
Welcome to the PY300 ðPayroll for Agencies.
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Please make sure you receive the credit you deserve for attending class 

by signing the attendance sheet.

Also ensure that others have a quality training experience.  Please turn 

your cell phones off during class so others are not disturbed.
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For maximum understanding of this course, please ensure that you have 

completed the above prerequisites.
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The OSC HR/ Payroll training program comprises several courses and 

different modules.  
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This course includes five lesson modules.
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http://help.mybeacon.nc.gov/beaconhelp/
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The BEST Shared Services will perform all gross -to-net calculations, 

including computation of tax withholdings, and any employer matching 

and contributory costs.  The SAP system will also maintain employee 

master data that will contain certain year -to-date data on each state 

employee.
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Pay statements are detailed lists of amounts and information for 

employees by payroll period.  This usually includes: 

Å Earnings (total pay prior to deductions)

Å Net Pay (total pay minus taxes minus deductions)

Å Deductions (voluntary and statutory)

Å Additional information (HR Master Data information)

OSC does not print and distribute pay statements to State employees. 

For employees who have access to ESS, the My Pay tab will provide the 

ability to view and print an employee pay statement.  Printing will be at 

the discretion of each agency.
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When payroll is processed, earnings ( gross pay) are calculated for each 

employee.  Earnings include: regular salary, shift, premium, overtime 

pay and leave pay.

Deductions exist in two separate categories: Statutory and Voluntary. 

Statutory deductions are required by law and  include: Tax, 

Garnishments, and State Retirement.  Voluntary deductions are always 

requested and authorized by the employee.  Voluntary deductions 

include: Optional Health Insurance, NC Flex, and agency -specific 

deductions.

Net Pay is earnings minus all deductions.  Net pay represents the 

employeeõs take home pay, direct deposited in their provided bank.
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Employee earnings ( gross pay) are calculated using several factors:

Å Salary/Hourly rate

Å Time worked/Absences

Å Shift premiums

Å Overtime

The Time Management module updates the employeeõs time record in the SAP HR/Payroll 

system on a regular basis with information regarding:

Å Working hours (time and attendance)

Å Absences (vacation, sick leave, FMLA)

Å Shift work 

Å Overtime

Å Longevity 

The information above is maintained via infotypes which become wage types used during the 

processing of payroll.

When calculating earnings (gross pay) for employees, several factors are taken into 

consideration.   Each employee is assigned a basic pay amount (infotype 0008) to correspond 

with their working time (infotype 0007).   This pay amount is based on their pay frequency (i.e. 

monthly, or biweekly).   In addition to the basic pay, some employees are subject to the FLSA 

(Fair Labor Standard Act).  The SAP system will calculate overtime pay for these employees.  

Employeeõs position carries premium pay eligibility to designate evening , night , and weekend 

shift premium pay.
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Statutory Deductions

All State employees must complete both State (NC -4) and Federal (W -4) 

forms.  Withholding allowances determine how much income tax is 

withheld from an employeeõs earnings. 

Garnishments are considered a statutory deduction that deserves a more 

detailed discussion.
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