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Welcome to the 2019 Payroll class called “A Day in the Life of an Employee”.
1. New Employees
a. Check off sheet for you to use and for your employee to use (Appendix A and B).  Get them from Payroll Admin website.  Not mandatory, but handy for new people.
b. 112R (Appendix C).  Get this from DER/Forms.
c. W-4’s (federal) and WT-4’s (state) withholding certificates explained
i. You can get them from DER/Forms
ii. Single-0=most taxes withheld
iii. No scribbles, notes or whiteout allowed
iv. If employee is exempt from withholding as indicated on line 7 of W-4 or line 3 of WT-4, this exemption only lasts one year.  Once expired, employee reverts back to Single-0.  W-4 exemption lasts until Feb. 15 and WT-4 exemption lasts until April 30.  Payroll Administration must report all exemptions or 10+ allowances to the State of Wisconsin.
v. Assure the W-4 employees submit is the right year.  IRS puts a new W-4 out every year for employees to use.
d. Direct Deposit expectations
i. You can get form from DER/Forms
ii. Form must have employee ID.
iii. Form must be accompanied by voided check (not a starter check) or a letter from the bank that shows the employee as the account holder, type of account, routing and account number.
iv. If the form and required documentation is submitted by the Thursday prior to payday, noon, to City Hall, Room 404, we should be able to get it in for that check (holiday or other situations may move that deadline up).
v. DIRECT DEPOSIT NOW ON SELF-SERVICE!  If employee submits new bank/account on self-service, steps i-iv do not need to be done.  Employees does not need to tell you either.
vi. Fraud on account.  If an employee experiences fraud on his/her account, they should work with the bank or credit union to get their direct deposit.  Most banks and credit unions are very good at resolving this issue for customers.
e. The name you input in HCM must match the employee’s social security card.
f. Make sure FICA is Subject if GEN, Medicare Only if POL and FIR or exempt if BLT.
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g. Payroll Options, for check mailing purposes, should be checked upon hire. [image: ]
2. What are the rules, HANG ONTO YOUR HAT!
a. Salary Ordinance
b. Positions Ordinance
c. Chapter 350
d. MPA, MPSO, Local 215 Contracts
e. Department Work Rules
f. DER Policies and Procedures (Vacation policy, Working the elections, etc.)
g. City Service Rules
h. IRS and other CFR
i. Social Security Administration
j. State of Wisconsin
k. Payroll Administration website for Comptroller Payroll Administration rules, deadlines, and best practices. (In Milwaukee.gov go to Directory, City Comptroller, Payroll Administration.)
3. W-2’s explained
a. Look for memo at year-end (Appendix D).  
b. Electronic access.  It is the way to go!  See instructions in All Inclusive Payroll Instruction.
c. Copies of old W-2’s, request form in Forms, fee for old copies.
d. Employee can file rits or call x2777 to have self-service password reset.
4. Open Enrollment is typically 3 weeks in Oct/Nov.  Assure you share that info with the employee.  Changes to any status, marital, children must be done within 30 days.
5. Difference between “Exempt from overtime”, “Exempt from City Service”, and “Exception Pay”:
a. Exempt from Overtime
i. Exempt from overtime employees are not eligible for overtime of any kind.  
ii. Review the FLSA status under the flag on the job information tab in HCM Job Data
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iii. Exempt from overtime employees are automatically coded as Administrative, Computer Employee, Executive, Management, No FLSA Required and Professional based on job code entered. 
iv. Non-exempt means they are eligible for overtime
v. A review of FLSA status should be performed with every new job code entry.
b.  Exempt from City Service
i. From the CSC rules: The term "exempt" or "exempt service" shall include all offices and positions specifically mentioned in Section 63.27 of the Statutes or in any other statute as exempt from the provisions of the Civil Service Law and those positions exempted by the Board of City Service Commissioners. 
c. Exception pay
i. An employee only has to enter exceptions to his/her normal working, like vacation.  The system pays the employee 80 hours, no matter what.
ii. Exception pay is an acceptable way to pay Exempt from Overtime employees (see 5a above)
iii. General City employees that are exception pay and enjoy the regular City holidays should be coded as COM holiday schedule in HCM Job Data, payroll tab.  System automatically pays holidays when using this option.
iv. Non-exempt (from overtime) may be exception pay on a very limited basis.  If a non-exempt occasionally works overtime, they may not be exception pay.  The preferred method for paying non-exempt employees is hourly.
v. When you terminate an employee, you must make the employee hourly and the earnings distribution type to “none” on the earnings distribution page in Job Data in HCM.
vi. When you change an employee from exception to hourly, you must also update the earnings distribution type to “none” on the earnings distribution page in Job Data in HCM
6. Citytime
a. Timecards 
i. Timecards are due by 2:00pm on the Tuesday following the pay period end.
ii. Timecards must have a payclerk and manager approval.  Only exception pay employees with no time entered are the exception. A payclerk MUST NOT log into Citytime as a manager for approval purposes.
iii. There are two reports that you should run after your last time card is approved, but before the 2:00pm deadline from 6(a)i above.

-“Hours Reported but not approved” – When all timecards have a “manager” and “pay clerk” approval, this report will return zero lines.
-“Active hourly employees with < 80 hrs/pp” – All full time employees should have 80 hours entered.  When they don’t, they should be reviewed.  List the employee for UPT or 299 (unpaid or unpaid fmla, respectively).  If you do not list the employee for UPT or 299, Payroll Admin should be notified when employees are active, but unpaid.  Employee livelihood depends on it.
iv. No employee may use more time than what is on the Time Owed and Allowed (TOA).  No GEN employee may borrow more than 80 hours of vacation.
v. Every department should have a Department Administrator to set up managers and pay clerks in the system.  Please remember that only managers may be managers in Citytime.  
vi. All instructions are on Citytime or located within the “All inclusive Payroll Instruction” Manual.
vii. If a non-exempt general City employee has 40 hours of work (077) and holiday (045) and department rules allow for earned compensatory time, he/she may carry themselves as comp time earned (086) on the 41st hour.  Please remember that vacation (042), Comp time off (066), SLCIP (062), sick (043) or other paid time off does not count towards the 40 hours of work.  If work rules do not allow for earned compensatory time, then all working time must be carried as 077.  The system will calculate FLS (Fair Labor Standards or overtime) pay.
b. Auto Allowance
i. Every employee has access to the auto allowance tab and may enter miles driven using his/her insured personal vehicle for City business.
ii. Managers are given access to approve auto allowance by Payroll Administration via form from the Payroll Admin site.
iii. Only those employees that have an (X) on the positions ordinance are eligible to receive auto allowance.  An audit of this will commence in 2020.
iv. All employees are paid the federal mileage rate.
v. Instructions are on the Payroll Administration website
c. Adjustments
i. Correct errors on timecards or errors/delays from HCM.
ii. Each tab; TOA, Hours, and Dollars have unique earn codes that have their own purpose.  No one earn code will be duplicated on another tab.
iii. Hours is the preferred way of correcting timecard errors.
iv. Payroll Administration has the authority to give security rights and is done by form.  Again, managers must be managers.  Pay clerks must not log in as managers to approve entries.
v. I have attached an example of an adjustment entry to correct a timecard (Appendix E).
vi. I have attached an example of an adjustment entry to pay a retro (Appendix F).
vii. There are earn codes and adjustments that go hand in hand, like 046 and JRY or 047 and MIL or SIA and 062.
viii. Event Dates!!!!!
ix. Descriptions!!!!!
7. Defaults
a. When a payroll entry does not match an active program and/or grant code, it defaults to a suspense program code of 9920 or 9921.
b. There are new public queries in FMIS to help you capture all of your outstanding defaults – “Y_DEFAULTS_BY_DEPT” for general and fire.  “Y_DEFAULTS_FOR_POLICE” for police.  As you process adjustments, you will see the lines disappear or net to zero.
c. Be mindful of submitting defaults timely.  They must be done in the current fiscal year or default dollars will remain in default and charged to your normal operating budget.  See attached memo titled “Proper Use of Interdepartmental Requisition and Invoice (IRI) Forms” (Appendix G).
d. Please call Jeannie Kolter at x2205 or David Klein at x2879 with questions regarding defaults.
e. Example of a default adjustment (Appendix H).
8. Donor Pay
a. Donor pay has been around a long time, however, expanded to include more groups.
b. Go to donor pay in the “All-inclusive payroll instruction” to see the flow.  Remember, when employees donate time, you must remove it from their balances by using the TOA adjustments tab.
9. Viewing checks in HCM
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This will allow you to look at the system paycheck.
i. Paycheck earnings tab shows all earnings for an employee.
ii. Paycheck taxes tab shows the taxable gross and taxes for an employee.  Social security tax is 6.2% (2019) and includes all taxable earnings less section 125 deductions like health, dental, FSA’s.  Medicare tax is 1.45% (2019) and includes all taxable earnings less section 125 deductions like health, dental, FSA’s.  Federal tax varies based on W-4 withholdings and includes all taxable earnings less section 125 deductions, pension deductions and deferred compensation deductions.  State tax varies based on WT-4 withholdings and includes all taxable earnings less section 125 deductions, pension deductions and deferred compensation deductions.
iii. Paycheck deductions tab shows all deductions.  Non-taxable deductions do not affect an employee’s paycheck, but instead are what the employer paid as a benefit for the employee.  Non-taxable health insurance deductions appear with employee paid premiums on the W-2.  Before Tax deductions are deduction taken from an employee’s paycheck on a pretax basis.  After Tax deductions are deductions taken from an employee’s paycheck on an after tax basis.  Taxable deductions do not affect an employee’s paycheck except to increase taxable gross on the Paycheck taxes tab.
b. [image: ]
This will allow you to look at the self-service paycheck.  It shows you exactly what the employee is looking at to better answer questions.
10. Terminations
a. The City must pay buyouts within 30 calendar days of last day worked.
b. Termination entry in HCM must be made immediately after last day worked.  Have a problem entering time in Citytime for an inactive employee?  Make the calendar for a date in which your employee was active in the current pay period.
c. No one is allowed to run out vacation time before termination.
d. There are several types of terminations and they all have their own rules for buying time out
i. Resignation – May buyout vacation, TVA, compensatory time and SLCIP time.
ii. Dismissals – May buyout compensatory time and SLCIP time.
iii. Retirement – May buyout sick leave (terminal leave) up to limitations in ordinance, vacation, TVA, compensatory time and SLCIP time.  Only those employees that qualify to retire may receive a terminal leave buyout.  Those general city employees hired prior to 01/01/2014 may retire at 55 with 30 years of service or age 60.  Those hired 01/01/2014 or after may retire at 60 with 30 years of service or age 65.  Fire and Police have their own rules.
e. When an employee leave service with the City and they owe time (any balance in the negative), you must adjust asap.  This adjustment must be done on the hour’s tab.  
i. Review the last time the employee took vacation.
ii. Do an hour’s adjustment with an event date that matches the last time the employee took vacation off.
iii. Since you are reversing a timecard entry, the adjustment will be in the negative (clear out negative and take away pay-remember positive gives pay).
f. Give separating employees the DER “Informational Brochures” for separating employees (Appendix I)
i. Tell them about the e-mail note on page 4!






















APPENDIX
For “Day in the Life” Class



2

image3.png
Payroll for North America v > Employee Pay Data USA~ > Update Payroll Options




image4.png
Workforce Administration » > Job Information v > Job Data
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Payroll for North America v > Payroll Processing USA~ > Produce Payroll v > Review Paycheck
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Payroll for North America v > Payroll Processing USA v > Produce Payroll v > Review Self Service Paycheck
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