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Business Process and Best Practices: 

Financial Reimbursement for Educational Expenses Act of 2007 

House Bill 1114 
 
 
Summary: 
House Bill 1114 permits executive branch state agencies to make direct payments on 
behalf of an eligible employee to any private or public entity for qualified educational 
loan expenses, pursuant to the guidelines in the above referenced HB.   
 
This documentation explains how to initiate the payments through the payroll system. 
 
Codes and Funding to Use: 
There are special TRC, earnings and deductions codes setup that you will be using when 
initiating loan payments in relation to this House Bill.  They are as follows: 
 

• TRC Code = QEL 
• Earnings Code = QEL associated with object code of 511300 and setting tax 

calculation to ‘Supplemental’ (25% FWT and 5.65% SWT for 2007). 
• Deduction Code = QEL associated with employee liability code of 633190.  

 
Determining Gross-Up Amount: 
First you will need to determine the gross-up amount to use when entering the data into 
Weekly Elapsed Time.  The steps below walk you thru calculating the gross-up amount. 
 

• Navigate to ‘Online Check’ process.  (Compensate Employees> Manage Payroll 
Process (US)> Use>Online Check) 

• Enter the pay period end date associated with the employee’s next main pay 
cycle; enter the Emplid and Empl Record # of the employee receiving the 

payment. Then click the  button. 
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• The question below will pop up.  Click on the  button. 
 

 
 
 
• You will then be taken to the on-line check page, as shown below: 
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• Fill out the page as follows: 

1. Click on the ‘Gross-Up’ check box.   
2. Change ‘Benefit Deductions Taken’ to ‘None’.   
3. Change ‘General Deductions Taken’ to ‘None.   
4. In the ‘Other Earnings’ criteria box, enter the earnings code ‘QEL’ in the 

box labeled ‘Code’, and enter the amount of loan payment in the 
‘Amount’ box. (In this example we want to make a $5000.00 loan 
payment.)  Your page should now look like the one below: 
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• Click on the Save and Calculate button.  You will then be taken to the ‘Online 
Results’ page as shown below: 
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• The top of the page gives you the gross-up earnings, total amount of taxes that 
will be taken on this earnings and shows the Net Pay amount of $5000.00 (the 
original amount we entered in the ‘Other Earnings’ criteria box along with the 
earnings code.  Click on the arrow next to Earnings towards the bottom of the 
page.  You will notice that the amount you entered has changed to be the actual 
‘Gross-Up’ amount ($8103.93) that you will need to enter into Weekly Elapsed 
Time along with the TRC code of ‘QEL’.  (See below). 
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• If you want to see how the taxes are broken down, click on the arrow next to 
Taxes located toward the bottom of the page.   
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• You will want to do a print screen of these pages to keep with your records and 
for referencing when actually entering the gross-up amount in Weekly Elapsed 
Time. 

• Now MAKE SURE you click on the Delete button which takes you out of the 
Online Check process and deletes these off-cycle paylines. 
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Processing Thru PeopleSoft Payroll: 
       
      Step 1: 

• Navigate to Weekly Elapsed Time.  (Self Service>Manager>Tasks>Weekly 
Elapsed Time).  On the Search Criteria page enter the Emplid and Date as you 
normally do when entering exceptional pay into Time and Labor.  Then click on 

the  button. 
 

Delete 
button. 
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• Enter the gross-up amount (in this example 8103.93) in a rate field and enter QEL 
in the Time Report Code field as shown below: 
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• Now click the button.   

• On the next screen click on the  button. 
• Once all your other exceptional time has been entered for this pay cycle, run Time 

Admin as you would normally do. 
 
Step 2: 

 
• Navigate to Employee General Deduction Data.  (Compensate 

Employees>Maintain Payroll Data (US)>Use>General Deduction Data) 

• Enter the employee’s Emplid and Company and click on the  button. 
 



 
 
 
                                                                                   State of Oklahoma CORE Project 
 
 

C:\Temp\notesE1EF34\QEL HB-1114.doc 
Page 11 

 

 
 

• Click on the plus sign ( ) in the General Deduction criteria box  to add a new 
row for entering a new deduction.  
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• A blank page will open up as shown below. 
 

 to click 
on. 
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• Fill in the page as follows:   
1. Enter ‘QEL’ deduction code in the box labeled ‘Deduction Code:’.  
2. Enter the beginning of the pay period in the date field labeled ‘Effective 

Date:’. 
3. Select ‘Flat Amount’ from the drop down list in the field labeled ‘Deduction 

Calculation Routine:’ 
4. Enter the amount the agency wants to pay on the employee’s educational loan 

(in our example it is $5000.00). 
5. Enter this same amount in the field labeled ‘Goal Amount:’.   
6. Click on the button. 
7. Your screen should look similar to the one below: 
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(Note:  By filling in the Goal Amount, this deduction will only be taken out once and 
then automatically stopped.) 
 
Step 3: 
You can now start running your normal payroll process.  Before confirming the payroll 
always review it to ensure that what has been processed is correct.  When you have 
completed this payroll your Payroll to AP process will create a miscellaneous 
withholdings voucher on class 994, and account/object code 633190.  Before the 
withholding payments are processed, the generic Vendor ID No 0000001114, Qualified 
Education Loan Reimbursement, must be changed on the AP Voucher Payee page (the 
2nd tab) to the actual Vendor ID of the specific loan provider.  If the person processing the 
payroll does not also complete the AP process, the individual who does needs to be aware 
that the generic Vendor ID must be changed to the actual Vendor ID. 


