PY310 - Payroll Maintainer

SAP Training

Payroll Maintainer

PY310
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o _ Notes:
Welcome to the PY310 - Payroll Maintainer course. This

course is intended to provide State of NC agencies with the
ability to display pertinent information regarding employee
payroll. Also this course contains the appropriate information
for the purposes of updating and maintaining employee HR
master data records with respect to payroll processing.
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SAP Training — Welcome

Welcome to the Payroll Maintainer course.

Introductions

Sign the Training Attendance Sheet

» Classroom Etiquette

Cell phones off

* No side conversations
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_ ' Notes:
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

» Beacon Overview BC100
» SAP Basic Navigation BC110
» Payroll Overview, Process, and Policy PY200

Slide 3

Notes:
For maximum understanding of this course, please ensure that

you have completed the above prerequisites.
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Course Map

Lesson 1: Payroll Processing

Lesson 2: SAP Payroll Basics

Lesson 3: Agency Payroll Maintain

Lesson 4: Time Approver

Lesson 5: Payroll Reports

Lesson 6: Payroll Maintainer Review

Slide 4

This course includes six lesson modules. Notes:
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Course Objectives

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

+ Display and maintain agency specific infotypes.

« Define payroll processing specific terms and concepts.
* Display the wage type reporter.

* Display and examine the payroll reports.

* Describe and execute the Time Approver Role.

Slide 5

Notes:
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Welcome: Strategy for Training

Instructor will discuss the process,
responsibilities, and describe the
transactions — LISTEN

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

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

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

Slide 6

The Strategy for Training is a proven method of learning the
most from this course. Please give your instructor your
undivided attention when a demonstration is in progress. Be
assured that ample consideration has been given for time to
complete the hands on exercises.

Notes:
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Reference materials

+ Student Guide
* Job Aids
* Other resources

— Online help
— Simulations

— Work instructions

Slide 7

Simulations let you practice using SAP in a clearly defined and
safe environment. Each simulation has instructions to guide you
through the task. Simulations are available only for select
transactions.

Notes:
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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

Slide 8

Notes:
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Your Training Responsibilities

» Attend the applicable training class
» Be actively involved and participate in training
+ Practice after training
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This course, as is true with all of the HR courses, is not
designed for your specific division or agency procedures and
policies. The training does not include all of the scenarios
you encounter in your current job role. Instead, the courses in
the Personnel Administration curriculum are designed with
two purposes in mind:

A To give you the basic knowledge and skills you need in
order to perform your tasks in the SAP application as
well as to perform any related business processes.

A To demonstrate how you can further develop your skills
by using the classroom materials, Work Instructions,
Online Help and practice sessions to continue your SAP
education after training is completed.

As you can see, you play an active role in your training
development. BEACON SAP HR/Payroll training is designed
to ensure that you have the information you need in order to
perform your duties and responsibilities.

Notes:
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- The Parking Lot

e 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 anply
right away due to some barrier (to
be discussed at the end of the
program)
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The Parking Lot poster will be used to record any
concerns, expectations, and questions that cannot be
answered during the class. If needed, your Instructors
will follow up with answers to questions that could not be
answered in class.

When you think of a concern, ask the instructor. If the
instructor /navigator cannot answer the question, it will
be forwarded to the BEACON office. The Training
Solutions Center will contact the subject matter experts
to determine an answer and will notify the instructor of
the answer.

The instructor will share the answer if it is received
before the end of class. If an expectation or concern
cannot be addressed in class, the instructor will place it
on a parking lot, research it, and provide the class with a
response at a later date.

Notes:
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Course Map

Lesson 1: Payroll Processing

Lesson 2: SAP Payroll Basics

Lesson 3: Agency Payroll Maintain

~

Lesson 4: Time Approver

-

Lesson 5: Payroll Reports

re

Lesson 6: Payroll Maintainer Review
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The first lesson of the course will be a detailed view of payroll Notes:

processing for the State of NC. This lesson will include some of
the basics learned in the PY200 - Payroll Overview course.
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Lesson 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.

Slide 12

" Notes:
The objectives of the lesson are to further explore payroll

processing as it applies to the State of NC as well as what is
HR employee master data and how it applies to payroll.

Statutory and voluntary deductions will be explained further into
the course.
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HR/Payroll Project Overview

Replacing 3 Systems...
..with 1 HR/Payroll System
PMIS

b |

Central SAP) ’ Q,

Payroll

DOT

Payroll

& Web Portal Access

- \ Employee
=%\ self Service

Manager Self
Service

Slide 13

In PY200 - Payroll Overview, we learned that the BEACON
project is a statewide collaboration to standardize the business
processes in human resources, payroll, budget management,
taxation, data storage, and accounting.

The Implementation of SAP will replace the following three
systems:

A PMIS
A Central Payroll
A DOT Payroll

The SAP payroll module integrates with and accepts data from
other modules such as Personnel Administration, Employee
Self-Service, Benefits, and Time Management to accurately
calculate payments to State employees and contractors.

Notes:
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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 payroll offices at participating agencies are
responsible for entering agency specific payroll deductions and

supplements.

Slide 14

. . Notes:
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.

The State of NC will be using the SAP Human Resource
module as their system of record for all state employees and
the SAP Payroll module for paying state employees.
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Remuneration Statement

QEQW

&
st Edt Golo System Help
LA | HE D000 BT 28
Remuneration statement

Pay Perfod. 05/01/2007 through 05/31/2007
Check Date: 05/31/2007

Check #: 0000000500391
EE Group A-SPA Enployees

Nase: Kathy Mardick Personne) No: 93000512
Organizstion: 1801-Juvenile Justice Delinquency =
Per: ubarea: NCO1-7day Norm

Earnings

EE Subgroup: B1-FT 5-FLSAOT Pera
Position 59900929-J) COUNSELOR
Earnings  Deductions s vef MERG DEACON
Grrent. 3t - twre.  ewres 1,
¥ 13,794 .02 - 5,290 54 - 2,520.35 = s,
Hours Current

Regular Salary 8.11- 9,
shift Premiun 10%
Conp Time Payout
Adverse Veather
Military LeaveActive Duty 176.08 3,514.72 3,
Paid Holiday

3,514.61 13,

< SAP GUI

Total Earnings

Employee Self
Service (ESS)

* The terms "pay statement" also mean "remuneration

statement".

Slide 15

Remuneration statements are detailed list of amounts and
information for employees per payroll period. This usually
includes:

A

To o o

Gross amount (for example, payments)
Net amount (gross pay minus taxes minus deductions)
Deductions (for example, combined campaign)

Additional information (for example, organizational
assignment, leave, notes to the employee)

OSC will no longer print and distribute pay statements to State
employees. For employees using ESS, using the My Pay tab
will give the ability to view and print an employee pay
statement. Printing will be at the discretion of each agency.

Notes:
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Payroll Equation

Gross Pay |—Minus | peductions |EdqualsTo Net Pay

Statutory Deductions

Voluntary Deductions

Examples include: Examples include:

*» Tax * Health Insurance

» Garnishments * NC Flex

* Retirement + Agency-Specific Deductions
Slide 16

We learned in PY200 that the process of payroll is to calculate
pay for work performed by individual employees. To
understand how pay is calculated we need to explore the
payroll equation.

When payroll is processed gross pay is calculated for each
employee. Gross pay is the calculation of employee earnings.
Examples of gross pay include; regular pay, shift pay, premium
pay, and overtime pay.

Deductions actually exist in two separate categories:
Statutory, and Voluntary. Statutory deductions are required by
law. Examples include: Tax, Garnishments, and Retirement.
Voluntary deductions are always requested or authorized by
the employee. Voluntary deductions include: Health Insurance,
NC Flex, and Agency-Specific Deductions.

Net Pay is gross pay minus all deductions. Net pay represents
the employeeds pay, and the amg
respective checking and/or savings accounts.

Letbds take a detailed | ook at €

Notes:

un-t

ach

deposited

part

of t
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Gross Pay

» Employees gross pay is calculated using several factors

— Time worked

— Overtime

— Shift work

— Absences
E_gex Edit Goto System Help EDE
< TAH A CHE oo BN @8

Remuneration statement

Pay Pertod: 05/81/2007 through 85/31/2607 Name: Kathy Mardick Personnel No: 93006512 =

Check Date: 05/31/2007 Organization: 1801-Juvenile Justice Delinquency 53]
Check # 0000000500391 Personnel Subarea: NCO1-7day Norm

EE Group A-SPA Employees Business Area: 1800-Juvenile Justice

EE Subgroup: B1-FT 5-FLSAOT Perm Cost Center 18600000~ Juvenile Justice

Position 59900929-J) COUNSELOR Vork Schedule

Earnings Deductions Taxes Net Pay Deductions Current Y10

Current 3,514 .61 - 1,331.84 - 647.79 = 1,534.98 TSERS EE 210.88 827 .66

Y10 13,794.02 - 5.290.54 - 2,520.35 = 5,983.13 *DJJOP-403b Jefferson Pil  1,000.00 4,000.00

iCare PT 10080 300.08

1Care Pre Plan PT 108.08

Flex Life Ins PT 9.78 29.18

8.11- 9,698.03 Flex Cancer PT 1.26 33.78
92.90

Earnings Hours Current Y70

Regular Salary
shift Preaium 10%
Conp Time Payout 149.78 tal Deductions 1,331.84 5.290.54
Adverse Weather 179.73
Military LeaveActive Duty 176.00 3,514.72 3,514.72
159.76

Paid Holiday
Total Earnings 3,514.61 13,794.02
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In PY200 Payroll Overview, the discussion on integration of SAP Notes:

modules presented the concept of the Time Management module.
Empl oyee work hours are recorded in the employeeb

SAP HR/Payroll system. This is completed with transactions of the Time
Management and/or ESS modules.

The Time Management module updates|the empl oyeebs
the SAP HR/Payroll 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 above information is maintained via infotypes that become wage
types used during the processing of payroll.

When calculating gross pay for employees, several factors are taken into
consideration. Each employee is assigned a basic pay amount to
correspond with their working time. This pay amount can be based on
their pay frequency (i.e. monthly, or biweekly). In addition to the basic
pay, some employees are subject to work overtime. The SAP system will
calculate overtime pay for these employees based on time and payroll
rules. If the working time for an employee occurs during the night, during
the weekend, or on a public holiday, the SAP system will calculate the

appropriate pay per employee.
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Deductions

» Examples of Voluntary Deductions include:

Voluntary Supplemental Retirement Plans (e.g., 401-K)

United States Savings Bonds

Medical Insurance

NC Flex Plans

Supplemental Insurance
+ Examples of Statutory deductions include:

Retirement Contributions

Social Security (FICA) withholdings

Federal Income Tax withholdings

State Income Tax Withholdings

Garnishments

Slide 18
Voluntary Deductions Notes:
Employee enroliment will be facilitated through the Benefits
module of SAP or infotype 14, recurring deductions. Payroll will
retrieve the monthly costs of the plans from Benefits.
Deductions and deduction frequencies are attached to the plans
in payroll. Payroll can deduct according to

frequency.

Deductions can be prepaid prior to an employee going on leave
so they still process while the employee is not receiving any pay.

Statutory Deductions

All State of NC employees must completeaW-4 Empl oy ee
Withholding Allowance Certificate form and the appropriate state
withholding form. Form W-4 is used to claim withholding for

federal income tax, and the appropriate state with form is used

to claim withholding for state income tax. Withholding

allowances determine how much income tax is withheld an

empl oyeebs earnings.

(@)
(7))

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

* All appropriate garnishment rules (non-exempt amounts and
disposable net) will be built in SAP.

« All garnishment orders will be forwarded to the BEST Shared
Services for processing.

+ The order will be keyed into SAP and generate a notification
letter to the employee when requested.

« A letter will be sent to the originator of the garnishment when
the employee separates.

* Aresponding letter will be sent to the court or organization
issuing the garnishment order.

«  When payroll executes on the next normal cycle or in an off-
cycle process, the appropriate deductions will be taken from
the employee’s pay.

Slide 19

All appropriate garnishment rules will be built in SAP. Notes:

Setting up of new garnishment orders will involve forwarding all
original document to BEST Shared Services. BEST Shared
Services will not accept copy or fax garnishment orders. Priority
of multiple garnishments is handled in configuration and setup of
garnishments.

All active garnishments are owned by BEST Shared Services.
Inactive employees will be the responsibility of the agency.
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Net Pay

* Net pay is the amount an employee can take home after all
deductions and taxes are taken out of the gross pay.

* Net pay is paid by direct deposit.

= =]
List Edit Goto System Help

< 1AH e CHR Dhad BN @8

Remuneration statement

Pay Period: 05/01/2007 through 05/31/2007 Name: Kathy Mardick Personnel No: 93000512 =

Check Date: 05/31/2007 Organization: 1861-Juvenile Justice Delinquency =

Check # 0080080500391 Personnel Subarea: NCO1-7day Norm

EE Group A-SPA Employees Business Area: 1800-Juvenile Justice

EE Subgroup: B1-FT S-FLSAOT Perm Cost Center 18800000- Juvenile Justice

Position 59900929-JJ COUNSELOR Work Schedule

Earnings Deductions Taxes Net Pay Peductions Current Y10

Current 3,514.61 - 1,331.84 - 647.79 = 1,534.98 WSERS EE 210.88 827 .66

Y10 13,794.02 - 5,290.54 - 2,520.35 = 5,983.13 FDJJOP-403b Jefferson Pil 1,000.08 4,000.00
riCare PT 100.00 300.00

Earnings Hours Current YTD TriCare Pre Plan PT 100.00
NC Flex Life Ins PT 9.70 29.18

Regular Salary 8.11- 8,698.83 NC Flex Cancer PT 11.26 33.78

Shift Premium 10% 92.00

Comp Time Payout 149.78 Total Deductions 1,331.84 5,290.54

Adverse Weather 179.73

Military LeaveActive Duty 176.00 3,514.72 3,514.72

Paid Holiday 159.76

Total Earnings 3,514.61 13,794 .62

Slide 20

The Net Payroll component of SAP processes garnishments,
deductions, taxes, and benefits for employees during a payroll
run. Net payroll processing is based on wage types entered in
SAP employee master data as well wage types that are
calculated in the Gross Payroll component. Net payroll
generates a results table containing wage types and amounts for
all employees in a payroll run. This table serves as the basis for
all output from the SAP Payroll system, such as third-party
remittances and statutory deduction reporting.

Notes:
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Deduction Priority

*  What happens when an employee does not have enough net
pay to capture all deductions?

— All deductions are given a deduction priority (pretax and deferred
deductions first, taxes second, garnishments third, then other
deductions as prioritized).

— All deductions are given a setting of how they should process if

the employee does not have enough to deduct the full deduction.

Slide 21

Notes:
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infotypes.

Infotypes
(7
EHBW\aslevda!a Edit Goto Exras Utilities(M) Seftings System Help \“‘0\,‘;9
@ NfuEece CHB @00 P . qa\l\ e
[@®1] Display HR Master Data .3’65\0
ER 000®
:z:znnel = ??::gzu;m -9701-NCO1-A-A2-1 \S \“\QO‘\JP
EEGroup  |Al  SPAEmployees Persa 0701] State Treasurer Oe\a\
EESubgroup A2 FT N-FLSAOT Prob CostC 0700008000 State Treasurer .Ba““
Basic Personal Data (TN Benefits , Time , Addtl Personal Data I 00“9\ “\e(“.s
ay
e G . a\®
_L:;v(vp;yﬂ i’j‘ z@igmu dd\\\oﬂaoo‘\s\
Recuring Payments/Deductions From To h pe
| agditional Payments OToday O Currwe; \“\‘O
[Bank Details: 4
Residence TaxArea v
WorTax e v T ——
m’:‘::’mf": SVI:A(ZNS e : 1|} O current Periog O Current Year
Bam!Puvc:ases 5 [EIRchoseo R ﬁ\“ ed\) “
Direct selection .Rec’ e‘\‘.so A\
Infotype Bank Details STy 02 W 0 e
\“\‘o\‘l
data
n
pers®" " 1002)
(\niot\lp
Slide 22
Payroll also uses employee master data to process payroll. Each Notes:
employee has a master record that consists of data organized into
Infotypes are used to group related data fields together to
form units of information in the HR module. Infotype is the term SAP
to identify the screens that |make up

us es

Just as you would have individual pieces of paper in a file folder to
comprise a manual personnel record, you will have electronic infotypes
to comprise a personnel record. Just think of an infotype as a screen of

related information.

You will learn about many different infotypes in this course. For the
purpose of payroll processing, the typical master data needed includes:

Normal employee information, consisting of name, address, and

A

A

P

V5_100309

other personal details.

Benefits information, covering benefit plans and deductions.
Garnishment information, which includes garnishment order

details, and types.

Tax information, i

Payroll information, including basic pay, other earnings, and
deductions.
Time information, including work schedule, leave, and absence

information.

ncl
work tax area, and unemployment details.

uding the e

an

mpl oyeeos

empl o

resi de
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Each Infotype has a numerical key in addition to a name key.

To access the infotype via numerical key, enter the number for
the infotype in the Infotype field. Click Enter. The system will

display the name of the infotype you selected in the infotype
field.

To access the infotype via matchcode, click the matchcode
button, select the appropriate infotype from the list, and click
Enter twice.

Notes:
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