APA Northstar Chapter Roundtable Meeting – June 18, 2009
Thanks to all the participants for their great participation in our First Annual Industry Round Table Session.  Special thanks to our facilitators and note takers – volunteers make it happen!
Participants:

Government – 8

One Personal Payroll – 28

Education – 8

Service – 10

Health Care – 13

Manufacturing – 9

Facilitators:

Government – Jerry Hennek

One Personal Payroll – Gail Koch

Education – Karen Klein

Service – Kris Nelson

Health Care – Gloria Hoffman

Manufacturing – Robin Murphy

Service Bureau Participants:

ADP = 11

Ceridian = 7

PCS = 3

Other = 10

ERP Systems:

JD Edwards = 3

Ultimate = 3

SAP = 3

PeopleSoft = 6

Other = 13
Manufacturing
Group Introductions

Angie Eller with SPX Corporation uses Peoplesoft, pays 4000+ US employees

Kevin Urhammer with Cemstone uses ADP outsourced, pays 915 employees in 7 states

Sharon Fischer with Polaris uses Ceridian, pays 3200 employees in 33 states and has 3 manufacturing facilities

Nicole Meier with Japs Olson Company uses ABRA Suites, pays 500 employees in 9 states

Elise Florey with The Bergquist Company uses Ultimate Software and pays 700 employees in 14 states

Robin Murphy with Deluxe Corporation uses SAP, pays 8500 employees in 49 states with 39 facilities

Discussed the question:  What keeps you up at night?

Angie Eller – Looking for ways to streamline processing data

Kevin Urhammer – Time & Attendance Auto Task running

Sharon Fischer – Layoffs, SUI reporting, lack of 100% direct deposit

Elise Florey – Our in-house time/attendance system is cumbersome for our larger, multi-shift division to use and maintain data

Robin Murphy – Executive compensation

One member (SPX Corporation) described issues she has trying to process payroll in an environment with many different decentralized policies and practices, inconsistent from site to site.  Some locations are unionized but some are not.  Union shops are easiest because policies are written down.  Very difficult to compile payroll exceptions for the groups whose policies are not clear cut.

The group discussed having documentation and a business continuity plan.  Some prefer using a payroll checklist as opposed to a payroll manual.  It was generally felt that large manuals are not as practical as a checklist for running the steps of a payroll cycle.  There was discussion on having centralized versus decentralized payroll and the issues associated with each type of setup.

Another member discussed issues with their Time/Attendance system on Infotronics (Cemstone).  They need their system to be capturing data 24/7.  If it goes down (about once a week) this causes more work for payroll to fix data.  Their system is both user-supported and IT supported.  The users control the rules that are set up for hours calculations such as rounding; IT does support during the off hours.  But this can interfere with employees who work odd times of the day/night and need to clock in at odd times when IT is running jobs/updates.  They use various methods for collecting hours:  IVR, time clocks that dial up to the Internet, and kiosks.  PTO has to be data-entered by the payroll department manually.  Holidays are scheduled within the program so only exceptions to normal holidays are data entered.

There was a lot of discussion on Time/Attendance systems and capturing hours for payroll.  One user (Polaris) chose the Legiant System for their Time/Attendance solution.  She went with this product when reviewing T/A systems because it is very web-based and was a good application for kiosk usage.  She imports the hours file into Ceridian without issue.  

Another member (Japs Olson) tracks hours on a legacy system which is going to be replaced in 6 months.  Hours are maintained by projects; but reports are all on paper.  She was interested in electronic alternatives to paper audits and timecards.  The group seemed to agree it was best to put the checks and balances back onto the supervisor and not on the payroll department when it comes to PTO and timecard hours discrepancies.

Deluxe Corporation uses Hand Geometry Readers for clocking in time.  Then a “middleware” program called Timelink sends the collected hours data over to SAP for payroll processing.  Partial days of PTO have to be entered manually since it would cause a cross-over error depending on what time of day the employee worked versus took PTO.  But employees can do this via self-service for the most part with manager approvals.  Their system uses a workflow process to send occurrences automatically to the appropriate manager whenever a discrepancy in hours occurs.

There was discussion about the rise in layoffs, specifically trying to manage layoffs and unemployment taxes/claims.  The state of MN requires that payroll information be provided to them based on one work week at a time.  Weekly information can be difficult to provide (or require manual calculating) if your company pays on cycles other than weekly.  

We also briefly discussed direct deposit issues.  In MN new hires can now be required to use direct deposit; rule cannot be enforced for current employees not already on direct deposit.  Paycards were not looked at as viable for employees without a checking account unless you have the numbers for using them.  It is not a good alternative to just a few live paychecks being issued.

One Personal Payroll Department

Donna Benson – Will I get let go next?

Linda Boike – What if my employer drops group health coverage?

Jeanine Bonn – Regulatory/compliance changes I don’t know about and may be missing.

Semina Books – Not knowing quickly enough when there is new legislation enacted.

Kim Brunko – Accuracy with so many tasks.

Judy Cunningham – Looking for a job

Rich Engelstad – PA local taxes

Michelle Falk – Tax reporting accuracy, quarterly and year end
Elizabeth Falls – Did I remember to enter everything everywhere?  Taxation of employee benefit items.

Barbara Flatgard – Not applicable.

Cindy Gapinski – Coverage for vacation/leaves

Beth Halbrook – Not knowing quickly enough when there is a new legislation enacted.

Gayle Harrington – I can’t get sick because there is no one to process payroll.

Dena Kerr – Not applicable.

Gail Koch – Tax compliance

Linda Miller – Cobra

Lisa Moon – Gone on payroll processing day

Jane Murschel – Don’t have any

Anita Olson – Assistance with our unique non-profit issues

Peg Rogers – Cost savings, efficient payrolls

Lisa Sherwood – The office politics

Ida Tessmer – Just curious how others operate

Bill Verhaigh – None

Katie Volkl – Local taxes

Melanie Waterhouse – None come to mind

Randi Wothe – Not applicable.

Charles Xeroteres – Errors

Patty Zwicki – Union contracts

The hardest thing is to take time off.  No response to Outlook request – boss only responds for surgery/doctor appointment.  Use or lose it for PTO time.  If someone has problem with inability to take PTO, ask that you do not lose it (maybe payout), especially if requests are denied.  Weekly payroll and no backup – work out a backup process so you can take time off.  Figure out a way to keep company comfortable during backup.  Several people are available by cell phone during PTO.

Some companies are wiling to give laptops for home use when employee is off.

Make sure manuals are completed and up to date at all times for payroll.  Keep updated, especially for large upgrades to systems for payroll.

Question on new items – tax free bus passes.  Make sure you use member director for sources of information.  Available when you log in as a member to the Northstar Chapter APA website – www.apanorthstar.org.  Can also ask questions.  Faster than National ListServ.  Upgrade network listing to identify one-personal payroll and possibly other areas.  Can also check personal profile to see if upgrade to capture any of this information and other information (preferred e-mail, etc.)  Possibly add meeting roster to website to help networking.  At meetings – highlight spot of website, job posting available, add place to post resume for members.  Where are links on website since the format changed?

Outsource w/service company – great for tax filing, quarterly reports, etc.  Use logic to improve understanding what is being done and validate if service company really needed or if additional staff is needed.
New law changes – PAYTECH lists state and federal changes – make sure you check previous issues.  Website also lists updates.  Register for IRS notification – ask for link to add to website.

Customer Service – area closed on Monday – come/call back on Tuesday – cubicle wall sliding door for privacy.  Work with IT for link on internal website with forms/handbook/scheduling/human resource information for all employees to access making sure the bottom of each section identifies where it is on website.  Also easier for remote employees.  Some have self help website to access forms, paystubs, W-2s, benefits with links.

COBRA subsidies – outsourced so amounts are calculated and sent to payroll for 941.  ADP has step-by-step process to use.  Barb will send instructions on process.  Need assistance on employees merged from system.  Question raised on identifying separately by employee for recordkeeping purposes only.

Multi-state – Google for state information – most sites have links.  Notices from ADP on new changed taxes.  New employee in new states – research on state regulations for various areas of payroll.  Tickler files for new employees and what is needed.  New contact – hired 17 employees at once.  New hire with English as second language and needed interpreters for special circumstances.  With changing economy and layoffs – company will eventually realize how important we are.
Policy/OT/Check corrections – make change to other room for altogether discussion.

Service
Cindy Brown – Multi-state tax reporting (i.e. MN non-resident income)

Mary Evans – Compliance issues

Susan Gauer – Recruiting

Dorothy Hagen – FLSA & DOL compliance for the automotive industry in three states

Dana Kubista – Keeping up with the law changes

Barb Muellerleile – None

Kris Nelson – Bench strength – how will service delivery be effected if a key employee leaves

Michelle Pomeroy – Taxable benefits
Barbara Roberge – Keeping up with all the state and federal changes

Thomas Xiong – Not applicable

Taxable benefits (i.e. cell phones, internet, phone allowance).  Cell phones for personal use is taxable if company provided.  Phone allowance – pay a little higher to cover taxes.  Internet – no one in the group has addressed it.  Allowance is calculated based on job description (i.e. on call, number of hours, etc.)  
Cars – provide demo allowance.

FLSA/Department of Labor Rules – bonus payments included in regular rate of pay for overtime.

Sales employees – new sales employees – exempt?

Local taxes – can’t go by zip code – working in multi jurisdictions – employees should record time.

KAC – National APA - $19.95 – purchase tests to determine knowledge level

HEALTHCARE
Steven Davis – Union contracts, physician pay issues

Beverly Galles – Nothing

Karen George – Economic downturn

Gregory Hauer – Unions

Lisa Healey – How to track ee’s moving from one job to another

Gloria Hoffman – Unions

Terry Meggitt – FLSA

Jerri Otterness – Nothing

Theresa Rabideaux – Contract rules

Jennifer Rondeau – Making sure employee’s time is correct and they are paid the correct shift differential

Teresa Salsbury – Tracking of non-approved time off

Judy Speiker – Overtime rate listed on pay stub

WHAT KEEPS YOU AWAKE AT NIGHT?  

· Economy

· Layoffs

· Government cuts for hospital

· Workload increases due to layoffs 

· New systems get postponed due to budget cuts

So the questions turned to what are we changes are we supporting for our companies within the current economic environment.

CUSTOMER SERVICE changes due to companies pushing out “paperless” environment

· Companies pushing online access to various options. i.e. recruiting, paycheck detail, benefits, training.

· Online processes need to be intuitive for minimal training requirements.  

TRAINING 

In summary it was agreed the most effective training is person to person but that it is a luxury and not always feasible

· Fewer personnel available for face to face training due to budget cuts 

· What is the best way to train the computer illiterate – focus must be on documentation and intuitive systems

· Concern voiced regarding complexity of benefits training/counseling.  One on one is almost necessary 

· Training attempted through the internet, written documentation, cheat sheets, power points

· Change communications not reaching everyone smoothly

· An issue for many companies is training in multi-nationality or multi-lingual environments

· Most effective training is face to face (see first point above)

TIME AND ATTENDANCE

Systems used by this group: API, Kronos, ADP’s eTime, Report Express

Issue identified was “what to do with multiple locations, no computer access and company not sure about paying for phones”.  Report Express was recommended. Phone access may need to be supported (but cost could be shared).  

“WHAT HAPPENS WHEN PEOPLE’S TAXES HAVE BEEN UNDER WITHHELD DUE TO TAX CHANGE?”

Suggestions:

· This should be no different from employee’s responsibility any other year

· Send out a 4Q reminder to everyone recommending they review their taxes for the year

DON’T FORGET THE METRICS!

It was suggested that payroll teams should be monitoring metrics.  Many of the changes companies are making to deal with the economic downturn actually result in more work for the payroll teams. This is requiring payroll to do “more with less”. It is also very important that the senior management team understand the impact of their decisions and metrics are your best argument.

Some things to track (but not limited to);

· Federal tax levies and other garnishments

· Layoff activity

· Cobra impact

· Status changes (full time to part time)

· Data entry

· Errors

· Manual checks (by reason)

· Costs of checks (voids, mailing etc)

· New hires, terms

· Pay rate changes

· Phone calls

“WHAT IS THE REAL COST OF MANUAL CHECKS”

Out of cycle checks effect many aspects of accurate payroll.  The systems were created to automate processes that are complex and detail driven.  Some of the following things are impacted when processing a manual check.

· Accrual accuracy

· Tax reporting may be impacted, could result in amended returns, additional cost

· General ledger reporting, will the $ get into the proper period?

· Union reporting, benefits reporting, 401k valuation

· Stop payment notification costs, mailing costs

LOA payments often result in the same issues listed above due to so many being manual pays.  It was generally agreed that minimizing manual checks is a big savings to the organization. Metrics (costs) will help your cause when presenting processes to minimize manual checks.

DON’T FORGET ABOUT PARTNERING WITH HR, BENEFITS, COMPENSATION, ACCOUNTING, ETC!! 

Showing a team solution to senior management is almost automatic buy-in and you become the expert for future planning.  This keeps payroll from being the “last to know”.

Other points discussed:

· How is all of this effecting company morale?

· Acquisitions are prevalent (see above comment regarding partnering with other depts)

· How to coordinate legacy issues in acquisition mode (planning, planning, planning)

Some companies going international to grab more market share, legal issues
