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EMPPAY – SENDPAY
EMPPAY screens are created and stored on the HR side of IFAS (HR stands for “human resources”, which is Personnel).  Twice a month, the Position Control manager sends all of the new or changed EMPPAY screens over to the payroll side.
When an EMPPAY screen has been sent to the payroll side, the Py St field will show SENTPY (Sent Pay).  Once a record has been sent to Payroll and has been paid, you must not delete the screen or change anything affecting the ACTL amounts.  You can only change the distribution, or end the record.  You must not change the index or the FTE or the pay class.

Each year, the Position Control and Payroll managers work together to set the SENDPAY deadlines for the next calendar year.  The deadline is always NOON of the SENDPAY deadline day.
What to do if you miss the deadline
Under certain circumstances, if it is soon enough in the payroll process, we can do an individual SENDPAY.

· Send an email to both the Position Control manager and the main Payroll Analyst in charge of running the payrolls.
· Include the employee ID number, the position, and if possible a brief explanation of why the EMPPAY was delayed (such as you received the paperwork late, your workload was too heavy, etc.).

· They will email back to confirm the SENDPAY was successful.
When to request an individual SENDPAY:
· If the employee will require a special hand-drawn paycheck if the change does not take effect.

If the employee can wait until the tenth-of-month payroll or the next regular payroll, you should not request an individual SENDPAY.

If the payroll process has moved too far, they will email back to inform you of that; you will need to follow the usual procedure to request a hand-drawn check be issued.
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