


§ Employee One-Time Payment System (EOPS)

§ Independent Contractor Questionnaire (ICQ)

§ Payroll

§ GLACIER

§ Tax Reporting

§ TechBuy Account Codes

§ Sales & Use Tax

§ Q&A



§ 1. Q & A at the end of the presentation today.

§ 2. May 15th and 16th Q & A in Business Affairs Building, BA Conference Room, 130 
Val Verde

§ 3. http://www.depts.ttu.edu/payroll/

§ 4. webmaster.payroll@ttu.edu

http://www.depts.ttu.edu/payroll/
mailto:webmaster.payroll@ttu.edu


Employee One-Time Payment System



§ Per the Tax Cuts and Jobs Act, effective January 1, 2018, all moving/relocation 
reimbursement or payments on behalf of employees for moving/relocation 
became taxable.  

§ The earn code NMV has been disabled effective February 2018.  

§ As such, the only available earn code is MOV (Taxable Moving), which is taxed at 
29.65% (combination of both Federal Income Tax Withholding and FICA Tax).  



§ All relocation payments made on or after January 1, 2018 will be taxable and will 
be submitted on the MOV earn code. 



§ Actual Reimbursement: if reimbursing actual (incurred) moving expenses, please 
submit electronic copies of the receipts with the MOV EOPS.  Receipts need not be 
original; physical and/or digital copies are sufficient. Scanned copies of all 
applicable receipts attached to the EOPS as a PDF document is the preferred 
method. 

§ When using receipts, please make sure that a cover page/summary page is 
included.  This document must include a list and summary of all expenses 
being reimbursed.  

§ Please ensure all personal/confidential information has been redacted. i.e. 
credit card numbers, social security numbers, and bank account numbers



§ Relocation Stipend: For relocation stipends, receipts are not required if an offer 
letter indicating the amount of the relocation stipend offered is attached to the 
EOPS transaction.  Departments do not have to wait until the move has occurred to 
submit the EOPS payment.



§ This method is still available to departments, but it is a taxable benefit provided to 
the employee.  

§ You may contract with an approved vendor and use the TechBuy system.

§ However, our office will apply a miscellaneous charge (MSC) to record the amount 
of the benefit received for taxable wage calculation (Form W-2), and withhold the 
applicable tax (29.65%) of the benefit received from the employee’s subsequent 
payroll check.  



§ Cannot pay/reimburse the employee for their moving expenses through TechBuy.



§ Expenses with a TTU business purpose that are older than 60 days **
§ Conference registration fees
§ Exam fee reimbursements
§ Out of pocket office or classroom expenses

§ COBRA payment (offered by hiring department)

§ Bonus payment (in employment contract and proper approval received) 

§ (**If at all possible business purpose payments should be made through Procurement 
Services.  However, reimbursement is allowed on an exception basis, subject to OPs 
and proper approvals.)



§ Please upload all supporting documentation electronically to the EOPS system.  

§ Original documents are not required.

§ Physical copies of documents are not required.  

§ Digital copies are preferred.  



§ Benefit is only available for eligible employees whose primary worksite is located 
outside of Lubbock County and are enrolled at an institution other than 
TTU/TTUHSCEP.  

§ Please note: these expenses are only nontaxable if the employee turns in receipts 
within 60 days of the end of the term.  

§ PLEASE ALERT YOUR EMPLOYEES OF THE IMPORTANCE OF TURNING THE 
RECEIPTS IN WITHIN 60 DAYS.   

§ Employees at TTUHSCEP please review the appropriate Operating Policy for 
additional information regarding NTP EOPS.  



§ Collection of original receipts (when available) shall only be required for NTP 
(Nontaxable Tuition Payment) EOPS.  

§ Items printed from a digital copy (i.e. student’s tuition balance) shall be considered 
“original receipts” for NTP purposes.  

§ Documents are submitted to HR.  



§ For OTB and MOV EOPS, please submit electronic receipts and/or supporting 
documents in lieu of original documents/receipts.  

§ These should be submitted in the EOPS system when the EOPS is generated.

§ Please ensure that all personal/confidential information has been redacted.  i.e. 
credit card numbers, social security numbers, bank account numbers.

§ Effective 6-1-19, any EOPS with personal/confidential information that has not been 
redacted, will be rejected back to the originator to correct the issue and start the 
EOPS approval process from the beginning.  



§ EOPS will pay on the employee’s next on-cycle payroll, if approved, prior to the 
aforementioned deadlines.  



TTU Payroll & Tax Services



§ ICQ=Independent Contractor Questionnaire

§ 14 questions to help determine if the contractor and proposed contracted services 
meet the IRS definition of a contractor.

§ Must be signed by the contractor, the contracting department, and the Tax Office.  

§ Must be submitted for each service provided.

§ Contractors that are on the approved contractor list (below) and contractors 
providing services under a Personal Services Agreement (PSA), typically must only 
have one ICQ per fiscal year. 

§ https://apps.afism.ttu.edu/independentContractors/

https://apps.afism.ttu.edu/independentContractors/


§ To meet the substantiation of the 20 factor test created by the IRS to identify 
contractors.  

§ Employee and Employer pay taxes that the Independent Contractor and the 
contracting entity do not pay.

§ Employees have rights/expectations that contractors do not.  



§ Payments to Individuals for services or custom work.

§ Payments to Sole Proprietorships for services or custom work.

§ Payments to LLC’s taxed as individuals or sole proprietors for services or custom 
work.



§ Payments for goods without services, i.e. “Off the shelf goods”, cannot be 
customized.

§ Payments to Corporations or Partnerships.

§ Payments to LLC’s taxed as corporations or partnerships.

§ Payments to individuals for Research Participation.

§ The contractor is already on the approved contractor list… 
https://apps.afism.ttu.edu/independentContractors/

https://apps.afism.ttu.edu/independentContractors/


§ Current/former employees (within last 12 months) will need to be paid through 
payroll like an employee, instead of TechBuy as an independent contractor, unless 
certain conditions are met.  

§ Adjunct faculty and Part-time Instructors are considered employees-TAM9105007

§ Graduate Research Assistants and Fellows are treated as employees.  

§ If a contractor goes from contractor for TTUS to an employee of TTUS, potential 
back taxes could be owed by both parties.  

§ All questions are required to be answered.  









TTU Payroll & Tax Services



WHEN DO I GET PAID?
§ Semi-Monthly (Non-Exempt) Employees

§ Pay period 1st – 15th pays on 25th of the month
§ Pay period 16th – EOM pays on the 10th of the next month
§ GOOD NEWS!!!!
§ If the 10th or 25th fall on a weekend or holiday, you will be paid on the last workday prior 

to the weekend or holiday!!!

§ Monthly (Exempt) Employees
§ Receive pay on the first workday of the month (not the 1st of the month)
§ PLEASE NOTE
§ If the 1st of the month falls on a weekend or holiday, you will be paid on the first workday 

following the weekend or holiday. 



“MY TIME SHEET”-WEB-TIME ENTRY
§ Semi-Monthly employees will report time with web time entry. 

§ This is a timesheet…not a time clock. Update timesheet daily.

§ Make sure time sheet is submitted on time to avoid any delay in receiving 
paycheck.

§ Always review what you are submitting.

§ Supervisors have two business days after  the 15th or EOM to review and approve 
timesheets.

§ All timesheets must be submitted and approved by supervisors by the second 
business day at 5:00 pm (MTN Time).  



§ Employees with TimeClock Plus follow dept. procedures.

§ Please note the export deadline of 12:00 pm Mountain Time, the second working day after 
the pay period closes.  



§ Monthly employees will need to report leave time with web leave reports.

§ Leave reports are due by the 15th of the following month.

§ Make sure leave reports are submitted on time to avoid discrepancy in leave 
balances.

§ Always review what you are submitting.



§ Manual Check Requests are paid on Fridays. 

§ Manual checks received by 4:00 pm Mountain Time on Friday will be paid the 
following Friday. 

§ All manual checks are paid as direct deposit unless an active direct deposit is not 
set up. In this case, the payment will be paid as a paper check.



§ Select Payroll & 
Tax tab

§ Select 
Update/Create 
My Direct 
Deposit



§ Select Payroll & Tax tab

§ Select Update/Create My Direct Deposit

§ “Verify Your Identity” will open on the right hand 
side of your screen

§ All but the last four digits of the phone number 
associated with the account will be masked

§ Select if you would like a call or a text to the 
number listed above

§ Select “Continue” then enter your verification 
Number on the next screen

§ If the number associated with your account is 
incorrect contact IT Help Central at the bottom of 
the page



§ Update/Create for both “Employee Payroll Tab” and “Student 
Refund/Employee Reimbursement” Tabs



VIEW EARNINGS STATEMENTS
§Click “Payroll & 

Tax” tab. 

§Select “Earning 
Statements/Pay 
Stubs” to view 
earnings 
statement.



VIEW EARNINGS STATEMENTS
§All Earnings 

Statements will 
appear in a 
summary view. 

§ Select the year 
you want to view.

§To see the 
details, click on 
the date colored 
in blue.



FOREIGN NATIONAL TAX



§ Employees that are not US citizens or permanent resident aliens will receive an 
email from support@online-tax.net.

§ Email will contain username, password, and instructions to access GLACIER 
(secure website).

§ Employee enters information in request screens.

§ Forms to claim tax treaty benefits (if eligible) and Form W4 will be 
completed/printed from GLACIER.

§ Employee will print documents from GLACIER, sign and return to Payroll & Tax 
Services @ tax.forms@ttu.edu

§ Questions should be directed to tax.forms@ttu.edu

mailto:support@online-tax.net
mailto:tax.forms@ttu.edu
mailto:tax.forms@ttu.edu




Form W-2, Form 1095, Form 1042-S









§ Account codes drive financial reporting at state and federal level.

§ Including Form 1099-MISC, 1099-K, 1042-S.



What it is for:

§ To account for contributions made to external charitable organizations.

§ Sponsorship payments are only a contribution when made to a qualifying 501(c) 
organization.  Forward a copy of the gift acknowledgement to Payroll & Tax 
Services for retention.  

What it is not:

§ Not for contributions to ourselves.

§ Not for payments for goods/services to charitable organizations.

§ Not for sponsorship payments for non-501 (c) organizations.  



§ Cash and Cash Equivalents (Gift Cards) are always taxable to employees.  

§ Cash issued through EOPS as AWD earn code.

§ Gift Cards require MSC earn code through EOPS to apply the required tax 
withholding.  

§ Transactions require…Non Cash Awards, Prizes, Gifts and Gift Cards Form 
(Attachment B).

§ Depending upon the type and amount of the gift, prize, award, may require 
additional approvals.  



A Non-Cash, Tangible Item that is…

§ A. for retirement and < $400 but cannot be cash, gift card, travel, lodging, or tickets.

§ B. for Employee Separation from TTUHSC El Paso and < $100.

§ C. for length of service (once every 5 years).

§ D. a De Minimis gift/award, with a value of less $100, that is given infrequently, and 
difficult to track.

§ E. a tangible item, of little value that is customized with the recipient’s name (i.e. 
trophy/plaque). 



§ Cash Award for a Non-employee

§ Gift Card for a Non-Employee

§ Tickets, vacations, gift certificates (When given to employees, each transaction will 
require the appropriate MSC EOPS transaction to charge the appropriate tax to the 
recipient.)

§ A Non-Cash, Tangible Gift for…

A. Retirement exceeding $400. 

B. Employee Separation from TTUHSC El Paso exceeding $100.

C. Gift/award, with a value of exceeding $100, that is not customized.

(When given to employees, each transaction will require an EOPS MSC transaction to 
charge the appropriate tax to the recipient.)



§ Separate line items for travel reimbursement for the vendor and payment for 
vendor’s services.  

§ Need to obtain receipts within 60 days to exclude the travel reimbursement from 
1099-MISC reporting.  

§ If travel is not on a separate line item, or if receipts are not obtained within 60 days, 
the travel reimbursement constitutes a “payment” and will be reported on the Form 
1099-MISC accordingly with all other payments.  





§ As an instrumentality of the State of Texas, we are exempt from paying Texas Sales 
& Use Tax, when we are the purchaser.

§ Example…  When TTUHSC El Paso is purchasing shirts from T-Shirt Emporium, we 
are exempt from paying sales tax. 

§ We are not exempt from collecting Texas Sales & Use Tax when we are the seller.  

§ Example… TTUHSC El Paso purchased shirts from T-Shirt Emporium.  Now we are 
selling these shirts to TTUHSC El Paso employees.  We are required to collect sales 
tax on the sale of shirts to our employees.  We are not exempt in this scenario.   



§ When selling goods/services, you will need a Texas Sales & Use Tax permit.  This 
permit will establish the outlet number which ties the location of the sale to the 
requisite sales tax to be collected.  (specific to the county and city taxes, along with 
the state rate)

§ As a general rule, goods are subject to sales tax in Texas.  This includes digital 
goods.  

§ Some exceptions include raw, unprepared food (groceries), and water.  

§ Many services are taxable in Texas.

§ Please review and post transactions (Acct Code 210013) timely so that the monthly 
reporting to the Comptroller is accurate and on-time.  



§ The sale of goods and services, can also be potentially subject to federal unrelated 
business income tax.  



§If you have additional questions, I 
will be available on Wednesday May 
15th and Thursday May 16th in the 
Business Affairs Conference Room in 
the Val Verde Bldg.
§Payroll Website
§Webmaster.payroll@ttu.edu

mailto:Webmaster.payroll@ttu.edu

