
Payroll Rep Meeting

February 16, 2017
SOP – PH N103
9:30am - noon



Agenda
• Human Resource Services

– Regular Non Exempt Automatic Probation Increase
– HRSC Reminders
– New Onboarding Registration Page
– Educational Credentials

• Financial Services
– Legislative Audit Payroll Finding
– Work Location 
– Editable W4 Form
– Leave
– Administrative Leave Reporting



HR- Compensation
Andrew George



Regular Non-Exempt 
Automatic Probation Increase

• 2.5% Salary increase for Regular Non-Exempt 
Employees (Empl Class 20) for completing 
probation to become an automated process.

• Eligible employees will automatically receive 
the probation completion record after six 
months.  Outliers will need to be handled 
separately. 

• HRS and CITS are currently testing.  Intended 
implementation at the end of February/early 
March.  

• More details to follow.



HR Service Center
Reminders

Karla Evans 
Sierra Reynolds

Presenter
Presentation Notes
This stands for Electronic Personnel Action Form.  



Reminders
• Processing Schedule 
• ePAF Processing
• Electronic Form I-9
• Onboarding Foreign Nationals
• Temporary Social Security Numbers
• Visa Renewals



HRSC Processing Schedule
• Schedule is published every May and 

November.
• Schedule can be found at: 

http://www.umaryland.edu/hrs/hrsc/
• Review deadline dates. Dates can change 

depending on CPB’s schedule.

http://www.umaryland.edu/hrs/hrsc/


ePAF Processing
• ePAF must be approved by the final approver by 

the deadline to be processed in that pay cycle.  
This includes hires for onboarding or C1 and C2 
staff.

• Only attach paperwork to ePAF that is listed as a 
required document.  All documents attached to 
ePAF are uploaded into the employees file.

• Always check the visualizer to see where your 
ePAF is in the workflow.

Presenter
Presentation Notes
Hires -  ePAF’s not received by deadline even for onboarding hires.  Even if the are coming to onboarding or intake in HR the ePAF must be approved and in the Service Center by the deadline






ePAF Visualizer



Electronic Form I-9

Who Should use Electronic Form I-9
• New or Rehires ONLY
• For new hires/rehire this must be done no later

than 3 business day from the hire date.
• Employee’s already on payroll are not required to 

do another I-9 for promotions, name changes or 
VISA renewals

• HRSC will update I-9 for name changes and Visa 
renewals

Presenter
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Onboarding Foreign Nationals 
• Foreign Nationals attending onboarding must bring the 

following to onboarding:
• Foreign Passport
• I-94
• Work Authorization Paperwork 

– F1 (I-20)
– F1 OPT (EAD Card)
– H1B (797A)
– J1 (DS-2019)
– J2 (EAD Card)

• Social Security Card or Receipt from SSA



Temporary Social Security Number
• Packet is given to new employee of instructions 

on what they need to do if they do not have a 
social security card.

• Included in the packet is the Affidavit of 
Compliance to be completed by department to 
request a temporary social security number

• Department must sign affidavit and send to HR 
Service Center with a copy of the receipt from 
Social Security.



Visa Renewals
• HR Service Center will send reminder 

notifications out 30 days prior to expiration.
• Departments should run visa expiration query 

monthly. UMB_PR_VISA_EXPIRATION_DATES
• Prior to expiration of current VISA the 

employee bring renewal work authorization 
paperwork to HR Service Center to avoid 
termination from payroll.



Visa Renewals
• Employee must update their Glacier record 

and send original Glacier with supporting 
documents to FS-Payroll.  HR Service Center 
does not need copy of Glacier.

• Form I-9 update will be completed by the HR 
Service Center.  



• HR Service Center e-mail: 
HRServiceCenter@umaryland.edu

• HR Service Center Phone:  
6-7600

Who to Contact

mailto:HRServiceCenter@umaryland.edu


Questions?



Onboarding Registration
Human Resources
Juliet Dickerson



Onboarding Registration

• A new site has been created for onboarding 
registration

• All participants for onboarding will be 
registered at this one site

• The site is located on the Human Resources 
page under Manager’s toolkit/Onboarding



Onboarding Registration
• Why the change?

– Currently participants are registered through 2 
channels:

• Faculty and transfers – email to HR Jobs
• New staff – entered on ePaf

– Current practice is inefficient, and requires reps to 
remember to complete information and/or send 
email - new hires are easily missed

– Reps have no easy way to track who they’ve 
enrolled, must keep a separate system for history

– Reps have no way to know if their new hire 
attended without contacting HR



Onboarding Registration
• New functionality

– New employee will receive an auto-generated 
welcome letter immediately upon completion of the 
registration

– Reps will receive an auto-generated email that 
confirms the new employee’s registration

– Reps will be able to see their registration history –
records of all new employees they have registered

– Reps will be able to confirm that their new employee 
attended

• Cutoff will be enforced and is hard coded by the 
new system

• Request: Please direct new hires to their welcome 
letters for location/parking



Onboarding Registration - site
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Onboarding Registration - site
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Onboarding Registration - form
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Onboarding Registration - form
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Onboarding Registration – Confirmation email to 
Payroll Rep is sent immediately
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Onboarding Registration – Welcome letter to 
new hire is sent immediately
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Your onboarding registration history
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Campus onboarding schedule
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Onboarding Registration
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Educational Credentials

Human Resources
Juliet Dickerson
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Educational Credentials in eUMB

• HR will be working on a project to ensure 
that employees’ educational credentials are 
accurately reflected in eUMB

• This is important for promotional 
opportunities, reporting and compliance

• There are currently 1800+ employees who 
have no educational credentials recorded



Educational Credentials in eUMB
• Similar to the FLSA project, HR will provide 

personalized letters to each employee letting 
them know:
– Current designation in the system
– Steps to update – provide official transcripts
– What happens if nothing is done

• Timeline:
– March, 2017 - Will be asking payroll reps to 

distribute letters
– June 1, 2017 – Employees will provide official 

transcripts or be recorded as HS Diploma/GED



Financial Services - Payroll
Payroll Topics



Legislative Audit- Payroll
Susan McKechnie



Legislative Audit- Corrective Actions

• Based on 2016 OLA Report payroll finding, departments 
are now required to print and compare the same
payroll reports the following Tuesday after Net Pay 
processing is complete 

• Select a payroll report you want to use for payroll 
reconciliation, either Cost Center Report (CCR) or 
Payroll Register (PR)

• The same version of the report (CCR or PR) should be 
run during the same pay period- i.e. if you run the CCR 
in the processing week then you should run the CCR in 
the pay week



Legislative Audit- Corrective Actions

• Select the run option
– Either include or exclude TVL/BM 

Reimbursements (see screen shot)
– the payroll reports run during processing 

week Friday and pay week Tuesday should 
run with the same option

• FSPR has been sending emails with 
instructions regarding the new requirements 



Legislative Audit- Corrective Actions
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Legislative Audit- Corrective Actions

• USM Auditors are coming to follow up on the 
Legislative corrective actions in March 2017

• Management Advisory Services (MAS) is 
starting the review to make sure departments 
are doing the report verifications

• For payroll reports comparison, refer to the 
last payroll reps meeting slides (11/16/16) for 
details



Legislative Audit- Corrective Actions
• We have a bi-weekly report that identifies departments that 

have not run either the CCR or PR in either the processing or 
pay week

• We have a report that shows us when you ran the reports 
each week, which version of the report you ran, and the total 
payroll on that report
– We can see when you don’t run the same version of the report
– We can see when the totals don’t match

• Guess which departments may be 
selected by MAS for follow up and review 
of the reconciliations???



Legislative Audit- Corrective Actions
• We’ve noticed that some departments have run the payroll 

reports during processing Friday and pay week Tuesday, but 
the 2 reports showed a variance due to:
– Different reports- CCR vs PR
– One report included Travel/Business Meals and did not run 

the same option the following week
– Did not run the final CCR/PR on Friday before FSPR sent 

the gross pay file to CPB
• Notice:  If a variance is found, you must 

– Identify the employee(s) causing the variances 
– Document the variances



Work Location
Susan McKechnie



Work Location

• CPB notified us that in the first quarter of 
2017, we will be required to send employees’ 
work locations
– Info needed for unemployment insurance 

purposes

• Currently a work location is captured in eUMB 
but it may not be valid 
– For example:  some employees may be working in 

a foreign country but the work location in eUMB 
shows a campus location



Work Location
• Location table is being updated to include other 

states as well as countries
• Location values are used for several additional 

purposes and we are trying to use the same 
codes and descriptions in all applications such as 
Archibus (space inventory), eUMB Financials 
(Capital Asset Management), EHS (Fire and safety 
records), and Emergency alert system

• Some current HRMS location codes may change



Work Location

• Prepare to update all employees’ work 
locations in eUMB via Manager or Employee 
Self-Service (SS)
– Run query UMB_PR_EMPL_LOCATIONS for current 

data

• Note:  SS location updates will take effect on 
the next business day

• More information and instructions will be sent 
to you



Editable Form W4 and Direct 
Deposit Form Updates

Candace Chow



Rejected Form W4

• CPB rejected 32 Form W4s to FSPR last week
– Many of them were signed in Jan 2017
– A few of the forms dated back from Oct-Dec 2016

• FSPR notified the departments to contact 
employees

• Employees are charged with the highest tax 
rate until a corrected form is received by CPB

• No tax refund for missing or incorrect Form 
W4



Editable Form W4

• FSPR is working with CITS to develop an 
editable Form W4

• FSPR will notify you when the application is 
ready for use

• Next step:  After Form W4 is complete, we will 
work on the Direct Deposit Form



Leave
Candace Chow



CII Leave
• Monitor contract dates to add/zero out leave 

balances
• Attach contracts to the CII Leave form
• To zero out leave after the contract is ended, 

please
– Run and attach query result

UMB_ETS_TIMESHEET_HISTORY_EE
– Attach all reconciled ETS with back up if leave 

adjustment was done  
• PAF is required to zero out the leave balances for 

terminated employees



Leave Adjustments

• When processing leave adjustments, 
departments need to submit supporting 
documents showing the employee has no 
missing timesheets
– Run and attach query result

UMB_ETS_TIMESHEET_HISTORY_EE
– Attach all reconciled ETS with back up if leave 

adjustment was done  



Leave Payout

• Leave payout request via PAF must include all 
required documents

• Missing required documents will be on hold 
until all supporting documents have been 
received 

• Employee will become inactive at CPB 30 days 
after the action/term date- whichever is later

• When an employee is inactive at CPB, 
department must rehire the employee to 
process a leave payout



Leave Payout

• If an employee wants to direct the payout to the 
supplemental retirement account, please work with 
the employee and advise the employee to discuss with 
the retirement agency and HR-Benefits 

• The department needs to know when the payout 
should be processed 

• FSPR processes the payout when it is received; we 
don’t know if the payout is going to be a check or 
direct deposited to the retirement account 



Leave Payout
• Required documents include:

– Current eUMB Leave Inquiry Page
– Current Job Data/Compensation page to show the rate used to 

calculate the payout amount 
– Run and attach query result

UMB_ETS_TIMESHEET_HISTORY_EE
• Copy of paper timesheets for all PPs with Timesheet Load status NOT 

= “Loaded” (include ETS from old department) 
– Documents to show reported leave on paper timesheets were adjusted such 

as: Copy of PAF 

– UMB Employee Leave Inquiry page - Negative adjustment “Adjusted” tab 
– Leave reconciliation

• Make sure last accrual rate is correct
• Account for leave taken on paper timesheets or ETS not in Loaded 

status
– Calculation sheet/calculation tape for FSPR to validate
– Check with employee if multiple tax periods is preferred



Department Leave Payout example

• We are happy to see that some departments  
have followed the procedures and attach all 
required documents when processing leave 
payout:
– Example:  School of Social Work has put a “Leave 

Payout Check Off Label” and tape it on all of their 
leave payout requests to make sure that they’re 
not missing any required documents



Department Leave Payout Example
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Leave Accrual
• No retroactive calculation
• Departments should run and review the Bi-weekly 

Leave Accrual Report to make sure the accrual rate 
used is correct for your employees, you may need a 
PAF to adjust employee’s leave such as:
– Change in Empl class in mid pay period
– Retroactive employee action
– Service date change/correction
– Unpaid leave
– Paper timesheet leave adjustments such as unpaid leave

• If timesheets are processed timely, leave taken should 
be correct  

• FSPR runs an audit each pay period, any ETS exceptions 
that are not processed, you will be notified



Administrative Leave Reporting
Candace Chow



Administrative Leave- ADMH/ADMS
• Administrative Leave is granted by the 

President to all UMB regular nonessential 
employees due to
– extreme weather conditions
– Special circumstances arise

• Nonessential employees and essential 
employees who are not required to work on an 
Administrative Leave Day/Hours should report 
Administrative Leave on ETS
– ADMH (Nonexempt)
– ADMS (Exempt)



Administrative Leave- ADMH/ADMS
• Note:  Authorized Administrative Leave Day 

will be set up in eUMB
• Any employees report ADMH/ADMS on an 

unauthorized Admin Leave Day will receive a 
warning message (see screenshot) requiring 
them to 
– Enter a comment and the original authorized 

Admin Leave Date in the timesheet Comment Text 
Box

– Without a comment, employee will not be able to 
submit the timesheet



Administrative Leave- ADMH/ADMS
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Administrative Leave- ADMH/ADMS
• Employees who need to enter ADMH/ADMS 

on an unauthorized Admin Leave Day should 
only be employees
– who are not set up as essential employees but 

required to report to work on an Administrative 
Leave Day, they can report an alternate date and 
using ADMH/ADMS 

• Supervisors and ETS Approvers will receive a 
warning message when approving any 
timesheet with ADMH/ADMS reported on an 
unauthorized Admin Leave Day (see 
screenshot)



Administrative Leave- ADMH/ADMS
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Administrative Leave Essential 
Employee ADEEH/ADEES

• These 2 Time Reporting Codes (TRCs) are for 
Essential Employees used only

• Essential employees must be flagged in eUMB 
so that when they are required to work on an 
Administrative Leave Day, they can use the 
following TRC when they take an alternate 
date
– ADEEH (Nonexempt)
– ADEES (Exempt) 



Administrative Leave Essential 
Employee ADEEH/ADEES

• Run query UMB_PR_ESSENTIAL_EES to 
validate

• For questions regarding adding/changing 
essential employee status, contact HR-ELR

• Nonessential employees tried to report using 
TRCs ADEEH/ADEES will receive an error 
message (see screenshot)



Administrative Leave Essential 
Employee
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Administrative Leave Emergency 
ADERH/ADERS

• When certain employees are approved to 
receive Administrative Leave due to 
emergency situation such as the office 
building is not available for use, power outage, 
or any unforeseen circumstances

• Department PR Reps should ask employees to 
report using
– ADERH (Nonexempt)
– ADERS (Exempt)



Administrative Leave Election Judge 
AEJDH/AEJDS

• These TRCs are created to replace Approved 
Paid Leave APLVS/APLVH

• When an employee served as an election 
judge, he/she should report the following TRC 
on ETS:
– ADJDH (Nonexempt)
– ADJDS (Exempt)



Administrative Leave Summary



QUESTIONS?



70

Key Contacts
• FS- Payroll- 6-1243

– DL-BFPayrollHelp@umaryland.edu

• HRS- Service Center 6-7600
– DL-HRSServiceCenter@umaryland.edu

• HRS-Compensation- 6-2606
– HRSCompensation@umaryland.edu

mailto:DL-BFPayrollHelp@af.umaryland.edu
mailto:DL-HRSServiceCenter@umaryland.edu
mailto:HRSCompensation@umaryland.edu
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