


Payroll Tax Segmentation Business Process Update
After a thorough business process review and testing, we have automated the process required to pay non-retirement eligible additional compensation such as summer salary, awards, stipends and additional compensation requiring tax segmentation. 
In the past, you were required to complete a Payroll Adjustment Form to process these payments.  The new automated process now calculates the segmentation based on the adjustment (ADJ) entered in Time Entry.  Therefore, adjustments to pay should be keyed directly into Time Entry.  The Payroll Adjustment form is no longer required for tax segmentation for forms that you have processed in the past for REG or ADJ payments (example below fields highlighted in yellow). Once Time Entry closes, the tax segmentation process will calculate the correct number of pay cycles using the tax segmentation formula below.  
The Payroll Adjustment Form is still required for other transactions not allowed in Time Entry such as:   
· Retirement eligible, such as retroactive salary updates for regular benefit eligible employee due to a retroactive hire or increase to pay
· Leave Payouts
· Accident Leave	
[image: ]EXAMPLESThe formula is as follows:  
(bi-weekly + additional compensation)/
bi-weekly = total pay cycles* 

Example: 
Bi-weekly salary**	 $1,000.00 
+ Pay adjustment	 $3,000.00 
 $4,000.00
$4,000/$1,000 = 4

** The employee must have a bi-weekly salary in PeopleSoft in order to calculate the tax segmentation 


	


[bookmark: _GoBack]*Pay cycles will be rounded down to the whole pay cycle.  (Ex. 2.8 will be entered as 2 pay cycles for tax segmentation purposes)
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[Payroll Adjustment Form -
= University of Maryland, Baltimore County
This form should be used to submit payment adjustments for specific types of earnings
o that require authorization and/or verification by HR- Payroll.
Employee Name Pay Period
B Empl ID/Record # 7 Service Dates
Position # Payroll Contact
B Bi-weekly Salary Contact Phone
Tax Period Department
N Segmentation IDIName
ADJUSTMENTS TO BENEFIT ELIGIBLE POSITIONS
o Theck | TypeoiPay | Description Earnings | Amount| Hours
Code
[T [ ReguarPay | Retirement ETigble adustment (5. | RAJ
N Adjustment retroactive increase, new hire, contract
payout forretirement eligible eamings)
[ [ FinalTeave Employee sterminating or changng | TV
H Payout status (Can't be paidwith other payroll
eamings)
] Cadert Pay | Employes on work relatediniry Torless | ACC
N than 6 months
] Cadert Pay | Employes on work related iy Tor CE
greaterthan 6 months
i ] dafional Pay | Addiional pay (Beneft lgible posiion) | ADL
ex. Faculty Spedial Pay
N ADJUSTMENTS TO NON-BENEFIT ELIGIBLE POSITIONS
Theck | TypeofPay | Description FEarmings | Amount
Code
4 [ | PriorPay Period | Newhire/Pay ot enteredn Time Enfry | REG
Adjustments | (Hry or contingent employee)
] dustment (6| Posifive Adusiment o Pay (norbenefi | ADT
N RegularPay | eligible postion) ex. Summer, winter, fat
pay
g Description:
= Preparer:
Print Sign Date
Approver:
© Print Sign Date
Payrolluze ONLY
N ‘Advance Recovery | S
o Payroll Authorization o a—
* These actions should be done in Time Entry unless Pay Segmentation is required. Refer to Pay Segmentation v
= Practice for detail. S
o
Revised: October 10, 2012 .
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