e/ SERVICE CENTER

Affinity Group
November 13, 2018

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



« HRS Enhancements

 BN: W ellness Incentive — Taxable Income
New Hire Self Service
Benefits Billing Processing Calendar
ACA Reminder

« AM: Sick Leave Credit Escrow Application

+ PY: W orkflow for Add’l Pay Query Update
Nonstandard Processing Schedule
New Portal Articles
Cancelled 11/20/18 AG Call
Important Year-End Payroll Dates
Calendar Review
Institutional Feedback

. U Pw! SERVICE CENTER




HRS Enhancement — ESS Monthly Absence Management

 Monthly ESS employees submit their absence
reguests through the time and absence tile on the
MyUW portal_ rmeand Absence  :

aaaaaaaaaaaaa

 Employees use Absence Employee Self Service to:
— Request absences
— View leave reports
— Review absence balances
— View and edit absence requests
— Cancel absence requests
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HRS Enhancement — ESS Monthly Absence Management

Request Absence Tab (functionality remains the same)

< Employee Self Service

i} Request Absence Request Absence
Note that AL RA conversion takes must be entered between the dates of 7/1/2018
and 10/31/2018. Submit
") Leave Reports
*Absence Name Vacation (UNC) ~
{8} Absence Balances
Reason Select Absence Reason ~

1P View / Edit Requests Hours Per Day |8.00

~Start Date | 10/30/2018

End Date |10/30/2018

m Duration |8 < Hours

Entry Type Hours Per Day

Balance Information

As Of 09/30/2018 208.00 Hours™>*

View Balances

View / Edit Requests

Disclaimer The current balance does not reflect absences that have not been essed.

v

**Added number of hours available for the absence type selected as of the
last confirmed payroll

4
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HRS Enhancement — ESS Monthly Absence Management

Leave Reports Tab

« Table updates when the leave is entered and approved and
the overnight processes have run

»
Il
®

< Employee Self Service Time

1] Request Absence Leave Reports

Leave Report Notice Leave Reports Help

'E‘ Leave Reposts Enter any missed leave via the 'Request Absence’ button on the left. Enter a 'No Leave Taken'

absence for any month where no leave was taken. After submitting an absence or 'No Leave Taken',
|§! Absence Balances the Missing Leave Report below will continue to show the month(s) as missing a leave report until the
next business day.

1! View / Edit Requests Leave Reports for Faculty, Academic Staff and Limited Appointees must be submitted for every
month, even if no leave was taken during the month. Unsubmitted leave reports for the prior fiscal
year will reduce your current sick leave balance. Direct questions to your supervisor or human

| 2
'P" Cancel Absences resources office.

Generic Monthly Leave Report Generic Monthly Summer Leave Report

m Missing Leave Report from July 2017 to October 2018

Emplid: 00000000 TAMMY TRAVEL

Bus Unit Dept ID Employee Record HR Status Missing Reports
uw X261000 0 A 2018 - September
Appover: 00000000 KELLY KEEPER 2018 - October
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HRS Enhancement — ESS Monthly Absence Management

Absence Balances Tab

< Employee Self Service

ime /ﬁ\ — @

() Request Absence Absence Balances for
*Balances for Job 0 -

I Leave Reports )
*Balances for Year 2018 |~ *and Period 093072018 - MD9 |~

I8! Absence Balances You are currently missing 4 leave reports. Please submit as soon as possible.

i View / Edit Regquests Posted Leave Balances for Period Ending 09/30/2018 - ARG M09

Ending

I cancel Absences Leave Type BBea?[::cr:; Lid Earned @ UsediAd] @ B';?;:i o A;:[f;a"l:;f: o
“acation 29.33 14.67 .00 44 00 A76.00
WVacation Carryowver A0.00 0.00 40,00 A0.00
Sick 169.62 0.00 0.00 169.62 169.62
Banked Leave 0.00 0.00 0.00 0.00

m FPers-Holiday 36.00 000 .00 36.00 36.00
Legal-Haoliday 8.00 .00 .00 16.00 T2.00
Projected Balances for Oct 1 to Oct 31 - ARG M10
Loave Type gmle Yne Snmle [Mte e
“Wacation AFG.00 0.00 AFG.00 0.00 AFG.00
Yacation Carryover A0.00 0.00 A0.00 0.00 A40.00
Sick 169.62 000 169.62 000 169.62
Banked Leave 0.00 000 .00 000 .00
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HRS Enhancement — ESS Biweekly Absence Management

Absence Balances Tab

« Biweekly ESS users will also see the projected leave
balances display through the portal

© Myuw

® Time and Absence
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HRS Enhancement — ESS Absence Management

Absence Balances Tab
Posted Leave Balances:

« Defaults balances as of the last payroll confirmation
 Historical balances available by year and pay period

® View Absence Balances ' ' ' ' ' ' ' ' ' "
: Empi ID'Name 00000000 ERNIE EMPLOYEE

*Display balances for job 0 - WINDOW WASHER

*Dispilay balances for year | 2018 *and | 10/13/2018 - 10A ~
= 7 period‘ =S 7
Posted Leave Balances for Period Ending 10/13/2018 - HPR 10A
Leave Type Beg Earmm Ba!anuco Earned o Used/Ady o fg::::—,‘cg: arned o g:;?.::::e o
76.98 000 .00 7698 120.00
Vacation Carryover 0.00 000 00 0.00
S 844 59 844.5 84459 :
Sick YTD 588 50 58 5¢
i Banked Leave 130.00 0.00 130.00 130.0 :
® Pers-Holiday 28.00 0 28.0 28.00 =
Legal-Holhday 16.00 48.00 :
Comp-Time ) 000 ©.00
Comp-Time Carrvover 0 0.00
. ' UHIVERSITY OF WISCONSIN SYSTEM
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HRS Enhancement — ESS Absence Management

Absence Balances Tab

* Projected Leave Balances:

« Balances indicative of absences submitted, approved and
processed overnight (does not require payroll confirmation)

« Only available when viewing the latest confirmed pay period

Projected Balances for Oct 14 to Oct 27 . HPR 108

e Beginning , \ - 5 ! : "N
Leave Type aal Current Usage Current Balance @9 Future Usage Future Balance
Balance

vacauon 120.00 0.00 120.00 0.00 120,00
Vacation Carryover N 0.00 000 0.00 0.00
844 59 D.00 844 59 000 844 59

- "A B AR A
SIck Y10 58 50 0.00 68 50 (.00 58 50

Banked Leave 130.00 0.00 130.00 0.00 130.00
Pers-Hollday 28,00 0.00 23,00 0.00 28.00
Legal-Holiday 16.00 0.00 16.00 0.00 16.00



HRS Enhancement — ESS Absence Management

Absence Balances Tab

« During the last payroll and benefit user group meeting,
Institutions recommended updating the column headers on the
leave balance displays

 Information buttons have been added to assist with clarifying
these columns

* Please send feedback to your AG with column header
recommendations

¥ View Absence Balances
' Empl IDName 00000000 ERNIE EMPLOYEE
} - WINDOW WASHER

period

Posted Leave Balances for Period Ending 10/13/2018 - HPR 10A

Ending Earned Avaliabile
Be c « /A
Beg Earn &s!.}nv.eo Earned o UsediAdy o Balance o Balance o
38 0.00 0.00 76.98 120.00

84459

0.00

' UHIVERSITY OF WISCONSIN SYSTEM

oW SERVICE CENTER

: Comp ne 0.00
: Comp-Time Carrvover D.00




HRS Enhancement — ESS Monthly Absence Management

View / Edit Requests Tab (functionality remains the same)

11

{ Employee Self Service Time fﬁ\ — @
(M) Request Absence View / Edit Requests 8
View | Edit Requests 15 rows
(" Leave Reports v
(§) Absence Balances Vacation (UNC) 1013012018
Canceled 8Hours 7
I View [ Edit Requests
' Sick Leave (UNC) 10/01/2018
P! Cancel Absences Submitied 8Hours
Sick Leave (UNC) 09127/2018 - 09/28/2018
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HRS Enhancement — ESS Monthly Absence Management

Cancel Absences Tab (functionality remains the same)

{ Employee Self Service Time ,.ﬁ. E @
() Request Absence Cancel Absences
View / Edit Requests 5 rows
(" Leave Reports -
L |
(| Absence Balances Vacation (UNC)
Submitted 10/30/2018
: : 8 Hours ?
(™ View / Edit Requests
(P! Cancel Absences Sick Leave (UNC)
Submitted 10/01/2018
8 Hours ?
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HRS Enhancement — ESS Monthly Absence Management

Cancel Absences Tab (functionality remains the same)

< Employee Self Service Time /‘\ = @
Il Reguest Absence Cancel Absence
Return to Cancel Absences
I Leave Reports Mote that AL RA conversion takes must be entered between the dates of
7/1/2018 and 10/31/2018. | Cancel Absence ‘
|} Absence Balances Absence Details

Absence Name Vacation (UNC)
I** View / Edit Requests
Reason Select Absence Reason

P! Cancel Absences Hours Per Day 800
Start Date 10/30/2018

End Date 10/30/2018
m Duration B8.00 Hours
Status Submitted
Comments

Cancel Details

Comments
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HRS Enhancement — ESS Monthly Absence Management

To assist the SC in enhancing system-wide and portal
resources, please send your institution’s absence
documents (or links to documents), used for new monthly
employees, to your AG Lead.
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New 2019 Earnings Statement

« Effective with 2019 Earnings Statements (12M and Dec B)
leave balances will no longer appear on the statements

(s )
®
 |Leave balance information Is available on the O

Time and Absence portal tile

 The Earnings Statement tab will include a link to the Time and
Absence portal tile

Earning Statements Tax Statements

Your Net Pay Check amount is reflected on each individual Earnings Statement.
2019 and after Earnings Statements will no longer have leave balances. Navigate to Time and Absence to view leave balances.

Paid + Earned
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HRS Enhancement

« Payroll Administrators will be able to view and print
post 2018 Earnings Statements from the Review
Self Service Paycheck page in HRS

* Pre 2019 Earnings Statements will remain available
In Cypress
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Questions?
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Wellness Incentive - Taxable Income UgV

The $150 Well Wisconsin Incentive is a fringe benefit; therefore, it is considered
taxable income. The Department of Employee Trust Funds (ETF) sends reports to
notify the UW of employees who have received the incentive.

The payrolls that employees will be taxed on are:

« Biweekly: Nov B Payroll, payable December 6
Monthly: Nov Monthly Payroll, payable November 30

A report of employees who will be taxed and an email template to assist institutions
with employee communications will be provided.

NEW: UW System HR will be sending a communication to the individuals that have
received the incentive; however, are in a NON-pay group or do not have taxable
wages in 2018. The communication will be to notify them that they are responsible for
reporting their wellness incentive taxable income.

Institutions will be sent a list of their affected individuals and a of the letter.

UNIVERSITY OF WISCONSIN SYSTEM




Benefits New Hire Self Service 11/2-12/1

 Employees will be able to see and elect Delta Dental for coverage begin
date of 12/1/18

« UWSC Benefits Team will monitor for these enroliments
« UWSC will waive Delta Dental row for 12/1
« UWSC will contact institution Benefits Admin
» Paperapplication will be required for 1/1/19
* Not consideredan appeal if completed within 30 days of hire

Enrollment Summary

State Group Health Before Tax After Tax Edit
Current: Waive
MNew: Waive
Delta Dental Before Tax After Tax Edit

Current Mo Coverage
Mewr: Waive

Dental Wisconsin Before Tax After Tax Edit
Curmrent  Waive
Mew: Waive
EPIC Benefits+ Before Tax After Tax Edit
Current Waive

New: Waive
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New Hire Confirmation Statements 11/2 — 12/1

« Employees will see Delta Dental effective 12/1/18 on New

Hire Confirmation Statement
 Confirmation Statements will not be reissued for this scenario

Benefit Coverage Level Dependents Coverage Beqin
State Group Health GHC-SC WI w/o Dental Single N/A 01-DEC-2018
Delta Dental PPO Select Single N/A 01-DEC-2018
EPIC Benefits+ without Vision Single N/A 01-DEC-2018
Dental Wisconsin Preferred Provider Plan (PPO) Single N/A 01-DEC-2018
VSP Vision Insurance VSP Vision Insurance Single N/A 01-DEC-2018

U Pw! SERVICE CENTER
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New Hire Self Service 12/2 — 12/31

« Employees will be able to see but not elect Dental W1 and EPIC for
Coverage Begin Date of 1/1/19

« Statements will appear correctly for Coverage Begin Date 1/1/19

Enrollment Summary

State Group Health Before Tax After Tax Edit
Current: Waive
Mew: Waive
Delta Dental Before Tax After Tax Edit

Current: Mo Coverage

Mew: Waive
Dental Wisconsin Before Tax After Tax

Current:  Waive
Meaw: Waive
EPIC Benefits+ Before Tax After Tax

Current: Waive

Mew: Waive

VSP Vision Insurance Before Tax After Tax Edit
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Benefits Biling November Calendar Update

« Final Calc Date for Benefits Billing changed from 11/20/18 to

11/22/18
« Conflict with Payroll Final Calc and Finance Post Confirm

* Invoices available in Cypress 11/23/18
* Invoices printed and mailed by UWSC 11/23/18

« https://uwservice.wisconsin.edu/administration/benefits-billing#calendar

U Pw! SERVICE CENTER
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https://uwservice.wisconsin.edu/administration/benefits-billing

ACA Reminders

 ACA Hours Entry

« Reminder to enter ACA hours timely
« Monthly ACA process only updates for the previous 90 days

« Updates to older time periods will not show on ACA Reports until
the full year process in December

e 2018 full year ACA process planned for Dec 23-25
— All 2018 hours entered before 12/20/18 will be included

e January processing moved to 1/5/19
— December hours entered before 1/4/19 are included
— Final process before year end reporting
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ACA Reminders

* Requests for 2018 ACAHW entries older than 90 days should
be sent to your Affinity Group by 11/30/18 in the following
format:

« Name

« EmplID

« Empl Record

« Date (cannot be a date range)
 Number of hours on that date

U Pw! SERVICE CENTER
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Questions?
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ET-4305 Sick Leave Credit Escrow Application

Fax 608-267-4549
etf.wi.gov

Wisconsin Department
of Employes Trust Funds
i = . - PO Bax 7931
Sick Leave Credit Escrow Application Madisen W1 537077531
14 e Wis. Stat. §40.05 (4) (b) 1-877-533-5020 (1o Tree)

To escrow means to preserve or bank your sick leave credits for use at a later date. See the next page for additional
important information. Make a copy for your records and return original to ETF.

1. information About Yo Reminder from ETF:

Your Name (firsi, middle, last, formesimaiden) ETF Member D or 55N

Maiing Address (Streel or P.O. bax, city, state, ZIP code) Birth cate (MM/DENCCYY) The SICk Leave Cred it Escrow
o e s s aasres Application was updated earlier this

2. Eligibility Reason

3, ama rtring or et st ey e year. Please make sure institution web

who is eligible to use sick leave credits to

pay health insurance premiums. | hereby

200 escrow my sk lave crcis pages link to ETF for the most current

[[]1 am the survivor of a deceased active or | Deceased employes's name (fist, middie, last)

retired state employee who is eligible to H

use sick leave credits to pay health Ve rs I O n .
insurance premiums. | hereby apply to Deceased employes's ETF Member 1D or 5N
escrow my sick leave credits.

3. Certification of Comparable C ge (Required)

You must have comparable non-state health insurance coverage continuously throughout the escrow period and provide
the policy information. Comparable coverage means a plan with hospital, medical and preseription drug benefits
substantially equivalent to the state's It's Your Cheice (IYC) Access Plan or IYC Access Medicare Plus plan. To verify
comparable coverage, please submit a copy of the Schedule of Benefits and/or Summary of Benefits and Ceverage from
your new health insurance provider with this application. - - - .
For retiring state employees: ETF musf receive this escrow application at the time you submif your retirement LI n k to th e O n | I n e Ve rs I O n .
application. Your eligible dependents must also be covered if you intend to cover them upon re-enrolling to use your sick
leave credits. If your eligible dependents are not covered by comparable coverage, they cannot be covered upon re-

ilﬂ::if;;ﬁ;f: ﬂ;l:i::;i‘?v;g?ﬁ:lﬁzg';e your escrow application at least 30 day before you wish to cancel your h tt D ://etf 'Wi L q OV/ p u bl ICat i O n S/et4305 L p d f L)

state health insurance coverage. Your sick leave credits will be escrowed at the beginning of the month after ETF receives

your signed escrow form.

For survivoers of deceased active or retired state employees at the time of the employee’s death: In order to

immediately escrow the deceased employee's sick leave credits and not have them used for the payment of your state

health insurance premiums at this time, ETF must receive this escrow application within 90 days after the date of death, or

within 30 days of notification by ETF, whichever is lafer.

[] 1 certify that | am currently insured by health insurance comparable to the coverage offered by the state group
health insurance program IYC Access Plan or IYC Access Medicare Plus Plan.

Comparable coverage insurance provider Subscriber (Policy) number Groug number ‘ Coverage begin date
4. Authorization
By signing this application, | attest that | have revi d and ui d the inf: ion provided on both pages of this farm.

| understand that Wis. Stat_ § 943,395 provides criminal penalties for knowingly making false or fraudulent elaims on this
form. Accordingly, | hereby cerify that the above information is true and correct, to the best of my knowledge and belief.
Signature (Required) Date (MMDD/CCYY) Daylime phone

()

FT AWK (Ranw AM TN * FT— A-QO':)* Pana 4 nf 2
' UNIVERSITY OF WISCONSIN SYSTEM
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http://etf.wi.gov/publications/et4305.pdf

Questions?
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Workflow for Addl Pay Query Updates

Workflow for Additional Pay Query Updates:

« A4 WfAP query has been developed:
UW_PY WFAP_TRANS HIST
» Used to monitor status of addl pay requests prior to first prelim calc
« Each completed step on a request will appear in the output

« A DeptlID filter has been added to the Pending Approvals
Query (UW_PY WFAP_PENDING_APPROVALS)

« Navigation for all queries: Reporting Tools > Query > Query
Viewer

« See KB-86904: PY — Workflow for Additional Pay Queries for
details
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Non-Standard Processing Schedule

11A Processing Schedule:

- 11/9

« 11/12
« 11/12
« 11/13
« 11/14

Create Paysheets (Friday)

Payline Deadline — 4:30 pm (Monday)
Payline Load (Monday)

FICA Deadline (Tuesday)

Final Calc/Confirm — Noon (Wednesday)

11M Processing Schedule:

« 11/15
11/16
11/18
11/19
11/20

Create Paysheets (Thursday)
Payline Deadline — 4:30 pm (Friday)
Payline Load (Sunday)

FICA Deadline (Monday)

Final Calc/Confirm — Noon (Tuesday)

A
A

UNIVERSITY OF WISCONSIN SYSTEM
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UW Portal Articles

 HR, Payroll, and Benefits news articles are posted to the
University of Wisconsin Service Center website regularly at
https://uwservice.wisconsin.edu/news/.

* Newly published articles to link to or share when reaching
out to employees are highlighted below:

« Supplemental Dental Insurance Enrollment Extended to
December 28, 2018 (11/12/18)

« 2019 Tax-Sheltered Annuity and Wisconsin Deferred
Compensation Limits (11/7/18)

U Pw! SERVICE CENTER
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https://uwservice.wisconsin.edu/news/

Cancelled 11/20/18 AG Call

* Due to our compressed November payroll
processing timeline and payroll calc, the AG call on
Tuesday, November 20, 2018, is cancelled

« Continue to submit questions, concerns and
reguests as they arise

U Pw! SERVICE CENTER
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Important Year-End Payroll Dates

Date Event

11/30/2018 Last on-cycle pay date in 2018 for monthly paid staff (the 11M)

Check Correction deadline to guarantee employees' original W-2s reflect

1271442018
2141 the correct amounts
12/20/2018 Last on-cycle pay date in 2018 for bi-weekly paid staff (the 124)

12/26/2018 NOON —Deadline for Missed Payroll submissions for inclusion on 2018 W-2s. They will be
printed in the early afternoon.

12/26/2018 Last off-cycle check date for 2018 (bi-weekly and monthly paid staff)

12/28/2018 6:00 PM! Deadline for Foreign National Personal Data Changes in Glacier (related to 1042-5 2018)

1/4/2019 Final deadline for last minute Check Correction adjustments on an
employee’s W-2 (not guaranteed, based on volume)

1/4/2019 Deadline for Taxable Fringe Adjustments for calendar year 2018

1/4/2019 Deadline for Guaranteed Personal Data Changes (for ACA and W2 data)
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Important Year-End Payroll Dates cont'd

Date Event

1/11/2019 Deadline to choose electronic-only distribution of your w2
1/16/2019 Target date for starting the printing of W2s

1/23/2019 Targeted date for finish printing W2s

1/30/2019 Targeted date for employees to receive 2018 W-2s
1/31/2019 IRS postmark deadline for employees 2018 W-2s

2/27/2019 Targeted print date for 2018 Fellowship/Scholarship Letters

2/28/2019 Targeted print date for 2018 1042-5S forms
3/3/2019 CYE posts to WISDM (approximately)

3/11/2019 Targeted date for employees to receive 2018 1042-5 forms (3/15/2019 due)

https://uwservice.wisconsin.edu/administration/cye
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https://uwservice.wisconsin.edu/administration/cye

Questions?
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PY Calendar Review

o &
November 2018

[1 M] Pay Period
Begin

L.\x [10M] Pay Date
[10B] Final Calc

[10B]
Confirmation
Deadline (Eve)

8 ]
[10B] Pay Date [11A] 1st Batch [11A] Pay Period
Prelim Calc End

12
[11B] Pay Period 11A] 3rd Batch
Begin Prelim Calc
Ba

13 14
[11A] 4th Batch [11A] Final Calc [11M] 1st Batch [11M] 2nd Batch [1 3rd Batch
Prelim Calc [11A] Prelim Calc Prelim Calc Prelim Calc
[11A] Payroll and W[11A] FICA Confirmation
Benefit Retro and JDeadline Deadline (Eve)

Payline Load

Veterans Day
[Federal Reserve
Bank Holiday]
(Observed)

[11M] 4th Batch  J[[11M] 5th Batch  |{[11M] Final Calc Thanksgiving [11B] Pay Period
Prelim Calc i =0

Prelim Calc [11M]

[11M] Payroll and J[11M] FICA Confirmation
Benefit Retro and JDeadline Deadline (Eve}

Payline Load

22 20 24 28

[12A] Pay Period [11B] 2nd Batch [11B] Payroll and W[11B] FICA
Begin Prelim Calc Benefit Retro and Y Deadline

[11B] Final Calc [11M] Pay Date

[11B]

pavline Load [11M] Pay Pericd
[11B] 1st Batch cPALS LeE [11B] 4th Bat Confirmation End
Prelim Calc [11B] 3rd Batch Prelim Calc Deadline (Eve)

Prelim Calc
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