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Agenda

The listed topics will be discussed over the course of all three days

Welcoming Remarks and Introductions

Set Up/Maintain Position and Employee Data
Payroll Processing

Issue Employee Payments

Set Up/Maintain Position Funding

Payroll Accounting

Payroll Adjustments

Calendar Year End Processing

Wrap Up
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Design Phase Overview

You are Here!
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Payroll Life Cycle

Set Up/Maintain
Position and
Employee Data
A100.1 Set Up/Maintain
Positions
A100.2.1 Personal Data
A100.2.2 Payroll Data
A100.2.3 Retirement Data
A100.2.4 Deferred Comp
A100.2.5 Garnishments
A100.5.1 Validate SSA Info

AEmployee Self
Service/ePay

Set Up/Maintain
Position Funding
A100.7.1 Set Up Position
Distributions

A100.8.6 Maintain Fiscal
Year End Updates

o-e¢
n-o 4

Payroll Processing

A100.3.1 Create, Load, and
Manage Paysheets

A100.3.2 Calculate Payroll

A100.3.3 Update Paysheets

A100.3.4 Confirm Payroll

A100.4.1 Off-Cycle
Processing

A100.4.2 Beneficiary
Payments

A100.4.3 Online Check

A100.5.3 Run Outbound
Miscellaneous Interfaces

Payroll Accounting

A100.7.2 Generate Payroll
Accounting Distributions

A100.7.3 Process
Redistributions

Issue Employee

Payments A100.8.6 Maintain Fiscal
A100.3.5 Manage ACH Year End Updates
Feeds
A100.3.6 Distribute Payroll
Warrants

A100.5.2 Manage Stale
Payroll Warrants

A100.6.2 Manage ACH
Returns and Reissued
Warrants

Ay

Payroll Adjustments

A100.6.1 Record
Overpayments and
Recovery

A100.6.3 Reverse
Unreconciled Warrants

A100.6.4 Adjust Retirement
Earnings and Contributions

A100.6.5 Record Non-Cash,
Fringe, and Other
Adjustments

i

Calendar Year End
Processing

A100.8.1 Process Daily
Payroll Tax Data

A100.8.2 Reconcile Monthly
Payroll Taxes

A100.8.3 Prepare Quarterly
Payroll Taxes

A100.8.4 Produce Employee
W-2s

A100.8.5 Produce Employee
W-2Cs

A100.8.7 Process Year End
Off-Cycles

A100.8.8 Reset Employee
W-4 Exempt Status

FigridaPALM
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SET UP/MAINTAIN POSITION AND
EMPLOYEE DATA
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Set Up/Maintain Position and Employee Data
100.1 Set Up and Maintain Positions

Agency updates Position Data
position datain updated in Florida
HRIS PALM A Position Number
A Pay Plan
A Class Code
A FLSA Status
A FTE

4

Inbound Interface
from HRIS
(PRI016)

Figrida PALM
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Set Up/Maintain Position and Employee Data
100.2.1 Personal Data

Agency updates Personal Data
empl oyeeds per sonal updatedin Florida
data in HRIS PALM

Employee ID
Name

Home Address
Work Address
Mailing Address
Email

Date of Birth
Gender

Privacy Indicators

T> T T T I> I> T To T

4

Inbound Interface
from HRIS
(PRIO03)

FI@ridaPALM
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Set Up/Maintain Position and Employee Data
100.2.2 Payroll Data

Agency updates Job/Payroll Data
empl oyeeds job/ payr olpbatedinFlorida
data in HRIS PALM

Employee ID

Position Number
Appointment ID

Pay Plan

Class Code

FLSA Status

FTE

Pay Cycle

Employee Gross Salary

Agency Hire Date

T> T T T T I> T o T>o T

Inbound Interface
from HRIS
(PRIO01)

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position and Employee Data
100.2.3 Retirement Data

Agency updates Retirement Data
empl oyeedbs retir emenupdatedin Florida
data in HRIS PALM

A Employee ID
A Retirement Code
A Effective Date
A Appointment ID

4

Inbound Interface
from HRIS
(PRIO15)

FI@ridaPALM
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Set Up/Maintain Position and Employee Data

100.2.4 Deferred Compensation

Deferred Comp

Vendor updates Deferred Comp
empl oyeeds def err ed Electionsupdated
comp elections in Florida PALM

Inbound Interface
from Deferred
Comp Vendor

(PRI1020)

A SSN

A Name

A Deduction Amount or %
A Investment Type

4

Figrida PALM
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Set Up/Maintain Position and Employee Data
100.2.5 Garnishments

Agency receives a

garnishment order BOSP updates
for an active garnishmentin
employee Florida PALM

Agency emails
garnishment order

to BOSP Fl@ridaPALM

nnnnnnnnn Accounting, and Ledger Management
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Set Up/Maintain Position and Employee Data
100.5.1 Validate Social Security Admin (SSA) Information

Agency updated
empl oyeeods
incorrect
information in HRIS

BOSP completes
SSN Verification
with the SSA

BOSP emails any
error received

from the SSA to Fl@ridaPALM
the agencies e in3, Accountng. and Ladgar Mansgement
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Set Up/Maintain Position and Employee Data
Employee Self Service/ePay

1 Similar to EIC access today, a separate login is required
BMulti-Factor Authentication is enabled

1 All employees are required to register for a new User Name and
Password

+ Maintain W-4, Direct Deposit, and consent for Electronic W-2
BCurrent W-4 and Direct Deposit information preloaded from FLAIR

1 View Paycheck, Annual Statements, W-2, and W-2c, Employee
Reimbursements, Tuition Waliver Verification
BHistorical: W-2 (3 years) and Earning Statements (1 year)

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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Set Up/Maintain Position and Employee Data )
Employee Self Service/ePay

trAgency Administrators have access
iInformation in Florida PALM HCM

BThis information includes W-4 data, Paycheck, Employee Reimbursements,
W-2, W-2c, Tuition Waiver Verification

1 Unlike the Master Personnel Access Iin EIC, a separate login is not
required

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position and Employee Data
Employee Self Service/ePay

1 Initial Landing Page

| Florida PALM ePay ~ |

Payroll Total Rewards

&

No Statement Available

ol

Last Pay Date 01/31/2024

+ Payroll

Payroll

Paychecks W-2/W-2c Consent W-2/W-2c Forms Direct Deposit Tax Withholding
Pay Date 01/31/2024
o Net Pay $3,941.00 & 1
O= Taxes $309.00 W2 W2
Deductions $150.00 == Account
Total Gross $4,900.00
Form consent not received Updated 07/24/2024 Updated 07/19/2024

Fl@ridaPALM

ccounting, and Ledger Management
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Set Up/Maintain Position and Employee Data
Employee Self Service/ePay

Company: State of Florida Business Unit: 36000 - Department of Lottery
Pay Group: PGIM - Group 1 Monthly Orzanization: 1010200000 - Human Resources
} ay u Pay Begin Date:  10/01,/2023 InterDepartment 1234567290
®  STATE OF FLORIDA Pay End Date: 10/31/2023 Wa:ran: Eﬂe- ?ggﬂlc:ggggﬂms-‘lﬁ
DEPARTMENT OF FINANCIAL SERVICES ) o
Xal I I p e TAX DATA: Federal
Thomas Smith Employee ID: 008760068 Tax Status: Married
123 Anywhere Ave Job Title: Administrative Assistant Allowances: Q
Tallahassee, FL 32311 Pay Rate: $7.607.12 Monthly Percent:
Retirement Code: HA Addl Amount:
Deductions Amt
Dependent Amt
Multi Inc
Oth Inc
EARNINGS TAXES
Current YT ———— .
Description Earnings Earmings Deﬂm ) Current YTD
Salary / Wages 7.607.12 76.861 54 | Fed Withholding 566.00 5484.52
Overtime 1.330.02 | Fed MED/EE 110.09 113139
Fed OASDLEE 470.72 483763
TOTAL: 7.607.12 78,191.56 |[TOTAL: 1,146.81 11,453.56
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID EENEFITS
Description Current YTD | Description Current YTD | Description Current YTD
State Tres-Deferred Comp 200.00 1,600.00| St Optional Life 4 Multiples 36.88 362.19| State Health Ins-Employer Contrib 900.54 9.905.94
PTE State Hel Ins-FT Empe Ctrb 15.00 183.00| Child Life Insurance 0.83 0.33| State Life Ins-Emplover Contrib 338 3038
FLA Ret System-Employee Contrib 22821 2,345.75 State Disb Ins Employer Contrib 3.04 3071
TOTAL: 443.21 4,110.75 | TOTAL: 37.73 371.54| *TAXAELE
TOTAL GROSS FED TAXAELE GROSS TOTAL TAXES TOTAL DEDUCTIONS NET PAY
Current 760712 716301 1,146.81 37.73 5.979.37
78,191.56 74.080.81 11.453 .56 371.54 62,255.71
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Employees will continue to update their Direct
Deposit information in People First.

True or False?

Fl@ridaPALM
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PAYROLL PROCESSING
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Payroll Processing
Pay Calendar Overview

+ Florida PALM Pay Calendar
BON-Cycle Payroll T These payrolls are scheduled in advance on the payroll
calendar
1 Monthly
1 Biweekly
1 Supplemental
{| State Active Duty/Florida State Guard
BOff-Cycle Payroll i These payrolls are processed outside of the regular On-
Cycle payroll schedule
1 Payroll Adjustments
1 Salary Overpayments
1 Paycheck Reversals
{ One-Time Payments

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Payroll Processing
Pay Calendar Overview

1 What is changing?
BPeople First Preliminary Report Date
BPeople First Stop Pay Deadline
BPeople First Cutoff Date
BFlorida PALM Preliminary Payroll
BNo EFT Cancellations
1 Florida PALM allows paysheet edits to reduce or stop employee payments
BRelease of Paper Warrant Timing
BPayroll Posting Date
BTimeframe to Clear Negative Balances
1 Preliminary Payroll report provides tentative cash and budget totals

Fl@ridaPALM
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Thursday
8/1/2024

PAY PERIC
END DATE

PAY PERIC
END DATE

Friday
8/2/2024

PF Prelim
Reports &
Stop Pays

Saturday
8/3/2024

Biweekly Payroll Example

Sunday

8/4/2024

PF
Cutoff

Monday  Tuesday Wednesday Thursday
8/5/2024 8/6/2024 8/7/2024 8/8/2024
OP » : AlD
Warrant
Pickup AM
Process Voucher
Payroll Date
EFT Cancel
Deadline
‘ Clear Negatives
R & ORIDA PA
PF Prelim Process Prelim|| Process Final
Reports & Payroll Payroll
Stop Pays T‘ ‘1*
PFE Update Warrant
Cutoff Paysheets Pickup PM
’T“ ’1’“ Clear
Negatives

Friday
8/9/2024

PAYDAY

BOSP Clear
Negatives

Resolve Potential
Negatives

PAYDAY

People
First

23

FLAIR

FLAIR

T

BOSP Clears
Negatives

T

Florida PALM

T

Journal Postin@
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Payroll Processing
People First Processing Changes

1 Overtime payments are paid on the Biweekly and Monthly regular
payroll cycle for any overtime approved prior to payroll processing
Instead of being held until the next Supplemental payroll cycle

1 The timeframe for retroactive payments is changing for Biweekly
agencies
BMonthly continues to pay back for two pay periods
BBiweekly is increased to four pay periods

BPayments outside of those windows are written to the Payments Not Sent to
BOSP report for manual processing

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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Payroll Processing
Payroll Processing 1T Earning Codes

1 Earning Codes are three digits in Florida PALM

BThe first digit is dropped from current FLAIR Earning Codes
1 i.e., 9170 for Regular Salary is 170

BNew codes added
1 i.e., 9124 for Overtime split into two codes

1 Regular Overtime (Time and a half) is 124
1 Straight-Time Overtime is 224

BA complete list of Earning Codes will post in the Knowledge Center by October
2024

Fl@ridaPALM
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Payroll Processing
Payroll Processing T Deduction Codes

1 Deduction Codes are up to 6 digits and are alphanumeric

} Some codes are not changing
BPost-Tax Deductions
1 1.e., 04371 Paid Parking
BPre-Tax Health Deductions
1i.e.,,004971 PTB Employee State Health Insurance
} Some codes are changing
BTax Deductions
BRetirement and Deferred Comp Deductions
BGarnishment Deductions

1 A complete list of Deduction Codes will post in the Knowledge
Center by October 2024

Fl@ridaPALM

Planning, Accounting, and Ledger Management

Segment IV Design Workshop  August 27-29, 2024



27

Payroll Processing
Payroll Processing T Tax Classes

} No Deduction Code for Taxes
BTax Classes replace Deduction Codes

TAXES
FLAIR PYRL Florida PALM
Deduction Code Deduction Description State | Tax Class Tax Class Description
0050 Federal Income Tax Withheld SuU H Withholding
0051 Add'l Federal Income Tax Withheld SuU H Withholding
0060 Soc Sec Employee Contributions SuU D OASDI/Disability - EE
0062 Fed Hosp Ins Tax Employee Cont SuU F FICA Med Hospital Ins - EE
0901 FICA Employer Contributions SuU E OASDI/Disability - ER
0922 Medicare Employer Contributions SuU Q FICA Med Hospital Ins - ER

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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Payroll Processing
Payroll Processing 1T Benefit Plans
' Retirement Contributions are consolidated into one Deduction Code

further broken down by Deduction Class and Benefit Plan
BBenefit Plan is the Retirement Code

RETIREMENT
FLAIR PYRL Florida PALM
Deduction Code Deduction Description Deduction Code | Deduction Class | Benefit Plan
0080 FLA Ret System - Employee Contrib FRSRET B HA
0902 FLA Ret System - Employer Contrib FRSRET N HA
0082 PEORP - Employee Contribution FRSRET B PA
0928 PEORP - Employer Contribution FRSRET N PA
0902 FLA Ret System - Employer Contrib FRSRET N DP

1 Deferred Comp and OPS FICA Alternative Retirement works similarly
Fl@ridaPALM
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Payroll Processing
Payroll Processing I Garnishments

v Garnishments are consolidated into one Deduction Code further

broken down by Garnishment Type and ID
BGarnishment Types and Garnishment IDs are assignhed by BOSP

GARNISHMENTS

FLAIR PYRL Florida PALM
Deduction Code | Deduction Description | Deduction Code Garnishment Type Garnishment ID
0610 Debt Garnishment GARN Writ of Garnishment WRIT1
0610 Debt Garnishment GARN Social Security (AWG) AWG1
0225 Internal Revenue Service GARN Tax Levy LEVY1
0333 Student Loan Repayment GARN Student Loan Repayment STLN1

Fl@ridaPALM
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Payroll Processing
100.3.1 Create, Load, and Manage Paysheets

1 Business Process Model Review

BThe Create, Load, and Manage Paysheets subprocess explains the steps
taken for Florida PALM to load the HRIS payment and deduction data and for
the Bureau of State Payrolls (BOSP) and agencies to review their employee
pay related data

Fl@ridaPALM
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Payroll Processing

32

100.3.1 Create, Load, and Manage Paysheets

1 Agencies prepare a spreadsheet upload to
send to BOSP for processing non-recurring
payments not payable through HRIS

5
Inbound Earnings
Spreadsheet
Upload
(PRID4E)

Fl@ridaPALM
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Inbound Earnings Spreadsheet Upload (PRI046) N

What Why Who When Where
information is do | need this? runs? should this interface can more information be
transmitted? file be sent? found?

?

4 \

P?\

Knowledge Center
Interface Catalog

Payroll earnings
are sent to
BOSP for
approval and
upload to the
Paysheet
Transaction
Table

To process non-
recurring
payments that
are not payable
through HRIS

BOSP Payroll
Processor

On-Cycle Payroll

Off-Cycle Payroll

Fl@ridaPALM
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https://myfloridacfofloridapalm.us.document360.io/docs/interfaces
https://myfloridacfofloridapalm.us.document360.io/docs/interfaces

Inbound Earnings Spreadsheet Upload (PRI046)

1 Interface Key Considerations: “l@ridaPALM
Blntended for minimal use e
Blntended for large volume ‘ :

BRequires coordination with BOSP oo R e
BSubmit manually to BOSP for review,
approval, and upload s ==
Fl@ridaPALM
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Payroll Processing ’
100.3.1 Create, Load, and Manage Paysheets

1 Agencies view transactions loaded from the HRIS T
In the Paysheet Transaction Table L

1 Assists with research during payroll processing or
post-audit

} Similar to reviewing the File 1 today e

Transactions

FlgridaPAL

Planning, Accounting, and Ledger Management
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Payroll Processing
100.3.1 Create, Load, and Manage Paysheets

} Paysheet

Company |FLA Q
- : : Search by Transaction Type
ral l S aCt I O I l a e Pay Group Q| Paysheet Source | Cther Sources V|
Pay Period End | v | | *Paysheet Transaction Type | ~|
(X = Date Creation Date
Transaction | Loaded v Employee D | Q| Amount | |
Status
Business Unit |43000 Q Employee Record | 0 V| *Transaction Status | V|
Search I I Clear l

~ Set Transaction Status

Select All I [ Deselect All l [ Delete Selected Row(s) ]

Set Transaction Status to v| ’ Apply l

Transaction Data

=[a) TITR
Transaction Detail Paysheet Detail 1 Paysheet Detail 2 Deduction Tag Account Gamishment Source Specific e
Transaction Status EmployeelD | Source Creation Company Pay OffCycie | Employment Sequence '?:;1‘:::;0:1 Employee Status  Override Only
Date Group Record Type
1 Loaded 100000014 ot 07/2212024 | FLA B 0 1E Active ¥ | — |
2 Loaded 100000014 oT 07/2212024 | FLA BW1 0 2|E Active ¥ | — |
3 Loaded 100050542 oT 07222024 FLA BW1 0 4D Active Y |t|
4 Loaded 100000014 oT 072212024 | FLA BW1 0 4D Active Y |t|

100000014 07/2212024 FLA BW1 Active

100000014 07/2212024 BW1
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Payroll Processing
100.3.2 Calculate Payroll

1 Business Process Model Review

BThe Calculate Payroll subprocess explains the calculating of the gross to net
payroll for preliminary and final calculations

Fl@ridaPALM
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Payroll Processing
100.3.2 Calculate Payroll

1 Agencies review preliminary reports to identify
updates, if needed
BPayroll Deduction Report (PRR016)
BPayroll Deductions Not Taken (PRR055) o
BPayroll Summary Report (PRR012) 3
BEarnings Register (PRR007)
BPayroll Register (PRR010)
BPayroll Tax Report (PRR011)
BPayroll Error Messages T Query (PRR061)
BEditing Paysheet Changes Report (PRR036)

Fl@ridaPALM
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Payroll Deduction Report (PRR016)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

?

d a\

O

P,’\

Payroll
deduction details
by employee

To perform data
analysis,
reconciliation,
and support
external
reporting

Agency Payroll
Processor

Payroll
Calculation

Knowledge
Center Reports

Catalog

BOSP Payroll
Processor

Payroll
Confirmation

BOSP Payroll
Maintainer

As needed (ad
hoc)

Fl@ridaPALM
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Payroll Deductions Not Taken (PRR055)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

?

d a\

O

P,’\

Employee
deductions not
taken for a given
payroll cycle

To identify the
reason the

deduction was
not taken

Agency Payroll
Reporter

Payroll
Calculation

Knowledge
Center Reports

Catalog

BOSP Payroll
Processor

Payroll
Confirmation

BOSP Payroll
Maintainer

As needed (ad
hoc)

Fl@ridaPALM
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Payroll Summary Report (PRR012)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

-

?

d a\

P?\

Employee To validate Agency Payroll Payroll Knowledge
payroll data payroll data, Processor Calculation Center Reports
including identify issues, Catalog
paycheck total perform data BOSP Payroll Payroll

information analysis, Processor Confirmation

reconciliation,
and support
external
reporting

BOSP Payroll
Maintainer

As needed (ad
hoc)

Fl@ridaPALM
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Earnings Register (PRR007)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

-

7

4 \

P?\

Employee
earnings codes
processed within
a given payroll
including
balance amounts

To see earnings
successfully
loaded to the
Paysheet, and
any additional
earnings entered
on an

empl oy eejt
payline

Agency Payroll
Processor

Payroll

_ Knowledge
Calculation

Center Reports
Catalog

BOSP Payroll
Maintainer

Payroll
Confirmation

BOSP Payroll
$rocessor

As needed (ad
hoc)

Fl@ridaPALM
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Payroll Register (PRR010)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

-

7

d a )

P?\

Employee's pay To determine if Agency Payroll Payroll Knowledge
history by payroll any employee Processor Calculation Center Reports
run, including payroll updates

Catalog

are needed or
perform data
analysis

gross wages, net
pay, benefits,
taxes, deductions,
employer
contributions, and
payment data

BOSP Payroll
Processor

Payroll Confirm

As needed (ad
hoc)

BOSP Payroll
Maintainer

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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Payroll Tax Report (PRR011)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

?

d a\

O

P,’\

To review the
mayral Bed
withheld from
employee
paychecks

Taxes withheld
from emp
pay within a
given payroll

Agency Payroll
Processor

BOSP Payroll
Processor

BOSP Payroll
Maintainer

BOSP Tax
Maintainer

Payroll
Calculation

Knowledge
Center Reports

Catalo
Payroll Confirm =2l

As needed (ad
hoc)

Fl@ridaPALM
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Payroll Error Messages i Query (PRR061)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?

-

7

d a )

f?\

Error messages To identify

generated during I| unresolved
payroll processingj|l payroll errors

thatimpactan Il that prevent an
employeeflg mp| oyeeld

paysheet paycheck from
creation, pay .
processing

calculation, pay
confirmation or
distribution

Agency Payroll
Processor

Paysheet

_ Knowledge
Creation

Center Reports
Catalog

Payroll

BOSP Payrol Calculation

$rocessor

Payroll Confirm

As needed (ad
hoc)

BOSP Payroll
Maintainer

Fl@ridaPALM
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Editing Paysheet Changes Report (PRR036)

What Why Who When Where
information is do I need this? runs? should this report run? can more information be
transmitted? found?
4 a ) ’ ‘
= ?
L

Paysheet
transactions that
did not pass edit
check

To identify and
remediate
transactions that
did not pass
paysheet edit
checking

Agency Payroll
Processor

Paysheet
Creation

Knowledge
Center Reports

Catalog

BOSP Payroll
Maintainer

Payroll
Calculation

BOSP Payroll
Processor

As needed (ad
hoc)

Fl@ridaPALM
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Payroll Processing
100.3.3 Update Paysheets

1 Business Process Model Review

BThe Update Paysheets subprocess explains the loading of pay and
deduction updates to paysheets during the calculate payroll
subprocess, prior to the final calculation

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Payroll Processing
100.3.3 Update Paysheets

1 Paysheet Change Request

BThe agency submits a request on the Update
Paysheet Earnings page

BAgencies can reduce earning amounts or stop a
payroll payment from generating during the
payroll calculation process

BAgencies are responsible for calculating the
correct gross amount or accurately adjusting the
hourly rate/hours

BCorresponding updates are entered in the
HRIS, if applicable

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Payroll Processing
100.3.3 Update Paysheets

1 Update Paysheet
Earnings Page

BMonthly Salaried
Employee Example

Payline

Company
Empl ID
Empl Red

FLP
11223344556
0

51

Paygroup MON Pay Period End Date  6/30/2024  Page
Laughlin, Michael N Line
Manual Check

Transaction Message: Submit | | Cancel
Pay Line Details Q T

Addl Line Nbr 2 Ok to Pay No Direct Deposit

Separate Check 2 Gross Up

Earnings Begin 6/1/2024 Earnings End 6/30/2024

Other Earnings

*Code Hours Rate Amount Source
170 160 59 299.74 -

Segment IV Design Workshop ~ August 27-29, 2024
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Payroll Processing
100.3.4 Confirm Payroll

} Business Process Model Review

BThe Confirm Payroll subprocess explains the finalization of payroll by updating
employee earnings, deduction, and tax periodic balances and assigning advice
and warrant numbers. The start of post-confirm processing is also explained.

Fl@ridaPALM
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Payroll Processing
100.3.4 Confirm Payroll

1+ After payroll is confirmed, the preliminary reports
are reproduced with final calculations
BPayroll Deduction Report (PRR016)
BPayroll Deductions Not Taken (PRR055)
BPayroll Summary Report (PRR012)
BEarnings Register (PRR007)
BPayroll Register (PRR010)
BPayroll Tax Report (PRR011)
BPayroll Error Messages T Query (PRR061)
BEditing Paysheet Changes Report (PRR036)

{ ms- 4
| R18
l\lgk .| Start Post-

© | Confirm Batch

Fl@ridaPALM
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Payroll Processing
100.4.1 Off-Cycle Processing

} Business Process Model Review

BThe Off-Cycle Processing subprocess explains the payroll processing
that occurs outside of the regularly scheduled major payrolls (On-Cycle
Processing) designated by the State of Florida

Fl@ridaPALM
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Payroll Processing

100.4.1 Off-Cycle Processing

1 One-Time Payment Request
B The agency submits a request on the
One-Time Payment Request page
B Intended for minimal use

B Intended for non-recurring payments
not payable through HRIS

B Requires two different agency users
to submit and approve

B After agency approval, request routes
to BOSP for review and approval

B After BOSP approval, the payment
processes on the next scheduled

57

9

Start

Review
Payment

1
Prepare

Request on
Approval Page
Eamings

Spreadshest 8
Upload

T
Enter 4
One-Time
Payment
Request

Fl@ridaPALM
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Payroll Processing
100.4.1 Off-Cycle Processing

1 One-Time Payment
RequeSt Page One Time Payment Request

. Employee ID 001234567 Empl Red 2 Position ID 001234567
"B Ag encles are Doe Jane Appt ID 3311234 PayEnd Date 4/30/2024 O,
reS po nSI b I e for Earnings Begin Date Q Earnings End Date‘:‘\ Disable Direct Deposit [
. Earning Code Q Regular Wages Deduction Taken
Cal C u | atl n g th e Hours Hourly Rate |:] Grossup O
CO rre Ct g rOSS Payment Amount SpeedKey |
Contract Hours
amount or hourly
Deductions
rate/hours -
Deduction Code Q Plan Type 00
Deduction Class ‘k Before-Tax Benefit Plan 421
Deduction Amount One Time Code |IIQ Addition
Reason Code |I]* Underpayment

Reason Description
(150 Char Max) Submit

Segment IV Design Workshop ~ August 27-29, 2024
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Payroll Processing
100.4.2 Beneficiary Payments

Agency is notified Agency notifies Agency gathers
of empl oyeeods BOSP of beneficiary
death empl oyeebds death information

Agency updates Agency reverses
empl oyeeds job/ payr ol lunreconciled
data in HRIS and warrant, if needed

sends to Florida PALM

Jimmy &
Patronis

Segment IV Design Workshop ~ August 27-29, 2024
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Payroll Processing
100.4.3 Online Check

Agency identifies BOSP prints and

the need for an distributes paper
emergency warrant to the agency

payment (if approved)

=

==

Agency requests Agency distributes
an emergency emergency payment
payment from :
BOSP Fl@ridaPALM

Jimmy &
Patronis
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Payroll Processing
100.5.3 Run Outbound Miscellaneous Interfaces

Payroll is processed
and interfaces are
created for third
parties

Data processed by
third parties

Miscellaneous

Outbound Interfaces ,
from Florida PALM Fl@ridaPALM

nnnnnnnnn Accounting, and Ledger Management
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FigridaPALM

Planning, Accounting, and Ledger Management

Patronis
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Agencies can increase or create additional
earnings in a Paysheet Change Request.

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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ISSUE EMPLOYEE PAYMENTS

FlQridaPALM

nting, and Ledger Management
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Issue Employee Payments
100.3.5 Manage ACH Feeds

Payroll is processed
and interfaces are
created for third
parties

Data processed by
third parties

Miscellaneous

Outbound Interfaces ,
from Florida PALM Fl@ridaPALM

nnnnnnnnn Accounting, and Ledger Management
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Issue Employee Payments
100.3.6 Distribute Payroll Warrants

Payroll is processed and

print extract is generated Agency distributes
for employees with paper paper warrants to
warrants employees

==

=

BOSP prints and

distributes paper :
warrants to agencies F|i‘|’|da PALM

nnnnnnnnn Accounting, and Ledger Management
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Issue Employee Payments
100.3.6 Distribute Payroll Warrants

1 Paycheck (Paper Warrant) Example

BU INTERDEPT DATE WARRANT NUMBER: 64-975
DEPARTMENT OF LOTTERY 1234567890 10/31/2023 8000084846 512
VOID AFTER 12 MONTHS

STATE OF FLORIDA

PAY DEPARTMENT OF FINANCIAL SERVICES AMOUNT
3**** *****s 9?9 37
FIVE-THOUSAND-NINE-HUNDRED-SEVENTY-NINE & 37/100 DOLLARS o :
TO THE SALARY WARRANT
ORDER OF Eom‘% AVE TO DIVISION OF TREASURY
TALLAHASSEE, FL 32311 TALLAHASSEE
< Signature >
< NAME >, CHIEF FINANCIAL OFFICER
0000000000 000000000 0000000000000
FlgridaPALM

Planning, Accounting, and Ledger Management

Jimmy &

Patronis
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Issue Employee Payments
100.5.2 Manage Stale Payroll Warrants

} Business Process Model Review

BThe Manage Stale Payroll Warrants business subprocess explains the steps to
manage stale payments and transfer monies to Unclaimed Property, or as
applicable, the originating fund

Fl@ridaPALM
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Issue Employee Payments
100.5.2 Manage Stale Payroll Warrants

1 Agencies identify outstanding paper warrants and notify employees
of the outstanding payments
BPayroll Warrant Status Report (PRR035)

Fl@ridaPALM
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What

information is
transmitted?

?

y '\

Payroll Warrant
details and
status that
Indicates
whether the
check cleared
the bank, is
outstanding, or
canceled

Payroll Warrant Status Report (PRR035)

71

Why Who When Where
do | need this? runs? should this report run? can more information be
found?

Segment IV Design Workshop

nnnnnnnn

7 ERN
o EEE
To identify Agency Payroll Daily Knowledge
payroll warrant Processor Center Reports
status and As needed (ad Catalog
review warrant BOSP Payroll hoc)
details Processor
BOSP Payroll
Maintainer
Fl@ridaPALM

nnnnnnnnnnnnnnnnnnnnnnnnnnn
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Issue Employee Payments
100.5.2 Manage Stale Payroll Warrants

1 Agencies review report of funds transferred or
not transferred to Unclaimed Property to ensure
the appropriate action occurred

BPayroll Funds Transferred to Unclaimed Property and

Funds Exempt from Transfer to Unclaimed Property
Report (PRR046 T DW Report)

72

ral
(FRID04)
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Issue Employee Payments
100.6.2 Manage ACH Returns and Reissued Warrants

Agency identifies the BOSP prints and distributes
need for areissuance paper warrant to the agency
of a paper warrant (if approved)

==

Agency requests Agency distributes
reissue of paper paper warrant to .
warrant from BOSP employee Flg@ridaPALM

Segment IV Design Workshop ~ August 27-29, 2024



74

FigridaPALM

Planning, Accounting, and Ledger Management
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How do agencies reguest a reissue of a
paper warrant?

a) External Paper Request Form
b) Florida PALM Request Page
c) A Carrier Pigeon

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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SET UP/MAINTAIN POSITION FUNDING

FlQridaPALM
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Set Up/Maintain Position and Position Funding
100.7.1 Set Up Position Distributions

A

} Position Funding Hierarchy

Default Funding

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

+ Florida PALM Position Funding i Overview

BPosition Funding distributes payroll expenses to one or more funding sources
by position

BValid Position Funding is required for all active positions

BUsed for the initial posting of payroll
{ Redistributions are performed in the InterUnit module

BPosition Funding requires a Payroll SpeedKey(s)
' Individual ChartField values can not be assigned

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Florida PALM Position Funding i Key Considerations
BConsider using funding splits when changes are not frequent
1 i.e., position is funded 50% from Fund A and 50% from Fund B

BConsider structuring at a high-level (no splits and minimum ChartFields) when
complex reallocations are needed to simplify the redistribution process

1 i.e., time-based allocations
BMinimum ChartField requirements are enforced by the Payroll SpeedKey
1 Fund, Budget Entity, Category, State Program, and Organization

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

} Payline Funding

BPosition Funding is used for all payroll expenses unless an alternate or
override SpeedKey is provided by the HRIS or entered on applicable payroll
transactions in Florida PALM (i.e., One-Time Payment Request)

1 People First Position Funding
1 Overtime and On-Call (Alternate SpeedKey Optional)
1 CJIP and FFIP (SpeedKey Required)
1 Leave Payout Screen (SpeedKey Override Optional)
1 One-Time Payment Screen (SpeedKey Override Optional)

BIlf an invalid SpeedKey is provided on the Payline from the HRIS then Default

Funding is applied

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

+ Default Funding

BDefault SpeedKey configured for each Business Unit to post Agency Payroll
transactions with unresolved accounting errors or inactive SpeedKeys
1 Florida PALM Fund 60500 is used for all Business Units
1TSi mi | ar t dalgitDefdult Axcoosint Qofles by Agency

1 i.e., 31742605999311001000031440000

BDefault SpeedKeys and corresponding configuration are established and
maintained by BOSP

BAgencies must perform redistributions timely to clear negative balances posted
to the Default Funding

Fl@ridaPALM

Planning, Accounting, and Ledger Management

Segment IV Design Workshop  August 27-29, 2024



82

Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Business Process Model Review

BThe Set Up Position Distributions subprocess explains the steps taken for
agencies to initially load and/or set up their position funding information for
their initial payroll distribution

Fl@ridaPALM
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions NP

1 Agencies review reports to identify
Position Funding updates, if needed
BPosition Funding Report (PRR051)

Blnactive Position Funding SpeedKeys Report
(PRR059)

Spreadsheet

Fl@ridaPALM
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Position Funding Report (PRR051)

What Why Who When Where
information is do | need this? runs? should this report run? can more information be
transmitted? found?

?

Om

y '\

-

SpeedKey To view position ||| Agency Payroll Reporter | A5 needed (ad Knowledge
assigned with funding details in Agency Position Funding hoc) Center Reports
the position, Florida PALM Maintainer Catalog
SpeedKey BOSP Payroll Processor
ChartField BOSP Payroll Maintainer
values, and
Speed Key status BOSP Payroll Reporter
Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Inactive Position Funding SpeedKeys Report (PRR059)

What Why Who When Where
information is do | need this? runs? should this report run? can more information be
transmitted? found?
ofa P \ &l

- 7 EEN

- = . - - A P " -
Active positions I} To identify and Processor Daily Knowledge
with an inactive correct inactive Center Reports
A Position Fundi
Spe_edKey(s) Spe_edKeys Loeney Postion FUnding - As needed (ad Catalo
assigned to assigned to hoc)

BOSP Payroll Processor

position funding ||| active positions

BOSP Payroll Maintainer

J

Fl@ridaPALM
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Agencies update Position Funding, round gy N rm
If needed “Upoat ' e
BManually using Department Budget Yes

Interface Error

Earnings Page |
Blnbound Agency Position Funding Process /"

Spreadsheet Upload (PRI038) Spreadshet

G
Enter Position
Funding
Updates

Position
Funding
Updates?

Mo MNo
1016
Agency Set Up
End and Maintain
Speedkeys

Segment IV Design Workshop ~ August 27-29, 2024
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Department Budget Earnings Page

Dept Budget Date Dept Budget Defaults Dept Budget Earnings

Fiscal Year 2000

SetID PCNSI Department 10000 Human Resources
Budget Begin Date Offset Group
07/01/2000 PACAL
Budget End Date
06/30/2001
Level Q 1of1 v View All
+ || -
Position Number PUN7021 Director - Human Resources
*Effective Date |07/01/2000 Eff Seq 0 “Status | Active ~ Date Entered (5/30/2001
Earnings Distribution
B|Q -
SpeedKey SpeedKey Description
Ns:gg:‘““ SpeedKey Distribution % Primary
50.000 + -

11 0000000010

0000000005 50.000



Inbound Agency Position Funding Spreadsheet Upload (PRI038) ’

What Why Who When
information is do | need this? runs? should this interface
transmitted? file be sent?
d a \
- EENR

New position
funding or
updates to
position funding
for active
positions

Agency Position
Funding
Maintainer

Beginning of
fiscal year

To support
payroll
distribution, as
all active
positions require
valid position
funding

As needed (ad
hoc)

Where

can more information be

found?

Knowledge
Center Reports

Catalog

J

Fl@ridaPALM
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Inbound Agency Position Funding Spreadsheet

Upload (PRI038)

1 Interface Key Considerations:

BAllows agencies to upload new or
updated Position Funding in a
spreadsheet format

BRequires valid Payroll
SpeedKeys; no direct entry of
ChartFields

BIf updating a position with multiple
funding distribution lines, all
distribution lines must be sent,
even if only one line is changing

90

Flg@ridaPALM

he file format below is the definition that represents the data structure of the file to be processed. It provid
axtract or insert data with Florida PALM.

PRI038 - Inbound Agency Position Funding Spreadsheet Upload - File format: (Comma (,) Delimited CSV)

‘ield Name Record Type | Field Field Required Field |Description
Type Length (Florida PALM)
Yes (Y), No (N),
Conditional (C)
3usiness Unit Detail Character (5 Y This field is used to «

organizational subse
with regards to one ¢
operational functions
tied to the position ni
given. The business
Operating Level Org
source system must
unit that exists in the
Ledger. Valid busine
maintained in the sol

“active Date Detail Date 10 Y This field is the effec
funding being establi

Fl@ridaPALM
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FigridaPALM
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Patronis

Segment IV Design Workshop ~ August 27-29, 2024




92

Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Payroll SpeedKey Design Overview
BRequired use for Payroll
BNo updates, can be inactivated or reactivated

BNo duplicates, does not allow more than one SpeedKey to have the same
combination of ChartField values

BPayroll Indicator checkbox must be selected

BPayroll Indicator will be grayed out and cannot be changed to Non-Payroll
SpeedKey

BSingle line SpeedKey

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Payroll SpeedKey Design Overview (continued)

BMandatory ChartFields
1 Account, Fund, Budget Entity, Category, State Program, and Organization
1 Account value defaults to 700001 for all Payroll SpeedKeys

BWhen SpeedKey includes a FCO Category

1 Requires PC BU, Project, Activity, PC Category, and PC Subcategory
1 PC Category is Labor
1 PC Subcategory is the Budget Year
BRequires DFS approval when SpeedKey includes a Category other than
payroll categories
{ i.e., 010000, 030000, 103290, 104166

BAdditional details in the Knowledge Center: SpeedKey Overview

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 SpeedKey Add/Update Page

Main Menu ~

Favorites = Florida PALM

FIgridaPALM

Extensions ~ General Ledger ~ SpeedKey

All = search Bl Advanced Search

SetlD 21000 “Description — ﬁ'aymlllnmcatj ) pcard Indicator

Submit

SpeedKey SKSINGLE Line Type Single Line Module  All

Approval Status Mone Attachments (0)

Effective Date | Q, | 1of1 w View All

*Effective Date |01/01/1901 [H]| Total Percant 100.00

“Status | Active - | Total Distribution Lines 1

ChartField Distributions

Ey Q 1-10f1 View All
ChartFields | I
Percent Srl;itﬂusiness Organization Account Fund Budget Entity Category State Program Grant Contract
1 10000 [ 21000 Q Q Q al | al | al | al | Q|
1 L4

o [

| Add || Update/Display || Include History || Correct History
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

1 Agency Payroll Configuration Worksheets
BFour worksheets that represent core payroll configuration components in
Florida PALM and/or People First
| Position Funding

{ Criminal Justice Incentive Pay (CJIP) Funding i Only provided if your Agency has
employees who receive CJIP

| Fire Fighter Incentive Pay (FFIP) Funding T Only provided if your Agency has
employees who receive FFIP

1 Default Funding for Recovery of State Funds Deduction and Salary Refund
Deduction

Fl@ridaPALM
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Set Up/Maintain Position Funding
100.8.6 Maintain Fiscal Year End Updates - FY Position Funding Update

1+ Position Funding is established for
each new fiscal year - |

y Florida PALM coordinates, collects,
and uploads these updates for
agencies annually

Year Periods

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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Can additional ChartFields be added to
Position Funding beyond what is in the
Payroll SpeedKey?

Yes or No

Fl@ridaPALM

Planning, Accounting, and Ledger Management
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PAYROLL ACCOUNTING
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Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions

} Business Process Model Review

BThe Generate Payroll Accounting Distributions subprocess explains how
agencies validate payroll accounting distribution before allocation and
distribution

BBureau of State Payrolls (BOSP) runs Actuals Distribution in preliminary mode,
giving agencies the opportunity to see distribution reports prior to confirmation

BPosition Funding adjustments are performed by the agency, if needed

BOnce payroll is successfully confirmed, Actuals Distribution runs in final mode
and the accounting entries are sent to the General Ledger

Fl@ridaPALM
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Planmng Accountmg and Ledger Management

P 100.7 Payroll Accounting Distributions
d a ALM - . . oz st Ao Tzt | retgzpan | riotsarn e e | [100.7.2 Generate Payroll Accounting Distributions

Aduy Achuly Aty A Al Aty
[Erer Wame | _Enier Hame |

Payroll Module

100.3.2 100.3.4
Calculate Confirm @

Payroll Payroll
5]
= No
g
E
g 1024

2 3 Enterprise
= : s OO : fopectitic : ; i
= Calculate Payroll i Preliminary - Actuals & Confirm Payroll »! Process Actuals - Run Budget and - Generate GL Megative Balances? rove
Line Appi
= Successful Actuals Distribution RS Successiul Distribution - Cash Check Joumnals Journals
D(? Distributien Reports Transactions to
o P General Ledger
73] Fy Mo
2
Yes
Agency Resolved
Megative Balances? Yes
|
No
E v v v 4 v ¥
S 1 10 20.2 10073 110.3.1
o Review Agen Funding/ Outbeund Payroll " Budget - Agency Record
g cy ls} ound Payro - Process ,
o Actuals Budget Corrections with Accounting OMBZI:TFS-I:I‘EW Execution and Redistributions Inten'lntra_Umt
Distribution Needed? Detail File ar anagement, Jransactions,

E Reports (PRI0SE) (PRIOOT)
=
=
[=]
8 Y Y
< Yes End End
e
=)
]
o 10071
o Set Up Position
% Digtribufions
(=2}
<L




Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions

1 Agencies review reports to determine Iif

adjustments need to be made to position
funding

BActuals Funding Report (PRR030)

BPreliminary Cash and Budget Balance Report
(PRR023)

1 Position funding updates during the
preliminary period are intended for minimal Set Uy Pt
use and not mass updates
Bi.e., position funded to wrong SpeedKey

es

Fl@ridaPALM
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Actuals Funding Report (PRR030)

What Why Who When Where
information is do | need this? runs? should this report run? can more information be
transmitted? found?

) N

y '\

-

Funding information (| To identify and Agency Payroll Payroll Knowledge
used in the Actuals . .

resolve fundin Processor Calculation
Distribution process [l i\ oo J Center Reports
that distributes Catalog

BOSP Payroll
Maintainer

Payroll
Confirmation

earnings, employer
deductions and
employer taxes
across funding
sources

BOSP Payroll
Processor

As needed (ad
hoc)

J

Planning, Accounting, and Ledger Management

Jimmy &
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Preliminary Cash and Budget Balance Report (PRR023)

What Why Who When Where
information is do | need this? runs? should this report run? can more information be
transmitted? found?

~

4 \

7
R ?

Preliminary payroll || To determine if Agency Payroll Payroll
diStributiorBI/p y f . Accounting Maintainer y . Knowledge
amounts compared Il expenditure Agency Payroll Catalo

to spendable cash,
appropriations, and
GR release

balances

moves or Reporter

disinvestments
are needed
before payroll is
confirmed and
accounting
finalized

As needed (ad
hoc)

BOSP Payroll
Processor

BOSP Payroll Reporter

BOSP Payroll
Maintainer

J

Fl@ridaPALM
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Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions

1 Once payroll Is confirmed,
Actuals Distribution runs and

sends the accounting entries ?
to the General Ledger x| e (f P f nosdp ol el
+ Outbound files are sent to

HRIS and Agency Business

Systems ! |

BOutbound Salary Detail File << <om5§?a‘n‘dgzw<
(PRIO07)

BOutbound Payroll with v !
Accounting Ditail File (PRIO58) & (T

Fl@ridaPALM
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Payroll Accounting

100.7.2 Generate Payroll Accounting Distributions

106

INITIAL PAYROLL POSTING ACCOUNTING EXAMPLE
Account Type| BU |Account| Fund | Amount Description
Expense 37000 | 700001 | 26102 | S 4,615.38 |Employee Gross Pay
Expense 37000 | 700201 |26102 | S 286.15 |Employer Social Security
Expense 37000 | 700201 |26102| S 66.92 |Employer Medicare
Expense 37000 | 700301 | 26102 | S 763.76 |Employer Health Insurance
Expense 37000 | 700230 |26102 | S 626.31 |[Employer Retirement
Asset 37000 | 101013 | 26102 | S (6,358.52)|Cash Employer Gross Salary Charge
$0.00 |Total

Plann

Segment IV Design Workshop

Fl@ridaPALM
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Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions

107

Segment IV Design Workshop

FLAIR vs. FLORIDA PALM ACCOUNT MAPPING
FLAIR Florida PALM
Central Object| Dept. Object _ Account on
Account Account Description o _
Codes Codes Initial Posting
110000 700001 |SALARY/WAGES - GENERAL 700001
110026 700003 |SALARY/WAGES - OVERTIME 700003
1100 110032 700004 |SALARY/WAGES - ON CALL 700004
110061 700006 |LEAVE PAYMENT - ANNUAL 700006
110071 700007 |LEAVE PAYMENT - SICK 700007
151000 700201 |FICA CONTRIBUTION - GENERAL
151016 700202 |FICA CONTRIBUTION - ANNUAL LEAVE
1510 151018 700203 |FICA CONTRIBUTION - SICK LEAVE 700201
151032 700205 |FICA CONTRIBUTION - OVERTIME
151037 700206 |FICA CONTRIBUTION - ON CALL
Fl@ridaPALM

Planning, Accounting, and Ledger Management

August 27-29, 2024
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Outbound Payroll with Accounting Detall File (PRI058)

What Why Who When
information is do | need this? runs? should this interface
transmitted? file be sent?

?

d a\

HR Accounting
Line data from the
final payroll
accounting
distributions

After Confirmed
Payroll and GL
Journal
Generation

To load payroll Batch Scheduler
employer
charges and
other payroll
data into Agency
Business

Systems

Segment IV Design Workshop

Where

can more information be
found?

Knowledge
Center Reports

Catalog

Fl@ridaPALM
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Outbound Payroll with Accounting Detall File

(PRIO58)

1 Interface Key Considerations:

BGenerates after scheduled and
confirmed On-Cycle and Off-Cycle
payrolls

BProvides funding information associated
with earnings, employer deductions,
and employer taxes

BDoes not include redistributions that
occur in the InterUnit module

Blntended to replace the salary detall file
for agencies business systems

FlgridaPALM

I'he file format below is the definition that represents the data structure of the file to be processed

PRI058 - Outbound Pay roll with Accounting Detai

File - File fo

109

at: (Pipe (]) Delimited TX|

“ield Name Record Type | Field Field Required Field |Descripti
Type Length (Florida PALM)
Yes (Y), No (N),
Conditional (C)
Record Code Header Character |1 Y Record C
the recorc
Jate Header Date 10 Y This field
was creat
System ID Header Character |2 Y This field
data on th
interface 1
=iller 1 Header Character |30 N This field
PALM
Header Character |30 N This field
PALM

Fl@ridaPALM
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Outbound Salary Detall File (PRI0O07)

What Why Who When
information is do | need this? runs? should this interface
transmitted? file be sent?
d a \
- EENR

To confirm Batch Scheduler ||| After Confirmed

Payroll payment

details for earnings, Payroll and GL
confirmed deductions, and Journal
payrolls intended ||| adjustments Generation

for HRIS but processed for

available to confirmed

Agencies, if payrolls

needed

110

Where

can more information be
found?

Knowledge
Center Reports

Catalog

Fl@ridaPALM
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Outbound Salary Detall File (PRIOO7)

1 Interface Key Considerations: ,
BGenerates after scheduled and F"‘”da PALM

CO nfl rm ed O n - CyCI e an d O'ﬁ:_ CyC I e The file format below is the definition that represents the data structure of the file to be proc

xtract or insert data with Florida PALM.

payro I IS PRI007 - Outbound Salary Detail File - File format: (Pipe (|) Delimited TXT)

‘ield Name Record | Field Type Field| Require |Description
. Type Leng | d Field
Blincludes full payroll details | |l s
. Record Code Header |Character K Y~ |Record Code ide
1 i.e., employee and employer feniat
. Jate Header |Date ) 10 ¥ This field is the d
th
d e d u Ctl O n S an d taxeS System ID Header |Character 2 Y ?Iz:t:(ejlg)i/ndii;i

on the file and is

Blncludes primary funding for the T R

PALM.

position and does not include split o v | N T
fu n d i n g Header |Character 30 N I’iiLsNﬁfld is resel

Fl@ridaPALM
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Payroll Accounting
100.7.3 Process Redistributions

} Business Process Model Review

BThe Process Redistributions subprocess explains the steps taken to
redistribute payroll accounting costs that have already occurred

Fl@ridaPALM
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' ” 100.7 Payroll Accounting Distributions
. r | a o R N e e T Y S (T 100.7.3 Process Redistributions
o Al Acluly Aty v Py ctully
F=ne Enker Name | Enler Name
Planning, Accounting, and Ledger Management .
HF'a 0 alr
1
Agency |dentifies

> Accounting Rows

g Needing

@D Redistribution

o

B ABS
E:
"g' 1r
3 3 1035 3 4
(S 1dentify Payrol Inter/Intralnit Syne Payroll Review Agency |
E % Start Accounting ».|Reclassifications » Reclassifications > Payroll End
o o Rows Needing to FIN HR Accounting
= % Redistribution Accounting Line Redistribufions
fin]
o o
=
O
c
@
o
<L

FIgridaPALM
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Payroll Accounting
100.7.3 Process Redistributions

1 How do agencies identify redistributions?
BDetermined by Agency Business System - Agencies
merge HRIS and Florida PALM Payroll data
{ Outbound Salary Detail File (PRIO07)

{ Outbound Payroll with Accounting Detail File
(PRIO58)

BReviews HR Accounting Line Report (PRR001)

114

1
Agency ldentifies |
Accounting Rows
Meeading
Fedistribution

[ ABS |

)

110.3.5
Inter/Intralnit
Reclassifications

2
Identify Fayrall

Accounting
Rows Needing

Redistribution

Fl@ridaPALM
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HR Accounting Line Report (PRR001)

What Why Who When Where
information is do | need this? runs? should this report run? can more information be
transmitted? found?

Y, )

Om

4 \

-~

Employer Gross To view payroll Agency Payroll After Confirmed Knowledge
Sala_\r_y Charge, accounting data ||| Processor Payroll and GL Center Reports
Position Number, |If from the FIN HR Journal Catalog

Employee ID,
warrant number,
and accounting
distribution details
including U
Payroll
Redistributions

Accounting Line Generation

table

BOSP Payroll
Processor

As needed (ad
hoc)

BOSP Payroll
Maintainer

J

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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Payroll Accounting
100.7.3 Process Redistributions

1 When to perform a Payroll Redistribution?

BTo correct the accounting on a Payroll transaction that has posted to the
General Ledger

BTo perform time-based or complex payroll allocations

BTo add additional accounting information to a transaction that is not known at
the time of position funding

1 1.e., Grant, OAl

BTo allocate Account ChartField values to a more granular level
1 i.e., FICA Overtime, FICA On-Call

1 Where are Payroll Redistributions performed?
Bln the InterUnit Module as described in 100.3.5 Inter/IntraUnit Reclassifications

Fl@ridaPALM
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

v Inter/Intra Unit Module Overview
BCustom module that supports the transactions between agencies (InterUnit)
and within agencies (IntraUnit)
Blnter/IntraUnit Module supports:
! Encumbrances
| Accruals (e.g., Due To/From, Payables/Receivables)
{ Payments for goods and services
1 Transfer of funds
{ General Revenue Service Charge payment
{ Trust Fund Loans
| 1 Reclassifications |
{ Advances
1 DFS IU transactions on behalf of other agencies

Fl@ridaPALM
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Key Functionality

A May perform detail or
summary-level
reclassification.

A Can redistribute to lower-
level agency ChartFields,
e.g., grant, OAL.

A If reclassifying at a detail-
level, can add Paycheck
Number (Journal Line Ref),
Employee ID, and Position.

A May perform subsequent
payroll reclassification and
reference the prior payroll
reclassification.

A Distributes the FIN HR
Accounting Line table to
support ease of reporting.

IU Payroll
Reclassification

A Payroll Reclassification
IS an U transaction
occurring within an
agency and used to

correct accounting or
redistribute payroll
expenditures

Key Controls

A Cannot reclassify more
than the original amount of
the referenced IU Payroll
Reclassification transaction
(if performing subsequent
moves)

A May be subject to agency

approval, DFS Auditing,
and BFR approval.
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

Agency Creates
IU Payroll
Reclassification Approvals Record

S

Edit Check Budget/Cash
Check

Figrida PALM
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

Agency Creates IU Payroll Reclassification
} There are three methods to create an U

Payroll Reclassification: ] e
B Online Entry (U002,
B Spreadsheet Upload 3

Inbound

Blnterface ey e r - MNPt Sorashon

1 Payroll-specific fields allow detall level (uioo1)
reclassifications: 17
B Paycheck Number (Journal Line Ref field) 6

Online Entry—» Create/Update —
Reclassification

Fl@ridaPALM
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

Agency Creates IU Payroll Reclassification

}

Online Entry

B Performed by Agency IU Payroll Reclassification

Processor end user role
B SpeedKey optional

Spreadsheet Upload

B End user must have both the Agency U Payroll
Reclassification Processor and the Agency U

Spreadsheet Upload Processor to create Payroll
Reclassifications

B SpeedKey optional
Interface

B 1UI002 Inbound Inter/IntraUnit Interface is used
to create Payroll Reclassifications

2
Inbound
Inter/IntraUnit
Interface
(1U1002)

Interface

3
Inbound
Inter/IntraUnit
Spreadsheet
Uplaod
(1U1001)

1
Identify Need for
Reclassification

Method of
Entry?

Spreadsheet
Upload

—

6
Online Entry—» Create/Update —
Reclassification

Fl@ridaPALM
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

Edit Check

y ChartField values are active,
validate combination edit rules v )
applicable to the transaction, | CrattUpite unos ves-b Resave £ i
amount validation, open period v

validation, etc. i

1 Online users are immediately
notified of errors upon saving or
submitting the transaction

1 Errors must be resolved prior to
submission for workflow approval

Fl@ridaPALM

Planning, Accounting, and Ledger Management

Segment IV Design Workshop  August 27-29, 2024



