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Payroll Process for Covenant Transfers
Transfer Process – Changing Locations Within the Archdiocese

To make sure the reassigned covenant employee is transferred rather than terminated and rehired, the Payroll Services Office (PSO) will handle the transfers in UltiPro. Listed below is how the transfer will be handled.
Transfer from a Pay Group 1 location to another Pay Group 1 location
(PSO will begin the transfer process after the August 26, 2014 payroll has been processed).

· PSO receives the completed transfer forms by August 8, 2014 by the location the employee is transferring into.
· PSO will process the transfer in UltiPro. The UltiPro transfer utility automatically terminates the employee record at the old location and creates a new record at the new location.

· Termination of old employee record in Pay Group 1

· PSO will review the transfer form returned by the locations and process it.
· If the employee has a lag that needs to be deducted, PSO will deduct the lag adjustment on the 08/26/14 pay date (PP 08/03/14-08/16/14) and possibly the 08/12/14 pay date (PP 07/20/14-08/02/14) as instructed by the terminating location.
· The terminating location will need to verify that the lag needs to be deducted and if it has to be done over multiple payrolls.

· If the location wants a lag deducted, the location will need to submit the lag amount(s) on the infrequent deductions spreadsheet (using deduction code PAYAJ) submitted to PSO for the pay period they want it deducted. If it is not submitted in this manner, PSO will not be able to deduct the lag.
· PSO will stop benefit deductions effective 08/16/14 for EE and ER benefit deductions.
· The last paycheck for the employee at the old location will be 08/26/14 for 10 days pay.
· Creation of new employee record in Pay Group 1

· PSO will finish updating the new employee record in UltiPro using the information provided on the PSOPAF-Transfer form to be completed by the new location.
· Direct deposit information will transfer from the old record.

· PTO, additional earnings, and voluntary deductions will not be transferred and should be added by the PAA at the new location after the transfer occurs.

· The first paycheck for the employee at the new location will be 09/09/14 for 10 days pay.

· EE and ER benefit deductions at the new location will begin on the 09/09/14 pay date.
Transfer from a Pay Group 2 location to another Pay Group 2 location
(PSO will begin the transfer process after the August 19, 2014 payroll for pay group 2 has been processed.)
· PSO receives the completed transfer forms by August 8, 2014 by the location the employee is transferring into.
· PSO will process the transfer in UltiPro. The UltiPro transfer utility automatically terminates the employee record at the old location and creates a new record at the new location.

· Termination of old employee record in Pay Group 2

· PSO will review the transfer form returned by the locations and process it.
· If the employee has a lag that needs to be deducted, PSO will deduct the lag adjustment on the 08/19/14 pay date (PP 07/27/14-08/09/14) and possibly the 08/05/14 pay date (PP 07/13/14-07/26/14) as instructed by the terminating location.

· The terminating location will need to verify that the lag needs to be deducted and if it has to be done over multiple payrolls.

· If the location wants a lag deducted, the location will need to submit the lag amount(s) on the infrequent deductions spreadsheet (using deduction code PAYAJ) submitted to PSO for the pay period they want it deducted. If it is not submitted in this manner, PSO will not be able to deduct the lag.
· PSO will stop benefit deductions effective 08/09/14 for EE and ER benefit deductions.
· The last paycheck for the employee at the old location will be 08/19/14 for 10 days pay.
· Creation of new employee record in Pay Group 2

· PSO will finish updating the new employee record in UltiPro using the information provided on the PSOPAF-Transfer form to be completed by the new location.

· Direct deposit information will transfer from the old record.

· PTO, additional earnings, and voluntary deductions will not be transferred and should be added by the PAA at the new location after the transfer occurs.

· The first paycheck for the employee at the new location will be 09/02/14 for 10 days pay.

· EE and ER benefit deductions at the new location will begin on the 09/02/14 pay date.

Transfer from a Pay Group 1 location to a Pay Group 2 location
(PSO will begin the transfer process after the August 19, 2014 payroll for pay group 2 has been processed.)

· PSO receives the completed transfer forms by August 8, 2014 by the location the employee is transferring into.
· PSO will process the transfer in UltiPro. The UltiPro transfer utility automatically terminates the employee record at the old location and creates a new record at the new location.

· Termination of old employee record in Pay Group 1

· PSO will review the transfer form returned by the locations and process it.
· If the employee has a lag that needs to be deducted, PSO will deduct the lag adjustment on the 08/26/14 pay date (PP 08/03/14-08/16/14) and possibly the 08/12/14 pay date (PP 07/20/14-08/02/14) as instructed by the terminating location.

· The terminating location will need to verify that the lag needs to be deducted and if it has to be done over multiple payrolls.

· If the location wants a lag deducted, the location will need to submit the lag amount(s) on the infrequent deductions spreadsheet (using deduction code PAYAJ) submitted to PSO for the pay period they want it deducted. If it is not submitted in this manner, PSO will not be able to deduct the lag.
· PSO will stop benefit deductions effective 08/16/14 for EE and ER benefit deductions.
· The last paycheck for the employee at the old location will be 08/26/14 for 10 days pay.
· Creation of new employee record in Pay Group 2

· PSO will finish updating the new employee record in UltiPro using the information provided on the PSOPAF-Transfer form to be completed by the new location.

· Direct deposit information will transfer from the old record.

· PTO, additional earnings, and voluntary deductions will not be transferred and should be added by the PAA at the new location after the transfer occurs.

· The first paycheck for the employee at the new location will be 09/02/14 for 10 days pay.

· EE and ER benefit deductions at the new location will begin on the 09/02/14 pay date.

Transfer from a Pay Group 2 location to a Pay Group 1 location 
(PSO will begin the transfer process after the August 19, 2014 payroll for pay group 2 has been processed.)

· PSO receives the completed transfer forms by August 8, 2014 by the location the employee is transferring into.
· PSO will process the transfer in UltiPro. The UltiPro transfer utility automatically terminates the employee record at the old location and creates a new record at the new location.

· Termination of old employee record in Pay Group 2

· PSO will review the transfer form returned by the locations and process it.
· If the employee has a lag that needs to be deducted, PSO will deduct the lag adjustment on the 08/19/14 pay date (PP 07/27/14-08/09/14) and possibly the 08/05/14 pay date (PP 07/13/14-07/26/14) as instructed by the terminating location.

· The terminating location will need to verify that the lag needs to be deducted and if it has to be done over multiple payrolls.

· If the location wants a lag deducted, the location will need to submit the lag amount(s) on the infrequent deductions spreadsheet (using deduction code PAYAJ) submitted to PSO for the pay period they want it deducted. If it is not submitted in this manner, PSO will not be able to deduct the lag.
· PSO will stop benefit deductions effective 08/09/14 for EE and ER benefit deductions.
· The last paycheck for the employee at the old location will be 08/19/14 for 10 days pay.
· Creation of new employee record in Pay Group 1

· PSO will finish updating the new employee record in UltiPro using the information provided on the PSOPAF-Transfer form to be completed by the new location.

· Direct deposit information will transfer from the old record.

· PTO, additional earnings, and voluntary deductions will not be transferred and should be added by the PAA at the new location after the transfer occurs.

· The first paycheck for the employee at the new location will be 09/09/14 for 10 days pay.

· EE and ER benefit deductions at the new location will begin on the 09/09/14 pay date.
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