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Payroll Reps
Meeting

Wednesday, August 19, 2020
9 am – noon
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Agenda
• Human Resources

– HR updates

• OAA- Student Employment
– Student Hiring

• Financial Services
– Payroll Topics

– Business Expense Reimbursements



HUMAN RESOURCES UPDATES
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HR EMPLOYEE AND LABOR 
RELATIONS

Presented by Lis Escobar
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PARENTAL LEAVE POLICY
• Provides staff and faculty with up to 60 days (480 

hours) of assured, paid parental leave.
• Parental leave policy applies to these employees:                                                          

– Regular exempt and non-exempt staff employees
– Tenured and tenure track faculty
– Non-tenure track faculty with multi-year 

contracts or  
sequential one-year contracts

• Employees are entitled to paid parental leave after 
six months of employment
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PARENTAL LEAVE POLICY
• Paid “parental leave” includes all accrued annual, 

personal and holiday leave for holidays observed 
during the parental leave period.  

• Employees may substitute use of accrued sick leave 
for annual leave in order to qualify for parental leave. 
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PARENTAL LEAVE POLICY

• Updated form online! Revised 8/19/2020
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Parental Leave
• PL calculation from HR-ELR:
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QUESTIONS?



HR SERVICE CENTER UPDATES
Presented by Karla Evans
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I-9 Compliance
• Please remember that a new hire employee 

should have Section 1 of the electronic I-9 
completed by the first day of work to maintain 
compliance.

• The HRSC must complete Section 2 of the 
electronic I-9 no later than Day 3 of the 
employee’s employment.

• During this teleworking timeframe, the HRSC is 
requesting that all I-9s are verified within the 
service center. 

• All I-9 supporting documents submitted virtually 
will need to be verified in person once campus 
reopens.
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Backdated Job Actions
• Backdated job actions must be submitted 

manually.
• The ePAF initiator should check the employee’s 

job data to ensure that the ePAF action being 
submitted can be processed electronically.

• If you have any questions on if the ePAF can be 
submitted electronically, please reach out to the 
HRSC for assistance prior to submitting the ePAF.

• Manual EAFs that make changes to an employee’s 
salary must be approved by HR Compensation 
then submitted to the HRSC for processing.
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Reminders
• To check the status of an ePAF that has been 

submitted, the initiator should first check the 
visualizer and/or the employee’s job data prior to 
contacting the HRSC.

• As a reminder, when updating student job 
actions, please check the current FICA status to 
ensure that your action is entered accurately.

• The auto-termination process runs on the first 
Tuesday of the pay period in which the 
employee’s contract is ending. In order to avoid 
an auto-termination, please submit the contract 
renewal the processing cycle prior to the contract 
end date.
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Onboarding/Intake
• Please remember to register employees for 

Onboarding or Intake each processing cycle 
and submit ePAFs.

• Welcome letters will be sent from the Human 
Resource Department for all employee classes 
registered for Onboarding / Intake except for 
GRAs (04 employee class).
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Questions?



OFFICE OF STUDENT EMPLOYMENT
Presented by Darissa Monroe
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Student Employment

Empl Class:  14 and 16 NWS 

Hiring and Renewing Contracts- Updated Hiring 
Practices
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Student Employment

• Overview of New Hire Start Dates
• Overview of Student Employment Contracts –

NWS
• Overview of Interim New Hire Intake Process –

Empl Class 14 and 16
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QUESTIONS?



PAYROLL UPDATES
Presented by Candace Chow
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STUDENT FICA MASS UPDATE 
FALL 2020

1
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• Applied to Empl Classes:  14, 14W, 16, 16W

• Student FICA status will be changed from ‘Subject’ to 
‘Exempt’ effective 8/30/20

• The process will be run later today

• You will receive an email when we’re ready to run 
the process

Student FICA Mass Update
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• Students should be subject to FICA during summer 
months (5/24-8/29/20) unless they meet certain 
conditions

• Reminder:  if you need to submit an employee action 
during 5/24-8/29, please make sure to change the 
FICA status to ‘Subject’

Student FICA Mass Update



DELINQUENT/OUTSTANDING ETS

2
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• The Leadership is concerned about the 
delinquent/outstanding ETS

• Some of you may receive my emails to follow up.  
However, you should be able to do either

• Run query:  UMB_ETS_DELINQUENTS_1_PP  OR

• Review UMB ETS Statistics Page

• ETS Processing Status open- EE should complete an ETS in eUMB

• ETS processing Status Closed- EE must complete a paper 
timesheet with signatures from both supervisor and ETS 
Approver.  If leave is reported on the paper timesheet, a PAF is 
required.  Both paper timesheet and PAF must be uploaded in 
eUMB when reconciling the delinquent timesheet

Delinquent/Outstanding ETS
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ETS Statistics Page
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ETS Reconciliation Comments
Query: UMB_ETS_RECON_COMMENTS
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ETS Reconciliation Suggested 
Comments/Notes



PARENTAL LEAVE
3
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Parental Leave

• PAF is required for employees who were 
approved for Parental Leave

• Without adding parental leave in employee’s 
leave balance, he/she will not able to report 
PLS (Parental Leave-Salaried)/PLH (Parental 
Leave-Hourly) on ETS

• Per policy, employees are required to exhaust 
sick/vacation, personal, and holiday before 
using parental leave 
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Parental Leave

• Upon receiving PL request, FSPR will review 
employee’s leave record to determine when 
the leave will be added 

• PL cannot be added if:
– Employees have delinquent/outstanding ETS that 

need to be accounted for
• Dept should run query 

UMB_ETS_TIMESHEET_HISTORY_EE

– Employees have other leave available  
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Parental Leave
• Example:  An employee was approved for 

parental leave.
– Per below approval letter from HR-ELR: PL will be 

applied once accrued annual, holiday, and 
personal days have been exhausted
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Parental Leave
• PL calculation from HR-ELR:
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Parental Leave
• Query result from:  UMB_ETS_TIMESHEET_HISTORY_EE
• Any ETS not in ‘Loaded’ status must be taken care of before HR-ELR work on PL 

approval and hours calculation
• PL cannot be added yet as delinquent/outstanding ETS need to be accounted for
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Parental Leave
• PL cannot be added yet as EE has available 

leave for a pay period
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Parental Leave
• ETS reporting



Questions or Comments on 
Parental Leave Processing
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FORMS SUBMISSION
4

38



39

• Submit all PAFs and Prior Pay Period PAFs by email 
to DL-BF PAF Help

• Subject Line:  21-04; 001235  (YY-PP; Empl ID)

• It is important to run your department Cost Center 
Report (CCR) or Payroll Register (PR) to make sure 
employees are paid correctly

PAFs Submission
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• These requests contain confidential information so 
they must be sent via Accellion Secure File Transfer 
to DL-BF Payroll Help

• Add Accellion Secure File Transfer on the Portal 
Page

• From the Portal Page > UMB Application Signon Req’d
section and click on the drop-down arrow

• Select Personalize and select the Accellion Secure File 
Transfer application and click ‘Save’ to save the setting

• Click on Return to Home

Stop Payment/Check Cancellation/DD 
Recovery Submission
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Accellion Secure File Transfer
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Accellion Secure File Transfer
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• Glacier packets contain confidential information

• Scan copies and send to email DL-BF Payroll Help 
via Accellion Secure File Transfer

• Tax treaty will only be turned on when original 
Glacier packet is received

• Original Glacier packets must be mailed via USPS:

Department of Financial Service- Payroll

220 Arch Street, Suite 02-122

Baltimore, md 21201

Glacier Packets Submission
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• Refer to PAFs and Prior Pay Period PAFs Submission 
instructions

• Working on electronic signatures and will notify 
you when the form is ready for use 

CII Leave Form
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• Refer to PAFs and Prior Pay Period PAFs Submission 
instructions

Overpayment Packet



EUMB SEARCH PAGE
5
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• The Search Box is no longer working after the 
server upgrade last week

• CITS is working on removing the search box 

• Please use the ‘Favorite’ function

eUMB Search Page 



PAPER PAYCHECKS
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• Encourage your employees to sign up for direct 
deposit to avoid checks got lost in mail

• Stop payment request can be requested if 
employees did not receive their paycheck 

• Will take a few weeks to process a replacement check

• Employee cannot cash the original paycheck once a stop 
payment request is sent to CPB

Paper paychecks



50

QUESTIONS?



TRAVEL SYSTEM
Presented by Susan McKechnie
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• Starting in September 2020 (exact date TBD), 
all business expense reimbursements (e.g. 
office supplies, travel) to employees  will be 
processed through the travel system instead 
of Accounts Payable

• Since these are reimbursements to employees 
they will be added to the paychecks

FYI- Travel System Changes
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• HRMS reports that use the criteria to include 
travel reimbursements will also include the 
additional types of business expenses – see 
next slide

• If you also happen to have a role in the travel 
system, you will be invited to additional 
training about these reimbursements

FYI- Travel System Changes
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FYI- Travel System Changes
List of Reimbursable Expenses Processed in the Travel System Beginning Sept., 20

Account Description
3210 Postage & Mail

3285 Cell Phone Expenditures

3290 Mailing Service

3311 In-State Travel

3321 Out-of-State Travel

3330 Travel-In-State-Taxable

3331 Travel-Out-of-State-Taxable

3332 Travel-Foreign-Taxable

3360 Foreign Travel

3370 Taxable Travel Stipend

3371 Day Business Trvl Meal Taxable

3718 CS-Printing & Reproduction Svc

3728 CS-Freight & Delivery

3745 Food Reimbursements

3773 Business Meals

3915 Books/Periodicals

3916 Office Supplies

3922 Conference Materials

3924 Instructional Materials

3939 PPE Supplies

3948 Duplicating&Printing Supplies

3952 Other Supplies & Materials

3975 IT Supplies

4710 Employee Development&Training

4920 Subscriptions

4930 Association Dues
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QUESTIONS?
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