Moving 11-, 12-, or 13-month Employees from
NY Payroll to CY Payroli

2021

(Previously named June, July, August Checklist)
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BEFORE YOU BEGIN

It is highly recommended that you process the export when the Export prompt is displayed
for a step. Be sure to create folders for each export so that if you need to import from a
particular step, you can easily locate which file to use. If you perform an export on the same
process multiple times, it is recommended that you move the previous exports to separate
folders so they are not replaced by the new export in case you need to import from a
particular step.

e Before moving the 11-month employees (August through July contracts), the July
payroll and adjustments should be posted and all reports printed and verified. Go to
Human Resources > Tables > Pay Dates to verify if the July payroll and adjustments
are interfaced. Be sure to print the School YTD report to verify data prior to this
move.

Before moving the 12-month employees (July through June contracts), the June
payroll and adjustments should be posted and all reports printed and verified. Go to
Human Resources > Tables > Pay Dates to verify if the June payroll and adjustments
are interfaced. Be sure to print the School YTD report to verify data prior to this
move.

e Before moving the 13-month employees (August through August contracts), the July
payroll and adjustments should be posted and all reports printed and verified. Go to
Human Resources > Tables > Pay Dates to verify if the July payroll and adjustments
are interfaced. Be sure to print the School YTD report to verify data prior to this
move.

e If your district uses multiple pay frequencies, these steps must be done in each pay
frequency, as applicable. For example, if you have 11-Month employees in both
frequencies, and they receive their first pay in August.
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After May Payroll has been processed

Verify the Contract Balances for June, July, August contracts.

HRS6050 — Contract Balance Variance Report

If the employee has not been accruing, then the contract Balance on the Account Distribution
Journal should represent sufficient funds to make the remaining payments. If the amount is
not sufficient to accommodate the remaining payment due on the contract, then research the
original contract total, contract balances, and pay rate to be sure they were calculated
correctly. If not, make adjustments so that there will be a sufficient amount for remaining
payments. Run Human Resources>Reports>HR Reports>Payroll Information
Reports>HRS6050-Contract Balance Variance Report verify this data.

Choose your Acceptable Difference and run the report for Pay Type 1 and Pay Type 2
employees. If there is a variance, go to Maintenance>Staff Job/Pay Data>Job Info and verify
the contract information.

Version : 3.5 Build: 0234

EIS Human Resources e phristopher Host: 10.12.2.32 Browser: [E11.0

Tables Maintenance Payroll Processing Inquiry Next Year Self-Service Utilities Reports

Reports > HR Reports > Payroll Information Reports > Contract Balance Variance Report

Return te Reports

Report ID: HRS6050
Frequency: 6
User ID:  PCHRISTOPHER

Parameter Description Value
Sort by Alpha (A), Pay Campus (C), Primary Campus (P) |A |
Clear Options

Maximum Acceptable Difference |.0'| |
Pay Status Active (A), Inactive (1), or blank for ALL |A |
Pay Type 1-4, or blank for ALL [1 I

Select Primary Campus(es), or blank for ALL |

~S S

Select Employeels), or blank for ALL | |
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1. Log on to the Next Year (NYR) payroll frequency.

Change Application Exit Application Help

MextYear || Cancel l

'F- Monthly NYR v | Apply |

2. Prepare next year payroll for the move to current year.

Go to Human Resources > Reports > HR Reports > User Created Reports

Verify all employee data is correct prior to the move to the current year and identify all
employees whose # of Months in Contract field on the Job Info tab is equal to 11, 12, or 13-
Month as these are the employees that will be moved to current year.

Reports > User Created Reports > HR Report SessionTimer: 89 min and 07 sec

Report Template

[ ]

EmployeeNbr| || MiActive Employees Only

M Employee Demographic

VIEmployee Nbr [sesff ID/SSN [[Maiden Name [Jphone Area Cd [Last Change Dste  [JEmer Contact [Hispanic/Latino
[Texas Unique 5t 1D [Address Number  [IFormer Prefix CIPhone Nbr Clcitizenship [Relstionship [lamerican Indian
[_tame Pref [treet/P.0. Box [Former First Name [[Bus Phone Area [harital Stat [JEmer Notes Casian
ot [Jrormer Middle Name | JBus Phone Nbr [lother Language [ Jemer Area Cd [african American
SgaE Name Oy [CFormer Last Name CBus ext [Clocal Use 1 [ Emer Phone Nbr [pacific Islander

[tate [Former Generation Clcell Area Cd [(hocal Use 2 [Jemer Ext [Chwhite
] [Cfip [priver's License [Icell Phone Nbr [Email
[Csex [CZip+4 oL State [Ciocal Restriction [CHome Email
[Inos [Claddr Country [IpL Expir Date [TJpublic Restriction [“Employee Notes
DEmponeE Status Code [CI¥rs Non-Professional Experience DDriginaI Emp Date [Irake Retiree Surcharge -2 Blec Consent germ!nal!un (e
[CHighest Degree Achieved [Chrs Non-Professional in District [ClLstest Re-Employ Date L=hFate-Reriree Surcharge 11085 Elec Consent O ermination Reason Descr

- i Full Semester
Crercent Day Employed Ccontract Class [CIRetirement Date [JERS Retiree Health Elig CIPEIMS A
. = 3 i uxilisry Role ID
Est Annual Salary [Ccantract Term [ Termination Date iFmgerprnt Status [CINY ERS Retiree Health Elig T

[Civrs Professional Experience [Clcontract Year [CExtended Leave Begin DFmgerp rint Extract Date DEmp\uymen( Type hRebiviOreibed
[Nrs Professional in District [Grades Taught [Extended Leave End [Fingerprint Date [IRetires Employment Type

M Job Information

[Cpercent Assigned EPayoff Date DPay Grade DDaily Rate Covertime Eligible Cworkers' Comp Cd
Sioe Deser [CIpepartment I‘Bvru—l—lr =7 Employed [Cpay step [CHry Rate Clovertime Rate Chworkers’ Comp Annual
[Iprimary Job [INbrDays in Contract ~ [_JPay Schedule [lpay Rate [CHours/Day Chworkers’ Comp Remain
Cprim Cam pus MICalendar Code [ClLocal Contract Days Clstate Step [Clgase Annual [CHTRS Position Cd DExemp[ Status
ontract Begin Dt [ INor of Annual Pymes [contract Total [acerual cd [IState Minimum Salary ~ [liner Pay Step
INbr Mon Contr Mlcontract End Dt (e maining Pymts Ccontact Balance [Claccrual Rate RS Year [acant Pasition
EWr=oflcbbxper L WrsinCareer[adder [ Wiy Hrs Sched [CWhelly Sep Amt [CReg Hrs Worked
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3. Create an Export.
Go to Human Resources > Utilities > Export Human Resourced by Payroll

Complete an export of Current Year frequency AND the Next Year frequency.

derson Host: 10.11.110.4 Browser: FF 66.0

Tables Maintenance Payroll Processing Inqui Next Year
Utilities > Export Human Resources by Payroll

Available Selected
No Rows B 6 Monthly CYR

] F Monthly NYR

J1f

EVERYONE MUST LOG OUT OF HUMAN RESOURCES EXCEPT YOU!!
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4. Copy applicable Next Year Tables to Current Year
Go to Human Resources > Next Year > Copy NYR Tables to CYR — HRS4300

If it applies, you will copy Extra Duty Pay, Job Codes, and School Calendar, BUT only copy tables
that are applicable to the group (11, 12, or 13) of employees you are moving to current year.
Think about when these employees will receive their first check.

e Click the ellipsis box to open the Job Code selections.

[t ——
Search: || ]
= Job Code Job Description =
[C1 ooo03 ASSISTANT PRINCIPAL
] oooa4 SUPT'S TRANSITION CONSULTANT
[C]  ooos COUNSELOR
1 oo10 SPECIAL PROG DIRECTOR
[ oo11 DIAGNOSTICIAN
1 o012 CURRICULUM DIRECTOR
[ o013 LIBRARIAN
1 oo1s DIAGNOSTICIAN PART TIME
[C]  oo20 PRINCIPAL
[ o022 SCHOOL NURSE |
[©1 o026 SPEECH THERAPIST F
] o027 INTERIM SUPERINTENDENT
[ oo29 TEACHER
[ oo3o SPED TEACHER
[[1 oo33 EDUCATIONAL AIDE
] ooa40 ATHLETIC DIRECTOR
[C] ooa3 BUSINESS MANAGER
] ooa7 SUBSTITUTE
[C] ooas CLERICAL-CAMPUS
[ ooa9 CLERICAL-CENTRAL
[C]  ooso CAFETERIA T
1 oos1 CUSTODIAL
[ oos2 MAINT/TRANS
[ oose ATHLETIC TRAINER
[C] ooss PT PEIMS COORDINATOR
[ oose OTHER
=

oK Cancel

e Use the report created in Step 2 to select the calendar codes for either your 11, 12, or
13-Month employees.

e After making selections, click OK.

After you click OK, the job code selections will appear in the Job Code field parameter.
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Self-Service Utilities Reports

[ execute | [ setectantabies |

Accrual Calendar | I: | .

Extra Duty Pay | I l s J

Hourly / Daily Salary [ |

Job Code (00130048012 12

If you have School Calendar(s) attached to the group of employees (11, 12, or 13) you are

moving to current year, you will click the ellipsis to open the Calendar Code selections, then
select applicable calendars. DO NOT SELECT THE TRS CALENDAR

Acerual Calendar o 12
Extra Duty Pay jm (.
Hourly / Daily Salary [ | s fR——
Job Code 0013,0048,012 18
Local Annual Salary I [ =

Midpoint Salary s L.—J
School Calendar ACEKL | & [i]

If you have Extra Duty Pay attached to the group of employees (11, 12, or 13) you are moving
to current year, you will click the ellipsis to open the Extra Duty Pay selections, and then select

applicable calendars. This must be done if you changed an existing extra duty code or added
a new extra duty code to the table.

e When all tables are selected, you will click Execute to continue to the process.

Reports for each table ‘type’ copied will generate separately, after you click process. You should
print and verify each report. Verify if all applicable Job Codes, Extra Duty Pay, and School
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Calendars are shown on the reports.

e Print and VERIFY report.

e Click Process to continue to the next report. You must click Process in order for the
table to copy.

NOTE: Reports will not generate if employees are not attached to the specific
table you are moving to current year.
After clicking Process for the last table, you should see the following application box. The

number of rows will be different on your database. If you copied additional table(s) [i.e.
extra duty], you will also see the number of rows for those table(s). Click OK.

Process copied records for tables:

\/ Job Code ( 3 rows)
School Calendar (1 rows)

5. Create an Export.
Go to Human Resources > Utilities > Export Human Resourced by Payroll

Complete an export of Current Year frequency AND the Next Year frequency.
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S User: Sanderson Host: 10.11.110.4 Browser: FF 6.0

Tables Maintenance Payroll Processing Inqui Next Year

Utilities > Export Human Resources by Payroll

Available Selected
| Execuce |
No Rows ] & Monthly CYR

] F Monthly NYR

41

6. Copy applicable staff to Current Year

Go to Human Resources > Next Year > Copy NYR Staff to CYR — HRS4300

Copy only the applicable staff (11-, 12-, or 13-month) to the current year.

Below is an example of how to copy a group of employees by number of months in contract.

CAUTION: If you have 11-month employees who receive new pay in August and September,

you will need to use other parameters to limit the process to those who start their new pay
in August. Other parameters that could be used are: Payoff Date; Extract ID; or Employee Nbr.

Decide what works best for your situation.

e Pay Status, select Active.

e Frequency, should be your next year frequency (i.e. F or E).

e Contract months, enter 11, 12, or 13.

Copyright 2021 by Region 7 Education Service Center. All rights reserved.
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e Click Execute, after you make your parameter selections. When you click execute, you will
be prompted to make an export. This will be an export of current year frequency.

Hext Your > Copy NYR Sl va OVR

Seainn Tirmer: 50 min and 5 wee

Paramaters m— e e _I
- '| PamH Do |—
I L E ) F Mot R -rI
rI Salary Comoepe | &) "I
r| Eerecio +|
Ermpioyee Hibe

eulyede Empiopees with JTecmengtine Date
Carry gver emplayee Seductions Pravies changes
Dy process prpioyee deduons

The following message will appear. Click Yes to continue. Step 7 covers copying deductions to
current.

checkbox checked.
Continue without copying Deductions to current year.

(e D) v )

7‘ \ Deductions record ( s) will not be copied without the
&/

A ‘Copy Staff Employee Listing’ report will generate. Print the report and verify if all
employees that should be copied are shown on the report. If someone is listed who should not
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be copied, click cancel and choose a different parameter. After selections are made, click
execute and review the report again.

e After you have verified all employees that should be copied are shown on the ‘Copy
Staff Employee Listing’ report, PRINT the report.

Click Process to continue to the next report. You must process EACH report. You should print
each report as well.

E Process 1 [ Cancel J

= & M4 kM P
Date Run:  05-12-2021 3:05 PM Copy Staff Employee Listing
Cnty Dist:  333-333 ANYWHERE IS D Page: 1of 1
Frequency: F
Emp Nbr Empl: Name

000145 Burton, Carlton L

000205  Callahan. Kim

000161 CHRISTOPHER, PAMELA
000128  Jones, Bobby Jack

After all records are processed, you will see the following application box. Click OK. The list of
tables in the application box depends on what you have copied.

™\ Process copied records for tables:

‘\/ Employee Pay ( Payroll 6)

Employee Job ( Payroll 6)

Employee Extra Duty ( Payroll 6)
Employee Pay Distribution ( Payroll 6)
Bank Deposit ( Payroll 6)

OK

7. Employee Deductions Copy Options

Typically, for most districts employee deductions begin in September, BUT at payoff the
number or remaining deductions is set to 0, unless you use 99. You should verify the number
of remaining payments and premium amounts for deductions for each employee copied, in the
current year frequency (step 15).

11| Page
Copyright 2021 by Region 7 Education Service Center. All rights reserved.



Not carrying over employee deductions:

If you have updated new premium amounts in the next year payroll frequency, it is
recommended that you NOT SELECT the option to ‘Carry over employee deductions’. If you
are not carrying over employee deductions, skip this step and go to step 8.

Carrying over employee deductions:

If you have not updated new premium amounts in the next year payroll frequency, you
CAN SELECT the option to ‘Carry over employee deductions’.

Example — Use the below example if you are SELECTING the option to ““Carry over employee
deductions’. Remember, if you have 11-month employees who receive new pay in August
and September, you will need to use other parameters to limit the process to those who
start their new pay in August. Other parameters that could be used are: Payoff Date; Extract
ID; or Employee Nbr. Decide what works best for your situation.

Tables Maintenance Payroll Processing Inqui Next Year Self-Service Utilities Reports

SessionTimer: 59 min and 49 sec

Parameters

[ rcmormscne oot | primary campus: [0 5] rootose =
Pay Type: Al =] Per Campus: Al ] |Frequency: F Monthly NYR B |
Job Code: Al 3 Contract Begin Date: =] satary Concept: 1»AII E}
Accrugl Code: Al 7] Coniract End Date: =] exeactio: [ [~]
Pay Grade: | ICor'.rac'. Months: 1" | I Employee Nbr!

Prior ¥r Emp Date:| 00-00-0000 |
Option to carry over deductions
. selected.

Cinclude Employees with Termination Date
¥ Carry gver employee deductions
Only process employee deductions

! preview changes

e Click Execute, after you make your parameter selections. When you click Execute, you will
be prompted to make an export. This will be an export of current year frequency.

When the export is completed, several ‘Delete Employee Deductions’ reports will generate.
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Process | cancel

',_'] {e:] Hd4e PN
Date Run: 0510 13 MM Copy Next Year Staff to Current Year
Crty Dist: 1SD Page: 1ol 2
Dedete Employes Deduciions Frequency” 6
Remain Cafe Enple TEA
Cd Net Amount Emplr Contnb  Pymts Refund 125  Contnb Factor Contrib Factor
025 3R 0.00 0 N N 1 1
] 200 000 0 N N 1
iy 5000 0.00 a6 N N 1 1

10.00 0.00 0 N N 1 1
013 300 000 0 N N 1 1
22 12200 0.00 0 N Y

After each report is generated, you will do the following:

e Click the PDF icon to open the complete report.

e Print the report.

e Verify the data being deleted is for your 11, 12, or 13 month employees who start
their new pay.

e Click Process to continue to the next report.

After data is deleted in the current frequency, data preview reports will generate that

shows the information that is being copied from next year to current year pay frequency.

‘ Process l Cancel |
tJ 'ZEJ M 4 P M -
Date Run: 05-10-2 X115 AM Copy Nexd Year Staff to Current Year
Cnty Dist: ISD Page: 1of 2
Copy Employee Deductions Frequency: 6
Remain Cafe Empilr TEA
CyrNyrHag Freq  Emp Nbr Ded Cd Net Amount Emplr Contnb Pymts Refund 125 Contnb Factor Contrib Factor
C 6 000008 025 23.32 0.00 12 N N 1 1
C 6 000037 008 200 0.00 12 N N 1 1
C 6 000037 046 50.00 0.00 12 N N 1 1
C 6 000046 008 10.00 0.00 12 N N 1 1

After each report is generated, you will do the following:

e Click the PDF icon to open the complete report.

e Print the report.
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e Verify the data being deleted is for your 11, 12, or 13 month employees who start
their new pay.

e Click Process to continue to the next report.

After records are copied, an application box will appear showing you Employee Deductions

were copied. Click OK.

8. Log on to the Current Year (CYR) payroll frequency.

Change Application Exit Application Help

Year: |Current‘r’ear Tl Cancel |

Frequency: 6 - Monthly CYR ¥ Apply ]

9. Mass Change Fiscal Year

ATTENTION EARLY FISCAL YEAR DISTRICTS YOU WILL NOT COMPLETE
STEP 9, SKIP TO STEP 10!

Standard year districts, go to Human Resources > Utilities > Mass Update > Employee tab.

e Year, verify that is C (Current).
e Frequency, should be your current year frequency (i.e. 6 or 5).
e Pay Status, select Active.

e Use your same parameters (i.e. Contract Months; Payoff Date, etc.) that were used in
Step 6 to identify the 11, 12, or 13-Month employees.

e Select the Fiscal Year box and enter 1.
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EIS

Urilities > Mass Update

Click Execute.

Human Resources

Tables

Maintenance

Version : 3.5 Build: 0224

Payroll Processing

Inquiry

Next Year

User: pchristopher Host: 10.13.2.32 Browser: IE 11.0

Self-Service

Utilities

Reports

SessionTimer: 59 min and 32 sec

e
Primary Campus: |l Payoff Date: 3
Bay Type: & Pay Campus: [an Frequency: 6 Monthly CYR |
Job Coder m Contract Begin Date: | Salary Canceps: [All
Accrual Coder  [Al Contract End Date: _| BeractiD: |
Pay Grade: L Cantract Months: | 12 | Employee Nor: 3
Prior ¥r Emp Dare:| 00-00-0000
Deductions ExtraDuty | JobCode | Salary Calulation
Modify | e |
Execul
[1pay Stas ciiie el [lincr Pay Step [pay Step From To
I [ Fiscal Year x | calendar [T timie: ‘ Contracr Begin Date: - -
[Textract D | O Contract Begin Date U e Srep Gl
[ Unemployment Eligibility [Yes | [ Contract End Date Uiz Nbr Days Empld: 0 0
(ICESA Report) CINbe Days Empld 0 O 'I[fult;al (I:roF) Exp«gien:e # of Months in I:I:l
[ Take Retiree Surcharge  |Yes v . DROVICITEIEE Centract:
CINY Take Rt Surch m = Ll # of Months in Contract - Contract Days: 000 TRs - 1)v][000 TRS - I[V]
ake Ret Surd es
3 [ contract Days 000 TRS -1 [ District (Prof) Experience Payoff Date: - - - -
[ Dock Rate Daily Rare | ¥} 7] Local Conract Days If Employment Date < @
[ Unemplayment Elig No | Clpayoft Date . e :
[JEIC Code 1 Not elig [V [ pay Grade [ District (Non-Prof) Exparience PEnE
[ pre-Note Yes 9 (Wi If Employment Date <
(FSP Staff Salary Data) --
[ Health Ins Code v g ra’:;"ys i [ Total (Nen-Prof) Experience
[ ] g = rs/Day ! If Emnployment Date <
Clemon T = [l wkiy Hrs Sched 0 -
mployment fype [ Total Job Experience
[ Retiree Employment Type ¥ (Number of) If Employment Date <
I TRS Member Pos | [l Annual Payments 0 - -
[ Remaining Payments 0
CIWC Annual Payments 0
[IWC Remaining Payments 0

When you click execute, a report will generate.

e Print and VERIFY the report matches the list of employee names on the ‘Copy Staff
Employee Listing’ report printed in Step 6.
e Click Process to continue.

When you click Process, you will be prompted to make an export. After clicking Yes to make the
export, you will see the following message. If you are the only person working in Human
Resources, click Yes. If not, click No.

?

)/

Would you like to create a system backup ? A backup
is highly recommended.

)

[ Yes

No ]
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10.Account Code Comparison

Go to Human Resources > Reports > HR Reports > Payroll Information Reports > HRS6000-

Account Code Comparison

Verify that all employee master distribution records have matching accounts in Finance.

Reports > HR Reports > Payroll Information Reports > Account Code Comparison

[ Return to Reports ]

Report ID: HRS6000
Frequency: F
UserID:  JMCMILLAN

Parameter Description

Sort by Alpha (A), Pay Campus (C), Primary Campus (P) |A |

Clear Options |

Include Reports (Select From List) [Ny |

From Date (MMDDYYYY) | |

To Date (MMDDYYYY) | |

Pay Status Active (&), Inactive (1), or blank for ALL |A |

Include Reports B

: Tranzaction File
[ Distribution File

The report will be BLANK if the systems finds no distribution accounts in Current Year Payroll
that do not exist in the Finance Application. The goal is for the report to be BLANK.

If account codes are displayed on this report, they should either be set up in Finance or

changed on the payroll master distribution page.

e

Date Run: 7 °7 729298 2:30 PM Payroll Account Code Comparison
Cnty Dist  057-950 TXEIS ISD

Program: HRSG000
Page: 1 of 1

Account Codes in Distribution that DO NOT EXIST in Finance

Alphabetic List
199-11-6119.00-399-122000 000011  ALFORD. ALICIAH 0128 - DIRECTOR. TECHNOLOGY
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11. Pre-Edit Payroll Data
Go to Human Resources > Utilities > Pre-Edit Payroll Data
e Pay Status, select Active.
e Pay Date, select your June or August pay date from the dropdown.
If you copied 11-Month employees select your August 2021 pay date.

If you copied 12-Month employees select your July 2021 pay date.
If you copied 13-Month employees select your August 2021 pay date.

e Select parameter(s) that will isolate the Pre-Edit to your 11, 12, or 13-Month
employees who should get paid the payroll month you are currently working on. You

could use the same parameters that you used in Step 6.

e Click Execute

I,\\, Version : 3.5 Build: 0234

EIS Human Resources ... pehristopher Host: 10.13.2.32 Browser: IE11.0

Tables  Maintenance  Payroll Processing  Inquiry  NextYear  SelfService  Utilities  Reports

Utilities > Pre-Edit Payroll Data SessionTimer: 58 min and 33 sec

Parameters

Pay Status:

[ Rese | Exccute |

Pay Type: m ] Py Campus [an [v| Frequency:  [6 Montly OR ~]
Job Code: [ [v] ComractBegin Date: [ [v] salary Concepr: [al ~]
Accrual Code: ‘AII ll Contract End Date: ‘ il Extract ID: ‘ 1'
Pay Grade: l:l Contract Months: Employee Nbr:

Prior Yr Emp Date:| 00-00-0000
Pay Date: 07-23-2021 |V

The following report will generate.

You will use the ‘Pre-Edit Error Listing’ report for the 11, 12, or 13-month employees to verify if
errors exist. Note: This report will not produce every potential error, but captures most. In
some instances, errors can be ignored.
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oK |

IR h—
T R
Date Run: 23 PM Pre Edit Emor Listing
Cnty Dist- TEIS I5D Page: 1 of 1
Frequency- 6
Emp Nbr Employee Name Emror Message
000047 EMPLOYEE, JOEB JOB CODE: 0100 - LOCAL PAY GRADE IS EQUAL TO SPACES
JOB CODE: 0100 - LOCAL PAY STEP IS EQUAL TO SPACES
Total Employee Emors: 2
Total Employees: 1 Total Emors: 2

End of Report

If you have employees that are NOT linked to a salary table (i.e. they do not have a pay grade
and pay step entered on the Job Info tab), the employees will have the following error
messages.

e Job Code XXXX — Local Pay Grade is Equal to Spaces (means not linked to a salary table)
e Job Code XXXX — Local Pay Step is Equal to Spaces (means linked to a salary table)

If this is a valid message (the employees should not be linked to a salary table), ignore the
error.

Verify and correct all other errors, as needed.

12.Employee Leave

Do not update the leave at this time. It is awarded when payroll is processed (in August) or
after service records are processed. If leave is awarded now, it could result in a duplication of
leave in the employee’s record.

13.Years of Experience

Do not update the years of experience at this time. It is updated in August Or after service

records are processed. If an employee is leaving and needs his service record, run his record
separately and verify it is still correct after updating all other service records.
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14.TRS and ERS Retirees — Take TRS or ERS Retiree Surcharge

Go to Human Resources > Reports > User Created Reports

Create a user created report to identify 11, 12, or 13-Month employees that are marked as
‘Take Retiree Surcharge’ and ‘NY Take Retiree Surcharge’ OR ‘ERS Health Elig’ and ‘NY Take
ERS Retiree Health Elig’ on the Maintenance > STAFF Job/Pay Data > Employment Info tab.
Review these employees to determine if they should be marked as ‘Take Retiree Surcharge’ OR
‘ERS Retiree Health Elig’ in current year payroll.

Report Template, type TRS and ERS Retirees

e Report Title, type Take TRS Surcharge or ERS Health

e Select Active Employees Only

e Employee Demo, select Empl #, First Name and Last Name

e Employment, select Take Retiree Surcharge, NY Take Retiree Surcharge, ERS Retiree
Health Elig, and NY ERS Retiree Health Elig

e Job Information, select Nbr of Mon Contr
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Reports > User Created Reports > HR Report

SessionTimer: 59 min and 00 sec

‘TRS AND ERS RETIREES Cpublie [ Retrieve ] [ Directory J
TAKE TRS SURCHARGE OR ERS HEALTH | ‘
Employee Nbr:l:lﬂ Eactive Employees Only
M Employee Demographic |
EEmplayee Nbr Chetaff ID/SSN CMaiden Narme Crhone Area cd Ciast Change Date Cemer Contact Dstpani:ILatino
‘exas Unique 5taff ID Claddress Number  [IFormer Prefix Clphone Nbr Clcitizenship [relationship Camerican Indian
Cvame Prefix Cltreew.0. Box Crormer First Name Csus Phone Area Clarital stat Clemer Notes Casian
First Name Clapt CIrormer Middle Name [Bus Phone Nbr [Clother Language Cemer Area cd Cafrican American
Cmiddle Name Dcity CFormer Last Name Cus Ext Ciocal Use 1 Clemer Phone Nbr Opacific Islander
MlLast Name [Clstate CFormer Generation Clcell Area cd [Cliocal Use 2 Erner Ext hite
Ceeneration Dzip Ooriver's License Cleell Phone Nbr Clernail
Isex [(ip+a bt state [ioeal Restriction [CHome Email
oos Claddr Country O Expir Date Ceublic Restriction DEmponee Notes
W Responsibility
[Ccert Type DSpemalty Area Dcampus DPop Served Cltass Ip Cieb code DDays Wk 3 Citin wic 2
Clcert pate [eaching Spec Clrole I CNbr Of Students Clelzss Type  Cloays wict Opayswka  Clvinwks
[pate Expire [lservice b Clvonthly Minutes  [Jescrssa Opayswez  Clvinwi 1 Cvtin wic 4
I- W Employment |
DEmponee Status Code [Cvrs Nen-Professional Experience DOrwginaI Ernp Date [ATake Retiree Surcharge [Cw-2 Elec Consent D}:;:'::t'g: E:::z: Descr
DHighest Degree Achieved [Cvrs Nen-Prefessional in District ClLatest Re-Employ Date [ANY Take Retiree Surcharge 1095 Elec Consent Clrun SI Ist
[rercent Day Employed Clcontract Class [Cretirement Date Extract ID ERS Retiree Health Elig DPEIMSH.:E 'I'e; Role ID
Clest Arnual Salary Ccontract Term [mermination Date DFingerprint Status ZNY ERS Retiree Health Elig Clhieh ”x"'f“;
[Chvrs professional Experience Clcentract Year Cextended Leave Begin DFingerprint Extract Date DEmp\oyment Type ighly Qualifie
[Chvrs Professional in District Carades Taught Cextended Leave End DFingerprint Date [Cretires Employment Type

If you need to make changes to an employee’s screen, go to Human Resources > Maintenance
> Staff Job/Pay Data > Employment Info tab.

Employee: lo:n: HLEY D

Emplayee Status: 1 Active professional | v |
Wabescbogee: [ 7]
Percent Day Employed: | 100y ]

Elgible for Re-hire:

ExtractID:

Original Emg. Date:

Latest Re-Employ Date:  08-03-2004 |

Retirement Da

Tk Retiree Surcharge:

Y Take Retree Surcharge: V1

SPP SEPT PROFESSIONAL | w |
NS

W-2 Bec Consent.

Year Reund:

1095 Elec Consert:

[

ERS Retiree Health Elig

INY ERS Retiree Health Elig:

Qtr1 Qu2 Q3 Qurd Status:

L IR s Extract Date:
2M =¥ F ot Dt
M & @ ngerprint Date

Extended Leave

I -Non-Professional- Class!| T=] Begin: 00-00-0000 !
Total: 27 | Towl: Termi ] Endt | 00-00-0000
InDistrict: (27 | I District] R —————

lary

d Ani

=

N Not extractad

Budget Code] =
Activity Fund

Primary Job Code: 0519 - ELEMENTARY TEACHER
Srimary EEOC

Percent Assigned: 100%
Employment Type: F Half-Time or more
Retiree Employment Type:

PEIMS Auxiliary Role 1Dz

Dater
Reascn:
Full Semester

00-000000 |

Hourly Em

Func  Obj

1)
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15. Run Sample Payroll
Go to Human Resources > Payroll Processing > Run Payroll.

Calculate a sample payroll to identify any errors on the ‘Payroll Calculations’ report that need
to be corrected prior to the first payroll actually being processed.

e Select the applicable pay date and go through Run Calculations on all employees.

e The goal is to receive a report with the notation ‘Payroll calculations completed
successfully! No errors found’.

e Correct any Warnings and Failures for 11, 12, or 13-Month employees. Do not continue
until errors are corrected.

o If corrections are made go through the Run Calculations process again.

Date Fun: 05-10-20 1022 AM Paymoll Calcudations

Page: 1ol 1
Crty Dest: IsD
Pay Dale: 08252016 School Year: 2016 Frequency: 6
Emp Mbr Emploves Name Failume / Waming Message
Sy=tem Payrol calculations completed successfully! Mo emors found.
Erd of Repot

e Asneeded, continue making corrections until you have cleared all Warnings and
Failures.

e When all errors are corrected, and you receive the completed successfully message
when calculations are run, click the Next button.
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From the reports menu, generate and print the following Pre-Post Reports:

Payroll Earnings Register — For each 11, 12, or 13-Month employee, verify if the pay amount is
correct (standard gross).

e Divide employee contracted salary by 12, 24, or 26 to determine if the standard gross is
correct on the report.

e Make any necessary corrections under Maintenance > Staff Job Pay Data > Job Info tab.

o 0 M4

Date Run: 02072889 12:26 PM | Pre-Post Payroll Eamings Register | Program: HRS2200
Cnty Dist: 057-950 b =1~ Page: 1 of 65

For Payroll Period Frequency: 6

Employee Name Stand Grs  Suppl Pay N-Tax Bus Abs Ded Abs Ref Units Wrkd Hrly Rate Tot Gross  Net Pay
Emp Nbr Ck Nbr  Withid Grs Withld Tax EIC Amt Cafe 125  Annuity Dep Care  Empir Cont Other Ded Net Adjust
M/S/H Exmpts Med Grs Med Tax TRSGrs TRSDep TRSIns TRS SalRed W/C Tx Emp 457 Emplr 457

Rem Pymts Adj Nbr FICA Grs FICATax TRSFdGrs TRS Fd DP TRS Fd Car Unemp Grs Unemp Tax Ovim Grs Ovim Units
W4 Othr Exmpt Multi-Job N-TRS Suppl Tax Bus NP Tax Bus NP NT Bus N-TRS Excs N-TRS Base TRS Suppl TEA Hith Ins Emplir Care
W4 Othr Inc Chidm PRPayGrs PRSalRed PRIns Ret Pen Gr Ret Pen Sur Care Surch New TRS Gr New TRS Co Ann Roth
W4 Othr Ded Othr Dep Emplr Dep Car Empr DC Tax HSA Emp HSA Empir Empir FICA Emplr Misc EmplrMed CYTD Med  Roth

) Tx Grs 457
8.218.70 .00 .00 .00 .00 .00 00 8218.70 5.880.76
000011 128967 6.693.31 652.90 .00 89255 .00 .00 22620 89255 233794
M 0 7.326.15 106.23 8.218.70 686.26 53.42 632.84 108.81 .00 00
7 0 .00 .00 .00 .00 .00 8.218.70 .00 .00 .00
.00 00 .00 .00 .00 00 .00 .00 6164
.00 .00 .00 00 .00 .00 .00 .00 00
.00 .00 2%0.00 .00 .00 .00 106.23 74,090.94 00
Job Cd Description A/C Days Eamed Job Cd Description A/C Days Eamed
0128 DIRECTOR. TECHNOLOGY 00
Ded Cd Emple Amt Empir Amt Caf-125 Ref Ded Cd Emple Amt Emplr Amt Caf-125 Ref Ded Cd Emple Amt Emplir Amt Caf-125 Ref
069 497.00 2500 Y N 102 105.55 0 Y N 109 .00 120 N N
212 290.00 0 Y N
M\
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Deduction Register — This report is separated by deduction code. For each 11, 12, or 13-Month
employee, verify if everyone that should be listed on each deduction register are shown with
correct remaining deductions and deduction amounts.

Make any necessary corrections to the employee deduction screen under Maintenance > Staff
Job/Pay Data > Deduction tab.

) M4 »H
Date Run: I 12:41 PM | Pre-Post Deduction Register | Program: HRS2250
Cnity Dist: 057-950 - Page: 1 of 33
For Payroll Period Frequency: 6
Deduction Code: 001 - ADDITIONAL WITHHOLDING TAX

Ded |Employee Employer TEA Total Ded|Ded [mplr Last Caf W2
Employee Name SSN Cd | Amount Contrib Contrib Amount Tkn|Rem |Fac Camp Pay Date 125 Empir
BAKER. # 001 100.00 .00 .00 100.00 1 99 1 901 06-25-2020 N N
BOMAN, | 001 300.00 .00 00 300.00 1 9 1 102 08-25-2020 N N
BROOKS, | 001 28.00 .00 .00 2800 14 9 1 101 08252020 N N
BROWN, | 001 25.00 .00 00 25.00 1 0 1 903 11-21-2018 N N

If corrections are made, re-run payroll calculations.

CAUTION (Please Read)

When you copied the 11, 12 or 13-Month employees from Next Year Frequency to Current Year
Frequency, the system automatically changed them to an Inactive status in Next Year Frequency.

If you have not interfaced Next Year Payroll to Budget OR you will be interfacing again ,
you MUST go into Next Year Payroll and make your 11, 12, or 13-Month employees Active.
These employees’ payroll amounts will not interface to Budget if they are inactive.

AFTER YOU HAVE INTERFACED TO BUDGET, YOU MUST MAKE THE 11, 12, or
13-MONTH EMPLOYEES INACTIVE again!
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13 MONTH EMPLOYEE INFORMATION

1.Set up a special accrual calendar that will start with
Aug and end with Aug.

2.Do not include in Aug. Accrual calculations for the
current school year. This calendar will be accruing
for the month of August.

3.Remember to put this employee on the regular
accrual calendar for all others with the same days
worked when you set them up in next year.

MOVING NEXT YEAR PAYROLL TO CURRENT YEAR FOR 10-
MONTH EMPLOYEES WILL BE COVERED IN THE ‘FIRST
PAYROLL OF THE SCHOOL YEAR CHECKLIST” DURING THE
AUGUST 2021 WORKSHOP.
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