LOCAL PAYROLL CYCLES IN PHOENIX

Uploading and working the payroll files as they occur is important. Phoenix cannot intake the next payroll file until the previous payroll
report is complete. While employees will still be paid, member records will be inaccurate. Pay information affects the calculations
required for producing accurate benefit estimates and pension benefits for members which may directly impact their retirement.

Pay Cycle

e Monthly
e Semi-Monthly
o Bi-Weekly

Payroll File
e Current payroll file uploaded to Phoenix.

Payroll Report

e HR/Payroll Reps work payroll report for all reporting groups.
o [t is best practice to submit payroll reports 5 days in advance of the next payroll
run regardless of pay frequency (monthly, semi-monthly, etc.).

Deduction Discrepancies Report

e HR/Payroll Reps work Deduction Discrepancies Report for previous
pay period.
o [t is best practice to work this report before uploading the next payroll file.




