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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

9.6
Payroll Processing
General 
Each college/agency processes payroll checks through the HRMS system for their full and part time employees based on an established calendar provided by the State Accounting Office.  The calendar varies based on whether the college pays their employees monthly or semi-monthly.
Receive and Enter Pay each Pay Period
After a successful background check is completed and an employee is officially hired, the HR/Payroll department must receive written documentation of the employee salary, position being filled, part time or full time status, and signed work agreement or letter of understanding, if applicable.  This documentation should be approved by the designated supervisor.  Any new employee must complete tax withholding forms, forms related to employee benefits (if eligible) and other miscellaneous payroll related forms.   For a part time employee, payroll information (including hours worked, pay per hour, pay per pay period and accounting distribution) must be prepared for each pay period (or semester for adjuncts) and approved by the appropriate supervisor. Final approval of all full time employees must be signed by the President.  President signs all personnel action forms which include new hires, promotion, or transfers.  The payroll information must be documented with time sheets or electronic time clock records.  All documentation (i.e. time sheets, forms regarding benefits and deductions) are maintained by the HR/Payroll department.  This information must be submitted by a deadline established by HR/Payroll personnel to ensure that the employees are paid timely.  The deadline is based on the payroll close date established by the State Accounting Office’s payroll calendar.  All employee payroll totals, provided via timesheets or work agreements, are added to an Excel spreadsheet for the applicable payroll (MH1 regular part time/MH2 Adjuncts).  After the payroll data is entered into People Soft, totals are compared to the US Payroll Summary Report (PY8430018) the following day and each day thereafter when additions or changed are made.  Payroll ensures that all payroll totals are in agreement with PeopleSoft totals prior to the final confirm date given by SAO. The US Payroll Summary Confirmed report (PY8430018H) shows the total gross wages by part time and full time categories and the deductions.  This report should be used to determine the amount of the payroll transfer between bank accounts.  The transfer may need to be adjusted for any off cycle checks.  At the end of the payroll entry, all tax and benefit payments must be submitted to the governmental agency or benefit providers.  Each quarter, total wages are reconciled to the Federal Form 941 and other State quarterly wage report.  Annually, W-2 forms are completed, filed with the Social Security Administration and reconciled to the total annual wages paid over the calendar year.
· If the new hire is for a newly established position, the position must be created before the hiring process within the HRMS system starts.
· When filling existing positions, verify that the job position information such as department, job code, pay group, mail drop and FLSA codes are correct.

· When adding an employee to the HRMS system, the HR/Payroll personnel must verify that the individual is not already employed by another State agency by checking Job Summary information. 

· To add a new employee to the system, the HR/Payroll personnel must determine what benefits the employee is eligible for (i.e., FLEX, no FLEX/State Health Benefits or no benefits).  This assignment must be made during the system’s hire process and entered with an effective date that is the same as the hire date.
· A Pension Plan must be assigned for new employees and entered with an effective date equal to the hire date.
· The HRMS system defaults tax withholding information to Single with No Exemptions.  This withholding status may need to be changed depending on the information provided by the employee on the tax withholding forms.

· Direct deposit is mandated by State Accounting Office for all new employees.  If direct deposit is utilized, the employee must complete and sign a form providing the necessary bank information.  A pre-note process is completed prior to the direct deposit becoming active.  Therefore, for the first employment pay period, the employee will receive a check.

· Changes in payroll information must be provided to the Payroll department in writing and have the appropriate approval.  This includes personnel action forms which should carry the President’s signature.  For salary changes, the approval must be provided by the appropriate supervisor.  For benefit or deduction changes, the employee must complete and sign the appropriate form.  All changes must be submitted to the Payroll office by the established deadline to be effective for the current pay period.

· Hourly part time employees are paid on a lag.  The lag time will vary based on the agency’s payroll frequency. 

· All payroll data entry should be reviewed for accuracy and approved by the appropriate supervisor.
· Any payroll checks processed after payroll confirms are considered off-cycle checks.
· Payroll documentation should be maintained according to the established Records Retention policy.  

