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Attached is the latest Traffic Cone information regarding the changes to Auto
Deposits and Payroll Deductions. 
 
Syl Luhring
State Payroll Supervisor
State Capitol Bldg., Rm 1314; Lincoln, NE 68509
Phone     (402) 471-1460
www.das.state.ne.us
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“Guiding you over and around the bumps of your payroll journey”


Provided by Syl Luhring – Payroll Supervisor, State Accounting (471-1460)


June 14, 2011





Cancellation of Payroll Deductions


Credit Unions and College Savings Plan


In an attempt to improve payroll processing and obtain a quicker turn-around for deposits of the employee’s payroll funds into their accounts, State Accounting is planning to discontinue the payroll deductions for both Credit Union and the College Savings Plan and set the transactions up on the Auto Deposit method.  Effective September 1, 2011, payroll deductions for credit unions and the college savings plan will be discontinued.  Any employee wishing to continue making deposits to either will need to establish an Auto Deposit transaction for the institution.  These deposits will be forwarded to the institution via an electronic ACH transmittal (like the payroll deposits)  for immediate deposit instead of the previous batch payment method compiled after the payroll was processed and which was accompanied by a DBA roster from which the institution parses the payment to separate accounts.  

To accomplish this, you, as HR/Payroll folks, will need to take the following steps:

1. Create a DBA register for your agency identifying all employees currently enrolled in a payroll deduction for the Credit Union - DBA Codes 6740 to 6830.  You will not need to create a register for the College Savings plan program,  as we are currently working with them to roll the accounts over to the automated process and will be in touch with you later, after details have been worked out with them.  

Creating the Register

a. From main menu of EnterpriseOne > Payroll > Payroll Reports > DBA Reports > DBA Register by DBA, Vendor, Employee w/o SSN.


b. Check the Data Selection box and SUBMIT


c. On line 1 – Date – Pay Check  -  Is Equal to  - Literal > last pay date (4/6/11 in this example)


d. On line 2 – DBA Code  - is equal to  -  Literal > Range of Values >  From 6740 – To 6830 (for credit unions and then 8110 – 8115 for the College Savings Plans) > OK > OK > OK


2. Notify all employees on the register of the upcoming change and request that they obtain the account number and routing codes for the institution.

3. Provide them with a link to the Auto Deposit form which they will need to print out, complete and return to your office.  

http://www.das.state.ne.us/accounting/forms/direct_dep.pdf 

Since copies of a voided check will not be available, we will rely on the information provided by the employee when setting the account up in the system.  Please convey this to the employee and stress the importance of accuracy with the numbers.


4. Upon receipt of the form, you will need to


a. Stop the payroll deduction in EnterpriseOne


b. Set up the new account information in EnterpriseOne on the Auto Deposit screen.

i. In the MC column use the “$” 


ii. In the TrCd column use a 32 for savings (or 22 for checking depending on how the account is viewed with the institution).


iii. Enter a flat dollar amount in the “Amount or Percent column”.  (e.g. 50.00)

c. Place the form in the employee’s personnel folder.

We have discussed this process with all Credit Unions involved and all are in agreement with the process.  One Credit Union has already begun sending notices out to its members which is causing some confusion as to what exactly should be done.  If you have an employee with questions about the letter, please advise the employee of the pending process and instruct them to follow the directions listed above to avoid further complications.


We have heard and are listening to you!  State Accounting is currently in the process of working to modify the display in EnterpriseOne to allow the user to view ALL Auto Deposits elected.  When complete, the user will be able to view all of the auto deposit activity on the employee self service auto deposit instructions screen.  This will, however, take some time to develop and implement.  We are asking for your understanding and patience as we work on this modification. 

I realize that for some of you, this will be a huge event but we need to keep pace with technology and provide the best possible service to our employees.  It is my hope that we can maintain the highest level of service to the employee by taking this step.  


Thanks again for all you do to keep the State Payroll system running smoothly.  



