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Agenda 

 Welcome and Agenda Overview 

 Marie Chestnut, HSC Faculty Contracts 

 Review of the Payroll Audit  

 Theresa Ramos, Office of Equal Opportunity 

 UBPPM #2000, Responsibility and Accountability for 

University Information and Transactions  

 Denise Montoya, Human Resources 

 Results of the Payroll Audit  

 Brian Malone, Student Financial Aid Office 

 Payroll Off Cycle Adjustments Report Expectations 

and Accountability  

 Josie Abeyta, Payroll 

 



Agenda (continued) 

 Hyperion Report Content and Demonstration  

 Edwina Salazar, Office of Graduate Studies 

 ePrint Report Content and Demonstration 

  Rita Abeyta, Main Campus Faculty Contracts 

 Summary and Additional ERP Initiatives Supporting 

the Selected Payroll Processes Audit  

 Joyce McCarthy, Human Resources 

 Conclusion and Q & As  

 Marie Chestnut, HSC Faculty Contracts 

 



 
 
 
Review:   
Audit of Selected Payroll Processes 

 Completed in January 19, 2011 

 Called for reduction of Payroll adjustments and 

off cycle payrolls due to late paperwork 

 Required core offices to provide better 

guidelines, instructions, and published 

deadlines 

 Required an increase in University 

accountability related to employment 

transactions 

Audit of Selected Payroll Processes 

http://www.unm.edu/~iaudit/2011 pdfs/2010-07 Audit of Selected Payroll Processes.pdf


 
 
Review: 
Audit of Selected Payroll Processes 

 Resulted in  Employment Areas, Office of 

Equal Opportunity, and Payroll forming task 

force 

 Goal:  To work collaboratively to provide 

support to departments for employment 

transactions 

 Addresses: 

– Communication 

– Improving processes 

– Consolidating forms 



 
 
 
UBPPM #2000, Responsibility and 
Accountability for University Information 
and Transactions  

 Originally created during the implementation of 

Banner Finance 

 Beginning of automation of approval processes 

 Revised as a result of the Audit of Selected 

Payroll Processes ( 2010-07) 

– Audit focused on the need to improve the quality, 

accuracy, and timeliness of employment 

transactions University wide 



 
 
 
 
 
What does your signature or 
approval represent? 
 

 UBPPM #2000 defines specific responsibilities  

 Deans/Directors/Department Heads 

– Responsible for defining departmental approval 

processes and designating individuals in their 

organizations who are  authorized to process 

business and administrative transactions. 

– Responsible for exercising good judgment, 

upholding ethical standards, and should have 

internal procedures in place to ensure periodic 

review of designations and related training.   

 

 

 



 
 
 
 
 
What does your signature or 
approval represent? 
 

 Requestors 

– Responsible for determining the validity and 

appropriateness of the transaction; and evaluating 

the transaction for compliance with contractual 

requirements.  

– Accountable for fulfilling the above responsibilities, 

exercising good judgment, and upholding ethical 

standards. 



What does your signature or 
approval represent? 

 Initiators/Originators 

– Responsible for ensuring the electronic transaction 

and/or form is complete and accurate; verifying all 

backup documentation; notifying approvers and 

requester if a transaction will cause an account to 

go over budget; ensuring compliance with 

administrative processes; and ensuring deadlines 

are adhered to in submission of the transactions.  

– Accountable for fulfilling the above responsibilities, 

exercising good judgment, and upholding ethical 

standards. 

 



What does your signature or 
approval represent? 

 Departmental Approvers 

– Responsible for conformity with budget; verifying the 

appropriateness of the transaction; and ensuring 

compliance with University policies and procedures.  

– Primarily responsible for acceptance of the added 

risk associated with high dollar and/or risk 

transactions. Approvers will be accountable for 

fulfilling the above responsibilities, exercising good 

judgment, and upholding ethical standards. 

 



What does your signature or 
approval represent? 

 Core Offices 

– Responsible for verifying proper transaction 

processing; and verifying compliance with University 

policies, federal and state laws and regulations, and 

administrative processes; and periodic review of 

transactions including trend analysis, internal 

controls, and review of departmental approval 

processes.  

– Accountable for fulfilling the above responsibilities, 

exercising good judgment, and upholding ethical 

standards. 

 



Results Supporting the Selected 
Payroll Processes Audit 

 A memo to Vice Presidents/Deans/Directors and Chairs was 

issued regarding University-wide employment transaction 

improvements. 

 University Business Policies and Procedures Manual #2000, 

Responsibility and Accountability for University Information and 

Transactions was modified. 

 The OneSource website was created to provide instructions on 

employment transactions, forms, and published deadlines. 

 The Payroll Off Cycle Adjustments Report is NOW available in 

ePrint and Hyperion that highlight late employment transactions 

creating payroll adjustments and/or off cycle payrolls to be run. 

 

http://onesource.unm.edu/attachments/executive-memo-regarding-adherence-to-employment-transaction-deadlines..pdf
http://onesource.unm.edu/attachments/executive-memo-regarding-adherence-to-employment-transaction-deadlines..pdf
http://onesource.unm.edu/attachments/executive-memo-regarding-adherence-to-employment-transaction-deadlines..pdf
http://onesource.unm.edu/attachments/executive-memo-regarding-adherence-to-employment-transaction-deadlines..pdf
http://onesource.unm.edu/attachments/executive-memo-regarding-adherence-to-employment-transaction-deadlines..pdf
http://www.unm.edu/~ubppm/ubppmanual/2000.htm
http://www.unm.edu/~ubppm/ubppmanual/2000.htm
http://www.unm.edu/~ubppm/ubppmanual/2000.htm
http://onesource.unm.edu/index.php


Report 

 Developed in collaboration with all the 

Employment Areas, Office of Equal 

Opportunity, and Payroll 

 ePrint Report: 

– PZROPTRD - Payroll Transactions Processed on 

Off-Cycle Adjustments (detail) 

 Hyperion Report: 

– PHRHO025 - Payroll Off-Cycle Adjustments 

Summary  

 



Department Expectations and 
Accountability 

 Review reports at the Banner Org Level 3 on a quarterly 

basis. 

 Intent is to increase accountability by improving 

processes ensuring quality, accuracy, and timeliness of 

all employment transactions. 

 Collaborate with the appropriate stakeholders in your 

organization and employment areas, review internal 

processes and approvals, and ensure appropriate 

training is completed to address these late transactions 

and minimize them in the future.    



Core Office Expectations and 
Accountability 

 Employment Areas, Office of Equal 

Opportunity, and Payroll will continue to 

analyze and develop tools that will allow us to 

work together to improve our shared processes 

ensuring compliance. 

 



PZROPTRK – Payroll Adjustment 
Key 



PHRHO025 – Payroll Off-Cycle Adjustments Summary 

Hyperion Report Content and 
Demonstration 



PHRHO025 – Payroll Transactions 
Processed on Off-Cycle Adjustments 



PHRHO025 – Payroll Transactions 
Processed on Off-Cycle Adjustments 



PHRHO025 – Payroll Transactions 
Processed on Off-Cycle Adjustments 



PZROPTRD – Payroll Transaction Processed on Off-Cycle Adjustments 

ePrint Report Content and 
Demonstration 



PZROPTRD – Payroll Transactions 
Processed on Off-Cycle Adjustments 



PZROPTRD – Payroll Transactions 
Processed on Off-Cycle Adjustments 



PZROPTRD – Payroll Transactions 
Processed on Off-Cycle Adjustments 



PZROPTRD – Payroll Transactions 
Processed on Off-Cycle Adjustments 

//ACADEME/MAIN/OEO/COMMON/OEO/OEO Process Improvements and Projects/ABQ Payroll Transaction Report.pdf


Summary 

 Goal: Reduce off cycle payrolls by improving 

processes  

 Report is available 24/7 

 Review should take place at minimum on quarterly 

basis 

 HR Agents/Deans and Directors will be notified on a 

quarterly basis 

 Encourage you to work with core offices to establish 

process improvements 

 Opportunity to determine if additional training is 

needed 



Additional ERP Initiatives Supporting the 
Selected Payroll Processes Audit 

Innovative use of technology to improve our 

processes including: 

 Planned automation of all employment transactions 

– ePAF(Electronic Personnel Action Forms) 

– UNMJobs 

– Workflow 

 Electronic routing and storage of employment 

transaction documentation (Extender/BDMS) 

 LoboTime 

 



Conclusion and why 
                     is it important? 

 Ensures compliance with policies, laws, and 

regulations 

 Ensures qualified hires 

 Retains valuable employees 

 Increases employee morale 

 Minimizes cost per hire 

 Provides ability to defend decisions  

 Improves the overall image of University 

 Models effective decision making  

 



 
 
Questions? 


