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PAYROLL & TAX SERVICES

New Manual Check Request (MCR) Process Now Available

Payroll & Tax Services is excited to announce an enhancement to the process for submitting Manual Check Requests
(MCRs). Payroll & Tax Services has created a Dynamic Form to replace the current process.

Traditionally, when a department wishes to submit a Manual Check Request for an employee, a PDF file is
completed by the department and emailed to the Payroll Webmaster. This new Dynamic Form will allow
departments to submit Manual Check Requests more easily and help Payroll & Tax Services to process these
requests with more efficiency and speed.

Departments may begin using the Dynamic Form immediately. Payroll will accept Manual Check Requests via the
Dynamic Form or the traditional PDF format through the end of this calendar year. However, effective January 2,
2025, Payroll will only accept Manual Check Requests via the Dynamic Form.

For the link to the Dynamic Form, and for instructions on how to submit the form, please go to the Forms page on
the Payroll & Tax Services website. The form link and instructions are also available within Webraider in the Payroll
& Tax section, under Payroll Forms.

The new Manual Check Request Dynamic Form may be used for both Exempt and Non-Exempt employees. There are
no longer two separate forms.

For questions or more information, please email webmaster.payroll@ttu.edu.

New Dynamic Form for Updating Web Time Entry/Web Leave Report Approvers

Payroll & Tax Services has created a Dynamic Form to assist departments when they wish to update a Web Time
Entry or Web Leave Report approver for an individual employee. This new Dynamic Form will allow departments to
update time and leave approvers for individual employees more quickly and conveniently.

Currently, time and leave approvers for individual employees are updated when an organization manager or
organization manager proxy performs the change within TeamApp. Alternately, approver updates are also accepted
from an authorized department user, by email to the Payroll Webmaster. This new Dynamic Form will replace the
process of updating approvers via an email to the Payroll Webmaster.

For the link to the Dynamic Form, and for instructions on how to submit the form, please go to the Forms page on
the Payroll & Tax Services website. The form link and instructions are also available within Webraider in the Payroll
& Tax section, under Payroll Forms.

To verify that an approver update is in effect, an organization manager or organization manager proxy, may check
within TeamApp. Authorized department users may also run Cognos report HR143 — Web Time Entry (Leave
Reporting) Approver Lookup. This report, along with other helpful Cognos reports related to time and leave
reporting and payroll, are available within the Manager Resources page on the Payroll & Tax Services website. Please
note that Cognos will not reflect approver updates until the next business day.

Departments should begin using the Dynamic Form immediately. Payroll will continue to accept approver updates
for individual employees via an email to the Payroll Webmaster through the end of this fiscal year. However,
effective September 1, 2024, approver updates will only be accepted via TeamApp or the Dynamic Form.

For questions or more information, please email webmaster.payroll@ttu.edu.



https://www.depts.ttu.edu/payroll/forms/index.php
https://www.depts.ttu.edu/payroll/forms/index.php
https://portal.texastech.edu/web/hsc/payroll-tax
mailto:webmaster.payroll@ttu.edu
https://www.depts.ttu.edu/payroll/forms/index.php
https://www.depts.ttu.edu/payroll/forms/index.php
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%
BUDGET

UPCOMING PROCESSES IMPORTANT DATES
FY2025 Budget to be Approved.

August 8" and 9t
August 8t" — gth No ePAFS applied in Banner
Board of Regents meeting
August 9t August 16"
Load operating ledger and create Release FY24 payroll encumbrances. This
9/1/2024 employee job records process creates available budget in 6001 and
6002 but funds may not be re-budgeted. Funds
BUDGET REVISIONS are for upcoming FY24 payrolls.
Revisions submitted before 9/1/2024 will "
populate with FY24 fiscal year. August 30
Labor redistribution deadline. The only
Revisions submitted after 9/1/2024 will exception is SM 17 payroll and departments

need to contact Budget Office by 8/30 for

populate with FY25 fiscal year.
instructions. Labor Redistributions for FY24

The fiscal year may be changed, contact the payrolls submitted after this date will be
Budget Office for assistance. reviewed on a case-by-case basis.
Multi-year revisions for FY25 should be September 11%"

submitted after 9/11/2024. Salaries will encumber for FY25

FY2024 ) FY2025
QSBUSINESS AFFAIRS ¥

Business Affairs Year End Deadlines

A consolidated view of the fiscal year end closing deadlines
and processes for FY 2024 is available by clicking here.

The Business Affairs Calendar also provides all of the
important dates, reminders, and deadlines for all
departments within Business Affairs. The calendar is up to
date with all the deadlines and processes you need for
completing the annual fiscal close process for FY 2024.

For questions, contact Finance Systems Management at
fsm@ttuhsc.edu.



http://www.fiscal.ttuhsc.edu/training/TrainingCenter/YearEnd/YearEndDeadlines.pdf
http://www.fiscal.ttuhsc.edu/fsm/calendar.aspx
mailto:fsm@ttuhsc.edu
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Cognos: Overloads & SM Flux

Are there overload appointments RPT_NBAJOBS_015 - Overloads Report

that | need to reinstate effective
9/1/2024 for FY25?

Overload appointments are manually ended by HR
8/31. An ePAF is needed to reinstate overload jobs
effective 9/1. Run this report prior to 8/31 to
determine if overloads need to be reinstated.
Submit an ePAF after 9/1 and before payroll runs.

LOCATION: Team Content > Human
Resources > Departmental Users >
Employee Appointment Reports >
RPT_NBAJOBS_015 — Overloads Report Do | have enough funds in

unallocated salaries for semi-
monthly payrolls for the
remainder of the fiscal year?

RPT_NBAJOBS_012 — SM Enc vs Est Expense

Run this report by FOPs that have SM payrolls to determine if
you need additional funding in 6006 unallocated salaries due
to semi-monthly fluctuation in payrolls. Banner encumbers LOCATION: Team Content > Human
86.67 hours for each 1.0 FTE SM employee, but each payroll Resources > Departmental Users >
has more or less hours. The additional hours needed will pull Employee Appointment Reports >
from 6006 when the payroll runs. RPT_NBAJOBS_012 — SM Enc vs Est Expense
. . A JLBD FUND JLBD FUND DESC JLBD ORGN JLBD ORGN DESC | JLBD ACCT
This report shows the difference in encumbered pay (86.67 x [ 1
FTE on FOP x hourly rate) vs. estimated pay (Actual hours in .
Pay Period x FTE on FOP x Hourly Rate) in the pay period for Pay Periods  Hrs Dates EstExpense Encumbrance  Diff
. SM18 - 80 09/01-09/15 JOOC(KK XK KKK
non-exempt employees. The report will be accurate from the SM19 - 88 09/15.02/30 JOOLXK XOOCKK POCXK)
SM20 - 88 10/01-10/15 LK KX KK XK (KKK
date you run the report unless the employee has a future _ SM21 - 96 10M6-10/31 JOK.XX ROOLKK (100000)
. . . SM22 - 88 11/01-1115 OO XX K XX (L XK)
change of funding record in Banner. This report does not SM23 - 80 115-11/30 JRIG XK 00X
. . . . . SM24 - 80 12/01-1215 JOOE XX HHOUKK HHHH
include any overtime calculation. The estimated expense is SMO1 - 96 1211612721 YOU0XK 00K (00000
. . . ' SMO2 - 88 01/01-01/15 JOOOK XX KOO (LXK
based off of the assumption that all hours in a pay period SMO3 96 0115-01/31 YO0 KK YOO (0K X0
. . SM04 - 80 02/01-02/15 SO0 XX HHOOKK KKK
have been submitted. If an employee submits less hours than SR 0215.02/29 00 XK O Y000 X
their FTE x Hours Per Pay, the estimate will be incorrect. _ M0 96 D16 0ars: 00 i ,;?132%
These are estimates on the fluctuation in SM hours each pay e s QL pns i oo
. H H SM10 - 88 05/01-05/15 JOO0CKX KA HK (XXX
period. This report renders in Excel format. M1 80 0E/15.08/31 X B
| SM12 - 88 06/01-06/15 JOOC(KK XK (XK
Submit a budget revision to move funding to 6006 if the FOP s 55 07101 0ras o oo o0
will be short at the end of the fiscal year. e A o e
SM17 - 88 08/16-08/31 JOO0CXX FOOOK XX (LX)
Not sure how many payrolls are left in the fiscal year? Annual Est Expense  Annual Encumbrance  Annual Diff
The report includes which SM payroll is scheduled YO KRR XK YK XX (O]
to run next and the SM fluctuation estimate from now
Until the end Of the FY |f the fu nd iS a grant' the grant Next SM payroll SM Flux estimate *If the fund is a grant, user should calculate through the Grant End Date below.
L. . to run: remaining thru 8/31:
end date is included for manual calculation. T 642.11)

Grant End Date:
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Cognos: Longevity Estimate

RPT_BAVL_019 - Estimated Longevity

e Tab 1 Longevity on FOP - This report will show the estimated longevity needed through the end of
the fiscal year on the FOP and an over/short amount based on the 6005 budget availability. This
estimate includes increases due to anniversary date.

e Tab 2 Longevity on FOP Detail — This report will give the estimated longevity for each employee on
the FOP through the end of the fiscal year along with estimated longevity needed through the end
of the fiscal year on the FOP and an over/short amount based on the 6005 budget availability. This
estimate includes increases due to anniversary date.

e Datarenders based on job labor orgn and security is based on HR orgn security.

e *Report takes up to 20 minutes to run, so it is best to email it to yourself.

e Location: Team Content > Budget > Budget Financial Reports

— Fund Fund Desc Crgn Orgn Desc Program FY Remaining 6005 Over/Short se—
Longevity Available
- - - ~ -T| Estimate|~| Balanci~ h
FHHOOCK Fund Number One FHHOOK | Orgn Mumber One | XX 1.900.00 1.800.00 -100.00
KO0 Fund Mumber Two KOO0 | Orgn Number Two | XX 200.00 400.00 200.00
0000 Fund Number Three 300000 | Orgn Mumber Three | XX 160.00 160.00 0.00
Longevity on FOP Longevity on FOP Detail Sheetl o)

‘Fund: XXXXXX - Fund Number One Orgn: XXXXXX - Orgn Number One Prog: XX
FY Remaining Longevity Estimate: 1,800.00 6005 Available Balance: 1,800.00 Over/Short: -100.00

R# MName Posn Suff Title Pay ID % on FOP | FY Remaining Longevity Estimate
ROCOCOOOK KO0, H000KK HIOOGE 13 Director MM 100.00% 1,400.00
ROCOOKE OO, X000 HIOOGE 300 Analyst Il SM 50.00% 500.00

Fund: XXXXXZ - Fund Number Two Orgn: XXXXXZ - Orgn Number Two Prog: XX
FY Remaining Longevity Estimate: 200.00 6005 Available Balance: 400.00 Over/Short: 200.00

R# MName Posn Suff Title Pay ID % on FOP = FY Remaining Longevity Estimate
ROCOCOOOK KO0, H000KK HIOOGE 13 Director MM 50.00% 100.00
ROCOOKE OO, X000 HIOOGE 300 Analyst Il SM 50.00% 100.00

Fund: XXXXXY - Fund Number Three Orgn: XXXXXY - Orgn Number Three  Prog: XX
FY Remaining Longevity Estimate: 160.00 6005 Available Balance: 160.00 Over/Short: 0.00

R# MName Posn Suff Title Pay ID % on FOP = FY Remaining Longevity Estimate
ROCCCOOK KOO0, H000KK HIOOGE 13 Director MM 100.00% 160.00
Longevity on FOP Longevity on FOP Detail Sheetl () 4

RPT _JOBS 004 — Longevity Detail

e This report shows the estimated annual longevity for an employee and the estimated monthly
longevity expense. This estimate includes increases due to anniversary date.
e Datarenders based on home orgn and security is based on HR orgn security.
e Location:
o Team Content > Human Resources > Departmental Users > All Human Resources Reports
o Team Content > Human Resources > Departmental Users > Employee Appointment Reports

Home Home Orgn R# MName Paosn Suff Title Pay ID | Annual | Sept | Oct Mov Dec Jan Feb | Mar | Apr May  Jun | Jul | Aug
Orgn Desc Longevity
~ 7 ~ 7 M 7 ~ | Estimz ™ hal I Sl I I il 0 N Bl O I >~ >~
123456  |Department #1 | ROOOCOO0X KOO0, 00 [ HXOOOC XX [Unit Manager  |MN 2420 200/ 200, 200/ 200 200/ 200 200/ 200 200 200/ 200 220
456789 |Department #2 | RXCO000K H00000C J000C HICO0OC XX | Senior Analyst | SM 980/ 80/ 80/ 80/ &0/ 80/ &0 80/ 80 80/ 80/ 80/ 100
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