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Policy & Procedure 

Payroll – New Hires
New Hires
The Human Resource Department provides the Payroll Department with an RFA form that details the payroll information for the new hire.  A copy of the RFA shows details on salary.   All tax forms are completed during the orientation process and forwarded to Payroll for entry into ADP and filing in the employees payroll file.  
New hire reporting is done through ADP who files on the Universities behalf. 

The following information should be received for each employee:

RFA – pay rate or salary details

W-4 – Federal & State withholding

TI-4 – local withholding

Direct deposit form

Job title and BWC coding.

Supervisor information for EZLabor setup. 

Once the new hire is entered into the system a user ID and password will be issued and sent to the employee in an email from Payroll.  

New hires are expected to start clocking in as soon as they are hired with the exception being monthly paid personnel.   Monthly personnel are expected to enter all paid time off into the system for accurate recordkeeping.  Supervisors are expected to ensure that all information submitted is complete and accurate which is evidenced by their signature and electronic approval. 
A new payroll file is created for the new hire and all related documents are filed at that time.  
PTO details will be provided by Human Resources sometime before the employee completes probationary period or before the benefits begin whichever is earlier.  Accruals will be entered by Payroll into the EZLabor Manager system for review by employee and employee supervisor as needed.  

Union dues to be withheld from employee check will be communicated by Human Resources.  Details will include start date, amount, stop date (if known).







