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Chapter 1
Overview of Payroll Process Using eUMB

Overview

Welcome to Overview of Payroll Processing Using eUMB.  This chapter is designed to introduce you to the terms and concepts that characterize departmental payroll processing using eUMB.  

Objectives

By the end of this chapter you will be able to:

· Explain the different payroll-related roles in eUMB.

· Explain how Positive Time Reporting differs from Exception Time Reporting.

· Distinguish between Time and Labor and Direct Payroll processing.

· Understand the Payroll Calendar.

· Describe how eUMB helps you manage your pay-related data.
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The Big Picture

The main concepts for this topic are:

· Who are Time Reporters ?

· The role of the Time and Labor Initiator 

· The role of the Time and Labor Approver  

· The Time Administration process

· Clearing Exceptions to T&L Business Rules 

· The role of FS-Payroll and the eUMB Payroll module

Quick Summary of Terms for “The Big Picture”

Time Reporters
Employees who fill out timesheets

T&L Initiators
Employees who process timesheets into eUMB

Time Administration
The eUMB process that applies T&L Business Rules to reported/scheduled time

T&L Approvers
Employees who approve time after Time Administration has been run and exceptions have been cleared

T&L Business Rules
Criteria that reported time must meet in order to continue processing smoothly, generating no exceptions

Exceptions
T&L processing issues that need to be allowed or resolved

Dynamic Group 
A group of employees whose time can be approved together

Paysheets
The eUMB function that stores payroll data to be calculated per FLSA rules  

Payroll Adjustment Forms
The forms FS-Payroll uses to process payroll adjustments.  

FLSA
Fair Labor Standards Act

Please Note: For more detailed definitions of these terms, see Appendix A–Glossary
                     Payroll Processing – the Big Picture 


Departmental

Payroll

Processing


Processes

Performed

By

FS-Payroll

The Business Process 

PeopleSoft (eUMB) manages Departmental Payroll Processing within its Time and Labor (T & L) module.  In “People-speak,” employees who fill out and submit timesheets are referred to as Time Reporters.  It is the T&L Initiators (in most cases, the former “Payroll Reps”) who enter time and leave from the employees’ (“Time Reporters’”) timesheets into eUMB.

Meanwhile, most nights an eUMB process called Time Administration is run.  This process applies various T & L Business Rules to each employee’s reported hours—based upon what Workgroup and Schedule the employee is assigned to—and generates Payable Time.  If a rule is “broken“ (for example, there are work hours entered for a terminated employee) the system generates an Exception.  It is then up to the T&L Initiator to “clear” (resolve or allow) the exceptions.  After the Time Administration process is run again, the T&L Initiator can check to see if the changes he or she made addressed all the issues.  If there are still exceptions, the cycle is repeated.

Once all exceptions are cleared, T&L Approver then approve hours entered for non-exempt and hourly employees, and leave (exception time) for exempt employees.  Approvals can be done for individual employees or for a Dynamic Group.  Only approved hours are sent to payroll for processing.  Hours that are not approved will not be sent to payroll and consequently will not be paid (for non-exempts and hourly employees only)!  

The Financial Services Payroll Department (referred to throughout this guide as “FS-Payroll” or “central payroll”) also uses functions of the eUMB Payroll module to generate gross pay for regular faculty, Grad Assistants, etc., and manage adjustments to pay such as bonuses, travel reimbursements, and advance pay recoveries.

The Payroll Process for Time and Labor Time Reporters

The main concepts for this topic are:

· Time and Labor vs. Direct Pay

· Schedules 

· Exception Time Reporting

· Positive Time Reporting

Time and Labor vs. Direct Pay

Time and Labor is the PeopleSoft (eUMB) module in which departments do payroll processing.  UMB employees are categorized into Paygroups depending upon whether their payable hours are processed through Time and Labor or sent directly to payroll (Direct Pay).  Exception Time Reporters are employees (other than faculty and GRAs) who are paid a bi-weekly salary and work a Schedule of expected regular hours.  Only exceptions to this regular time are reported.  Positive Time Reporters are employees who are paid on an hourly basis.  All hours on their timesheets must be entered into T&L.  

Schedules

Schedules are the anticipated number of hours that an employee works every day in the 14-day pay period.  There are over 100 schedule variations in use among UMB employees.  For employees who have a set schedule, it provides the basis from which to record exceptions.  This allows us to not have to enter the hours worked for every employee each pay period.  If no exceptions are entered, then the Time Administration process will create “Payable Time” based on the schedule.  

All Exempt Regular, Non-exempt Regular (Exempts and Non-Exempts), Contingent II, and Academic Administrator employees must have a schedule.  When they are hired, all employees in these categories are assigned a default schedule of Mon-Fri, 8 hours/day.  The T&L Initiator is responsible for verifying each new hire’s schedule and changing it if needed, as well as assigning a new schedule when an employee in one of these categories has a change in work pattern.
Exception Time Reporting

For each pay period the system will “assume” (that is, record by default) that the individual has worked exactly the hours in his or her schedule unless told otherwise.  The phrase “Exception Time Reporting” reflects the fact that only hours other than those on their regular schedule must be entered for these employees (e.g., leave, shift, on-call).  Each type of exception has its own Time Reporting Code (TRC) which must be used to label such hours.  The Time Reporting Codes are available in drop-down boxes on the screens where you key in hours and leave.  All the Time Reporting Codes and their explanations are also listed on the new eUMB timesheets.  (See Appendix B.)
Positive Time Reporting

For employees who are paid at an hourly rate, all hours worked must be entered; the system “assumes” nothing.  This is called Positive Time Reporting.  T&L hours are reflected on a daily basis.  Although time in and time out each day must be recorded on the timesheet, only total hours worked per day are entered into eUMB.

The Payroll Process for Direct Pay Employees

The main concepts for this topic are:

· Direct Pay employees not processed through T & L

· FS-Payroll, not Department, makes pay adjustments

· Use of Payroll Register/Cost Center Report

Direct Pay Employees not Processed Through Time and Labor

Employees who do not submit timesheets to the T&L Initiator and therefore do not have their time and leave processed through the eUMB Time and Labor module (primarily faculty members) are known as Direct Pay Employees.  As long as these employees are active, they are paid the biweekly salary found on the Job Data Compensation Page in the Administer Workforce module.  

Every pay period, the Time and Labor Initiator and/or Approver for each department will check the Payroll Register or Cost Center Reports.  He or she is responsible for verifying that each employee on the Register (Time Reporters and Direct Pay employees) should in fact be paid.  (An example of a Direct Pay Employee who should not be paid is one who has been terminated or is on unpaid leave of absence.)  If the information is correct, the appropriate department T&L Approver approves it for central payroll processing.

FS-Payroll, not Departments, Makes Direct Pay Adjustments
If it is determined that a Direct Pay employee should not be paid the base amount and/or an adjustment is needed, FS-Payroll must be contacted in order to make the change on the paysheets.  These are called Direct Pay Adjustments.  Departments cannot adjust this pay, only FS-Payroll.  The appropriate supporting documentation must be provided to FS-Payroll to authorize and process any adjustments.

Payroll Register/Cost Center Report

The Payroll Register reflects the gross pay for each employee that will be sent to the Central Payroll Bureau (CPB), once approved by FS-Payroll.  It will also include Travel, advances, supplemental pay, Special Pays and other adjustments.  The Gross Pay will include the proper rate of pay for overtime based on FLSA rules.  The Payroll Register is available for the T&L Approver to check and/or print after Pay Calc is run.  The Cost Center Report is a different view of the same data and can be used as an alternative.

Timesheets

The main concepts for this topic are:

· Paper timesheets have not gone away in eUMB

· Types and Descriptions of new timesheets

There are three types of timesheets used with eUMB.  (See Appendix B for examples):  

1. Exempt Employee Timesheet

2. Non-Exempt Employee Timesheet

3. Hourly Employee Timesheet

Why We are Still Using Paper Timesheets

The campus has chosen to continue using paper-based timesheets for this phase of eUMB implementation.  Timesheets will be used to:

· capture time in/time out for non-exempt and hourly employees

· capture hours worked beyond standard hours for exempt employees

· capture supervisor-level approval 

· capture leave taken, and report leave accrued and balances available

There are many good reasons for not going to a fully paperless system at this point:

· For one, not all employees may have access to computers that would allow them access to their timesheets electronically.  
· There is also the “change factor” reason – namely, we are making many changes to the ways we administer Human Resource and Payroll processing.  Too many changes make people feel uncomfortable.  By using paper-based timesheets we can introduce new technology to administer our administrative systems while allowing our employees to continue using something familiar: timesheets.  

· It is also an excellent way to continue to leave a “paper trail,” signed documentation of the hours an employee states he or she has worked and the fact that these were approved by his or her supervisor.  At this point in our legal system, signed paper is still more universally acceptable as proof than approvals within an electronic system.

· If an Exempt worker works more than 80 hours in a pay period, the timesheet will record this.  We cannot put more (or less) than 80 hours into eUMB for an Exempt worker because it would affect the way the system calculates leave accumulation.

· And, paper timesheets are a good way for us to capture employees’ usage of their leave benefit and reflect their balances back to them.  (Even if employees recorded their hours on-line, they wouldn’t necessarily have access to their leave info.) 

Payroll Calendar/Timeframe

The main concepts for this topic are:

· Changes in Payroll Calendar

· Effective Date Processing

Changes in Payroll Calendar

The timeframe for submitting/entering payroll information will change a little initially from that in the old (pre-eUMB) system.  However, the calendar may be adjusted further after we gain some experience with the system.  

· Hire and Employee Action forms are normally due on the first Monday of a pay period. 

· Departments will process prior period timesheet exceptions in T&L during the entire first week of a pay period (roughly 5 days), whereas previously journals were processed between Weds and Fri. (roughly 2 ½ days).  

· Non T&L processing (payroll adjustments) and payroll calculations will be performed on the second Tuesday through Friday of the pay period.

· T&L Initiators and Approvers can modify employee timesheet information for 60 days prior to the current date (approximately 4 pay periods).  Corrections will be reflected in the pay period following the current pay period.  Issues or problems for pay cycles prior to this can only be made by FS-Payroll.  Contact FS-Payroll if you need assistance.

· The detailed Financial Services-Payroll Calendar is available at:  http://www.fincsvc.umaryland.edu/payroll/
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Inquiring/Querying/Reporting on Employee Data

As discussed in the eUMB “Intro” course, you can access eUMB data in one of three ways:

· Inquire (available to users; on-line summary data/employee)

· Queries (available to most users; report-type format)

· Reports

Inquire is a Menu Item that leads you to an on-line view, or summary, of certain data about a specific employee or group (e.g., Self Service>Manager>View>Payable Time Summary).

Queries are utilitarian “reports” that can be run anytime and have a name.  They can be public (“canned,” not editable) or private (end-user created and not available to all others).  The data is presented in a format that resembles an Excel spreadsheet, and in fact can be sent to Excel for further analysis and report formatting.  The information you will get will be restricted to the employee data your security profile allows you to see.  (That is, you will see only data for “your” people.)

Reports are pre-formatted presentations of data.  The question being addressed and the format in which the results appear are pre-determined and un-editable.  The information you will receive is restricted to the employee data your security profile allows you to see.  PeopleSoft delivered certain generic reports formats that we have made available in eUMB.

In Chapter 2 of this Guide you will learn more about certain views, queries and reports, and practice running and viewing them. 

How eUMB Helps You Manage Your Pay-related Data

· “One-stop shopping”-- A single integrated system does the work formerly done by two systems:  In addition to tracking payable time, eUMB (rather than HRIS) will also track leave.  This means that you can go to one place to get all the information.

· eUMB also integrates time and leave with HR job data, eliminating the chance of discrepancies between HR and Payroll records.

· Approval of time and leave is a one-step, on-line process within the department.

· Approved time will be the basis for issuing a paycheck.

· Overtime pay will be calculated automatically by the system.  No more manual calculations of hours times rate and/or overtime.

· Departments will have the ability to view all payroll-related transactions on-line.

· Effective Date Processing

Effective date processing means that eUMB information can be submitted and entered at any time.  Changes to an employees record occur at the date at which the action is effective, not the date the information is entered.  There is no eUMB reason why paperwork cannot be completed well before the deadline for submission.
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