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Introduction

This Business Process Guide provides instruction on the online authorization of master payroll warrants.  High-level guidelines are:

· After the initial process is run, the data is visible to users and authorization can begin.

· Any incorrect data found by authorizers must be reported to Payroll and/or Human Resources as soon as possible in order to ensure sufficient time to make corrections.

· After payroll is run at SCO, the MPC process will be run in Final mode and any changes to employee DOCKS and/or new employees will be shown under the new run date.  Any data here should also be reviewed by authorizers for correctness as Payroll can still intercept an inaccurate check.

· Monthly authorizations can be downloaded and a hard copy printed.

1.0 Process Prerequisites/Assumptions

	Prerequisite/Assumption
	Detail

	Authorized security to Approve Master Pay Warrants

	Authorization approved through the submission of CMS Account Request form. 


	Initial run of MPC process.
	MPC process must have been successfully run in initial mode in order to populate the data to be authorized for payment.


2.0 Processing Steps

2.1 Authorize Master Pay Warrants

	Processing Steps
	Screen Shot

	1. You will be able to link to Master Payroll Certification in “CMS Links” on your Main portal page if security has been granted. 
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	2. The Business Unit has been pre-selected. Select the Group ID and Pay Period End Date for which warrant data must be authorized.  Only those Group ID’s the operator has been granted access to will be shown.
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	3. Review the data for accuracy.  Where the data is correct, check the “Correct” box to indicate that the data held in PS is accurate and should be used to drive the employee’s pay for the month.  

If the data is found to be inaccurate (i.e. employee was separated, DOCK, etc.), do not check the Correct box and contact Payroll and/or Human Resources/Academic Personnel as appropriate to correct the data.

4. If all data is correct, the 
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 button can be used to check all rows at once.  

Similarly, the 
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 button can be used to uncheck all rows.

5. The CIRS checkbox is only used by Payroll Services.  This checkbox should not be updated manually.
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	6. If corrected and/or new data was added by the Final MPC run, there will now be two rows available with different Run Dates.  This indicates that an employee had data changed since the initial run.  This data must be reviewed and validated as it supersedes the data held on the initial run page.
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	7. In this example, the new data inserted with a run date of 11/09/2005 reflects that Deputy Dawg and Orlando Bloom both had DOCK’s processed between the Initial run and Final run.  If these DOCKS are accurate, the Correct check box should be checked to reflect departmental approval.
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	8. Monthly authorizations can be downloaded and a hard copy printed.
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(Download) Click to display a new browser window, showing the contents of the grid in a spreadsheet-like format. 
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