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Cost Centre


Prepares and authorises documentation





Cost Centre


Forwards documentation to Human Resource Services prior to appropriate payroll deadlines











HR Client SERVICES teams


Run pre-pay exception reports and make any necessary adjustments to finalise data entry














payroll officer


Runs pays for all defined pay groups




















Human Resoure teams


Staff enter details to Concept HRMIS














payroll officer


Runs pre-pay routines to confirm timesheets and generate retrospective payment transactions














COST CENTRE Discussion with Human Resoure Services staff as required





PAYROLL OFFICER


Adds staff requiring adjustments to the exception pay and runs the exception pay











payroll officer


analyses results of pays and identifies anomalies


refers anomalies to Human Resource Services Teams












































Human Resoure Services teams


Make adjustments to pays as required



































payroll OFFICER & Human Resoure teams


Analyse results of exception pays, identify any additional adjustments required and runs further exception pays until all results are correct














payroll OFFICER


Runs payroll disbursement for all defined pay groups








payroll OFFICER


Forwards disbursement and GL interface files to Finance Directorate





payroll OFFICER


Runs End of Period Reconciliation and End of Period Processing





payroll OFFICER


Sets up new pay run definitions for the new pay period














payroll OFFICER


Runs bulk leave balances and produces pay advices





FInance


Loads GL to the Finance system and forwards EFT file to the bank




































































             Human Resource Management Handbook
12 March 2002

_1054366571.doc
[image: image1.png]NEW ENCILAND







