UNIVERSITY or WISCONSIN
SERVICE CENTER

Affinity Group 3
February 17, 2015

The Service Center Mission is to provide “best in class” HRIS and
customer service to support the effective management of the University
of Wisconsin System’s Human Capital at the highest value.



Today’s Agenda

= |ntroduction
= Payroll Update

* Prepaid Summer Deductions for Unclassified Nine-Month
Appointees

= OIM Training

= Student Hire: Template and/or Non-Template Users
= Declaration for Non-Wisconsin-Residents

= Navigation in HRS for Benefit Billing Screens

» |nstitution Feedback & Updates

= Calendar Year End Schedule

= Calendar Review

= Questions/Comments
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Payroll Update

= \Wellness Reimbursements — Dean Health Plan &
Health Partners

= From November & December 2014
» Loaded on the 2M & 2B Payrolls

= Payroll Team will forward a list of employees to
Payroll Coordinators

UNIVERSITY or WISCONSIN
SERVICE CENTER




Payroll Update

= 2014 Taxable Fringes Loaded to the Calendar
Year End Payroll

= Social Security & Medicare deductions covered by
employer

* Employees were notified
= Adjustments on 2M & 2B payrolls

= Payroll Team will send out a list of employees to
Payroll Coordinators

UNIVERSITY or WISCONSIN
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Prepaid Summer Deductions for
Unclassified Nine-Month Appointees

= Upcoming Communication & Training:

* February 26 — Workshop on HR/Finance Processes
= March 3 — Hot Topics

= March 5 — Benefits Processes

= More Details Available Soon!
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OIM Training

= March 9
= Blackboard Collaborate
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Student Hire: Template and/or Non-
Template Users

= Which Institutions:
= Use the template for new student hires?

= Use Add a Person/Hire a Person into a Job for
student hires?

* Or both (and why)?
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UNIVERSITY or WISCONSIN
SERVICE CENTER

Declaration for Non-Wisconsin-Residents

The Service Center Mission is to provide “best in class” HRIS and
customer service to support the effective management of the University
of Wisconsin System’s Human Capital at the highest value.



Objectives

Compliance with the Wisconsin Department of Revenue

Communication of the new business process for those
who live/work outside WI:

e Beginning of every year
e End of the year for CYE reminder and deadline.

Report all time spent “working” inside the state of WI as
taxable wages for each employee.
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FACTS

Employee population affected is defined on top section of form below.
The employee will complete the form.

University of Wisconsin Year: 20__

Declaration of Wages for Non-Wisconsin-Residents

Please check all of the following boxes thatapply:

You reside outside of Wisconsin

You are nota Wisconsin resident
You are not a resident of a state with which WI has a reciprocal agreement (IN, IL, MI, KY)

Your work is performed primarily outside of Wisconsin

You had earned wages while present in Wisconsin that are over$1500 in the calendaryear.

If all of the boxes above are checked, you are required to complete this form and submit it to the UW Service Center/Payroll.
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FACTS (cont.)

Last Name: First Name: Middle Initial: | Empl ID {if known):
m = f Date of Birth: Home Phone Number: Email Address:
Form consists o
Home Street Address: City/State/Zip:

em ployee |nf0rmat|0n USA State of Residence: UW Campus:

= Personal record of ALL of their time spent
“working” in Wisconsin over the calendar year

Indicate the amount of allocated time worked in the State of Wisconsin:

Beginning Ending *Number | **Gross Pay | Line Total (No.days
Description of Work Activity: Date: Date: of Days: Daily Rate: X Gross Pay):

(Example) Employee Training B/19/2015 B/22/2015 4 5205.00 5820.00

*[Thisincludes weekands] * *[Gross Pay Daily Rate calculation: Monthby Salary/Actual number of days in the month]



FACTS (cont.)

= Declaration by employee (signed)
= Approval by HR/PY Coordinator (signed)

I declare that while working in Wisconsin, | am a legal resident of the State of . The UWwill use the
data from my filed W-4 for determining taxable wages and withholding outside of this declaration. Underthe
penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief,
it is true, correct, and complete.

Signature of Employee: Date:

By approving this form, | certify | am authorized to approve these forms on behalf of the campus/division. |
have personally reviewed this form for accuracy and validated the times this employee was working in the
State of Wisconsin.

Signature of HR/PY Coordinator: Date:
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BUSINESS FLOW

Customers

 Employees are
identified by their

supervisors.

Employees complete

form.
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* Provide support for
guestions

» Enter ticket for
completed forms and
forward to UWSC
Payroll.

Payroll

 Review and enter
forms before CYE.

* Provide confirmation
through ticket closure.




Questions?

_
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Search:

=AMy Favorite
- ABBRs Update

— Arrears - Adiustment
— Arrears - Create

— Arrears - Review

— BB Adjust Charges

- BB Adjust Payments

- BB Allocate Payments

— BB Arrears Review

— BB Arrears Update

- BB Enroll In

- BB Enter Manual Charges

— BB Print Billing Statement

- BB Reprint Statements

- BB Review Adjusiment
Summary

- BB Review Charge Detail

— BB Review Empl Bal

- BB Review Payment/Deta

- BB Review Summary by F

Date

— Benefits Review

- Current Benefits
ReviewSummary

- Dependent/Beneficiary
Update

— Employee Info

- Flans - Maintain

— Flans - Rebuild Primary Ji

- General Comments

- Health Bengfits

- Job Data

— Leave Balances

Tip -

Use My Favorites to quickly move to my commonly

used screens for benefit billing. | placed BB - in front of all
favorites that relate to benefit billing for easy retrieval.

P

P

Z

Z

-}
7 Benefits
Select benefit plans, track company cars & FMLA, calculate leave accrual & annuity, maintain primary job, NOT, FSA details, auto enrollment, COBRA, and merchants.

Employee/Dependent Information = EMLAWFMLA Request
|dentifies employee profile information relating to benefits eligibilty, and maintains dependent/beneficiary data FMLAMWFMLA Request
including enrollment summaries and final check rights.
1= Review HR/Job/Payrol Data
i=| Benefits Personal Data
I= Update Dependent/Beneficiary

& More...
Enroll In Benefits ﬁ Manage Automated Enroliment
Assigns employees to benefit program and enrolls in benefit plans (heatth, ife, disability, savings, tc.). Manages and processes employee events related to automated benefits administration.
I=] Assign to Benefit Program [ Events
i=| Health Benefits [ Participant Enroliment
I= Life and ADJD Benefits [ Review Processing Results

T More... [ Investigate Exceptions

eports Interface with Providers

Provides reports with participation and contribution details, regulatory compliance and audit data. Manages the transmittal of benefit enrcliment and premium information to providers or other third parties.
IF] State Group Life ABBR Report [=] Refresh Benefit Snapshot
1= Benefit Contributions Report i=| Create Heatth File
[ Audits i=| Create Life/ADD File

6 More... 16 Mere..
Administer COBRA Benefits ﬁ Benefits Billing
Allows for COBRA enrclment, review of processing results, creation of participant enrcliment information, and Contains pages for managing biling for benefits costs, including printing statements, calculation and review of
tracking and terminating COBRA coverage charges, biling adjustments, and application and pnshng of payments.
[ Manage Automated Partitipation [y Manage Acct Status and Balance
[ Review Processing Results [ Caleulate and Review Charges

[ Review Processing Results
5 More...




Benefits > Benefits Billing > Manage Acct Status and Balances......

+ My Favorites
+ CLEAN_Address
+Inbound File Upload
+ Self Service
+ Manager Self Service
+ Workforce Administration
» Benefits
[» Employee/Dependent
Information
[ Review Emplayee Benefi
nroll In Benefits
lanage Automated
Enroliment

terface with Providers
[ Monitor Savings PIn

Extensions

Administer COBRA Benef
Manage Acct Status ant
Balance

[ Calculate and Review
Charges

[ Review Pracessing
Results

[» Create Statements
Apply Payments
Make Adjustments
Billing Interface
Reports

Enroll in Benefits

Review Employee Balances

ﬁ Beneﬁts Billing

Contains pages for managing biling for benefits costs, including printing statements, calculation and review of charges, biling adjustments, and application and posting of payments.

ﬁ Manage Acct Status and Balance

Displays account balances and identifies billing errors and requests holds or atternate addresses.

= Enrell in Billing
=) Request Hold/Aternate Address
= Review Employee Balances

ﬁ ate Statements
Prints (or reprints) biling statements.

= Print Biling Statement
= Reprint Statements

ﬁ Billng Interface
Provides biling file to Accounts Receivable (AR) and posting of payments from a file

7] Provide Biling to AR

ﬁ Calculate and Review Charges
Initiates the automated calculation of biling charges, allows for manual charge entry and displays of charge
SUmmaries

[F] Calculate Periodic Charges
[= Enter Manual Charges
[F] Review Charge Details

3 More...

Apply Payments
ﬁ Allocates payments to charges and displays payment and posting date summaries.

[F] Allocate Payments to Charges

R Summary by Post Date

ﬁ Reports

Creates reports displaying details of biling and/or payment activities,
[F Biling Audit
5 Accounts R ble

[E Delinguent Accounts
2 More...

ﬁ Review Processing Results
Displays error messages and creates caloulation error reports.

[=| Review Processing Messages
[F] Calculation Error Report

ﬁ Make Adjusiments

Adjusts biling charges and payments.
B Charges
5 Adiust Payments
[F] Review Adjustment Summary




Benefits > Benefits Biling > Manage Acct Status and Balances > Enroll in
Benefits

Menu
Search: -

( Benefits Billing Enroliment
— Wy Favorites
~ ABBRs Undate | I Employes I:l Benefit Red Nbr: 0
— Arrears - Adjustment

BeSt practlces: — Arrears - Create

— Arrears - Review - _ w
— BB Adiust Charges Billng Enrollment Details Find |View Al First B 1r11 D st

» Effective date always G A cEamerts

~ BB Allocate Payments *Plan Type: f0 R ke roup Heath ——

the 1St Of the month_ — B8 Arrears Review

— BB Arrears Update COBRA Details First B 111 B Lot

° If the employee may be e COBRA EventiD: | 00,

— BB Print Billing Statement

out more than 3 months - 8 Raon S S—
- BB Review Adjustment Deduction Calculation per Billing Period First WM 19.0r9 Bl | ast
k]

on aLOA w/o pay - go _ BB Revew Charge Deta *Effective Date: 120172014 Event dentification: FE
— BB Review Empl Bal

ahead and enter the - BB Review PaymentiDeta) *Billing Status: ‘BillingReason:
— BB Review Summary by F

Total Rate for the 4th Dk 5 porcetCalcaaton |0 % Toa Rl '

month for SGH and ICI " Reveusumnay st
- Dependent/Beneficiary Employee Share

when you set them up. o ?anmoum
FO”OW pOI|Cy for C—baS|S :% | Employer Amt  Employer Share

— General Comments

Academic Year [ Heallh Renefls “*Effective Date: ~ [11/012014 Event entication: g
Em ployees_ L e+ Caen “Biling Status: “Billng Reason:
~ On-Demand Event

e |fthe em ployee IS St ¥ Percent Calculation | 100 % of: Empioyes Rate v

— Payable Time Report

termed and rehired the B puser

— Pavlines Print '] Flat Amount Employee Share

BB record will be  Balines Review

- Paylines Update Payshee

1 1 1 - Populate Eligibility Config E Amt Employer Share
inactivated. You will e 1A
. . — Refro Ded Calc —
have tO aCtlvate ag aln. %‘R?VEV\; Do *Effective Date:  09/01201¢ Event Identification: HE
— Retro Delele Xelro Ue
° If the emp]oyee’s LOA is _%ﬁmmm *Billing Status: *Billing Reason: | Manual v |

— Review Paycheck

ended and restarted in - Scah by 5% Ntora @ Percent Calcuation | 100 % OF Empiyee Rale a
- ultple JODS summa
Job Data the BB record ~ MW Povne Adisnen pusir
i i ; - WRS Accumu/ator [ FlatAmount ~ EmPloyee Share
will be inactivated. You - ot Fores
— EQITFavores .
1 H | Employer Amt  Employer Share
[» CLEAN_Address
will have to activate M s
H [ Self Service o -
agaln 1* , *Effective Date: 541012013 Event Identification: ®HE




Main Menu > Payroll for North America > Periodic Payroll Events USA >

Balance Reviews > Arrears

= My Favorites
- Arrears - Adiustment
— Arrears - Create
— BB Adjust Charges
- BB Adjust Payments )
— BB Allocals Pavments Arrears Information
— BB Arrears Review
— BB Arrears Update

- BB EnrallIn Benefit Plan:
- BB Enter Manual Charges DBsUP
- BB Frint Billing Statement Benefit Record Number: 0

— BB Reprint Statements ) .
- BB Review Adjustment Deduction Code: DBSUP

Summary ' L
- BB Review Charge Detai L = MEZEIILE B

— BB Review Empl Bal Arrears Balance:
- BB Review PaymentDeta

Plan Type: 1"

Arrears Balances | Amears Balance Adjustments

It is a best practice when
enrolling an employee into
benefits billing that you verify
the charges did not go into
arrears. If the balanceisin
arrears, submit a WisclIT to move
the balance to -0-.

Person ID:

Company: UWS  University of Wisconsin System

Anthem DentalBlue Dental
Supplemental Plan

Supplemental Plan
Before-Tax

Find |[View Al First B 1075 I Last

- BB Review Summary by F
Date

- Benefits Review

- Current Benefits
ReviewSummary

- Dependent/Bensficiary

Update
— Employee Info L\Return to Search | (=] Notify |




Benefits > Benefits Biling > Manage Acct Status and Balances > Review

Employee Balances

Iy Favorites

CLEAN_Address

Inbound File Upload

Self Service

Manager Self Service

Workforce Administration

Benefits

[» Employee/Dependent
Information

[» Review Employee Benefii

> Enroll In Benefits

1> Manage Automated
Enroliment

[> Maintain Primary Jobs

[» Reports

[ Interface with Providers

[» Monitor Savings Pin
Extensions

FMLAWFMLA Request
Time and Labor
Payroll for North America
Global Payroll & Absence
Mgmt
Payroll Interface

Student Admissions
Records and Enroliment
Financial Aid

SetUp HRMS

SetUp SACR

Enterprise Components
LW Apsence Management
Reports

UW Benefits Reports

UW Financial Reports
UWHR Reports

UW Payroll Reports
Waorklist

Application Diagnostics  «

Emp“ 2 Balance Review

Person ID:

Personaiee | Find [ View 10 | Y|

2V ADED

2V ADED

2V ADED

2V ADED

12 EPIC Benefits+

12 EPIC Benefits+

12 EPIC Benefits+

12 EPIC Benefits+

10 State Group Health

10 State Group Health

20 Ind & Fam Life - Employee

20 Ind & Fam Life - Employee

2Q Ind & Fam Life - Employee

2Q Ind & Fam Life - Employee

2R Ind & Fam Life - Spouse/DP
2R Ind & Fam Life - Spouse/DP
2R Ind & Fam Life - Spouse/DP
2R Ind & Fam Life - Spouse/DP
3Z Income Continuation Insurance
3Z Income Continuation Insurance
3Z Income Continuation Insurance
3Z Income Continuation Insurance
20 State Group Life - Additional
20 State Group Life - Additional
20 State Group Life - Additional
20 State Group Life - Additional
2M State Group Life - Basic

2M State Group Life - Basic

2M State Group Life - Basic

2M State Group Life - Basic

2P Stats Group Life - Sp/OP & Dep
2P State Group Life - Sp/OP & Dep
2P State Group Life - Sp/OP & Dep
2P State Group Life - Sp/OP & Dep
N State Group Life-Supplemental
2N State Group Life-Supplemental
N State Group Life-Supplemental
2N State Group Life-Supplemental

n 7]
First B4 147 of 47 B4 L ast

Total Charge
2200

2200
2200
2200
3054
3054
0.00
0.00
0.00
0.00
1292
0.00
0.00
0.00
1026
0.00
0.00
0.00
798
0.00
0.00
0.00
L)
28
b
23

1584

Total Payment




Benefits > Benefits Biling > Manage Acct Status and Balances > Review
Employee Balances

S0V WM B L S

2N State Group Life-Supplemental
25 Ind & Fam Life - Child{ran)
¥ 13 Dental Wisconsin
bound File Upload ] 2R Ind & Fam Lifz - Spouse/DP
a';j;;'g:” — 2M State Group Life - Basic
arkforee Administration 2R Ind & Fam Life - Spouse/DF

: nefits 11 Anthem DentalBlue Dental

e 10 State Group Fealtn

[ Review Employee Benefif 20 State Group Life - Additional
Enroll In Benefits 5 2R Ind & Fam Life - Spouse/DP

- Manage Automated
Enm\l?nent 11 Anthem DentalBlue Dental

Maintain Primary Jobs B 2 State Group Life - Basic
Reports 2R Ind & Fam Lifa - Spouse/DP
Interface with Providers ar 8 po

(> Monitor Savings PIn B 3Z Income Continuation Insurance

Emns_ions 11 Anthem DentalBlue Dental
Administer COBRA Benef 11 Anthem DentalBlue Dental

Benefits Billing . -
— Manage Acct Status ani 20 State Group Life - Additional

13 Dental Wisconsin
2N State Group Life-Supplemental
13 Dental Wisconsin

lest Hold/Altemz =

— Review Employee 2Q Ind & Fam Life - Employee
R ‘”es o 3 10 State Group Heafth
> Calculate and Review

Charges 20 State Group Life - Additional

[» Review Processing 3 2Q Ind & Fam Life - Employee

, gi;tgssmemems 2N State Group Life-Supplemental

Apply Payments g 2R Ind & Fam Life - Spouse/DP
M_a!(e Adjustments 3Z Income Continuation Insurance
gﬂ;‘]ﬂgmce 2P State Group Lifz - SpiDP & Dep

— EMLAMFMLA Request 25 Ind & Fam Life - Childiren)

> Time and Labor ; 2P State Group Life - SpDP & Dep
ol F'E;’;r‘j s 2N State Group Lie-Supplemental
Mgmt 2Q Ind & Fam Life - Employee
I» Payroll Interface 11 Anthem DentalBlue Dental

jarkforce Development . . )
rganizational Developmer 2Q Ind & Fam Life - Employee

jarkforce Monitoring 2R Ind & Fam Life - Spouse/DP

S;’Qp“fﬁ’".‘"‘.“”‘w 3R Ind & Fam Life- SpouselDP
jant Admissions . -
> Records and Enrollment 2M State Group Life - Basic

inancial Aid 2R Ind & Fam Life - Spouse/DP

: nterprise Companents
» UW Absence Management Grand Total: 296261 2062 61 0.00
Reports

1 UW Benefts Reports Charge Payment




Benefits > Benefits Billing > Calculate and Review Charges...
 Enter Manual Charges (not covered in today’s presentation)
 Review Charge Detall

[ My Favorites
[» CLEAN_Address
[ Inbound File Upload
[ Self Service
[ Manager Self Service
[ Workforce Administration
- Benefits
[» Employee/Dependent
Information
[ Review Employee Benefil
1> Enroll In Benefits
[» Manage Automated
Enroliment
[ Maintain Primary Jobs
[ Reports
> Inferface with Providers
[ Monitor Savings Pin
Extensions
[ Administer COBRA Benef
SEeneis Giling RN
[» Manage Acct Status ant
Balance
[ Calculate and Review
Charges
[» Review Processing
Results
[» Create Statements
[ Apply Payments
[» Make Adjustments
[» Billing Interface
[» Reports
- EMLA/WFMLA Request

[ Workforce Development
[ Orgamzanonal Deve\oprner

ﬁ Benefits Billing

Containg pages for managing biling for benefits costs, including printing statements, calculation and review of charges, biling adjustments, and application and pesting of payments.

= || Manage Acct Status and Balance

Displays account balances and identifies biling errors and requests holds or alternate addresses.

[=l Enrollin Biling
[=] Request HoldiAternate Address
[El Review Employee Balances

ﬁ Create Statements

Prints (or reprints} billing statements
= Print Billing Statement
=] Reprint Statements

Billing Interface
Provides biling file to Accounts Receivable (AR) and posting of payments from a file
=] Provide Biling to AR

Calculate and Review Charges
Initiates ?he autemated caleulation of biling charges, allows for manual charge entry and displays of charge
‘summaries.

[F Calculate Periodic Charges
| Enter Manual Charges
= Review Charge Details

3 More...

pply Payments
ﬁ Allocates payments to charges and displays payment and posting date summaries.

[=] Allocate Payments to Charges
= Review Payment/Details
[ Review Summary by Post Date

ﬁ Reports
Creates reports displaying details of biling andlor payment activities.
I Biling Audit
[E Accounts Recevable
=] Delinguent Accounts
2 More...

7z

7z

Review Processing Resuits

Hor

| Wordst | | AddioF:

Displays error messages and creates calculation error reports.

[=] Review Processing Messages
=] Caleulstion Error Report

Make Adjustments

Adjusts biling charges and payments
IE Adiust Charges

1= Adiust Payments

[E] Review Adjustment Summary




Benefits > Benefits Biling > Calculate and Review Charges > Review
Charge Detall

Review Charge Details

Enter any information you have and click Search. Leave fields blank for a listof all values.

_Find an Existing Value _anu a New Value
[» Workforce Administration
= Benefits ~ Search Criteria

[» EmployeeiDependent
Infarmation
eview Employee Benefil
nroll In Benefits
lanage Automated
Enraliment
laintain Primary Jobs
eports
terface with Providers
lonitor Savings Pin
Extensions
I Administer COBRA Benet

[
» Global Payroll & Absence
Mgmt
> Payroll Interface
Workforce Development
» Organizational Developmer
> Workforce Manitoring
ampus Community
Student Admissions
ecords and Enrollment

Empl ID: [begins with v |
Benefit Record Number:
Billing Period:

Plan Type:

Billing Charge ID:

Name:

Last Name:

Business Unit:
Department SetlD:
Department:
Organizational Relationshi

[ case Sensitive

Search Clear

Search Results
Wiew All

First g 1-100¢f 154 )] Last]

[T R - R S [ — | perrr—

'>usiness Unit|Department Organizational Relationship Primary Empl Red#|Billing Period Plan Type
A717035

MSN
WMSN
MSN
WMSN
MSN
WIMSN
MSN
WMSN
MSN
WMSN
MSN
WMSN
MSN
WMSN
MSN
WMSN
MSN
WMSN

AT17
AT17
AT17
AT17

m
E =

EEEREEEREEREEEERE

e e R e e e N N T T N T N T W Tl R = T = N =

Billing Charge 1D
I&F Child 742
|&F Sp/DP

I&F EE

SGL Sp&Dep

SGL Basic

SGL Add

SGL Sup

I&FEE

|&F Sp/DP

I&F Child

Health




Benefits > Benefits Billing > Apply Payment
« Review Payment Detail We attempt to post payments

« Review Summary By Post Date the same day we receive them
- these records should be up to

date.

Main Menu > Benefits >

ﬁ Benefits Billing
Contains pages for managing biling for benefits costs, including printing statements, calculation and review of charges, biling adjustments, and application and posting of payments.

Manage Acct Status and Balance Calculate and Review Charges Review Processing Results
Displays account balances and identifies biling errors and requests holds or afternate addresses. ﬁ Initiates the automated calculation of biling charges, allows for manual charge entry and displays of charge ﬁ Displays error messages and creates calculation errer reports. ’

I Manager Seff Service ] Envol in Biling SUTmaries =] Review Processing Messaoes

I» Workforce Administration =] Request Hold/Aternate Address f=Caale Pereh = [E] Calculation Error Report

[= Review Employee Balances [= Enter Manual Charges

3 :En;)p\oygemependent [l Review Charge Detais
niormation 3 More.

> Review Employee Benefi —
I+ EnrollIn Benefits Create Statements Apply Payments Make Adjustments
b ga”‘?‘ge ‘e‘?mmm ﬁ Prints (or reprints) biling statements. Allotates payments to charges and displays payment and posting date summaries. ﬁ Adiusts biling charges and payments.
b Mr;ri:mni]:gnmaw i [=] Print .B|I\|ng Statement B Allm.jate Payments to Charges E M.usi Charges
[=] Reprint Statements [=] Review Payment/Details =] Adjust Payments

I Reports : st Payn
I+ Intarface with Providers ] Review Summary by Post Date ] Review Adiustment Summary

b Monitor Savings Pin ﬁ Billng Interface ﬁ Reparts

. ﬁmﬁcoaﬂ ] Provides biling fis fo Accounts Receivable (4R) and posting of payments from  fis. Creates reports displaying detais of bilng andlor payment acivies
e enets biling {2 Provide Bilina o AR 3 Biling

[» Manage Acct Status an: [ Accounts Receivable
Balance [= Delinquent Accounts

I Calculate and Review 2 More.
Charges

I» Review Processing
Results

[ Create Statements

[» Apply Payments

[» Make Adjustments

I+ Billing Interface

[ Reports

- EMLAWFMLA Request
[> Time and Labor




y Favarites
LEAN_Address
bound File Upload
Self Service
anager Self Service
orkforce Administration
> Benefits
[ Employee/Dependent
Information
> Review Employee Benefil
nroll In Benefits
anage Automated
Enroliment
[> Maintain Primary Jobs
Reports
terface with Providers
onitor Savings Pin
Extensions
[ Administer COBRA Benet
= Benefits Billing
Manage Acct Status ani
Balance
[- Calculate and Review
Charges
[ Review Processing
Results
Create Statements
Apply Payments

i 83

— Review
Payment/Details
-R Summary by
Make Adjustments
Billing Interface
Reports
MLAWFMLA Request
ime and Labor
ayroll for North America
> Global Payroll & Absence
Mgmt
> Payroll Interface
orkforce Development
rganizational Developmer
lorkforce Monitoring
ampus Community
> Student Admissions
ecords and Enrollment
inancial Aid
> SetUp HRMS

Review Payment/Details

Enter any information you have and click Search. Leave fields blank for a list of all values.

_Find an Existing Value
~ Search Criteria

Empl ID:

Posting Date:

Posting Sequence:

Name:

Last Name:

Second Name:

Alternate Character Name
Middle Name:

[ case Sensitive

Search | Clear Ea e

Search Results

First g 1-14cf 14 g Last

Benefits > Benefits Billing > Apply Payments > Review Payment Detall

Y (blank)

Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)
Y (blank)

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

[ il o =l o el b Sl b el b Sl b S

81172012
07/11/2011
Juls]
05/24/2011

T T g gy gy S gy e Ry




Benefits > Benefits Biling > Apply Payments > Review Payment Detall

> WMy Favorites
» CLEAN_Address
. Inbound File Upload _ Person ID: _
» Self Service
> Manager Self Semvice
» Workforce Administration
- Benefits
[» Employee/Dependent
Information
E E::gﬁTnEBn;ﬁI:});‘;e N Entry Date: 0201172015 Print Period: Payment ID; 5105
[» Manage Automated
Enrollment
[» Maintain Primary Jobs Payment: . Payment Adjustments: 0.00 Actual Payment: £5.16
[» Reports

E'M”fnrgregﬁ‘n:gl‘:“ Payment Review Personaize | Find | View a1 | £ | 38 F|rr' 1ait ]

Extensions COBRA al Amount S
= Benefits Billin
. 0.00

I Manage Acct Status an 12102014 1412 Dental Wi Select 7159
Balance
b gﬁg‘;’:&““ T Applied to Open Credit:  43.44 Total Allocation: 000
[ Review Processing
Results
b Create Statements £\Retum to Search | [l Previous in Lis | +E Next in List | (=] Notiy |
= Apply Payments
- Allocate Payments to
Charges
- Review
PaymentDetails
- Review Summary by
Fost Date
[ Make Adjustments
[+ Billing Interface

[: Eeporis

Posting Date: 02/11/2015 Posting Sequence: Form of Payment: Check




Benefits > Benefits Biling > Apply Payments > Review Summary By Post
Date

Menu
Search:

Smmry by Pst Date

[ My Favorites

[» CLEAN_Address

[ Inbound File Upload
[ Self Senvice

[» Manager Self Semvice .
> Workforce Administration _ Person ID: _
— Bengfits

[ Employee/Dependeant "
information Payment Summary permna|ze|ﬁnd|~:mm|@ o Frst B Laporia O Lo

[ Review Employee Benefi Posting Date P“t Form of Payment Actual Pmt| Pmt Adjust Entry Date
[ Enrall In Benefits
[ Manage Automated 02112015 Check 65.16 65.16 02112015 6195

Enroliment 0102812015 Check 115.03 11503 01282015 1502 6069
[ Maintain Primary Jobs
> Reports 124112014 Check 26670 26870 12412014 1502 5848

> Interface with Providers 11252014 Check 2361 111252014 1502 5762

[ Monitor Savings Pin
Extensions 11/06/2014 Check 32412 111062014 1502 5674

> Administer COBRA Benei 10/08/2014 Check : 32411 10/08/2014 1502 5584
= Benefits Billing 0916/2014 Check | 2361 00162014 1502 5475

d g:lgiﬂ: R 0311412013 Check . 32758 03442013 1502 3077

[ Calculate and Review 021212013 Check ‘ 32848 02122013 1502 2950
Cha_rges , 01/09/2013 Check [ 340.26 01/0872013 1502 2813
[ Review Processing
Results
[ Create Statements
= Apply Payments
- Allocate Payments to
Charges
- Review
Payment/Details
- Review Summary by
Post Date

[» Make Adjustments

E\Return to Search | (=] Notify |




Benefits > Benefits Biling > Make Adjustments......
Review Adjustment Summary

Inbound File Upload
Self Service

- Manager Self Service
WorkbrceAdmlmshahon

[ Employee.'Dependent
Information
> Review Employee Beneft
[» Enrall In Benefits
[» Manage Automated
Enroliment
[» Maintain Primary Jobs
[> Reports
[» Interface with Providers
[> Monitor Savings PIn
Extensions
[» Administer COBRA Benef
;
[» Manage Acct Status an
Balance
[» Calculate and Review
Charges
[» Review Processing
Results
[+ Create Statements
[» Apply Paymems

[» Billing Interface

Main Menu > Benefis »

") BeneisBllng

Adjustments are made centrally at
the UWSC. You can use this screen
to see why the adjustment was

made.

Contains pages for managing biling for benefits costs, including printing statements, calculation and review of charges, biling adjustments, and application and posting of payments,

V Manage Acct Status and Balance
Displays account balances and identfies biling errors and requests holds or atemnate addresses

[ Enrollin Biling
[F) Request Hold/Alternate Address
[ Review Employes Balances

Create Statements

ﬁ Prints (or reprints) biling statements,
[ Print Billing Statement
[ Reprint Statements

Billing Interface
Provides billing file to Accounts Receivable (AR) and posting of payments from a file

[ Provide Biling to AR

Calculate and Review Charges
Initiates the automated calculation of biling charges, allows for manual charge entry and displays of charge
sUmmaries.

[ Calculate Periodic Charges
[ Enter Manual Charges
[ Review Charge Defals

3 Mare...

Apply Payments
Allocates payments o charges and displays payment and posting date summaries

[ Allocate Payments to Charges
[F Review Payment/Details
[F] Review Summary by Post Date

ﬁ Reparts
Creates reports displaying details of biling and/or payment activiies.
[ Billng Augit
[ Actounts Receivable
[F Delinguent Actounts
LMore..

Z

Z

Review Processing Resuits

nome |

WWOIRRL || AW CAVOIES | SRiL

Displays ermor messages and creates calculation eror reports.

| Review Processing Messages
% Calculation Error Report

Make Adjustments

Adjusts billng charges and payments

IF] Adjust Charges
] Adiust Payments
] Review Adijustment Summary




Benefits > Benefits Biling > Make Adjustments > Review Adjustment
Summary

Search;

[ My Favorites
[ CLEAN_Address
[ Inbound File Upload
[ Self Service
[ Manager Self Service
[ Workforce Administration
- Benefits
[» Employee/Dependent
Infarmation
[» Review Employee Benefil
[ Enrall In Banefits
[» Manage Automated
Enrollment
[» Maintain Primary Jobs
[» Reports
[» Interface with Providers
[> Monitor Savings Pin
Extensions
[» Administer COBRA Benet
< Benefits Billing
[» Manage Acct Status ant
Balance
[ Calculate and Review
Charges
[» Review Processing
Results
[ Create Statements
[> Apply Payments
= Make Adjustments
- Adjust Charges
- Adjust Payments
- Review Adjustr
mmary
[> Billing Interface
[» Reports
- EMLAMWFMLA Request
[ Time and Labar
1> Payroll for North America
[ Global Payrall & Absence
Mgmt
[ Payroll Interface
[ Workforce Development
[ Organizational Developmer
[ Workiorce Monitoring
[ Campus Community
[ Student Admissions
[ Records and Enrollment
[ Financial Aid
[ SetUp HRMS
[ SetUp SACR
[ Enterprise Companents
[ UW Absence Management

Raparts

Adjustm. Summary

This page works well with the
Review Charge Detall. It
provides why the adjustment

Adjustment Details

Posting Date

020312015

02/0312015
0173112015
0173112015
013112015
0173112015
013112015
0173112015
013112015
0173112015
013112015

0173112015
013112015
0173112015

0173112015
0173112015

0173112015

0173112015

Adjustment Type

Payment Adjustment

Payment Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment
Charge Adjustment

Charge Adjustment
Charge Adjustment
Charge Adjustment

Charge Adjustment
Charge Adjustment
Charge Adjustment

Charge Adjustment

My eror-the orig

refund for SGL and was to be credited to his
old charges first. The paymentwas properly
applied.

Payment Plan was suppose to be allocated
to current charge first instead of past charges

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009659 Premium waiver SGL
effective 511114

Wiscit 1009654 paid on 2013BWD5

Wiscit 1009659 Premium waiver SGL
effective 511114
Wiscit 1009659 Premium waiver SGL
effective 511114
Wiscit 1009659 Premium waiver SGL
effective 511114
Wiscit 1009659 Premium waiver SGL
effective 511114
Wiscit 1009659 Premium waiver SGL
effective 51114

02/03/15 3:26:58PM

No 020315 3:10:16PM

was done.

First n 1-400 of 100 ] Last
Entered By

00108513

00108513




Institutional Updates & Feedback

= UW-Extension
= UW-Green Bay
= UW-Parkside
= UW-River Falls
= UWSA

= UW-Stout

= UW-Superior

= UW Colleges

UNIVERSITY or WISCONSIN
SERVICE CENTER




Important Year-End Payroll Dates — 2014

IiiiiIIIIIIIIIiiiiiIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

12/01/2014

12/17/2014

12/23/2014

12/26/2014

12/30/2014

01/02/2015

01/09/2015

01/20/2015

01/23/2015

01/29/2015

01/31/2015

02/23/2015
03/01/2015
03/02/2015

Last on-cycle pay date in 2014 for monthly paid staff

Check Correction deadline to guarantee employees’ original W-2s reflect
the correct amounts

Last on-cycle pay date in 2014 for bi-weekly paid staff
NOON — Deadline for Missed Payroll submissions for inclusion on 2014 W-2s

Last off-cycle check date for 2014 (bi-weekly and maonthly paid staff)

Final deadline for last minute Check Correction adjustments on an
employee’s W-2 (not guaranteed, based on volume)

Deadline for Taxable Fringe Adjustments for calendar year 2014
Targeted print date for 2014 W-2s

Targeted print date for 2014 Fellowship/Scholarship Letters

Targeted date for employees to begin receiving 2014 W-2s and
Fellowship/Scholarship Letters

IRS postmark deadline for employees 2014 W-2s

Targeted print date for 2014 1042-5 forms

CYE posts to WISDM (approximately)

Targeted date for employees to receive 2014 1042-5 forms

<. -.VERSITY or WISCONSIN
SERVICE CENTER




Calendar Review

February 2015 e

““_M““

[EM] Pay Period [EA] Pay Period
Begin End

["-'B] Pay Period ["’A] 2nd Batch ["-'A] 3rd Batch ["-'A] 4th Batch ["-'A] Confirmation ["-'M] 1st Batch
Begin Prelim Calc Prelim Calc Prelim Calc Deadline (Eve) Prelim Calc
[2A] Payroll and [24] FICA [2a] Final Calc

Benefit Retro and Y Deadline

[2A] 1st Batch

Prelim Calc

15 16

[2M] 2nd Batch [2M] 3rd Batch
Prelim Calc Prelim Calc

Payline Load

21

17 18 19 20
[2M] 4th Batch [2M] FICA [2A] Pay Date [2B] Pay Period
Prelim Calc Deadline [2M] Final Calc End

[2m] _Payroll andd [EN:.] 5Eh|Batch [2M] Confirmation
Benght Retro an Prelim Calc Deadiine (Eve)

Payline Load

Washington's
Birthday [Federal

Reserve Bank
Holiday]

22 23 2 25 26 27 28
[3A] Pay Period [2B] 2nd Batch [2B] Payroll and [2B] 4th Batch [2B] Final Calc [2M] Pay Date [2M] Pay Period
Begin Prelim Calc Benefit Retro and YPrelim Calc [2B] Confirmation End

Deadline (Eve)

Payline Load [2B] EICA

[28] 3rd Batch
Prelim Calc

[2B] 1st Batch
Prelim Calc




Calendar Review

Q &
March 2015
| sen | Mon | Tue | Wed | Thu | Fi_ [ Sat__|
3 4

1 2 5 (5] 7
[3M] Pay Period [3A] Pay Period
Begin End

12
[2A] Final Calc

13 14
[3m] 1st Batch
Prelim Calc

g8 9 10 11
[2A] 1st Batch [2A] 2nd Batch [2Aa] 3rd Batch [2A] 4th Batch
Prelim Calc Prelim Calc Prelim Calc Prelim Calc

[3A] Payroll and [2A] FICA
Benefit Retro and

[2A] Confirmation
[3B] Pay Period Deadline (Eve)
Begin

18 19 20 21

15
[3m] 2nd Batch [3M] 3rd Batch [3M] Payroll and [3m] FICA 3M] Final Calc [3B] Pay Period
Prelim Calc Prelim Calc Benefit Retro and JDeadline 3A] Pay Date End

Payline Load
3M] 4th Batch E?h':.] SEhlBatCh [3M] Confirmation
L _] | Bateh B (SR Deadline (Eve)
Prelim Calc
[BB] 1st Batch [3E!] 2nd Batch [BB] 3rd Batch [3E!] 4th Batch [3E!] Confirmation
Prelim Calc Prelim Calc Prelim Calc Prelim Calc Deadline (Eve)

[4A] Pay Period [38] Payroll and || [38] Fica
Begin

Benefit Retro and

Deadline

Payline Load

28

Deadline

Payline Load
29 30 31

[3M] Pay Period
End

e o IDCONSIN
SERVICE CENTER




Questions?

UNIVERSITY or WISCONSIN
SERVICE CENTER
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