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JOB DUTIES OF PAYROLL CLERK IN COMPTROLLERS OFFICE (AUDIT AND CONTROL) 
 
1. WE ARE RECEIVING PAPERWORK EVERYDAY WITH EMPLOYEE CHANGES THAT ARE MANUALLY ENTERED IN GENESYS 

BY DEPARTMENTAL PAYROLL CLERKS AND PERSONNEL: 
 

W-4 CHANGES - ADDRESS, NAME, DEDUCTIONS, MARITAL STATUS 
 
DIRECT DEPOSIT CHANGES - ADD NEW ACCOUNTS, CHANGE ACCOUNTS, FLAT DOLLAR CHANGES, AND CANCELING 
ACCOUNTS 
 
WORKERS'S COMP ENTRIES- RESTORING TIME USED, SICK, PERSONAL, VACATION, COMP TIME 
 
P-100'S- PROMOTIONS, DEMOTIONS, DATE CHANGES AFFECTING PAID LEAVE,  STATUS CHANGES, WORK 
SCHEDULE CHANGES, LWP,  LEAVE TRANSFER, EXTENDED SICK LEAVE, DEPT CHANGES, TERMINATIONS,FMLA, ETC. 
STEP REPORTS- WHEN EMPLOYEES ARE DUE STEPS  
 
LONGEVITY REPORTS- WHICH SHERIFFS ARE DUE LONGEVITY PAY 
 
NEW HIRE FORMS- WHICH INVOLVE ALL THE ENTRIES TO BRING A NEW EMPLOYEE INTO OUR SYSTEM INCLUDING 
RETIREMENT PAPERWORK, W-4 FORMS, AND OVER 50 LINES OF DATA ENTRY  
 
MISC PAPERWORK FROM DEPARTMENTS MAKING ANY KIND OF CHANGES OR NOTES FOR AN EMPLOYEE THAT 
NEED TO BE ENTERED IN GENESIS  
 
RETIREMENT PAPERWORK- WHEN AN EMPLOYEE IS GOING TO RETIRE WE  GET EXTRA PAPERWORK  FROM THE 
NYSERS THAT NEED TO BE FILLED OUT AND SENT BACK SO EMPLOYEES RETIREMENT BENEFITS CAN BE CALCULATED 
ACCURATELY 
 
MILITARY PAPERS- WHICH MUST BE CHECKED FOR CORRECT CALCULATIONS IF THEY ARE RECEIVING MILITARY 
DIFFERENTIAL AND REQUIRES A SERIES OF TAX AND DEDUCTION ADJUSTMENTS  
 
BANK FAXES -INFORMING US OF INCORRECT ACCOUNT NUMBERS AND CLOSED ACCOUNT AND RETURNED 
MONEY, ALL OF WHICH MUST BE CHECKED OUT AND CORRECTED. 

 
WE HAVE TO BE FAMILIAR WITH ALL THE ABOVE PAPERWORK BECAUSE OUR JOB IS TO CHECK ALL PAPERWORK 
SUBMITTED TO THIS OFFICE FROM EVERY COUNTY DEPARTMENT.  WE CHECK THE PAPERWORK FOR ACCURACY 
BEFORE WE EVEN BEGIN TO CHECK IT IN OUR REPORTS.  IF A NUMBER OR NAME IS DATA ENTERED EXACTLY AS IT 
APPEARS ON THE PAPERWORK, BUT THE PAPERWORK IS INCORRECT, IT IS OUR JOB TO KNOW AND CORRECT IT   
 

2. PAPERWORK IS SORTED AND KEPT IN A FOLDER FOR EACH DEPARTMENT 
 
3. PAPERWORK IS CONTINUALLY BEING REVIEWED FOR ERRORS AND TO MAKE NOTES AS TO WHAT NEEDS TO BE 

AUDITED ON THE REPORTS 
 
4. WE CONTACT DEPARTMENTAL PAYROLL CLERKS, SUPERVISORS AND PERSONNEL IF WE SEE ANY ERRORS OR HAVE 

ANY QUESTIONS 
 

5. WE GO THROUGH ALL BATCHES ENTERED IN GENESIS BY DEPARTMENTS AND PERSONNEL AND ASSIGN THE 
CORRECT PAYROLL RELEASE NUMBER TO ENSURE THE CORRECT BATCHES ARE RUN FOR THE CURRENT PAY PERIOD.  

 
6. WEDNESDAY (THE WEEK BEFORE PAYROLL) WE RELEASE THE BATCHES WHICH CREATE OUR REPORTS.  THURSDAYS 

(THE WEEK BEFORE PAYROLL RUNS), WE GET OUR FIRST REPORTS. 
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7. ONE OF US GOES UPSTAIRS SHORTLY AFTER 7:30AM TO GET THE REPORTS FROM I.T.   

 
8. WE SORT THOUSANDS OF SHEETS OF PAPER FROM MANY DIFFERENT REPORTS 
 

AUDIT DETAIL REPORTS WHICH DETAIL ALL THE AUTOMATIC ENTRIES FROM KRONOS(OUR TIME AND ATTENDANCE 
SYSTEM), AS WELL AS ALL MANUAL ENTRIES FROM ALL SOURCES 

 
 ERROR REPORTS FOR EACH DEPARTMENT*****AND NOT ALL ERRORS APPEAR ON THESE REPORTS**** 
 
 LOGS OF ALL DATA ENTRY FROM OUR DEPARTMENT, FROM PAYROLL CLERKS IN OTHER DEPTS., FROM PERSONNEL, 

FROM EMPLOYEE BENEFITS AND RISK MANAGEMENT 
 
 WE SORT QUARTERLY AND MONTHLY REPORTS AS WELL 
 
9. WE HAVE MULTIPLES OF MANY OF THESE REPORTS THAT MUST GO OUT TO THE OTHER DEPARTMENTS SO WE 

HAVE TO SORT THEM & PUT THEM IN THE DEPARTMENTS MAILBOXES 
 

10. THEN WE CONTINUE THE PRE-AUDIT 
 WE CAN HAVE CHANGES THAT CREATE ONE LINE OF DATA ENTRY OR WELL OVER 50 LINES THAT MUST BE CHECKED.  

WE CAN HAVE ERRORS THAT DO NOT APPEAR ON OUR ERROR REPORTS, AND WE CAN HAVE ERRORS CAUSED BY 
KRONOS AND INCORRECT ENTRIES BY ANYONE USINGTHE SYSTEM. 

 
11. THEREFORE, WE DON'T JUST LOOK OVER THE ENTRIES FROM THE PAPERWORK, WE HAVE TO LOOK OVER EVERY 

LINE FOR EVERY EMPLOYEE IN OUR DEPARTMENTS FOR WHAT COULD BE MISTAKES. 
 
12. WE CONSULT FREQUENTLY WITH DEPARTMENTAL PAYROLL CLERKS AND PERSONNEL TO GET PERTINENT 

INFORMATION CONCERNING EMPLOYEE INFORMATION THAT HAS CHANGED OR ANYTHING WE SEE THAT MIGHT 
NEED CORRECTION OR ADJUSTMENT OR ABOUT ANY QUESTIONS WE HAVE  

 
WE HAVE EMPLOYEES IN OUR DEPARTMENTS IN 7 DIFFERENT UNIONS, WITH DIFFERENT CONTRACTS, WITH 
DIFFERENT RULES THAT WE MUST BE AWARE OF IN ORDER TO AUDIT EACH DEPARTMENTS PAYROLL ACCURATELY 
 
WE MUST BE AWARE OF THE DIFFERENCES BETWEEN SALARIED EMPLOYEES AND HOURLY EMPLOYEES AND THE 
FACT THAT SOME ARE PAID CURRENT AND SOME ARE PAID ON LAG AS IT CHANGES HOW EMPLOYEES ARE PAID AND 
HOW ACCRUALS AFFECT EMPLOYEE'S EARNINGS 

 
WE MUST BE FAMILIAR WITH THE MNEMONICS FOR EACH DATA ENTRY SO WHEN THE REPORT IS VIEWED WE 
CORRECTLY KNOW WHICH LINE ON THE PAPERWORK CORRESPONDS WITH THE DATA ENTRY 
 

13. WE ARE ANSWERING QUESTIONS FROM EMAILS, PHONECALLS AND PERSONAL VISITS FROM EMPLOYEES & FORMER 
EMPLOYEES (WHO ARE SOMETIMES TOLD TO CALL US OR COME UP TO TALK TO US), PAYROLL CLERKS, PERSONNEL, 
SUPERVISORS, DEPARTMENT HEADS AND MANAGEMENT.  

 
 WE ARE THE INORMATION CENTER FOR ALL THINGS PAYROLL RELATED.  IF WE DON'T HAVE AN ANSWER IT IS OUR 

PRIORITY TO GET THE CORRECT ANSWER TO WHOEVER ASKS. 
 
14. MONDAY   -OF PAYROLL WEEK 
 WE THEN AUDIT THE REPORTS AGAIN TO MAKE SURE THE CORRECTIONS ARE DONE, AND FOR ADDITIONAL ERRORS 

AS DATA IS BEING ENTERED ALL THE TIME AND WE ARE GETTING PAYROLL PAPERWORK CONTINUOUSLY FROM 
DEPARTMENTS 
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15. TUESDAY - OF PAYROLL WEEK 

AFTER WE HAVE AUDITED THE REPORTS (AS ABOVE) ALL WORK SHOULD BE COMPLETE, AND THERE SHOULD BE NO 
MORE ENTRIES BEING MADE BY DEPARTMENTS…..BUT THERE ARE ERRORS FROM MONDAY THAT WE ARE SEEING 
FOR THE FIRSTS TIME ON TUESDAY THAT NEED TO BE CORRECTED AND SOME LAST MINUTE ADDITIONAL ENTRIES 
THAT ARE ALLOWED TO BE ENTERED. 
 

16. WE GET A SET OF REPORTS CALLED BASE HOURS AT THE END OF THE DAY THESE ALLOW US TO CHECK EMPLOYEES 
NORMAL SCHEDULED HOURS AGAINST ACTUAL TIME THEY ARE BEING PAID FOR BOTH KRONOS HOURS AND 
MANUALLY ENTERED TIME 

 
17. WEDNESDAY - OF PAYROLL WEEK 

THIS IS OUR LAST SET OF REPORTS AFTER PAYROLL HAS RUN.  WE STILL MUST AUDIT IT ONE  MORE TIME TO SEE IF 
ANY CORRECTIONS OR LAST MINUTE ENTRIES ARE ACCURATE. 
 

***AT THIS POINT IF ANYTHING IS FOUND, WE CONTACT THE DEPARTMENT'S PAYROLL CLERK AND/OR PERSONNEL AND 
MAKE NOTES FOR ITEMS TO BE CORRECTED IN A SUBSEQUENT PAY PERIOD 

 
MANUAL CHECKS- IF CHECKS ARE LOST, STALE-DATED, IF EMPLOYEES HOURS ARE NOT ENTERED, IF SOMEONE IS 
OVERPAID WE HAVE TO PREPARE A MANUAL CHECK.  WE FIGURE OUT TOTAL WAGES, TAXES OWED, DEDUCTIONS AND 
ACCURATELY PREPARE A NEW CHECK FOR THE EMPLOYEE.  WE MUST THEN UPDATE THE SYSTEM WITH THE CORRECTED 
PAYROLL INFORMATION AS WELL AS DO A BANK ENTRY TO REFLECT AN ADDITIONAL CHECK THAT WILL BE COMING  
OUT OF THE COUNTY'S PAYROLL ACCOUNT. 




