Payroll Tips and Tricks 2011

1. Call Take Two when you are setting up any new definition codes, manually adding/changing hundreds of records, made a big boo boo and/or need a little helpful advice.

2. Use play and record keys for job code list (CUPE, TEACH) and for repetitive operations (additional addenda description/dates, timecards, etc.)

3. Document … document … document … create your own help bible complete with print screens (ALT-PRTScreen)

4. Make sure Hot Spots are on <Edit>  <Preferences> <Hotspots> Make sure you can use your mouse for selection on windows (also make sure you can CLICK on a window).

5. Cleanup your output queues. Do not need old payroll, last years T4s or  ROEs. EME.900 will not be usable with “dirty” queues.

6. JOB(S)  Used to display your jobs and their status. Indicates which jobs are still running and which are finished.

7. PAY.190 (PAY.290 monthend) Employee Audit even more useful as employees and administrators are making their own updates through the WEB products

8. Keep your definition codes lean and mean (review and cleanup):

· **PAY.124 Job Codes (max 35)

· **PAY.127 Addenda Codes (max 90)

· PAY.122 Deduction Codes (max 100)

· PAY.121 Absence Codes (max 50)

9. How do we treat employees with multiple job codes (EA,CL10)? Can be difficult to accrue and use proper absence banks.

10. PAI.832 New report for T4 yearend to identify who has not printed their T4s.

11. Manitoba Only TRAF contributions for retro pay must be service type 130. (September 2010). Cannot combine TRAF contributions as 1 lump sum. 

12. Effective 2016 they are proposing to base TRAF$ on days paid. This will have side effects !

13. Effective 01/01/12 … anybody between the ages of 18-65 must  contribute towards CPP. Payroll processor now has warnings for any employees with CPP, EI and/or tax turned off.

14. PAY.525 use a single Generic return email for ALL emails (PAYEMAIL, HREMAIL). Much better than using personal email when sending to large volumes of people. Should we be using this for the “you have been paid” email ?

15. Cleanup Processes (perfect for July)

· PAI.712 Cleanup/Purge ROE Records. *Delete 1999-

· PAY.341 Remove additional addenda items (2 years only) 

· PAY.971 Remove additional tax benefit lines

· PAY.851 Remove expired voluntary deductions

16. Pay Stub print (or reprint from Employee Connect) prints Current address, location, FTE, grade and step … not necessarily what it was 2 years ago on the date of payment.

17. Period End date versus cheque date. What dates are effectively processed during payroll:

· Timecards

· Additional addenda

· Additional tax benefits

· Voluntary deductions

18. Payroll Reports OPAI631 OPAI681 last page is 2 copies …do we still need this?

19. PAY.345:

· Alternate grade/step required for long term rates (SUB.990)

· Annual factor to give an employee better tax (3 weeks/52) 

· Index 3,6 and 7 are always useful

· F9 Voluntary: exception and backup very helpful tools

20. EIS.964 Mass update location and primary assignments. Who is using this ?

21. PAY.975 Mass inactivate assignments and employee master. Who is using this ?

22. What to do when an employee is overpaid??

· Run a proforma to calculate the correct amount

· Void the initial cheque 

· Run the actual for the correct cheque amount

· Request a cheque back from the employee for the difference

23. Why use exception pay instead of adding a penny timecard? (ROE 1st/last day worked could be incorrect!).

24. Pension eligibility OCSD691 accurate or missing people? Camp discovered that if en employee did not pay CPP (exempt with low pay) then these earnings are not being included. Custom calculation per payroll so requires checking. Also, many of you run a query for 2 years of earnings to double-check.

25. PAY.955 Transfer Absences – always use a Sat/Sun date

1
2

