The University of Toledo
Payroll Department

v

The mission of the Payroll Department of the
University of Toledo 1s to support the teaching,
research, and support efforts of the University of
Toledo’s faculty and staff.

* By providing accurate and timely compensation for
services performed;

* Ensuring all deductions and taxes are correctly deducted
and reported 1n a timely manner to the appropriate
agency.
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@ Payroll Department Contact Info

* Location: Main Campus
University Hall 2300

« Web: http://www.utoledo.edu/offices/controller/payroll/
e Phone: 419.530.8780 Fax: 419.530.8787

* NRA: 419.530.8788

* Email: payroll@utoledo.edu
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THE UNIVERSITY OF VISIT APPLY GIVE m
TOLEDO o

PAYROLL

Main Campus
University Hall
Room: 2300
Mail Stop 975
Phone: 419.530.8780
Fax: 419.530-8787

payroll@utnet.utoledo.edu

Reminder: Student employees not taking classes over the summer will have OPERS contributions withheld.

Payroll Bulletin

Deadlines for This Day Pay Period Information




Pay Frequency

v

* Salaried & Faculty — paid current
* AFSCME & Health Science — 2 week lag
* CWA & Grad Students — 1 week lag

» (Calendars: Pay Date Schedule & Holiday Schedules
Payroll Notices / Schedules / API HealthCare

http://www.utoledo.edu/offices/controller/payroll/notices_schedules.html
* Non Faculty employees paid over 26 pays

* Faculty paid over 19 pays or Deferred pay over 26 pays
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STUDENT RESOURCES EMPLOYEE

UT COMMUNITY

21t UNIVERSITY DIRECTORY

MY TOOLKIT

Personal fOffice Information
Mame Change Information

55N Change Information
Update Addresses & Phones
Update Office Address & Phone
Update Emergency Contacts
Update Marital Status

View E-mail Addresses

Maore Personal Info Options...

Pay Details & Leave Balances (

View Pay Stubs

Earnings History

Direct Deposit Information
Leave Balances

Tax Forms

Time Sheet

Maore Ermployee Options...

Other Services

Request/Cancel Employee Meal Plan
Request Door Access for HSC Proxy Card
Request New/Replacement Rocket Card
Request/Update Parking Permit

EMAIL AND UTAD ACCOUNT

i3 Guticok Web Access

Privwided by Microsoft Excharges Server 2003

Outlook Web Access (for Faculty/Staff Exchange
users)

Access your Utoledo Exchange email through this
link.

My UT Account
Maintain your UTAD account information through
this link.

Access your junk mail
Wisit your junk mail folder to unjunk legitimate mail
caught by our spam filter.

Rockets Email
Access your Rockets Email

MY BANNER

Banner INB Production Login (PROD)
Use this link to access Banner Production.

Banner Finance SSB
Use this link to access Banner Self Service.

SYSTEMS ACCESS FORMS

Banner DEVL Instance Access Request
Banner/Lawson Finance Access Request
Banner Human Resources Access Request
Banner ODS Access Request

Banner ODS Meta Data

Banner Student Access Request

Web Report Library Access Request

TRAINING & CAREER DEVELOPMENT

WORKPLACE TOOLS

Accounts Payable Information

Arconnts Pavahla Homenanea



PAYROLL

CONTROLLER OFFICE ACCOUNTS PAYABLE ACCOUNTING AND REPORTING GRANTS ACCOUNTING

WELCOME WEBTIME ENTRY AND TIMECARD PROCEDURE
Home
Webtime Entry:
Forms
Leave Reporting Employees — Instructions for entering hours worked - Webtime Entry

Non-Resident Aliens

Supervisors — Instructions for approving employee hours worked Webtime Entry
Motices/Schedules [ API

Retirement Info Supervisors — Instructions for setting up a proxy

Contact Us

Webtime Entry and Timecard

Procedure/Rejected Timecards
Rejected Timecard Correction Procedure——New Procedure Effective 7/27/2015

W2 Information

Wages Overpayment & Repayment We have a new procedure in place and we will no longer be posting a rejected timecard list. Instead, we will be
Guidelines notifying the supervisors individually via email to address issues with timecards that cannot be processed as
submitted.

Frequently Asked Questions
If there are any issues or concerns with the completion and approval of timecards, please feel free to contact the
Payroll Department at 419-530-8780.

EPAF - ELECTRONIC PERSONNEL

ACTION FORM Time Cards:

EPAF Instructions The Payroll Department has updated the timecard procedure to improve efficiency and quality of processing.
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Home Quick Badge Ernplcuf,ree Configuraticn Reports Actions Prefarences Help Log Out

i Employee Navigator i Pay Code Special Cod... Hoursl.. FAC Department i JobClass  Position

Employee 1 of 89 » ] 2512016 k C HOSPITAL 516780 B1_B1184 HOSPITAL.516780....
Employee. ‘*@ b B HOSPITAL 516780 B1_B1184 HOSPITAL.516780....

) b HOSPITAL 516780 B1_B1184 HOSPITAL 516780 ...
g:;";émd: ; HOSPITAL  |516780 B1_B1184  |HOSPITAL516780....
[01/2472016 - 02/06/2016]8P)] [ |Tu |01/26/2016 SCHED 800  |HOSPITAL  |516780 B1_B1184  |HOSPITAL516780....

Search b |Tu [01/26/2016 HOSPITAL 516780 B1_B1184 HOSPITAL 5167380
| Backto Search Results | Tu |07/26/2016 VYacation 0.25 HOSPITAL 516780 B1_B1184 HOSPITALS16780....
[ Fr 10172972016 SCHED 2.00 HOSPITAL 516780 B1_B1184 HOSPITAL 8167380....
My Time Card b |Fr [01/29/2016 15:00 ~ HOSPITAL 516780 B1_B1184 HOSPITAL516780....
| Open Schedule | b |Fr [01/29/2016 2326 ~ HOSPITAL 516780 B1_B1184 HOSPITAL.516780....
Sa |01/30/2016 10:55 ~ HOSPITAL 516780 B1_B1184 HOSPITAL.516780....
sa |01/30/2016  [11:00 |SCHED 1200 |HOSPITAL  |516780 B1_B1184  |HOSPITAL516780. ..
[¥|Calendars  [¥] Clockings b [Sa |01/30/2016 2324 ~ HOSPITAL 516780 B1_B1184 HOSPITAL 516780 ...
Adjustments Retro b [Su |013172016 14:56 - HOSPITAL 516780 B1_B11584 HOSPITAL 516780
Calculator ) . = == — S B E— —
Adjustments The Pay Period is currently approved. Modifying transactions may cause approval to be
Pay Period Only
Show Requests
Exceptions A Pay Distributions (Daily Hours) AH: 80.00 Total: 80.00 A
|Mdca.|endar||MdC|oc|:ing| Exceptions do not exist for this pay period. Department 516780 Job Class B1_B1184 A
|Md Message” Zalehe NDW| | Labor Distributions Vl
(T = [ Benefit Balances v| Totals
| a?dda?ﬂj_ustmenl | | Supervisors Yl
| AddAftendance |
[ RddPayFerodiote. | | Requests v|
[ Approvedime Gard. | [ Notes v|
I iﬁiji:e I | Employee General Information \d |
| EounesyUnlock | | Employee Authorization Information Vl

APl HealthCare

Link for off campus connection to API System:

https://eschedule.utoledo.edu/APIHealthcare/Login.aspx
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—

File Edit GoTe Favorites Help

»

*1‘} Favorites | {;‘g -EEE- Radic Home CBC.ca Radio ‘ Banner HR ‘ Basic Guidelines for Taxati... ﬁ Publication 519 (2013], U.... ﬁ Claiming Tax Treaty Benef...
— 3
|',' http://www.utoledo.ed... x| | M- v [ mm v Pagev Safetyv Tools~ @@~

oo
|-:u:| v

Entering Leave Time on Employee Self Service Portal

Reporting Leave through Self Service is currently to be used by Full Time and 9 month Faculty and Main
Campus PSA non-hourly employees to report Vacation, Vacation Holding (for those who that applies),
and Basic Sick only. Any other employee and/or other type of leave still use the 3 part Absence Report

Form.

Step One: Log into myUT with utad credentials

[ =T Paszword:

nuUT Daily neaws for The _ e | oo |

University of Toledo eormumunily
Legin Help | myUT Help | Account Maintenancs | ParentiGeest Faymsnt | UT Home

Step Two: On the employee tab select More Employee Options

Welcome Alyson Walker
My Account

Content Layout | You 2re currently logged in. /

Student Student Resources Q370G -R UT Community Library

My Toolkit @EE | Email and UTAD Ac
Personal Information Eﬂ
Name Change Information OUﬂOOk -

Done & ‘i‘ﬂ. Unknown Eone| Protected Mode: Off a v



Payment Type

H b ok UT Communi Libra

My Toolkit =13 [

Personal f Office Information
Mame Change Information

* Direct Deposit: pdate Addrecses & Phones
. Update Office Address & Phone
— Setup via myUT employee tab Cpiots Marial B

View E-mail Addresses

- Requlred by UT POllcy More Personal Info Ootions...
— **2 Factor Authentication™*

— If you were a previous employee,
make sure what 1s set up 1s still
correct

View Pay Stubs
Earnings History

Direct Deposit Information
Leave Balances

Other Services

Request/Cancel Employee Meal Plan
Request Door Access for HSC Proxy Card
Request New/Replacement Rocket Card
Request/Update Parking Permit

Benefits Information

2015 Open Enrollment

Benefit Enrollment - New Hire/Newly
Eligible

Benefit Enrollment - Qualifying Events
Benefits Webpage

Benefit Summary

Rocket Wellness

Tuition Wairver
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atllas) | O hitps://selfsenviceutoledo.edu/prod/web_direct deposit_emp.LIST_DIRECT_DEPOSIT
L

File Edit View Favorites Tools Help
¢ Favorites | 5. ish Radio Home CBC.caRadio (g Banner HR g Basic Guidelines for Taxati... #§ Publication 519 (2013), U.... & Claiming Tax Treaty Benef...

»

|' Direct Deposit Allocation | | ﬁ’ - * [ @ v Page~ Safety~ Tools~ @v ”

-~

/ Personal Information [ 210 - -m{ Finance

SITE MAP HELP

i3
Search [ Module Mavigation Links l

Direct Deposit Allocation

Help us protect your banking information

For the protection of your banking information from unauthorized changes, a two factor authentication is required.You will need to
provide a telephone number where you can receive an authorization code via text or voice message. This authorization code will be
required to access your data. Click on two factor authentication to proceed.

Two factor authentication FAQ

I
The Un iversity of Toledo I hereby authorize The University of Toledo to initiate electronic funds transfers to my accol

Rockets Authentication | 52VINGS account at the bank indicated beiow -
. . @ Checking account at the bank ndicated below
Send Authorization Code

If you click "Text Message" your authorizatic
you ending in 40. If you prefer a voice call or

Routing No: 12345789
Account Number: 123457849

Amount or Percent 450 g Amount / Percent =

the phone number if necessary.
E { Voice Call

Standard text messaging rates may apply.

& €L Local intranet | Protected Mode: Off i3 v ®100% -



Deductions

H 0k UT Community  Library

My Toolkit =13 [
¢ W4 Federal TaX Personal / Office Information

Mame Change Information
S5N Change Information
Update Addresses & Phones
Update Office Address & Phone
Update Emergency Contacts

¢ IT‘4 OH & MI State taX & SD Update Marital Status
View E-mail Addresses
More Personal Info Ootions...

° MedlCal‘e / HWE Ei?e‘iu [th:iSI:UESSLeaVE Balances

Earnings History

Direct Deposit Information
Leave Balances

Tax Forms

* Voluntary Local Tax Withholdings Vore Employee Optiors.

Other Services

Request/Cancel Employee Meal Plan
Request Door Access for HSC Proxy Card
Request New/Replacement Rocket Card

Y Retlrement Systems Request/Update Parking Permit

Benefits Information
2015 Open Enrollment
. . Benefit Enroliment - New Hire/Newly
 Non Resident Alien Eligible N

Benefit Enrollment - Qualifying Events
Benefits Webpage

— Tax Treaty benefits Benefit Summary
Rocket Wellness
Tuition Wairver
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Federal taxes are initially set up as Single. For update, from MyUT employee tab,
select Tax Forms, then Federal Income Tax Withholdings.

W4 Tax Exemptions or Allowances

Federal Withholding Tax
s of Dabe:

Kame:

Address:

Last Mamse differs inem S5H cand;
Deduciion Siabes:

Stark Date: lepr @3, 2012
i a2

Fillineg Sl us: sl
Huiim b o Allirrandes: _I
88Tional Witkhokding:

Bisbe Addmionsl smsasl, f sy, oo wenl whibekl i each prychac /
Pk

EELEASE: 181

Instructions can be found in Frequently Asked Questions section of Payroll
webpage



File

Edit View Favorites

Tools  Help

'f} Favorites | 'i,:‘g, -EEE- Radic Herme CBC.ca Radio ‘ Banner HR. ‘ Basic Guidelines for Taxati.. §§ Publication 519 (2013), U.... ¥l Claiming Tax Treaty Benef... 3}: http--www.tax.chic.gov-...

(]

-

1" myUT

|1" The University of Teled

x|_| M B

Home

Forms

Leawve Reporting
Maon-Resident Alisns

MNotices/Schedules/API

Reports El
Retirement Info
Contact Us

Webtime Entry and Timecard
Procedure/Rejected Timecards

W2 Information

Wages Overpayment B
Repayment Guidelines

EPAF - ELECTRONIC
PERSONNEL ACTION FORM

EFAF Instructions

Please be aware that the forms listed below require an original signature

Federal Tax Exemption Form
« 2013 Form W4

State Tax Exemption Forms

= Chio Department of Taxation - Employee's Withholding Exemption Certificate

+ State of Michigan.Department of Treasury-Emplovee's Michigan Withholding Exemption Certificate

+ Dhio School Districts

Miscellaneous Employment Forms

8 Month Faculty Pay Option Selection Form

+ Cell Phone Stipend

CONTACT US < » Voluntary Local Tax Withholdings Election Furm>

Scott Park Campus
Learning Rescurces Center,
2nd Floor

Mail Stop 439

Fhone: 419.530.8780

Fax: 419.5330-8787
payrall@utnet.utoledo.edu

+ Personal Information Form (PIF)

+ Non - Resident Alien Information Form

+ Form I-9 - Employment Eligibility Verification

+ Statement Concerning Your Employvment in a Job Not Covered by Social Security (S5A-1945)

« Windfall Elimination Provision

& & '?l'. Lecal intranet | Pr



STUDENT RESOURCES EMPLOYEE UT COMMUNITY 21t UNIVERSITY DIRECTORY

MY TOOLKIT EMAIL AND UTAD ACCOUNT MY BANNER
Personal fOffice Information FaﬁmﬁokWeb A Banner INB Production Login (PROD)

Mame Change Information Use this link to access Banner Production.

Privwided by Microsoft Excharges Server 2003
55N Change Information

Update Addresses & Phones I:- Outlook Web Access (for Faculty/Staff Exchange
Update Office Address & Phone

Banner Finance 55B

Use this link to access Banner Self Service.

users)

Update Emergency Contacts Access your Utoledo Exchange email through this
Update Marital Status link.
View E-mail Addresses
Maore Personal Info Options... My UT Account SYSTEMS ACCESS FORMS

) Maintain your UTAD account information through
Pay Details & Leave Balances this link. Banner DEVL Instance Access Request
View Pay Stubs Banner/Lawson Finance Access Request
Earnings History Access your junk mail Banner Human Resources Access Request
Direct Deposit Information Visit your junk mail folder to unjunk legitimate mail Banner OD% Access Request
Leave Balances caught by our spam filter. Banner OD5 Meta Data
Tax Forms Banner Student Access Request
Time Sheet Rockets Email Web Report Library Access Request
More Employee Options... Access your Rockets Email

Other Services
Request/Cancel Employee Meal Plan

WORKPLACE TOOLS

Request Door Access for HSC Proxy Card
Request New/Replacement Rocket Card TRAINING & CAREER DEVELOPMENT

Ac ts Payable Informati
Request/Update Parking Permit counts Fayable fnformation

Arconnts Pavahla Homenanea

* If address change prompts change in local tax
withholdings or school district tax, please contact
payroll department



@ Retirement
EE  ER
« OPERS 10% 14%
. STRS 14% 14%
. LEO 13% 18.1%

e No SS — State Retirement Plan instead

* Student Exemptions — 30 days to apply!!
* ARP (120 days to apply)
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Non Resident Alien

* To exercise tax treaty benefits:

1. Submit on payroll web page, NRA tab 2. Payroll will send you USER ID and
password to fill out data request

NRA = "f "@ https://fnis.thomsonreuters.com/utoledo/ ,O - a )
Foreign Nationals may be exempt from Medicare withholding and/or Federal taxes. This is based on your Visa type, fo v~ ) v (= o= v Page~ Safetyr Tacls~ @~

your country, your position, and your time in the United States. Submit the information in the form below to find out if

you qualify for these tax exemptions. Foreign National Information System

Non-Resident Alien Form

To see if there are any tax treaties available for your country, please fill out
the below information. The payroll department will then forward you the
appropriate form/link to fill out further information necessary to determine
any tax treaties/exemptions for which you might qualify.

L ] '
Name THE UNIVERSITY OF
e — TOLEDO
] 1872
Countey — [ogn ]
E-mail |» myname@example.com | lk‘JserID |

|Password ‘

[ Login |

3. Payroll will analyze the data, inform you of any tax treaties you are eligible for, and send
you any necessary tax forms to sign.
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What to do?

v

No Pay

Overpaid
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' Questions?
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