
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 
 Introduction 
 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 
 Institution Feedback & Updates 
 Calendar Year End Schedule 
 Calendar Review 
 Questions/Comments 



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 



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 



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! 



OIM Training 
 March 9 
 Blackboard Collaborate 



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)? 



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: 

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



FACTS (cont.) 
 Form consists of  
   employee information:  
 Personal record of ALL of their time spent 

“working” in Wisconsin over the calendar year 
 



FACTS (cont.) 
 Declaration by employee (signed) 
 Approval by HR/PY Coordinator (signed) 

 



Customers 
• Employees are 

identified by their 
supervisors. 
Employees complete 
form. 

Affinity Groups 
• Provide support for 

questions 
• Enter ticket for 

completed forms and 
forward to UWSC 
Payroll. 

Payroll 
• Review  and enter 

forms before CYE. 
• Provide confirmation 

through ticket closure. 
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BUSINESS FLOW 



Questions? 
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NAVIGATION IN HRS FOR 
BENEFIT BILLING SCREENS  



Tip - Use My Favorites to quickly move to my commonly 
used screens for benefit billing.  I placed BB – in front of all 
favorites that relate to benefit billing for easy retrieval. 
 



Benefits > Benefits Billing > Manage Acct Status and Balances…… 
• Enroll in Benefits 
• Review Employee Balances 



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

Best practices: 
• Effective date always 

the 1st of the month. 
• If the employee may be 

out more than 3 months 
on a LOA w/o pay - go 
ahead and enter the 
Total Rate for the 4th 
month for SGH and ICI 
when you set them up. 
Follow policy for C-basis 
Academic Year 
Employees. 

• If the employee is 
termed and rehired the 
BB record will be 
inactivated.  You will 
have to activate again. 

• If the employee’s LOA is 
ended and restarted in 
Job Data the BB record 
will be inactivated.  You 
will have to activate 
again. 

 



Main Menu > Payroll for North America > Periodic Payroll Events USA > 
Balance Reviews > Arrears 

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



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



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

Charge   Payment     
Owe 
 



Benefits > Benefits Billing > Calculate and Review Charges… 
• Enter Manual Charges (not covered in today’s presentation) 
• Review Charge Detail 



Benefits > Benefits Billing > Calculate and Review Charges > Review 
Charge Detail 



Benefits > Benefits Billing > Apply Payments…… 
• Review Payment Detail 
• Review Summary By Post Date 

We attempt to post payments 
the same day we receive them 
- these records should be up to 
date. 



Benefits > Benefits Billing > Apply Payments > Review Payment Detail 
 
 
 
 



Benefits > Benefits Billing > Apply Payments > Review Payment Detail 



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



Benefits > Benefits Billing > Make Adjustments…… 
• Review Adjustment Summary 

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



Benefits > Benefits Billing > Make Adjustments > Review Adjustment 
Summary 

This page works well with the 
Review Charge Detail. It 
provides why the adjustment 
was done. 



Institutional Updates & Feedback 
 UW-Extension 
 UW-Green Bay 
 UW-Parkside 
 UW-River Falls 
 UWSA 
 UW-Stout 
 UW-Superior 
 UW Colleges 



Important Year-End Payroll Dates – 2014 



Calendar Review 



Calendar Review 



Questions? 
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