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 Why

 How

 Payroll Production & Quality Assurance

 Questions
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 Multi-Campus Environment

 Number of Faculty

 Intense, Cumbersome Paper Process

◦ Changes required physically driving to a campus to 

re-sign paperwork, wasting time & fuel

◦ Paperwork had to be delivered to Payroll Services 

for processing, sometimes not arriving in time for 

current payroll
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 Supports goal of improving college-wide consistency 
(AQIP –Academic Quality Improvement Program)

 Accessible 24/7 from any device with internet access

 Automated email reminders to instructors

 Paperless system in support of sustainability efforts 
and cost reduction

 Accuracy and efficiency of data

 Increase in customer satisfaction (ease of use, 
accessible, confidential)
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 “I think the new paperless system is very 
convenient, simple to execute, and 
environmentally friendly as a bonus!”

 “As a professor who is sensitive to 
minimizing use of paper in my courses, I 
think it is great to save our natural 
resources as much as possible.”

 “The directions are simple and explicit, 
and the acknowledgement takes a matter 
of seconds.”

2/26/2015 5



 “I signed my proffers in my pajamas!  
Simple, efficient, and convenient.”

 “I look forward to more processes being 
accessible online”

 “The process has helped me save time. It is 
very convenient.”

 “I like being able to do it anytime at home.”
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 Description of Software Application

◦ An electronic process that integrated 

course/section information and ESU rates entered in 

the Academic module of the software with positions 

and job assignments in the HR / Payroll module. 
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SIAASGN

Batch Processes
Update FOAPAL & Lock 

Assignments

E-Mail Notifications

PEPFCAP

8

Batch Process
Validate Local Tax

Reconcile & Produce 
Payments

PEPFLAC
(nightly)

Faculty Review & Acknowledge
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The previous slide shows the Business Process Flow for FLAC.

• The SIAASGN screen is in the Banner Student Module. Academic Coordinators, Schedulers and

others receive assignment information from the Deans. They enter the information into the form.

• A Banner process, called PEPFLAC, is scheduled to run every night through UC4. This process pulls

the information from the Student Module into the FLAC tables.

• It is followed by an in-house Batch Process that updates the Labor Distributions for the

assignments based on the CRN, and dumps the resulting labor expense into the proper account

buckets for Finance. It also locks all the assignments, making them available for Faculty to view.

• E-mail notifications are sent out, alerting Faculty that assignments are ready to review and 
acknowledge

• Faculty go into My Tri-C Space to review and acknowledge their assignments.

• 2 days before Payroll Processing occurs, the PEPFCAP process is run.  This pushes the 
acknowledged assignments from the FLAC tables into the Human Resources / Payroll Module, 
where they are already set up to be paid.

• Another in-house Batch Process is run which validates the local taxes by location.
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Access FLAC through My Tri-C Space

Log in to My Tri-C Space, click the My Work Life tab, and go to the My Pay 
Information channel. Click on the 'Faculty Acknowledgment and Compensation'
link and proceed to review and acknowledge your assignment(s).
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One of the things you’ll notice in the header space is something called “Contract Note” with a 
yellow box next to it.  [                         ]   When you click on the yellow box, this screen 
comes up.  It contains the contract language for your assignments.  When you ‘acknowledge’ 
your assignments, it is tantamount to submitting an electronic signature.
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Batch Process to Validate Local Tax

Reconcile & Produce Payments



 Previous Process

 Current Process

 Payment Schedules

 Impact on Budget/Reporting

 Impact on Faculty
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 Proffers 
◦ Cumbersome, inconsistent & labor intensive process

◦ Not processed in timely manner

◦ Missing or late acknowledgement of assignment

 Input

◦ Relied on data entry – Duplication of efforts

◦ Inaccurate or missing work locations

◦ Missing pre-production verification

 Output Reports
◦ Limited

◦ Difficult to understand
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 Pre-FLAC Verification
◦ Review AD-HOC reporting

◦ Flexible Schedules / Team Teaching

 Production Verification 
◦ Original FLAC Load

◦ Authorized Assignments

◦ Team Teaching

◦ Data Integrity

◦ Local Taxes
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 First Payroll Of Each Month
◦ Overload instructional assignments for fall/spring 

semesters
◦ Non-instructional assignments
◦ Grant funded assignments

 Biweekly Payments
◦ Overload instructional assignments for the 

summer semester 

 First Payroll In May
◦ Year end payouts
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 FLAC & Current Payroll Process

◦ Reallocated efforts from data entry to data analysis

◦ Accommodates proactive detection & resolution of 
potential errors

◦ Ensures compliance with provisions of AAUP contract

◦ Limits impact on Budgets to active classes

◦ Ensures expenditures are recorded in appropriate 
semester & FY

◦ Introduction of statistical reporting

◦ Provides ability to monitor status of all assignments
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 FLAC & Current Payroll Process

◦ Includes Faculty in the process

◦ Solidified processing and payment schedules 

◦ Minimized potential missed/delayed payments

◦ Eliminated manual payments

◦ Increased communication between Faculty & Payroll 
Services

◦ Introduced tools to assist with personal finances
 Payment Projection Worksheet

 Calculating Taxable Earnings Template

 FAQ
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Questions?
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Contact Information:

Colleen Davis (Manager, Payroll Services)
Email:  colleen.davis@tri-c.edu
Phone:  (216) 987-4749

Todd Prusha (Coordinator, Payroll Services)
Email:  todd.prusha@tri-c.edu
Phone:  (216) 987-4842

Bonnie Guyer  (District Director, ERP Management Group)
Email:   bonnie.guyer@tri-c.edu

Phone:  (216) 987-4355

Sandy Youngeberg-Fox (Enterprise Director, ERP Management Group)
Email: sandra.youngeberg-fox@tri-c.edu
Phone:  (216) 987-4349
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