
Waukesha County
Biweekly Payroll High-Level Process Flow - Current
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timesheet data

by batch or
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(location)

Payroll Account Clerk
reviews time entry

in TimePro
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completes BDI 

processing

Payroll Account Clerk
processes 
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of previous time entries
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cycle data entry report
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and Disability
modules

Department time
data entry deadline
4:30pm Tuesday

Start final processing
Payroll Coordinator

runs sequenced
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Ceridian

File processed by
Ceridian

Payroll Coordinator and
Account Clerk run misc
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mainframe

Payroll Clerk reviews
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for accuracy

Request express 
checksCorrect?

Forward file
to Treasury Department

for distribution

A B

Yes

No

C

E

A Cycle time: Monday and Tuesday of payroll week.

B Payroll Account Clerk reviews for FMLA documentation, disability
documentation, FT/PT hours by position type.

C Typically occurs noon on Wednesday of payroll week

E Step takes approximately 1 hour, includes minimum 
deductions report, wage assignments, and other reports
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HR Analyst creates
“tracker form”

Departments submit 
new

hire form or salary
change order to HR 

Clerk

HR Clerk creates
new hire file

Waukesha County
New Hire/Position Change High-Level Process Flow - Current

HR Clerk forwards copy 
of

new hire or salary 
change

to Payroll Coordinator

HR Clerk completes
or updates employee
and employment data

HR Clerk enters
new hire data

into Source (wizard)

HR clerk forwards 
salary

change or new hire file 
to

HR Assistant

HR Assistant completes
benefit checklist

HR Assistant enters new
data into Source (pension,
LTD, life, def. comp, union
dues, PEHP as applicable)

HR Assistant creates
a ‘pending’ file entry

for benefits with 
effective

Dates issues

HR Assistant enters
new health, dental data

into Source

New employee
Orientation (emp. 

Selects
health, dental plans)

New hire or
Salary change?

New 
hire

Salary 
Change

New hire/change
union status or salary

change?

HR Assistant enters
cycle data entry into

Source
Complete

New Hire / 
Change in 

Union Status

Salary Change

A

B

A

B

Entry time increased from 2 minutes per employee to 5 minutes due to wizard

Orientation typically occurs within first week of hire

Bi-weekly
payroll
process
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Waukesha County
Termination High-Level Process Flow - Current

HR “tracker” form sent 
to

HR Clerk indicating a
termination

HR Clerk begins 
COBRA

paperwork

HR Clerk makes a
cycle data entry in 

Source
to remove deductions

HR Clerk re-enters 
WRS

code in Source 
removed

automatically by
termination wizards

HR Clerk receives
salary change order

Indicating termination

HR Clerk notifies
insurance company

Stop
deductions?

HR Clerk completes
termination wizards in

Source

Complete

A

B

A

B

Deductions stopped in cases where employee should not have a deduction for that paycheck

Source termination wizard involves more screens than previous system to complete termination, increasing time to complete termination
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Payroll Coordinator
reviews policy changes

and distributes 
notifications

to Departments

Senior Financial Analyst 
and Payroll Coordinator

complete year end 
review

of final payroll data

Payroll Coordinator
completes Sheriff Dept

year-end
procedures

Payroll Coordinator
downloads annual
pension data file

Payroll Coordinator
adjusts vacation 

balances for employees 
with status change

Senior Financial Analyst
coordinates data flow
between budget & HR

Payroll Coordinator
resets vacation and

holiday balances
in TimePro

Payroll Account Clerk
reviews and enters

457 and United Way
deduction changes

Senior Financial Analyst
Submits WRS pension

report

Payroll Coordinator
adjusts deferred 

vacation for non-union 
employees

Payroll Coordinator
prepares and completes
separate Performance

award payroll run

C

Waukesha County
Year-End High-Level Process Flow - Current

Complete

A B

A

B

C

Notices include comp time payout procedure and holiday payroll processing schedule

Includes review of pension data, W-2 data, address and contact information, and 457 contribution limits.

Sheriff-specific procedures include ensuring uniform payments and holiday payments are processed correctly
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Waukesha County
Department of Health and Human Services Payroll Process - Current

Employee Completes
Timesheet in Excel

Area Supervisor 
Reviews

And Signs

Timekeeper assigns 
batches to

Among 3 HHS Clerks

Clerk Receives
Batch and Alphabetizes

Timesheet

Manually Enter Alt 
Codes

To Timesheets and 
Verify
Hours

Print History Scan
Report

Enter Timesheets to
TimePro

(Resolve Errors as 
enter)

Reconcile 1/10’s of 
Hours

(See HHS Issues list)

Validate Entries
And Signoff

Timekeeper Reviews 
Timesheets and WITA 

Cycle Data

Send Signed-off
History Scans to

Timekeeper

Email HED Changes
To Payroll Dept.

Timekeeper signs cycle 
data

Timesheets delivered to
Timekeeper (from 

outside HHS
bldg) Or drop box

(inside HHS)

Bi-weekly
payroll

process

Payroll 
Complete

A

B

A

B

Timesheets same for all areas of HHS except the nurses in Mental Health & Juvenile Center. Other areas: Admin, Public Health, Workforce 
Development.

HED Changes are changes to labor distribution for a given person during a pay period / Wages / CN Pay / Weekend RN

Timekeeper archives 
original Timesheets and 

Cycle Data to RRC

Timekeeper calls in 
Modifications

to Payroll Dept. x7067

Timekeeper receives 
Benefit Balance and
Distribution Reports 

from Payroll

Timekeeper Sends 
Reports

To various parties:
Area Sups/Finance
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Employee Completes
Timesheet

(Admin Staff)

Supervisor Review
And Signoff

Timesheets
Delivered to 
Timekeeper

Review and Enter 
Summary

Info (Emp ID, Batch #)
Onto Card

Employee Punches
Timecard

(Non-Admin Staff)

Foreman Delivers 
Cards

Bi-Weekly to 
Timekeeper

(Monday a.m.)

Review Cards, Pull
Seasonal Emps not in

System

Complete and Send
New Hire/Re-Hire form

To HR

Update Seasonal 
Employee
Checklist

(Internal Doc)

Manually Add Total
Hours per Timesheet

Separate Seasonal & 
Full Time and Enter 

Summary Info (Emp ID, 
Batch #) Onto Card

Call Payroll
When Complete

Enter Timesheets to
TimePro

Parks Receives 
Reports:

Cycle Data
Benefit Balance

Distribution

Send Benefit Balance
To Managers

Waukesha County
Parks Department Payroll Process - Current

Bi-weekly
payroll

process
Complete

A

B

A

B

Seasonal entered Weekly, Admin entered Bi-Weekly

Cycle Data and Distribution Reports not used
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Waukesha County
Parks Department Payroll Process - Current

(Continued)

Track Emps Working at
Multiple Locations
(Emp Distribution 

Changes)

Complete Work Permit
Distribution

Submit list to
Payroll Dept.

Prepare & Submit
Internal Management 

Rpts
(Seasonal Costs, OT,

Enterprise vs. GF)

Complete

Complete

A

A Non-Payroll Related Activity
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Waukesha County
Department of Public Works Payroll Process - Current

Employee Completes
Timecard

(Admin completes
Timesheet)

Review for Errors &
Record Timecard

Info on Spreadsheet

Enter into non-Payroll
Related Systems

To record Labor/Project
/Equipment data

Run History Scan
From TimePro

Enter Data to TimePro Run Payroll ‘List’ For 
Internal Audit Notify Payroll

Send via Inter-D to
Payroll

Division Supervisor
Signs Off on
History Scan

DPW Receives 
Reports:

Cycle Data
Benefit Balance

Distribution

Hwy & Fleet compare
Benefit Balance to 

internal
Spreadsheet for 

accuracy
B

Bi-weekly
payroll

process

Distribution Report
Sent to Bus. Manager

For Budgeting
Complete

A

A

B

Fleet enters to ‘eFleet’ daily; Highway enters to ‘CHEMS’ daily; Facilities enters to ‘Focus’ daily.

Cycle Data Report not used
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Waukesha County
Sheriff Department High-Level Process Flow – Current

Employees fill out
timesheets

Shift/unit commanders
review and sign

timesheets

Shift/unit commanders
manually update

leave balances in log 
book or excel  
spreadsheet

Account Clerk
checks timesheets 

against
rosters and for

math errors

Yes
Account Clerk

sorts manual OT cards
and calculates hours

Account Clerk
enters timesheet data

into TimePro

Account Clerk
contacts shift/unit

Commander to resolve

Account Clerk
enters OT cards

into TimePro

Notify Business 
Manager

entry is complete

Correct?

No
AB

C

D

A

B

C

D

Business Manager 
prints Payroll Report; 

quality checks 
timesheets / OT cards 

data entry
E

Corrections?

Account Clerk
revises entry in 

TimePro
No

Payroll Dept emails
cycle data, labor 

distribution
and benefit balance 

reports

Email notice to
Payroll Dept that data

entry is complete

Bi-weekly
payroll

process

Account Clerk places
leave balance report in
manual leave balance 

logs

Business manager 
reviews

Submitted vs. Report 
data

Business manager 
signs

printed copy and stores

Complete

Yes

E This step takes 3 hours.This step takes approximately 3-4 hours. Log 
entries frequently have discrepancies.

This step takes between 2-3 hours in the 2-week period.

This step takes approximately 16 hours.

This step takes between 4 and 5 hours.

Shift/unit commanders 
verify the OT cards & 
submit them to Admin

Shift/unit commanders
forward signed 

timesheets
and OT cards

to Account Clerk

Account Clerk 
reconciles Benefit 

Balance Report with 
excel spreadsheets

F

F This step takes between ½ hour to 1 ½ hours.

G

G This step takes about 20 minutes.

Shift/unit commanders 
verify Benefit Balance 

Reports & submit 
changes to Account 

Clerk

Appendix I


	High-Level Process Flow Diagrams.pdf
	Biweekly Payroll High-Level Process Flow�

	New Hire Process Flow Diagrams
	New Hire/Position Change High-Level Process Flow�

	Termination Process Flow Diagrams
	Termination High-Level Process Flow�

	Year End Process Flow Diagrams
	Year-End High-Level Process Flow�

	HHS Process Flow Diagrams
	Department of Health and Human Services Payroll Process�

	Parks Process Flow Diagrams
	Parks Department Payroll Process�

	Parks 2 Process Flow Diagrams
	Parks Department Payroll Process - Cont'd�

	DPW Process Flow Diagrams
	Department of Public Works Payroll Process�

	Sheriffs Process Flow Diagrams
	Sheriff Department High-Level Process Flow�


