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GENERAL
These procedures documents the ways in which to update various types of activities used to pay employees as well as definitions of common payroll terms.  Explanations of the update processes are meant to supplement the documentation contained in PeopleSoft’s My Help>Getting Started online documentation.

TERMS & DEFINITIONS

AGENCY

· A unique 3 digit designation which identifies the school for which the employee works.   

· This is shown in the ‘Company’ field on the PeopleSoft panels.  

· The technical colleges are assigned a number in the 817-849 range.  TCSG is 415.

CONFIRM

· Process by which the payroll is finalized and the checks/advices are generated.  

· Occurs on the night of the 4th day before pay day. This is determined based on the actual day pay will be received (see Pay Day vs Pay Date below) 

· Is moved back if a holiday occurs within the 4 days preceding pay day.  

· The system is closed down by the State Accounting Office (SAO) at 3:00 p.m. on this day to begin the process and prevent additional data from being entered which can cause a processing error or failure.

See HRPYR-PYR-PYR-20, Pre-Confirm & Confirm Processes for more complete details.

PAY GROUPS
A pay group identifies a group of employees with like payment characteristics to PeopleSoft.  The first two characters identifies the type of employee.  The group designations are standard throughout the colleges, but not all colleges use all of the designations.  TCSG uses only 2 groups: SH1 and SM1.

SH – Semi-monthly hourly.  An employee who is paid only for the hours worked within a pay period.  These employees are paid ‘on a lag’.  That is, an hourly employee who begins work during a pay period is not paid for those hours when that pay period is paid, but in the first pay period following the pay period in which work began. For example, an employee begins work on the 1st of the month.  The pay period ends and is paid on the 15th.  The next pay period ends and is paid on the 30th.  The employee receives payment for the hours worked between the 1st and the 15th on the 30th.

SM – An employee who receives a set amount twice a month based on the formula: annual salary/24.   Payment is for time worked in the current pay period and there is no lag time as there is with SH1 employees.  If a SM1 employee is NOT to receive pay for a specific number of hours, then an adjustment to ‘dock’ those hours must be entered before payment is calculated for the pay period.


MN – An employee who receives a set amount once a month based on the formula: annual salary/12   

           (not used at TCSG, but has an impact when transferring from a monthly payroll to a semimonthly   

           one.)
PAY PERIODS

The period of time over which the pay is calculated:

· Semi-monthly – a half a month ending on the 15th and the last day of the month.  Both hourly and salaried employees are paid on this schedule.  However, the pay period ending dates for the hourly group differs from that of the salaried group:
End Date
P/G
Paid





15th

SH
end of the month






SM
15th



End of month
SH
15th of following month






SM
end of month

· Monthly – the entire month ending on the last day of the month

PAY DAY vs PAY DATE

Pay DAY is the date the pay period ends.  The pay DATE is the actual calendar date on which the check/advice is received by the employee.  These two usually coincide, but the pay DATE can be earlier than the pay DAY when the actual calendar date of the 15th or the last day of the month falls on the weekend or a holiday.  Friday is pay day for pay periods ending on Saturday and Sunday (unless Friday is a holiday); pay periods ending on a holiday are paid on the day preceding the holiday.  The actual pay DATE for a pay period affects when pre-confirm and confirm will be processed.

PRE-CONFIRM

· Process by which the payroll is calculated, but not finalized.  

· Checks/advices are calculated but not confirmed. The pending results can be viewed in the PeopleSoft Paycheck panels.  

· Additional activity can be input and adjustments made to ensure the next calculation is correct.  

· Occurs the each night after Paysheets are generated and up to 3:00 p.m. on the actual day of 

      Confirm.

· Pre-confirm reports (PY4150500 & PY4150541) are generated on the nights when the actual pre-confirm occurs – the two nights before confirm.

See HRPYR-PYR-PYR-20, Pre-Confirm & Confirm Processes for more complete details.
PAYROLL PROCESS

PROCESSING STEPS

This section outlines the steps involved in processing a payroll during any given pay period.  Full documentation of the various steps is contained in other sections of this document as well as in other HR/Payroll Procedures documents.
	WHEN
	WHAT
	REMARKS

	Every pay period
	
	

	Night before 1st day of pay period 
	Paysheets & paylines generated for next pay period
	Active employees only

	Each day of pay period and up to 3:00 pm on day of confirm
	Update payroll activity and review prior day’s activity
	See sections below, PeopleSoft documentation and HRPYR-PYR-PYR-20 for complete information

	5th & 6th days prior to end of pay period
	Pre-confirm
	See HRPYR-PYR-PYR-20

	Noon -4th day prior to end of pay period 
	Final pre-confirm
	

	3:00 pm – 4th day prior to end of pay period
	Confirm begins; access to PeopleSoft application closed
	See HRPYR-PYR-PYR-20

	Day after Confirm
	1. Checks delivered and released to schools
2. Prepare Balance Sheet

3. Prepare remittances for :

a. Net Pay

b. Federal Tax

c. State Tax

d. Deferred compensation

4. Complete 941 and G-7 worksheets

5. Print Deduction Reports
	See Payroll Release section below
See HRPYR-PYR-BAL-10
See HRPYR-PYR-Rem-10

See HRPYR-PYR-REM-20

See HRPYR-PYR-TAX-20

See HRPYR-PYR-REM-20



	2nd day prior to end of pay period to pay period end date
	1. Payroll released
2. Prepare Deduction Reports and envelopes for remittance process

 
	See HRPYR-PYR-REM-20


	Between day after confirm and end of the month
	1. Deduction remittance checks delivered

2. Mail Deduction checks
	See HRPYR-PYR-REM-20



	End of the month 
	
	

	Last day of the month
	1. Reconcile the Fringe sheet delivered by Accounting
2. Flexible benefits remittance submitted
3. Complete and submit the ERS report

4. Complete and submit the State Health report
	See HRPYR-PYR-BAL-20
See HRPYR-PYR-REM-20

See HRPYR-PYR-REM-30

See HRPYR-PYR-REM-40

	29th to 1st of next month
	Complete and submit the Georgia Defined Contributions report
	See HRPYR-PYR-REM-30

	2nd day of following month
	Complete and submit the TRS report
	See HRPYR-PYR-REM-30

	End of the quarter
	
	

	Beginning of the month following the end of the quarter
	1. Prepare and mail the Federal Form 941
2. Prepare and mail the State G-7 form

3. Complete and mail the Dept of Labor UC report

4. Complete and submit the BLS report
	See HRPYR-PYR-TAX-20

See HRPYR-PYR-PYR-20, Post Confirm Check List

	End of the Year
	
	

	After the final payroll confirm and after each scheduled processing of the Yearend jobs by SAO
	Reconcile the Balance Sheet with the yearend reports.
	See HRPYR-PYR-BAL-10


PAYLINES & PAYSHEETS

See the PeopleSoft documentation for a definition and explanation of Paylines and Paysheets.

Paylines cannot exist for an employee unless there is first a Paysheet for that employee.

Paysheets and the corresponding Paylines for the new pay periods are generated by the system on the evening of the first day of the pay period – the 1st and the 16th of each month. 

Pay Sheets and Paylines are generated for all employees active on the 1st and the 16th.

Paylines/Paysheets are NOT created for employees who are not on the Payroll when the Paylines/Paysheets are generated (e.g. new hires and terminated employees).  
A Payline/Paysheet is created in the nightly processing for a new hire added during the pay period.  If the employee is added on the day of confirm, then the payline must be manually added.  

For a transferred-in employee, the payline is generated in the nightly process after both sides of the transfer have been worked.  If the transfer is completed on the day of confirm, then the payline must be manually added. 

When an employee is made inactive during the pay period (terminated, retired, leave of absence), the Earnings End date of the pay line generated at the beginning of the pay period is adjusted to the effective date in JOB during the overnight processing.  The employee will be paid only for the days between the beginning of the pay period and the last day worked.  The OK-to-Pay box will turned off by the system during the nightly process after the JOB change is worked.  The OK-to-Pay box must be turned back on for the employee to be paid.
Adding a Paysheet

When: 

1. An employee is hired AFTER Paysheets/Paylines have been generated and is to be paid in the current pay period.

2. A payment is due to an employee who left service (terminated/retired/died) with an effective date prior to the current pay period begin date.

A pay sheet for a particular pay group/pay period end date needs to be added only once.  Pay lines for other employees in the same group/end date without existing pay lines can be added to that pay sheet.

How:

1. Go to Paysheet Update
2. Click on the Add a Paysheet tab

3. Enter the Agency code, the pay group and the pay period end date

4. Click ON the Off-cycle box and then click it OFF (otherwise the addition will not work)

5. Enter the page number 4000 – this number is above any generated by the system.

6. SAVE

7. A new paysheet with a payline will appear.

8. Complete the employee’s information, click ON the OK-to-Pay, enter the hours and rate or the Other Earnings.  NOTE:  When enter the employee’s information, the Empl Rcd# must be the same number as is on the JOB DATA row.  Otherwise, the record cannot be saved.
Adding a Payline

For an existing employee:

1. Go to Paylines

2. Enter the agency code, the pay end date and the employee’s ID (Note: if the pay end date is not entered, the search will take a long time)

3. When the payline panel is returned,  insert a new payline row by clicking on the plus (+) in the first payline section

For an employee without a payline (after a Paysheet has bee created)

1. Go to Paylines

2. Enter the agency code, the pay end date, the page number 4000 and the employee’s ID.

3. Click on the plus (+) in the first employee’s section to insert a new row

4. Enter the line number – the next in sequence for the line numbers that already exist.

5. Complete the employee information

PAYCHECK RELEASE

Checks for all of the Technical Colleges are delivered to the Accounting department of the Central Office for distribution. Accounting then delivers them to Payroll.  The checks are sent to the various schools via UPS. The packages require a shipping label.  One for each school is maintained in H:\Payroll Process & Procedures\Checks\Forms. 

Included in the check packages are the Flex Confirmation reports for these schools.  These are also delivered to the Central Office for distribution.

Use the procedures outlined below for both off-cycle and on-cycle checks.

1. Open the shipping label for the school

2. Print the shipping label

3. Fold the label in half horizontally

4. Use the flat envelope when there is not a large number of checks; use the larger package envelopes for the larger number of checks.

5. Attach the shipping label to the envelope

6. Insert the checks and reports into the envelope

7. Do NOT seal the flat envelops; seal the larger package envelopes

8. Deliver the envelopes to the mail room

9. A confirmation e-mail will be received from UPS when the shipping information is put into their system.

10. Forward the e-mail to the school’s recipient shown on the confirmation.  In the Subject box change the ‘FW’ text to xxx off-cycle  or xxx on-cycle depending on the cycle involved (xxx = the school number which is on the confirmation) and leave the rest of the subject line as is.

11. File the sent (forwarded) e-mail in an Outlook folder for a month in case the school questions whether checks were sent and when.
PAYROLL RELEASE

After the confirm, the Budget group must ensure that the figures associated with Labor reporting for the pay period are error free.  That is, there are no errors associated with the money and the accounts to which it should be reported.  Once that process is complete, Budget notifies Payroll that the payroll can be released.  This is accomplished by completing the Payroll Release form and e-mailing it to the State Accounting Office (SAO).  Proceed as follows:
1. Open the Payroll Release form master (H:\Payroll Process & Procedures\Confirm\Form Masters\Payroll Release (Blank).doc)

2. Save the blank copy in the Confirm folder for the current year with the file name mm-dd Payroll Release where mm-dd is the pay period end date.

3. Complete the form with the pay end date and pay group for each end date/group paid in the current cycle.

4. Complete and send the e-mail

i. Address to: 'FSSLABOR@sao.ga.gov'
ii. Insert copy of the completed Payroll Release form as an attachment

iii. Subject is: mm-dd-yy Payroll Release where mm-dd-yy is the pay end date

iv. cc the Assistant Budget Director
v. File the sent e-mail in an Outlook folder for Payroll Releases

5. The SAO will send a reply of ‘Payroll Released’. File in the Payroll Releases Outlook folder.
Once the Payroll Release is complete, the deduction checks will be created and delivered by Accounting to Payroll and the deduction remittance process can be completed (HRPYR-PYR-REM-20)
UNDERWRITING

The requirement of an insurance company to require medical clearance before certain types and/or levels of medical or life insurance will be issued.  This affects certain coverage levels within the flexible benefit offerings.  Once the underwriter has determined whether or not the employee can receive the coverage, a notification letter will be sent indicating the whether it is approved or not.  The process is described fully in the Flexible Benefits Plan booklet given to each new or transferred in employee.
ACTIVITIES & UPDATES
Note:  After updating any activity, use the ‘ENTERED’ stamp on the source document and then enter the date the update was made.
ADDRESS CHANGE

A home address is maintained in several places:

· Personal Data 

· TRS record

· ERS record

· State Health

Change the address in the TRS record (via the TRS Turnaround report – HRPYR-PYR-REM-30) when notified of an address change.  The State Health and ERS records are changed automatically through a feed after the Personal Data record has been updated.  The State Health record is updated overnight; the ERS record once at the beginning of the month with activity from the prior month.
ANNUAL LEAVE PAYOUT

Regular Payout
When an employee leaves service (terminated, retired, deceased), their unused annual leave is paid out.  The payment is made 30 days after the employee terminates.  Additionally, the appropriately signed Clearance Form must have been completed and returned to HR.  

If there are any outstanding amounts owed by the employee, such as the cost of unreturned equipment or an overpayment, the annual payout amount is reduced by the amount owed.  

 Notification to make the payment comes from the HR Representative via the Leave Balances printout.  This printout is an image of the Leave Balances panel in PeopleSoft and details the Accrued Hours to be paid out.  The pay period in which the payment is to be made should also be written on the printout.   Enter the hours as follows:

1. Since the employee is terminated, no Paysheet or Payline has been generated.  Add a Paysheet if necessary using 4000 as the page number; else add a Payline to the page 4000 Paysheet

2. Enter the employee’s information

3. Click ON the box for

a. OK to Pay

b. Direct Deposit to turn Direct Deposit OFF

4. On the Other Earnings Line, enter 

a. Code = ALP

b. Hours = Hours balance from Leave Balance printout
5. Click on the One-time Deduction tab and enter (from the drop down window)
a. General Deduction Taken = Subset 

b. Benefit Deduction Taken = Subset 

c. General Deduction Subset  =  ALP

d. Benefit Deduction Subset = ALP

6. Click on the Tax tab and click OFF Additional Taxes

7. SAVE

On the day following the entry, access the employee’s Paycheck to verify that the entry was applied correctly:

1. The amount = Hours Value shown on the Leave Balances printout

2. No deductions or additional tax were taken
Convert to 457 Deduction
Occasionally an employee will request that the annual leave payout be sent to their 457 account. Note that 457 Plans have a maximum contribution amount (see the ERS website).  The goal here is to allow the employee to contribute either the net amount of their check or a specified amount to their 457 account..  The process for handling this type of payout is different from those for a regular payout.
1. Receive the
a. Leave Balance printout from HR with the payment date included

b. Peach State Reserves Annual Leave Agreement with the employee’s basic information

2. The 457 deduction is either the actual net amount of the annual leave payout or the result of the following formula:

457 max – (Gross – (OASDI EE + Medicare EE) – current 457 YTD balance)

Use the off-cycle process to calculate the net amount due that is to be used for the 457 deduction and detailed on the Peach State Reserves Agreement.
a. Create an off-cycle paysheet using page number 4000

b. Follow Steps 2 – 7 detailed above in the Regular Payout section

c. Calculate the paysheet – DO NOT CONFIRM THIS PAYSHEET
d. Go to the pay check and print a copy of the earnings, taxes and deductions panels

e. Return to the original payline and TURN OFF the OK to Pay

f. Calculate AND Confirm the page.  This will remove it from the system so that the payline which will actually generate the payment/deduction can be created.

3. Create an on-cycle paysheet using page number 4000.  Follow steps 2 – 4 in the Regular Payout section above.

4. Click on the One-time Deduction tab and enter the 457 deduction amount computed in #2 above into the One-time Deduction Data Override section. The following values must be used:
Field




Value
Benefit Deductions Taken (1) 

Deduction

Ben Ded Subset  (1)


blank

General Deductions Taken (2)

Subset


Genl Ded Subset (2)


ALP

Plan Type



Section 457 (choose from drop down window)

One Time Code



Override

Benefit Plan



GA 457 (under 50 years old); else 50+457

Flat/Addl Amt



Net Amount calculated in #2 above

Ded Code/Class


45750+ if Benefit Plan 50+457, else 457DEF






Class = B for both

Deduction Calculation Routine

Flat Amount      

(1) These values allow the 457 deduction to be taken.  However, they also allow any other TAXABLE BENEFIT (e.g. Imputed Income) amounts to be calculated on this check.  These must be overridden.  Otherwise, additional OASDI and Medicare taxes will be calculated and the net of the check will not be zero:
a. Pull up the most recent regular check for the same pay period in the previous month

b. Review the deductions to determine if there are any other TAXABLE BENEFIT amounts for that pay period.  The Class will be Taxable.

c. Insert a row in the same One-time Deduction Data Override sections as the 457 override by clicking on the plus (+) sign of the 457 override row. Enter an override for each of the taxable benefits to prevent them from being used to calculate additional taxes.  Enter zero as the amount (the system will change this to blank when the entry is saved).  
(2) These values prevent any General Deductions from being taken.
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The Taxable Benefit override panel will look like this
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5. Review the resulting calculated pay check on the following day

a. Gross Earnings = Gross amount due for the annual payout hours

b. Taxes = for payments where the entire Net is going to the 457 account,  OASDI and Medicare only; for payments where only a portion is going to the 457 account, FIT, SIT, OASDI and Medicare..  The amounts should equal the amounts on the Taxes panel from the calculated off-cycle check (see 2e above).

c. Deductions = amount of 457 deduction override and SHBP Employer Contribution

d. Net = difference of  (Gross – taxes – 457 deduction)
6. Print all panels of the check

7. Complete Sections B, C and F of the Peach State Reserves Annual Leave Agreement and FAX to the number on the Agreement.  For Section B:
a. Full value of the annual leave = Gross Amount of check

b. Amount after OASDI and Medicare Taxes = 457 deduction on check

c. Percentage = 9b/9a

8. Attach the copies of the calculated off-cycle and the calculated on-cycle checks to the Peach State Agreement and file in the employee’s Personnel folder.

BOARD MEMBER CHECKS

Members of the Board receive payment for when they participate in the monthly Board meeting.  

· Board meetings are held on the first Thursday of every month.

· Members are placed on the payroll under pay group SH1

· The payment is a flat amount.  

· The check is issued on the current hourly pay period to be paid .  

· The members who are to be paid and their amount is reported to Payroll on the Commissioner’s Office Board Members Time Sheet.

· Members are only paid when they attend the monthly meeting or special events.

Enter the payment on the payline:

1. For Pay group SH1

2. For the SH1 Pay period closing on the next confirm 

3. On the Other Earnings line

a. Earnings code =  BMB – Board Member Pay 

b. Amount = from Time Sheet for that Board Member

The Board Members who participate in Direct Deposit are listed first on the Direct Deposit Register (DP4150002). Generally, the direct deposit has been assigned to the TCSG Foundation account. 
.

1. Sign on to Document Direct 
2. Open the Direct Deposit Register (DP4150002) – the Board Members are generally the first group listed.

3. Go to VIEW and select 7 as the font size

4. Export the report to H:\Payroll Process & Procedures\Confirm\YYYY \{month} Board DD  (where YYYY is the current year and {month} is the report month).  Make sure only page 1 is being exported
5. Open the report in the Confirm folder

6. Highlight all non-Board member data 

7. ENTER to remove the highlighted data; SAVE
8. Prepare an e-mail and attach Register.  Send to:
Director – Stewardship & Development

Director – State Board Operations

Copy to: Administrative Assistant – Stewardship & Devlopment
BLS REPORT

After the first pay period of each month (the pay period ending on the 15th), U.S. Department of Labor requires that the total number of employees and the number of women employees for the pay period which includes the 12th of the month must be reported.  This is the Bureau of Labor Statistics Report on Current Employment Statistics (BLS Report).  The report is completed online.  The numbers are obtained by running a standard PeopleSoft query.  Proceed as follows:

1. In PeopleSoft, go to Administrative Systems>Human Resources Query>HCM Query Viewer

2. Enter Query Name in the Search By box and 0HR029 in the ‘begins with’ box

       (EE_Gender_Count)
3. ENTER

4. Point to and click on EXCEL
5. Enter 415 in the Company box

6. Click on View Results to run the query

7. Click Open in the window that is returned when the query is complete

8. When the results appear, FILE>SAVE AS>H:\Payroll Process & Procedures\BLS Reports\20xx (xx= year) and file as mmm (mmm = month abbreviation of report).

9. Close the query results

10. Open the report saved in #9

11. Enter the month and year in the cell next to Count (e.g., Dec. 2010)
12. Sum the Count column

13. Print

14. SAVE

15. Go to https://cesdata.bls.gov/
16. Follow the instructions on the Current Employment Statistics panel that is returned.  The CES Report Number is 130020939
17. Click the I Accept button

18. Click on Continue
19. Complete the form on the panel, using the query results and total, enter 
i. Click on the arrow next to the date box and select the report month/year from the drop down menu

ii. Spreadsheet total Count ( BLS Report 1 Employee Count

iii. Spreadsheet F Count ( BLS Report 2 Women Workers
iv. Print

v. FILE>Save as>H:\PayrollProcess & Procedures\BLS Reports\20xx (xx= year) and file as mmm CES Report (mmm= month abbreviation)

20. Click on Continue
21. On the next panel

i. FILE>Save as>H:\PayrollProcess & Procedures\BLS Reports\20xx (xx = year) and file as mmm CES Confirm (mmm = month abbreviation)
ii. Print

iii. Submit Data to BLS

iv. Logout
22. Order copies as Confirmation – Report – Query results, staple and file in BLS folder
BONDS

Effective January 1, 2011, US Savings Bonds are no longer purchased through Payroll deductions, but by establishing an account directly with the US Treasury. The Treasury website is www.treasurydirect.gov). 

 Employees make contributions to their account through a dedicated direct deposit account. Once the account is established with the US Treasury, the employee must complete and return to Payroll the Electronic Treasury Securities Direct Deposit for (see Appendix B).  The Bank Name and ABA Number shown on the form are the ones established by Treasury and cannot be changed. 

The information is updated in the same manner as any other Direct Deposit information.  The money is deposited in the employee’s account at the US Treasury.  The employee can then go online and purchase bonds or any other security they wish.

The process is as follows:

	STEP
	ACTIVITY

	1
	Employee establishes Treasury account

	2
	Employee completes the Electronic Treasury Securities Direct Deposit form (see Appendix B) and submits form to Payroll

	3
	Payroll updates the employee’s direct deposit record as follows:
Bank ID = DD form ABA number

Account # = DD form Account Number

Account Type = Savings
Deposit Type = Amount

% of Pay = blank

Amount = DD form Amount

Priority = 1

SAVE

NOTE: If the employee already has an Active direct deposit record, then

a.  Insert a new row

b. Change the existing Account Type to BALANACE

c. Change the existing Priority to 999

d. Proceed as outlined above to enter the new information on the inserted row.


DEDUCTIONS

Begin and end dates

The following rules apply to using begin and end effective dates when working with General Deductions:

Begin date – any date within the pay period in which the deduction is to start

End date – 1st day of the pay period in which the deduction is not to be taken (stopped).

Cancel via the Payline

A deduction can be cancelled for a single pay period via an entry on the Payline.

· Go to One-Time Deduction

· Enter the deduction code for the deduction to be cancelled in the current pay period

· General Deduction Taken  = None

· Benefit Deduction Taken = None

If the deduction being cancelled is for TRS, ERS or Health, then the employer portion must be overridden as well:

· Select the deduction code for the appropriate Employer from the drop down window

· Select OVERRIDE from the drop down window

· Enter zeros in the amount

Cancel a Deduction
· Go to the employee’s General Deduction panel
· Enter the appropriate End date (Note: this can be a date in a future pay period).
DUAL EMPLOYMENT
Employees employed by one agency can work under contract for another agency at the same time.  The contract covers a specific period of time for an assignment outside of normal working hours.  The employee continues to work for his/her home agency while perform duties for the contracting agency outside of normal work hours.  The contracts are usually for teaching assignments at other colleges. 
The home agency pays the employee for the time worked at the contracting agency at the rate set in the contract.  The contract agency is billed for the employer costs associated with the total gross amount to be paid during the life of the contract.  These are termed the ‘fringe costs’ or ‘fringes’ and consist of the employer portions of
· State Health

· The Retirement Plan to which the employee belongs (TRS or ERS)

· OASDI tax (not if in TRS plan)
· Medicare tax

The fringes are calculated using the total gross and a different specific percentage for each of the employer portions.  Once the total fringe amount is determined, that amount and the total gross to be paid are delivered to Accounting for billing.

NOTE: There is an exception to the billing requirement.  If the agreement is not with another Technical College, then there is no billing.
Notification of a contract is delivered either via e-mail to the HR Officer or via a copy of the agreement.  Proceed as follows:

1. Calculate the pay period amount, if not already provided

a. Determine the number of pay periods between the contract begin and end dates
b. Divide the number of pay periods into the total gross amount to be paid for the contract period

c. Enter the pay period amount on the notification document

d. Enter a pay period end date for each pay period the amount is to be paid

2. If no billing is required, go to the next step.  Else

a. Determine in which Retirement Plan the employee is enrolled

b. Go to the Fringe Calculation Worksheet.  This is an EXCEL spreadsheet which will calculate the Fringe amounts once the total payment has been entered (H>Payroll Process & Procedures>)..\Dual Employment\Fringe calc sheet.xls
c. Enter the Total Amount of the contract in column D, Line 4
d. COPY the appropriate Retirement Plan name (column B) and Percent (column C) to Line 10, columns B and C
e. Open the Dual Employment Fringes letter (H>Payroll Process & Procedures>) ..\Dual Employment\Fringe sheet Master.doc
f. SAVE AS in the Dual Employment folder under the employees name

g. Enter the employee information using the original agreement document as the source.

h. Type the calculated amounts from the Worksheet to the corresponding sections of the letter.

i. SAVE AS the completed letter to the employee’s file in the Dual Employment folder

j. Print two copies of the letter

k. Deliver one copy to Accounting

l. File the other copy in the ‘Current’ section of the Payroll Processing folder

3. Set-up an Additional Pay entry using the copy of the Agreement document
a. Code = TF1

b. Begin Date = Start date on the contract

c. End Date = final pay period end date in which pay will be received

d. Amount = calculated pay period amount

e. Check OK-TO-PAY and FIRST and SECOND pay period

4. Each pay period, review the pay check online prior to confirm to be sure the amount is pulled into 

      the check.  Place a check mark on the Agreement document next to the pay period end date for  

      which payment is received.

5. On the pay period following the final pay period in which payment was received, check the pay 

      check prior to confirm to be sure the additional payment is no longer being included.

 FLEXIBLE BENEFITS

1. Deductions for health care (medical and spending accounts), vision, dental, life insurance (self, spouse, child), disability insurance (short and long term), 
2. Deduction codes begin with ‘X’

3. Deducted monthly from the last pay period of the month for coverage in the next month

4. Flex Benefits are maintained and updated through the GO Network and the pay period deduction information is fed to PeopleSoft overnight.    Note: certain benefits require medical underwriting.  When this is the case, a message will be displayed when the update is entered in the GO system and the update will NOT be sent through to PeopleSoft.  An approval letter from the vendor is required to make the update official.

5. When an approval letter is received either changing or establishing a benefit level

a. Update the Benefits record in the GO Network system (FBYx – x = year)

b. On the following day, check the General Deductions record to verify that the new rate has been updated (overnight interface between GO and PeopleSoft).  If the update is not made before the month end confirm for the approval month in the letter,

i. calculate the difference between the existing deduction amount (if any) and the new deduction amount x the number of months between the approval date and the month before the new amount will begin to be deducted

ii. enter the calculated amount as a one time deduction amount for the next pay period (Note: use OVERRIDE when processing in the first pay period of the month; use ADDITIONAL when processing in the last pay period of the month) 

c. File letter in employee’s personnel folder

6. File letters indicating denial or ‘incomplete’ in the employee’s personnel folder

GSEPS OPT-IN

Members of the Employees Retirement System (ERS) who wish to move into the Georgia State Employees Pension and Savings Plan (GSEPS) must submit a GSEPS Opt-In Election Form to Payroll.  Update the information as follows:

· Open the PENSION panel

· DO NOT make any changes to the existing ERS coverage data
·  Insert a new row in the Coverage section
· Deduction Begin Date = the first day of the month/year shown in the ‘Opt-In Effective         
                                          Date Election’ section of the form
· Elect button = ON
· Election Date = date of update
· Benefit Plan = E2GAR (GSEPS Regular) 
· GSEPS 4019k) Contribution Election: 
· The percentage box of the ‘401(k) Contribution Election’ section contains a number
· Elect button = ON
· Opt out button = OFF
· SAVE
· Go to the SAVINGS PLAN panel

· Plan Type row
· does not exist – click on the magnifying class icon next to the Plan Type box and select Plan Type 40
· exists – insert a new row in the Coverage Section
· Coverage Begin Date = Pension Coverage Deduction Begin Date
· Deduction Begin Date = Coverage Begin Date
· Participation Election = Elect button ON
· Election Date = date of update
· Benefit Plan = GS401K (GSEPS 401K Savings Plan)
· Percent of Earnings = number shown in percentage box of form
· SAVE

· Update complete
·  There is no percentage shown in the ‘401(k) Contribution Election’ section 
· Elect button = OFF
· Opt out button = ON
· SAVE
· Update complete
PARTIAL PAY PERIOD PAYMENT

There are several methods for making payment when the employee works only part of the pay period and is due pay for only part of the pay period:
1. The employee is active for the entire pay period, but is not due pay for the entire pay period: 

Enter the total hours for which employee is not to be paid in the OTHER EARNINGS section of the payline using the Earnings code DCK.  Enter the hours with a negative sign.  Otherwise the money associated with the hours will be added to gross pay causing an overpayment.
2. The employee returns to active status or is hired after the pay period begins:

a. The employee’s JOB Data record is updated before the day of confirm

A paysheet and payline are generated for the employee in the nightly processing on the date the employee’s JOB record is updated. The Earnings Begin Date in the payline will be the Job Data Effective Date.  The Earnings End Date will be the date the pay period ends.
· Review the pay line and click ON the OK-to-Pay box

b. The employee’s JOB record is not updated until the day of confirm
Add a Paysheet/Payline before confirm (see Paysheet & Paylines section.) 
· Calculate and enter in the Regular Salary field:
             Monthly salary /  # of workdays in the month (including holidays) 

          X  # days between begin and end dates  
· Begin date = the date the employee started work
· End date = the pay period ending date
3. The employee terminates employment (terminated, dies, retires, transfers out) in the middle of a pay period.  The pay sheet and payline are generated as normal.  
a. The JOB Data record is updated before the day of confirm.

         The Earnings End Date of the payline is set to the termination date in the nightly  

         process on the date the employee’s JOB data record is updated.  The amount to be 
         paid for the days worked is computed based on the Begin/End Dates.  If needed, click 

         ON the OK-to-Pay box. 
b. The Job Data record is updated on the day of confirm. 
· Click OFF the OK-to-Pay and Job boxes on the existing payline to prevent this payline from being used in the calc process

· Add a Paysheet/Payline before confirm (see Paysheet & Paylines section.) 
· Calculate and enter in the Regular Salary field:

                 Monthly salary /  # of workdays in the month (including holidays) 

          X  # days between begin and end dates  
· Earnings Begin Date = begin date for the pay period

· Earnings End Date = last day worked

SALARY SUPPLEMENT PAYMENTS

Employees may be assigned the duties and responsibilities of another position in addition to their current job.  This generally occurs because the position to which the duties apply is vacant.  In such cases, the employee is given a salary supplement for performing the extra duties.  The supplemental amount is calculated as a percentage of the employee’s current salary and is paid each pay period in addition to his/her normal salary.  The amount is usually paid until the position to which the duties apply is filled.

A salary supplement payment is documented on the Personnel Action Request form under the Job Information section.   Using the information provided on the Personnel Action Report in the Job Information – Current, New and Comments sub-sections, calculate the pay period amount and then update it on the Additional Pay panel:

1. Calculate the pay period amount using the following formula
a. Current Annual Salary/24 = Current semi-monthly salary

b. New Annual Salary/24 = New semi-monthly salary 

c. New semi-monthly salary – Current semi-monthly salary = pay period additional amount

Note 1: Either or both of the semi-monthly rates may be provided

Note 2: The new salary must be the Current Annual salary x salary supplement % noted in 
             Comments.

2. Update the pay period amount in the Additional Pay panel
a. Earning code = earnings code associated with supplement percentage (select from drop 

                                down window
b. Effective date = Effective date on Action Request

c. Addl Seq# = 1

d. Earnings = pay period amount

e. OK to Pay = checked 

f. Applies to Pay Periods: check First and Second

g. SAVE

If the employee receives an increase in their current salary, such as an annual increase:

1. Calculate a new pay period amount

a. Current pay period amount x % of increase = increase amount

b. Current pay period amount + increase amount = new pay period amount

2. Update the Additional Pay panel

a. Insert a new row at the effective date level for the earnings code

b. Enter an end date for the entry for the current pay period amount.  This should be the beginning date of the pay period in which the new amount is effective.

c. Complete the newly insert row 

i. Effective date = beginning date of the pay period in which new amount is to begin being paid

ii. Amount = newly calculated pay period amount

iii. All other fields remain as copied when row inserted

STATE HEALTH DEDUCTION UPDATE

The monthly amount for employees participating in State Health is set-up on the General Deduction panel.  
The employee designates his/her coverage and provider choices on the State Health Benefit Plan form.  Both the deduction code and the deduction amount varies based on the coverage/provider chosen. The coverage choices (single, with spouse, with children, smoking, non-smoking, etc) are then converted to the appropriate deduction code associated with the coverage and provide choices.  The deduction code determines the deduction amount to be updated.  The rates are updated annually by State Health and delivered via e-mail.
TIME REPORTING
Salaried Employees

These employees do not have to report time in order to be paid.  Their pay period amount is automatically generated by the system.  Only exceptions to the normal pay period amount need to be reported such as  additional amounts to be paid, amounts to be deducted from the pay period amount.

To reduce a salaried employee’s gross pay for time that is not to be paid, make the following entry in the OTHER EARNINGS section of the payline:


Earnings code – DCK


Hours – amount of hours for which employee is NOT to be paid; enter with a NEGATIVE sign

Hourly Employees
Hourly paid employees (pay group SH) must report their time worked each pay period in order to be paid.  Within agency 415 (TCSG Systems Office), the time for these employees is reported in one of two ways:
· An EXCEL spreadsheet – for reporting time for a group of employees within a department
· Employee Weekly Time Report – Standard Work Week form – for reporting an individual employee’s time
A separate spreadsheet is maintained for each department reporting via the spreadsheet.  The masters are maintained on  H:\Payroll Process & Procedures..\Time Reporting.  Each spreadsheet contains:

· A field for the pay period ending date

· The names of all the hourly reporting employees within the group

· A column for each day of the month
· A column for hours worked in a prior pay period, but being paid in the current one

· A total column for all hours to be paid in the current pay period.

The individual responsible for time reporting in the group enters the pay period end date and the daily hours for each employee.  He/she can also add or delete individuals from/to the spreadsheet.  The total hours to be paid in the pay period is calculated automatically in the total column for each employee.  The spreadsheet is forwarded to Payroll via e-mail or delivered by hand.

The Employee Weekly Time Report form is located on the TCSG website under Employee Login>Human Resources>Personnel Forms.  This form is completed by the employee and signed by the supervisor.  The employee completes one form for each whole or partial week within the pay period.  The forms are delivered by hand to Payroll.
Time is updated to the employee’s Payline.  This can be done at any time after the Paysheet/Paylines are created up to the close out of PeopleSoft on the day of confirm.  Use the following procedures to update and review time for the pay period.

From the Employee Weekly Time Report  
1. Staple all the forms for a single employee together

2. Add the totals for each week together

3. Place the sum of the pay period hours on the bottom right margin of the first form.

4. Go to Payline>Find an Existing Value panel and enter
a. Company
b. Pay Period End Date
c. Employee’s name or EMPLID
d. SEARCH
5. In the Earnings section,

a. Click ON the OK-to-Pay box

b. Highlight the number in the REG HRS box and enter the total hours for the current pay period

6. SAVE
7. RETURN to SEARCH

8. Stamp the document with the ENTERED stamp and note the date 

9. File in the ‘Current’ section of the Payroll folder

From the spreadsheet

1. If the spreadsheet is delivered attached to an e-mail
a. Open the attachment
b. On the first blank line in the P/P Total column, sum the total hours
c. On the next blank line in the Name column, type in BOLD RED: entered {date}
d. SAVE AS in H:\Payroll Process & Procedures\Time Reports\YYYY (current year’s folder) as mm-dd (pay period) {Group name – e.g.,GED, Quick Start or GED Temp} 
e. Print a copySave the e-mail
2. Open the Timesheet Check List (..\Time Reporting\0Check-off list.xlsx) 
a. Locate the line for the group and the column for the current pay period
b. Enter the total hours for the group in the current pay period column
3. Go to Payline> Find an Existing Value panel and enter
a. Company
b. Pay (SH1)
c. Pay Period End Date
d. SEARCH
             to display the Search list for all hourly employees’ paylines
4. Open the payline the first employee on the spreadsheet with hours by clicking on that employee’s name in the Search list
5. In the Earnings section,

a. Click ON the OK-to-Pay box

b. Highlight the number in the REG HRS box and enter the employee’s total hours for the current pay period

6. SAVE

7. Click on NEXT in LIST until the payline for the next employee on the spreadsheet is displayed OR RETURN TO LIST and select the next employee on the spreadsheet with hours
8. Repeat steps 3 through 6 until the hours for all employees on the spreadsheet are entered

9. Mark the hours in P/P Total column with a highlighter to indicate they have been entered
On the following day, verify the entries:
· Compare the calculated paychecks to the original input document(s) 

1. Go to View Paychecks

2. On the Find an Existing Value panel for the Paycheck, enter
a. Company
b. Pay Period End Date to display the Search list for all hourly employees’ paylines
3. Open the first paycheck

4. Compare the hours on the paycheck to the original source document (Weekly Time Report or the spreadsheet)

5. If correct, place a check mark next to the hours on the source document.  Else, make the necessary correction on the payline and review for correctness on the following day.

6. Click on NEXT in LINE 

7. Repeat steps 4 through 6 until all checks have been reviewed

8. File the source document in the back of the Payroll folder

· If there was a pre-confirm processing on the prior night

1. Open and sign on to Document Direct 

2. Open the most current Pre-Confirm Payroll Change Report (PY4150500) 

3. Open the Timesheet Check List

4. Compare the Change Report Totals to the Timesheet Check List Grand Totals
a. Totals RGH – Regular Earnings Hours = Pay Period Grand Total hours

b. Board Member Total $ = Board Members Pay Period Total $

(Note: 4b is necessary only when Board Member payments have been reported)

Appendix A: Electronic Treasury Securities Direct Deposit Form

[image: image3.png]ELECTRONIC TREASURY SECURITIES DIRECT DEPOSIT FORM

Iwish to establish a direct deposit account for the following Account
Number and amount to be deposited in my TreasuryDirest account for
purchasing electronic Treasury securities.

Name:
Account Number
Deposit Amount:

Signed/Date

Return to Payroll
Bank Name: TREASURYDIRECT
ABA Numper: 051736158
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