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Did You Know? 

  
 

 

 

Chart and Employee tab on our main UFS webpage. Additionally, keep 

an eye out for a special Bridge series coming soon that will spotlight a 

different UFS department in each addition. 
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Steve Schmidt started on March 1st and is our new 

Business Analyst II, supporting Payroll and timekeeping 

(i.e. the UKG (formerly Kronos) PioneerTime system). 
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Shifting Responsibilities 
In planning for this exciting life milestone, Margaret has been working diligently to shift responsibilities to 

different areas based on the task. While her last day is June 5th, the shift in responsibilities is effective 

IMMEDI
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Previously referred to as a Hand Check, a Manual 

Paycheck is an off-cycle check printed or direct 

deposited for payroll purposes. Manual paychecks 

are generally issued when an error on an 

employee's paycheck needs to be corrected before 

the next pay period or in the case of a 

termination. Please direct DU colleagues to this 

Manual Paycheck Request Form for instructions on 

how to request a manual paycheck. 
  

Taxable Gifts 

 

Did you know that ALL gifts to employees that are 

purchased with DU funds are subject to tax in 

accordance with federal tax laws & regulations? 

  

All cash gifts, gift cards and gift certificates 

(regardless of the amount) and all non-cash gifts with 

a value of over $100 must be reported to Payroll 

Services by the unit that purchases the gift. Don't wait 

until year end, submit a Taxable Gift Form whenever 

your department funds are used for cash, gift cards or 

larger non-cash gifts for employees. 
 

 

  

  

Electronic W-2 Enrollment 

    

 

As the tax season draws to a close, it's time to get 

prepared for next year. To save time, save trees 

and reduce the risk of fraud, encourage 

employees to sign up for electronic W-2's. Visit 

the UFS Payroll Page for instructions. 
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Bursar's Office Announcements 
A New Cashiering System will be launched 7/1/23! 

The new system is called Transact and will replace the current iPayments system. The implementation 

process has just started, so stay tuned for more information and training as we get closer to July. 
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  02: As of Date: Leave blank 

  03: Inactive Codes: Leave blank to show all active codes  

• Click SAVE 

• Select "Related" at the top right of the screen and Review Output 

• Click the 3 dots next to "File Name" field, then select the .txt file that was 

generated 

• Select the Tools drop box (upper right corner), then select "Show Document" 

(Save and Print) 

• Select "Yes" to show in browser, then save as a .txt file to pull into Excel 
 

 

 

 

 

 

Travel Tips 
Tip #1 - When should I contact a Christopherson 

Business Travel (CBT) agent? 

There are several scenarios where it may be 

worthwhile to work with a CBT agent to book your 

travel... 

• 
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UFS Project Updates 
PaymentWorks - The University of Denver has selected PaymentWorks as our vendor onboarding tool to 

manage vendor intake, which includes collecting, validating, and managing all vendor information. This 

system is also the most secure method for protecting sensitive vendor information, such as banking 

information, reducing security and fraud risks.  The implementation is in testing with a pilot group. More 

information is coming soon on the UFS website and knowledge base. 

  

Procure-to-Pay (P2P) - The demo process is complete. The steering committee will be reviewing the 

project team's recommendations by the end of April. 

  

 

  

   

There are 2 Types of Direct Deposit 

PAYROLL direct deposit is for Paychecks and ACCOUNTS PAYABLE direct deposit is for Expense 

Reimbursements. To save time, paper and reduce the risk of fraud, encourage employees to sign up 

for BOTH types of direct deposit via my.DU.edu. Here's how: 

• Go to my.DU.edu 

• Search for "Direct Deposit" 

• 


