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Decision
Point

Payroll Teams
Combine data from all

sources regarding
associates needing off

cycle checks

Manager alerts HR of
off cycle check need,
and provides details

Receive message from
managers or

timekeepers and
receive or garnishment

notice

Enter payment data
into System O

Make Timesheet
correction if needed

then create set in
System O and add
associates to set

Submit the set in
System O, which

enables automated off
cycle payroll execution

Agencies send
garnishment notices by

mail

Receive garnishment
mail and filter out other

mail to establish
garnishment bucket

Set up garnishment
withholding in System
O using the deduction

element

Email employee to
inform them of

garnishment notice and
garnishment action

Receive notice of
garnishment

Prepare AP checklist in
System O [after payroll]
to direct payments per

court orders

Specify details in
System O linking

withheld money and
payee information

Print report using
reporting tool and

manipulate as
necessary into AP

upload format

Send accounts payable
data to Accounts

Payable (AP)

AP receives
garnishment payee file
and remits to payees

Garnishment Administration
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Off-Cycle Check & Wage Garnishment: Workflow

Workflow Description
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HUMAN RESOURCES

Off-Cycle Check & Wage Garnishment

Off-Cycle Check

Garnishment Administration

The processing of request for off-cycle payroll checks and the setup of wage 
garnishment actions. Includes the setup of automated off-cycle payroll, the 
reception of garnishment notfications and the subsequent setup of 
garnishment payments by the accounts payable group.
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Human Resources: Off-Cycle Check & Wage Garnishment Workflow [BPMN 2.0]
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Login to OpsDog to purchase 
the full workflow template 

(available in PDF, Visio, PPT)

New users get $20 off their first 
purchase (registration is FREE!) 


