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Presentation Notes
Hello. For those who do not know me I'm Sarah well the executive director of human resources. 

You may recall that in January, I shared a transition schedule with the campus community outlining the conversion to web time entry—an electronic system enabling faculty and staff to submit their time away digitally—and the shift from monthly to biweekly pay, scheduled to be completed by the fall of 2025.

We have already transitioned student employees, hourly employees, and 12-month administrators and faculty. Today, we are here to discuss the final phase of this transition: moving 9- and 10-month faculty from monthly to biweekly pay and onto the webtime entry system.

Today we're going to focus on what the transition from monthly to biweekly pay looks like as we know this is huge change. We will be holding sessions in August to show you the webtime entry system.  

This training is intended for 9-month faculty and 10-month faculty with summer commitments only. If you are a 10-month faculty member or administrator with appointment dates from August 1 to May 31, this recording is not applicable to you. Separate training sessions are scheduled for May 14 and May 16 for faculty and administrators on this pay schedule, and a similar recording, along with the resources covered during those sessions, will be emailed to you. 



Overview

* Why?

* Benefits of a biweekly pay cycle

* Transition and biweekly pay dates

* Deferred pay option

* Tools and resources

* Timing of benefit deductions and retirement contributions
* Things to consider
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We are going to talk about the why, benefits of a biweekly pay schedule , transition and biweekly pay dates, d eferred pay options, tools and resources, timing of benefit deductions and retirement contributions, and things to consider including benefit deductions tax withholdings direct deposits automatic payments and billing cycles.




Why?

 Employee Benefits: Several benefits to University employees.

* Consistency: Reduces variations in payroll and benefit deductions,
enabling clearer communication with employees, new hires, and
candidates.

e Efficiency: Enhances efficiency will allow us to allocate more time to

addressing other important needs of all employees.
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So why are we making this change well there's several reasons one of them is a lot we've heard employees there's been multiple employees current and past that have recommended have requested a biweekly pay schedule. 
A biweekly pay schedule offer several benefits to US employees which I'm going to talk about a little bit more in just a moment best practice many universities have transitioned to biweekly pay payrolls and many local companies pay if not biweekly they pay weekly I think that's relevant and some of you may be sitting there thinking why do we care what other under other universities or employees employers do it impacts and when we recruit employees it impacts how challenging it is for them to transition to the university and in some situations we've lost candidates because of it. 
Farming consistency standpoint and reduces variations in payroll and benefit deductions enabling clear communications with employees new hires and candidates prior to us starting this website entry project payroll was processing four or five separate payrolls depending on if you include the summer pay in that four or five different payrolls as you can imagine we're constantly processing and pay and we're going down to everyone being on one payroll. And efficiency it allows not only the HR office but it allows the departments across campus to increase efficiency to allocate more time to for us to help employees more for administrative assistance or associates in the college being able to assist faculty more being able to assist the students more which ultimately hopefully will lead to improved recruitment and retention.



we've received from both current and past employees. Many of them have recommended or requested a biweekly pay schedule.

A biweekly pay schedule offers several benefits to U.S. employees, which I'll elaborate on in just a moment. It's also considered best practice. Many universities have already transitioned to biweekly payrolls, and many local companies pay their employees either biweekly or weekly. This is relevant because it impacts our ability to recruit employees. 

A biweekly schedule reduces variations in payroll and benefit deductions. This enables clearer communication with employees, new hires, and candidates. Before we started this web time entry project, payroll was processing four or five separate payrolls, depending on whether summer pay was included. As you can imagine, this required constant processing. By transitioning to a single payroll system, we can simplify the process significantly.

Finally, from an efficiency perspective, this change benefits not only the HR office but also departments across campus. It allows us to allocate more time to assisting employees, providing better support for faculty and students, and ultimately improving recruitment and retention.

 


Benefits of a Biweekly Pay Cycle

Faster Access to Funds: Employees receive pay more frequently.

Quicker Access to Accounts: Biweekly deposits into Health Savings and
Dependent Care accounts.

Retirement Contributions: Biweekly contributions allow for
investments to begin sooner.

Faster Payment Corrections: Missed or corrected payments are
included in the next biweekly check, rather than waiting for the next
monthly cycle.

New Employees: First pay arrives sooner.
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Employees will receive pay more frequently under a biweekly pay cycle, providing quicker access to accounts. For example, biweekly contributions will be made to health savings accounts and dependent care accounts, whereas these are currently deposited on a monthly basis.

Retirement contributions will also be made biweekly, allowing faculty and staff to start earning interest sooner and benefiting from the effects of compounding interest.

Additionally, missed or corrected payments will be included in the next biweekly pay cycle, rather than requiring employees to wait until the following month's payroll.

New employees will also receive their first paycheck sooner. Currently, a nine-month faculty member does not receive their first pay until the last working day of September. This adjustment will ease the transition for new faculty.




When is this change occurring?

Beginning of the 2025-2026 Appointment Period
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The transition to a biweekly pay cycle and webtime entry will occur at the beginning of the 2025-2026 Appointment Periods. 


How is pay impacted?

This transition will not change what is
earned, but the timing and the reporting of
the pay will change with the transition from
monthly to biweekly pay.
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The transition will not change what is earned, but the timing and the reporting of the pay will change t he transition from monthly to biweekly pay. 


Current Pay Schedule (Academic Year 2024-2025)

AY 2024-2025
Appointment Term Appointment Dates Paid Deferral Paid

9 Month August 13-May9 SeptembertolJune July and August

August 6 - May 16
10 Month plus 20 days SeptembertoJune  July and August

10 Month August 1-May 31 August to May June and July
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Before we delve further into the transition, it's important to review the three different appointment schedules faculty and administrators may have.

A 9 month faculty member works from the fall meeting through the end of the Spring Semester.  For the 2024-2025 academic period, that is August 13 to May 9.  9 month faculty are currently paid on a monthly baisis, September through June.  If the 9 month faculty member chooses to defer pay and be paid over the entire year they will receive their deferral pay in July and August. 

A 10-month faculty member with summer commitments works from the week before the fall meeting through a week after the semester ends, along with 20 designated summer days set by their Dean. For the 2024-2025 academic period, this is from August 6 to May 16, plus 20 additional days. These faculty members are required to be paid over 12 months, with deferred pay issued in July and August. 

A 10-month faculty member or administrator works from August 1 to May 31 and is typically part of the Kinney College of Nursing and Health Professions. These faculty and administrators are currently paid from August through May, and if they choose to defer pay, their deferred pay is issued in June and July. 

Due to these differing appointment schedules, this session is specifically designed for 9-month faculty and 10-month faculty with summer commitments. If you are an August 1 to May 31 faculty member or administrator, this session does not apply to you. HR is hosting separate sessions specifically for August 1 to May 31 faculty and administrators on May 14 and May 16. Please check your email for further information, and feel free to contact Becky Eckert or Ingrid Lindy with any questions.



Schedule for Academic Year 2025-2026

AY 2025-2026 Appointment

Appointment Term Dates
9 Month August 12 - May 8
10 Month August 5 - May 15 plus 10 days

10 Month August 1 - May 31
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I am briefly going to review the 2025-2026 Academic Year schedule based on the different appointments.  

Nine month faculty will work August 12 – May 8, ten month faculty with summer committents will work August 5 – May 15 plus 10 working days in summer (5 in June and 5 in July). 

Ten month faculty in Kinney College of Nursing and Health Professions will continue to work August 1 – May 31. 



Currently paid over 12 months?
Academic Year 2024 -2025 Deferral Payouts

*June 30, 2025

*July 31, 2025

*Last monthly benefit premiums will be
deducted from this pay
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CNHP and Phil Todd

For faculty and administrators that are currently deferring fpay, meaning they are paid evenly over 12 months will receive their June defferal payout, on June 30, 2025 and their July on July 31, 2025 like normal.   

The last monthly benefit premiums will be deducted from this pay. 


Effective Fall 2025 (Academic Year 2025-2026)
Bi-weekly Pay Schedule 8/1-5/31

* First Biweekly pay is August 8, 2025.

* Option to be paid over 22 biweekly or 26 biweekly
pays.
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KCNHP Phil Todd ONLY

10 month faculty  with a August 1 – May 31 appointment period, will receive their first biweekly pay on August 8, 2025. 


We are pleased to announce that faculty and administrators will continue to have the option to defer pay. Previously, the available options were payment over 10 or 12 months. Under the new system, faculty and administrators can choose to be paid over either 22 biweekly pays or 26 biweekly pays. 


Effective Fall 2025 (Academic Year 2025-2026)
Biweekly Pay Schedule - 8/1-5/31

e 22 biweekly pays
August 8, 2025 — May 29, 2026

*26 biweekly pays
August 8, 2025 — July 24, 2026
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KCNHP Phil Todd    only

Ten month faculty and administrators who work August 1 – May 31, will be paid August 8, 2025 – May 29, 2026 if electing 22 biweekly pays or August 8, 2025-July 24, 2026 for 26 biweekly pays.  


Effective Fall 2025 (Academic Year 2025-2026)
Biweekly Pay Schedule

* Annual salary: $50,000

* Current monthly gross pay: 54,166.67 (550,000 per year / 12 pays)

 Biweekly gross pay: $2,272.73 ($50,000 per year / 22 pays)
$1,923.08 (S50,000 per year / 26 pays)
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KCNHP and Phil Todd Only

When we look at an annual salary of $50,000 the current monthly gross pay, before taxes, is determined by dividing the annual salary by 12 pays. For a $50,000 salary that equates to $4,1666.67. 
The biweekly gross pay is calculated by taking the annual salary and dividing it by either 22 or 26 pays. For a $50,000 salary a biweekly gross pay divided over 22 pays is approximately $2,273 and when divided over 26 pays is a little over $1,923. 



Cashflow Comparison

* Cashflow throughout the month will shift from
12 monthly pays to 22 or 26 biweekly pays a year.

* Employees will receive pay more frequently on biweekly
pay schedule.

* Cashflow will vary when comparing it to a specific point in

ill va
time; it could be more or less.
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KCNHP or Phil Todd only




Estimated Cash Flow




Effective Fall 2025 (Academic Year 2025-2026)
Biweekly Pay Schedule

e Salary Payment Option forms required to elect the 26 biweekly pays.

* Must be completed and returned to Human Resources before the first day
of your fall 2025 appointment period.

* If New Salary Election Form is not received before the first day of your fall
2025 appointment you will be paid over 22 biweekly pays. (This is an IRS
regulation, not USI policy)

e Salary Payment Options form will be emailed through University email and
can be electronically signed and returned through Adobe Sign.



Presenter
Presentation Notes
KKCNHP or phil todd only

I mentioned previously that faculty and administrators will have the option to defer pay and be paid over 26 biweekly pays. 

Faculty must complete a new Salary Payment Option Form prior to the start of their 2025 appointment if they choose to be paid over 26 biweekly pays. 

For 9 month faculty and administrators are due prior to August 1. 

If we do not receive a completed Salary Payment Option Form prior to your appointment start date, you will be paid over 22 biweekly pays for the 2025-2026. 

You will receive an email with a link to the Adobe Sign Salary Payment Option Forms. Please follow the instructions to complete the form electronically through Adobe Sign. You will receive an emailed copy of the signed form once it is complete. If you do not receive a signed copy of the form, the form was not completed and submitted in its entirety. Please reach out to _____________________ with any questions on your Salary Payment Option Form. 





Can | opt out of biweekly pay?

* No. All 9-and 10-month faculty and administrators will be
transitioned to the biweekly pay starting at the beginning of their
2025-2026 appointment period.
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There is no opt out option of moving to a biweekly pay cycle. 

By Fall 2025-2026 all faculty and staff will be on a biweekly pay cycle. 




How are Benefits affected?

* If currently enrolled in
* Medical, Dental, Vision
* Flexible Spending Accounts (FSA)
e Health Savings Accounts (HSA)
* Voluntary Hospital Indemnity, Accident, Critical lliness

* Voluntary Life Insurance and Short-Term Disability, etc.

We will automatically recalculate to biweekly rates.
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If you are currently enrolled in Medical, Dental, Vision, Flexible Spending Accounts (FSA), Health Savings Accounts (HSA), Voluntarily Hospital Indemnity, Voluntary Accident Critical Illness, Voluntary Life Insurance and Disability, etc., we will automatically recalculate premiums to biweekly pay rates. You do not have to do anything. 

If you are making contributions into a 529 plan please reach out to  Becky Eckert or Ingrid Lindy directly on what is needed. 



How are Benefits affected?

* Deductions for benefit premiums listed will be taken from the first
and second biweekly pay each month.

* Benefit deductions will not be taken from the third pay of a month.
(October 2025 and May 2026 have 3 pays in the month)
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With moving to a biweekly pay, we discussed there being 26 pays in a year.  Two months each year will have three pay period. 

Deductions for benefit premiums will be taken from the first two biweekly pays each month. In months with three pays, benefit deductions will not be taken from the third pay. 
October 2025 and May 2026 both have three pays. 





How are Benefits affected?

*|f 22 pay election, additional benefit premiums
will be deducted in May for summer coverage.
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If you are going to be paid over 20 biweekly pays, additional benefit premiums will continue to be deducted in May for summer coverage.


How are Benefits affected?

* University contributions to TIAA Retirement plans are made
over 22 pay periods. All University contributions will have
been made prior to any deferral paybacks.

* TIAA Retirement plan Employee contributions will be taken
with every biweekly pay.

* Wage garnishments and tax levies will be automatically be
recalculated to a biweekly amount.
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The University's contributions to TIAA Retirement plans will continue to be distributed over the appointment periods. With the transition to biweekly pay, these contributions will be made over 22 biweekly pays, regardless of whether you elect to be paid over 26 biweekly pays.

For example, if your annual salary is $50,000 and with the University retirement contribution rate at 11%, your annual contribution amount will be $5,500. This will be divided into 22 equal biweekly payments of $275, totaling $5,500. Faculty and administrators will receive the full amount of their University retirement contributions before any deferred pay is issued.

Employee retirement contributions will be processed with every biweekly pay. If you are enrolled in a retirement plan, your contributions are percentage-based, so no changes will be required on your part.

Wage garnishments and tax levies will be automatically be recalculated to reflect a biweekly amount.




To do - Review Tax Withholdings

* Federal and State Taxes — Federal and state taxes are
withheld from every pay. If you currently have
“additional withholdings” for federal and/or state taxes,
do you want to adjust the additional amount?

* Review and submit any updated forms needed by
August 1 for processing on the August 8 pay.
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Things you will need to think about. 

Are you currently withholding additional federal and/or state taxes. Consider whether you would like to make any changes since the amounts come out of every pay.  If no changes are made, the additional withholdings will be made each pay period, 22 or 26 times a year. 

Federal and State tax forms are available on the payroll website. These forms are not yet available electronically and should be submitted to Human Resources during office hours or placed in the locked drop box outside our office. Please refrain from emailing completed forms, as they contain social security numbers

We can accept these forms now. Simply mark at the top of the form ‘for transition pay.’



To do — Review Direct Deposit

* Direct Deposit Allocation — Your pay will continue to go to

your listed account(s). Are the amounts correct?

* |f you currently deposit $200 to a savings account monthly, you
may want to consider changing it to $92 biweekly (5200 per
pay x 12 months pay per year = $2,400 / 26 biweekly pays =
$92.31)

* Review and submit any changes needed by August 1 for
processing on the August 8 pay.
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Your pay will continue to go into your listed account(s).  If you have 100% of your pay going into one account, you do not have to do anything. 

For faculty and administrators that have deposits into more than one account you need to evaluate if the amounts are correct or if they need to change. 

If you are currently having $200 a month into a savings account and do not make any changes, please know $200 every biweekly pay will be deposited into your savings account.  

If you elect to be paid over 26 bi-weekly pay periods, please if $92 each pay is more appropriate. 

Review and submit any changes needed by August 1 to ensure they are processed for the August 8 pay. You may make changes at any time but in order for us to ensure they are processed for the August 22 pay, they need to be HR by August 1. 

Direct Deposit forms are available on the payroll website. These forms are not yet available electronically and should be submitted to Human Resources during office hours or placed in the locked drop box outside our office. Please refrain from emailing completed forms, as they contain social security numbers.

We can accept these forms now. Simply mark at the top of the form for transition pay.




To do — Review Bills

* Automatic bill payments or transfers

* Do you currently have any automatic payments scheduled
to come out of your accounts?

* Do any of the dates need to change?

* Billing Cycles

* |f you are concerned that all your bills are due at the same
time of the month (like the first of the month), call the
provider to request a different billing cycle.
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Additional items to consider 

Do you currently have any automatic payments scheduled to be withdrawn from your accounts?  
Do any of the dates need to be adjusted?


Billing Cycles 
If you are concerned that all your bills are due at the same time of the month (e.g., like the first of the month), consider calling the provider to request a different billing cycle. 




What other changes are there to consider?

* Will my sick or vacation time (if applicable) accruals change?

* Sick or vacation (if applicable) accruals will continue to be accrued
each pay.
* Effective with your new appointment, accruals will be based on
biweekly accrual amounts.

* Employees will have access to sick or vacation time sooner.



Presenter
Presentation Notes
Sick and vacation accruals, if applicable,  will start being accrued on a biweekly basis, which allows employees to gain quicker access to sick time and vacation time.  



Resources

* Payroll Transition website

* Payroll Schedule

* Payroll Forms

* Interactive Cashflow Comparison Tool

* FAQs — Questions asked during these sessions will be
added to the FAQ section on HR’s website
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The Payroll Transition website will feature payroll forms, the interactive cash flow comparison tool we reviewed today that includes the biweekly pay schedule based on your appointment date, and a section dedicated to frequently asked questions.


Questions?

Becky Eckert, raeckert@usi.edu, 812-465-7045

Ingrid Lindy, Ingrid.lindy@usi.edu, 812-465-7062
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Please reference the frequently asked question on the transition website.  If you still have questions please reach out to Becky Eckert, payroll manager or Ingrid Lindy, HRIS Manager. 

We acknowledge that this is a big change for all faculty and administrators and greatly appreciate your cooperation and support in making this transition a success. 


mailto:raeckert@usi.edu
mailto:Ingrid.lindy@usi.edu
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