[bookmark: _GoBack]To all payroll and HR professionals:

This a “tip of the day”.  I want to alert everyone that makes HRMS entries to job data that a couple of items should be double checked, without fail.  There has been a noticeable increase in errors for these two items.

1.  FICA status.  Most employees should be SUBJECT to Social Security and Medicare withholdings.  Please assure that FICA status on the Payroll tab of Job Data is reviewed when you hire a person from another department.  Only select Fire and Police sworn personnel and ballot clerks would have a different status.
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1. If an employee is Exception on the Payroll tab of Job Data, please assure that the Job Code on the Job Information tab in Job Data is the same as the Job Code on the Earnings Distribution when updating Job Codes for promotions, demotions, transfers that change Job Code.  When Payroll Administration posts the payroll, the data on the Earnings Distribution is what is posted.
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Btw, DO NOT use correction mode to make corrections when you find them or when we bring them to your attention, insert a row for a data change or whatever reason is appropriate.  

Thanks and call anyone in Payroll Administration with questions.  We are here to help.  


Joann M. Bielinski, CPP
Assistant City Payroll Manager
City of Milwaukee
Comptroller’s Office

E-Mail:  jmbiel@milwaukee.gov
Phone:  (414) 286-2967
Fax:       (414) 286-3281

The information contained in this electronic message (e-mail) and any attachment is intended for the exclusive use of the intended addressee and may contain information that is confidential and/or privileged and exempt from disclosure under applicable law. If you are not the intended recipient and have received this communication in error, please do not distribute it. Instead, please notify jmbiel@milwaukee.gov and destroy all copies of this message and any attachments. Thank you.
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