PY300 - Payroll for Agencies

OSC HR/Payroll Training

PAYROLL FOR AGENCIES
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Welcome to the PY300 3 Payroll for Agencies.
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Welcome and Introductions

Welcome to the Create and Maintain Employee
Data course.
— Introductions
— Sign-in sheet
— Tent cards
— Restrooms

— Breaks
(common & smoking areas)

— Parking lot
— Classroom etiquette
 Cell phones off

* Quiet side conversations
— Fire safety information
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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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Prerequisites

Prerequisites:

» BEACON Overview, BC100
» SAP Basic Navigation, BC110
» Payroll Overview, Process, and Policy PY200
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For maximum understanding of this course, please ensure that you have
completed the above prerequisites.

NC OSC Training & Development Page 3



PY300 - Payroll for Agencies

HR Training Curriculum

BEACON Overview
BEACON SAP Navigation

Reports Overview
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The OSC HR/ Payroll training program comprises several courses and

different modules.
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Course Map

Lesson 1: Payroll Processing

Lesson 2: SAP Payroll Basics

Lesson 4: Payroll Reports

Lesson 5: Payroll for Agencies Review
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[ Lesson 3: Agency Payroll Display
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This course includes five lesson modules.
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Course Objectives

Upon completion of this course, you should be able to:
» Define payroll processing specific terms and concepts
* Display agency specific infotypes

* Display and examine the payroll reports

— Wage type Reporter (PC0O0_M99_CWTR)

— Off Cycle Workbench (PUOC_10)

— Payroll Results (PC_PAYRESULT)

— Payroll Journal (PC00_M10_CLJIN)

— Cost Center Administration (PCO0_MNA_CC_ADM)
— Remuneration (ZPYR001)
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Strategy for Training

Show me

Let me

Support me

Concepts

Instructor will discuss the process, )
resg)onmblhtles, and describe the transactions —
LISTEN

Demonstrations

Instructor will demonstrate job-related tasks
performed in SAP — HANDS OFF

Exercises

Student will complete the exercises which allows
for hands-on practice in class — HANDS ON

Availability

Instructor will be available to answer questions
while the students complete the exercises
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Reference Materials

* Student Guide
» Job Aids
* Other resources
— Online help
— Simulations

— Work Instructions
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Online Help

* Provides step-by-step procedures by screen
* Includes links to complete step-by-step procedures

* Includes links to simulations

To access BEACON Help, select the Help > BEACON Help

menu option from any SAP ERP screen.
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http://help.mybeacon.nc.gov/beaconhelp/
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PY300 - Payroll for Agencies

Parking Lot

(8] Parking Lot
Ideas to be covered at a later time

Items for follow-up outside of
class

Interesting ideas or topics that
you may not be able to apply

right away due to some
barrier (to be discussed at the

end of the program)

\‘\H_.\\\v.«--ui the Sty
N Jraining

e
("'D evelopment %

SLIDE 10
3

Page 10

NC OSC Training & Development



PY300 - Payroll for Agencies rev. 3/14/11

Lesson 1: Payroll Processing

Lesson 1: Payroll Processing

Lesson 2: SAP Payroll Basics

Lesson 4: Payroll Reports

[ Lesson 3: Agency Payroll Display J

Lesson 5: Payroll for Agencies Review

SLIDE 11 (aOlficeel thesy,

ev. 03/14/11 NS # Training g
J# North Carolina Al Rights Reser ¥ Ofyevelopuent %

=z

NC OSC Training & Development Page 11



PY300 - Payroll for Agencies rev. 3/14/11

Lesson 1 Objectives

Upon completion of this lesson, you should be able to:

— Explain the details of payroll processing to include the
calculation of gross pay, net pay, statutory deductions, and
voluntary deductions

— Describe essential master data needed for payroll
processing
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Payroll Processing

* Operations of payroll processing are supported by the
BEST Shared Services located within the Office of the
State Controller.

* Individual Agency payroll offices are responsible for

entering agency specific payroll deductions and
supplements.
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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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Remuneration statement
A Remuneration
Pay Period: 08/01/2010 through 08/31/2010 Name Personnel No .
Check Date: 08/31/2010 Organization: statement 18
Earnings Deductions Taxes Net Pay Deductions Current Y10 a].SO Called a
Current 4,041 .67 - 310.65 - 994.58 = 2,736.44 & PPO PT " "
Y10 32,333.36 - 2,485.20 - 7,956.62 =  21,801.54 # NC Flex Dental-PT 36.30 290.40 pay statement
# NC Flex Vision Sup PT 6.84 54.72 “ "
Earnings Hours Current YTO * TSERS EE 242.51 1,940.08 o ’
Coabined Caspaign 25.00 200.00 or pay stub
Regular Salary 3,960.05 20,243.48
Vacation Leave 1,154.34 Tota) Deductions 310.65 2,485.20
Sick Leave 3.50 81.62 268.18
Community Service Leave 361.46
Paid Holiday 1,305.92
** Total Base Pay 4,041.67 32,333.36
Total Earnings 4,04
Y P
Employee Self - PETT— - PPRPT) T
Service (ESS) o . S -
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Pay statements are detailed lists of amounts and information for
employees by payroll period. This usually includes:

A Earnings (total pay prior to deductions)

A Net Pay (total pay minus taxes minus deductions)
A Deductions (voluntary and statutory)

A 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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Payroll Equation

Mi E Is T
m% T — Net Pay

Statutory Deductions Voluntary Deductions

Examples include: Examples include:
* Tax * Optional Health Insurance
* Garnishments * NC Flex
 State Retirement * Agency-Specific Deductions
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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
empl oyeeds take home pay, direct deposited
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Earnings (Gross pay)

« Employees earnings is calculated using several factors
— Salary/ Hourly rate
— Time worked / Absences
— Shift premiums
— Overtime

Remuneration statement

Pay Period: 08/01/2010 through 08/31/2010 Name Personnel No
Check Date: 08/31/2010 Organization: 1
Earnings Deductions Taxes Net Pay Deductions Current Y10

Current 4,041.67 - 310.865 - 994 .58 = 2,736.44 & PPO PT

Y10 32,333.36 - 2,485.20 - 7,956.62 = 21,891.54 & NC Flex Dental-PT 36.30 290.40
# NC Flex Vision Sup PT 6.84 54.72

Earnings Hours Current YTD | * TSERS EE 242.51 1,940.08
Combined Campaign 25.00 200.00

Regular Salary 3,960.05 29,243.48

Vacation Leave 1,154 .34 | Total Deductions 310.865 2,485.20

$ick Leave 3.50 81.62 268 18

Comsunity Service Leave 361.46

Paid Holiday 1,305.92

** Total Base Pay 4,041.67 32,333.36

Total Earnings 4,041.67 32,333.36
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Employee earnings ( gross pay) are calculated using several factors:

A Salary/Hourly rate

A Time worked/Absences
A Shift premiums

A Overtime

The Ti me Management modul e updates the employeeds
system on a regular basis with information regarding:

A Working hours (time and attendance)
A Absences (vacation, sick leave, FMLA)

A Shift work
A Overtime

A 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.

Empl oyeeds position carries premium pay eligibilit
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 employeebds earnings.

Garnishments are considered a statutory deduction that deserves a more
detailed discussion.
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