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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 deduction codes setup that will be used when initiating loan payments in relation to this House Bill.  They are as follows:

· TRC Code = QEL

· Earnings Code = QEL associated with Object Code 511300 and setting tax calculation to ‘Supplemental’ (% FWT and % SWT used is the current tax rate for the period the calculation is occurring in).

· 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 through calculating the gross-up amount.

Navigation  :Payroll for North America > Payroll Processing USA > Create Online Checks > Create Online Check

Enter the ‘Pay Period End Date’ associated with the employee’s next main pay cycle, the ‘EmplID’ and ‘Empl Rcd Nbr’ of the employee receiving the payment.  
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When the question below pops up, click [image: image3.png]
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You will then be taken to the on-line check page, shown below:
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Fill out this page as follows:

· Click the Gross-Up check box.

· Change Benefit Deductions Taken to “None”.

· Change General Deductions Taken  to “None”.

· In the Other Earnings criteria box, enter the Earnings Code QEL in the box labeled *Code, and enter the amount of the loan payment in the Amount box.  (In this example we made the loan payment $5000.00.)  Your page should now look similar to the one below:
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After reviewing the entered data for accuracy, click [image: image7.png]Save and Calculate



. You will be taken to the ‘Online Check Print’ page as shown below.

[image: image8.png]ORACLE’ m

= Payroll Processing USA

New Window | Help | ¢

b Create and Load
Pajsheets “Oniine Check Print

[ Update Paysheets

 Produce Payroll

b Review Processing Name: - Bob, Sponge W 10: 100059
Hessages Company: 090 Eamings: 808454

 Produce Checks

I Create Direct Deposits. Pay Group: e T 308404

b Pay Period Reporls Pay Period End Date: 043012010 Deductions: 000

< Create Online Checks Net Pay: 500000

ViewPrint Online
Check

b Create Final Checks
- Reverse/Adiust
Paychecks
b Payroll Distribution
b Pay Period TaxReports
UsA
b Periodic Payroll Events





At the top of the page you can see the gross-up Earnings, total amount of Taxes that will be taken on these earnings and also the Net Pay amount of 5,000.00 (which is the original loan amount that was entered in the ‘Other Earnings’ criteria box along with the Earnings Code.  Click the [image: image9.png]


 arrow next to Earnings [image: image10.png]» Earnings



. Notice that the amount you entered has changed to reflect the actual ‘Gross-Up’ amount (8,084.64) that you will need to enter into Weekly Elapsed Time along with the TRC Code ‘QEL’.
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To review how the taxes were calculated, click the [image: image12.png]
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You can make screen prints of these pages to keep with your records and for referencing when actually entering the gross-up amount on the employee’s Timesheet in Weekly Elapsed Time.

Before leaving this page MAKE SURE to click [image: image15.png]Delete



 which takes you out of the Online Check process and deletes these off-cycle paylines.
Processing Through PeopleSoft Payroll
Step 1
Navigation:  Manager Self Service > Time Management > Report Time > Timesheet
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Enter the employee’s EmplID and Empl Rcd Nbr  in the corresponding Value fields.

Enter a ‘Date:’  relating to a date within the pay period that you will be running to pay this employee.
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 and the employee’s name will appear toward the bottom of the page.
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Click the employee’s name that is highlighted in blue and you will be taken to the employee’s timesheet.

Enter the previously calculated Gross-Up amount (8084.64) in a box corresponding to a day.
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In the corresponding TRC field [image: image21.png]


 select the correct Time Report Code - QEL - and your page will look like this:
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 to save the data you just entered.
On the Submit Confirmation, shown below, click [image: image24.png]
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When you have entered all other time for this pay cycle, remember to run the Time Administration process.

Step 2
Navigation:  Payroll for North America > Employee Pay Data USA > Deductions > Create General Deductions
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After entering the EmplID and Company, click [image: image27.png]Search



.
[image: image28.png]GO0
e Spango b Poronm: tooes

= e cananmuis
oo s
* S Canaa

pr— [ [ e—

P —— |

ooactonena e s Pr—





Click [image: image29.png]


 in the General Deduction criteria box to add a new row for entering a new deduction and a blank page will appear.

[image: image30.png]ﬂ

New Windo

GoneralDeducon DA
Chaste Garishments
Reiew Gamshments | Name: Sponge Bob PersoniD: 100050
Ouetite General
Deductons Company: 090 Ofice f SiteFinsrce
Oueride Banetts
Deductons
- Euchase Us Saunas|| | | ~pocuction coser | 1Q =
Sonds
- BetiewU'S Savinas
Bonds a0 |
B “Effective Date: 041152010 Take onall Paygroups V'

~ Request Dlrec Depost “Docuction Calcuation Routine: | DETaUTTo DEGUon Tabie
 Undte Payiol Gotins
~ Search oy National D ) —— Deducton Rate or %
1> Payroll Processing USA. End B orte
© Payrol Distibuton —
1> Pay Period Tax Reports. Loan Interest %: Flat)
Ush
b Perodic Payrol Events Goal Amount:
Ush Ded. stopped by Self Ser User
> U.S. Quarterly Processing by self "
b US Annual Processing This data was last updated by Oniine User Datalast updated on
 Organizatonsl Development
- Worktorce Hontoring
» Set Up HRMS.

s @ save | QRetum to Search || ] Natiy | 4 Refresh |

Current Goal Balance:





Fill in the page as follows:

· In the Deduction Code field enter QEL.

· Enter the beginning pay period date in the Effective Date field.

· Select Flat Amount from the drop down list in the Deduction Calculation Routine field. 

· Enter the amount the agency wants to pay on the employee’s educational loan (our example is 5000.00) in the Flat/Addl Amount field.
· Enter this same amount in the Goal Amount field.
· Click [image: image31.png]



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.


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 withholding voucher on class 994, and account/object code 633190.  Before the withholding payments are processed, the Vendor ID No 0000001114 (Qualified Educational Loan Reimbursement) must be changed on the AP Voucher Payee page to the actual Vendor ID of the specific loan provider.  If the same person processing the payroll does not complete the AP process, the individual who does the AP processing needs to be made aware of the required change to the generic Vendor ID.
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