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Payroll Reps Meeting

Tuesday, January 16, 2024

1pm – 3pm
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Agenda

• Review Glacier process (Silvia Matthai)

• Payroll topics (OOTC-PS)
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OB-GYN
FOREIGN NATIONAL EMPLOYEES 

GLACIER PROCESS

Silvia Matthai, Director
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Glacier processing
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Employee - Tax Form Table

• Required forms for each specific 
residency status.

• Forms are in correct version

• Guidance on how to complete tax 
forms 
• Tax Form Table 

https://www.umaryland.edu/controller/payro
ll/non-us-citizen-taxes/employee---tax-form-
table/

https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
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Glacier Tax Summary in Detail

Summary of Information Entered Into 
Glacier
• Immigration status expiration
• Estimated date of departure
• Visa end date
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Tax Determinations and 
Results 

• Tax residency status

• Wages

• Treaty 
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Required Forms and Document Copies

• Reference the Employee - Tax Form Table to 
verify ALL required forms are included

• Confirm required document copies 

https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
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Required Forms

• Reference the Employee - Tax Form Table

• Use tax forms for Maryland State Government 
Employees

• County of Residency – NOT Country

• Federal tax form; file single

• State tax form; file single, claim 0 or 1 on line 1

• Look for correct residency status designation -
NRA or RAFTP 

https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/


WELL-BEING and SUSTAINABILITY | INNOVATION and DISCOVERY | SERVICE EXCELLENCE and ACCOUNTABILITY | EQUITY and JUSTICE | RESPECT and INTEGRITY

Reference the Employee - Tax 
Form Table

• W9

• W9 Attachment

• 8233 Form

• Representation Letter 
• Use Teachers/Researchers Letter 

Version

• All forms must by types, printed, 
and signed in black ink 

https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
https://www.umaryland.edu/controller/payroll/non-us-citizen-taxes/employee---tax-form-table/
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• Submit complete Glacier packet via DocuSign 
• Representative from OOTC-PS will communicate if 

additional corrections are needed or if the packet is ready 
for final submission

• Original packet must be submitted to OOTC-PS
• Timely hand deliver or mail
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OFFICE OF THE CONTROLLER- PAYROLL SERVICES

(OOTC- PS)



WELL-BEING and SUSTAINABILITY | INNOVATION and DISCOVERY | SERVICE EXCELLENCE and ACCOUNTABILITY | EQUITY and JUSTICE | RESPECT and INTEGRITY

(1)
Child Care Grant- CGP
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ChildCare Grant- CGP 
• How to process a CGP?

• Peggy Vest from HR-Benefits sends information to OOTC-PS including 
Empl ID, Names, PP Begin/End dates, and amounts to be paid

• OOTC-PS sets up monthly payment on Add’l Pay page in eUMB

• Payment will appear in the 2nd pay period of the month

• Peggy Vest sends information to departments of their employees who 
awarded CGP so that they can validate CCR

• Contact Peggy if you see CGP pay to EE but did not get notification  
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ChildCare Grant- CGP 
• How to process a CGP?

• Departments are responsible for making sure employees are getting 
paid correctly each pay period because you’re signing off CCR/PR before 
and after we send our gross pay file to CPB

• Biweekly pay + (any add’l +/- pay)

• Tax period(s)

• Combo Code
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ChildCare Grant- CGP 
• CGP Amount Changes: 

• Peggy Vest from HR-Benefits sends OOTC-PS and department an email 
of the revised amount and effective date

• Dept. to submit a PAF (if EE has not received CGP for current month):

• Amount change- (1) Enter the new amount for the current month

   (2) Enter the amount each month going forward on Add’l Pay 
          Page and total amount for the period
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ChildCare Grant- CGP 
• Cancellation of CGP: 

• Peggy Vest from HR-Benefits sends OOTC-PS and department an email of the 
cancellation and effective date

• Department must submit a PAF: (if EE has not rec’d CGP for current month)

• Cancel CGP- (1)  Submit a PAF the 1st PP in a month- since CGP was scheduled to be paid 
the 2nd PP in a month, the payment has not been processed yet.

          (2) Request to turn off CGP each month going forward on Add’l Pay 
  Page and total amount for the period
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ChildCare Grant- CGP 
• Cancellation of CGP: 

• Peggy Vest from HR-Benefits sends OOTC-PS and department an email 
of the cancellation and effective date

• Department must submit a PAF: (if EE is to be CGP and appear on CCR)

• Cancel CGP- (1) Submit a PAF the 2nd PP in a month- need to zero out the monthly 
 amount

          (2) Request to turn off CGP each month going forward on Add’l Pay 
          Page and total amount for the period
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ChildCare Grant- CGP 
• Cancellation of CGP: 

• Peggy Vest from HR-Benefits sends OOTC-PS and department an email 
of the cancellation and effective date

• Department must submit a PAF: (if current month CGP has bee paid)

• Cancel CGP- (1) Submit a PAF the 3rd PP in a month- the payment for Dec., 23 has 
been processed, the EE was overpaid, submit a OCF packet

          (2) Request to turn off CGP each month going forward on Add’l Pay 
  Page and total amount for the period
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(2)
Leave Reinstatement
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Leave Reinstatement

• Reminders:  Required actions before YE Leave Rollover process (Tuesday, 
1/30/24):

• Employees can no longer use 2023 leave after PPE 1/13/24

• Submit 2023 leave adjustments (PAFs) by Thursday, 1/18/24 

• Complete and approve all 2023 ETS by 1/24/24 with “ETS Approver 
Approved” status

• Run Leave Loss Projection queries: 

• UMB_PR_LEAVE_LOSS_PROJ_BY_DEPT

• UMB_PR_LEAVE_LOSS_PROJ_BY_EE
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Leave Reinstatement

• 2023 leave reinstatement will not be processed due to late submission of 
ETS

• Delinquent/outstanding timesheets as of this morning (1/16/24):

• 381 timesheets thru PP24-14

• 6,332 timesheets in PP24-15 

• It is important for the department payroll rep to monitor and/or remind 
employees/supervisors to submit their ETS

• let them know why they need to submit all 2023 ETS by 
today/tomorrow

• Consequences of late submission/approval
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(3)
Out of State Tax Forms
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Out of State Tax Forms
• Per Central Payroll Bureau (CPB), any employees who are living and working 

outside of MD, DC, West Virginia, and Pennsylvania to file the following 
forms:

• Employee Withholding Allowance Certificate (EWAC) Employee's Withholding 

Certificate (Federal & State) - Payroll Services (umaryland.edu)

• Federal W4 Employee's Withholding Certificate (Federal & State) - Payroll Services 

(umaryland.edu)

• State Tax Withholding Form (where EE resides and works)                    
Contact OOTC-PS for the state form you need for your employee

• Employee’s ‘Work Location’ must correspond with where the employee is 
living and working

• Make sure the ‘Work Location’ field is correctly listed for all employees
 

https://www.umaryland.edu/controller/payroll/employees-withholding-certificate-federal--state/
https://www.umaryland.edu/controller/payroll/employees-withholding-certificate-federal--state/
https://www.umaryland.edu/controller/payroll/employees-withholding-certificate-federal--state/
https://www.umaryland.edu/controller/payroll/employees-withholding-certificate-federal--state/
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Out of State Tax Forms
• Employees working and living out of state must be approved by HR which is 

to be compliant with the UMB Out of State work policy

• CPB’s requirement of filing out of state tax forms is to comply with correct 
state tax withholding 

• Employees cannot move anywhere in the US without going through the Out 
of State approval process and following UMB policy 
https://cfapps.umaryland.edu/oosworkrequest/ 

• Before signing employee’s EWAC, please make sure you have HR’s Out of 
State approval for the employee and update employee’s ‘Work Location’

• If you have employees working and living out of state but do not have HR 
approval, please contact HR-Comp to discuss the next step

 

https://cfapps.umaryland.edu/oosworkrequest/
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Out of State Tax Forms

• Approved working and living out of state- new employees:

• Payroll Reps to contact OOTC-PS to bring other state tax forms prior to 
attending onboarding as some out of state new employees may leave 
MD after onboarding

• CPB only take original tax forms

• Send us original tax forms for final review.  We will mail the forms to 
CPB
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(4)
Payroll Drop-In Session
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Payroll Drop-In Sessions

• Payroll Drop-In sessions are one (1) hour session meet virtually to 
review and discuss payroll-related topics. 

• Department Administrators, payroll reps, and CA users welcome
• questions and/or suggestions
• share information 

• Please visit the OOTC-PS webpage at About Payroll - Payroll Services 
(umaryland.edu) to see the upcoming sessions

https://www.umaryland.edu/controller/payroll/about-the-office/
https://www.umaryland.edu/controller/payroll/about-the-office/
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Payroll Drop-In Sessions
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(5)
Payroll Clean Up
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Payroll Clean Up

• Overpayments
• Final Payouts
• Timesheets



WELL-BEING and SUSTAINABILITY | INNOVATION and DISCOVERY | SERVICE EXCELLENCE and ACCOUNTABILITY | EQUITY and JUSTICE | RESPECT and INTEGRITY

(5.1)
Overpayments
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Overpayment Statistics
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Overpayments

• Prevent an overpayment
• Review your CCR/PR thoroughly include 

• Gross pay + other +/- adjustments (if any)
• Combo Code
• Tax periods
• Retro amount

• What employee should receive each pay period
• OOTC-PS do not know how much each of your employee should receive and 

rely on you to let us know if any adjustments need to be made
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(5.2)
Final Payouts
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Leave Payout

• Regular employees who leave from UMB are entitled for unused annual and 
holiday leave balances, if any

•  Exception: transfer to another USM institution or State of Maryland agency

• Final leave payout should be processed the pay period after employee’s last 
regular pay

• Sent to CPB as Final Payout- FPA/FPH, charge Combo Code: 5199999999

• No deductions will be included on final payouts except for SRAs

• Advise your employees to contact HR-Benefits on SRAs deduction
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Leave Payout

• Campus schools and departments are responsible for running the bi-weekly 
Leave Accrual Report (BEN 007) to make sure terminated employees are: 

• getting their leave payout timely (PAF) or 

• transferring their leave to other state institution/agency (Leave Transfer 
Form) 

• When transferring in leave from another state agency, do not convert leave into 
minutes.  We accrue leave in 6 decimals so you can leave the hours as is 

• OOTC-PS runs bi-weekly leave reports and will zero out All leave balances over 
3 years from termination
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Leave Payout- Procedures

• Run query UMB_ETS_TIMESHEET_HISTORY in eUMB to make sure 
terminated employee has no missing ETS

• Attach query results to PAF

• Missing ETS/ETS not in Loaded status- attach a copy of the approved 
paper timesheets. If leave was reported on any paper timesheets, 
attach a copy of the leave adjustment to show that leave has been 
deducted in eUMB

• This procedure should have been done when you performed the 
“ETS Reconciliation Comment” process, please ensure

• Uploading paper timesheet 

• Uploading PAF if any leave was reported on paper timesheets
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Leave Payout- Procedures

• Attach a copy of employee’s current pay rate from the eUMB Job-
Compensation page

• If an employee’s leave is held in abeyance until separation, provide a 
copy of employee’s pay rate prior to a change to part-time status  

• Attach a copy of employee’s current leave balances from the UMB 
Employee Leave Inquiry Page

• Faculty Leave Payout- attach a copy of the Faculty Appointment 
Information Sheet (FAIS) 

• Include leave adjustment to zero out balances- either on a separate or 
the same PAF
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Leave Payout- Procedures

• PAF will be deleted if any PAF is incorrect and/or required documents are 
missing, department will be notified to resubmit.  Resubmitted PAF may not 
be processed until the following pay period 

• Review PAF carefully to make sure it is completed correctly and all required 
documents are attached before submitting to avoid delay in processing

• Review CCR for accuracy 
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(5.3)
Delinquent timesheets
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Delinquent Timesheets

• Reasons for EEs not submitting ETS.

• How to improve?
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Questions or Comments
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