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Payroll Reps
Meeting

Thursday, December 9, 2021
3pm – 4pm
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Office of the Controller- Payroll Services
Agenda

• Leave Transfer Form 

• Submit payroll forms

• Paper paychecks

• Childcare Grant Program

• Childcare Subsidy

• Year End payroll processing



LEAVE TRANSFER FORM
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• We started receiving Leave Transfer Forms from 
departments

• Instead of scanning an approved Leave Transfer 
Form back to you, we (OOTC- PS reviewer) will 
send you an email to confirm the approved hours 
to be transferred

• Reminder:  You cannot contact other state agency 
to transfer leave until you received our email 
confirming the leave hours

Leave Transfer Form 



FORMS
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• In the last 3 months, CPB returned about 500 
direct deposit, W-4, and State Withholding forms

• Encourage new hires to submit Direct Deposit, 
Federal W-4, and State withholding forms the 2nd

day to department payroll reps

• Department payroll reps can send these forms to 
OOTC-Payroll Services, we will send these forms to 
CPB after review

• Before sending payroll forms to PS, please check and 
make sure employees are in eUMB HRMS as some 
rejects are due to employees not in CPB system

Forms
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• Some departments prefer to perform the forms 
review and mail employees’ forms directly to CPB 

• How to review these forms?

• Use the forms from OOTC- PS website at 
https://www.umaryland.edu/financialservices/payroll/
forms/index.asp

• Complete in its entirety

• Must be typed, print, then sign it in black ink

Forms

https://www.umaryland.edu/financialservices/payroll/forms/index.asp
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Forms- Direct Deposit
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Forms- Federal W4
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Forms- State MW507



11

Forms- State MW507



PAPER PAYCHECKS
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• Options offered for schools/administrative 
departments to pick up paper paychecks due to 

• USPS mail delays

• Increasing Stop Payment requests

• Take about 2 weeks to receive a replacement check after 
Stop Payment Request is submitted

• Most of the schools/administrative departments 
have decided to pick up paper paychecks

Paper Paychecks
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• Checks pickup dates and time have been added on 
the payroll calendar

• After picking up paper paychecks, if you need to 
mail some of them, the return address should be 
your address

• Submit a Stop Payment Request if needed

• Contact your school/administrative department if 
you have any questions

Paper Paychecks



CHILD CARE GRANT PROGRAM
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• New UMB Child care Grant Program- check for eligibility 
and information: 
https://www.umaryland.edu/hrs/benefits/umb-child-
care-grant/

• Enrollment is now closed

• Awarded employees will be notified by HRS of the 
monthly grant payment- taxable income

• HRS will send names and grant payment amounts to 
Payroll Services to process monthly payments

Childcare Grant Program

https://www.umaryland.edu/hrs/benefits/umb-child-care-grant/
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• Plan year is on a fiscal year basis

• Because awardees must submit a Monthly Child Care 
Grant Program Expense Filing, failed to file it timely 
payment may be deducted from next month’s grant 
payment

• New Earnings code has been created

• CGP- Childcare Grant Program

• Mapped to Object 2170- lower fringe rate

• Contact HR- Benefits if you have any questions

Childcare Grant Program



CHILD CARE SUBSIDY
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• Pay certain employees a taxable childcare supplement 
based on grants they received

• Bi-weekly payments

• Set up in eUMB via an ePAF with a Comp Rate Code and 
the bi-weekly amount is added to add’l pay

• New Earnings Code has been created

• CCS- Child Care Subsidy

• Mapped to Object Code 2170

Childcare Subsidy



YEAR END PAYROLL PROCESSING
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12/5/21 – 12/18/21 
PP22-13
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• Payroll processing begins Monday, 12/13/21 due to 
Christmas holiday

• PAFs are due by COB today, 12/9/21

• Last day for ETS Approvers to approve ETS is Tuesday, 
12/14/21

• No Time Admin runs on 12/15/21 & 12/16/21

• Last call email will be sent on Thursday, 12/16/21

PP22-13 (12/5-12/18/21)
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• Net Pay and Leave Accrual processes will be run on 
Monday, 12/20/21

• Run and validate the 2nd payroll report after 
receiving Payroll Services email notification of the 
process is complete (12/20/21) 

• Run Leave Accrual Report on 12/20/21

• If you submit any leave adjustments, you can run query 
UMB_PR_ADJUSTED_LV_BY_DATES to validate

• No payroll advances 

PP22-13 (12/5-12/18/21)
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• PAFs are due by COB on Tuesday, 12/21/21  

• Last day for ETS Approvers to approve ETS is Tuesday, 
12/28/21

• No Time Admin runs on 12/29/21 & 12/30/21

• Last call email will be sent on Thursday, 12/30/21-
last payroll correction due by 12 noon

• Net Pay and Leave Accrual process will be run on 
Tuesday, 1/4/22 

PP22-14 (12/19/21-1/1/22)
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• Run and validate the 2nd payroll report after 
receiving Payroll Services email notification of the 
process is complete (1/4/22) 

• Run Leave Accrual Report on 1/4/22

• If you submit any leave adjustments, you can run query 
UMB_PR_ADJUSTED_LV_BY_DATES to validate

PP22-14 (12/19/21-1/1/22)
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• Annual, personal, and Holiday leave for 2021 must 
be reported by the end of PPE 1/1/22

• It is important to remind your employees using their leave 
time on or before 12/31/21 as they have no extra days to 
use their 2021 leave time

• Personal leave time will be allocated on Tuesday, 
1/4/22 after the first 2022 Leave Accrual runs for 
PP22-14

• Employees who want to use 2022 personal leave in PP22-
15 can wait until 1/4/22 to submit ETS

Year End Leave Rollover
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• The year-end leave accrual roll-over process will occur on 
Tuesday, 1/18/2022, after the Leave Accrual runs for PP22-15

• Follow the instructions below to get a clean cut of time 
between 2021 and 2022. You may need to set advance due 
date for your employees and supervisors if needed as any 
leave adjustments sent after the due date and/or outstanding 
2021 ETS will affect employee’s lost leave 

• Submit 2021 Leave adjustments (PAFs) by Thursday, 1/6/22

• Complete and approve all 2021 ETS by 1/11/22 with “Loaded” 
status

Year End Leave Rollover
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• Do this now:

• Clean up all outstanding and delinquent timesheets 
appear on your ETS Statistics Page or run query:

• UMB_ETS_DELINQUENTS_1_PP

Year End Leave Rollover
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• Query results as of 12/9/21

• Reconcile timesheets in closed PPs NOW-
• employees need to submit paper timesheets

• Submit PAF to adjust leave balances if any leave is reported on a paper timesheet- due 1/6/22

• Follow up with employees/supervisors to complete online ETS ASAP-
• In ‘loaded’ status by 1/11/22

Year End Leave Rollover
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• Employee’s 2021 comp time balance must be used 
through PPE 1/1/22

• Unused Comp Time Balance must be paid out end of 
the calendar year after the first PP in a new year 
(PP22-15)

• Run Query UMB_TL_COMP_TIME_BALANCE to 
identify your employees for comp time payout

Comp Time
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• Process payout for employees who are enrolled to 
the Comp Time:

• Enter the balance on ETS using TRC “CPO” with no more 
than 24 hours on a non-working day

• Spread out the time if the balance is > 24 hours

• Process payout for employees who are not enrolled 
to the Comp Time:

• Active employees- Submit a PAF using earnings code 
“LPC”- health deductions will be taken

• Terminated employees- Submit a PAF using earnings code 
“FPC”- No health deductions will be taken

Comp Time
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QUESTIONS?
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