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Payroll Reps Meeting
Monday, September 18, 2023

9am- Noon
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Agenda

« HCM Cloud Update (HCM Cloud (Business Application Team)
e Leave Validation (CMAS)

* Review CCR/PR (SOP)

e Payroll topics (OOTC-PS)
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HCM Cloud Update
(Business Application Team)
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Quantum HCM Overview

September 23, 2023
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Continuous Improvement

Post go-live updates and end user
support engagement

The Quantum Journey

2025 Go-live l

Quantum HCM goes live for all HCM

and Payroll activities April 2025

(53
0}

July 5, 2023

Quantum HCM
Implementation Phase Start

2022 | L@

Conducted Quantum HCM Discovery Phase

2022-2023

Conducted Quantum HCM
Pre-lmple’Aeqtatlon Phase
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Why Quantum HCM
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Quantum HCM is part of Oracle ERP. Oracle Cloud brings together ERP (Quantum Financials) and
HCM on to one cloud platform with a common data model.

1

R

D |

Implement a robust, modern, integrated (Cloud) SaaS-based human
resources and payroll system with new features, functionality, and
technology.

Increase efficiency of workforce and streamlined processes while
also eliminating redundancy with automation, configurable
workflow, and use of artificial intelligence.

Provide access to and ability to use data analytics to capture key .
performance indicators and make better informed management m UNIVERSITY
\
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Quantum HCM Features
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v’ Improved functionality with one unified system

UMB currently uses Taleo, ePaf, PeopleSoft, Percipio, and 2 systems built by CITS for Onboarding and
Performance Management. By transitioning to one unified system, there will be a more seamless
experience for employees and managers.

v’ The ability to design and adapt new programming and tools

Timesheets and HR functions can be done conveniently on all devices. An offboarding experience will
be designed along with the use of Chatbots for certain functions

v Gateway to the most current technology

N
Adopting a cloud-based system will provide ongoing access to innovative technology. UMB "1I hBVEVhRSITY
\
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HCM PROIJECT

Benefits of a (Cloud) SaaS Environment !J

Benefits
of
(Cloud)

Saa$

Places UMB in a better position for the future with consistent
updates to functionality and technology.

Provides users with access to contemporary analytics and
reporting functionality.

Delivers mobile-friendly access with the system accessible
anytime and anywhere.

Includes contemporary security tools for the protection of
sensitive human resources data.

N
(48 TINTVERSITY
Introduces Artificial Intelligence (Al), which will create a VIARYLAND
more powerful next-level user experience. LTIMORE
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Quantum HCM:

Scope & Timeline




HCM PROJECT

Implementation Project Timeline L.J

Go Live
(April
2023 . 2024 2025 2025)
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Quantum HCM Project Scope

Compensation

Talent
Management

Learning
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Onboarding/
Offboarding

Labor
Distribution

Payroll

Absence

Reporting and
Analytics

Position
Management

Benefits

Security &
Workflow

Position
Budgeting

Conversions

Digital
Assistant

Oracle Guided
Learning

Time and
Labor
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HCM PROIJECT

The Value of Collaboration through Support !‘
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WELL-BEING and SUSTAINABILITY | INNOVATION and DISCOVE



Change Management and Advisory Services
(CMAS)
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Payroll Audit Finding

» 3/1/23 Audit Report from OLA included finding related to Leave Adjustments

Finding 5

UMB did not adequately document the review of adjustments to leave
balances recorded in UMB’s payroll system, resulting in a lack of assurance
that all recorded adjustments were valid.

» Underlying Cause: Current HR system does not have work flowed approval

*  Silver lining — this issues should become moot once HCM rolls out ©

¢ To resolve finding we must have comprehensive adjustment review process :
v' Performed Regularly
v' Performed Timely
v" Independent
v" Documented
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Leave Adjustment Reviews

» Biweekly email reminders sent to all Payroll Reps by OOTC — Payroll Services

* Process was already in place before audit but we were unable to provide satisfactory evidence process

was being followed for all 8 payroll reps contacted during testing

» 0Old Process — BENOO7 report

* Time sensitive

* |Included all leave accruals

» New Process - UMB_PR_ADJUSTED_LV_BY_DATES query

* (Can be run anytime

* Displays only manual adjustments
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New Process Overview

» Steps to document review of leave adjustments:

v" Search HRMS Reporting Tools for Query “UMB_PR_ADJUSTED LV_BY_ DATES”
Select Run to HTML option
Enter date range™ (ideally biweekly) and print query results to PDF
Review/validate any leave adjustments

Notify OOTC- Payroll Services of any issues or discrepancies

AN N NN

Sign, date, and save pdf (manual or digital both acceptable)
Document reason for any delays to reviews
Maintain results even if output report is blank

Location should be known/accessible in case of turnover

L~
> Detailed Instruction Sheet with screenshots available "l UNIVERSITY
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https://acrobat.adobe.com/link/track?uri=urn%3Aaaid%3Ascds%3AUS%3A55f8fe14-dae6-485e-996f-b066a293bfec&viewer%21megaVerb=group-discover

Example Search Results

UMB_PR_ADJUSTED_LV_BY_DATES - Adjusted Leave By Dates

*From Date: | 08/27/2023 |z
*To Date: 090972023 |
View Resulis
Download results in . Excel SpreadSheet C3W Text File XML File (290 ki)

Wieww All
Row Jdusimen  AGusmenPP  AGSmenT  petn  Nam
1 2405 03132023 0872672023 06400000 HEEE
2 2405 03132023 0872672023 05400000 N
3 2405 08132023 0872672023 06400000 S
4 24-0@ 082712023 09/092023 06400000 .G

= Qutput will show adjustments with an

PlanTyp  Hrs AdjUn ""dj_“l’_lﬁl‘:t';t:;w
Holiday - UME  -16.000000 33‘;3;3;?1
Personal -24.000000 giﬁggﬁf
Vacation 0007120 §7072023

Adjustment Comments

Manual adj. to reduce leave for PPE 7/1/23 & PPE 7115723, NJO 08232023

Manual adj. to add parental leave approved by HR-ELR through 10/07/23. NJO
03282023

Manual adj. to reduce leave for correcied timesheet submitted for PPE
TIZO23. NJO DE282023

KVH -0.007120 TERM EFF DATE 8M22023 NJO 09072023

“adjustment entry timestamp” between dates queried

= Extend date range queried to see additional adjustments affecting pay period
e.g., run from Sunday PP begins through Tuesday following close of PP (17 days)

=  Ensure there are no gaps in dates covered by reviews
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Old Version of Report Still Available (Under New Name)

Enter any information you have and click Search. Leave fields blank for a list of all values

“Search By [Query Name ¥ | begins with UMB_PR_ADJ

Search Advanced Search

Search Results

*Folder View |—All Folders — w

Query
Guery Name Description Orwmer Folder

UMB_PR_ADJUSTED_LV_BY_DATES  Adjusted Leave By Dates Public
UMB_PR_ADJUSTED_LV_BY_PYPERIOD Adjusted leave by dates Public

Personalize | Find | View &l | (1] [53 First (4) 1-20f2 (b Lasl
Run to Runto Runto N Add to
HTML Excel XML Schedule Definitional References Favorites

HTML Excel XML  Schedule Lookup References Favorite
HTML Excel XML  Schedule Lookup References Favorite
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Drop-In Session for Open Discussion of Compliance Topics

9/27 at 2pm

mas-help@umaryland.edu
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https://elm.umaryland.edu/announcements/2023/September-27-CMAS-Hosts-Drop-In-Session-for-Open-Discussion-of-Compliance-Related-Topics.php

School of Pharmacy (SOP)

of MARYLAND
BALTIMORE

Administration and Finance

o~
"| UNIVERSITY
S

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



SCHOOL OF PHARMACY
INTERNAL PAYROLL
RECONCILIATION PROCESS
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SOP HR Staff

* Erica Chaffin, Director of Human Resources
* La’Conya Hamilton-Knight, Human Resources Manager
* Lyndsey Odd-Williams, HR & Payroll Program Specialist

* Elizabeth Castiglia, HR Administrative Specialist
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* SOP HR/Payroll is a centralized unit within the School of Pharmacy. SOP HR/Payroll
handles all HR needs, including recruitments, new hires, terminations, pay changes,
time & leave administration and payroll services.

SOP HR/PAYROLL

* The School of Pharmacy HR/Payroll office supports over 500 employees (4 primary
departments, which also includes 3 subdepartments and 30 centers and units).

* Each primary department has a department administrator which oversees
department financials.

* Employee record changes for hires, terms, pay changes, etc. are routed ugto the

department administrator and then forwarded to the SOP HR/Payroll offim fdl}I}VERSITY
processing. AL
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Overview of SOP Internal
Payroll Reconciliation Process

The School of Pharmacy Payroll Reconciliation Process is critical to ensure we are paying
employees accurately each pay period. To reconcile we utilize an extensive excel
spreadsheet against employee actions (EAs), payroll/leave adjustments and the cost center
report to ensure all records match. The payroll reconciliation process acts as a final check

to make sure the employee’s pay is accurate before campus payroll turns payroll over to
CPB.

The Payroll Reconciliation Process detects errors, overpayments, pay changes and
compensation outside of the employee’s normal biweekly salary. Our goal |S;Qensure

compliance with legal and regulatory requirements and maintain accurate " UNIVERSITY
financial records.
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Prep Week 1 (24-06) >

Prep Week 2 (24-06) >

Payroll Processing Week (24-06) 2>

Prep Week 1 (24-07) >

Overview of SOP Internal
Payroll Reconciliation Process

Key: ETS= Electronic Timesheets; PCD= HRMS Payroll
August 2023- Department Payroll Calendar ChorgesDetai; GPB- Cenrl Py ureau; CCR- | s o
. T ; : o Payroll Register or Cost Center Report; PA forms= Payrol June 2023
Note: Time admin runs on dates with a check mark(¥") Adiustment Forms; T&L- Time and Labor
Sun Mon Tue Wed Thu Fri Sat
20 21v 22v 23v 24 25 26
sApprove ETS #24-04 +Approve ETS #24-04 # Print PR/CCR- #24-05 + Print PR/CCR- #24-05 #Print PR/CCR- #24-05 PP#24-05
#+Submit advances- #24-04 #Submit advances- #24-04 #Final ETS Approval #24-04 +Submit Payroll Corr- #24-05 +Final PR Corr #24-05 due by noon Ends
# Payroll Processing Begins # Submit Payroll Corr- #24-05 + P forms entered by PS + Gross pay #24-05 sent to OPB
#Print PRJCCR- #24-05 # PA forms entered by PS by COB 8/13-8/26
+ PA forms entered by PS
Key: ETS= Electronic Timesheets; PCD= HRMS Payroll
September 2023- Department Payroll Calendar | chirges betai; cpb- central Payroll Bureau; ccr- s of
Note: Time admin runs on dates with a check mark(¥') Payroll Register or Cost Center Report; PA forms= Payroll |  June 2023
Adjustment Forms; T&L= Time and Labor
Sun Mon Tue Wed Thu Fri Sat
8/27 8/28 8/29v 8/30v 8/31v 1+ PAYDAY #24-05-NO | 2
PP#24- # Mo TEL access * (PR daductions loaded #24-05 @ Approve ETS #24-05 # Fun PCD Report- #24-05 Health Deduction
06 +Foreign National Independent & Leave Accrual Process #24-05 * Actuals Distributions £24-05 | s+ Approve ETS 224-05 #Run Quantum HRMS Payrall
. Contractor Payment Form Due #Print Chk Reg and Leave Acc Rpt#24-05 and Encumbrances Run #Paper Paycheck Pick Up 11am-1pm Downloads- #24-05 with
Begins #24-06 +Approve ETS #24-05 +Payroll Adj forms due #24-06 encumbrances
8/27-9/9 +Sched & Comp Plan chges due #24-06 +Approve ETS #24-05
+ Allocate New Year Annual Leave Balance for #Submit advances- £24-05
10-Month Faculty
3 4 CPB Holiday 5v 6v 7 8 9
National Payroll Week ~ National Pagroll Week ~ National Payroll Week ~ National Pagroll Week ~ National Fagroll Week ~ National Pagroll Week ~ National Pagroll Week
HOLI DAY' +Approve ETS #24-05 +Print FRICCR- #24-06 + Print FR/CCR- #24-06 +Frint PR/CCR- #24-06 PP#24-06
OSUhrm advances- #24-03 * Flnhil ETS M[H.wal #24-05 OSub{m'rt PR COHQZZ:-E;SS +Final FR Cnr;;l.;t: duefl?' I'Eo;; Ends
P. Processing Begins #Subrmit Payroll Corr- 224-06 | # .24 ; ant » Gross -
OO0TC-PS Pt PRICCR. #2006 4 forms ntered by ¢S e byoos 8/27-9/9
Ofﬁce closed + PA forms entered by PS

N\
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Important Calendars & Schedules

HRSC Processing Schedule

Employee Pay Schedule Payroll Processing Calendar

- 2023 Pay Schedule ber 2023- Department Payroll Calendar [T s Gt e | a
Human Resources Service Center 7 an diates with 3 check mark( 7ol Register or Cot Conls Repor; PA formsr Payrll | June 2023
Processing Schedule FY 2024 July — December Son Rl e o e == ™St
Bi'Weekly Hourly 8/27 | 17 PAYOAY 12405- N 2
Pay | ePAF/EAF due Pay Day for | Pay Day for Pay Period Employees Employees & “ T
pody | Period | inHRsChy | HRSCProcessing | gog,jar Hourly From To Base Salary Deduction  OVT/LWOP* el =
Encing || t2:00 P ploy POy PP# Sunday Saturday Pay Date Exceptions** Pay Date 3 acemvady |5/ [67
No Teachers Retirey il g ek~ Nt Py Wosk~ Nl Pl ook~ ol Pyl Wk M.nmar sl Week ~ N m..lr-,-lw.»:k ler.,ﬁ:u;:;
02 | 07/15/23| 06/29/23 *07/04/23 - 07/07/23 | 07/21/23 08/04/23 24-01  6/18/23 - 7/1/23 Fri, 7/7/23  ORP deductions Fri, 7/21/23 HoLaY- L9
i No Teachers Retire/ i Office Closed
24-02 7/2/23 - 7/15/23 Fri, 7/21/23  ORP deductions Fri, 8/4/23 I 16
03 |07/20/23| 07113121 07/17/23 - 07/21/23 | 08/04/23 08/18/23 . No Teachers Retire/ )
2403 7/16/23 - 7/29/23 Fri, 8/4/23  ORe deductons Fri, 8/18/23
i No Teachers Retire/ i
04 |0812/23| 07/27/23 07/31/23 - 08/04/23 | 08/18/23 09/01/23 24-04  7/30/23 - 8/12/23 Fri, 8/18/23  ORF deductions Fri, 9/1/23 v 197 [207 21 2
e A T o, | - e
- = Fri i e s/00/23
05 |08/26/23| 08/10/23 08/14/23 - 08/18/23 | 09/01/23 | 09/15/23 o S Rl _
24-06 8/27/23 - 9/9/23 Fri, 9/15/23 Fri, 9/29/23 oo 0
s
06 |09/09/23 | 08/24/23 08/28/23 —09/01/23 | 09/15/23 09/29/23 2407 9/10/23 - 9/23/23 Fri, 9/29/23 Fri, 10/13/23
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Review all payroll instructions submitted by the

Pre p Week 1 department administrator for current pay

period.
8/20/23 - 8/26/23
— Review HRSC Processing Schedule and begin
August 2023- Department Payroll Calendar |- 7 oo . .
(e Sl el entering ePAFs into HRMS to meet the HRSC

. s processing deadline by noon on Thursday.

\Ik'IIIJ I"d‘
B TR

BT
] #hubead shvwrome $3M
‘ Bogs

Vi PR A48

Run a list of all submitted ePAFs to begin
preparation of data integrity audit during Prep
Week 2.
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Prep Week 1

(8/20/23 - 8/26/23)

Review all payroll instructions submitted by the

department administrator for current pay
period. o Review HRSC Processing Schedule and begin

entering ePAFs into HRMS to meet the HRSC
processing deadline by noon on Thursday.

Sl Payroll Instructions
Payroll Action NEW HIRE
Name Tigger Payroll Instructions
Employee ID Payroll Action Pay Change Human Resources Service Center
— YT Employee ID 393000 Processing Schedule FY 2024 July - December
Department 12100 Name Winnie the Pooh | |
P Pa Pay ePAF/EAF due HRSC Processin Pay Day for | Pay Day for
R Too Effective Date 51723 Porivd | Period | in HRSC by Datna o™ | Regular Hourly
Endin 12:00 p.m. Employees | Employees

Building Pharmacy Hall blewisalay $68,200 < : B 3 ot t Gt
Room# M123 | 02 07/15/23 . 06/29/23 **07/04/23 - 07/07/23 07/21/23 08/04/23 .
Work Phone Extension 6-4834 Payroll Instructions | ? | HRSC Processing
Personal Email Address Tigger@gmail.com | Payroll Action TERMINATE 03 | 07/29/23 07/13/21 07/17/23 - 07/21/23 08/04/23 08/18/23 Schedule
Personal Phone Number (515) 123-4567 Employee ID 345678
T p—— T e - 04 |08/12/23| 07/27/23 07/31/23 -08/04/23 | 08/18/23 | 09/01/23
Essential Employee Yes Effective Date 5/1/23

05 08/26/23 08/10/23 08/14/23 - 08/18/23 09/01/23 09/15/23
Annual Salary $125,000 Last Day on Payroll 8/31/23 | | |
plsavpeltapplicable N/A 06 09/09/23 |  08/24/23 08/28/23 - 09/01/23 09/15/23 09/29/23

‘ ePAF Log
Date ePAF Date

Effective | Pay completed| Pay Logged in
Date EID# Name Dept |Type| ARC Class Date | Period | Initials | (in HRMS) | Period | Initials SoP

AIVERSITY

i,
08/03/23 Tigger 12100 1 |HIR/HIR FAC(03) | 08/28/23 | 24-06 | ERC |

08/09/23| 123456/ Piglet 12100| 2 |POS/CNT | HRLY (31T) | 08/30/23 | 24-06 | ERC 0 A ATMNIT A NTTY
Type of Action (column E .
08/15/23|345678 |Esyore 12100 3 |TER/vSP | NEX(20) | 09/01/23 | 24-06 | ERC 1 - Hires/Rehires I E‘-
'E = r
08/23/23|999000|Winnie the Pooh  |12100] 2 |pav/uap | Exm(33) | 08/01/23 | 24-06 | ERC 2 - Action (pay change//transfer/etc) Admin I UN IVERSITY
of MARYLAND
08/24/23|150000|Christoper Robin  [12100| 2 |RWB/RWB| PDF(19) | 08/27/23 | 24-06 | ERC 3 - Termination/Short Work Break (actions to stop pay) T
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Prep Week 1: ePAF Data Integrity Audit P
rep Wee e ata Integrity Audi r@

(8/25/23)

M Run a list of all submitted ePAFs to begin
preparation of data integrity audit during Prep

Week 2.

O O ©

Exempt Timesheet Approve Timesheets eUMB HRMS

-

= Q

Electronic Personnel Action Forms (ePAF) Home Page

» !

Ny Worklist

ePAFs that have been routed to you.
Evaluate/Approve an ePAF
Evaluate an ePAF that has been routed to you for approval. Only forms awaiting

your approval will be accessible. This page will allow you to search for a specific
ePAF.

View an ePAF

UMB ePAF Forms Concur Travel &
Expense
Empl Reason
Empl ID Record eForm ID Effective Date Action Code
000011 0 90000000 8/28/2023 HIR HIR
999000 0 90000001 8/1/2023 PAY UAP
345678 0 90000002 9/1/2023 TER VSP

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

¥

Workflow |Original

Department Name Workflow Form Type Form Status (Operator
12100 Tigger HIRE PartAppr 000001
12100 Winne The Pooh JOBCHANGE PartAppr 000002
12100 Eeyore TERMLVRET PartAppr 000003

QUANTUM
HCM PROIJECT

View a submitted ePAF, including information about its handling so far. Thisis a
ead-only view.

.

View All 1-3

Last

Original Date |Operation Last Date UN IVERSITY

8/20/2023 000001 8/20/2023 OfM ARVYI AND
8/20/2023 000002 8/20/2023| B .

8/24/2023 000003 8/24/2023|. . i'i" U fm VERSITY
: of MIARY LAND

SCHOOL OF PHARMACY

It



Prep Week 2

8/27/23 -9/1/23

September 2023- Department Payroll Calendar s Dl P ot ol B CR

s of
forms= Payroll | June 2023

Key: ETS

trom; Timesheats, PCD= HRMS Payroll

| ; . | Adjstme J
| Sun Mon | Tue | Wed | Fri Sat |
8/27 |8/28 8/29¢ 8/30¢ 8/314 1¥ PAYDAY #24-05-840 |2

PPEI4- | ¥h TRL acoes 78 B d 1M Bgxpik ETS 42405 R D gt S 05 Health i

0 # Forian Nabisnal Ind t . T #han (u

Begins i

8/27-9/9

QUANTUM
. HCM PROIJECT

Audit ePAFs as they are approved by the HR
Service Center.

Complete pay calculations on entered ePAFs &

Approve timesheets and update the contingent
hourly employee and unpaid leave logs.

Start the Internal Payroll Reconciliation Process

l“ - RSITY

of MARYT AND

T~ e

Admil " UNIVERSITY
of MARYLAND

SCHOOL OF PHARMACY

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



Empl ID
000011

999000
345678

Empl
Record

0
0
0

eForm ID

90000000
90000001
90000002

Effective Date |Action

8/28/2023 HIR
8/1/2023 PAY
9/1/2023 TER

Department |[Name

Tigger
Winne The Pooh

Eeyore

Prep Week 2

(8/27/23 —=9/1/23)

Workflow Form Type
HIRE

JOBCHANGE
TERMLVRET

Audit ePAFs as they are approved by the HR
Service Center.

Workflow |Original
Form Status |Operator

PartAppr 000001
PartAppr 000002
PartAppr 000003

View All 1-3

Last
Original Date |Operation Last Date

8/20/2023 000001 8/20/2023
8/20/2023 000002 8/20/2023
8/24/2023 000003 8/24/2023

I'AA ATYZT A NTTY

| UNIVERSITY

UNIVERSITY
of MARYLAND

SCHOOL OF PHARMACY

Admin "

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



QUANTUM

Prep Week 2 \/ Allels

(8/27/23 —9/1/23)

Complete pay calculations on entered ePAFs &
EAs.

2023 Pay Schedul . . . . R .
amchecde Winnie the Pooh (PAY/UAP) effective 8/1/23 Tigger (New Hire) effective 8/28/23 Eeyore (Term) effective 9/1/23
Bi-weekly Hourly
Pay Period Employees Employees &
From To Base Salary Deduction  OVT/LWOP* A, Subtract the new biweekly amount from A.  Divide annual salary by pay period calculation. A, Multiply the biweekly by the number of
i KK -
| PP# Sunday Saturday Pay Date Exceptions== Pay Date . Y (26.071428 (n1v)/26.142857 (1)) days left in the pay period.
2401 6/18/23 - 7/1/23 Fri, 7/7/23  oRP deductions Fri, 7/21/23 the old biweekly amount.
202 7223 - 71523 Fri, 7/21/23 o et Fri, 8/4/23 $125,000 (annual)/ 26.142857 $1,185.79 (biweekly) x .6 days (9/1/23 —9/9/23)
Mo Teachers Retire/ i - T

2403 7/16/23 - 7/29/23 P 8423 o mae i, /18723 52,608.74 (new biwkly) - $2,156.96 {old biwkly) = $4,781.42 = §711.47 (difference) or (PAF deduction amt.)
24-04  7/30/23 - 8/12/23 Fri, /16/23 ot seuctors Fri, 9/1/23 = $451.78 (difference)
;::gz :gjﬁz zng FF,rI';llI;jzz fdectons ?' Zgzgz B. Multiply the biweekly by the number of pay B. Subtract the difference from the biwkly to

i " . . periods to determine the correct amount that determine what the employee should be
2407 9/10/23 - 9/23/23 Fri, 9/29/23 Fri, 10/13/23 B. Multiply the difference by the # of pay should be listed on the employee’s first paycheck y

. . aid.
EEEES———————————— periods to get the retro amount P
Human Resources Service Center $4,781.42 x 1ppd (8/28/23-9/9/23) $1,185.79 -5711.47
Processing Schedule FY 2024 July - December 5457_78 x 1.9 [pa\f periods] _ 54 781.42 [Total pay 9!15123) $4?4 - (T al 9/15!23]
=$4,781. = . otal pay

POy | period | “iHRSC by | HRSCProcessing | PRCELIEN Pey A fr = $858.38 (RRS - Retro Pay)
keriod Ending 12:00 p.m. Datos Employees | Employees

02 07/15/23 06/29/23 **07/04/23 - 07/07/23 | 07/21/23 08/04/23 C ,&dd new blweekly a nd retro amts. to get

g N
03 | 07/29/23|  07/13/21 07/17/23-07/21/23 | 08/04/23 | 08/18/23 total pay for current pay period. | U N IVERSITY

04 ‘ 08/12/23|  07/27/23 07/31/23-08/04/23 | 08/18/23 | 09/01/23 £2,608.74 + 5858.38

=]

5 | 08/26/23| 08/10/23 08/14/23-08/18/23 | 09/01/23 | 09/15/23 = $3,467.12 (Total pay 9/15/23) I | UNIVERSITY
06 ‘ 09/09/23 | 08/24/23 | 08/28/23-09/01/23 | 09/15/23 | 09/29/23 Admi af MARYLAND

SCHOOL OF PHARMACY

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



ETS Approved Contingent Hours Tracker

Prep Week 2 (s/27/23-9/1/23)

QUANTUM

. HCM PROIJECT

Approve timesheets and update the contingent
hourly employee and unpaid leave logs.

C1 Staff (31) & Student (14 &16) Timesheets

PP |PPEnd Date| EmplID Name Dept |Empl Class| Hours CCR PP Notes
24-05 | 8/26/2023 123456 |Piglet 12100 31T 52.00 24-06
24-05 | 8/26/2023 000001 |PrincessTiana 12200 31T 25.00 24-06
24-05 | 8/26/2023 041831 |Princess Diana 12200 14 20.00 24-06
24-05 | 8/26/2023 036082 |PrincessJazmine 12200 31T 20.00 24-06 |Term 9/1/23
24-05 | 8/26/2023 041464 |Princess Aurora 12200 31T 29.50 24-06
24-05 | 8/26/2023 037203 |Princess Mulan 12200 16 8.00 24-06

ETS Approved Unpaid Leave Hours Tracker

Note: The ETS approver logs approved hours for payroll processing. You can
also achieve the same result by running a query (UMB_TL_Reported_Time)
each pay period to obtain C1 reported hours.

DATE ENTERED| PP |PP End Date| EMPL ID MName EMP CLASSI DEPT |Unpaid Hourd PAF [ CCR MNotes
5/26/2023 23-25 | 6/3/2023 | 500000 |Buzz Light Year EXM 12301 -16.00 N/a | 23-25 Retirement on 6/1/23
6/9/2023 23-25 | 6/3/2023 | 501000 |Woody EXM 12303 -11.00 X 23-26 Unpaid Leave . H
6/17/2023 23-26 | 6/17/2023 | 502000 |lessie EXM 12100 -28.93 X 23-26 Unpaid Leave - Childbirth but did not qualify for Parental or FMLA NOte. The ETS approver enters approved unpald
hours for payroll processing.
7/19/2023 24-01 | 7/1/2023 | 503000 [Jessie EXM 12100 -72.74 X 24-04 Unpaid Leave - Childbirth but did not qualify for Parental or FMLA
7/21/2023 | 24-02 | 7/15/2023 | 504000 |lessie EXM 12100 -4.61 X | 2404 Unpaid Leave b
B/4/2023 24-03 | 7/29/2023 | 505000 |Jessie EXM 12100 -20.61 X 24-04 Unpaid Leave | UN IVERS ITY
8/23/2023 | 24-04 | 8/12/2023 | 506000 |Bo Peep EXM 12301 -0.80 % | 24-05 Unpaid Leave ’!‘ M
8/29/2023 24-06 | 9/9/2023 | 507000 |Andy EXM 12303 -72.00 X 24-06 Term 9/1/23 \ O A RY] A ND
B/31/2023 24-05 | 8/26/2023 | 508000 |Forky EXM 12303 -40.00 X 24-05 Term 8/20/23, timesheet recognized employee termed effective 8/20 and no term code needed
B/31/2023 24-05 | B/26/2023 | 509000 |Stinky Pete EXM 12303 -40.00 X 24-05 Term 8/20/23, timesheet recognized employee termed effective 8/20 and no term code needed

Admi " UNIVERSITY
of MARYLAND

H't'llnlnl OF PHARMACY

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



M Start the Internal Payroll Reconciliation Process

Prep Week 2

(9/1/23)

# of
Hourly | Bwkly Hours
Rate Std Hrs | worked - - .
Dot |Satus |empi D | Name | "Swn | “en | “San” | awnval |Formingt| Adi#1 |  nows | Adi#2| notes | Earmings
12100 PDF 150000  Christopher Robin $62,000.00 52,371.58 2,371.58
12100 NEX 345678  Eeyore $31_UUU_UU'$1_185_79 1,185.79
12100 HRLY 123456  Piglet $20.00 60.00 0.00 0.00
12100 FAC 150000 Roo $153,000.00 55,852.46 5,852 46
12100 FAC 000011 Tigger $125,000.00 54,781.42 478142
12100 EXM 939000  Winne the Pooh $68.200.00 $2.608.74 2.605.74
$0.00 $0.00 16,800.00
TOTAL PAID HRS:  0.00
Cost Center Total (Reconciliation):
-$16,800.00 PA\
Cost Center Total (Confirmed):

N~

Adm

| UNIVERSITY

=
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of MARYLAND
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Payroll Processing

Week

9/3/23 -9/9/23

Key: ETS= Electronic Timesheets; PCD= HRMS Payroll

September 2023- Department Payroll Calendar | crerges betai; P Central Paroll Bureau; CcRr- As of
WNote: Time admin runs on dates with a check mark(+") Payroll Register or Cost Center Report; PA forms= Payroll | June 2023
Adjustment Forms; T&1 = Time and Labor
Sun | Mon [ Tue [ Wed Thu \ Fri Sat
3 | 4 cpe Holiday |5+ [6v 7 |8 9 |
National Payroll Week ~ National Payroll Week ~ National Payroll Week ~ National Pagroll Week ~ National Payroll Week ~ National Pagroll Week ~ National Payroll Week
_ £24-06 +Print PRC 4-06 PP#24-06
HOLIDAY sreap sebyman | e
00TC-PS bycos 8/27-9/9
Office Closed

QUANTUM
. HCM PROIJECT

Complete final HRSC ePAF/EA audit and
final pay calculations.

Update payroll reconciliation with C1 hours
and final ePAF/EA pay calculations.

Run Cost Center Report and reconcile
anomalies.

Complete Gross Pay Validation Process

I" VLM vt Y

of MARYT AND

= e

Admil " UNIVERSITY
of MARYLAND

SCHOOL OF PHARMACY
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Payroll Processing Week: 9/4/23

QUANTUM
. HCM PROIJECT

j Complete final HRSC ePAF/EA audit and Update payroll reconciliation with C1 hours

final pay calculations. and final ePAF/EA pay calculations.
; = Ml C1 Staff (31) & Student (14 &16) Timesheets
Empl Effective Reason Workflow | Original Last
Empl ID Record  |eFormID Date Action Code Department | Hame Workflow FormType  |FormStatus |Operator | Original Date | Operation | Last Date
o 8/28/2023  HIR HIR _— HIRE PP |PP End Date| EmplID Name Dept |EmplcClass| Hours | CCRPP Notes
0 PA! UAP e The Poch JOBCHANGE
0 TER vsP_ 12100 E TERMLVRET 24-05 | 8/26/2023 | 123456 |Piglet 12100 317|  52.00 | 24-06
24-05 | 8/26/2023 | 000001 |Princess Tiana 12200 317 25.00 | 24-06
24-05 | 8/26/2023 | 041831 |Princess Diana 12200 14| 20.00 | 2408
Tigger (New Hire) effective Eeyore (Term) effective 9/1/23 24-05 | 8/26/2023 | 036082 |PrincessJazmine | 12200 317|  20.00 | 24-06 |Term9/1/23
8/28/23
«  1,185.79 (biweekly) x .6 days (9/1/23 — 24-05 | 8/26/2023 | 041464 |PrincessAurora | 12200 317 29.50 | 24-06
e $125,000 (annual)/ 26.142857 9/9/23) 24-05 | 8/26/2023 | 037203 |Princess Mulan 12200 16 8.00 | 24-06
=$4,781.42 =$711.47 (reconciliation deduction amt.)
o $4,781.42 x 1ppd (8/28/23 —9/9/23) «  $1,185.79-$711.47 —
Hourly | Bwkly Hours
=$4,781.42 (Total pay 9/15/23) =$474.32 (Total pay 9/15/23) Enp (..Eﬂtgz; (2;11:1:2 mﬂ(gg Fra4  |Biweekly Adj #1 Adj #2 T
Dept. Status  [Empl ID Name OHLT) OHLY) OHLT) Annual |Earnings| Adj.#1 notes Adj. #2 notes Earnings
. 12100  PDF 150000  Christopher Rabin 562,000.00 $2,371.58 237158
Winnie the Pooh [PAY/UAP) 3

12100 NEX 345678 Eeyore < $31.,000.00 r$1.185. TERM 9/1/23 FLPO PNDG 474 32
H 12100 HRLY 123456 Piglet 20.00 80.00 52.00 - 1,040.00 1,040.00
effective 8/1/23 igle B ETE.

12100 FAC 150000 Roo $163,000.00 $5,852 46 5852 46

*  51,608.74 (new biwkly) - $2,156.96 {old 12100 FAC 000011 Tigger §125,000.00 §4.761.42 NH 8/28/23 478142
biwrkl
vl 12100 EXM 999000 Winne the Pooh 568.200.00 5260574 $858.38 DRRS (UAP 8/1/23) 346712

=5451.78 1d|fferencel $146.91 $0.00 17,986.91

*  5457.78 x 1.9 (pay periods) TOTAL PAID HRS: _ 52.00

Cost Center Total (Reconciliation):

= 5858.33 [Retro pay) $17,986.91

*  52E08.74+ 585838 | Cost Center Total (Confirmed):

= 53,467.12 (total pay 9/15/23)

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

U



QUANTUM

Payroll Processing Week: 9/5/23 - 9/7/23 !J

Run Cost Center Report and reconcile
anomalies.

(myUMB-->eUMB HRMS-->Department Payroll-->Cost Center)

Department Payroll
~
5 Review Paycheck
Cost Center Report
— ! Distrbuti . .
UM Paycheck / Distributions Run Control ID:  empl_pre_print Report Manager  Process Monitor
i UMB Roles/Dept Security Process Request Parameter(s)
On-Cycle Run or | Offi-Cycle Pay Calendar
= UMB User Security
Pay Run ID: 24-08 Q Company:
5 View a Person 8I27-8/9 Pay Group: Company: University Cost Center Report RRPROD: G00u000
. Pay Period End: 09/09/2023 On/Off Cycle R D‘ ua/na/zuza
Pay End Date: [Cost Genter 12100 Department Run Time 12:54:37
! Reports ~ Process Page:
Total
Employee Name. Employee ID Hours Eamings Type Hours Earnings Earnings
: Payroll Cycle
Check Register ¥ ¥
on-Cycle Off-Cycle ® Both Ex corstoner oo 120000 oo 2ams o
Cost Center Eeyore s45e73 20 iz mn
ol Save ||[a" Return to Search =] Notify Piglet 12345 0% 20000 1040.00 R
Payroll Register Roo 150000 5000 58240 ™o 2300 657545 l IN IVERS ITY
Tigger 000011 80.00 478142 478142
wemereron omo o 2o s 0 f MARYT AND
Cost Center Total 356.00 16,417.05 1,681.38 18.809.91 \

Admil " UNIVERSITY
of MARYLAND
SCHOOL OF PHARMACY

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



Payroll Processing Week: 9/5/23 —9/7/23

Run Cost Center Report and reconcile

anomalies.

QUANTUM
HCM PROIJECT

Company: University
Pay Peried End: 09/09/2023

Cost Center 12100 Department
Employee Name Employee ID
Christopher, Robin 150000
Eeyore 345678

Piglet 123456

Roo 150000

Tigger 000011

'Winnie The Pooh 999000

- Cost Center Total

Hours

80.00

32.00

48.00-

40.00
12.00

80.00

80.00

80.00

356.00

Earnings

2,3711.58

47432
T11.47-

800.00
240.00

5,852.48

4,781.42

260874

16,417.05

Cost Center Report

On/Off Cycle
Type Hours Earnings
™o 823.00
RRS 85838
1,681.38

HRPROD: 0000000 #of
;ﬂgeDN;’- 01%3‘,2023 Hourly | Bwkly | Hours
un Date
Run Time 12:54.37 Emp e | otdtrs | worked | pyas  [Biweekly Adj #1 Adj #2 Total
Dept Status  |Empl ID Name OHLY) OHLY) OHLY) Annual |Earnings| Adj. #1 notes Adj. #2 notes Earnings
Total 12100 PDF 150000  Christopher Robin $62,000.00 $2,371.58 2,371.58 v
a |
Earnings 12100 NEX 345678  Eeyore $31.000.00 $1,185.79 (3711.47)  TERM 9/1/23 FLPO PNDG 474.32 v
r
v
12100 HRLY 123456 Piglet 520.00 80.00 52.00 1,040.00 1,040.00
237158
12100 FAC 150000 Roo $153,000.00 $5,852.46 5,852.46 >
. v 12100 FAC 000011  Tigger §125,000.00 54,781.42 NH 8/28/23 478142 vV
1.040.00 v 12100 EXM 999000  Winne the Pooh $68,200.00 52.6058.74 585838 RRS (UAP 8/1/23) 346712 v
$146.91 $0.00 | 17,986.91
TOTAL PAID HRS:  52.00

478142 v

346713 v

18,809.91

Cost Center Total

(Reconciliation):

$18,809.91

$823.00|

| Cost Center Total

(Confirmed):

=
l

Adm

nf AN ADVI
L~

UNIVERSITY

A NITY

UNIVERSITY
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~ SCHOOL OF
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Payroll Processing Week: 9/8/23

M Complete Gross Pay Validation Process

(myUMB-->eUMB HRMS-->Department Payroll-->Cost Center)

# of
Hourly | Bwkly Hours
Emp onte | oeates | worked | Fvaa  |Biweekly Adj#1 Adj#2 Total

Dept. Status Empl ID Name OHLY) OHLT) OHLY) Annual |Earnings| Adj.#1 notes Adj. #2 notes Earnings
12100 PDF 150000  Christopher Robin $62.000.00 $2,371.58 237158
12100 MEX 345678  Eeyore $31.000.00'$1.185.79 ($711.47).  TERM 9/1/23 FLPO PNDG 474.32
12100 HRLY 123456 Piglet $20.00 80.00 52.00 - 1,040.00 1,040.00
12100 FAC 150000 Roo $153,000.00 $5.852.46 $823.00 O 6.675.46
12100 FAC 000011 Tigger $125.000.00 $4.731.42 NH 8/28/23 478142
12100 EXM 999000  Winne the Pooh $68.200.00 $2.608.74 $5858.38 = RRS (UAP 8/1/23) 3.467.12
$146.91 $823.00 | 18,809.91

TOTAL PAID HRS:  52.00

Cost Center Total (Reconciliation):

$18,809.91

$0.00)

Cost Center Total (Confirmed):

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

Company: University

Pay Period End: 09/09/2023

(Cost Center 12100

Employee Name

Christopher, Robin

Eeyore

Piglet

Roo

Tigger

Winnie The Pooh

Department

Employee ID

150000

345678

123456

150000

oooot1

985000

Caost Center Total

Hours

80.00

32.00

48.00-

40.00
12.00

80.00

80.00

80.00

356.00

Earnings

237158

47432
711.47-

800.00
240.00

5,852.46

478142

260874

16,417.05

Cost Center Report

On/Off Cycle
Type Hours Earnings
™O 823.00
RRS £56.38

1,681.38

Admir iT

HRPROD: 0000000
Page No. 1

Run Date 09/08/2023
Run Time 12:54:37

Total

Earnings

237158

474.32

AN

1,040.00

667545 v

478142 f
3467.13 v

18,809.91

UNIVERSITY
of MARYLAND

SCHOOL OF PHARMACY



QUANTUM
. HCM PROIJECT

Payroll Processing Week & Beyond...

Once final gross pay is completed by 2pm, the Department
W Payroll Approver must sign and date the last Cost Center Report
(CCR) to certify for this pay period.

zr The certified CCR must be maintained within the department
and used for payroll validation (Net Pay Processing).

Run leave validation reports to close out pay period. Leave
il reports must be signed, dated, and maintained within the
department. UMB_PR_ADJUSTED_LV_BY_DATES & Leave Accrual Report (BEN0O7)

UNIVERSITY
|

of MARYT AND
AN .

Admi | | UNIVERSITY
Wl o MARYLAND

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



QUANTUM
. HCM PROIJECT

Queries & Reports

e UMB_PR_EE_ANNUAL_RATES (Employee Annual Salaries)

e UMB_TL REPORTED LEAVE (ETS Approved hours by pay period)
 Submitted ePAF Report

* (Cost Center Report

e Confirmed Cost Center Report

e UMB_PR_ADJUSTED_LV_BY_DATES

e Leave Accrual Report (BENOO7)
o~
" UNIVERSITY

ALNA ADYUT AN

~
Adr " UNIVERSITY
U | of MARYLAND

SCHOOL OF PHARMACY
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OFFICE OF THE CONTROLLER- PAYROLL SERVICES
(OOTC- PS)
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(1)

Leave Adjustment Validation

of MARYLAND
BALTIMORE

Administration and Finance
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Leave Adjustment Validation

e Leave adjustments not initiated by a PAF- Examples:

e Comments ended with ‘sqr’ — ASL auto payback set up by HR-ELR

e Comments started with ‘Payline was turned off’- Leave reported on ETS loaded from
the TA process was turned off due to error, resulted in manual leave adjustments

) Departments should check EE’s ETS to confirm accuracy
IEm;:-l_smtus v | Empl_Clas . | Plan |Hn::urs Adjuste . ICt:rmmren’l:s x
Active 33-ExmReg  Sick -4,615440 EE 023622 Sick leave was adjusted by -4.615440 by UMB Advanced Sick Leave Process UMPPR463.5qr
Active 33-ExmReg UMB Advanced Sick Leave 8.000080 EE 023622 Advanced Sick leave was adjusted by 8.000080 by UMB Advanced Sick Leave Process UMPPR463.5¢gr
Active 33-ExmReg Vacation -3.384640 EE 023622 Annual leave was adjusted by -3.384640 by UMB Advanced Sick Leave Process UMPPR463.sgr
Payline was turned off due to negative paycheck via payroll error report. Please process leave manually. XHH -8
Active 33-ExmReg Holiday - UMB -8.000000

D

Administration and Finance

NJO 08142023
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Job Aids
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Job Aids Page

A new page has been created at the OOTC main page to post different Job
Aids

e Job Aids - Office of the Controller (umaryland.edu)

Please visit the page to get a reminder for a specific task of the right way to
complete it
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https://www.umaryland.edu/controller/job-aids/

Job Aids Page

PAYROLL SERVICES

e CPB Net Pay Calculator EDOCX

e Direct Deposit Authorization Form lRDOCX

e FICA Taxes BDOCX

e Form MW 507 EDoOCX

e Form W-4 FDOCX

e Work Schedules EDOCX

o~
e Retro Pay EDOCX " UN IVERSITY
e Payroll Calendar EDOCX ~u %fmﬁléﬁ\&[)

e Payroll Calculation EDoOCX
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Payroll processing
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Payroll Calendar- Normal schedule

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
PP#2 Begins  |No TL Access Start reviewing & Review & Appr ETS  |Review & Appr ETS  |Review & Appr ETS
approving ETS PP#1 PP#1 PP#1 PP#1
UL PAFs Due for PPi2
Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7
Review & Appr ETS |Payroll Processing starts |Last day to appr ETS |Complete all PAF Final corr PP#2 due  |PP#2 Ends
PPH) Week 2 PP#1 for PP#2 entries by noon
Day 8 Day 9 Day 10 Day 11 Day 12 Day 13 Day 14
PPH) Week 3 Net Pay and Leave accr  |Actuals Distribution  |Run PCD Review Analytics
for PP#2
Start reviewing & Review & Appr ETS  |Review & Appr ETS |Review & Appr ETS
' No TLA
FPé3 Begins o T Aiccess approving ETS PP#2 PP ) )
PP Weelc1 PAFs Due for P43
Day 15/Day 1 |Day 16/Day 2 Day 17/Day 3 Day 18/Day 4 Day 19/Day 5 Day 20/Day 6 Day 7
Review & Appr ETS |Payroll Processing starts |Last day to appr ETS |Complete all PAF Final corr PP#3 due  |PP#3 Ends
PP#2 for PP#3 entries by noon
PP#3 Week 2 |Day 8 Day 9 Day 10 Day 11 Day 12 Day 13 Day 14
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Payroll Processing Overview

For details, please refer to the Payroll Calendar published on

OOTC-PS website.

Week 1 (Day 2- Day 6)- Normal Payroll processing
 Day 2- Review the UMB Approve Timesheet page to get ready for ETS
approval. ETS can be approved from Day 3 —Day 11

 send out email reminders to employees to submit ETS
* send out email reminders to supervisors to approve ETS
* Day3-Dayb
 Review and Approve ETS for the PP just ended
 Prepare a master list including all your employees of how much each
employee should get paid

 Last day to submit PAFs- e
 Any late PAFs will not be processed until the following PP "l UNIVERSITY
Ul o MARYLAND
BALTIMORE
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Payroll Processing Overview

Week 2 (Day 9- Day 13)- Normal Payroll Processing

Day 9- Review and Approve ETS for the PP just ended

Day 10- Review your 1%t Cost Center Report (CCR)/Payroll Register (PR) to
make sure the system calculated retro is correct, contact OOTC-PS by email if
any discrepancies are found

Day 11-12- Review your CCR/PR if entries entered incorrectly by our office.

Wait for our ‘All In” email if PAF entries are missing from the CCR/PR

 Important- Do not submit duplicate PAFs if you feel that a PAF is missing or was not
processed. You should first inquire about it to DL-BF Payroll Help and we will direct you
if a PAF is needed

Day 12- After receiving our ‘All In” email, run and review your CCR/PR, all
adjustments you submitted by deadline should be entered, contact OOTC-PS
immediately if any discrepancies are found
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Payroll Processing Overview
e Cont’'d Week 2 (Day 9- Day 13)-

 Day 13- We will send out our ‘Final Call’ email, all corrections are due by

noon
* Friday at noon is the deadline for correction of a PAF that was entered
incorrectly

* No new PAF will be reviewed

Please note: All PAFs submitted after PAF deadline will be reviewed the following
pay period.
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Payroll Processing Overview

 Week 3 (Day 17-20)

* Dayl17-
 Review CCR/PR to complete the Pay Validation
 Review and validate manual leave adjustments
 Review the Leave Accrual Report (BEN 007)
 Run the Check Register to contact employees with different addresses
 Contact OOTC-PS by the end of the day if a paycheck needs special

handling
* Day 19- Review PCD

 Day 20- Review Quantum Analytics
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GLACIER reminders
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Glacier- reasons for reject

Empl ID:
Pay Period Frequency*: Employee: Bi-Weekly (B) v
Sourcing
Relationship with Individual Income Tvoe (Payments are considered ALL U.S. Source unless
(Select as many categories as applicable, but make only one (i 2 IicaI;g select one choice per category) indicated below.
choice per category) PP ! P egory Enter a percentage ONLY if part or all of the
payments are/will be foreign source.)
1 Employees
| Faculty [ Non-student Wages "
| Trainees _| Student Wages T
_| Student Worker
_| Student [ Scholarship %
[ Researcher [ Research Fellowships
Circled in Red- For all UMB employees. —~
| | UNIVERSITY
Circled in Green- For Non-UMB employees only. Ul of MARYLAND
BALTIMORE
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Glacier- reasons for reject

Tax Summary Report

Summary of Information Entered Into GLACIER ™
Name: S

SSN/ITIN: “assms—mm

Email Address: <SEEE———e

Country of Tax Residence: India
Country of Citizenship: India

Current Immigration Status: J1 Research Scholar

Original Immigration Status:
Immigration Status Expiration: February 26, 2024 Changed Immigration Status? No
Empl ID: Immigration Status Change Date:
Date of Entry to U.S.: April 24, 2023
Estimated Date of Departure: February 20, 2024

2023 - 9 Days

Tax Determinations and Results sased on the data entered, GLACIER has made the followina d

Both ‘Immigration Status Expiration’ and ‘Estimated Date of Departure’ should be the expiration
date listed on the document: must match the end date on Forms 1-20, DS-2019, 1-797, or EAD

card. HRSC enters the same end date in eUMB.

N
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Glacier- reasons for reject

Form MW507 Employee Withholding Exemption Certificate 2023
Comptroller of Maryland FOR MARYLAND STATE GOVERNMENT EMPLOYEES ONLY

Section 1 — Employee Information (Please complete form in black ink.)

Payroll System (check one) Name of Employing Agency

LI rG [ cr X um University of Maryland, Baltimore

Agency Number Social Security Number Employee Name

360221

Home Address (number and street or rural route) (apartment number, if any)

City State Zip Code County of Residence (required) nosrcsidents cater Marytand
County or Baltimore City
where you are employed

Section 2 — Mar}'land \Vithhﬂlding Maryland worksheet is available online at https://www.marvlandtaxes.gov/forms/22 forms/mw307.pdf

Single I:l Marrned (surviving spouse or unmarmried Head of Household) Rate |:| Married, but withhold at Single Rate
1. Total number of exemptions you are claiming not to exceed line f in Personal Exemption Worksheet on page 2. ...l L Oor1
2. Additional withholding per pay period under agreement with employer ................. . —
3. Iclaim exemption from withholding because I do not expect to owe Mary]ancl tax. See instructions ancl check hmceq that appl».

Da_ Last year I did not owe any Maryland income tax and had a right to a full refund of all income tax withheld and
Db. This year I do not expect to owe any Maryland income tax and expect to have the right to a full refund of all income
tax withheld. (This includes seasonal and student employees whose annual income will be below the minimum filing
requirements).
If both a and b apply, enteryear applicable (year effective) Enter “EXEMPT ™ REre....cocveeereieeeecreeneceeessesseesnennnnns 31

o~
State withholding form- MW507 " UNIVERSITY
Nonresident Alien for Tax Purposes (NRAFTP) must file ‘Single’ and complete Line 1 with of MARYLAND
0 or 1. Line 3 must leave blank. o~ BALTIMORE
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Glacier reminders

After submitting a Glacier packet via DocuSign for your employees,
OOTC-PS will review for completeness

You will receive an email from OOTC-PS

e Correction needed
. Follow the instructions to make corrections
 Resubmit the entire packet via DocuSign

* No correction needed
 Mail in or hand-deliver required original documents within 2 weeks
Our office must send original documents to CPB
 |f we did not receive required original documents by deadline, an updated Glacier
packet must be resubmitted again

=

"l UNIVERSITY

Ul o MARYLAND
BALTIMORE

Administration and Finance

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



(5)
Paper paychecks
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Paper Paychecks

 Reminder for departments who pick up paper paychecks

* Paychecks must not be distributed before payday
* Itis not legal to cash a check prior to check issue date
 Per CPB, future checks negotiated prior to the check issue date will be
returned at the employee’s expense

 Remind your employees not to cash their paycheck twice
* This action will be considered fraud and can be punishable by

law
L~
"| UNIVERSITY
of MARYLAND
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Payroll Clean Up
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Payroll Clean Up

* QOverpayments
* Final Payouts
* Timesheets
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Overpayments

of MARYLAND
BALTIMORE

Administration and Finance

o~
"| UNIVERSITY
S

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



Overpayment Statistics

Overpayment Statistics (Feb 23 - Aug 23)

Schools/Units

# of Overpayment

Overpayment Amount ($)

Central Admin

9 3,967.40
SOD 1 8,146.80
SOL 1 3,750.00
SOM 38 267,296.29
SON 0 _
SOP 4 10,236.00
SSW 3 9,180.83

No. of Overpayments 56

Overpayment Amount (S) 286,713.12

o~
[
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Overpayments

 Refer to UMB Policy and Procedures

VI1199.02 Compensation Overpayment and Recovery

 Overpayment packets must be sent to OOTC-PS for review within

30 days from the date of discovery

 OOTC-PS will escalate if packets are not received within one month
* Notifications will be sent to the Department Administrator/
Chair/ADean/Dean/VP unless other arrangements have been made

L~
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Overpayments

Limitation on Recovery via Final Payout

 Non regular pay such as overpayment due to
e Childcare grant/childcare subsidy

 Supplemental pays
* Employee was paid regular pay but should have been paid accident pay

* Prior calendar year overpayment
These overpayments will need to be recovered via check

and cannot be offset with Final payout.
Contact OOTC-PS if you have any questions SN
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Overpayments

* How to prevent an overpayment related to unpaid leave
when you missed the PAF deadline (1%t week Friday in

normal processing cycle)?
e Communications- This is the KEY
 Review and approve all ETS before Final ETS Approval deadline

(2" week Wed in normal processing cycle)
 NFYs-
* Any unpaid days/hours can be processed via ETS
 enter unpaid TRC and approve the ETS for the current PP before
processing week Wednesday
 EFYs/AFYs/ASYs- >~
* Since a PAF is required and late PAFs will not be processed, yc".l \&MXE%S&ED
need to recoup the unpaid leave the following pay period BALTIMORE
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Final Payouts
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Final Payouts

 Run BENOO7 (Leave Accrual Report) to make sure
terminated employees have a zero balance

* Payout can be processed after employees receiving their

ast regular pay

* Final payouts should be processed within 30 days after
terminated
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Delinquent timesheets
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Delinquent timesheets

* According to the UMB Policy VIII-99.01 Work and Leave
Records (Timesheets), ‘most employees are expected to
complete a biweekly timesheet within 6 days of the end of
the pay period covered by that timesheet.

* As of this morning, there are 81 timesheets in closed pay
periods, mainly from SSW and SOM

)
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Delinquent timesheets

Incomplete timesheets means employees will not get their
final payout if they’re missing any timesheets, or employee
may be overpaid because leave was not accounted for
Start your clean up process now.

Run the online ETS Statistics page or query

UMB_ETS DELINQUENTS 1 PP each pay period (Day 1 to
Day 9) to assist you identifying the outstanding ETS need to
oe cleaned up and get them approved by Day 11

)
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Questions or Comments
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