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* 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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BN: Benefits Billing

« Benefits Billing — Enter Manual Charge page

« Starting June 3 required fields:

— Benefit Program
— Benefit Plan
— Deduction Code

 When selecting 'Save and Add Next', if any of these fields
are blank a stop message will appear.

« Missing data caused errors requiring manual intervention.

« This change will eliminate accounting errors and deductions
will be charged to the appropriate accounts.

« KB 72984: Benefits Billing Setting Up Manual Charges
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BN: Benefits Billing

HRS Path: Benefits > Benefits Billing > Calculate and Review Charges >
Enter Manual Charges

Enter Manual Charges
Manual Charge Entry

*Empl ID Q
*Billing Period Q to Empl Record [0 Q,
*Plan Type Q CBR EvtID
Benefit Program Q Coverage Code Q,
*Benefit Plan Q *Deduction Code Q,
*Sales Tax v
*Date Due =)
Date Overdue =)
Billing Reason M Billing Source
Date Entered
Charge 0.00

Save and Add Next
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BN: FSA/HSA Overrides C-Basis

Each summer UWSC removes C-basis overrides
for the remainder of the year

System will auto calculate per pay period and take
remaining contribution balance in equal amounts

Reminders:

— HSA overrides can be added at anytime for those employees who
wish to reach their Annual Election prior to plan year ending

— FSA overrides can only be added on employee’s last paycheck prior
to Termination/Retirement

This will be completed in HRS on June 14
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Questions?
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AM: Summer Appt Leave Reporting

* Important Things to Know about Summer
Appointment Leave Reporting via ESS:

« Supervisors must approve ‘Summer Leave Submitted’ for
all employees who submit via ESS

« ‘Summer Leave Submitted’ approval will go to the
Summer Service/Summer Session position with lowest
empl record number
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AM: Summer Appt Leave Reporting

« Summer Sick Leave Takes are Auto-Approved

* A ‘Summer Leave Submitted’ will still generate and must be
approved as part of overall summer leave reporting
requirement

« Summer Sick Leave Takes will be automatically
charged to the C-Basis empl record with highest FTE

« Summer Sick Leave usage will appear for employees
with the date of the take in the portal. In HRS, Payroll
Coordinators will see the usage appear with a May
date and a comment listing the actual usage date.

» For brand new WRS eligible C-basis employees beginning in
the summer, the Summer Sick Leave Take will not appear until
fall
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AM: Summer Leave Report

Employee Portal view of Summer Appt. Leave
Reporting:

< Employee Self Service Time O]
() Request Absence Summer Appointment Leave Reporting \ Submit |
*Year 2019 v

1P Leave Reports
By clicking submit, | verify | have no additional leave to report for the summer or | have not taken any leave.

1§ Absence Balances

Record Summer Appointment Sick Days Below 2 rows
I View / Edit Requests Date:S Hours &
06/01/2019 ) 800 4| -

! Cancel Absences

@' Summer Appt. Leave Reporting m

Employee Portal view of request history:

£ Employee Self Service

il Reguest Absence View | Edit Requests
View / Edit Requests 5 rows
I Leave Reports -
L]
) Absence Balances Summer Sick Leave (UNC) 062019
Approved 8 hours ?
I View/ Edit Reques’s Mo Leave Taken (UNC) 120172018
Approved Not Available >
! Cancel Absences
Mo Leave Taken (UNC) 1012018
B Summer Appt. Leave Reporting m Approved Not Available 2
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AM: Summer Leave Report

Payroll Coordinator View of Summer SL Take in UWS
Absences:

Favoriies = | Main Menu - Giobal Payroll & Absence Mgmt ~ Payee Data - Maintain Absences - UWS Absences
w Employea Selection

Absence Event Entry

Group 1D :
Help
Department | Enter Absence Events
{Begins with|
Pay Group Employee ID 00328824 Empl Rocord 1 e e
EmpliD (Beg| -Job Descriptiion: ASSISTANT PROFESSOR DeptID: ATDE200 Elig Grp: UWS_U_C FTE: 1.000000
with)
. 0500018 |EH . 102672019 |H Refresh . E4D e

Last Name From: # Through: L Schedule ID:  E40_MTWRF_gH .
(Begins withl  Apsence Events Personalize | Find | L] [ Firsl ‘A 150f5 ‘&' Last

Absence Take | Process Stafus | Forecast\alue | [FEH

1 *Event From Date Thru Date Absence Take Hours  Absence Reason "Prosess Voided Comments Balance Entry Source Workfiow
Action Status.
= imq o EMployes
2 Employees 05012019 |5 [0501/2018 |5) [Summer Sick Leave (UNG ¥ 5.00 [Select Absence Reason * | [Mormal v Comments f'"éu's'., Absence Approved 4] (=
Reauast

Main Menu « Global Payroll & Absence Mgmi « Payee Data Maintain Absences

* Employee Selection

Absence Event Entry

Group 1D
Department | Enter Absence Events 5 vent C
(Begins withy Absence Event Comments
Pay Group Employee ID 00826654 Help
W - . (Hi 1
EmpliD (Beg| Job Descriptiion: ASSISTANT PR UWS Absence Event (Hidden)
with)
From: D52072018 1) hrough: Absence Event Comments
Last_Namg
(Begins withl apsence Events Comment|Summer Sick Leave for DB/D1/2019 i LB Fisst @ 1505 & Last

| { Absence Take 'F'ro-cessi:azus

Ci¢

*Ewvent From Date Thru Date Wioricfow

plance Entry Source Status

2 Employees 157 Employes

05012019 |5 [psmieme |5 S Ann?flni? Approved [+] [=]
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AM: Summer Leave Report

Payroll Coordinator View of Summer SL Take In

Absence Event:

11

Py} i SRS AR v SRR Y J S

Absence Event Input Detail

Original Begin Date 05012018 "
Entry Type | Hours Per Day

Hours Per Day 8 00

User Defined Fields

User Definad Fields 1

Date 1 W

Character 1
Monetary 1
Decimal 1

User Defined Fields 3
Date 3/05/01/2019 =

Character 3

Monetary 3
Decimal )
Ovemde
Entittement
Comments
-~ ey -~

v
Absence Event Comments
Absence Event

Absence Event Comments

Comment | Summer Sk Leave for 05012018
OK Cancel Refresh

—

F WISCONSIN SYSTEM

L 'n' SERVICE CENTER



AM: Summer Leave Report - Resources

Resources avallable:

« Updated KB 30065: AM — Entering FA/AS/LI Leave Reports for
employees working Summer Session or Service
« Tipsheet available on portal help page
« https://uwservice.wisconsin.edu/docs/publications/time-C-basis-
summer-leave-reporting.pdf
« Portal Article published June 3
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https://kb.wisc.edu/hrs/page.php?id=30065
https://uwservice.wisconsin.edu/docs/publications/time-C-basis-summer-leave-reporting.pdf

Questions?
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HRS Processing Calendar

4 (% June 2019

SUNDAY MONDAY TUESDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY

26 27 28 29 30 31 1

58 — Second Prelim Calc

collapse

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

collapse collapse

23 24 25 26 27 28 29

6B — Second Prelim Calc

30 1 2 3 4 5 6
68 — Pay Date

+ add

1

N
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Institutional Feedback
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