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Presenter Notes
Presentation Notes
Initial welcome.  
- Thank you for joining.  Short wait

Add your location/ name(s) in the chat
- Drawing at the end of the call.

This is the second of the 2026 HR training series – Recorded – Posted in KB

Today’s training – Refresher for clarity and consistent expectations

Should be no surprises


Meet the Team

Daniel Weaver Ashley Alexander
Payroll Manager Payroll Specialist
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Presenter Notes
Presentation Notes
If anyone does not know me, I want to first apologize for that!  Please let me know…

Daniel: Position, location, fun fact(s), SMILE




Agenda

L Manager Responsibilities During Payroll Week
Payroll Best Practices

PTO Policies & Request Approvals

UFinal Pay — Process and Timelines

LQ/A & Thank You
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Presenter Notes
Presentation Notes
What we need from the hospital

Best practices around timecard approvals


Policies and approvals process for PTO

Review final pay details and processes

Time for questions at the end before the drawing

What do we want you to take away from this training?...  -Click-


PR

Your contribution makes a difference!

1. Accurate payroll is no accident
2. Slow and steady wins the race

3. PTO approvals should connect the team
member’s schedule to the policy

4. Timely payment of final wages starts with
information
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Presenter Notes
Presentation Notes
We have a few key points that we hope will stick with you from today.  All of them point back to this one idea: We wouldn’t have accurate and timely payroll without you!

You’ve likely seen dozens of examples of how payroll can go wrong.  Thank you for helping us get it right!!
I’m as guilty as anyone
Each individual is unique. This is another reason we rely on your contribution
It’s never too early to start the process


Manager
Responsibilities
During Payroll Week
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Presenter Notes
Presentation Notes
We’ll start with reviewing your contributions to the payroll process.  Before we get into the specifics, I’d like to ask a reflection question.


2
Approval Practices Reflection:

There are several ways to handle payroll approvals.
What is your process?

A) Wait until the pay period ends and then see what needs to be approved
before payroll.

B) | handle each type of approval a little differently.

C) Set up regular approval times in my week/ payroll cycle so that the list never
gets too long.

D) Approve items as they come in and then go through my approval checklist
at the end of the period.

E) Oh no! Payroll needs to be approved!!

F) None of these quite sounds like me.
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Presenter Notes
Presentation Notes
Each hospital likely handles payroll a little different.  If you can find a description that is close to your process, please type the letter of that response in the chat.  We’d love to see how this lands across our practices.��If I can’t follow – “Hayden, can you summarize what you’re seeing in the chat?”

Again, the main idea here is that accurate payroll only happens on purpose.  If anyone 


Payroll
Basics

Pay periods:

Period 1: The 15t through
the 15th,

- This is paid on the 25% (or
sooner).

Period 2: The 16t through
the end of the month.

- This is paid on the 10t of
the following month (or
sooner).

PR

Approvals/ submissions due by the 3rd
and 18th each month -

Your Part:

[ PAF requests

L Punch Change Requests

L All Time-Off must be approved

L Timecards must be fully approved
Best Practices:

[ Self-approved timecards

U Expense reimbursement review
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Best Practices
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Total Hours Dolla= = A 0

LN [01711)

MOH [01.513) 07-30 AM [gooko.. 1100 A8 12:00 PR [E00)-o... 0545 PM 9,26 928 =
TUE (01413} 07-30 AM [aoolo... 12:37 PM 12:37 PM [E00)-C.. 05:4E PM 10,26 10.25 (1]
WED (01514 07-30 AM [aooko. 01:00 PM 01:37 PM [R00o.. 05:45 PM 9.63 963 =
THU [01415) 07-30 AM [aoalo.. 01:00 PM 0137 PM [R00}-0.. 05:45 PM 9,63 963 =
FRI{D1.16)
SAT (01417}

Weskly Totals 0.00 $0U00
SUN (0118
MOH (2115 08:30 AWM [aoolo.. 12:00 P 1242 PM [00}D.- 0520 Pi 813 8.1a =] []
TUE {07420} 03-30 AM [aoolo... 12:00 P 12:42 PR [E00)-C.. 05:20 PM 813 8.13 El [ ]
WED (01721}
THU [01422) 03:30 AM (300D 12:00 PM 12:42 PM [A00}HC. - 05:20 PM 813 813 = [ ]
FRI {01,/23) CO-30 A foooko... 12:00 2 () 12:42 P [a0nl-o.. 0520 M 813 813 = []
SAT (01.24) 08:30 Ah [aoolo.. 12000 Phd 12-42 PM [0} 0520 Pid 8.3 8.13 (1] [}

Weskly Totals AES S0.00
SUN (01726
MO [01.526) (18-30 AM [aooko. 01:20 PM 01:-50 PR [R00o.. 0520 PM 8.33 833 E ]
TUE (01427} (18-30 AM [aoalo.. 01:20 PM 0150 P [R00}-0.. 05:20 PM 8.33 833 1] (]
WED (01728} La-30am oo L120 e 0150 PR (800} 2520 P 233 833 L []
THU (01/29) (8:30 AM [Bo0lo. 01:20 PM e [R00]-C.. 05:20 PM 8.33 833 B [}
FRI {01720
SAT (01431} (18-30 AM [aoalo.. 01:20 PM 7 05:20 PM 483 483 E A B

Weskly Totals 3E.16 50,00

Approve By Dats | Approve Pay Pesiod -
Pay Penod Totals T9.50 5840.86
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SUNDAT)

Total Hours

Dollas = & B

MOMN (01172 0730 AM [aoolo. 11-00 Ak 12400 Pl [00)-0... D545 PM 926 926 =]
TLUE {01./13) 07:30 AM [Ro0lD.. P-endlng Punch chﬂ.ﬂgﬂ' FIEquE’StS w S4B PM 10.26 10.26 m
WED [01.14) 7:20AM (2000 There are pending Punch Change Fequest{s) for the date{s) you have selected to 5B M 9.64 .63 =]
3 , would like to 3 the pending Punch Change Requests?
THU {01518) 0730 AM [Ro0l-0. . yed F peneing 9= e 545 PM 9.63 9.64 m
N -
BAT (01417
Weskly Totals 000 £0.00
SUN {0118)
MOM {01179 0E: 20 AM [RO0}D.. 12-00 PM 12:42 PM [B00}D... 05:20 PM B3 B3 =] i
TLE {01./20) 0E:20 AM [Bo0}. 12-00 P 12:42 P [BO0HD... D5:20 PM B3 B3 E i
WED {1721
THU (01,22 0dE:30 AM [Ro0l-o. 12-00 PM 1242 Pl [00)-0... D&:30 PM 813 B.13 m i
FRI (01/23) D830 AM [80010.. 1242 P (1) 12:42 FM [E00}D... 05:20 PM 863 BB = [
SAT {01./24) 0E:30 AN [Ro0lD.. 1200 PM 1242 P [B00}0... D&:20 PM 813 813 m i
Weskly Totals 4137 £0.00
ELUM {D1.25)
MO {01./28) 0E: 20 AM [RO0}D.. 01-30 PM 01-60 P [B00}D... 05:20 PM B33 i = i
TUE {01./27) DE:30 AM [Ro0l-0. 01:-30 PM 01:650 P4 [00)-0.. D&:30 PM 833 I = m i
WED {01,/2E) 0E:30 AN [Ro0}D.. 01:-20 PM 01:50 PM [R00}0... D&:20 PM 8.3 B33 =] i
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Weekly Totals 41.67 £0.00

Approve: By Date | Approve Pay Peviod
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Date Pay Code Allocation (tax) Allocation (tax) Total Hours Dollars
SUN (01/11)

MOM (01/12) 07:30 AM [B00}D... 11:00 AM 12:00 PM [200}-D... 05:45 PM

TUE (01/13) 07:30 AM [00]-D... 12:37 PM 12:37 PM [E00LD... 05:45 PM

WED {01/14) 07:30 AM [200]-D... 01:00 PM 01:37 PM [s00]-D... 05:45 PM

THU (01/15) 07:30 AM [200}-D... 01:00 PM 01:37 PM [e00}D... 05:45 PM

Weekly Totals 41.35 $0.00
SAT (01/31) 08:30 AM [BOO}D... 01:20 PM 22 05:20 PM 4.83 4.83 E A
Weekly Tatals 38.15 $0.00
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PR
What to watch for: Breaks

NO LUNCH BREAK

INTERRUPTED LUNCH BREAK

DUPLICATE PUNCHES

||
=
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Other Watch Areas

INACCURATE USE OF PTO OR UNPAID TIME-OFF

FIRST OR LAST DAY OF THE PERIOD NOT APPROVED

BAT [01/21) D@:30 AW [aoo}HD. 01310 PAd o1:56 e (1) 05:30 FM 823

DID NOT PUNCH IN OR OUT

WELLHAVEN PET HEALTH TRAINING 2026 13




Payroll Best
Practices

Plan

Accurate payroll is no accident

Slow

Slow down and take the appropriate time

to review timecards.
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Totals Approvals Attestations

e Sy
Pay Code
HOL  Haliday Effective 0831 /2022
R Regular EXfe:tive 080T 2022

HHH Paid Time Off Effective 08012022

Allocation [tEx)

Q106 Fi

Allocation

[E00] -D= Mova Allocation Hospitsl-Primary-Hot Hiredd Duplicated TestWELLHAVEHN PETHEALTH WA LLC

[Em0] -De Mowa sllocation Hospital-Primary-Haot Hireds Duplicates Test-WELLHAWVEN PETHEALTH Wa LLC

[E00] -De Mova Allocation Hospital-Primary-HNot Hiredd Duplicate Test-WELLHAVEN PETHEALTH Wa LLC
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05:.0E PM

Tax Profile Hour= RAaxte
WEWANNAANT 20 800 51060
WS WANNANNT (2 1.3s £10.60
WAWAIWANNT 20 .00 510,50

Pay Pericd Totals 11236

15

Dollars
£B4 80
$968.31
S212.00

£1,266.11




Payroll Best
Practices

Plan

Accurate payroll is no accident

Slow down and take the appropriate time

slow to review timecards.

Use Use all the tools at your disposal

Call When in doubt — Give payroll a call
Review Once you have resolved any outstanding

items, double check.

WELLHAVEN PET HEALTH TRAINING 2026
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Which timecards need to be approved?

A receptionist who started after the period ended

An active, hourly-as-needed technician that is currently
away at school

The current timecard for a term two days after the period
ended

0 response submitted




°TO

Policies &

ReqgL

ests
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PTO Policy Overview

O PTO Includes the following:
Q Sick Pay
O Vacation Time Off
Q Personal Time Off
U Eligibility
[ Full Time (30+ hours/week)

L Employees will accrue PTO starting on first day of hire or status change

L PTO is available for use after ninety (90) days of hire or status change
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Presenter Notes
Presentation Notes
Sick Pay: only available for those who have accrued it as part-time employees when they were not accruing PTO



PTO Usage Guidelines

[ Team members must use accrued PTO for absences allowed by

company policy
L Unpaid time off is only allowed after all PTO has been exhausted

L Insufficient PTO? Work with team members on how to handle the
remaining time

LOptions: Unpaid Time Off, Floating Holiday, Sick Leave (if applicable)

[ Team members should follow hospital procedures for requesting PTO

prior to confirming and purchasing travel for vacations or personal time
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Presenter Notes
Presentation Notes
FH can be used right away, CE hours can be used right away, otherwise 90 day waiting period must be met. 

Should reflect their normal schedule (10-hour vs 4 hour) – you know your team’s schedule 


PTO Accrual Rate

Employee Classification

Salaried Exempt

Includes: Doctors, Hospital
leadership, and certain Campus
positions

Hourly Non-Exempt (<3 yos)
Includes: Hospital para

staff and certain Campus
positions

Hourly Non-Exempt (3+ yos)

Includes: Hospital para
staff and certain
Campus positions

Annual PTO

0 Acc i
I:JT g Herggl Annual PTQO Accrual M;::?&TRETLG Maximum
Per Pay Period CC A Carryover
Full amount
hours hours hours accrued
3.33 80.00 120.00 Full amount
hours hours hours accrued
3.50 84.00 124.00 Full amount
hours hours hours accrued

NOTE: Prior acquisition seniority counts towards accrual rate
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Presenter Notes
Presentation Notes
Slide 10: Perhaps instead of reading what the accrual rates are, let's share that these accrual rates accrue per hours worked.  For example, for an hourly non-exempt team member, based on tenure you'll accrue X.XX hours of PTO per every hour worked.  

Currently carry over the full balance at the end of the year. The only time accruals stop is if maximum PTO accrual cap is met.




PTO
Requests &
Approvals

Managing Employees’ Time-
off Requests in Paycom

O View employee accruals

Q Individually approve or deny time off-

requests

[ Batch approve or deny time-off requests

WELLHAVEN PET HEALTH TRAINING 2026
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View Employee Accruals

1 Before approving PTO first
® Employees

review total accrual available

UGo to “Make Employee Add New Employee
Changes” Screen, where “
. . . Make Employee Changes
employee information is stored
A
L Click on the employee you'd
like to view v 3. Dates and HR
L From their Employee Menu, 4. Percentage Labor
select “Form 6: Accrual Distribution
Information” _
O Here you can see all the 6. Accrual Information
employee’s accrual information

and available balance
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View Employee Accruals

L Employee Accrual can also be found via Timesheet
0 Under Accrual Information ->Net Available

Pay-Period Summary = Calc Detail =~ Audit Detail  Accrual Information

Time-Off Summary

Accruals are accurate as of your last pay period end date 01/31/2026

Time-0ff Type Unit of Time Available Approved Requested Net Available

-~ ~ -~ A~ A~ ~

e e e v v v
Continuing Education Hours 8.00 0.00 0.00 8.00
CO:HRLY PT Sick Pay ‘ Hours ‘ 0.00 ‘ 0.00 ‘ 0.00 ‘ 0.00
PTO Hours 3.50 0.00 0.00 3.90
Floating Holiday ‘ Hours | 0.00 | 0.00 | 0.00 | 0.00
Unpaid Time Off Hours 0.00 0.00 0.00 0.00
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PR

Approve or Deny Requests — Via
ime off Calendar

L PTO Requests are submitted via
ESS by employees A Home / Time-Off Requests

dManagers are notified via email
notification and/or notification
ce nter alert Time-Off Calendar

Approve or deny time-off and generate time-off requests.

@ Set Up

Batch Approve Time-Off Requests

D AC Ce S S t h e Ti m e - Off fe at u r‘e Quickly approve or deny current time-off requests.
. olidays and Blackouts
t h ro u g h t h e TI m e M a n a ge m e nt " Elr::ggltnemplgyees fr:tm adding time-off requests on certain days by marking them as holiday or
tab '

Batch Delete Holidays and Blackout Days
Remove holidays and blackout days for multiple employees.

UTo approve or deny individually
you’ll need to go to the Time-Off
Calendar
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ime off Calendar

U Here you can see all of
the requested, approved [.. —
and denied time-off T —
requests for the month

ft | TimeoffRequests | TimeOM Calendar

| Approved & Requested v | Add Blackout/Heliday Request

February 17 2017

. February 2017 To m\

U You can filter by S e e m s
Department, Employee | 1 S
Status, Employee and P 00510 )

Time-Off Status T 1 T S

JEx: Review pending
time-off requests, select
“Requested” from the
drop down menu

WELLHAVEN PET HEALTH TRAINING 2026

26


Presenter Notes
Presentation Notes
After doing so, the request appears on the right side of the screen. Here you can approve, deny or delete the request, the employee will be notified through their ESS


Batch Approve Time-Off P
Requests

[ Several employees requesting
time off? Approve all at once Y Home / Time-Off Requests

L Helpful during busy PTO time ) setup
frames like before or after a holiday

Time-Off Calendar
Approve or deny time-off and generate time-off requests.

Pending employee requests

Batch Approve Time-Off Requests

a p p e a r a u to m at i ca I Iy Quickly approve or deny current time-off requests.
Holidays and Blackouts
D CO I u m n s d i s p I ay key d eta i I S : Elr;::gltj ttfmploj,rees from adding time-off requests on certain days by marking them as holiday or
req u este r’ su b m iSSiO N d ate, ti me- Batch Delete Holidays and Blackout Days

Remove holidays and blackout days for multiple employees.

off type, hours requested, available
balance and reason

1 Future Hours approved: future
accruals already approved

[ Future Hours Pending: future

accruals requested but not yet
approved
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How to Batch Approve?

= Select the employees’ whose requests you want to process

= Open the Actions drop-down menu
= Choose Batch Approve or Batch Deny

L 11 Time-Off Aequests Batch Approve Time-Off Requests

Filters

|Search or Make Selection - | ﬁv | search or Make Selection - !isequal 10 W || value » Search (0) +

FikerDate (00/00/0000 | to [00/00/0000 | (gleae

Range

Batch Approve Time-Off Requests

I_S-:-'arr.r' Q | 2 records selected
Select All Employee Date and Department Time Added  Time-Off Hours Hours Future Hours  Future Hours Net Projected Net

L1 ] Time < b+ Type Requested  Available Approved Pending  Available  Available ©
I % | ® & 3 3 $ | ¢ $ . .
ADAMS, FRANK | 02/15/2017 | Executive 02/15/2017 | 0.54 hours =

(A016) 1600 | Management 122110 S Frs Ao e | L 054 | (o future hours) . o Never ®)
ALLEN, AMBER | 02/15/2017 2NsT 17.00 hours

O Jeus aa Marketing 144255  Vacation 8.00 25.00 0.00 8.00 1700 | (0 ¢ ture hours) . m Never Y]
ANDREWS, 02/16/2017 | Executive 024152017 | _, 28,00 hours

JOHN (ANDR) 1500 | Management 144534 | SicK i e 000 | 200 | 28O0 | o fiture hours) | == Never (&)

WELLHAVEN PET HEALTH TRAINING 2026 28



Presenter Notes
Presentation Notes
No matter what option you selected, you’ll be able to enter a comment for the employees to view before finalizing the request. When you’re finished, to finalize the batch approval click “Approve All” or “Deny All” 


Final Pay

WELLHAVEN PET HEALTH TRAINING 2026
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Final Pay Workflow

Employee Resigns or is
Terminated

Final Pay Issued

»

-
PM is Notified of
Separation
\,
-

Payroll Processes Final
Pay According to State
Law

»

-
PM Completes
Status/Position Change
PAF

eSelect: Employee Term OR
Manual Check Term

\.

PM Upload Required
Documentation

Payroll Reviews PAF +
Documentation

\ 4

PAF Submitted to Payroll
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Presenter Notes
Presentation Notes
Process workflow to ensure final pay deadlines are met

PAF: there is a separate form for terminations requiring a manual check

Involuntary documentation not already uploaded to HR OR voluntary resignation any


PR

State Specific Timelines

Due Date Final Pay (Involuntary) Final Pay (Voluntary)
Immediate (by EOD) Nevada Oregon (With 48-hour
notice)
24 Hours Colorado, Minnesota, N/A
Oregon
5 Days N/A Oregon (Without Notice)
7 Days Arizona Nevada

Next Scheduled Payday Washington, Montana Arizona, Colorado,
Montana, Minnesota,
Washington
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Presenter Notes
Presentation Notes
Minnesota: if the next payroll date is more than 5 days away, the employer must pay the final wages on that date; regardless of the payday schedules, the employer cannot delay payment beyond 20 days after the last day worked

Oregon: Voluntary: if provided 48 hour notice final pay is owed immediately by EOD. If 48-hour notice is not provided, final pay is owed with 5 business days or next scheduled pay day, whichever occurs first

Montana: Employer has option of mandating policy for next pay scheduled or within 15 days, whichever occurs first

We process all terminations submitted by the 3rd and 18th through our immediate payroll cycle. This approach ensures consistency and supports compliance requirements. If a termination occurs outside this schedule and requires expedited payment based on the timelines we reviewed, we will issue a manual check and send it via FedEx.


R
WellHaven

Pet Health

Questions?
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WellHaven

Pet Health

Thank Youl
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