State of Oklahoma CORE Project

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:

e TRC Code = QEL

e Earnings Code = QEL associated with object code of 511300 and setting tax
calculation to ‘Supplemental’ (25% FWT and 5.65% SWT for 2007).

e 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.

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

e 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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a Online Check - Microsoft Internet Explorer =10 1'
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e The question below will pop up. Click on the button.

2 Online Check - Microsoft Internet Explorer
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Home = Compensate Employees = Manage Payroll Process (US) = Use = Online Check

Peve vind ove

Do you wish to use the paysheet creation process to create data for this employee for online use? (2000,139)

ou can use the paysheet creation process to create data for an employee for online processing. This will create data as created by the normal paysheet
process for the employee selected; Flease select "es' ifyou wish to do so

¢ You will then be taken to the on-line check page, as shown below:
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£ Home & Worklist
Home = Compensate Employees = Manade Payroll Process (IS) = Lse = Online Check M Windav
Company: 090 Pay Group: ME1 Pay Period End Date:  04/30/2007 Page: 1
I: 100052 Name: Dack IV, Duffy B Line: 1
Empl Reds: i Check Dt: IU‘U3UQUU?| El check# I Regular
Online Check Request Find | Wigw All First (4 1081 [M] Last
Save and Calculate | Return to Search | ==
¥ OKto Pay [ override Hourly Rate ¥ No Direct Deposit [ GrossUp [ TL Records
Reg Rt Cd Reg Hrs OTRt Cd OTHrs Hourly Rate Reg Salary
| Q| | Q| [oor |
Earnings Begin/End Dates ‘State Locality
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‘Benefit Deductions Taken Ben Ded Subset  *General Deductions Taken  Genl Ded Subset

|Deducti0n 'l |_g |Deducti0n 'l l_g
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*Code Seq # Rate Code Hours Rate Amount
- Q| | =
One-Time Deductions One-TimeTaxes One-Time Garnishments
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o 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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Address @ http:Hwebdev.oklaosf.state.ok.us:?DDI,l’servlets,l’icIientservlet,l’hrg4b,|’?ICType=Script&ICScriptProgramName=WEBLIB_j Go | Links * @Snaglt Iﬁ"

o

& Home

Horme = Corpensate Ernplovees = Manage Payroll Process (US) = Use = Online Check e Wind ow
Company: 090 Pay Group: ME1 Pay Period End Date:  04/3002007 Page: 1
ID: 100052 Name: Dack IV, Duffy B Line: 1
Empl Red#: 0 CheckDt: [0413012007 B check#: | Regular
Online Check Request ind | ' First (0 1of 4 [ Last

Save and Calculate | Return to Search | +1=1
¥ OKto Pay [T override Hourly Rate ¥ No Direct Deposit ¥ Gross.Up I TL Records
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e Click on the Save and Calculate button. You will then be taken to the ‘Online
Results’ page as shown below:
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| &

43 Online Check Results - Microsoft Internet Explorer

File Edit visw Favorites Tools Help

@Ba(k - - \j @ :l‘] f_) Search "il'(Favnrites €}| - ; - J

Address [&] http:ffwebdey.oklansf state .ok.us: 7001 fservietsficlientserviet jhrg4b/?1C Type=ScriptICScriptProgramiame=WEBLIE_MENU. [SCRIPT3. FicldFormula, 7 | (£ o |Lmks ”| S snagtt '

(2 Waorklis 3 Sigh Out

Home = Compensate Employees = Manage Payroll Process (U5 = Inguire = Online Results ey Wind o
{ Cnline Resulls
Dack v, Duffy B ID: 100052 Page: 1

Company: oso Earnings: 8,103.83 EmplRcd#: 0 Line: 1

Pay Group: ME1 Taxes: 3,103.93 Check &

Pay Period End Date: 04/30/2007 Deductions: 0.00 Form ID:

Met Pay: 5,000.00 Qn-ling
Canfirt & Brint | Delete I Reverse & Canfirm I Change Data I

3 Earnings

P Deductions

1 Return to Search
|&] Done ] & Internet

e 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 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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4} online Check Results - Microsoft Internet Explorer =S|
File Edit Wiew Favorites Tools Help ‘ t.,'
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"http:/ fwebdey oklaosf, state, ok, us: 7001 fservietsficientservietfhrgaby ?1C Type=ScriptRI CScript

@ Home

Online Results

Drack v, Duffy B I 100052 Page: 1
Company: uleli] Earnings: 8,103.93 EmplReds: 0 Line: 1
Pay Group: ME1 Taxes: 3,103.93 Check #
Pay Period End Date: 04/30/2007 Deductions: 0.00 Form ID:
Net Pay: 5,000.00 On-line
Eanfirm & Frint Dielete Reverse & Canfirm I Change Data I
First [4] 1 of 1 [P] Last
Begin Date: 04/0142007 End Date: 04/30/2007
Rate Code Hours Rate Earnings Hourly Rate: 27933473
Regular: FLSA Rate:
Overtime: Shift/Rate: M
Reg Earns: State: 0K
Rate Used: Hourly Rate Locality:
Other Earnings
Code Description Rate Code Hours Rate Used Amount
8103.93

QEL GQualified Educational Loan Rei

} Deductions

T (e

]

o If you want to see how the taxes are broken down, click on the arrow next to

located toward the bottom of the page.
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& Home (= worklis S Sign Out
Pay Group: ME1 Taxes: 410344 Check 2 ﬂ
Pay Period End Date: 04/30/2007 Deductions: 0.00 Form ID: :
Net Pay: 5,000.00 Qn-line
Eanfirm & Frint | Dielete I Reverse & Canfirm I Change Data I
3 Earnings
P Deductions
Find |[View3  First @] 1.7cf 7 [F] Lact
State Tax Entity Resident  Tax Class Tax Amount Taxable Gross AP Status
US Federal OASDIEE 502.44 8,103.83
Us Federal OASDIER 502.44 8,103.93
US Federal MEDV/EE 17.51 8,103.93
US Federal Withhaldng 2,025.98 8,103.83
Us Federal MediER 117.51 8,103.93
0K State Y Withholdng 458.00 8,103.83 ﬂ
] I I B B =7

e 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.

e Now MAKE SURE you click on the Delete button which takes you out of the
Online Check process and deletes these off-cycle paylines.

C:\Temp\notesE1EF34\QEL HB-1114.doc
Page 7



State of Oklahoma CORE Project

4} online Check Results - Microsoft Internet Explorer =S|
File Edit Wiew Favorites Tools Help ‘ :,'
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e Back = .\) - \j @ .Lh | /‘) Search i\{FavUntes {‘3‘ [::-_\:' =] -
Address I@ http:Uwabdev.oldaosf.stata.ok.us:?001J‘servIets)’\cI\entservIatihrg4b,f?ICTyDe=Script&ICScriDtPrDgramName=WEBLIBJ‘1ENU.ISCRIPT3.FieIdFDrmu\a‘j Go | Links * Qﬁnaglt EJ
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Online Results

& Home S Sign Out

Delete
button.

Diack v, Dufy B Wb 100052
Company: uleli] Earnings: 8,103.93 Empl Reds:
Pay Group: ME1 Taxes: 3,103.93 5
Pay Period End Date: 04/30/2007 Deductions: 0.00 .
Net Pay: 5,000.00 On-line
X
Eanfirm & Frint Dielete I Reverse & Canfirm I Change Data I

ind | view Al First [ 1061 [P Last

Begin Date: 04012007 End Date: 0473072007

Rate Code Hours Rate Earnings Hourly Rate: 27933473
Regular: FLSA Rate:
Overtime: ShiftRate: [
Rey Earns: State: OK
Rate Used: Hourly Rate Locality:
EErEAining S Find | view &l First (€] 101 ] Last
Code Description Rate Code Hours Rate Used Amount
8103.93

QEL GQualified Educational Loan Rei

} Deductions

() Return to Search

T (e

]

Processing Thru PeopleSoft Payroll:

Step1:
o 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.
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) weekly Elapsed Time - Microsoft Internet Explorer =121 x|
File Edit Wiew Favorites Took  Help
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Home = Self Service = Manager = Tasks = Weekly Elapsed Time

Mew Window

Weekly Elapsed Time

Use the following search to access or report Elapsed Time.

Emplio: [T00052 =Y
Diate |U4152EIUT
Basi Search

[ T ememee

e 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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a Weekly Elapsed Time - Microsoft Internet Explorer ;Iilﬂ
File Edit Wiew Favorites Tools Help ‘ ﬂ'
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Links **

& Home (2 worklis 4 Sign Out
Home = Self Service = Manager = Tacks = Weekly Elapsed Time I Wi o
Weekly Elapsed Time
Duffy Dack D 100052

Job Title: Application Administrator

Enter or change time reporting data in the tahle helow. Time may also be entered hy pressing the "Apply Schedule” pushbution.
The pushbution will populate data in the table with tirme reporting data from the employee's scheduled firne definiion
ITadditional lines fartime entry are needed, press the "Add a New Line" pushhutton,

Reported time on or before 08/31/2007 is for a prior period

From Sunday 04/15/2007 to Saturday 04/21/2007

Override

sun - Mon Tue Wed Thu Fri  Sat . . e .
115 4116 417 418 419 420 4729 TimeReporting Code Short Description Rate Code Override Rate Eﬁzzon More... Delete

0.0001 |s1n3 0.000 II] onn II] nnoi II] onn II] nno I@EL ~| QEL HB1114 =l | =] Mare Delete |

Add aMewLine | Apply Schedule | Previous Week | Nextiweek |
Save |
) Return to Search
& ’_’_I_I_I_ & Internet

e Now click the [Esave] button.
e On the next screen click on the button.

e 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)

e Enter the employee’s Emplid and Company and click on the button.
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3} General Deduction Data - Microsoft Internet Explorer (=] x|
File Edit Wiew Favorites Tools Help ‘ z’
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Address IEhttp:Uwabdev.oklaosf.stata.ok.us:?001J‘servIets;’\chentservIat,ihrg4b,f?cmd=start& j Go |Links * QSF‘EQH (=
@ Home S Sign Out

Home = Compensate Employees = Maintain Payroll Data (US) = Use = General Deduction Data Bl Win ooy

General Deduction Data

Find an Existing Value

EmpiD:  [100052 Q)

Cnmpany'IDBD G

Mame: |

[ Case Sensitive

™ Include History T Correct History

Basi seaen

] [ &[T e mtemet

e 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 General Deduction Data - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

Back ~ () - |% = () Search r Favorites L
) |, %S e

|
< R
[{’3 T B ; J
Address IE[ http: ffwebdey.oklaosf state.ok,us: 7001 fservietsficlentserviet fhrgabfremd=starté, /
Home = Compensate Employees = Maintain Payroll Data (US) = Use = General Deduction Data

{ General Deduction Data

Dack IV,Duffy B 1D: 100052
Company: 080 Office of State Finance

‘Deduction Code: |0293 Q] spectera Before - Tax
Deduction Details

to click

@ Home

‘Effective Date: |U1JU1JZUD? Take on all Paygroups ¥ +1=1
‘Deduction Calculation Routine; | Flat Amaunt =l

Deduction End Date: I01 J01/2008 Deduction Rate or %; I
Loan Interest %: I Flat/Addl Amount: |$?-79
Goal Amount: I Current Goal Balance: I

Ded. stopped by Self ServUser T

This data was last updated System Data last updated on 01/14/2007
by
[Esave) [CiRetunto Search | | % Refresh | k] 1 | Al inolude History) ([ Garreot History |

& &I [ [ [ meemet

e A blank page will open up as shown below.
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7} General Deduction Data - Microsoft Internet Explorer == =]
File Edit Miew Favorites Tools Help | ':,'
5 A [ N " 3 PR
@Back - -\_) Ve \ﬂ @ ‘lj ‘ /.jSearch ‘i\( Favorites E}‘ [:- = o _J
Address I@ http: fiwebdev.oklaosf .state ok.us: 7001 fservietsficientserviet/hrgab/Pomd=st arte. j GD Links ** QSHGQR Eaf
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Home » Compensate Emaloyees = Maintain Payroll Data (US) = Use > General Deduction Data Mew iind o

General Deduction Data

Diack Iv¥,Duffy B ID: 100052

Company: 090 Office of State Finance

General Deduction Find |view &l First Kl 2010 I Last
‘Deduction Code: | ﬂ EI
Deduction Details |
“Effective Date: IW 3l Take on all Paygroups +1=1
“Deduction Caleulation Routine: | Default o Deduction Table =l

Deduction End Date; Eil Deduction Rate or %;
Loan Interest %: Flat/Addl Amount:
Goal Amount: Current Geal Balance:

Dedl. stopped by Self ServUser ™

This data was last updated Qnline Usr Data last updated on
by
B szve) [ QRetum to Search | [ Refresh =] 0 Inlude History | ([ Correct History |
] [TRIT [ [ 4 mternst

o 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:’.
Click on the @ 3=+=] putton.
7. Your screen should look similar to the one below:

S
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Dack IV,Duffy B ID: 100052
Company: 080 Office of State Finance
General Deduction ind | View All First KN 21 40 I3 Last
‘Deduction Code: |9EL =y F=1
Deduction Details JI First (0 1014 [F] Last
‘Effective Date: IDMDHZDD? Take on all Paygroups ¥ 1=
‘Deduction Calculation Rowtine: | Flat Amount =
Deduction End Date: I Deduction Rate or %: I
Loan Interest %: I Flat/Addl Amount: |5DUU-DU
Goal Amount: |5DUU oo Current Goal Balance: ||
Ded. stopped by Self ServUser T
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B szve)  [CLReturn to Search | (4 Refresh = Ellinclude Histary | ([ Correst History |
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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
2" tab) to the actual VVendor 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 VVendor ID.
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