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The only show that gives you a glimpse into the 
payroll world - 80’s style!
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Recognize the impact of departmental payroll 
processing on the bi-weekly payroll closing

Identify resources and best practices to enable 
accurate and timely bi-weekly payroll processing

Give examples of components that make up the 
bi-weekly payroll closing

Learning Objectives

Agenda
1) Types of Employees & Payments

2) Payroll Life Cycle

3) Biweekly Processing

4) Wage Overpayments Cycle

5) Game: What’s Wrong With this Picture? 

3

4



4/23/2021

3

Payroll 

expenses make 

up what 

percentage of 

UF’s total 

expenses?

a) 28% 

b) 37% 

c) 53%

d) 71% 
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How much does 

UF pay in 

gross wages 

each biweekly?

a) $46.9 million 

b) $51.6 million 

c) $73.8 million

d) $82.7 million
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How many 

employees does 

UF pay in a 

biweekly on 

average?

a) 21,500

b) 28,000

c) 34,500

d) 37,000 
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How much does 

UF pay their 

payroll vendors 

for things such 

as retirement 

and health 

benefits each 

biweekly? 

a) $9 million 

b) $15 million 

c) $27 million

d) $35 million 
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Did You Know?
Did you know that in the 

80’s, candy bars only 

cost $0.25? 

Types of Employees 
and Payments
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5130

4390

3370
8240

1420

3790

280 70 1310

Students

Grad Assistants/Post Docs/Vet Med

OPS

TEAMs

COM

Faculty

USPS

Law Enforcement

Housestaff/Clinical Post

Types of UF Employees

Types of Payments

Regular 
Pay

Scholarships
Lump 
Sums

RoyaltiesFellowships
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Payroll
Life Cycle

1st day of new pay periodFriday  

No work! Saturday/Sunday

2nd workday of pay period Monday  

3rd workday of pay periodTuesday 

4th workday of pay periodWednesday 

5th workday of pay period Thursday

6th workday of pay period; PAYDAY!Friday 

No Work!Saturday/Sunday

7th workday of pay period Monday 

8th workday of pay period Tuesday 

9th workday of pay period Wednesday 

10th (final) workday of pay period; all time and leave must be entered by midnight Thursday 

Payroll Life Cycle: What Employees See
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1st day of new pay period; employees time must be approved by 10am; preliminary 
paylist available for review Friday  

WeekendSaturday/Sunday

Final paylist and cost reports available for review Monday  

3rd workday of pay periodTuesday 

4th workday of pay periodWednesday 

5th workday of pay period Thursday

6th workday of pay period; PAYDAY!; HR deadline for Job Changes Friday 

WeekendSaturday/Sunday

7th workday of pay period Monday 

8th workday of pay period Tuesday 

Preliminary paylist available for review Wednesday 
10th (final) workday of pay period; all time and leave must be entered by midnight; 
preliminary paylist available for review  Thursday 

Payroll Life Cycle: What Departments See

1st day of new pay period; Run reports and send notices of any actions needed for 
employee payments by 10am; Preliminary paylist available for review; Payroll 
process begins at 10am & ends whenever we are done; HR uploads processing, 
Review queries and reports; Distributions must be entered by noon; Missing 
distribution listserv sent twice

Friday  

Post confirm processing; Final paylists and cost distribution 
reports created; Files to vendors created

Saturday/Sunday

Final paylist and cost reports available for review; Vendor 
payments processing, EFT cancellations due; Tax reconciliation 
for paycheck deposit

Monday  

Emergency check submission deadline; Process adjustment runs
Tuesday 

Process emergency checks
Wednesday 

Process adjustment runs 
Thursday

Payroll Life Cycle: What Payroll Sees (Week 1)

19

20



4/23/2021

11

Process adjustment runs; PAYDAY!; HR deadline for Job 
Changes

Friday  

Retro pay process runs
Saturday/Sunday

Emergency check submission deadline; Review retro pay 
entries; Payroll listserv message sent; Missing distribution 
listserv sent; Process adjustment runs

Monday  

Review retro pay entries; Confirm emergency check run; Missing 
distribution listserv sent; Process emergency checks

Tuesday 

Preliminary paylist available for review; Preliminary paychecks for pay period 
available for review; Run queries & reports for potential errors; Initial HR 
adjustment upload; Enter On-Cycle adjustments; Missing distribution listserv 
sent

Wednesday 

10th (final) workday of pay period; All employees time and leave 
must be entered by midnight; Preliminary paylist available for 
review; Confirm leave cashouts ; Missing distribution listserv sent

Thursday

Payroll Life Cycle: What Payroll Sees (week 2)

There is No “I” 
in “Team”

21

22



4/23/2021

12

Payroll 

Services

Human 

resources
UFIT

State 

Agencies
Department

Pay is Personal

Pay is Personal
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Did You Know?
Did you know that, in 1982, the personal computer was the 

machine of the year?

Fast forward to 2021…”University of Florida’s new 

supercomputer -- the fastest artificial intelligence 

supercomputer in higher education”

How Can 
Departments Help 

with Biweekly 
Payroll?
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Know the Deadlines!

Payroll 
Schedule

Reading Listserv 
Messages

Check Your Employees
❑ Check paylists 

❑ Review any targeted emails from 
Payroll Services 

❑ Make sure employees are not 
distributed on expired projects 

❑ Make sure those on medical or 
part time sabbatical have time 
recorded on their behalf

❑ Clear any exceptions 

❑ Approve time before the deadline 
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Review 
Paycheck

Main Menu
Human 

Resources

Payroll for 

North America

Payroll 

Processing 

USA

Produce 

Payroll

Review 

Paycheck

Payable Time Detail
- A Payroll Processor’s Best Friend!

Main Menu
Human 

Resources

Manager 

Self Service

Time       

Management
View Time

Payable 

Time Detail
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Payable Time Detail
Non-Exempt 

(Regular Hours)

Exempt 

(Regular Hours)

All Employees 

(Exception Hours)

Needs Approval Needs Approval

Approved Estimated Approved

Taken by Payroll Taken by Payroll Taken by Payroll

Distributed Distributed Distributed

Payable Time Detail
See these statuses?

Rejected

Not Taken by Payroll

This means that the 

time listed will NOT

pull into the 

employee’s paycheck. 

Contact 

Payroll Services

immediately so they 

can help resolve the 

issue. 
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Did You Know?

Did you know 
that Post-It 
Notes were 

created in 1980?

What Else Does 
Payroll Do?

33

34



4/23/2021

18

Annually
W2 & 1042S Processing

Distribution Rollovers

Annual Comp Cashouts

Superior Accomplishment Awards

Biweekly 
Processing
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Foreign Nationals

Payroll assists with foreign national suppliers and 

foreign national hires

Emergency Checks

Payroll 

processes 

emergency 

check runs per 

biweekly

This results in 

approximately                                        

emergency 

checks per year

2
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Payroll Services reviews retro payments due to late job 
changes.  In the last 6 months,   retro pay payments have 
been made totaling almost                  

Retro Pay Review

1,335

$639,000

Negative Retro Payments: 

$(70,000)

Positive Retro Payments: 

$709,000

*Best Practice: Review any retro payments on the preliminary paylist to
ensure it is as expected.

Adjustments/Refunds
Payroll 

processes 

adjustments 

and refunds 

for…

Health Benefits 

Retirement

Garnishments

Taxes
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Leave Cashouts

Payroll Services processes 
leave cashouts each biweekly. 

Prior 90 Time Adjustments

Payroll processors in the department 
can adjust timesheets going back 90 

days. After that, Payroll Services 
must make the adjustments. 

Main cause is converting 
time worked to leave time

Best practice is conducting a leave 
audit prior to the end of each quarter
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Did You Know?
Did you know that 

Wite-Out was not fast 

drying until the 80s?  

As Needed
Compensation Requests for Form 990s

State Adoption Benefit Payments 

Beneficiary Payments

Garnishments
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44



4/23/2021

23

Distribution Assistance
Payroll Services provides 

guidance to help departments 
with complex distribution 

scenarios. These usually involve 
funds from grants that feed into 

effort reporting. 

GRANTS
EFFORT 

REPORTING

Wage overpayments usually occur due 
to either:

• A termination not being entered 
timely or

• A rate change not being entered 
timely 

Wage Overpayments
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Wage Overpayment Life Cycle

In this scenario, we are going to assume the 
employee left UF for other opportunities and the 
overpayment occurred in a prior year. To keep it 
simple, there won’t be any grants involved and it will 
be a single repayment (not monthly repayments).

Getting the Payment from the Former Employee
Former EE 

receives direct 
deposit past 
termination

Overpayment 
discovered & 
Dept. submits 

form

Payroll Services 
provides Dept. 

with the expected 
refund amount

Dept sends former 
EE certified letter 

with the calculation

Former EE writes 
a check and 

sends to Dept

Dept sends check 
to Payroll 
services

Payroll processes 
and codes the 

deposit chartfield

Courier takes 
check to Treasury 

Management 
(TM)

TM budget 
checks & preps 
check for bank

9 
Steps
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There’s more!

Payroll records check 
& reviews prior to 

processing

Payroll reverses 
paycheck in system & 

creates corrected 
check, if necessary

UFIT processes post-
confirm

Payroll reviews 
distributions during the 
middle of post-confirm 
to be sure they match 
the historical chartfield

UFIT completes the 
post confirm

Department reconciles 
the repayment

6 
Steps

All Done, Right? Not Quite!

Payroll 
completes the 

reversal process 
in the system.

Payroll 
reconciles tax 

file

UFIT sends file 
to ADP

ADP processes 
the file

Payroll 
reconciles 

biweekly tax 
deposits

Disbursements 
records the 
vouchers

TM verifies 
payments 

TM reconciles 
bank activity

8 
Steps
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Wait, There’s More!

Post-confirm 
extracts 

deductions for 
vouchers

Disbursements 
creates 

vouchers in AP 
module

Payroll reconciles 
all vouchers for 

biweekly & 
initiates payments 

to vendors

Disbursements 
processes 
vouchers

Payroll vendors 
receive funds

TM reconciles 
payments to 
bank activity

6 
Steps

But There’s More!
Negative 
voucher 

created for 
state health 

benefit

Payroll creates 
request for 

refund

HR completes 
request and 

sends to state

State 
processes 
refund by 

sending EFT 
and payment 

details 
worksheet

EFT:

TM receives 
EFT and 

notifies Payroll

Payroll 
processes 

deposit

Payment 
Details:

HR reviews and 
sends to 
Payroll

Payroll reviews 
& reconciles 

EFT deposit to 
negative 

voucher & 
general ledger

TM budget 
checks

9 
Steps
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But Wait, There’s Still More!

Payroll 
reconciles tax 

deposit

Payroll 
creates W-2c 

and 941X

Former EE 
notified of W-2c

Former EE accounts for 
change in taxes on 
personal tax return 

Payroll reviews 
941X

Controller 
reviews & 

signs 941X

941X shipped 
FedEx to IRS

7
Steps

Payment 
from the 
Former 

EE

Reconcile

Review 
and 

Process

So, Let’s Put it All Together

20 People minimum
44 Steps

7 UF Departments
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How to Prevent Wage Overpayments
Check paylists for 

employees who 

were terminated 

during the pay 

period. 

*Best Practice: When an 

employee is leaving the 

University, the 

Supervisor should email 

the employee and copy 

Department Payroll 

Processor & HR Liaison.

Did You Know?
Did you know that the 

Rubik’s cube has 43 

quintillion potential 

variations? 
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Ready To Use Your 
Noggin?

It’s time to play – What’s 

Wrong with this Picture?

What’s Wrong With This Picture?

Use the handout to figure 
out what is WRONG with 

the scenarios!

How many can your 
group figure out?
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What Was wrong in Scenario 1?

You Two

Diranne Deran

What was wrong in Scenario 2?

Suzann Summers

Jayne Phonda

Richard Symmuns
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What was wrong in Scenario 3?

Mikel Jaxson

Poll: Rate this session.
o Excellent
o Good
o Neutral
o Needs Improvement
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We’ve Gotta Bounce
Thank you for tuning into…
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