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The University of Wisconsin Service Center will
• Serve…the people of the University of Wisconsin System

• Collaborate…by being supportive and constructive
• Act with Integrity…always and in all matters
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Agenda

• BN: ABE 2019 IYC Kick-Off

Rehired Annuitant Form

ACA Processing Date Change

• HR: Vacant Position Report

• PY: Salary Advance Request

US Bank Focus Card

• AM: Monthly LH Load

FA/AS/LI Pending Absence Approvals

• PD: Upcoming Training

Calendar Review

Institutional Feedback
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ABE 2019 IYC Kick-Off and UW Training

ABE 2019: IYC Kick-Off

• The Department of Employee Trust Funds (ETF) will host the 
IYC kick-off on Wednesday, September 19, 2018 (Alliant Energy 
Center, Madison).

For those traveling to Madison for the kick-off that would like a conference room to work in 
the afternoon of the kick-off, there will be one available at the UW Service Center (660 W. 
Washington Street, Madison).

ABE 2019: UW Training

• UW System HR and UW System Service Center will host the 
Training for administrators on Thursday, September 20, 2018
(UW Service Center: 660 W. Washington Street, Madison).

Both the IYC Kick-Off and the UW Training are available to attend in person or remotely.



Rehired Annuitant Form

• Version of Rehired Annuitant Form
– ETF has reported receiving outdated Rehired Annuitant Forms (ET-2319). 

– Please make sure you are using the most current form: ET-2319 Rehired 
Annuitant Form (http://etf.wi.gov/publications/et2319.pdf)

• Returning Completed Forms
– ET-2319 requires a signature from a WRS agent. 

• ETF is receiving forms signed by human resource representatives and forms 
that are not signed by a WRS agent.

– Please have employees submit completed Rehired Annuitant Forms to 
human resources office within 7 days of returning to work.  The forms 
should then be faxed to the Service Center at 608-890-2194 for review 
and signature.  The Service Center will then submit to ETF.

– Resource – Rehired Annuitant Checklist

http://etf.wi.gov/publications/et2319.pdf
https://www.wisconsin.edu/ohrwd/admin/download/ra.pdf
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ACA Processing Date Change

• August ACA Processing has been rescheduled 

from August 11 to August 18, 2018

• ACA Reports generated by this process will not 

be available until after August 18
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Questions?
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Vacant Positions Report

• When running the Vacant Positions Report, users will now receive an 

excel (as well as PDF) output file when they run the report in PDF 

format. 
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Vacant Position Report

• The following missing headers were added 

to the PDF report (and match the excel 

headers): 

– Department Description 

– Job Code Description
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Questions?
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Salary Advance Request (MSN)

• Salary Advances can only be requested for brand new 

FA/AS/LI employees and cannot exceed 35% of monthly 

gross salary

• Requests for 2018 salary advances are due Friday, August 

24, 2018

• Resulting off-cycle payments created by the UWSC will be 

dated September 5, 2018

• If ACH is not established, a paper check will be mailed to 

the address in HRS

• The employee must complete the Salary Advance Request 

and Payroll Deduction Form 

(https://www.wisconsin.edu/financial-administration/forms-and-publications/#salary)

• Salary Advance form is to be kept at the Division Office for 

your records

https://www.wisconsin.edu/financial-administration/forms-and-publications/
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Salary Advance Request (MSN)

• Methods available to request salary advance:

• Complete spreadsheet and send to ag1@uwsa.edu with 

“Salary Advance 2018” in subject line (template attached)

• Complete the request form located at: 
https://uwservice.wisc.edu/administration/salary-advance/

This option will be routed directly to the UWSC and a Wiscit will be created

• Policy reference: UW System Administrative Policy 230, IV.F 
• https://www.wisconsin.edu/financial-administration/financial-administrative-policies-

procedures/fppp/f29-rev-2-salary-and-fringe-benefits-calculations-for-unclassified-staff/

mailto:ag1@uwsa.edu
https://uwservice.wisc.edu/administration/salary-advance/
https://www.wisconsin.edu/financial-administration/financial-administrative-policies-procedures/fppp/f29-rev-2-salary-and-fringe-benefits-calculations-for-unclassified-staff/
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Salary Advance Request (Non-MSN)

• Options for processing Salary Advance Requests:

• Use Campus Contingent Fund to issue the salary advance payment 

with an off-setting Accounts Receivable to be taken on the 

September payroll

• Submit a request to the UW Service Center for an off-cycle payment 

for the salary advance which will include a negative gross 

adjustment to be taken on the September payroll (negative gross will 

be entered by UWSC)

• Methods available to submit MPR (second option above):

• Complete spreadsheet and email to your AG with “Salary Advance 

2018” in subject line (template attached)

• Complete the request form located at: 

https://uwservice.wisc.edu/administration/salary-advance/

This option will be routed directly to the UWSC and a wiscit will be created

• Salary Advances can only be requested for brand new FA/AS/LI 

employees and cannot exceed 35% of monthly gross salary

https://uwservice.wisc.edu/administration/salary-advance/
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Salary Advance Request (Non-MSN)

• If you choose to use the off-cycle payment (MPR) to request 

a salary advance:

– Requests for 2018 salary advances are due Friday, August 24, 2018

– Resulting off-cycle payments created by the UWSC will be dated 

September 5, 2018

• If ACH is not established, a paper check will be mailed to 

the address in HRS

• The employee must complete the Salary Advance Request 

and Payroll Deduction Form 

(https://www.wisconsin.edu/financial-administration/forms-and-publications/#salary)

• Salary Advance Request forms are to be kept at the 

Institution for your records

• Policy reference: UW System Administrative Policy 230, IV.F
• https://www.wisconsin.edu/financial-administration/financial-administrative-policies-

procedures/fppp/f29-rev-2-salary-and-fringe-benefits-calculations-for-unclassified-staff/

https://www.wisconsin.edu/financial-administration/forms-and-publications/
https://www.wisconsin.edu/financial-administration/financial-administrative-policies-procedures/fppp/f29-rev-2-salary-and-fringe-benefits-calculations-for-unclassified-staff/
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Questions?
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US Bank Focus Card
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US Bank Focus Card

Advantages of having a Focus Card:
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US Bank Focus Card Alerts
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US Bank Focus Card Alerts cont’d
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US Bank Focus Card Facts

• Focus MasterCard will have a 3 year expiration date

• Allows employer to load & reload payroll payments directly 

to employee’s card on pay date

• Cards will be mailed directly to employee’s HOME address 

in HRS (will not mail to foreign address)

• Employee will need to register their card before it can be 

used

• Employee will need CVV and DOB to activate card



20

US Bank Focus Card Facts cont’d

Focus MasterCard can be used worldwide

• to pay bills on line

• for point of sale purchases

• for cash advance via ATM or in brick & mortar bank facilities

• Balance can be withdrawn with no fee at US Bank ATM or 

Money Pass ATM 

• Money Pass ATMs include Kwik Trip, Associated Bank, and 

several local banks

• https://www.moneypass.com/atm-locator.html

https://www.moneypass.com/atm-locator.html
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US Bank Focus Card Facts cont’d

• Employees will work directly with US Bank to:

• Update home address

• Request replacement for lost or stolen cards

(no fee for one replacement card in a 12 month cycle)

• US Bank contact online or via phone

• Goals of using US Bank Focus Card:

• Reduces paper check issuance

• Avoids check cashing fees

• Assures access to payment on pay day

• Target Go Live:  

• 9M/9B Payrolls for existing non-ACH employees

• October for newly hired employees
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Questions?
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Monthly Legal Holiday Load

• Based on your feedback, effective with the 7/4 Holiday 

use load, LH use will load for FA/AS/LI employees on a 

paid leave of absence

• If the holiday is loaded and should not be processed as 

a take, it can be voided

• Voiding the take will not reduce the LH accrual

• If the LH accrual should be reduced due to ineligibility, 

a Wiscit will continue to be required
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FA/AS/LI Absence Pending Approvals

• To identify FA/AS/LI submitted absence takes 

that are pending approval, please run the 

UW_AM_ABS_NOT_APPRVD_FAASLI query

• Pending approvals will cause SL Reduction in 

October if not approved

• The Sick Leave Reduction Report can be run 

to identify those currently flagged for reduction 

(KB-41996)
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Questions?
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Upcoming Learning Path Courses - Finance

• Setting Up Funding (remote)
• Sept 12 – AM

• Nov 6 - AM

• Changing Funding (remote)
• Sept 13 – AM

• Nov 7 - AM

• Direct Retro (remote)
• Nov 8 - AM
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Upcoming Learning Path Courses – BN & HR

• Benefits classes – at the Service Center

– WRS Eligibility – Aug 29

– Benefit Eligibility and New Hire Hold – Aug 29

– Event Maintenance – Aug 30

– Enrollments – Sept 11

– Deductions – Sept 11

• HR classes – at the Service Center

– Introduction to Hiring – Aug 14

– Updates: Person, Position, Job – Aug 14

– Rehires, Transfers, Multiple Jobs – Aug 15
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PY Calendar Review


