken on 15th pay period
Remittance due by 10th

	
	End
	TRS
	· PY4150012X-Teachers Retirement System Monthly Report

· Teachers Retirement System of Georgia

     website: www.trsga.com
· Turnaround Report

· Summarization of Monthly Report

· Bank of America Touch-Tone Deposit Reporting Service (1-866-221-8322)
· HRPYR-PYR-REM-30

If, after adjustments to Turnaround Report, salaries don’t match between 12X and Turnaround, go to Deduction Register (PY4150001) for each pay period,  

   - add the pay period totals and match to the 12X

   - calculate salaries based on matched total and use this figure as the salaries

    Total salaries divided by .05

Cause – Employees can show up on the 12x report with a salary but no deduction.  When adjusting TRS online record to remove the deduction, both the SALARY and the deduction amount disappear causing the 12x salaries to be overstated.  Employees with a salary but o deduction are on the 12x report, BUT not on the deduction register.  Reduce the 12x salaries by the difference.  What happens in the pay period is what should be reported.
	· Reconcile the TRS entry on the Fringe sheet to the BN4150012X Company Totals line

· On the Fringe sheet, add the smaller numbers for the  monthly EE total and the larger numbers for the monthly ER total

· Sum those two numbers

· Fringe EE total = 012X Current Contribution

· Login to the TRS website

· Select  Maintain Turnaround Report and print

· Reconcile the Turnaround Report to the employees listed on the PY415012X Monthly Report . 
· Add, delete or change employee profiles on the TRS system. (012X report is the correct report of TRS deductions). 
· Turnaround Report Grand Totals MUST = 012X Current Salary and Curretn Contribution Company Totals. 

· Employee count can be different due to employees on Turnaround with no contribution who are not included on 012X report.

· Click on ‘Employer Desktop’

· Click on the ‘Maintain Summarization Report’

· Complete the Summarization of Monthly Report 
· 012X, Current Salary -> 1. Total TRS Salaries

· Fringe Sheet ER total -> 4a. Total Employer 

                                                  Cont. 

· 012X, Current Contributions -> 6. Total

                                         Employee Contribution

· SAVE to calculate line 11b, Net Payment Due
· Fringe Sheet TRS total = 11b, Net Payment 

                                                     Due
· Click on ‘Return to Summary Report List’
· Review figures across TRS line
· Click ON Submit box next to TRS
· Click on ‘Submit to TRS’ bar to wire contributions

· Click on ‘View Summary Report History’
· Select current report by Report Month

· SAVE AS in TRS folder and Print returned Summary page – 2 copies
· Click on Employer Desktop and then Turnaround Report

·  Review figures across TRS line
· Click ON Submit box next to TRS
· Click on ‘Submit to TRS’ bar to send the report
· Click on ‘Maintain Turnaround Report’
· Select current report by Report Month

· SAVE AS in TRS folder and Print returned Report – 2 copies
· Deliver 1 of each of the Turnaround and Summary Reports to Accounting
· Complete the Bank of America Deposit Reporting form with the TRS Net Payment Due (Summary Line 7)and call it in. Note confirmation # on the form

   (check digit calculation 
           add the individual numbers in the amount   

           due + place holder ( the number of digits in 
                                            the  amount).

· File the Summarization, Turnaround and PY415012X in the TRS folder

· File the Bank of America Deposit form in the TRS Transfers folder
	Report available on 2nd day of month following report month

	
	
	
	
	
	

	
	QTR
	Complete the Federal 941
	· Balance Sheet

· 941 Worksheet

· Federal Form 941

· f941Sch B
· HRPYR-PYR-Tax-20

	· Complete the Form 941 using the 941 Worksheet

· Complete f942Sch B using the Balance sheet tax amounts for each pay period-see notes in the documentation for the rules on completing this form.

· Sign the Form 941

· Make copies of the 941 and Sch. B

· Print the Balance Sheet and the 941 Worksheet

· Mail the original 941/Sch B to the Treasury

· File copies, Balance sheet and Worksheet
	Form in directory.

By end of month following the end of the quarter

	
	QTR
	Complete the State G-7/Sch B
	· G-7/SchB Quarterly Return

· G-7/SchB Quarterly Worksheet

· Balance sheet

· HRPYR-PYR-TAX-30
	· Complete the Return using the Worksheet

· Sign and copy the Return

· Mail Return

· Attach Worksheet & Balance sheet to Return copy and file
	Form in directory.

By end of month following the end of the quarter

	
	QTR
	Complete the DOL UC report
	· Employer’s Quarterly Tax And Wage Report

· TX4150810, Georgia Quarterly UI Wage Report – Tape

· TX4150004, Multiple Worksite Report- 3 copies


	· Complete the Tax and Wage Report using the both the TX4150810 and the TX4150004

· Sign

· Make 2 copies of Report and TX4150810

· Attach copy of TX4150810 to each of the Reports

· Mail original to Georgia Dept of Labor using mailing label

· Mail copy to TALX using mailing label

· File copy
	Form delivered by State

By end of month following the end of the quarter

	
	QTR
	Complete the BLS worksite report
	· Multiple Worksite Report – BLS 3020

· TX4150004, Multiple Worksite Report -2 copies


	· Resolve any unresolved discrepancies noted on the TX4150004 with SAO

· Complete the BLS 3020 form using the TX4150004

· Sign and copy the BLS 3020

· Mail the BLS 3020 with a copy of the TX4150004

· Attach TX4150004 to BLS 3020 copy and file
	Form delivered by State

By end of month following the end of the quarter
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