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Payroll: Payroll Deductions

Remembrance 
fund process is 
different

1

i.e. football, 
basketball, 
music, 
tickets, 
telecom., signature 
card, etc.

2

Deduction 
Request received 

by department 
offices

Request for 
deduction

Activity

Distribute deduction 
register to 

department

Activity

Prepare check 
requisition

Activity

Prepare deduction 
register

Activity

Enter into client
(manual)

Activity

Receive request

Collections Office or 
Dept. Offices
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Department Offices
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e
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Payroll 
accounting 
specialist
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e
e

Payroll 
accounting 
specialist
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e
e

Payroll 
accounting 
specialist
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Payroll 
accounting 
specialist

E
m
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e
e

Payroll 
accounting 
specialist

E
m
p
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e
e

Assistant 
Manager

Document

O: Check 
requisition

Document

O: Deduction 
register

Document

I: Withholding 
authorization doc.

E
m
p
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o
y
e
e

Accounts 
Payable

Electronic 
Resource

Electronic or 
manual feeds
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Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Electronic 
Resource

Email

Document

PS Report/
Printout

1
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Payroll: Payroll Payment (p.1)

Contract data in for:
- Fac. 
- Con. Ed
- Contract Stud.
  P/R gets hard copy
  and soft copy

Pers-FICA run
(3 necessary inputs)

Process different for 
monthly, executive, 
bi-weekly payrolls

E
m
p
l
o
y
e
e

Manager

E
m
p
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o
y
e
e

Manager

E
m
p
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o
y
e
e

Manager

E
m
p
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o
y
e
e

Manager

E
m
p
l
o
y
e
e

AE Robbin

Activity

Run Paysheet 
Creation

Activity

Run query "Not OK 
to Pay"

Activity
Run Contract 

employee process & 
Notify Faculty 

Personnel

Activity

Run Pers-FICA

Activity

Move student hours 
to File

E
m
p
l
o
y
e
e

P/R Accounting Specialist

Electronic 
Resource

PS DB

Electronic 
Resource

PS Client

Electronic 
Resource

PS DB

Electronic 
Resource

PS Web

Electronic 
Resource

PS Client
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Document

Payroll Checklist

Document

Payroll Checklist

Document

Payroll Checklist

Document

Payroll Checklist

Document

Payroll Checklist

E
m
p
l
o
y
e
e

Don Able (Fac. Pers.)

3,42 5 6

Time entered for 
hourly employee

&
End of pay period

Activity
Make corrections 

and manual entries

Activity
Enter late time 

cards {After pay 
period ends and 
after the kronos 

download}

Department Payroll 
Accounting 
Specialist

Payroll 
Accounting 
Specialist

Kronos

PS Client PS Client

Physical Facilities 
Timekeeping 

System

Special Note
Is there a P/R 

process involved 
w/ workers 

comp.?
One-Currently 
Risk Mgt only; 

may be in a state 
of flux
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E
m
p
l
o
y
e
e

Manager

E
m
p
l
o
y
e
e

Manager

Activity

Run preliminary Pay 
Calculation

Activity

Load sick and 
vacation from web & 
notify Compensation

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Payroll: Payroll Payment (p.2)

Document

Payroll Checklist

Document

Payroll Checklist

E
m
p
l
o
y
e
e

Compensation

9 19,23
Activity

Load Electronic 
Deductions

21

E
m
p
l
o
y
e
e

Compensation

Application 
Interfaces

Activity
Validate account 

data

Payroll 
Accounting 
Specialist

Kronos

Physical Facilities 
Timekeeping 

System

PS Client

Independent 
Study Report

Document

Payroll Checklist

Document

11,12,13,
14,15,16

Activity
Run & check error 

report & notify 
Hiring Offices

Payroll Manager

PS Client

Document
Document

Error Reports:
-Messages

-Error report
-Earnings Error Report

Hiring Offices

Benefits

Fac. Pers.

Document

Payroll Checklist

7,8,10,17,
18,24,26

Activity
Resolve errors 

(enter time 
adjustments)

PS Client / Web

Payroll 
Manager

Hiring Offices

Document

Payroll Checklist
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E
m
p
l
o
y
e
e

Manager

Activity

Run Reports

Document
Document

Documents

Reports:
"Not OK to Pay"

"No Hours with Pay"

Electronic 
Resource

PS Client

Document

Payroll Checklist
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Activity

Run Queries and 
Reports to validate 
& make changes

Activity

Confirm Payroll

Activity

Run DB Snapshot

Activity

Run Query Reports, 
Validate, and make 

changes

Electronic 
Resource

PS DB

Document
Document

Documents

NRA_OASDI
NO_GROSS_OK_TO_PAY

PAY O NETCHEC
PAY EARNING_CANADIAN

NRA_NOT_CODED_PROPERL
Y

Special Note

Check for "off cycle"

Payroll: Payroll Payment (p.3)

E
m
p
l
o
y
e
e

Manager

E
m
p
l
o
y
e
e

App. Engineer

E
m
p
l
o
y
e
e

Manager

E
m
p
l
o
y
e
e

Manager

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

Document

Payroll Checklist

Document

Payroll Checklist

Document

Payroll Checklist

Document

Payroll Checklist

27-41 44 45,47 48-51,53,5442

E
m
p
l
o
y
e
e

P/R Manager

Activity

Perform final 
calculations

Electronic 
Resource

PS Client

Document

Payroll Checklist

Activity
Run & check error 

report & notify 
Hiring Offices

Payroll Manager

PS Client

Document
Document

Error Reports:
-Messages

-Error report
-Earnings Error Report

Hiring Offices

Benefits

Fac. Pers.

Document

Payroll Checklist

43,46
Activity

Check P/R Register 
against previous 

month

E
m
p
l
o
y
e
e

Manager
Electronic 
Resource

PS Client

Document

Payroll Register

Document

Payroll Checklist
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Payroll: Payroll Payment (p.4)

Activity

Prepare check req's 
for tax payments

55-59
Activity

Send electronic file 
to...

E
m
p
l
o
y
e
e P/R Manager

Electronic 
Resource

PS Client

Document

Payroll Checklist

Electronic 
Resource

Payroll payment 
data electronic file

Special Note

How many 
electronic data 
files are there?

E
m
p
l
o
y
e
eTreasurer (ACH data)

E
m
p
l
o
y
e
ePrint Services 
(check advice)

E
m
p
l
o
y
e
eFinancial Services

(check data)

Activity

Validate GL

E
m
p
l
o
y
e
e

Manager

Electronic 
Resource

PS Client

Document

Payroll Checklist

60
Activity

Alphabetize checks 
and advices

Activity

Receive Check 
advices

Activity

Receive Checks

E
m
p
l
o
y
e
e

P/R Accounting 
Specialist

E
m
p
l
o
y
e
e

P/R Accounting 
Specialist

E
m
p
l
o
y
e
e

P/R Accounting 
Specialist

Electronic 
Resource

PS Web

Document

Checks

Document

Check Advice

Document

Check Advice

Payment and 
advice available
-Pick-up or web

Document

Checks

Document

Check Advice

E
m
p
l
o
y
e
e

Print Services

E
m
p
l
o
y
e
e

Cashiering Clerk

Special Note

Where does this 
step go?

52
Activity

Run P/R interface to 
GL

E
m
p
l
o
y
e
e

P/R Manager

Electronic 
Resource

PS Client

Document

Payroll Checklist

Electronic 
Resource

PS GL
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Payroll: Changing international employee to “H” Visas

Tax sent to Feds
Change in 
employee 

citizenship status

Activity

Remit year to date 
social security tax to 
federal Government

Activity

Calculate year-to-
date Social Security 

tax

Activity

Change Social 
Security tax 

withholding data

Activity

Receive notification

E
m
p
l
o
y
e
e

P/R Manager

Document

Notification Paper

Electronic 
Resource

PS Client

Electronic 
Resource

PS Client

E
m
p
l
o
y
e
e

P/R Manager

E
m
p
l
o
y
e
e

P/R Manager

E
m
p
l
o
y
e
e

P/R Manager

Electronic 
Resource

PS Client Special Note

Does Payroll do anything 
with Pers. Account request 

form? (Pap 14)
yes-enter

Absence Reporting (military 
leave-->from Comp.)
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Payroll: W-4 Entry

W-4 Updated

W-4 is needed to 
be updated or 
entered for 1st 

time

Activity

Enter W-4 info/
changes

E
m
p
l
o
y
e
e

P/R 
Accounting 
Specialist

Electronic 
Resource

PS Web

Employee

C
u
s
t
o
m
e
r

Exception:

Electronic 
Resource

PS Client
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Payroll: Direct Deposit Entry

Direct Deposit 
Updated

Direct Deposit 
needs to be 
entered or 
updated

Activity

Enter direct deposit 
info/changes

E
m
p
l
o
y
e
e

P/R 
Accounting 
Specialist

Electronic 
Resource

PS Web

Employee

C
u
s
t
o
m
e
r

Exception:

Electronic 
Resource

PS Client
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Need for special 
check

Activity

Issue special check

Activity

Analyze special 
check details

E
m
p
l
o
y
e
e

P/R Manager

E
m
p
l
o
y
e
e

P/R Manager

Payroll:  Special Check Processing

Document

Error Reports

Electronic 
Resource

PS Client

Document

Request for 
Personel Action

Electronic 
Resource

PS Client

Document

O: check

PAY07

Special Check 
Issued



W:\active-projects\peoplesoft-hrms-8.8-upgrade\teamview\process owner interviews\process maps-payroll

BYU Enterprise Project Management
PeopleSoft HRMS 8.8 Upgrades Project

Notes:

Revision: 0
Effective Date: 4/10/02

Payroll: Year End Processing (1042's, W-2's) PAY08

Tax forms sent to 
employees and 

government 
agencies

Final payroll run 
for the year

To prepare 
year-end tax 
forms for 
employees 
and 
government 
agencies 
(1042's, W-2's 
etc.)
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Payroll: Quarterly Tax Reporting (941's)

Special Note

941's quarterly; 
manual process 

based on PS data

PAY09

To report 
quarterly 
taxes to 

government 
agencies 
(941's...)

Quarterly deadline Tax forms 
submitted


