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Segment IV Design Workshop August 27-29, 2024

 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

Agenda
The listed topics will be discussed over the course of all three days
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Design Phase Overview

For more information, listen to

Episode #11: The Design Phase

You are Here!
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Set Up/Maintain 
Position and 
Employee Data

• 100.1 Set Up/Maintain 
Positions

• 100.2.1 Personal Data

• 100.2.2 Payroll Data

• 100.2.3 Retirement Data

• 100.2.4 Deferred Comp

• 100.2.5 Garnishments

• 100.5.1 Validate SSA Info

• Employee Self 
Service/ePay

Set Up/Maintain 
Position Funding

• 100.7.1 Set Up Position 
Distributions

• 100.8.6 Maintain Fiscal 
Year End Updates

Payroll Processing

• 100.3.1 Create, Load, and 
Manage Paysheets 

• 100.3.2 Calculate Payroll

• 100.3.3 Update Paysheets

• 100.3.4 Confirm Payroll

• 100.4.1 Off-Cycle 
Processing

• 100.4.2 Beneficiary 
Payments

• 100.4.3 Online Check

• 100.5.3 Run Outbound 
Miscellaneous Interfaces

Issue Employee 
Payments

• 100.3.5 Manage ACH 
Feeds

• 100.3.6 Distribute Payroll 
Warrants

• 100.5.2 Manage Stale 
Payroll Warrants

• 100.6.2 Manage ACH 
Returns and Reissued 
Warrants

Payroll Accounting

• 100.7.2 Generate Payroll 
Accounting Distributions

• 100.7.3 Process 
Redistributions

• 100.8.6 Maintain Fiscal 
Year End Updates

Payroll Adjustments

• 100.6.1 Record 
Overpayments and 
Recovery

• 100.6.3 Reverse 
Unreconciled Warrants

• 100.6.4 Adjust Retirement 
Earnings and Contributions

• 100.6.5 Record Non-Cash, 
Fringe, and Other 
Adjustments

Calendar Year End 
Processing

• 100.8.1 Process Daily 
Payroll Tax Data

• 100.8.2 Reconcile Monthly 
Payroll Taxes

• 100.8.3 Prepare Quarterly 
Payroll Taxes

• 100.8.4 Produce Employee 
W-2s

• 100.8.5 Produce Employee 
W-2Cs

• 100.8.7 Process Year End 
Off-Cycles

• 100.8.8 Reset Employee 
W-4 Exempt Status

Payroll Life Cycle
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• 100.1 Set Up/Maintain Positions

• 100.2.1 Personal Data

• 100.2.2 Payroll Data

• 100.2.3 Retirement Data

• 100.2.4 Deferred Comp

• 100.2.5 Garnishments

• 100.5.1 Validate SSA Info

• Employee Self Service/ePay
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Set Up/Maintain Position and Employee Data
100.1 Set Up and Maintain Positions

• Position Number

• Pay Plan

• Class Code

• FLSA Status

• FTE

Agency updates 

position data in 

HRIS

Inbound Interface 

from HRIS 

(PRI016)

Position Data 

updated in Florida 

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

• Employee ID

• Name

• Home Address

• Work Address

• Mailing Address

• Email

• Date of Birth

• Gender

• Privacy Indicators

Agency updates 

employee’s personal 

data in HRIS

Inbound Interface 

from HRIS 

(PRI003)

Personal Data 

updated in Florida 

PALM
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Set Up/Maintain Position and Employee Data
100.2.2 Payroll Data

• Employee ID

• Position Number

• Appointment ID

• Pay Plan

• Class Code

• FLSA Status

• FTE

• Pay Cycle

• Employee Gross Salary

• Agency Hire Date

Agency updates 

employee’s job/payroll 

data in HRIS

Inbound Interface 

from HRIS 

(PRI001)

Job/Payroll Data 

updated in Florida 

PALM

9



Segment IV Design Workshop August 27-29, 2024

Set Up/Maintain Position and Employee Data
100.2.3 Retirement Data

• Employee ID

• Retirement Code

• Effective Date

• Appointment ID

Agency updates 

employee’s retirement 

data in HRIS

Inbound Interface 

from HRIS 

(PRI015)

Retirement Data 

updated in Florida 

PALM
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Set Up/Maintain Position and Employee Data
100.2.4 Deferred Compensation

• SSN

• Name

• Deduction Amount or %

• Investment Type

Deferred Comp 

Vendor updates 

employee’s deferred 

comp elections

Inbound Interface 

from Deferred 

Comp Vendor 

(PRI020)

Deferred Comp 

Elections updated 

in Florida PALM
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Set Up/Maintain Position and Employee Data
100.2.5 Garnishments

Agency receives a 

garnishment order 

for an active 

employee

Agency emails 

garnishment order 

to BOSP

BOSP updates 

garnishment in 

Florida PALM
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Set Up/Maintain Position and Employee Data
100.5.1 Validate Social Security Admin (SSA) Information

BOSP completes 

SSN Verification 

with the SSA

BOSP emails any 

error received 

from the SSA to 

the agencies

Agency updated 

employee’s 

incorrect 

information in HRIS
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 Similar to EIC access today, a separate login is required
◦ Multi-Factor Authentication is enabled

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

Password

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

 View Paycheck, Annual Statements, W-2, and W-2c, Employee 

Reimbursements, Tuition Waiver Verification
◦ Historical: W-2 (3 years) and Earning Statements (1 year)

Set Up/Maintain Position and Employee Data
Employee Self Service/ePay
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 Agency Administrators have access to view their employee’s 

information in Florida PALM HCM
◦ This information includes W-4 data, Paycheck, Employee Reimbursements, 

W-2, W-2c, Tuition Waiver Verification

 Unlike the Master Personnel Access in EIC, a separate login is not 

required

Set Up/Maintain Position and Employee Data
Employee Self Service/ePay
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 Initial Landing Page

 Payroll

Set Up/Maintain Position and Employee Data
Employee Self Service/ePay
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 Pay Stub 

Example

Set Up/Maintain Position and Employee Data
Employee Self Service/ePay
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Employees will continue to update their Direct 

Deposit information in People First.

True or False?
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• 100.3.1 Create, Load, and Manage Paysheets 

• 100.3.2 Calculate Payroll

• 100.3.3 Update Paysheets

• 100.3.4 Confirm Payroll

• 100.4.1 Off-Cycle Processing

• 100.4.2 Beneficiary Payments

• 100.4.3 Online Check

• 100.5.3 Run Outbound Miscellaneous 

Interfaces

20



Segment IV Design Workshop August 27-29, 2024

Payroll Processing
Pay Calendar Overview

 Florida PALM Pay Calendar
◦ On-Cycle Payroll – These payrolls are scheduled in advance on the payroll 

calendar

 Monthly

 Biweekly

 Supplemental 

 State Active Duty/Florida State Guard

◦ Off-Cycle Payroll – These payrolls are processed outside of the regular On-
Cycle payroll schedule

 Payroll Adjustments

 Salary Overpayments

 Paycheck Reversals

 One-Time Payments
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Payroll Processing
Pay Calendar Overview

 What is changing?
◦ People First Preliminary Report Date 

◦ People First Stop Pay Deadline

◦ People First Cutoff Date

◦ Florida PALM Preliminary Payroll

◦ No EFT Cancellations

 Florida PALM allows paysheet edits to reduce or stop employee payments

◦ Release of Paper Warrant Timing

◦ Payroll Posting Date

◦ Timeframe to Clear Negative Balances

 Preliminary Payroll report provides tentative cash and budget totals
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Biweekly Payroll Example

Wednesday Thursday Friday

8/1/2024 8/2/2024 8/3/2024 8/4/2024 8/5/2024 8/6/2024 8/7/2024

Thursday Friday Saturday Sunday Monday Tuesday

8/8/2024 8/9/2024

PEOPLE FIRST & FLAIR

PEOPLE FIRST & FLORIDA PALM

PAYDAY

PAYDAY

PAY PERIOD 

END DATE

PAY PERIOD 

END DATE

PF Prelim 
Reports & 
Stop Pays

PF Prelim 
Reports & 
Stop Pays

PF 
Cutoff

PF
Cutoff

Process
Payroll

FLAIR

EFT Cancel 
Deadline

FLAIR

Voucher 
Date

FLAIR

Warrant 
Pickup AM

FLAIR

Journal Posting

Process Prelim 
Payroll

Process Final 
Payroll

Update 
Paysheets

Warrant 
Pickup PM

Clear Negatives FLAIR

Clear 
Negatives

BOSP Clears 
Negatives

FLAIR

BOSP Clears 
Negatives

People
First

FLAIR

FLAIR

Florida PALM

Resolve Potential
          Negatives
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 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

 The timeframe for retroactive payments is changing for Biweekly 

agencies
◦ Monthly continues to pay back for two pay periods

◦ Biweekly is increased to four pay periods

◦ Payments outside of those windows are written to the Payments Not Sent to 

BOSP report for manual processing

Payroll Processing
People First Processing Changes
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 Earning Codes are three digits in Florida PALM
◦ The first digit is dropped from current FLAIR Earning Codes

 i.e., 9170 for Regular Salary is 170

◦ New codes added

 i.e., 9124 for Overtime split into two codes 

 Regular Overtime (Time and a half) is 124

 Straight-Time Overtime is 224

◦ A complete list of Earning Codes will post in the Knowledge Center by October 

2024

Payroll Processing
Payroll Processing – Earning Codes
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 Deduction Codes are up to 6 digits and are alphanumeric

 Some codes are not changing
◦ Post-Tax Deductions

 i.e., 0437 – Paid Parking

◦ Pre-Tax Health Deductions

 i.e., 0049 – PTB Employee State Health Insurance

 Some codes are changing
◦ Tax Deductions

◦ Retirement and Deferred Comp Deductions

◦ Garnishment Deductions

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

Payroll Processing
Payroll Processing – Deduction Codes
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 No Deduction Code for Taxes
◦ Tax Classes replace Deduction Codes

Payroll Processing
Payroll Processing – Tax Classes
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 Retirement Contributions are consolidated into one Deduction Code 

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

 Deferred Comp and OPS FICA Alternative Retirement works similarly 

Payroll Processing
Payroll Processing – Benefit Plans
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 Garnishments are consolidated into one Deduction Code further 

broken down by Garnishment Type and ID
◦ Garnishment Types and Garnishment IDs are assigned by BOSP

Payroll Processing
Payroll Processing – Garnishments
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 Business Process Model Review
◦ The 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

Payroll Processing
100.3.1 Create, Load, and Manage Paysheets
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 Agencies prepare a spreadsheet upload to 

send to BOSP for processing non-recurring 

payments not payable through HRIS

Payroll Processing
100.3.1 Create, Load, and Manage Paysheets
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Inbound Earnings Spreadsheet Upload (PRI046)

Who
 runs?

What 
information is 

transmitted?

When 
should this interface 

file be sent?

Why 
do I need this?

BOSP Payroll 

Processor

Payroll earnings 

are sent to 

BOSP for 

approval and 

upload to the 

Paysheet 

Transaction 

Table

On-Cycle Payroll

Off-Cycle Payroll

To process non-

recurring 

payments that 

are not payable 

through HRIS

Where 
can more information be 

found?

Knowledge Center 

Interface Catalog

33
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 Interface Key Considerations:
◦ Intended for minimal use

◦ Intended for large volume

◦ Requires coordination with BOSP

◦ Submit manually to BOSP for review, 

approval, and upload

34
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 Agencies view transactions loaded from the HRIS 

in the Paysheet Transaction Table

 Assists with research during payroll processing or 

post-audit

 Similar to reviewing the File 1 today

Payroll Processing
100.3.1 Create, Load, and Manage Paysheets
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 Paysheet 

Transaction Table 

– Agency View

Payroll Processing
100.3.1 Create, Load, and Manage Paysheets

36



Segment IV Design Workshop August 27-29, 2024

 Business Process Model Review
◦ The Calculate Payroll subprocess explains the calculating of the gross to net 

payroll for preliminary and final calculations

Payroll Processing
100.3.2 Calculate Payroll
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 Agencies review preliminary reports to identify 

updates, if needed
◦ Payroll Deduction Report (PRR016)

◦ Payroll Deductions Not Taken (PRR055)

◦ Payroll Summary Report (PRR012)

◦ Earnings Register (PRR007)

◦ Payroll Register (PRR010)

◦ Payroll Tax Report (PRR011)

◦ Payroll Error Messages – Query (PRR061)

◦ Editing Paysheet Changes Report (PRR036)

Payroll Processing
100.3.2 Calculate Payroll
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Payroll Deduction Report (PRR016)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Payroll 

deduction details 

by employee

Payroll 

Calculation

Payroll 

Confirmation

As needed (ad 

hoc)

To perform data 

analysis, 

reconciliation, 

and support 

external 

reporting

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog

40
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Payroll Deductions Not Taken (PRR055)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Reporter

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Employee 

deductions not 

taken for a given 

payroll cycle

Payroll 

Calculation

Payroll 

Confirmation

As needed (ad 

hoc)

To identify the 

reason the  

deduction was 

not taken

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Payroll Summary Report (PRR012)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Employee 

payroll data 

including 

paycheck total 

information

Payroll 

Calculation

Payroll 

Confirmation

As needed (ad 

hoc)

To validate 

payroll data, 

identify issues, 

perform data 

analysis, 

reconciliation, 

and support 

external 

reporting

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Earnings Register (PRR007)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Maintainer

BOSP Payroll 

Processor

Employee 

earnings codes 

processed within 

a given payroll 

including 

balance amounts

Payroll 

Calculation

Payroll 

Confirmation

As needed (ad 

hoc)

To see earnings 

successfully 

loaded to the 

Paysheet, and 

any additional 

earnings entered 

on an 

employee’s 

payline

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Payroll Register (PRR010)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Employee's pay 

history by payroll 

run, including 

gross wages, net 

pay, benefits, 

taxes, deductions, 

employer 

contributions, and 

payment data

Payroll 

Calculation

Payroll Confirm

As needed (ad 

hoc)

To determine if 

any employee 

payroll updates 

are needed or 

perform data 

analysis

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog

44

https://myfloridacfofloridapalm.us.document360.io/docs/reports
https://myfloridacfofloridapalm.us.document360.io/docs/reports
https://myfloridacfofloridapalm.us.document360.io/docs/reports


Segment IV Design Workshop August 27-29, 2024

Payroll Tax Report (PRR011)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

BOSP Tax 

Maintainer

Taxes withheld 

from employees’ 

pay within a 

given payroll

Payroll 

Calculation

Payroll Confirm

As needed (ad 

hoc)

To review the 

payroll taxes 

withheld from 

employee 

paychecks 

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Payroll Error Messages – Query (PRR061)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Error messages 
generated during 
payroll processing 
that impact an 
employee’s 
paysheet 
creation, pay 
calculation, pay 
confirmation or 
distribution

Paysheet 

Creation

Payroll 

Calculation

Payroll Confirm

As needed (ad 

hoc)

To identify 

unresolved 

payroll errors 

that prevent an 

employee’s 

paycheck from 

processing

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Editing Paysheet Changes Report (PRR036)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Maintainer

BOSP Payroll 

Processor

Paysheet 

transactions that 

did not pass edit 

check

Paysheet 

Creation

Payroll 

Calculation

As needed (ad 

hoc)

To identify and 

remediate 

transactions that 

did not pass 

paysheet edit 

checking

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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 Business Process Model Review
◦ The Update Paysheets subprocess explains the loading of pay and 

deduction updates to paysheets during the calculate payroll 

subprocess, prior to the final calculation

Payroll Processing
100.3.3 Update Paysheets
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 Paysheet Change Request
◦ The agency submits a request on the Update 

Paysheet Earnings page

◦ Agencies can reduce earning amounts or stop a 

payroll payment from generating during the 

payroll calculation process

◦ Agencies are responsible for calculating the 

correct gross amount or accurately adjusting the 

hourly rate/hours

◦ Corresponding updates are entered in the 

HRIS, if applicable

Payroll Processing
100.3.3 Update Paysheets
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 Update Paysheet 

Earnings Page
◦ Monthly Salaried 

Employee Example

Payroll Processing
100.3.3 Update Paysheets
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 Business Process Model Review
◦ The 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.

Payroll Processing
100.3.4 Confirm Payroll
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 After payroll is confirmed, the preliminary reports 

are reproduced with final calculations
◦ Payroll Deduction Report (PRR016)

◦ Payroll Deductions Not Taken (PRR055)

◦ Payroll Summary Report (PRR012)

◦ Earnings Register (PRR007)

◦ Payroll Register (PRR010)

◦ Payroll Tax Report (PRR011)

◦ Payroll Error Messages – Query (PRR061)

◦ Editing Paysheet Changes Report (PRR036)

Payroll Processing
100.3.4 Confirm Payroll
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 Business Process Model Review
◦ The 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

Payroll Processing
100.4.1 Off-Cycle Processing
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 One-Time Payment Request
◦ The agency submits a request on the 

One-Time Payment Request page

◦ Intended for minimal use

◦ Intended for non-recurring payments 
not payable through HRIS

◦ Requires two different agency users 
to submit and approve

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

◦ After BOSP approval, the payment 
processes on the next scheduled 
payroll

Payroll Processing
100.4.1 Off-Cycle Processing
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 One-Time Payment 

Request Page
◦ Agencies are 

responsible for 

calculating the 

correct gross 

amount or hourly 

rate/hours

Payroll Processing
100.4.1 Off-Cycle Processing
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Payroll Processing
100.4.2 Beneficiary Payments

Agency is notified 

of employee’s 

death

Agency updates 

employee’s job/payroll 

data in HRIS and 

sends to Florida PALM

Agency notifies 

BOSP of 

employee’s death

Agency reverses 

unreconciled 

warrant, if needed

Agency gathers 

beneficiary 

information 
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Payroll Processing
100.4.3 Online Check

Agency identifies 

the need for an 

emergency 

payment

Agency requests 

an emergency 

payment from 

BOSP

BOSP prints and 

distributes paper 

warrant to the agency

(if approved)

Agency distributes 

emergency payment
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Payroll Processing
100.5.3 Run Outbound Miscellaneous Interfaces

Payroll is processed 

and interfaces are 

created for third 

parties

Miscellaneous 

Outbound Interfaces 

from Florida PALM

Data processed by 

third parties
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Agencies can increase or create additional 

earnings in a Paysheet Change Request.

True or False?
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• 100.3.5 Manage ACH Feeds

• 100.3.6 Distribute Payroll Warrants

• 100.5.2 Manage Stale Payroll Warrants

• 100.6.2 Manage ACH Returns and 

Reissued Warrants
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Issue Employee Payments
100.3.5 Manage ACH Feeds

Payroll is processed 

and interfaces are 

created for third 

parties 

Miscellaneous 

Outbound Interfaces 

from Florida PALM

Data processed by 

third parties
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Issue Employee Payments
100.3.6 Distribute Payroll Warrants

Payroll is processed and 

print extract is generated 

for employees with paper 

warrants

BOSP prints and 

distributes paper 

warrants to agencies

Agency distributes 

paper warrants to 

employees
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Issue Employee Payments
100.3.6 Distribute Payroll Warrants

 Paycheck (Paper Warrant) Example
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Issue Employee Payments
100.5.2 Manage Stale Payroll Warrants

 Business Process Model Review
◦ The 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
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Issue Employee Payments
100.5.2 Manage Stale Payroll Warrants

 Agencies identify outstanding paper warrants and notify employees 

of the outstanding payments
◦ Payroll Warrant Status Report (PRR035)
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Payroll Warrant Status Report (PRR035)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Payroll Warrant 

details and 

status that 

indicates 

whether the 

check cleared 

the bank, is 

outstanding, or 

canceled

Daily

As needed (ad 

hoc)

To identify 

payroll warrant 

status and 

review warrant 

details

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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 Agencies review report of funds transferred or 

not transferred to Unclaimed Property to ensure 

the appropriate action occurred
◦ Payroll Funds Transferred to Unclaimed Property and 

Funds Exempt from Transfer to Unclaimed Property 

Report (PRR046 – DW Report)

72
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Issue Employee Payments
100.6.2 Manage ACH Returns and Reissued Warrants

Agency identifies the 

need for a reissuance 

of a paper warrant

Agency requests  

reissue of paper 

warrant from BOSP

BOSP prints and distributes 

paper warrant to the agency

(if approved)

Agency distributes 

paper warrant to 

employee
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How do agencies request a reissue of a 

paper warrant? 

75
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b) Florida PALM Request Page
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• 100.7.1 Set Up Position Distributions

• 100.8.6 Maintain Fiscal Year End 

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

Payline

Position 
Funding

Default Funding

 Position Funding Hierarchy
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 Florida PALM Position Funding – Overview
◦ Position Funding distributes payroll expenses to one or more funding sources 

by position

◦ Valid Position Funding is required for all active positions

◦ Used for the initial posting of payroll 

 Redistributions are performed in the InterUnit module

◦ Position Funding requires a Payroll SpeedKey(s)

 Individual ChartField values can not be assigned 

Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions
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 Florida PALM Position Funding – Key Considerations 
◦ Consider using funding splits when changes are not frequent

 i.e., position is funded 50% from Fund A and 50% from Fund B

◦ Consider structuring at a high-level (no splits and minimum ChartFields) when 

complex reallocations are needed to simplify the redistribution process

 i.e., time-based allocations

◦ Minimum ChartField requirements are enforced by the Payroll SpeedKey

 Fund, Budget Entity, Category, State Program, and Organization

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

 Payline Funding
◦ Position 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)

 People First Position Funding

 Overtime and On-Call (Alternate SpeedKey Optional)

 CJIP and FFIP (SpeedKey Required)

 Leave Payout Screen (SpeedKey Override Optional) 

 One-Time Payment Screen (SpeedKey Override Optional)

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

Funding is applied
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

 Default Funding
◦ Default SpeedKey configured for each Business Unit to post Agency Payroll 

transactions with unresolved accounting errors or inactive SpeedKeys

 Florida PALM Fund 60500 is used for all Business Units

 Similar to today’s 29-digit Default Account Codes by Agency

 i.e., 31742605999311001000031440000

◦ Default SpeedKeys and corresponding configuration are established and 

maintained by BOSP

◦ Agencies must perform redistributions timely to clear negative balances posted 

to the Default Funding
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 Business Process Model Review
◦ The 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

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

 Agencies review reports to identify 

Position Funding updates, if needed
◦ Position Funding Report (PRR051)

◦ Inactive Position Funding SpeedKeys Report 

(PRR059)

84



Segment IV Design Workshop August 27-29, 2024

Position Funding Report (PRR051)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll Reporter

Agency Position Funding 

Maintainer

BOSP Payroll Processor

BOSP Payroll Maintainer

BOSP Payroll Reporter

SpeedKey 

assigned with 

the position, 

SpeedKey 

ChartField 

values, and  

SpeedKey status

As needed (ad 

hoc)

To view position 

funding details in 

Florida PALM

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Inactive Position Funding SpeedKeys Report (PRR059)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

Agency Position Funding 

Maintainer

BOSP Payroll Processor

BOSP Payroll Maintainer

Active positions 

with an inactive 

SpeedKey(s) 

assigned to 

position funding

Daily

As needed (ad 

hoc)

To identify and 

correct inactive 

SpeedKeys 

assigned to 

active positions

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

 Agencies update Position Funding, 

if needed

◦ Manually using Department Budget 

Earnings Page 

◦ Inbound Agency Position Funding 

Spreadsheet Upload (PRI038)
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

 Department Budget Earnings Page
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Inbound Agency Position Funding Spreadsheet Upload (PRI038)

Who
 runs?

What 
information is 

transmitted?

When 
should this interface 

file be sent?

Why 
do I need this?

Agency Position 

Funding 

Maintainer

New position 

funding or 

updates to 

position funding 

for active 

positions

Beginning of  

fiscal year

As needed (ad 

hoc)

To support 

payroll 

distribution, as 

all active 

positions require 

valid position 

funding

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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 Interface Key Considerations:
◦ Allows agencies to upload new or 

updated Position Funding in a 

spreadsheet format

◦ Requires valid Payroll 

SpeedKeys; no direct entry of 

ChartFields

◦ If updating a position with multiple 

funding distribution lines, all 

distribution lines must be sent, 

even if only one line is changing

Inbound Agency Position Funding Spreadsheet 

Upload (PRI038)
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

 Payroll SpeedKey Design Overview
◦ Required use for Payroll

◦ No updates, can be inactivated or reactivated

◦ No duplicates, does not allow more than one SpeedKey to have the same 

combination of ChartField values

◦ Payroll Indicator checkbox must be selected

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

SpeedKey

◦ Single line SpeedKey
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Set Up/Maintain Position Funding
100.7.1 Set Up Position Distributions

 Payroll SpeedKey Design Overview (continued)
◦ Mandatory ChartFields

 Account, Fund, Budget Entity, Category, State Program, and Organization

 Account value defaults to 700001 for all Payroll SpeedKeys

◦ When SpeedKey includes a FCO Category

 Requires PC BU, Project, Activity, PC Category, and PC Subcategory

 PC Category is Labor 

 PC Subcategory is the Budget Year

◦ Requires DFS approval when SpeedKey includes a Category other than 

payroll categories 

 i.e., 010000, 030000, 103290, 104166

◦ Additional details in the Knowledge Center: SpeedKey Overview
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 SpeedKey Add/Update Page

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

 Agency Payroll Configuration Worksheets
◦ Four worksheets that represent core payroll configuration components in 

Florida PALM and/or People First

 Position Funding

 Criminal Justice Incentive Pay (CJIP) Funding – Only provided if your Agency has 

employees who receive CJIP

 Fire Fighter Incentive Pay (FFIP) Funding –Only provided if your Agency has 

employees who receive FFIP

 Default Funding for Recovery of State Funds Deduction and Salary Refund 

Deduction
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Set Up/Maintain Position Funding
100.8.6 Maintain Fiscal Year End Updates - FY Position Funding Update

 Position Funding is established for 

each new fiscal year

 Florida PALM coordinates, collects, 

and uploads these updates for 

agencies annually
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Can additional ChartFields be added to 

Position Funding beyond what is in the 

Payroll SpeedKey?

Yes or No
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• 100.7.2 Generate Payroll Accounting 

Distributions

• 100.7.3 Process Redistributions

• 100.8.6 Maintain Fiscal Year End 

Updates – Coming Soon
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 Business Process Model Review
◦ The Generate Payroll Accounting Distributions subprocess explains how 

agencies validate payroll accounting distribution before allocation and 

distribution

◦ Bureau of State Payrolls (BOSP) runs Actuals Distribution in preliminary mode, 

giving agencies the opportunity to see distribution reports prior to confirmation 

◦ Position Funding adjustments are performed by the agency, if needed

◦ Once payroll is successfully confirmed, Actuals Distribution runs in final mode 

and the accounting entries are sent to the General Ledger

Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions
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 Agencies review reports to determine if 

adjustments need to be made to position 

funding 
◦ Actuals Funding Report (PRR030)

◦ Preliminary Cash and Budget Balance Report 

(PRR023)

 Position funding updates during the 

preliminary period are intended for minimal 

use and not mass updates
◦ i.e., position funded to wrong SpeedKey

Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions
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Actuals Funding Report (PRR030)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Maintainer

BOSP Payroll 

Processor

Funding information 

used in the Actuals 

Distribution process 

that distributes 

earnings, employer 

deductions and 

employer taxes 

across funding 

sources

Payroll 

Calculation

Payroll 

Confirmation

As needed (ad 

hoc)

To identify and 

resolve funding 

issues

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Preliminary Cash and Budget Balance Report (PRR023)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Accounting Maintainer

Agency Payroll 

Reporter

BOSP Payroll 

Processor

BOSP Payroll Reporter

BOSP Payroll 

Maintainer

Preliminary payroll 

distribution 

amounts compared 

to spendable cash, 

appropriations, and 

GR release 

balances

Payroll 

Calculation

As needed (ad 

hoc)

To determine if 

funding updates, 

expenditure 

moves or 

disinvestments 

are needed 

before payroll is 

confirmed and 

accounting 

finalized

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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 Once payroll is confirmed, 

Actuals Distribution runs and 

sends the accounting entries 

to the General Ledger

 Outbound files are sent to 

HRIS and Agency Business 

Systems 
◦ Outbound Salary Detail File 

(PRI007)

◦ Outbound Payroll with 

Accounting Detail File (PRI058)

Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions
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Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions
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Payroll Accounting
100.7.2 Generate Payroll Accounting Distributions
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Outbound Payroll with Accounting Detail File (PRI058)

Who
 runs?

What 
information is 

transmitted?

When 
should this interface 

file be sent?

Why 
do I need this?

Batch SchedulerHR Accounting 

Line data from the 

final payroll 

accounting 

distributions

After Confirmed 

Payroll and GL 

Journal 

Generation

To load payroll 

employer 

charges and 

other payroll 

data into Agency 

Business 

Systems

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Outbound Payroll with Accounting Detail File 

(PRI058)

 Interface Key Considerations:
◦ Generates after scheduled and 

confirmed On-Cycle and Off-Cycle 

payrolls

◦ Provides funding information associated 

with earnings, employer deductions, 

and employer taxes

◦ Does not include redistributions that 

occur in the InterUnit module

◦ Intended to replace the salary detail file 

for agencies business systems
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Outbound Salary Detail File (PRI007)

Who
 runs?

What 
information is 

transmitted?

When 
should this interface 

file be sent?

Why 
do I need this?

Batch SchedulerPayroll payment 

details for 

confirmed 

payrolls intended 

for HRIS but 

available to 

Agencies, if 

needed

After Confirmed 

Payroll and GL 

Journal 

Generation

To confirm 

earnings, 

deductions, and 

adjustments 

processed for 

confirmed 

payrolls

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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Outbound Salary Detail File (PRI007)

 Interface Key Considerations:
◦ Generates after scheduled and 

confirmed On-Cycle and Off-Cycle 

payrolls

◦ Includes full payroll details

 i.e., employee and employer 

deductions and taxes

◦ Includes primary funding for the 

position and does not include split 

funding
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 Business Process Model Review
◦ The Process Redistributions subprocess explains the steps taken to 

redistribute payroll accounting costs that have already occurred

Payroll Accounting
100.7.3 Process Redistributions
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 How do agencies identify redistributions? 
◦ Determined by Agency Business System - Agencies 

merge HRIS and Florida PALM Payroll data 

 Outbound Salary Detail File (PRI007)

 Outbound Payroll with Accounting Detail File 

(PRI058)

◦ Reviews HR Accounting Line Report (PRR001)

Payroll Accounting
100.7.3 Process Redistributions
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HR Accounting Line Report (PRR001)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Payroll 

Processor

BOSP Payroll 

Maintainer

Employer Gross 

Salary Charge, 

Position Number, 

Employee ID, 

warrant number, 

and accounting 

distribution details 

including IU 

Payroll 

Redistributions

After Confirmed 

Payroll and GL 

Journal 

Generation

As needed (ad 

hoc)

To view payroll 

accounting data 

from the FIN HR 

Accounting Line 

table

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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 When to perform a Payroll Redistribution? 
◦ To correct the accounting on a Payroll transaction that has posted to the 

General Ledger

◦ To perform time-based or complex payroll allocations

◦ To add additional accounting information to a transaction that is not known at 

the time of position funding

 i.e., Grant, OA1

◦ To allocate Account ChartField values to a more granular level 

 i.e., FICA Overtime, FICA On-Call

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

Payroll Accounting
100.7.3 Process Redistributions
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 Inter/Intra Unit Module Overview 
◦ Custom module that supports the transactions between agencies (InterUnit) 

and within agencies (IntraUnit)

◦ Inter/IntraUnit Module supports:

 Encumbrances

 Accruals (e.g., Due To/From, Payables/Receivables)

 Payments for goods and services 

 Transfer of funds 

 General Revenue Service Charge payment

 Trust Fund Loans

 Reclassifications

 Advances

 DFS IU transactions on behalf of other agencies

Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications
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Key Controls

• Cannot reclassify more 

than the original amount of 

the referenced IU Payroll 

Reclassification transaction 

(if performing subsequent 

moves)

• May be subject to agency 

approval, DFS Auditing, 

and BFR approval.

Key Functionality

• May perform detail or 

summary-level 

reclassification.

• Can redistribute to lower-

level agency ChartFields, 

e.g., grant, OA1.

• If reclassifying at a detail-

level, can add Paycheck 

Number (Journal Line Ref), 

Employee ID, and Position.

• May perform subsequent 

payroll reclassification and 

reference the prior payroll 

reclassification.

• Distributes the FIN HR 

Accounting Line table to 

support ease of reporting.

IU Payroll 

Reclassification

A Payroll Reclassification 

is an IU transaction 

occurring within an 

agency and used to 

correct accounting or 

redistribute payroll 

expenditures
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

Approvals

Budget/Cash 

Check

Agency Creates 

IU Payroll 

Reclassification

Edit Check

Record
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110.3 Inter/IntraUnit Transaction Processing
110.3.5 Inter/IntraUnit Reclassifications

(Page 1 of 2)

110.3 Inter/IntraUnit Transaction Processing
110.3.5 Inter/IntraUnit Reclassifications

(Page 1 of 2)
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Inter/IntraUnit ModuleInter/IntraUnit Module

Process 
Activity

Manual 
System
Activity

Enter Name

Decision
or Process 

Branch
Interface File

Florida PALM 
System
Activity

Shape Key

Florida PALM 
Manual
Activity

Automated 
System 
Activity

Enter Name

Off
Page

On
Page

Database

Start

End

Report

Acct. 

Event

Start
1

Identify Need for 
Reclassification

2
Inbound 

Inter/IntraUnit 
Interface
(IUI002)

3
Inbound 

Inter/IntraUnit 
Spreadsheet 

Uplaod
(IUI001)

6
Create/Update 
Reclassification

7
Run Edit 
Check

8
Resolve Edit 

Errors

5
Load 

Reclassification 
Data

4
Perform 
Interface 

Error 
Checking

120.1 
Interface Error 

Handling 
Process

File Rejected?

Transaction(s) 
Rejected?

Interface

Online Entry
Edit Errors 
Identified?

No

Yes Yes

No

Yes

No

B

14
Delete 

Reclassification

Update 
Transaction?Yes

End

Method of 
Entry?

Spreadsheet 

Upload

10
Review 

Reclassification
Approve?

15
Approve 

Reclassification

11
Deny 

Reclassification

12
Route to 

Agency IU  
Processor

No

Yes

9
Initiate 

Inter/IntraUnit
Workflow
(IUW001)

A

A

R1 R2

13
Review 
Denied 

Reclassification R5

No

R1
R1 R3

R1

Agency Creates IU Payroll Reclassification

 There are three methods to create an IU 

Payroll Reclassification:

◦ Online Entry 

◦ Spreadsheet Upload

◦ Interface

 Payroll-specific fields allow detail level 

reclassifications: 

◦ Paycheck Number (Journal Line Ref field)

◦ Employee ID

◦ Position

Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications
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110.3 Inter/IntraUnit Transaction Processing
110.3.5 Inter/IntraUnit Reclassifications

(Page 1 of 2)
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Inter/IntraUnit ModuleInter/IntraUnit Module

Process 
Activity

Manual 
System
Activity

Enter Name

Decision
or Process 

Branch
Interface File

Florida PALM 
System
Activity

Shape Key

Florida PALM 
Manual
Activity

Automated 
System 
Activity

Enter Name

Off
Page

On
Page

Database

Start

End

Report

Acct. 

Event

Start
1

Identify Need for 
Reclassification

2
Inbound 

Inter/IntraUnit 
Interface
(IUI002)

3
Inbound 

Inter/IntraUnit 
Spreadsheet 

Uplaod
(IUI001)

6
Create/Update 
Reclassification

7
Run Edit 
Check

8
Resolve Edit 

Errors

5
Load 

Reclassification 
Data

4
Perform 
Interface 

Error 
Checking

120.1 
Interface Error 

Handling 
Process

File Rejected?

Transaction(s) 
Rejected?

Interface

Online Entry
Edit Errors 
Identified?

No

Yes Yes

No

Yes

No

B

14
Delete 

Reclassification

Update 
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Agency Creates IU Payroll Reclassification

 Online Entry 
◦ Performed by Agency IU Payroll Reclassification 

Processor end user role

◦ SpeedKey optional

 Spreadsheet Upload 
◦ End user must have both the Agency IU Payroll 

Reclassification Processor and the Agency IU 
Spreadsheet Upload Processor to create Payroll 
Reclassifications

◦ SpeedKey optional

 Interface
◦ IUI002 Inbound Inter/IntraUnit Interface is used

to create Payroll Reclassifications
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Edit Check

 ChartField values are active, 

validate combination edit rules 

applicable to the transaction, 

amount validation, open period 

validation, etc.

 Online users are immediately 

notified of errors upon saving or 

submitting the transaction

 Errors must be resolved prior to 

submission for workflow approval
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IU Edit Errors

A WorkCenter report 
that provides edit errors 
for Inter/IntraUnit 
transactions that require 
action 
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Approvals

 IU Payroll Reclassifications are 

submitted to the Agency IU Payroll 

Reclassification Approver who may:

◦ Approve

◦ Deny with a comment

 Approvers will be notified of a 

transaction via:

◦ WorkCenter Worklist Notification

◦ WorkCenter IU Approval Page

◦ IUR009 IU Pending Approval
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IUR009 

IU Pending Approval

A report in the 
WorkCenter used to 
display a list of 
Inter/IntraUnit 
transactions submitted 
and are pending 
approval
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Approvals

 If the transaction is denied, the Processor 

is notified via:

◦ Email notification

◦ WorkCenter Worklist Notification

◦ IUR010 Denied IU Transactions 

WorkCenter Report

 Processor may edit the transaction and 

resubmit, or delete the transaction
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IUR010 

Denied IU Transactions

A report in the 
WorkCenter used to 
display a list of 
Inter/IntraUnit 
transactions submitted 
that were denied 
approval
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Approvals

 IU transactions may require BFR or 

Auditing approval based on specific 

criteria

 If denied, the agency processor will 

be notified and may take 

appropriate action
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Budget/Cash Check

 Budget Checking compares the transaction to 
available spending authority

 Cash Checking validates sufficient fund cash is 
available

 Resolution
◦ Accounting Resolution: processors may edit the 

transaction as needed

◦ Budget Resolution: 20.2.1 Manage Budget Checking 
business subprocess

◦ Cash Resolution: 20.2.2 Manage Cash Checking 
business subprocess

 If the budget/cash error is not resolved within a 
specified number of days, the IU transaction will be 
auto deleted
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IUR006 

Inter/IntraUnit Budget-Cash 
Check Errors

A report in the WorkCenter 
used to display a list of 
Inter/IntraUnit transactions 
with budget and cash check 
exceptions that require action
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Record

 J-Gen process will post journals to the 

General Ledger

 GL Journal ID and information is 

recorded to IU transaction

 IUI003 Outbound Inter/IntraUnit 

Interface provides posted Payroll 

Reclassifications

 Distributes the FIN HR Accounting 

Line table to support ease of reporting
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Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

IUR001

IU Transaction Detail Report

A report that lists 
transaction details for 
Inter/IntraUnit module 
transactions including 
Payroll Reclassifications

R1
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• Agency role responsible for creating IU Payroll 
Reclassifications

Agency IU Payroll 
Reclassification Processor

• Agency role responsible for approving or denying IU Payroll 
Reclassifications

Agency IU Payroll 
Reclassification Approver

• Agency role responsible for uploading IU transaction via 
Spreadsheet Upload. This role must also have the Agency 
IU Payroll Reclassification Processor

Agency IU Spreadsheet 
Upload Processor

• Agency end user who can run IU reports, access IU data via 
search pages, and access the IU WorkCenter reportsIU Reporter

Payroll Accounting
110.3.5 Inter/IntraUnit Reclassifications

End

User 

Roles
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Will payroll redistributions from the InterUnit 

module be included in the HR Accounting 

Line Report?

Yes or No
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• 100.6.1 Record Overpayments and 

Recovery

• 100.6.3 Reverse Unreconciled 

Warrants

• 100.6.4 Adjust Retirement 

Earnings and Contributions

• 100.6.5 Record Non-Cash, Fringe, 

and Other Adjustments
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 Business Process Model Review
◦ The Record Overpayments and Recovery subprocess explains the discovery, 

recovery, and employee record adjustment of a Salary Overpayment

Payroll Adjustments
100.6.1 Record Overpayments and Recovery
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 Overpayment Processing
◦ The agency identifies an overpayment and calculates the net amount due 

from the employee in the Payroll Overpayment Discovery page

◦ Similar to today, the employee notification occurs outside of Florida PALM

◦ Deduction Code 200 or personal check is used for collection

◦ Once collected, agency submits the overpayment record for approval

 Requires two different agency users to submit and approve

◦ Once approved by the agency and processed by BOSP, the employee’s 

payroll record is updated

Payroll Adjustments
100.6.1 Record Overpayments and Recovery
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 Payroll Overpayment Discovery Page

Payroll Adjustments
100.6.1 Record Overpayments and Recovery
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Payroll Adjustments
100.6.1 Record Overpayments and Recovery

141



Segment IV Design Workshop August 27-29, 2024

Payroll 

Adjustments
100.6.1 Record 

Overpayments 

and Recovery
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Payroll 

Adjustments
100.6.1 Record 

Overpayments 

and Recovery
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Payroll Adjustments
100.6.1 Record Overpayments

 and Recovery
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 Business Process Model Review
◦ The Reverse Unreconciled Warrants subprocess explains the cancellation of 

paper warrants that have not cleared the bank

Payroll Adjustments
100.6.3 Reverse Unreconciled Warrants
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 Unreconciled Warrant Reversal Request
◦ A paper warrant that has been reconciled (cleared the bank) cannot be 

reversed

◦ A payment made via EFT cannot be reversed

◦ The agency enters a paper warrant reversal request in the Request Payment 

Reversal page

◦ Requires two different agency users to submit and approve

◦ The agency certifies if the paper warrant is in hand at the time of the request

 If in hand, the reversal request is automatically routed to BOSP for processing

 If not in hand, the reversal request is routed to BOSP after four business days for 

processing, if the paper warrant is not reconciled in that timeframe

Payroll Adjustments
100.6.3 Reverse Unreconciled Warrants
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 Request Payment Reversal Page

Payroll Adjustments
100.6.3 Reverse Unreconciled Warrants
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 Request Payment Reversal Page

Payroll Adjustments
100.6.3 Reverse 

Unreconciled Warrants
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1. Can the agency leave the Deposit Number blank when 

approving an Overpayment?

Yes or No

2. A reversal request is routed to BOSP 

after ____ business days for processing if 

the paper warrant is not in hand.

a. 2

b. 4

c. 7
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 Business Process Model Review
◦ The Adjust Retirement Earnings and Contributions subprocess explains the 

adjustments to Florida Retirement System (FRS) eligible earnings and 

contributions and sending the information to FRS

Payroll Adjustments
100.6.4 Adjust Retirement Earnings and Contributions
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 What is changing?
◦ Reduced variance invoices

◦ Improved retirement reporting to FRS

◦ Effective dated retirement code changes from HRIS

◦ Retroactive processing improvements

◦ Adjustment processing improvements

Payroll Adjustments
100.6.4 Adjust Retirement Earnings and Contributions
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 Retroactive Changes in FRS Eligible Earnings
◦ The agency makes retroactive updates to the 

Retirement Code  in the HRIS

 i.e., Update HA to DP

◦ The agency makes retroactive updates to FRS 

Eligible Earnings in the HRIS

 i.e., Timesheet change resulting in a retroactive payment

◦ The agency processes adjustments in Florida PALM 

that affect retirement contributions 

 Salary Overpayment

 Paycheck Reversals

 One-Time Payment Requests

Payroll Adjustments
100.6.4 Adjust Retirement Earnings and Contributions
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 Workers Comp Retirement Adjustments
◦ The agency submits a workers compensation adjustment to update FRS 

Eligible Earnings and Contributions in the Workers Compensation Adjustment 

page

◦ Requires two different agency users to submit and approve

Payroll Adjustments
100.6.4 Adjust Retirement Earnings and Contributions
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 Workers Compensation Adjustment Page

Payroll Adjustments
100.6.4 Adjust Retirement Earnings and Contributions
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 Business Process Model Review
◦ The Record Non-Cash, Fringe, and Other Adjustments subprocess explains 

the recording of non-cash adjustments in payroll

Payroll Adjustments
100.6.5 Record Non-Cash, Fringe, and Other Adjustments
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 Non-Cash Adjustment Request
◦ The agency submits a non-cash 

adjustment in the Non-Cash 

Adjustment Request page

◦ Requires two different agency users 

to submit and approve

◦ After agency approval, adjustment 

routes to BOSP for review and 

approval, if applicable

◦ Once approved and processed by 

BOSP, the employee’s payroll record 

is updated

Payroll Adjustments
100.6.5 Record Non-Cash, Fringe, and Other Adjustments
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 Non-Cash Adjustment Request Page

Payroll Adjustments
100.6.5 Record Non-Cash, Fringe, and Other Adjustments
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1.  Where will agencies update an employee’s 

retirement  code?

a. In Florida PALM

b. Update Not Required

c. In the HRIS

2.  Will all non-cash adjustments 

require BOSP approval?

  Yes or No
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• 100.8.1 Process Daily Payroll Tax Data

• 100.8.2 Reconcile Monthly Payroll Taxes

• 100.8.3 Prepare Quarterly Payroll Taxes

• 100.8.4 Produce Employee W-2s

• 100.8.5 Produce Employee W-2Cs

• 100.8.7 Process Year End Off-Cycles

• 100.8.8 Reset Employee W-4 Exempt 

Status
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Calendar Year End Processing
Process Payroll Tax Data (100.8.1 – 100.8.5, 100.8.7)

Payroll tax collected 

and reconciled by 

BOSP

BOSP remits 

payroll taxes to 

the IRS

BOSP prepares and 

submits quarterly 

tax reports

Agencies remind 

employees to 

consent to receive 

electronic W-2

BOSP produces W-2, 

W-2c, and Annual 

Statements and 

notifies employees

Agencies 

distribute paper 

W-2 and W-2c
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 Business Process Model Review
◦ The Reset Employee W-4 Exempt Status subprocess explains the processing 

steps to notify and reset employees W-4 “Exempt” status during January and 

February of each calendar year

Calendar Year End Processing
100.8.8 Reset Employee W-4 Exempt Status
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Segment IV Design Workshop 8/27/2024
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 Agencies identify and notify employees who 

need to renew their W-4 Exempt status
◦ Employee W-4 Exempt Status Report (PRR045)

 Agencies identify and notify employees 

whose Exempt status is reset due to non-

renewal
◦ Expired W-4 Exemption (PRR068)

Calendar Year End Processing
100.8.8 Reset Employee W-4 Exempt Status
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Employee W-4 Exempt Status Report (PRR045)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Year End 

Processor

Employees with an 

Exempt status for 

Federal Income 

Tax Withholding

Annually

As Needed (ad 

hoc)

To identify the 

employees 

currently exempt 

from Federal 

Income Tax 

Withholding

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog

171
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Expired W-4 Exemption (PRR068)

Who
 runs?

What 
information is 

transmitted?

When 
should this report run?

Why 
do I need this?

Agency Payroll 

Processor

BOSP Year End 

Processor

Employees who 

did not submit an 

updated W-4 for 

the new year 

resulting in a reset 

of their Exempt 

status for Federal 

Income Tax 

Withholding

After February 

15th each year

As needed (ad 

hoc)

To notify 

employees 

whose current 

Exempt status 

for Federal 

Income Tax 

Withholding has 

been reset by 

the system

Where 
can more information be 

found?

Knowledge 

Center Reports 

Catalog
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How will an agency identify who to notify of W-4 

Exempt status that has been reset?

a) Review all employees W-4 forms

b) Wait until the employee notifies you

c) Run the Expired W-4 Exemption 

Report

174



CONTACT US 

FLORIDAPALM@MYFLORIDACFO.COM

PROJECT WEBSITE

WWW.MYFLORIDACFO.COM/FLORIDAPALM/

KNOWLEDGE CENTER

HTTPS//:MYFLORIDACFOFLORIDAPALM.US.DOCUMENT360.IO

http://www.myfloridacfo.com/floridapalm/
https://myfloridacfofloridapalm.us.document360.io/

	Default Section
	Slide 1
	Slide 2: Segment IV Design Workshop
	Slide 3
	Slide 4: Design Phase Overview
	Slide 5: Payroll Life Cycle
	Slide 6: Set Up/Maintain Position and Employee Data
	Slide 7: Set Up/Maintain Position and Employee Data 100.1 Set Up and Maintain Positions
	Slide 8: Set Up/Maintain Position and Employee Data 100.2.1 Personal Data
	Slide 9: Set Up/Maintain Position and Employee Data 100.2.2 Payroll Data
	Slide 10: Set Up/Maintain Position and Employee Data 100.2.3 Retirement Data
	Slide 11: Set Up/Maintain Position and Employee Data 100.2.4 Deferred Compensation
	Slide 12: Set Up/Maintain Position and Employee Data 100.2.5 Garnishments
	Slide 13: Set Up/Maintain Position and Employee Data 100.5.1 Validate Social Security Admin (SSA) Information
	Slide 14: Set Up/Maintain Position and Employee Data Employee Self Service/ePay
	Slide 15: Set Up/Maintain Position and Employee Data Employee Self Service/ePay
	Slide 16: Set Up/Maintain Position and Employee Data Employee Self Service/ePay
	Slide 17: Set Up/Maintain Position and Employee Data Employee Self Service/ePay
	Slide 18
	Slide 19
	Slide 20: Payroll Processing
	Slide 21: Payroll Processing Pay Calendar Overview
	Slide 22: Payroll Processing Pay Calendar Overview
	Slide 23
	Slide 24: Payroll Processing People First Processing Changes
	Slide 25: Payroll Processing Payroll Processing – Earning Codes
	Slide 26: Payroll Processing Payroll Processing – Deduction Codes
	Slide 27: Payroll Processing Payroll Processing – Tax Classes
	Slide 28: Payroll Processing Payroll Processing – Benefit Plans
	Slide 29: Payroll Processing Payroll Processing – Garnishments
	Slide 30: Payroll Processing 100.3.1 Create, Load, and Manage Paysheets
	Slide 31
	Slide 32: Payroll Processing 100.3.1 Create, Load, and Manage Paysheets
	Slide 33
	Slide 34: Inbound Earnings Spreadsheet Upload (PRI046)
	Slide 35: Payroll Processing 100.3.1 Create, Load, and Manage Paysheets
	Slide 36: Payroll Processing 100.3.1 Create, Load, and Manage Paysheets
	Slide 37: Payroll Processing 100.3.2 Calculate Payroll
	Slide 38
	Slide 39: Payroll Processing 100.3.2 Calculate Payroll
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46
	Slide 47
	Slide 48: Payroll Processing 100.3.3 Update Paysheets
	Slide 49
	Slide 50: Payroll Processing 100.3.3 Update Paysheets
	Slide 51: Payroll Processing 100.3.3 Update Paysheets
	Slide 52: Payroll Processing 100.3.4 Confirm Payroll
	Slide 53
	Slide 54: Payroll Processing 100.3.4 Confirm Payroll
	Slide 55: Payroll Processing 100.4.1 Off-Cycle Processing
	Slide 56
	Slide 57: Payroll Processing 100.4.1 Off-Cycle Processing
	Slide 58: Payroll Processing 100.4.1 Off-Cycle Processing
	Slide 59: Payroll Processing 100.4.2 Beneficiary Payments
	Slide 60: Payroll Processing 100.4.3 Online Check
	Slide 61: Payroll Processing 100.5.3 Run Outbound Miscellaneous Interfaces
	Slide 62
	Slide 63
	Slide 64: Issue Employee Payments
	Slide 65: Issue Employee Payments 100.3.5 Manage ACH Feeds
	Slide 66: Issue Employee Payments 100.3.6 Distribute Payroll Warrants
	Slide 67: Issue Employee Payments 100.3.6 Distribute Payroll Warrants
	Slide 68: Issue Employee Payments 100.5.2 Manage Stale Payroll Warrants
	Slide 69
	Slide 70: Issue Employee Payments 100.5.2 Manage Stale Payroll Warrants
	Slide 71
	Slide 72: Issue Employee Payments 100.5.2 Manage Stale Payroll Warrants
	Slide 73: Issue Employee Payments 100.6.2 Manage ACH Returns and Reissued Warrants
	Slide 74
	Slide 75
	Slide 76: Set Up/Maintain Position Funding
	Slide 77: Set Up/Maintain Position and Position Funding 100.7.1 Set Up Position Distributions
	Slide 78: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 79: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 80: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 81: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 82: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 83
	Slide 84: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 85
	Slide 86
	Slide 87: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 88: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 89
	Slide 90: Inbound Agency Position Funding Spreadsheet Upload (PRI038)
	Slide 91
	Slide 92: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 93: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 94: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 95: Set Up/Maintain Position Funding 100.7.1 Set Up Position Distributions
	Slide 96: Set Up/Maintain Position Funding 100.8.6 Maintain Fiscal Year End Updates - FY Position Funding Update
	Slide 97
	Slide 98
	Slide 99: Payroll Accounting
	Slide 100: Payroll Accounting 100.7.2 Generate Payroll Accounting Distributions
	Slide 101
	Slide 102: Payroll Accounting 100.7.2 Generate Payroll Accounting Distributions
	Slide 103
	Slide 104
	Slide 105: Payroll Accounting 100.7.2 Generate Payroll Accounting Distributions
	Slide 106: Payroll Accounting 100.7.2 Generate Payroll Accounting Distributions
	Slide 107: Payroll Accounting 100.7.2 Generate Payroll Accounting Distributions
	Slide 108
	Slide 109: Outbound Payroll with Accounting Detail File (PRI058)
	Slide 110
	Slide 111: Outbound Salary Detail File (PRI007)
	Slide 112: Payroll Accounting 100.7.3 Process Redistributions
	Slide 113
	Slide 114: Payroll Accounting 100.7.3 Process Redistributions
	Slide 115
	Slide 116: Payroll Accounting 100.7.3 Process Redistributions
	Slide 117: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 118
	Slide 119: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 120: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 121: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 122: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 123: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 124: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 125: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 126: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 127: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 128: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 129: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 130: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 131: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 132: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 133: Payroll Accounting 110.3.5 Inter/IntraUnit Reclassifications
	Slide 134
	Slide 135
	Slide 136: Payroll Adjustments
	Slide 137: Payroll Adjustments 100.6.1 Record Overpayments and Recovery
	Slide 138
	Slide 139: Payroll Adjustments 100.6.1 Record Overpayments and Recovery
	Slide 140
	Slide 141: Payroll Adjustments 100.6.1 Record Overpayments and Recovery
	Slide 142
	Slide 143
	Slide 144: Payroll Adjustments 100.6.1 Record Overpayments  and Recovery
	Slide 145
	Slide 146: Payroll Adjustments 100.6.3 Reverse Unreconciled Warrants
	Slide 147
	Slide 148: Payroll Adjustments 100.6.3 Reverse Unreconciled Warrants
	Slide 149: Payroll Adjustments 100.6.3 Reverse Unreconciled Warrants
	Slide 150: Payroll Adjustments 100.6.3 Reverse  Unreconciled Warrants
	Slide 151
	Slide 152
	Slide 153: Payroll Adjustments 100.6.4 Adjust Retirement Earnings and Contributions
	Slide 154: Payroll Adjustments 100.6.4 Adjust Retirement Earnings and Contributions
	Slide 155
	Slide 156: Payroll Adjustments 100.6.4 Adjust Retirement Earnings and Contributions
	Slide 157: Payroll Adjustments 100.6.4 Adjust Retirement Earnings and Contributions
	Slide 158: Payroll Adjustments 100.6.4 Adjust Retirement Earnings and Contributions
	Slide 159
	Slide 160: Payroll Adjustments 100.6.5 Record Non-Cash, Fringe, and Other Adjustments
	Slide 161
	Slide 162: Payroll Adjustments 100.6.5 Record Non-Cash, Fringe, and Other Adjustments
	Slide 163: Payroll Adjustments 100.6.5 Record Non-Cash, Fringe, and Other Adjustments
	Slide 164
	Slide 165
	Slide 166: Calendar Year End Processing
	Slide 167: Calendar Year End Processing Process Payroll Tax Data (100.8.1 – 100.8.5, 100.8.7)
	Slide 168: Calendar Year End Processing 100.8.8 Reset Employee W-4 Exempt Status
	Slide 169
	Slide 170: Calendar Year End Processing 100.8.8 Reset Employee W-4 Exempt Status
	Slide 171
	Slide 172
	Slide 173
	Slide 174
	Slide 175


