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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 
§  Stale Checks 
§  LOA Checklist 
§  Short Work Break 
§  Annual ALRA Conversion 
§  TASC Training 
§  Institution Feedback & Updates 
§  Calendar Review 
§  Questions/Comments 



Stale Checks 



Leave of Absence Checklist 
Employee Benefit Checklist (UWS-401)  

For Employees Going on an Unpaid Leave of Absence (LOA) 
www.wisconsin.edu/ohrwd/benefits/download/empcha/loa/loalist.pdf 

§  This is an Administrative Tool developed to be 
completed by Benefits Staff to assist with: 

§  Counseling and decision making of the employee 
§  Record of understanding between the employee and the 

UW Institution 
§  Entering information into HRS 

§  If the employee chooses to lapse coverage, determine 
the paid through date and make note for HRS entry 

§  They will have a special 30 enrollment upon return from leave 
to reenroll in the lapsed benefits 
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Short Work Break (SBK)  
§  SBK Batch Processing 
 

§  The SBK Batch Process is scheduled to 
run on the evening of 05/27/2015 after 
all nightly HRS Batch processing has 
been completed. 

§  All active C-basis employees will be put 
on a Short Work Break. 
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Annual ALRA Conversion 
§  Unclassified employees (academic staff, faculty and limited) with a 

12-month appointment are eligible to bank unused vacation in an 
Annual Leave Reserve Account (ALRA).  This is made available during 
their 11th fiscal year of employment.  Note:  The hours are placed in 
reserve at the end of that fiscal year.  Unclassified vacation is allocated 
on a fiscal year basis. Unused vacation can be carried over into the 
following fiscal year, but must be used by the end of that fiscal year or 
it will be lost. 

	
  
§  The July Leave Report will indicate how many hours of unused 

vacation an employee is eligible to bank into ALRA. Eligible employees 
are allowed to bank any unused vacation as of June 30, 2015.	
  

 



Annual ALRA Conversion 
§  If the employee meets the eligibility requirements for ALRA:	
  

•  They may transfer unused vacation hours into an ALRA account to use at a 
future date (banked hours do not expire).	
  

•  They may accumulate hours in the ALRA from year to year without limit.	
  
•  Employees will be offered the option to bank hours in July following the 

fiscal year in which the employee qualifies.	
  
•  Banking Schedule (the amount of leave that can be banked is prorated if 

part-time): 	
  
o  Employee is allowed to bank up to 40 hours of vacation into ALRA per 

year at the beginning of their 11th fiscal year of employment.	
  
o  Employee is allowed to bank up to 80 hours of vacation into ALRA per 

year at the beginning of their 26th fiscal year of employment.	
  
o  The hours are placed in reserve at the end of that fiscal year (the hours 

designated for ALRA will be included in the August Leave Report).	
  

 



Annual ALRA Conversion 
§  When banking hours to ALRA, the vacation hours used will first come 

from any remaining Vacation Carryover as of June 30, 2015. If the 
employee allocates more unused vacation to ALRA than currently in 
Vacation Carryover, the additional hours to be banked will come from 
the new Vacation Carryover balance as of July 1, 2015 (vacation 
earned in the current fiscal year).	
  



TASC Training 

§  Institution Benefit Coordinators will receive their 
login credentials to TASC Online the morning of 
May 19, 2015 (prior to the Affinity Group calls). 
Samantha Quinney will email a notification on May 
18 so Benefits Coordinators can be watching for 
the login credentials the next morning.  



TASC	
  Training	
  
•  h,p://www.tasconline.com	
  
•  Login	
  to	
  TASC	
  account	
  



TASC	
  Training	
  

•  To	
  view	
  your	
  employees,	
  click	
  Manage	
  FSA:	
  



•  You	
  can	
  search	
  for	
  an	
  employee	
  by	
  TASC	
  ID,	
  by	
  name,	
  or	
  by	
  
plan	
  type.	
  To	
  search	
  by	
  name	
  or	
  TASC	
  ID,	
  put	
  in	
  their	
  
informaFon	
  into	
  the	
  “Search”	
  bar:	
  



•  Press	
  “Go”	
  or	
  Enter	
  bu,on.	
  



•  ALer	
  searching,	
  it	
  will	
  bring	
  down	
  a	
  list	
  of	
  
people	
  who	
  match	
  the	
  criteria	
  entered:	
  



•  Click	
  on	
  
parFcipant	
  you	
  
want,	
  and	
  it	
  will	
  
provide	
  opFons	
  
for	
  addiFonal	
  
things	
  you	
  can	
  
see	
  for	
  
employee:	
  



•  Profile	
  will	
  show	
  you	
  the	
  employee’s	
  address,	
  
username,	
  email,	
  and	
  phone	
  number.	
  	
  Profile	
  page:	
  	
  



•  To	
  get	
  out	
  of	
  the	
  profile,	
  but	
  to	
  stay	
  on	
  the	
  
employee,	
  press	
  the	
  “ParFcipant	
  Manager”	
  bu,on	
  in	
  
top	
  right	
  corner.	
  	
  



•  Now	
  you	
  can	
  go	
  into	
  their	
  Account	
  
Management	
  to	
  see	
  annual	
  elecFon	
  amount,	
  
contribuFons-­‐to-­‐date,	
  and	
  reimbursements.	
  	
  



•  To	
  know	
  what	
  plan	
  they	
  are	
  under,	
  it	
  shows	
  at	
  
the	
  top	
  if	
  they	
  are	
  FSA	
  Bi-­‐Weekly,	
  FSA	
  
Monthly,	
  FSA	
  9-­‐pay;	
  or	
  LPFSA	
  Bi-­‐Weekly,	
  
LPFSA	
  Monthly,	
  LPFSA	
  9-­‐pay.	
  	
  



•  You	
  can	
  see	
  what	
  reimbursements	
  were	
  paid,	
  
pending,	
  or	
  denied:	
  	
  



•  You	
  can	
  see	
  what	
  day	
  and	
  how	
  much	
  was	
  submi,ed	
  for	
  
reimbursement:	
  	
  

•  Veriflex	
  Status.	
  If	
  it	
  says	
  “Receipts	
  Required”	
  it	
  means	
  that	
  
substanFaFon	
  is	
  required.	
  Even	
  if	
  the	
  TASC	
  card	
  is	
  used	
  it	
  may	
  
sFll	
  require	
  substanFaFon	
  to	
  be	
  submi,ed.	
  If	
  it’s	
  not	
  
submi,ed,	
  it	
  will	
  result	
  in	
  “unsubstanFated	
  claims”	
  at	
  the	
  end	
  
of	
  the	
  year.	
  If	
  the	
  employee	
  is	
  submi[ng	
  a	
  claim	
  (paid	
  out	
  of	
  
pocket,	
  now	
  seeking	
  reimbursement)	
  and	
  it	
  says,	
  “Receipts	
  
Required,”	
  then	
  the	
  claim	
  will	
  not	
  be	
  processed	
  unFl	
  
substanFaFon	
  is	
  submi,ed.	
  	
  



•  You	
  can	
  view	
  contribuFons	
  and	
  see	
  if	
  funds	
  
have	
  posted	
  for	
  pay	
  date.	
  



•  This	
  is	
  where	
  you	
  can	
  review	
  Reimbursements	
  via	
  
My	
  Cash/Claim	
  Card.	
  “Claim	
  Card”	
  means	
  employee	
  
used	
  their	
  TASC	
  Debit	
  Card.	
  “MyCash”	
  means	
  
employee	
  used	
  their	
  own	
  funds	
  and	
  were	
  
reimbursed.	
  You	
  can	
  see	
  what	
  day	
  and	
  how	
  much	
  
got	
  reimbursed.	
  



FAQ	
  
•  How	
  do	
  I	
  know	
  if	
  someone’s	
  account	
  is	
  terminated?	
  	
  

a.  If	
  someone’s	
  account	
  is	
  terminated,	
  a	
  yellow	
  box	
  will	
  be	
  
on	
  top	
  when	
  you	
  click	
  to	
  view	
  that	
  person’s	
  account.	
  For	
  
example:	
  



•  Why	
  am	
  I	
  seeing	
  two	
  accounts	
  for	
  someone?	
  
a.  You	
  are	
  seeing	
  two	
  or	
  more	
  accounts	
  because	
  the	
  person	
  changed	
  

payroll	
  frequencies	
  (i.e.	
  biweekly,	
  monthly,	
  9-­‐pay,	
  or	
  LPFSA).	
  Only	
  1	
  
account	
  is	
  acFve	
  and	
  it	
  is	
  the	
  one	
  with	
  their	
  current	
  plan	
  type	
  and	
  
payroll	
  frequency;	
  the	
  others	
  are	
  terminated.	
  	
  

b.  OR	
  during	
  the	
  Takeover	
  between	
  WageWorks	
  &	
  TASC,	
  TASC	
  
couldn’t	
  match	
  up	
  a	
  person	
  with	
  their	
  WageWorks	
  account,	
  so	
  TASC	
  
created	
  new	
  account.	
  Employees	
  potenFally	
  could	
  have	
  a	
  separate	
  
account	
  for	
  2014	
  and	
  2015.	
  

c.  Screenshot	
  of	
  mulFple	
  accounts:	
  	
  



•  How	
  do	
  I	
  see	
  if	
  they	
  had	
  2014	
  plan?	
  	
  
a.  Search	
  for	
  employee,	
  click	
  on	
  employee,	
  click	
  

Account	
  Management,	
  then	
  select	
  from	
  the	
  drop	
  
down	
  the	
  year	
  you	
  want	
  to	
  look	
  at.	
  Screenshot	
  
below:	
  



FAQ	
  (conFnued)	
  
•  Employee	
  had	
  a	
  qualifying	
  event	
  to	
  change	
  elecBon	
  
amount,	
  but	
  the	
  employee’s	
  annual	
  elecBon	
  amount	
  
is	
  incorrect	
  in	
  TASC,	
  how	
  do	
  I	
  fix	
  it?	
  
a.  You	
  will	
  need	
  to	
  contact	
  UWSC	
  and	
  we	
  will	
  work	
  with	
  

TASC	
  to	
  fix.	
  	
  
•  Employee	
  would	
  like	
  to	
  update	
  their	
  address,	
  name,	
  
email,	
  phone,	
  etc.,	
  how	
  can	
  they	
  do	
  this?	
  
a.  Employee	
  can	
  login	
  into	
  their	
  account	
  and	
  change	
  this	
  

themselves.	
  You	
  can	
  give	
  them	
  their	
  username	
  to	
  help	
  
them	
  out.	
  If	
  they	
  don’t	
  remember	
  their	
  password	
  to	
  get	
  
in,	
  they	
  can	
  reset	
  it.	
  The	
  password	
  reset	
  will	
  be	
  sent	
  to	
  
their	
  email	
  account	
  on	
  file	
  with	
  TASC.	
  If	
  there	
  is	
  no	
  email	
  
on	
  file	
  with	
  TASC,	
  you	
  can	
  add	
  it.	
  



FAQ	
  (conFnued)	
  

•  How	
  do	
  I	
  see	
  employee’s	
  username?	
  	
  
a.  Search	
  for	
  employee,	
  click	
  on	
  employee,	
  click	
  on	
  

Profile.	
  Screenshot	
  of	
  where	
  username	
  is:	
  



•  Why	
  haven’t	
  I	
  goLen	
  reimbursed	
  yet?	
  	
  
a.  If	
  receipts	
  are	
  required,	
  the	
  claim	
  will	
  not	
  be	
  processed.	
  The	
  

employee	
  needs	
  to	
  check	
  their	
  “VeriFlex	
  Status”	
  to	
  see	
  if	
  
receipts	
  are	
  needed	
  for	
  substanFaFon.	
  Employees	
  might	
  have	
  
funds	
  si[ng	
  in	
  MyCash.	
  They	
  can	
  see	
  it	
  when	
  they	
  login.	
  	
  



FAQ	
  (conFnued)	
  
•  If	
  money	
  is	
  in	
  here,	
  click	
  on	
  “MyCash”.	
  Transfer	
  your	
  
MyCash	
  money	
  to	
  your	
  bank	
  account.	
  	
  



TASC:	
  Other	
  OpFons	
  on	
  TASC	
  Site	
  
•  Login	
  to	
  TASC	
  account	
  



TASC:	
  Other	
  OpFons	
  on	
  TASC	
  Site	
  (cont.)	
  

•  click	
  Manage	
  FSA	
  



•  Manage	
  your	
  
User	
  Profile	
  	
  



TASC:	
  Other	
  OpFons	
  on	
  TASC	
  Site	
  (cont.)	
  

•  You	
  can	
  add	
  addiFonal	
  informaFon	
  



Warning!	
  

•  CommunicaFon	
  Tab.	
  Please	
  AVOID	
  checking	
  
these	
  boxes	
  highlighted	
  below.	
  



TASC	
  

• QuesFons?	
  



5B and 5M Payrolls Have Non-Standard 
Schedules 

§  2015BW05B: 
5/15/15 – Paysheets created (overnight) 
5/18/15 – Payline request deadline - 4:30 p.m. 
5/18/15 – Payline and retro load (overnight) 
5/19/15 – FICA deadline – Noon 
5/19/15 – Absence event entry best practice due date – 8:00 p.m. 
5/20/15 – Final calc/confirmation – Noon 
 
2015UNC05: 
5/21/15 – Paysheets created (overnight) 
5/22/15 – Payline request deadline – 4:30 p.m. 
5/23/15 – Payline and retro load (overnight) 
5/24/15 – FICA deadline – Noon 
5/25/15 – Absence event entry best practice due date – 8:00 p.m. 
5/26/15 – Final calc/confirmation – Noon 
 
Please also be aware that no payroll calculation jobs will be running the night of 5/25 
(Memorial Day).  Any payroll related changes made on the 25th will not be viewable on 
Review Paycheck or the Payroll Edit Report the morning of 5/26, but will be picked up in 
the 5M confirm that begins at noon on the 26th.  Affinity Groups will monitor WiscITs over 
the Memorial Day Weekend. 



Institutional Updates & Feedback 
§  UW-Stout 
§  UW-Superior 
§  UW Colleges 
§  UW-Extension 
§  UW-Green Bay 
§  UW-Parkside 
§  UW-River Falls 
§  UW System Administration 



Calendar Review 



Questions? 


