
2008 Fiscal Year End 2008 Fiscal Year End 
Payroll MeetingPayroll Meeting 

June 12, 2008June 12, 2008

Welcome!Welcome!



Register for Payroll UpdatesRegister for Payroll Updates 
http://http://www.gao.state.az.uswww.gao.state.az.us//

http://www.gao.state.az.us/
http://www.gao.state.az.us/
http://www.gao.state.az.us/


Central Payroll ContactsCentral Payroll Contacts

• Complete the update
– New Section
– Bus Card Contacts

• Leave it here 
– Fax it to Central Payroll
(602) 364-2215



Direct Deposit Advices          Direct Deposit Advices          

• Statewide initiative to “Go Green”
– Effective with August 15th Pay, direct deposit advices 

will not be distributed to Agencies
– Employees that are not on direct deposit will still 

receive a warrant
– If any of your employees do not have computer 

access, please let us know. 
• MHC

– Supplement to YES website for viewing pay stubs
– Target implementation in August 2008
– Also will have capabilities to put W-2’s online



StuffersStuffers

• With August 15th Pay, stuffers will be electronic
• They will be posted to the YES website 

– https://my.hris.state.az.us/lawson/portal/?ESS
• GAO will also send them to an Agency contact 

so they can distribute via their intranet or other 
means

ee

https://my.hris.state.az.us/lawson/portal/?ESS


• Beginning March 3, 1946, and spanning over 50 
years, 4,400 people were abducted, each in a 

blinding flash of light.  
• On August 14, 2004, a comet that was due to 

pass by Earth suddenly changed course on an 
impact trajectory causing global panic.  

However, the comet didn’t impact Earth.  
• Instead, it exploded and safely deposited back to 

earth the same 4,400 people who were 
completely unaware they were ever taken.

• The 4,400 had returned with new abilities…



CashPayCashPay Visa CardVisa Card
• CashPay can take the 4,400 warrants we still print 

and give the payments new abilities such as:
– Lightning fast access to funds 
– Visa type purchasing capability
– Stronger Security
– Convenient usage at ATMs
– Elimination of check-cashing costs

• Reduce the State’s administrative costs
• Give employees another option to receive pay
• Warrants will still be offered as a payment option



Travel Reduction Program Travel Reduction Program 
ChangesChanges

• City of Phoenix has made changes to the 
Bus Card Plus Program 
– Now called a Platinum Pass

• Good for use on buses and light rail (when it becomes 
available)

– It is a Smart Card
• Just tap and board

– Valid for 4 years
• They will expire in October 2012



Bus Card Plus Bus Card Plus 
RenewalRenewal

• Current Bus Cards expire September 2008 
• Renewal will convert Bus Card Plus to Platinum 

Pass
• Any employee with an active bus card as of 

renewal date will be issued a new Platinum Pass
• More renewal information will be posted to the 

GAO website via a web story



Bus Card Plus Bus Card Plus –– Billing UpdateBilling Update

• City of Phoenix is almost caught up on billings
– Currently Agencies are not being charged for no-pays
– This will begin again once the billings are caught up

• June billing should be charged on time (July 18th)

• Reminder:  Capitol Rideshare reduced the 
subsidy amount from 65% to 50% effective May
– The April billing will be deducted on June 20th payday
– The May billing anticipated to deduct July 4th payday



Travel Reduction Travel Reduction 
ProgramProgram 

New ProgramNew Program
• City of Maricopa is offering the Maricopa Xpress

• Subsidy is 50% up to the max of the most 
expensive Bus Card Plus ride (50% of $68 = $34)

• Tickets are being issued through Capitol 
Rideshare
– www.capitolrideshare.com

http://www.capitolrideshare.com/


Bus Card LiaisonsBus Card Liaisons

• Employees need to contact their Agency bus 
card Liaison for requesting new or replacement 
bus cards
– Central Payroll phone numbers should not be 

distributed to employees
• INFORMATION IS REQUESTED…

– Agency contact update form
• Under Bus Cards

– If you know your Agency Bus Card Liaison please complete the 
form with their contact information



IRS Lock In LettersIRS Lock In Letters
• Issued by the IRS when an employee is 

ineligible to claim exemptions or not withholding 
enough taxes

• Effective September 2007
– GAO – Central Payroll is entering them into HRIS 
– Forward original to Agency HR Manager with memo 

to be kept in employee personnel file
• If your Agency receives correspondence from 

the IRS regarding Lock-In Letter
– Forward it to GAO Central Payroll



Deceased Employee PaymentsDeceased Employee Payments
• GAO is working on a Technical Bulletin
• Paid through HRIS using handwrite system

– Additional documentation is required
• Any payment after the date of death has specific 

tax treatment
– 1099 Reportable

• Use the current resources posted on GAO 
website
– http://www.gao.state.az.us/publications/payrollreport/

http://www.gao.state.az.us/publications/payrollreport/


Military Differential PaymentsMilitary Differential Payments

• GAO is working to update the Technical Bulletin
• Military differential pay is not considered wages

– 1099 reportable
• Pay through HRIS as a lump sum amount using 

pay code 383
– Pay code 385 will no longer be used

• GAO Forms 42 & 43 are for calculating the 
differential payment amounts
– http://www.gao.state.az.us/onlineforms/

http://www.gao.state.az.us/onlineforms/


ERE RatesERE Rates



Overpayment Overpayment 
WorksheetsWorksheets

• Revised worksheet is 
posted 
– Difference to Recover 

cells will be locked
• 1st column of the 

worksheet, Amount 
Paid, should mirror the 
payment in error from 
Drill Around
– If this does not match 

Drill Around, the form 
will be returned to the 
Agency for correction



ACH for July 4ACH for July 4thth 

PaydayPayday
• Compute on July 1st

• Holiday on Friday, July 4th

• B of A will release ACH file to banks on 
Wednesday, July 2nd

– This may cause posting delays to employee bank 
accounts



HRIS & AFIS Fiscal Year End HRIS & AFIS Fiscal Year End 
UpdatesUpdates

• Fiscal Year End Calendar
• HRIS Labor Distribution Update
• AFIS Screens 

– H01, H02, & H03
• HRIS Manuals
• Travel Payments through Fiscal Year End
• Travel Reimbursements on Handwrites



LABOR 
UPDATE  

HRIS DOWN

LABOR 
UPDATE             

HRIS DOWN

PAY  DATE

LABOR ON MANUALS DEFAULTING TO  
AY 2008 IS OK -- ENTER COMPUTE 

TIMERECORDS AFTER LABOR UPDATE

LABOR ON MANUALS DEFAULTING TO AY2009 MUST BE CHANGED TO AY 2008 
LABOR FOR COMPUTE TIMERECORDS DEFAULTING TO AY2009 IS OK

LABOR HANDWRITES DEFAULTING TO  AY 2009 MUST BE CHANGED TO AY2008 
LABOR FOR COMPUTE TIMERECORDS DEFAULTING TO AY2009 IS OK

PAY  DATE



HRIS Labor Distribution UpdateHRIS Labor Distribution Update

Update will be done June 21st & June 22nd

– HRIS System will be unavailable
– Change sub-account 2008 to 2009 only

• After the labor update, use caution when 
entering manuals and compute time records



HRIS Labor Distribution UpdateHRIS Labor Distribution Update
• AY2009 will not be available until June 23rd

– Use caution to ensure proper AY year is 
selected when entering compute time records

– Time records keyed prior to June 23rd date 
with sub-account (AY) 2008 will need to be 
changed to sub-account (AY) 2009



AFIS Screens H01, H02, H03AFIS Screens H01, H02, H03
AFIS SCREEN FUNCTION

H01 adds, changes, or inactivates 
accounting units in HRIS

H02 adds, changes, or inactivates 
activities in HRIS

H03 adds, changes, or inactivates 
account categories in HRIS

Before inactivating elements, be sure employees do not have any of the 
elements to be inactivated in their labor distribution 

Check HRIS XP02 and XR23.3



HRIS ManualsHRIS Manuals
• Manuals keyed on June 23rd through June 30th 

should have the sub-account of AY2008.
– Since both years will be available from June 23rd 

through June 30th, use caution when entering 
manuals to ensure the proper AY year is selected

– PD Indicator must be “N”
• GAO will be verifying cash and appropriation 

availability in AFIS
• Manuals keyed on July 3rd will be available for 

pickup at GAO on July 7th



Travel PaymentsTravel Payments 
Included With Payroll  Included With Payroll  

• June 17th is the deadline for keying travel  
payments in HRIS for the pay day June 20th 

to be charged to sub-account (AY) 2008

• Time record must be dated June 13th or prior 
to process



Travel PaymentsTravel Payments 
After June 17thAfter June 17th

• Travel payments that did not get keyed for pay 
day June 20th that an Agency would like charged 
to sub-account (AY) 2008:

• 2 Options:
1. Can be keyed as a manual from June 18th - June 30th

• Use caution to ensure AY2008 is selected and PD Ind is “N”
• GAO will be verifying cash and appropriation availability in 

AFIS

2. Process the payment on the July 4th payday, charging 
sub-account (AY) 2009. Then, utilize the 
administrative adjustment process to charge (AY) 
2008



Travel Payments on ManualsTravel Payments on Manuals

• Agencies opting to use the HRIS Manual process for 
travel advances or reimbursements from June 18th 

through June 30th can reference the HRIS website.

Procedures found here under Lesson C



Questions or Special Requests Questions or Special Requests 
Regarding Labor DistributionRegarding Labor Distribution

CONTACT
Yesenia Mejia 
(602) 542-3972
yesenia.mejia@azdoa.gov



Dating TransactionsDating Transactions

• Adjusted Date of Hire (ADH)
– Driving factor of TA plans, found on HR11.1

• TA transactions
– Must be dated within current pay period



TA65.3 Transaction InquiryTA65.3 Transaction Inquiry



TA70.2 Plan AdjustmentsTA70.2 Plan Adjustments



TA65.3 Transaction InquiryTA65.3 Transaction Inquiry



RASL ProgramRASL Program
• The Retiree Accumulated Sick Leave Program 

(RASL) is available to State of Arizona retirees 
who have 500 or more unused sick leave hours.
– Retirement may be due to voluntary or involuntary 

separation from State service, including death. 
– A retiree or their beneficiary must formally apply for 

the RASL benefit with the RASL group in the GAO.
• www.gao.state.az.us/RASL for all application materials

– Each agency selects a RASL Liaison to coordinate 
the necessary HR and PR tasks within their agency.

http://www.gao.state.az.us/RASL


RASL ProgramRASL Program
• There are no changes to the RASL Program.  

– The RASL Program has enough money to pay all 
participants, even with the current budget issues. 

– The RASL fund is a non-reverting non-appropriated 
fund.  Per statute, RASL receives money every pay 
day from all agencies in the amount of .4% of gross 
payroll from ERE 3804 “Accumulated Sick Charge”.

• The RASL staff welcomes calls from all current 
and retired employees.  We are here to make 
the RASL application process easy for you and 
the retiree.

• Marla Grossman, (602) 542-6222
• Lalita Stevenson, (602) 542-5699



? ? ?   QUESTIONS   ? ? ?? ? ?   QUESTIONS   ? ? ?
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