Payroll – BiWeekly Process:

· *All PAF’s to be entered in HRIS prior to start of pay processing

· *All LETS correction to be done before the sweep prior to pay processing

· *LETS Sweep:  All time entries for the appropriate period-end dates are sweep at noon

· RUN LETS Timekeeper Recap Report:  A report that captures all hours submitted and utilized to compare hours loaded in PeopleSoft are the same.

· *Create Pay Sheet: Pay sheet is created as per pay schedule.

· Create excel spreadsheet for control purposes for each payroll.  Enter the paysheet upload hours into excel spreadsheet.

· Run the job that loads the LETS hours for the appropriate period-end dates in the paysheets.

· *Pre-Calc Audit:  use for reviewing preliminary process of payroll

· *Run Calc: Check “Payroll Error Messages” if any, then make necessary correction.

· RUN payroll summary report and enter into excel spreadsheet the new hours or dollars by pay type.

· *Enter additional/correct additional data on the paysheets such as, benefits adjustments, delete hours already paid thru an off-cycle check and any PAF’s where retro needs to be calculated and paid.

· *Run Pay Calculations:  Second step to check for any new errors.  

· *Adjustment to payline for Worker’s Comp, Level 2 Transfer:  updates through source of PAF and/or any other HR/Benefits form of requisition.

· *Late Time Adjustment: late timesheet submission, authorized by approved timekeeper/approver.

· *Monthly Desk: Calculate and adjust Garnishments – updates garnishment information based on the type of order/levy received.

· *Termination Desk:  furnishes a BiWeekly processor a spreadsheet to be reviewed that shows the list of off-cycle checks processed for the current pay period for terminated employees and number of hours.   This is an advise to a BWK processor to turn off the “OK” to pay button to avoid duplicate pay.

· *Payroll processor allowed overriding the system to meet the request. This is an ongoing data entry into PeopleSoft during this time; therefore the check “Payroll Error Messages” run must be re-run after every Pay Calculation.

· *Run Payroll Summary, Other Earnings Register, Over 80 Report and LETS Late Time-Entry Report:  used for editing, research and correction.

· *Run Pre-Confirm audit job (check any errors before final confirmation is run)

· *Run Confirmation: Last step to finish payroll that conclude posting to FMS, Labor Distribution and update YTD earnings

Payroll – MONTHLY Process:
· *Same preliminary step as Bi-Weekly process

· Effort vs Pay Report:  This report is run after the Monthly process is done.  This report contains the hours submitted for the period versus the actual check issued.   PR processor carefully review and audit this report for any discrepancies.   Depending on the level and status of the discrepancy, the check may require to be recalled from the bank immediately if any adjustment/corrections are required and done by the next pay cycle.   Source of adjustment/corrections are through late PAF’s and Timecard corrections, arrives at payroll after processing deadline.

· Run Backend Report:  report used for paying vendors, unions, banks, etc.

· Run Payroll Disaster Recovery Files for Backup procedure.  This job creates a back up of the ACH and Check Register files copied on a CD and sent to an off-site location.

· Create Vendor Payments:  complete a RFIC form for request of payment to specific vendors.  RFIC forms are signed by preparer, audited by Supervisor and approved by PR Manager.  The form is submitted to Accounts Payable for processing with the back up for a specified check request

Other Vendors are paid through ACH.  Same procedure as mentioned above,  PR complete an ACH Form request.  PR Supervisor approves the ACH request in PC Clear and General Accounting is responsible for sending the file. Back-up reports are either mail or fax directly to the vendor depending on the vendor’s arrangement.

Federal tax liability and California State tax liability are deposits via modem at Union Bank the day before payday.  Other Out of CA states tax payment are process through Instatax system provided by Union Bank a day before payday.  Tax liabilities are based on “Tax Deposit Summary” report that comes every pay period.  The information are transferred in Excel spreadsheet with the appropriate account to be charged.  The Excel spreadsheet form is review and audit by PR accountant and approved by PR Manager and/or Supervisor

ACH fund for Direct Deposits and Fidelity Report are transfer two days before payday.  The total payrolls are recorded at the Drawdown file for bank coverage, which is monitored by General Accounting day before payday.

-    Print Checks & Deposits Advices:  checks and advices are printed as soon as Run 

     Confirmation is done.  Checks and Advices are sort by division and mailed directly to         Employees Mail stop.

-    Debits Entered in GL with Resource Adjustment Journal:  LDS01 feeder represents the                      earnings/deductions transactions, which is transferred to PeopleSoft FMS System on a monthly schedule. PR accountant responsible for reviewing and auditing that all transactions are posted into the right account and keep account balance as current.  Manual Adjustment or reclass that require corrections are process through Resource Adjustment.  PR Manager approves the Resource Adjustment (Journal Entry Detail) print out of the data entered in FMS system.  

       PR Manager also reviews all payroll accounts and compare that current balance matches to the GL.

Levy and Garnishment process:

Reply to the agency within a few days by completing the ER Information.

Provide copy of the order to the employee

Set up the garnishment in the Psoft system.

Once “Run Pay Calculation” is process, the result of the garnishment set-up will appear on the deduction side of the employee’s check.

From a Garnishment Deduction Report, complete RFIC form for each agency/payee.

RFIC form is reviewed by Preparer, audited by Supervisor and approved by PR Manager before sending to Accounts Payable.

No back up is attached to RFIC provided to AP due to confidentiality of material

Checks are delivered to PR Processor 

Copies of checks are made before mailing

Termination Process:

Payroll Dept. receives termination notices from HR Centers.

A) Review information on the PAF’s

B) Verify if the timecard has been entered and approved.

When the timecard has been completed, we do calculate for employee earnings depending on the employee status if monthly are calculated by the no. of hours worked divided by the no. of hours in the month multiplied by employee compensation rate.

If the employee is paid on a bi-weekly; the employee is paid base on how many hours worked for that bi-weekly period.

Termination processor determines the employees regular pay, and will calculate the vacation and sick leave accruals together with the severance pay if the employee is being laid off.

Termination processor ensures that the deductions, benefits and insurance are deducted correctly on employee’s last check.

Off cycle checks are processed through People Soft system.

Checks will be distributed according to the instruction of the employee, which is written in the PAF.

Entered termination date in PeopleSoft and zero out the vacation and sick leave in LETS.

PR Manager’s review and approve the Off-cycle form before releasing the check.

The following are the Payroll Asst. responsibilities:

A) To pay employees on their last workday of work in compliance with Department of Labor and IRS rules.

B) To ensure that timecard is complete and approved

C) Communication with Timekeepers and Approvers when time is not entered for payoff.

D) To ensure final paycheck is correct.

         REVERSAL

A) An overpayment of employee’s pay.  (When Payroll Dept. not being notified that the employee was on leave of absence or the employee was terminated).

B) Incorrect deductions (retirements, benefits and insurances)

C) Cancelled termination will result in reinstating employee’s back to active status and reinstating benefits deduction, Sick leave and Vacation balance, and ACH information. 

D) Or any incorrect payment to employee’s paycheck.

Reversal Process:


Automatic Reversals are done through an In-house web based system

Enter check no., and it will automatically reverse entry in PeopleSoft.

Review the reversal entry, calculate and confirm

Processing Graduate Students Pay:

Verify entries made by HR centers for new hire employees.

Re-hire graduate students into PeopleSoft

Enter all GSRA’s PAFs

GSRA certificate sheets are received from HR Center

Input from certificate sheets any changes into payline.

