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Part 4 Checklist

This part of the process begins with August Accruals.

e The August Accrual process posts wages for employees who begin work for
the new school year in August, but do not receive their first paycheck until
September, which falls in the next fiscal year.

e We recommend completing the August Accrual process on all 10 month
employees who receive their first paycheck for the new school year in
September.

e Hourly Employees and employees who work 11 or 12 months are typically
excluded from this process.

The following should be completed before beginning this process:

______Teacher Service Records. See separate document.

_____Roster of Personnel - HRS 1000 run report and save for auditor file —
(Best to do in May)

______Regular August Payroll

_____August Deduction checks

____August TRS Reporting (files extracted and created)

_______TRS On-Behalf (if not posted monthly, book annual amount before
starting August Accruals) Can be verified by reviewing Finance >
Inquiry > General Ledger Inquiry for 199-00-5831-00.

_______Termination dates and reasons must be entered on the Employment
Info screen for all employees who are no longer at your district. Date
should reflect the last day of instruction or work.

____ Next Year Payroll must be completed including entry of all new
employees and inactivation of all employees not returning to your
district for the new school year. Additionally, you will want to inactivate
any vacant positions or position holders you may have created for
budgeting purposes
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* Log into the Current Payroll Frequency *

Balance Accruals in Finance and HR. (Separate Document)

You are now ready to begin the
August Accrual Process.

* Log into HR - Next Year Payroll Frequency *

69. Populate the EQY Accrual Table.

Payroll Processing > EOY Payroll Accruals > Accrual Table tab

A. Select Table Type - Daily
B. Click Populate Table.

e
£IS' :

Tables Maintenance Payroll Processing Ingui Next Year Selt Service Utilities Reports
Payroll Processing > EOY Payroll Accruals

ble Decrement Run Caleulations

—\
D Biweekly E Semimnnthly@F Monthly OHDuﬂy@Dmly [ Retrieve } [ Print [PnpulateTable}

Delete  Start Date  Estimated Days  |ob Code
No o s ]

The popup box will display available contract begin dates from Next
Year Payroll.
e Check the Delete box for any beginning dates that you do not
want included in August Accrual calculations,
e Select the box in front of the Start dates for 10 month
employees that should be included, and enter the ‘Estimated
Days’ worked in August by those employees.
e Execute.
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Frequency: F - Monthly

Start Date  Estimated Days  Delete

00-00-0000
07-01-2019

_|08-01-2019

| Execute | Print | ———

You will have a popup that shows Loading. You will not have anything to show
that it Updated. When it’s finished click Cancel.

When you close the window, your Accrual Table will be populated with the
Start Date, Estimated Days and Job Codes associated with the Start Dates
selected in the previous action. Review for accuracy, then click Save.

Change Application
Year:N

Exit Application Help

User. pprovan Host: 10.52.4.141 Browser: GC 74.0

‘ Payroll . Next Self- i Frequency: F
Tables Maintenance Processing Inquiry 2 Service Utilities Reports

SessionTimer: 59 min and 31 sec HRS5500 County/District #: 067908

Payroll Processing > EOY Payroll Accruals

ey T TN Tl Wty TR L Ol Create Generaljournal - InterfacetoFinance PostToMaster  Reversalfor Non-Accrual — EESEEA

Next Year Frequency Table Type
D- Biweekly g - Semimonthly[®)F - Monthly Hourly ®Daily [ Retrieve ] [ Print ] [ Populate Table
Delete  StartDate  Estimated Days
| Save I

0 [osz209] [ 1500 [os00- rRe-kTEACHRR
@ [os12200] [ 1500] [0600- KINDERGARTEN TEACHER )
@ [os12209] [ 1500]  [og01- 15T GRaDE TeACHER J=
U [osz209] [ 1500 [o203- 380 GRaDE TEACHER |2
W [os1zao9] | 1500]  [os02-47H GRaDE TEACHER |
@ [os2209] [ 1500]  [o605- 57H GRaDE TEACHER [

___70. On the Decrement tab, add any funds you do not want August
Accruals to decrement the fiscal year on. TxXEIS will automatically change
Year 0 to 9 unless you specify the Fund Codes here. For example, several
of you have Head Start grants that ended in April or May. After that, you
opened up Fund 205/0. You don’t want 205 to decrement to a fiscal year 9,
so add that fund here.
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NOTE: Some auditors have indicated they prefer to have you decrement
everything and then let them provide entries to move everything applicable to
the new (fiscal year 0) account code(s). If that is the case for your district,
skip this step.

Use the +Add to indicate funds you Do Not want to decrement and Save.

Help

Payroll Processing > EQY Payroll Accruals SessionTimer: 59 min and 43 sec HRS5500 County/District #: 067908

Accrual Table H Run Calculations | Accrual Reports IR I E NI EL Interface to Finance Post To Master Reversal for Non-Accrual Mass Delete

Change Application  Exit Application

provan Host: 10.52.4.141 Browser: GC74.0

Payroll nouiry  Next Selt Utilities  Reports

Tables Maintenance e CEre

Next Year Frequency
D - Biweekly - E - Semimonthly '®'F - Monthly [ Retrieve ] [ Print ] [ Funds/Yr List ]

You can also Click on

Fund/Yr Dropdown
Select Funds / Yr where the fiscal year will not be decremented during the EOY Accrual Calculations. to select a fund/year
Delete Fund /'¥r Description code to NOT

L} | M decrement

71. Run Calculations. On the Run Calculations tab:

e Enter the Calculation Date as 08-31-2019.

e Check the Exclude Non-Standard Employees box — these are the 11,
12 and 13 month contracts that receive their first check of the new
school year before September. They should have the TRS Year box
checked on their Job Info screen.

e Check the Exclude Substitutes box

e Pull all employees from the left window to the right window using the
double right arrow.

e Verify the Calendar is blank.

e Click Run
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. pprovan Host: 10.52.4.141 Browser: GC 74.0

Payroll Processing > EQY Payroll Accruals

Payroll
Processing

Next
Year

Self-

Tables Maintenance Gy

Inquiry

SessionTimer: 59 min and 41 sec

Utilities

Reports

Accrual Table Decrement F' !' IH on Accrual Reports Create General Journal Interface to Finance Post To Master

Frequency: F

Reversal for Non-Accrual

HRS5500

Change Application Exit Application Help

Year:

County/District #: 067908

Mass Delete

Next Year Frequency

D-Biweekly ' E-Semimanthly ¥ F- Monthly Calculation Date:

Calendar:

08-31-2019 II Run I
v
|

¥ Exclude Non-Standard Employees ¥ Exclude Substitutes

Retrieve

Select EmpNbr Frequency Last Name First Name Emp Nbr  Frequency Last Name First Name
No Rows 000328 E ANDREWS JULIE
000508 F ANISTON JENNIFER
000558 F BACALL LAUREN
000565 F BOGART HUMPHREY
000593 F BRONSON CHARLES
000323 F BURTON RICHARD
000563 F CAGE NICOLAS
000361 F COSTNER KEVIN
000572 F CRAWFORD JOAN
000353 F DAVIS BETTE
000127 F DAY DORIS
000118 F DENIRO ROSERT
000523 F DEPP JOHNNY
000596 F DOUGLAS MICHAEL
000114 F DUNAWAY FAYE
000193 F EASTWOOD CLINT
000504 F FORD HARRISON
e Preview / Print the Error Report and click Close.
i N4 )M .
Date Run: 06-14-2019 11:22 AM EOY Payroll Accruals Calculations
Cnty Dist  067-908 TESTISD Page: 1of 1
PayDate: 08-31-2019  School Year: 2020 Frequency: F
Emp Nbr Employee Name Failure | Waming Message
Q00508 ANISTON, JENNIFER Failure: No Data in EQY Accrual Table for Pay Type: 2, Job Code: 0721, Contract Begin Date: 08-13-
2018
000558  BACALL. LAUREN Failure: Mo Data in EQY Accrual Table for Pay Type: 2, Job Code: 0431, Contract Begin Date: 08-13-
2018
000565  BOGART, HUMPHREY Failure: No Data in EQY Accrual Table for Pay Type: 2, Job Code: 0426, Contract Begin Date: 02-08-
2019,
000127 DAY, DORIS Failure: Total gross not * zero
(00118  DENIRQ, ROBERT Failure: No Data in EQY Accrual Table for Pay Type: 2, Job Code: 0701, Contract Begin Date: 08-01-
2018,

Review all messages and make corrections as needed—REMEMBER—the
employees with Failure Messages on this list will NOT be included in
the EQY Accrual calculations. Common errors and the corrections
include:
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e Warning: Job Code XXXX, State Min Days = 0 and/or Daily Rate =0
which may affect TRS TEAM 373 or Non-OASDI calculations
Add State Min Days Field on the Job Info Tab.

e Failure: No Data in EOY Accrual Table for Pay Type: 2, Job Code:
XXXX, Contract Begin Date: 08-13-2018.
Employees may be on the report if the beginning contract date on
the Job Info screen hasn’t been updated (note year 2018).

e Failure: No Data in EOY Accrual Table for Pay Type: 2, Job Code:
XXXX, Contract Begin Date: 09-01-2019.
Disregard Error. Employee does not work any days in August so
they do not accrue.

e Failure: No Data in EQY Accrual Table for Pay Type: 1, Job Code:
XXXX, Contract Begin Date: 07-01-2018.
Employees with contract begin dates in July or August that are
paid prior to September should not be on this report. If they show,
check the TRS Year Box on the Job Info Screen.

e Failure: No Data in EQY Accrual Table for Pay Type: 3, Job Code:
XXXX,
Employees who are a Pay Type 3 (Hourly) show on the report. We
do not calculate August Accruals on Pay Type 3 so you may
disregard those errors.

NOTE 1: Employees with termination dates AND reasons will not extract for
August Accruals. If you see terminated employees listed, ensure both fields
are populated on their Employment Info screens.

NOTE 2: If corrections are made in the employee screens, consider whether
the EQY temporary tables need to be cleared (see page 133), then you must
return to Step 69 and repeat from there. You may correct and repeat the
process as often as necessary to obtain accurate information.
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72. Print and Review Accrual Reports.

Next Year Pay Frequency > Payroll Processing > EQY Payroll Accruals >
Accrual Reports Tab.

Review the reports for accuracy. Once accurate, we recommend you
save a pdf copy of the reports in your Auditor folder as well as your
2019-2020 Budget — 15t Payroll folder. From the Accrual Reports tab,
print and/or save the following:

g . Change Applicatioy

ALY = 4141 Browser: GC74.0 Year: N

Payrall Next Self-

: Frequency: F
Processing e ear Service

Tables Maintenance Utilities Reports

Payroll Processing = EQY Payroll Accruals SessionTimer: 59 min and 21 sec HRS5500

Accrual Table Decrement Run Calculations R Create General Journal Interface to Finance Post To Master Reversal for Non-Acc

Calculation Dates: Frequency D -
Frequency E -
Frequency F - 08-31-2019
Gen Rpt Report Sort Options Sort Order
=) EOY Accrual Table - Hourly Data

EOY Accrual Table - Dally Data

EQY Accrual Information Alpha (A), Pay Campus (C), Primary Campus (F)
EOY Accrual Distribution by Account Code
EOY Accrual Distribution by Alpha

i

EOY Accrual Account Code Comparison Alpha (A), Pay Campus (C), Primary Campus (F) I:l
- ccrual Tntormation wi revious Run Cales Alpha (A), Pay Campus (C), Primary Campus (F) I:l

5] EOY Accrual Distribution by Account Code with Previous Run Calcs

1]

=] EOY Accrual Distribution by Alpha with Previous Run Calcs

[ Generate Reports ] Select ALL Reports ]

EOQY Accrual Table Hourly or Daily (HRS9900/HRS9910) displays
the number of days you assigned to each start date in Step 69. Your

days may be different.
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M 4 » M
Date Run:  06-14-2019 11:28 AM EOY Accrual Table Program: HRS9910
CntyDist  D67-008 TESTISD Page:1of 1
Daily Data
Frequency Start Date Estimated Days Job Code
F 08-12-2019 15.00 0500 - PRE-K TEACHER
F 08-12-2019 15.00 0600 - KINDERGARTEN TEACHER
F 08-12-2019 15.00 0601 - 1ST GRADE TEACHER
F 08-12-2019 15.00 0603 - 3RD GRADE TEACHER
F 08-12-2019 15.00 0604 - 4TH GRADE TEACHER
F 08-12-2019 15.00 0805 - 5TH GRADE TEACHER
F 08-12-2019 15.00 0609 - ELEMENTARY SPECIAL EDUCATION
F 08-12-2019 15.00 0616 - CHEMISTRY TEACHER
F 08-12-2019 15.00 0652 - SECONDARY MATH
F 08-12-2019 15.00 0853 - SECONDARY ENGLISH
F 08-12-2019 15.00 0654 - SECONDARY SCIENCE
F 08-12-2019 15.00 0660 - VOCATIONAL AGRICULTURE
F 08-12-2019 15.00 0665 - VOCATIONAL HOMEMAKING
F 08-12-2019 15.00 0682 - SECONDARY HISTORY
F 08-12-2019 15.00 0907 - 6TH GRADE TEACHER
End of Report

EOY Accrual Information (HRS9920) lists all employees included in

EOY accrual calculations. Verify the following:

e Daily accrual rate, and accrued pay seem reasonable.

e All employees paid from federal funds are calculating TRS Federal
Grant and Fed Care amounts.

e All 10 month employees have an accrual code.

e Review Accrual Information listing for employees that should not be
included in accruals, or employees that should be in accruals but
are missing from the report.

Fed Grant & Fed
Date Run: 06-14-2019 11:28 AM EOY Accrual Information Care on Program: HRS9920
Cnty Dist  067-908 TESTISD q Page: 1 of 2
Daily Accrual Accrued  [n sl Calculations Employees pald
Rate Pay from Fed Funds.
Campus: 001 - TEST HIGH SCHOOL
Freq _Emp Nbr Em N.al _
Job Cd AIC Start Date Units Rale Type Accrued Pay FICA Fed Grant Fed Care Emplr Care
F 000568 CAGE, NICOLAS
0865 A 08-12-2019 15.00 117.578 Daily 176367 2557 0.00 0.00 1323
Accrual F QEn3  DAVIS BETTE
- 062 A 08-12-2019 15.00 208.132 Daily 3.121.98 38.73 0.00 0.00 23.41

Code
F 000522 FOSTER. JODIE
0652 A 08-12-2019 1500 237112 Daily 3,556 68 4987 0.00 0.00 2668

F 000285 GIBSON, MEL

0616 A 08-12-2019 15.00 139.582 Daily 2,093.73 29.66 0.00 0.00 0.00
F 000570 KELLY. GRACE
06853 A 08-12-2019 15.00 166.684 Daily 2.,500.26 2537 0.00 0.00 1875
Totals for Campus:001 13.036.32 169.20 0.00 0.00 82.07
Employee Count Totals: 5
Accrual Employee Count: 5
MNon-Accrual Employee Count: 1]
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EOY Accrual Distribution by Account Code (HRS9930) lists all employees
Accruing in each account code with detailed accrual amounts. Verify the
following:

e Account Codes are correctly assigned.

e August Accruals are being coded to the correct fiscal year

e All federally funded employees show TRS Fed Grant and Fed Care
amounts

e TRS Fed Grant and Fed Care amounts do NOT display on employees
coded to state or local funds

Print this
Report

Date Run:  06-14-2019 11:28 AM EOY Accrual Distribution Program;
Cnty Dist ~ 067-908 TESTISD Page: 1o
Accrual Calculations
Account Code
Freq Emp Nbr Employee Name JbCd  Accrued Pay FICA Fed Grant Fed Care Emplr Care
199-11-6119.00-001-911000
F 000353 DAVIS,BETTE 0682 1,697.83 2107 00 00 1274
F  D0O053% FOSTER.JODIE 0652 2.766.31 3875 00 00 2075
F 000285 GIBSON, MEL 0616 1,538.24 2179 200 00 00
F 000570 KELLY, GRACE 0653 1,944.65 19.73 00 00 14.58
199-11-6119.00-001-911000 Totals: 7.947.03 101.38 .00 .00 48.07
199-11-6119.00-001-922000
F 000568 CAGE ., NICOLAS 0665 1,763.67 2557 200 00 13.23
F 000285 GIBSON, MEL 0616 384.56 545 00 00 00
199-11-6119.00-001-922000 Totals: 214823 3102 .00 .00 13.23
199-11-6119.00-001-924000
F  D00353 DAVIS, BETTE 0682 §79.12 842 200 00 5.09
F  D0053% FOSTER.JCDIE 0652 790.37 11.08 200 00 5.93
F 000285 GIBSON, MEL 0616 138.86 197 00 00 R
F 000570 KELLY . GRACE 0853 555,61 5.64 00 00 417
199-11-6119.00-001-924000 Totals: 2.163.96 2in 00 {00 15.19
You will use this 199-11-6119.00-001 Totals: 12.259.22 159.51 00 00 76.49
e . 199-11-6119.00-101-911000
report agaln In F 000328 ANDREWS . JULIE 0907 2,085.42 3028 ] 00 15.66
Step 73. F  D00593 BROMNSON, CHARLES 0603 2,045.63 2766 200 00 15.34
F 000323 BURTON, RICHARD 0600 2,628.94 3248 200 00 19.72
F 000561 COSTNER. KEVIN 0603 2,247.24 3 16.85
F |PO0S7Z CRAVITORD. JORM, oeT T 328 All employees should 20.86
F EJ@BE.’S DAVIS , BETTE 0682 679.0% _ Accrue 5.09
F Sl e IR 252k 35.2{ 21.19
199-11-6119.00-101-911000 Totals: 15.296.46 198.15 .00 .00 114N
199-11-6119.00-101-923000
F  DO0586 DOUGLAS , MICHAEL 0609 1,873.51 2862 200 00 14.80
199-11-6119.00-101-923000 Totals: 1.973.51 28.62 00 00 14.80
199-11-6119.00-101-925000
F 000114 DUNAWAY , FAYE 0805 41274 5.15 ] 00 310
199-11-6119.00-101-925000 Totals: 41274 515 00 00 310

EOQY Accrual Distribution by Alpha, (HRS9940) gives the same information
as the EQY Accrual Distribution by Account Code except that it is in Alpha
Order. Review for accuracy.
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Date Run:  06-14-2019 11:28 AM EOY Accrual Distribution Program:
Cniy Dist.  067-908 TESTISD Page: 1 of
Accrual Calculations

Freq Ermp Mbr Employee Mame
Jb Cd Account Code Accrued Pay FICA Fed Grant Fed Care Empir Care

F 000328 ANDREWS. JULIE

0907 189-11-6119.00-101-911000 208542 30.28 o0 .00 15.66
0907 199-11-6119.00-101-930000 261.05 379 oo oo 1.96
Employee Totals: 234947 34.07 00 .00 17.62
F 000593 BRONSON. CHARLES
0603 199-11-6119.00-101-911000 2,045 63 27 866 oo oo 1534
0602 199-11-6119.00-101-920000 28570 346 o0 .00 1.92
Employee Totals: 2.301.33 3112 00 .00 17.26
F 000323 BURTON. RICHARD
0500 189-11-6119.00-101-932000 3.650.53 4511 00 .00 27.38
0600 199-11-6119.00-101-911000 2.625.94 32.49 00 .00 19.72
0600 199-11-6119.00-101-930000 1.021.62 1263 oo ily] 7 66
0600 199-11-6119.01-101-911000 6415 79 oo o0 438
Employee Totals: 7.365.24 91.02 00 .00 5524

EOQY Accrual Account Code Comparison, HRS9950 displays accounts that
are being used in August Accrual calculations that do not exist in Finance. If
you have accounts on the account code comparison report, determine what
must be corrected to resolve the discrepancy before continuing. This report
must be clear of accounts to continue. Correct account code and re-run
until report is clear.

Date Run:  07-09-2019 1:46 PM EOY Accrual Account Code Companison Program: HRS9950

Cnly Dist  030-903 TESTISD Page: 1of 1
Account Codes that do not exdst in the Finance General Ledger

Primary Campus:

Frequency Account Code Emp Nbr Employee Name

NOTE: Each time corrections are made to the employee records or to
the Accrual Table, you must clear the EQY accrual tables (Separate
Document) and begin at step 69 of this process and these reports must
be printed and reviewed again. Do not proceed until all reports are
reviewed and found accurate.

_____73. Create the General Journal. On the Create General Journal tab, enter
JV Number AUGACC. Select the August Accrual line and Execute.
Accrual objects will include 216X — accrued wages and 221X-XX —
benefits.

Change ApplicationExit Ag

User: pprovan Host: 10.52.4.141 Browser: GC 75.0

MNext Self-

Tables Maintenance ESaC Inquiry  yeor e Frequency: F

Pracessing Utilities Reports

SessionTimer: 58 min and 13 sec HRS5500

Interface to Finance Post To Master Fe

Posted Date Reversal Interface Date
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Verify the JV by comparing the amounts for each fund with those displayed on the
EOY Accrual Distribution by Account Code (HRS 9930) printed and saved in
Step 72. Save the General Journal as a PDF report. These totals must match for
each fund. If they do NOT, you must stop and make corrections.

-
% User: pprovan Host: 10.52.4.141 Browser: GC 75.0

Payroll - Next Self-
Prr::':cessin INQUIY  wedr  Service

Change ApplicationExit Application

Tables  Maintenance Utilities ~ Reports Frequency: F Ch

Payroll Processing = EOY Payroll Accruals SessionTimer: 58 min and 54 sec HRS5500 County/District # 030903

Accrual Table Decrement Run Calculations Accrual Reports Interface to Finance Post To Master Rewversal for Mo

File ID:V Numher:_UGACC
[ Save as Pending } [ Cancel Preview J
= M4 ok m
Date Run: 07-09-2019 2-13 PM EOY Accrual General Journal Transactions
Cniy Dist  030-903 TEST ISD Page: 1of 3

FilelD: C

Debit{+) Credit(-)

Fnc-0bj.So-Org-Prg JV Nbe Reason Amount Amount
00-2161.00-000-200000 AUGACC AUG PAYROLL ACCRU DISTRIBUTION 0.00 106.011.85-
00-2211.14-000-200000 AUGACC AUG PAYROLL ACCRU DISTRIBUTION 0.00 243150-
00-2211.19-000-200000 AUGACC AUG PAYROLL ACCRU DISTRIBUTION 0.00 758.86-

11-5113.00-001-811000  AUGACC AUG PAYROLL ACCRU DISTRIBUTION 2574875
11-5119.00-001-822000  AUGACC AUG PAYROLL ACCRU DISTRIBUTION 7677

/ /

Daic Run:  Ji7-09-2019 219 PM EOY Accrual Distribution

Cnty Dist 903 TESTISD

Jb Cd Accrued Pay FICA Fed Care Emplr Care
Totals: 2.400.00 183.60 {00 {00 18.00
Totals: 2.400.00 18360 00 .00 18.00

; 240000 13350 o0 20 w.l
Totals: 106.011.85 2.431.50 00 .00 758.86

211-11-6119.00-101-930000

F 000423 TAYLOR  PAMELAR 0601 4,374 87 6344 oo 0o oo
F 000454 UNDERWOOD  BETTYJ 0602 281551 4083 191.46 3519 2112
211-11-6119.00-101-930000 Totals: 7.190.38 104.27 191.46 3519 2112
211-11-6119.00-101 Totals: 7.190.38 104.27 191.46 3519 2112
211-11-6118.00 Totals: 7.190.38 104.27 191.46 3519 2112
211-11-6119 Totals: 7.190.38 104.27 191.46 3519 2112
FA131] = L1028 0 27 13146 3518 zal LI
Totaks: 7.190.38 104.27 191.46 3519 2112
240-35-65129.00-999-999000
F 000041 MENDEZ . GLORIA & 0721 209933 114 86 oo 0o 15.75
F 000100 PETITT . TIFFANY VOIGTS 0721 2.688.85 182.08 oo oo 2017
F 000127 WHITWORTH . FLEETA ANN 0721 1.756.85 113.85 oo 0o 1318
240-35-6129.00-999-999000 Totals: 6.545.63 41059 00 00 4910
240-35-6129.00-999 Totals: 654563 11053 00 00 4910
240-35-6129.00 Totals: 6.545.63 41059 00 00 4910
240356129 Totals: 654563 11053 oo oo 4910
= E.545 62 4 00 oo ﬂﬂﬂﬂj
Totals: 6.54563 41059 00 00 4910
District Totals: 119.747.85 2.946.36 191.46 3519 829.08

If accurate, Save as Pending. If you discover the totals do not match after you have
Saved as Pending, you must complete Step 74a.

If the totals match, proceed to Step 75.
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STOP!!! Read before proceeding.

74a. Complete this step ONLY if you find errors or discover totals do not
match after having clicked ‘Save as Pending’. This step will clear
the JV that was just created.

e Go to the Interface to Finance tab, select the line, click Delete
Pending.

Change Application Exit Application Help
40 Year: N

Payroll Next Self-

. Frequency: F
Processing Inquiry Year Service

Tables Maintenance Utilities Reports

Payroll Processing * EOY Payroll Accruals SessionTimer: 59 min and 32 sec HRS5500 County/District #: 067908

Accrual Table Decrement Run Calculations Accrual Reports Create General Journal Post To Master Reversal for Non-Accrual Mass Delete
]|

Accounting Period
®post to Current Acct Period: 08 (Past to Next Acct Period: 08

1
I
Interface Transaction Date;| 08-31-2019 Preview Report { Interface ] I Delete Pending I

Select  Frequency Calculation Date  Create G| Date FinFileID [VNbr  |nterface Date Posted Date  Reversal Interface Date

Change to the Current Payroll Frequency. Go to Next Year >
Copy CYR Table to NYR > Clear Next Year Tables tab.

DO NOT bring tables to the right!

Check the ‘Clear EOY Accrual Data Only’ box

Click Execute

Maintenance  EEYroll L ot Utiities_ Reports

Change back to the Next Year Pay Frequency.
Make changes as needed
Start at Step 69 again.

74b. Make a backup. From Utilities > Export by Human Resources by
Payroll, select both pay frequencies and Execute. Once the backup is
complete, start at step 69.
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75. Interface to Finance in the Next Year Pay Frequency. From Payroll
Processing > EQY Payroll Accruals > Interface to Finance tab,

enter the following:

e Post to Accounting Period 08

e Enter the 08-31-2019 as the Interface Transaction Date

e Select the August Accrual line

e Click Preview Report before you Interface to verify information
Review General Ledger entries to ensure they match the desired
totals. The Emp Report will show amounts that will interface by
employee. Review and save this report.

I Chanee Aoolication Exit Application Help

Payroll Processing > EOY Payroll Accruals SessionTimer: 59 min and 13 sec HRS5500 County/District #: 067908

Accrual Table Decrement Run Calculations | Accrual Reports Create General Journal | | Post To Master Reversal for Non-Accrual Mass Delete

|
Accounting Period
[®)Post to Current Acct Period: 08§ /Post to Next Acct Period: 08

Interface Transaction Date:

4.141 Browser: GC74.0

Next Self-

Tables Maintenance S Inquiry o oy

Utilities Reports

o R ost: 10.52.4.141 Browser: GC 74.0

. payroll . Next self- - Frequency: F
Tables Maintenance S Inquiry  Hext BB Utilities Reports
Payroll Processing > EQY Payroll Accruals SessionTimer: 59 min and 54 sec HRS5500 County/District #: 067908
Accrual Table Decrement Run Calculations Accrual Reports Create General Journal | Post To Master Reversal for Non-Accrual Mass Delete
—

Accounting Period -
[®lPost to Current Acct Period: 08 () Post to Next Acct Period: 08 ‘

Interface Transaction Date] 08312019 Interface Delete Pending [ Cancel Preview ] [ Emp Report ]

= H o4 L]
Date Run:  06-14-2019 1:49 PM EOY Acerual General Joumnal Transactions
Cnly Dist  067-908 TEST ISD Page:2af 2
Frequency: 6 FilelD: C
Fund: 224/9
Debit(+} Credit()
[Fnc-Obj.So-Org-Prg JV Nbr Reason Amount Amount
00-2161.00-000-900000 AUGACG AUG PAYROLL ACGRU DISTRIBUTION 0.00 327.82-
00-2211.11-000-900000 AUGACC AUG PAYROLL ACCRU DISTRIBUTION 0.00 2229
00-2211.12-000-900000 AUGACG AUG PAYROLL ACCRU DISTRIBUTION 0.00 410-

Special Consideration: This is a good time to review expenditures,
particularly for Federal Funds and Maintenance of Effort (MOE). If
payroll expenses need to be adjusted, make those adjustments
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through Current Year > Human Resources > Payroll Processing >
Special Adjustments > Expense Only tab. Choose to Post to Master
and Interface to Finance so that HR and Finance still match.

* Log into the Current Payroll Frequency *

76. Mass update all employees account code fiscal year to 0 in the
Current Payroll Frequency > Utilities > Mass Update > Employee tab:

e Select Pay Status: Both

e Check Fiscal Year and enter O in the box to the right
e Execute

e Process

Change Aoplication Exit Application Help

jser: pprovan Host: 10.52.4.141 Browser: GC 75.0

Tables Maintenance Payroll Processing Inquiry Nesxt Year Self-Service Utilities Reports Frequency. 6
Utilties > Mass Update SessionTimer: 58 min and 37 sec HRS3400  County/District # 030903
Active Olnactive ®Both Primary Campus: [ Al ] Payofipate | =
by Ty o +] PayCampus: [an v] Frequensy:  [6Monthy (VR Repeat for all Pay
Job Code: o 7] Contract Begin Date: | ] Salary Concept: [ A Use annual salary table 2 Frequencies, if you

Accrual Code: Contract End Date: v | Extract|D: v have more than one.
bay Grade: T ] ConwactMonths: [ | EmployeeNor | [u]

Prior Yr Emp Date: | 00-00-0000

Leave | Employe. | Extra Duty Job Code Salary Calculation

Deductions

e Eeroie
[ Incr Pay Step Pay Step From To
@ Fiscal vear o ST v Lirnit: | Contract Begin Date: _
- Contract Begin Date R State Step Contract End Date:
Unemployment Eligibility |Yes v | Contract End Date - Limit 20 Nbr Days Empld: 0 0
Total (Prof) Experience # of Months in
(ICESA Report) [ Nor Days Empld 0 et e y [lE e

& M4 b M

Date Run: 07-09-2019 2:47 Employee Mass Update Report

Cniy Dist  030-903 TESTISD Page:1 of 1
Frequency: 6 ‘

Emp Nbr Employee Name Column From ‘ To
000011 ANISTON, JENNIFER Fiscal Year ] ]
000181 ASTAIRE FRED Fiscal Year ] ]
ooo211 BACALL. LAUREN Fiscal Year 9 ]
000259 BEATTY. WARREN Fiscal Year ] ]
000121 BERGMAN, INGRID J Fiscal Year 9 ]
000503 BOGART, HUMPHREY Fiscal Year ] ]
000473 ERANDO, MARLON Fiscal Year ] ]
000505 BROSMAN. PIERCE Fiscal Year 9 ]

77. Create a Backup and save in sub folder labeled Step 77.

HR > Utilities > Export Human Resources by Payroll
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* Log into the Next Year Payroll Frequency *

Frequency, from

Next Year > Copy NYR Tables to CYR,

Choose the Select All tables button and Execute. Process each
Preview.

 Pprovan Host 10.52.4.141 Browser: FF 61.0

Select All Tables |

Extra Duty Pay

Hourly 7 Daily Salary

Jab Code

Local Annual Salary

]

School Calendar

]

State Minimum Salary

]

Substitute Salary

]

[
[
[
[
[
Midpoint Salary [
[
[
\
[

Workers' Compensation Rates

]

[

Process ] Cancel

oA

H 4 » M

Date Run: 06-14-20192:01 PM
Cnty Dist  067-908

Fi Accru Cd Tot Nbr Days Eamed

0
58

T A R Y
T o mMmoO o m >
o oo o ooo

End of Report

Copy Next Year Tables to Cument Year
TESTISD Page: 1of
Table: bthr_accrual_cd

1

78. Move all Next Year Tables to Current Year. Inthe Next Year Pay

79. Move remaining employees from Next Year Payroll to Current Year.

In the Next Pay Frequency, from

Next Year > Copy NYR Staff to CYR,
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e Select Pay Status Active. Carry Over Employee Deductions only if

deductions were updated in Next Year.
e Enter the Extract ID
¢ Include Employees with Term Date if needed
e Execute.

Check Box to e

include
employees
with Term

Date if some
Al

employees left

Al
& came back
to your :| 00000000
district.

Options

Maintenance  Payroll Processing

User: pprovan Host: 10.52.4.141 Browser: GC 75.0

Change Asplication

Inquiy  NextYear  SelffSenvice  Utiities  Reports Frequency: F

SessionTimer: 59 min and 30 sec HRS4300

Exit Application ~ Hel

County/District #: 030903

Primary Campus: ‘AII

v| PayCampus: Al

v| Payoff Date: ‘ E m'm

v| Frequency: F Monthly NYR '

v | Contract Begin Date: ‘

'| Salary Concept: | A Use annual salary table M

| ContractEnd Date: v | BExtract ID: 10M TEACHER/AIDES v
Contract Months: I:I o E

Include Employees with Termination Date
Carry over employee deductions Preview changes
Only process employee deductions

/ If you updated your employee Payroll Deduction

in Next Year, then you will need to check the box
to 'Carry over employee deductions.’

Review the Copy Staff Employee Listing to ensure only 10 month
employees are displayed. DO NOT Process 11 or 12 month
employees. If accurate, Process. Repeat for all 10-month employee
Extract ID groups.

[ = Process ] { Cancel J
4 M4 b M
Date Run: 0~ e - Copy Staff Employee Listing
Cnty Dist: 0 TEST ISD Page: 1 of 1
.......... F
' Jployee Name If 11 or 12 mo. employees are listed,
000178 AFFLECK BEN you will need to go to their Pay Info
000314  AGUILERA, CHRISTINA Tab in Next Year and choose Inactive
000296  ALBA, JESSICA in the Pay Status. Do not process until
000291  ANISTON, JENNIFER this is corrected.
000312  APPLEGATE, CHRISTINA

Updated August 15,2019
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Now we have ALL of NEXT YEAR PAYROLL into
CURRENT!

* Log into the Current Payroll Frequency *

80. Verify Current Year Data. The following reports are helpful:

e Employee Data Listing (HRS1250) —HR Reports > Personnel
Reports > Employee Data Listing - select data you want to verify

e Employee Payroll Listing (HRS6150) — HR Reports > Payroll
Information Reports - verify all employees who should be included
in the first payroll are in current and active

e Contract Balance Variance Report (HRS6050) — HR Reports >
Payroll Information Reports - variances should be only a few cents
that might be present due to rounding. If not, make corrections in
the employee’s screens and run again.

e Salary Verification Report (HRS6400) — HR Reports > Payroll
Information Reports - verify all payroll information

e User Created Reports are a great way to verify only the data you
want to see at that time.

81. Post August Accruals to the Master Payroll file. This step MUST be
run before September payroll. Post to Master updates the employee
information in current year payroll and year to date accrual distribution.
It adds the accrued pay, accrued days and benefits to School YTD fields
and creates a new school YTD for the employee.

Current Payroll Frequency > Payroll Processing > EOQY Payroll
Accruals > Post to Master tab

Select the August Accrual line.
Click Post
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(hanee Anplicat

Tables  Maintenance  Payroll Processing  Inquiry  NextVear  SelfService  Utilities  Reports

Run Caleulations | Acerual Reports

Create General Journal Interface to Finance Reversal for Non-Accrual - UIESEGE

Posted Date  Rewersal Interface Date

Create G) Date  Interface Date

82. Verify the August Accrual Data posted to the School YTD screen in
the Current Payroll Frequency.

Maintenance > School YTD Data

Enter school year 2020. Retrieve any 10-month employee. Verify the
accrual data has been posted including accrued wages and
benefits, and the number days earned.

Note: If you do not change to School Year 2020 it will be blank in the Accrued
Data Box.

Change Application
41 Browser: GC 75.0

Tablez Maintenance Payroll Processing Inquiry Mext Year Self-Service Utilities Eeports requency: 6

SessionTimer: 59 min and 10 sec HRS3700

chool Year: | 2020 Employee: | 000024 : FONDA, HENRY Retrieve Directo
ry

Payroll Data Actruerj E]
Contract Pay: 0.00 Emplr Annuities: 0.00 Accrued Pay: 437487
Fed Deposit: 0.00
Nen-Contract Pay: Ermplr 457 Contr:
o 000 7 oo Fed Care: 0.00
Supplemental Pay: 0.00 Nen-TRS Bus Allow: 0.00 FICA/Med Tax: 61.29
FICA Tax: 0.00 Nen-TRS N-Tax Bus Allow: 0.00 Unemployment Tax: 0.00
Medicare Tax: 000  Non-TRS Reimbr Base: 000 Emplr Dependent Care: oo
. . Ermplr Health Ins Contr: 0.00
TRS Deposit: 0.00 Nor-TRS Reimbr Excess: 0.00 Emplr 457 Contr: 0.00
Absence Deduction: 0.00 N-TRS N-Tax N-Pay Allow: 0.00 Emplr Annuity Contr: 0.00
Crvertime Gross: 3.00|  Non-TRS N-Pay Bus Allow: .00 el @i s
: ) Ermplr TRS Care Cantr: 3281
Regular Hrs Worked 0.00 TEA Health Ins Contr: 0.00 Emplr Misc Ded Contr: 0.00
Owvertime Hrs Worked: 0.00 Ret Emplr Pension Surchg: 0.00
Ermplr TRS Care Contr: 0.00
Emplr TRS Care Surcharge: 0.0
New TRS Pension Contr: 0.00
Emplr Dependent Care: 0.0
Emplr Misc Ded Contr: 0.0 .
Verify only the 10 month

employees. 11,12 and 13

Workers' Comp Data: Accrued Data by Job:
Code Gross Tax Job Code Description DaysEarned  Detail month em p | oyees wi Il not
A 0.00 0.00 0653  SECONDARYENGLISH [ 1s00] R
B | 500 | 50| have Accrued Data or Accrued
c | 0.00] | 0.0 Data by Job.
oo o.00] | 0.00]

Budget - First Payroll Part 4 Updated August 15,2019 Page 83



83. Update the HR Options Table.

Current Payroll Frequency > Tables > District HR Options

e Set the first pay date of the school year. This is the first payroll,
regular or supplemental, for the new school year.

e School Year for PEIMS Codes - Enter the current school year =
2020

e Automatically Compute — recommend all rates be checked

e SAVE

< GC 750

Tables Maintenance Next Year

Payroll Processing

Inquiry Self-Service Utilities Reports

ct HR Options SessionTimer: 59 min and 33 sec

[ retieve | pim |

TRS District ID: 0354 Automatically Compute:

<

Caleulate Acerual Salaries:

Pay Rate: Ld
Federal ID Number (EIN):

75-6000148 Check Amount - Alpha:

Daily Rate: Ld
Payroll Clearing Fund/Year:

163/9 ¥ Surnmarize Benefits Interface:

Dock Rate Ld

TWC District ID: 999907040 Supplemental Tax Rate: 25.00%

Accrual Rate: o

Use Direct Deposit (Y,N, or E):

Y - Use Direct Deposit Standard Hours per Workday:

Qvertirne Rate: |«
TRS Cost Education Index: 1.0400 Max Gross Amt for District: 87,900.00

Distributions Built By Amt or %:

A-Amount ¥ Auto Assign Employee Number:

Apply Leave Used or Earned First: E - Earned First v Next Available Employee Number

Default Overtime Object Code

Professional:

000506

2020 I

E - Employee Nbr v

Leave Code for State Sicle 07 STATE SICK LEAVE v chool Year for PEIMS Codes:

ol Ll

—
Leave Code far State Personal: 01 STATE PERS. LEAVE v Use Emp Nbr or SSN in EFT File: Para-Professional/Hourly:

Update Actual Hours From Payroll
Processing:

TEA Health Ins Contribution

B

First Pay Date of School Year

Set Demo Alpha Fields to
Uppercase:

TRS Extract Options

Other:

L

LG Obj sabj Payroll 4: - ‘ Use Pay Dates for TRS Month or Actual Date: P - Pay Dates For TRS Month ¥
Payroll 4: 0.00 ‘
Payroll 5: . ‘ Pay Type 1- Report Actual or Scheduled Hours: | § - Seheduled Hours ¥
Payroll 5: 0.00 ‘

Payroll & | 09-13-2019

(I
(I
(2 N

Pay Type 2 - Report Actual or Scheduled Hours: | § - Seheduled Hours ¥
Pay Type 3 - Report Actual or Scheduled Hours: | & - Actual Hours v

Payroll &

84. Mass Update Leave. Refer to our document on Resetting and Updating
Leave Balances, available on our website.

85. Import Deduction Changes from your Third Party Administrator
(TPA) or Mass update deductions. If you have received a file of
changes from your TPA, refer to the Employee Benefits Interface
Checklist on our Website. Deductions not managed by your TPA can be

updated through Mass Updates.
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Utilities > Mass Update > Deductions tab

e Change Existing Code and Amounts to Another: If you have changed
from one insurance provider to another, this will allow you to change
everyone over to the new company en masse.

ks Change Application
o= 200005 Buld: 0173 Year: ¢
Tables  Maintenance  Payroll Processing Inqui Next Year  SelfService  Utilities  Reports. Frequency: 6
Utilities > Mass Update SessionTimer: 58 min and 46 sec
Parameters
m—r Reset
®nctive Olnactive Oioth Primary Campus: | All 7] Payoft Date: =

pay Type: a 7] PayCampus: Al <] Frequency:  [6Monthiycvr

Job Code: (5] ConwactBeginDate: ] salarycencept: [A E
3 Contract End Date: ~| Extract ID: hd

Contract Months: Employee Nbr: =

Accrual Code: All

Pay Grade:
Prior Yr Emp Date:|_00-00-0000

— PO Salary Calculation
- = ‘ Execute
®Change Existing Code and Amounts to Another k it ]
B Net Amount: 00

Ochange Dollar Amaunt on Existing Code Remaining Payments] [

Oadd Deduction Code to Employees Emplr Contrib: 00,

Oelete Deduction Cde from Employees [ Refund | Cafe 125

ODelete Deduction Code with Zerc Remaining Payments from Employees ®No Update ©No Update

n Oupdate All Records ta N | | OUpdate All Records to N
““Change Existing Code only to Another Oupdate Al Records to Y | | OUpdate All Records to Y

Change Dollar Amount on Existing Code: This is common when insurance

premiums change. This method will allow you to choose the applicable
deduction code, then change the Net Amount (Employee amount) and/or
Employer Contribution from one amount to a new amount.

Buid 0133

Self-Service Utilities Reports.

Maintenance Payroll Processing Mext Year

Parameters

®active Oinactive OBoth primary Campus:  [Al F] payottDate: =

Pay Type: Al 7] PayCampus: Al ~| Frequency. & Monthly CYR 2|

Job Code: T 7] Contractsegn Date: ] salary Concept: [al 5
o | ConacténgDate | ] esraam: Fl

Accrual Code: | Al L
Contract Months: Employee Nbr: =

Pay Grade ]

Prior ¥r Emp Date:|_00-00-0000

Othange Existing Code and Amounts to Another

Net Amount: 10.00 12.00

Othange Remaining Deduction Payments
= Emgir Cantrib: 00, 00

Oadd Deduction Code to Employees l

Cpelete Deduction Code from Employees

ObDelete Deduction Code with Zero Remaining Payments from Employees

Add a new Deduction Code to Employees: works great if you are now
offering a new benefit such as pre-paid legal. Once the new deduction code
has been entered into the table (see step 8), select the new code, the Net
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Amount (Employee portion), the Remaining Payments, and the Employer
Contribution. Check if Cafel25 is applicable and Execute.

Change Applicatii
fersion :2.0.0005 Build: 0133 Year: C

Tables Maintenance Payroll Processing Inquiry Next Year Self-Service Utilities Reports Frequency: 6

Utilities > Mass Update SessionTimer: 59 min and 51 sec HRS3400

Parameters Pay Status:
'
®pctive Olnactive OBoth Primary Campus: ‘ Al = | Payoff Date: I:B
Pay Type: ‘ Al ™ ‘ Pay Campus: ‘ All F | Frequency: ‘ 6 Monthly CYR 52 ‘
Job Code: ‘AII v‘ Contract Begin Date: ‘ v| Salary Concept: ‘AII v‘
Accrual Code: ‘AII v‘ Contract End Date: ‘ vl Extract ID: ‘ V‘

Pay Grade: ] Contractmonths: || EmployeeNbr: | |-
Prior Yr Emp Date:| 00-00-0000

Leave Employee Job Code

Extra Duty Salary Calculation

N

Execute

Ochange Existing Code and Amounts to Another New Code: 015 - LEGAL SHIELD ]
=l 1 Net Amount: 15.00
Ochange Remaining Deduction Payments -
Remaining Payments; 0
Emplr Contrib: .00

Ochange Dollar Amount on Existing Code
I ®add Deduction Code to Employees I

Opelete Deduction Code from Employees

Refund O Update All Records to N
Cafe 125: O update All Records to N

Opelete Deduction Code with Zero Remaining Payments from Employees

OChange Existing Code only to Another

¢ Delete Deduction Code from Employees: If you will no longer offer a
particular deduction and want to delete that code from all employees, this is
your best bet. Simply check applicable deductions and Execute.

Tables Maintenance payroll Processin, Inqui Next vear Self-Service utllitles Reports
Utliities > Mass Update SessionTimer: 59 min and 12 sec
Parameters —_—
- - - Reset
@®Active Olnactive OBoth ‘ Primary Campus: | An ] payorf pate: [
pay Type: [ai o] Paycampus: [ At “] Frequency: [6 Monthiy cYr ]
Job Code: [an [5] Contract Begin Date: [ [Z] satary concept: [An -]
Accrual Code: [an [¢] ContractEnd Date: [ [l extractio; [ ~]
Pay Grade: [ Contract Months: | Employee Nbr: | e

Prior vr Emp Date:| 00-00-0000 |

Employee ExtraDuty | Job Code Salary Caleulation

Abbrev Cd

cle
— - L1
Ochange Existing Code and Amounts to Another 002 M1 CERTIFICATION []
OChange Remaining Deduction Payments 004 cu CREDIT UNION =]
Ochange Dollar Ameunt on Existing Code 005 s TSTA DUES =]
006 TS ATPE DUES (=]

eduction Code (o Employees 008 M2 LUNCH CHARGES o

® Delete Deduction Code from Employees 009 M2 PERSONAL DAYS [}
= rants frem Empioyees 010 M2 EXTENDED SICK LE ]
- o1 L EDVEST COLLEGE (]
Ochange Existing Code only to Another 012 u AFLAC-LIFE INS (=]
013 L HORACE MANN [m)

a o MOBoce oo, L

015 u LEGAL SHIFLD =]

016 LI JEFFERSON LIFE =]

017 LI L #17 a

____ 86. Review eligible retirees for TRS Pension Surcharges and Care
Surcharges. Check each retiree in the TRS RE Portal to determine
whether the Pension and Pension Care Surcharge might be due. Pension
surcharges are due on all employees who retired after September 1,
2005 and work more than half-time in positions that are normally TRS
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eligible. Care surcharges are due on those retirees who retired after
September 1, 2005 and take TRS Retiree Insurance.

To ensure Pension surcharges are accurately paid, check the Take
Retiree Surcharge box on eligible retirees.

Maintenance > Staff Job/Pay Data > Employment Info screen

This box should have been unchecked during the summer, as surcharges
are not due during months’ retirees are not physically working on your
campus. The TRS Pension Surcharge will be 15.2% for the 2019-2020
School Year. (Member TRS Rate + District TRS Rate)

Change Application E|

Tables Maintenance o Z qui Mext Year Self-Service Urilities.

Job/Pay Data SessionTimer: 58 min and 41 sec

Employee: ‘CIDDDES:BERGMAN,INGRID [ Retrieve ][ Directory ]

Pay Info Job Info Distributions Deductions Leave Balance

Original Emp. Date: [08-09-2001 |
Emplayes Status e = 08052001 Primary Joh Code: 0912 - SUBSTITUTE
_ Latest Re-Employ Date: _N
Highest Degree: 1 Bachelor's |~ pley 10-04-2017 Primary EEOC:

Retirement Date:
Percent Day Employed: [100% 05-27-2011 Percent Assigned: 100%

Eligible for Re-hire: O I Take Retiree Surcharge: ] l
i . Sub Type: CTCERTIFED |~
Extract 1D [ =1 ¥ Take Retiree Surcharge: [] VP

Verify that the TRS Care Surcharge Deduction code is listed under
HR > Tables > Tax Deductions > Deduction Cd

Inquiry

Tables Maintenance Payroll Processing

Unemployment | TRSRastes | 457 DefComp | Workers' Comp

— e - e e e S — R

@ |07z | ANNUITY INVESTORS AN Annuit v | [ANNUITY ] THE OMNI GROUP 02798 [ ]

W 076 FFG-ALLSTATE-CANCER HiHealth ~ | [CANCER @ FIRST FINANCIAL GROUP 01430 000076

@ [o77] FIRST FINANCIAL GROUP 12 income ¥ | [HORACE MANN = FIRST FINANCIAL GROUP 01430 000077

@ [o79 ] DEARBORN NATIONAL Ui Life ins. v | | DEAREORN ] FIRST FINANCIAL GROUP 01420 000079

o =3 ALLSTATE HEART & STROKE HiHeaith v | [HEART & STROKE @ USEBSG 02746 000080

@ [021 | USB-FLEX 1 Miscel v | [FLEX SYSTEM Fsa = UsEBSG 02748 000081

1] [oe2 | USB-LINCOLN DENTAL Hi Health v | [DENTAL = UsEBSG 02746 000082

L = USB-STANDARD DISABILITY M1 Miscel ¥ | [LONG TERM DISABI ] USEBSG 02746 000083

@ [02a] USB-LINCOLN AD&D W1 Miszel v | [ADaD ] USEBSG 02746 000024

@ 085 USB-SUPERIOR VISION HiHealth ~ | [ViSION @ USEBSG 02746 000035

L 086 USB-COLONIAL CANCER HiHealth ¥ | [CANCER 2] UsEBSG 02746 000088

@ [ 0s7 | USB-COLONIAL ACCIDENT M1 Miseel v | [ACCIDENT = USEBSG 02746 000087

W = USB-COLONIAL SPEC DISEASE M1 Miscel ¥ | [SPECIFIED DISEAS @ USEBSG 02746 000038

@ = USB-LINCOLN CRITICAL ILLNESS | [HIHeaith v | [CRITICAL ILLNESS 5] UsEBSG 02746 000089

@ [ 0g0 | USB-LINCOLN ACCIDENT M1 Miseel v | [ACCIDENT ] UsEBSG 02746 000090

o 031 TRS CARE SURCHARGE RIRetiree ¥ | | TRS CARE SURCHAR T | TEACHER RETIREMENT SYSTEN 02238 1

@ 052 CARE SURCIARCE REIME W Tisce] ¥ || CARE SORCH P TEAIRD 150 OPERATING FUND 01870

1] 083 USB-LINCOLN GROUP LIFE Ui Life inst ¥ | [LINCOLN GROUP LI = UsEBSG 02746 [ 000023 | -
Refresh Vendor Details
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Pension Care Surcharges (Insurance) must be added to each
applicable retiree.

Maintenance > Staff Job/Pay Data > Deduction screen
Add a row for the deduction code, selecting the deduction code for

TRS Care Surcharge. Enter the amount in the Emplr Contrib field with
99 remaining payments and Save.

Change Application |
Year: C

Tables Maintenance 0 = qui Next Year Self-Service Utilities:

Delete  Deduction Code Net Amount Empir Conwib Remain Pymts Refund Cafe 125 Empir Contrib Factor  TEA Contrib Factor
T |o01 - ADDITIONAL WITHHOLDING TAX [=] 25.00 0.00 99] | O 1 | 1
() 608 - RETIREE TRS CARE SURCHARGE lez]

et | ooo| | ss0o0 | a9 I | O [+ ] [ 1 ]

Note: If you have an agreement with the retiree to pay the district back for
these surcharges, review that deduction as well. To repay the district, a
second deduction must be entered, using a deduction code with the
district as the vendor.

87. Add September pay date

Tables > Pay Dates

e Select +Add and add your September paydate. At this point, we are only
concerned with the September pay date. Additional Pay Dates will be added
in another step.

Change Application Exit Applica|
ost: 10.52.4.142 Browser: GC 75.0 Year: C

Payroll Next Self-

Tables  Maintenance Eracesang Inquiry  2o0 CETOe

Utilities Reports AR

SessionTimer: 58 min and 31 sec HRS2800 County/District 4|

Start Pay Date: |09-15-2019 [ Retrieve ][ Print ]

Delete Details School Year Pay Date Begin Date End Date TRS Month TWC Quarter
Q 09-15-2019 09-01-2019 09-30-2019 | 09 | o |
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Due to program issues these next 3 steps:
Accrual Calendar, Calculate September Payroll and Print Addendum for Active
Employees will be moved to Step 114,115 & 116 page 122-123.

Moved to page 122

e Due to a program issue, pay dates and number of days built in the Accrual
Calendars in NY Payroll did not copy over. These must be manually added to
Current Year Payroll.

Tables > Workday Calendars > Accrual Calendar tab.

Tables Maintenance Payroll Processing Inguiry Mext Year Self-Service Utilities Repory

SessionTimer: 58 min and 25 sec

School Calendar Copy School Calendar Delete School Calendar
[ Retrieve || Print ]
Delete  Details Accrual Code  Total Days Worked Delete  Pay Date
@ |os=1-2019 15.00
W = B 197.0 W@ [oo-12-2019 20.00
L) < c 0.0
= ] b 0o W@ [10-15-2019 23.00
@ Q E 0.0 @ [11-152010 12.00
W B F 0.0 W [12-132019 15.00

88 Calculate September Payroll
Payroll Processing > Run Payroll

Verify Pre-Post Reports then STOP! Correct any errors that might display.

Moved to page 123

89. Print Addendum for Active Employees. We recommend you request
each employee review for accuracy and return. Make corrections and
give to the employee to review again.

Utilities > Payroll Simulation > Addendum tab
Choose your Select criteria and whether or not you want to include

Emergency Contact Info and/or Budget Information. When you click on
Execute, the information will pull in.
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The next part of the process covers the Finance Fiscal Year close.

The following should be completed before beginning this Process

*

expenditures, but not revenue.

Log into Budget

*

Enter TRS On-Behalf Revenue in Budget. NY Payroll budgets for On-Behalf

A. Pulla Summary Report for object 6144. The Appropriations shown
for each fund must be budgeted in XXX-00-5831.00.

Budget > Inquiry > Budget Account Code Inquiry,

SessionTirmer: 50 min and 50 see

count Codes Inquiry

Exclude Objects 61XX

Ll
*\ccountCode: E I@ E E| E@ E E@ [
Fund Fure 4] Sabj g Prog——

% KA b

Date Run:  07-19-2019 12:46 PM Account Code Inquiry - Summary

CrtyDist ~ 030-903 BAIRD ISD Page: 2 of 2

2000 XX 6144 200 200 X X0 X XX Flel:N
A7-018 M- 218-2019  01-A19 2019-2000  019-200  A19-200
LastYrClosing  This YrOrigmal ~ This YrAmend  This YrAchil Next Yr Next Yr
Fund Description Amt Budget Budget Amt Requested Approved
I Totals for 189/0 I

Fund Balence 0o 0o 000 0o 000 oo 000
Estimated Reverues 0o 0o 000 0o 000 oo 000
Other Resources 0o 0o 000 0o 000 .00 000
Appropriations 174,156.06 183.586.00 18358600 8280020 00 220185.00 183,586.00
Other Uses 0o 0o 000 0o 000 oo 000

Fund: 2400 NATIONAL SCHOOL BREAK & LUNCH

240-35-6144.00-993-059000  TEACHER RETIR/TRSCARE-ON BEH 000 583400 583400 000 0o 714000 583400
61XX  PAYROLLCOSTS 0o 5830 583400 0o 00 714000 583400
ctemlisil | COSTS 0o 5840 58300 0o 000 714000 58400

Tofals for 240/ 0
Fund Balance 0o 00 000 0o 00 000 000
Estimated Reverues 0o 00 000 0o 00 000 000
Other Resources 0o 0o 000 0o 00 il 000
Appropriations 0o 5830 583400 0o 00 714000 583400
Other Uses 0o 00 000 0o 000 0o 0.00
Und Salance 00 0o 000 00 00 000 000
Estimated Reverues 0o 00 000 0o 00 000 000
Other Resources 00 00 0.00 00 000 000 000

17415606 18942000 16342000 8280000 0 2732300 18342000
Cther Uses 0o 00 000 0o 000 Qoo 000
B. Add amount from the report in:
Maintenance > Budget Data > Tab desired,
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(Example: We are using Recommended in our screen shot)

Maintenance > Budget Data

=

Requested | & Appraved

SessionTimer: 59 min and 28 sec

Delete  Lock Note Details

secourt Cores 06005631 300000063000 | | Retrieve | |

Account Code

NextYr Requested  Next Yr Recommend Destription

227225 00 || TRS ON-BEHALF BENEFIT ]
58760 ARERA REHA

Budget Medicare D Revenue and Expenditure. Amounts can be retrieved
from the TRS Website: www.trs.texas.gov >

Reporting Entities > Governmental Accounting Standards Board (GASB) >

GASB Statement 24

! TRS TEACHER RETIREMENT SYSTEM OF TEXAS

About TRS

Home

REPORTING ENTITIES - HOME
GENERAL INFORMATION

Contribution Rates

Employment Eligible for TRS Membership
Creditable Compensation

RS Salary Cap Provision

Limits on Transfers and Refunds
Reporting Requirements for SSA-1945
Important ORP Information

TEXNET

Employment after Retirement Limits Chart
Employer Advisory Group

RE PORTAL TRAINING
Training Guide
Training Videos

Qoling Training

Active
Members

UVl LU Careers Contact Us

| SEARCH. Q
Retirees and Reporting Investments Pension Health Care
Beneficiaries Entities Benefits Benefits
RE PORTAL RESOURCES FAQs
Current Defects and Issues (pdf)
RE Portal Tips and Processes (pdf) FORMS
User Guide PUBLICATIONS

Payroll Manual (Public Schools) (pdf)

Payroll Manual (Higher Education) (pdf)
Supplemental Instructions for Child Nutrition
Error and Warning List (pdf)

Web Administrator Designation Form 597A (pdf)
Instructions for Web Administrators (pdf)

GOVERNMENTAL ACCOUNTING STANDARDS BOARD

(6ASB)

GASB Statement 24

GASB Statement 67 and 68 Check out our new
GASB Statement 74 and 75 WWMM
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http://www.trs.texas.gov/

Scroll down near bottom of page. Click link for Medicare Part D: On-Behalf
Payments (pdf).

r MyTRS REPortal Careers Subscribe! Contact Us
TRS TEACHER RETIREMENT SYSTEM OF TEXAS ‘ b Q |

B |

About TRS i Retirees and Reporting Investments Pension Health Care
Beneficiaries Entities Benefits Benefits

GASB Statement No. 24 - 2019 Estimate Now Posted

The Governmental Accounting Standards Board (GASB) Statement 24, Accounting and Financial Reporting for Certain Grants and Other Financial Assistance, was issued June 1994 and effective for pericds
beginning after June 15, 1995. This statement establishes accounting and financial reporting standards for pass-through grants, foed stamps, and on-behalf payments for fringe benefits and salaries

ehal

ATTENTION: TRS Reporting Officials

The Teacher Retirement System of Texas is furnishing this information to assist reporting entities in complying with the GASB requirements. Certain information required by GASB 24 will have to be derived from
the reporting entity's payroll records. Please forward this document to your reporting entity’s financial/accounting manager and your auditor.

ANNUAL FINANC|AL REPORT OF NOTES TO THE FINANCIAL STATEMENTS

Per GASB 24, paragraph 12, reperting entities shouid disc

REPORT|NG ENT|TY HNANCV—\L STATEMENTS the amounts recognized for on-behalf payments for fri n~ebereftsarcaaame* E*r on-behalf

payments that are contributions to the pension plan, see GASB 68 instructions

GASB 24 requires reporting entities to recognize
payments in their financial statements. On-behalf payments for fringe benefits and salaries are direct
payments made by a paying entity to a third-party recipient for the employees of an employer entity.

venue and expenditures/expenses for on-pehalf

Types of On-Behalf Payments:

State Contributions - Contributions mace by the State of Texas to the Teacher Retirement System
(TRS) of Texas on behalf of & reporting entity's employees must be recognized as equal revenues and
expenditures/expenses by each district. Section 1.3.3 of the Texas Education Agency'’s (TEA) Fi
2m Resource Guice provices & detalled explznation and examole. Click on the link
E£A Financial Accountability System Resource Guide.

inancial
Accountability
below to obtain the most recent version of

TEA Financial Accountability System Resource Guide

Federal Government Retiree Drug Subsidy - The Medicare Modemnization Act of 2003 (MMA) created an
outpatient prescription drug benefit program (known as Medicare Part D) and a Retiree Drug Subsidy
(RDS) program which were made available in 2006. The Texas Public School Retired Employee Group
nsurance Program (TRS-Care) is offering @ Medicare Part D Plan and 1s participating In the Retires Drug
Suosidy plan for eligible TRS-Care participants. Under Madicare Part D and the RDS program, TRS-Care
receives payments from the federal government to offset certain prescription drug expenditures for
eligible TRS-Care participants. On-behalf paymeants must be recognized as equal revenues and
expenditures/expenses by each raporting entity

The allocation of these on-behalf payments is based on the ratio of a reporting el covared payroll
fo the entire coverad payroll reported by all participating reporting entities. TRS based this allecation
percentage on the'completed® report submissions by reporting entities for the month of May. Any
questions abeut payrell amounts should be directed to & reporting entity's payroll contact

Click on the link below to obtain a listing of e&ch reporting entity's portion of retiree drug subsidy
received by TRS for each fiscal year ending August 31

l Medicare Part D: On-Behalf Payments - 2019 June Estimate (pdf) I
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GASB 24 Medicare Part D
FY 2019 June Estimate
TRS FY17 FYi8 FY19
District REPORTING ENTITY NAME Act. § Amount Act. $ Amount Est. $ Amount
Number Med.PartD  Med. PartD  Med. Part D
2191 APLUS ACADEMY $ 18,843 § 20,229 $ 24,844
2161 AW BROWN FLWSHP CHTR SCH 35,089 36,592 35,714
2344 A+ UNLIMITED POTENTIAL 1,704 1,730 1,947
0300 ABBOTTISD 4,284 4,644 5,191
0301 ABERNATHY ISD 15,697 16,090 16,988
0303 ACADEMY 1S 0,/ 38 y 3
2058 ACADEMY OF ACCELERATED 9,859 10,530 11,105
2174 ACADEMY OF DALLAS 4,938 5,567 4,769
2202 ACCELERATED INTERMEDIATE ACADEMY 3,780 3,954 4,512
1625 ADRIAN ISD 2,595 2,896 3,110

A. Enter the Budget Revenue in 199-00-5831.01.
Budget > Maintenance > Budget Data
Select the tab that you are working in your budget.

(Example: Recommended)

Tables Maintenance Inquiry Utilities Reports

SessionTimer: 58 min and 48 sec

Requested Approved

Accourtt Code:[190-00-5831.01-000.000000 | [ Rewrieve | [ pame |

Next ¥r Recornmend Description
327,4323.00 f| MEDICARE PART D/ONBEHALF

Next ¥r Requeste:
e

Note: In this example we are using Abilene ISD Med Part D Amount.

B. Enter the Budget matching Expenditure in 199-11-6144.01

Tables Maintenance Inquiry Utilities Reparts
SessionTimer: 58 min and 23 sec

Maintenance > Budget Data

Requested Approved

Account Code: 199006831 01-0000.000.00 | [ Retrieve | [ prine |

Delete Lock Note Details Account Code NextYr Requested ~ Next Yr Recommend Description

Looo Jofoof ol 0.00 MEDICARE PART D/ONBEHALF
T Te e oo e el o ) T (S
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* Log into Finance *

Ensure Medicare D (Realized Revenue and Actual Expenditure)
are booked in Finance in File ID C.

Finance > Inquiry > General Ledger Inquiry

Tables Maintenance Inquity  BudgetAmendment  Utilities  Reports

¥ Show Details Report will display Transaction Detoils

Obj Sobj  Org

Fund  Func [E— —

B PR
DateRurc  07-31-2019 1259 PM Deseil Transaciions for Revenue: Accounts
Cnty Dist  030-903 TESTISD Page: 1of 1
Processed Cument (07) & Next (08) 199 00 5831 01 JX00¢ X XX X XX File ID: C
Est Roul Rizd Rovi

Type Number Date Per Reason/Description ic Balance
185 00 5831 01 00D 3 00 0 00  MEDICARE PART DIONBEHALF

- 0.00 0.00 0.00
G BUDIS 08312015 09 OPENINGENTRY se7600 0o

** Ending 8.876.00 0.00 8.876.00

If Medicare D has not been booked enter a journal entry from:
Finance > Maintenance > Postings > Journal Actual
199-00-5831.01 Credit Amount $327,433 *
199-11-6144.01 Debit Amount $327,433 *

*Sample amount only.

Use the amount listed for your district on the Medicare Part D On-Behalf of
payment list retrieved in a previous step.
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Maintenance Inquiry Budget Amendment Utilities Reports

SessionTimer: 59 min and 48 sec

IV Number: :I IV Number Description: | | [ Retrieve ] [ Directory ]
N Type: |V Number: === aict Per: Default [V Number Description:
ACTUAL AUTO MEDICARE PART D ON-BEHALF I * ‘ I

|

[ Add JV ][ Delete JV ] Reverse |V J

Reason Debit Amount Credit Amount  Trans Date

MEDICARE PART D ON-BEHALF 0.00 327,433.00 07-31-2019
MEDICARE PART D ON-BEHALF I s27.ezz00 [ 00007312012
32743300 327.433.00

Jser ID

Totals:

pi Curr Exp/Rlzd Rev Current Balance Debit Amount Credit Amount AdjExp/Rizd Rev Adjusted Balance
189-00-5831.01-003-000000 0.00 0.00 000 32743300 527, 433.00 -327,433.00

otals: 327,433.00 327,433.00

You are now ready to begin the Finance Fiscal Year close.

Log into the Current Year Finance.

90. Make a backup of Finance before beginning this process.
Utilities > Export by File ID

Select File ID C from Available File IDs, pull to the right and Execute.

Maintenance Inquiry Budget Amendment Utilities Reparts

Utilities > Export by File ID

Available File IDs Selected File IDs

]
2009 - 2010 | Cc 2018-2019

2010 - 2011
2011 -2012
2012 -2013
2013 -2014
2014 - 2015
2015 - 2016
2016 - 2017
2017 -2018
2008 - 2009
20032 - 2004

DD0DDODEDOEO
POOONOWN R WRN 2O

411
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91. Delete transactions in the 1099 Work Table.
Utilities > Create 1099 Work Table

Leave dates as zeros, The Use 1099 Object Codes Table is not
necessary to check and then select Delete.

Tables Mairterance Ineuiry Budget Armendment Utilities Reports

Utilities > Create 1099 Work Table

[ Asa ) [ oeere |

Beginning Date: 00-00-0000

Ending Date: 00-00-0000 l Leawve Dates as Zeros '

Use 1099 Object Codes Table |+

92. Reverse Purchase Orders in Finance.
Utilities > Fiscal Year Processing > Mass Purchase Order Reversal >

Reverse PO by Fund tab

e Create a Backup when asked.
e Move all funds to the right.
o Execute

Utilities > Fiscal Year Processing = Mass Purchase Order Reversal

g EREETTYT
=
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Print the report.

e Analyze the POs listed and refer to the Additional Considerations
(Separate Document).

e Outstanding POs displaying goods and/or services ordered prior to
August 31. Some may legitimately be paid with 2018-2019 money and
will therefore need to be re-entered for payment.

e Those with goods and/or services not received by August 31 will
need to re-entered in 2019-2020 once received.

e Once all POs have been considered, Process the reversal.

= Hd4

Date Run:  07-19-20192:25 PM Mass Purchase Order Reversal Report Fund / Year

CntyDist  030-903 BAIRD ISD Page:1of 1

File ID: C

PONbr  Encum Amt Fnd-Frc-Obj.So-Org-Prog Vendar Name Reason
013078 1230000 193-51-6243.00-999-899000 03236 - 4UALI| Y HARDWOOD FLOORS. INC RESURFACE GYM FLOOR
013085 -34000  199-11-6399.13-001-922000 0471 - METAL MART WORK TABLES
013091 -27452  199-36-6399.12-001-991000 0050 - CARDINAL'S SPORT CENTER GOLF SUPPLIES
013091 -39508  199-36-6411.02-001-991000 0050 - CARDINAL'S SPORT CENTER GOLF SUPPLIES
013091 -50000  199-36-6411.04-001-991000 00950 - CARDINAL'S SPORT CENTER GOLF SUPPLIES
012101 76367 199-36-6399.00-001-991000 02082 - PROMAXIMA MANUFACTURING, LLC CURL MACHINE
013101 -29433  199-36-6497.00-001-991000 02082 - PROMAXIMA MANUFACTURING. LLC CURL MACHINE
013102 -10751  199-36-6392.00-001-991000 02245 - VELOCITY PRO BASEBALL LLC BASEBALL SUPPLIES
013102 -30844  1993-36-6497.00-001-931000 03245 - VELOCITY PRO BASERALL LLC BASEBALL SUPPLIES

At the prompt, select Yes to delete related Requisition records.

\:@ Would you like to delete the related requisition records?

Yes Ho

* Log into Purchasing *

93. If using Purchasing, delete Requisitions
Purchasing > Utilities > Mass Delete Requisition Records > Fund/Fiscal Year

Do not be concerned if you have some previous years showing. You will
want to delete all by pulling funds to the right and Execute.
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Budget - First Payroll Part 4

Utilities > Mass Delete Requisition Records

und scal Yea Requisition Number
Select From FundYr Select To FundYr
No Rows 198 /3
S
——
i)

e Print the report
e Process

e Valid Requisitions will need to be re-entered in the new fiscal year

file.

e Select Ok on The Mass Delete Requisition Records process

completed successfully.

l Process ' Cancel
e W4 M
Date Run:  07-19-20192:33 PM Mass Delete Requisition Records by Fund / Year
CntyDist  030-903 Page:1of 1
ReqNbr PO Nbr Requestor Vendor Name Campus/Dept Reason Status
000001 SANDRA BULLOCK 00013 -ESCREGION 14 700 - GENERIC Board Training N - Not submitted
End of Report

completed successfully.

Application

-,
\“‘z/ The Mass Delete Requisition Records process

oK

94. In Purchasing, delete Requisitions that may have been saved but not

submitted.

Utilities > Mass Delete Requisition Records > Requisition Number tab.

e Enter Requisition Number Range from 000000 to 999999 and

e Execute.
e Process at the Preview.

Updated August 15,2019
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Note: This step will delete the Saved Requisitions that have not been
Submitted. Be sure to Delete these Requisition because if they are left
hanging out there it will cause you errors later on.

Maintenance Inquiry Next Year Utilities

Reports

Utilities > Mass Delete Requisition Records SessionTimer: 59 min and 34 sec

Requisition Number Range

From: | 000000 | To: l 999999 Il

[ Process ] Cancel ]
) M4 »M
Date Run: 07-16-2018 3-44 PM Mass Delete Requisition Records by Range
Cnty Dist: 104-903 TEST ISD Page: 1 of 1
Req Nbr PO Nbr Requestor Vendor Name Campus/Dept Reason Status
001010 SANDRA BULLOCK 016580 - DRAMATIC 001 -TESTISD T- Returned
PUBLIS
001115 SANDRA BULLOCK 23166 - Prospenty Bank 001 -TESTISD T- Returned
End of Repont
Application

-
y The Mass Delete Requisition Records process
=z completed success fulky.

* Log back into Finance *

95, If using the Budget Amendment feature, Delete CYR Amendment
Transactions from Finance > Budget Amendment > Delete
Amendments. Select both boxes in the Delete Options box, move all
funds to the right and Execute.
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Budget Amendment > Delete Amendments

| Fund / Fiscal Year | Amendment Number

No Rows ;99 /: «) Unposted Amendments
114

255/9

Fund/Yrs Available: Fund/Yrs For Delete: Delete Options
Select Fund /Year Select Fund /Year =
¥ Posted Amendments I

= 4 >

Date Run: 07-19-2019 2:48 PM Delete Amended Budget

Cnty Dist  030-903 BAIRD ISD Page: 1of 1

Fund: 1999 GENERAL FUND File ID:
FncObj.SoOrgProg TransDate _ AmendmentNbr | Amt D Amt Amendment Dx

11-6399.00-001-331000 02-15-2019 000015 24.670.00 0.00 BO0OO15 HIGH SCHOOL ALLOTMENT

51-6249.00-999-993000 10-16-2018 000020 47.658.00 0.00 BO00020 AMEND MAINT BUDGET

00-5929.00-000-300000 03-21-2019 000016 0.00 4.434.00 BO00016 DECREASE TITLE | AWARD

11-6119.00-101-830000 03-21-2019 000016 0.00 4.434.00 BO00016 DECREASE TITLE | AWARD

00-5829.00-000-300000 05-21-2019 000017 0.00 185.00 BO00O17 DECREASE TITLE Il

11-6112.00-001-811000 05-21-2019 000017 0.00 185.00 BO00O17 DECREASE TITLE Il

End of Report

The Delete Fund / Fiscal Year Amendment process
completed successfully.

>

96 a. Copy Current Finance information to File ID 9 for history.

= Step 96a is Optional! You will be needing the 9 that is

presently being used for 2008-2009 for the 2018-2019 file. Step
96a will allow you to retain 2008-2009 for historical data. If you
don’t want 2008-2009 for history, proceed to step 96b.

= Change to File ID 9.

Utilities > Move Current to New File ID,
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= Choose an alpha character, not currently being used for the New
File ID that you will be calling 2008-2009, but do not use ‘C’. C is
always used for the Current File.

= Check the Select button to select all the Fund/Year’s.

= Ensure the Copy radio button is selected and NOT the Move.

= Execute

S —— 0S4 Eromsen G S0 Year:
e s fepors Tables  Maintenance  Inquiy  BudgetAmendment  lkites  Reparss

SessonTimes: 56 in and 15 se¢ ANT200 CountyiDistrict £ 030903

g Fund Destription
¢! pavrfl CLEARING

®niove Ocopy

Fund Descripion O1ine Ocopy

PAVRDLL CLEARNG N Move ® Copy
Ik vaodpsaanG Nove copy
:
Ch EE LD Nens @ oy
x, [0 B Nove copy
A, W copy

Move ®Copy

Copy 7
DEA S -PRE K FUND Mave ®Copy Zg Move ®Copy
DEA-PART BVHIGH COSTSTUDENTS. e opy 3 JHICH COST STUDENTS Chlowe gy

A NATIORAL SCHOOL BREAK & LUNCH
CARL HERKINS VOC. ED GRANT
TITLE IRPART A CLASS SIZE RE

Veopy
# Copy
Mave ® Copy

NATIONAL SCHOCL BREAK & LUNCH Mo
CARL PERKINS VOC. ED GRAN]
TITLE N, PART A CLASS SIZERE

AERP CRANT REap T Nove 80y
EDUCAION |085 FUND Move 9oy
T ssap Wcopy
i ACENE 0
PLACEMENT INCENTVES Obr e s oy

ATED READING PROGR/

Move ®Copy
Niove $copy
Move ®Copy

ACCELERATED READING PROGRAM
MA
TECHNOLOGY ALLOTMENT

RFNOLOGY ALLOTMENT
RURAL TECHNOLOGY GRANT

. O B Scopy
- AL TECNOLOGY AT §  INTEREST & SWKING FUND ®
O NTEREST & SINKING FLND - . 0 - o
- o 0 P
O NSURANCE = = -
O G SCHOLARSHPFUND
C SCHOLAHP FUND
O 85/ ACTVITYFUNDS
O ACTNTY FUNDS .
e O s01/8  GENFOEDASSETACCTGROUP  OMove®copy
D S0N/8 GEN.FUEDASSETACCTGROLP _ -
. - O %02/%  CENERALLONGTERM DEX Move ®copy
D 902/8  GENERALLONGTERMDES

Change Application Exit Application Help
4141 Browser: GC 75.0
Maintenance Inguiry Budget Amendment Utilities Reports Account Period: 09
SessionTimer: 59 min and 14 sec FIN7200 County/District #: 030903
B Select  Fund f Year Fund Deseription ®Move O Copy
—r— BAYROLL CLEARING OMove ®copy

L4 163/5 PAYROLL CLEARING UMove ® Copy

5] 163/6 PAYROLL CLEARING ~'Move ‘®'Copy

5] 16347 PAYROLL CLEARING UMave ®Copy

L4 163/9 PAYROLL CLEARING UMaove ®Copy

I+ 164/0 VENDOR CLEARING ~'Move ® Copy

L4 164/5 WENDOR CLEARING UMove ® Copy

L] 164/6 WENDOR CLEARING Move ' Copy

5] 164/7 WENDOR CLEARING ~'Move ‘®'Copy

5] 164/9 WENDOR CLEARING UMave ®Copy

I+ 199/0 GENERAL FUND UMove ®Copy

4] 199/4 GENERAL FUND ~'Move ‘® Copy

L4 199/5 GENERAL FUND UMove ® Copy

L] 19976 GENERAL FUND Move ' Copy

L) 19947 GENERAL FUND ~Maove ® Copy
il 100 /0 CENEDAL EIIND [TY NP

At the prompt, verify you want to copy data from the current File ID (9)
to the new File ID by clicking Yes.
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.-/"-

'@ You are about to Copy data from the current File ID 9 to new File ID B.

Do you want to continua?

Stop!! Change back to File ID C.

Note: You must NOT be in File ID 9 when you delete it or you will be caught in
aloop it is difficult to get out of. Verify you are in File ID C before
deleting.

96 b. We need File ID 9 to be clear so we can add the 2018-2019
information. At present, it still has the 2008-2009 information. This
step will delete the old 2008-2009 information.

Utilities > Delete by File ID,

= Verify that you are in File ID C.

= Under the Available File ID’s select 9 for 2008-2009 and move to
the right under the Selected File ID’s.

= Execute

Change Application

Exit Application  Help

Host- 10.52.4.141 Browser: GC 75.0

Utilities > Delete by File ID SessionTimer: 59 min and 51 sec F. 7900 County/District # 030903

Tables Maintenance Inquiry Budget Armendment Utilities Reports Account,

Available File IDs Selected File IDs

]
(I 2009 - 2010 ) 9 2008-2009

] 2010-2011
(]

2011 -2012
2012-2013
4 2013-2014
2014-2015

]
1
2
[
5
6 2015-2016
7
8
A
B

you are
in File ID
C

|8} 2016-2017
2017 -2018
20032 - 2004

2008 - 2009

Jy!
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Choose YES to delete Finance Table for the File ID 9.

You are about to delete Finance tables for the file id 5.
I hY All data for this file id will be removed.

Do you want to cantinue with the deletion?

[ Yes | No

96 c. Copy Current Finance information to File ID 9 for history. This
step will move the Current 2018-2019 information into File ID 9 that
was cleared of the 2008-2009 information in 95b.

Utilities > Move Current to New File ID

= FileIDC

= For The New File ID, Select 9

= Check the Select button to select all the Fund/Year’s.

= Ensure the Copy radio button is selected and NOT the Move.
= Execute.
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Change Application Exit Apphcatiﬂn
wser: GC 75.0
Tables Maintenance Inguiry Budget Amendment Utilities Reports
1Tirner: 59 min and 35 sec
5 1 ® Move O Copy
. PAYROLL CLEARING OMove ®Copy
1« 16449 VENDOR CLEARING OMove ®Copy
1« 19949 GENERAL FUND OMove ®Copy
1« 20649 MCKINNEY VENTO OMove ®Copy
1« 21149 ESEA TITLE | PART A OMove ®Copy
1« 22449 IDEA-PART B, FORMULA. OMove ®Copy
7] 22549 IDEAE - BRE K FUND OMove ®Copy
7] 22649 IDEA-PART B/HIGH COST STUDENTS Mave ® Copy
7] 24049 NATIOMAL SCHOOL BREAK & LUNCH  CMave ® Copy
7] 24449 CARL PERKINS VOC. ED GRANT OMove ®Copy
=] 25549 TITLE II, PART A CLASS SIZE RE OMove ®Copy
=] 7049 REAP GRANT OMove ®Copy
=] 28749 EDUCATION JOBS FUND OMove ®Copy
=] 28049 TITLE IV SSAER OMove ®Copy
=] 20749 ADVANCED PLACEMENT INCENTIVES  CMave ® Capy
=] 40449 ACCELERATED READING PROGRAM  CMave ®Capy
7] 410/9 IMA OMove ®capy
=] 41149 TECHNOLOGY ALLOTMENT OMove ®copy
=] 42940 RURAL TECHNOLOGY GRANT OMove ®copy
7] 5o8/9 IMTEREST & SINKING FUND OMove ®Copy
4] £99/0 BOND OMove ®capy
7] FE3/0 IMSURANCE OMove ®Copy
7] 2810/9 SCHOLARSHIP FUND OMove ®Copy
7] 26549 ACTIVITY FUNDS OMove ®Copy
=] a0 49 GEN. FIXED ASSET ACCT GROUP OMove ®Copy
=] 00249 GENERAL LONG TERM DEBT OMove ®Copy

At the prompt, verify you want to copy data from the current File ID C to the
New File ID 9 by clicking Yes.

You are about to Copy data from the current File ID C to new File ID 9.

Do you want to continue?

= G

We will change the year to 2019-2020 in a later step in this training.

Change Applicaion et Analieafine el
Year:

T M by Dugetnedner  Uibs  Rews  AcoutPerod
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97. Verify all funds/account codes and amounts have been copied to the

new file ID.

Finance > Reports > Finance Reports > Summary/Miscellaneous Reports >

FIN3050 - Board Reports.

For the Parameters/Values select Recap to print in both File ID C and File
ID 9 and compare totals of Revenues and Expenditures.

Date Run:  07-24-20193:27 PM
Cnty Dist  030-903

199/9 GENERAL FUND
206/9 MCKINNEY VENTO
211/9 ESEATITLE | PART A
226/9 |DEA-PART BHIGH COST STUDENTS
240/9 NATIONAL SCHOOL EREAK & LUNCH
255/9 TITLE ||, PART ACLASS SIZE RE
270/9 REAP GRANT
283/9 TITLEIV SSAEP
410/9 IMA
5%9/9 INTEREST & SINKING FUND
753/9 INSURANCE
810/9 SCHOLARSHIP FUND
Total 5000 Revenues

Board Report
Recap Comparison of Revenue to Budget
TESTISD
As of July

Revenue
EstimatedRevenue Realized
_ (Budge)

_ Cument

3579.026.00 -25.964.91
00 0
93.352.00 0
5,000.00 0
194.039.00 -50
9.215.00 0
19.669.00 0
7.500.00 0
29.830.00 0
307.990.00 157171
2.000.00 2500
1.000.00 -100.00
4,688.661.00 -27.662.12

ITdaIHevems

Revenue
Realized
To Date

-4.008.545 66

-267.54
-100.807.72
oo
-23741478
-3.81873
-1828132
-7.500.00
-16.87321
42566822
-3.17547
-350.00
481744931

Program: FIN3050

%zld 2

Revenue
Balance

-2951966
-267.94
-7151679
5,000.00
-43.375.16
39627
1387628
00
12956.79
-37.678.23
£.17547
450.00
-128.788.31

Percent
Realized
100.74%
108.05%
122.35%
95.70%
92.94%
100.00%
56.56%
109.71%
408.77%
55.00%
102.75%

4.728.661.00 -27.662.12 -4,833,002.51 10434151 14163% l

Date Run: 07-24-2019329PM Board Report
Cnty Dist  030-903 Recap Comparison of Revenue to Budget
TESTISD
As of July
Revenue Revenue

EstimatedR Realized Realized Revenue Percent

Current To Date Balance Realized

199/9 GENERAL FUND 3,579.026.00 -25.964.91 -4,008,545.66 2951966 100.74%
20679 MCKINNEY VENTO 00 00 -267.94 -267.94 00%
211/9 ESEATITLEIPARTA 9339200 0 -100.907.79 751579 108.05%
226/9 IDEA-PART BHIGH COST STUDENTS 5.000.00 0 0 5.000.00 0%
240/9 NATIONAL SCHOOL BREAK & LUNCH 194.039.00 -50 23741415 4337516 122.35%
255/9 TITLE Il. PART A CLASS SIZE RE 9.215.00 0 -8.818.73 9T B0
270/9 REAP GRANT 19,669.00 0 -18.281.32 1387.68  92.84%
289/9 TITLE IV SSAEP 7.500.00 0 -7.500.00 00 100.00%
410/9 IMA 29.830.00 0 -16.873.21 1295679 55.56%
539/9 INTEREST & SINKING FUND 387.930.00 157171 -425,668.23 3767823 10971%
753/9 INSURANCE 2.000.00 -25.00 8.175.47 617547 408.77%
810/9 SCHOLARSHIP FUND 1,000.00 -100.00 -550.00 45000 55.00%
Total 5000 Revenues 4,688.661.00 2766212 -4.817.44931 12878831  102.75%

Total 7000 Revenues 40.000.00 .00 -15,553.20 2444680  38.88%

T 72860100 Bz v A 174 W
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. Log back into the File ID C in Finance

Note: At this point you have 2018-2019 for File ID 9. We are going to make
changes to reflect in the 2019-2020 which is still named C — 2018-2019. We
will change the Name of the Year that we have been working in from 2018-
2019 to 2019-2010 in Step 111.

98. Add Fiscal Year O Funds to the Account Code table in Finance.

Utilities > Mass Change Account Codes > Fund/Year tab,

= Move all Fiscal Year 9 funds to the right. This will change the
Account code year from 9 to 0.
= Execute

Change Application Exit Application

wser: GC 75.0

County/District # 030903

Tables Maintenance Inquiry Budget Amendment Uilities Reports

Utilities > Mass Change Account Codes SessionTirmer: 59 min and 21 sec FINE200

Ma: Crosswalk

Select  Fund/Year Description

Select  Fund /Year Desceription .
o 163/9  PAYROLL CLEARING 2 [1e3sn BAYROLL CLEARING Execute

d 164/9  VENDOR CLEARING ]
5] 199/9  GENERAL FUND
5] 20679 MCKINNEY VENTO

[164/0 | |venpor cLearng

B frogs0 | [eeneraLrunD

| )
O 211/9  ESEATITLEIPARTA = [zoero | [mckmneyvento
O 224/9  IDEAPART B FORMULA E o [at1/o | [EsEATITLEIPART A
L) 25/9  IDEAB-PREKFUND E 22470 | [iEApanT 2, FORMULA
[]  226/9  IDEA-PART B/HIGH COST STUDENTS O [0 | [oeas-rrekron
o
= P40V NATIONAL SCHOOL BREAKE LUNCH B 22670 | [IDEA-PART B/HIGH COST STUDENTS

[l 244/9  CARL PERKINSVOC. ED GRANT
| )
g 15570 TITLE | PART A CLAGS SIZE AE = fzaoso | [NATIONAL SCHOOL BREAK & LUNCH

|

|

|

|

|

|

|

|

B faaar0 | [cartperkiNg vOC ED GRANT |
E fassso | [Tmie, panT A cLass size R |
B faroro | [mearcrant |
B fas7s0 | [EDUCATION jOBS FUND |
|

|

|

|

|

|

|

|

|

|

5] 27079 REAPGRANT

5] 287/9  EDUCATION JOBS FUND

5] 28979 TITLE IV S5AEP

5] 39779 ADVANCED PLACEMENT INCENTIVES
5] 404/9  ACCELERATED READING PROGRAM
a L2079 IMA

[28/0 | [TmEv ssaep
Ol 41179 TECKNOLOGY ALLOTMENT £ [397/0 |  [ADVANCED PLACEMENT INCENTIVES

=] 429/9  RURAL TECHNOLOGY GRANT B [a0470 | [ACCELERATED READING PROGRAM
3] 599/9  INTEREST &SINKING FUND 3]

dufit

[#10/0 | [ma

O 599/%  BOND
O 753/0  INGURANGE B fanso | [TEcHNOLOGY ALLOTMENT
T B10/9 SCHOLARSHIP FUND L |e2gso | [RURALTECHNOLOGY GRANT
Ol 885/9  ACTMVITYFUNDS B [sse/o | [INTEREST & SINKING FUND
O 901/9  GEN.FIXED ASSET ACCT GROUP £ [sos/0 | [s0ND

5] 902/9  GENERAL LONG TERM DEBT 3] |753‘,D| |INSURANCE

B fatoro | [scHoLassHe FUND
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At the preview, select Process. Any Fund/Fiscal Years that already exist in
the Current File ID will not be added. The Account Codes that are needed
will be added with the Fiscal Year 0.

[ Process ] Cancel ]

NN M4 »H
Date Run: 07- 19 11:30 AM Fund / Fiscal Year Mass Change
Cnty Dist: TESTISD Page: 1of 1

Fund  Fiscal Year Description C

163 0 PAYROLL CLEARING Fund added, copied from 163 /9

164 0 WVENDOR CLEARING Fund added, copied from 164 /9

199 0 GENERAL FUND Fund added, copied from 193/9

206 0 MCKINMEY VENTO Fund added. copied from 206 /9

21 0 ESEATITLE| PART A Fund added, copied from 211/3

224 0 DEA-PART B. FORMULA Fund added, copied from 224 /9

225 0 DEAB-PRE KFUND Fund added, copied from 225 /9

226 0 DEA-PART B/HIGH COST STUDENTS Fund added, copied from 226 /9

240 0 NATIONAL SCHOOL BREAK & LUNCH Fund added, copied from 240/8

244 0 CARL PERKINS WVOC. ED GRANT Fund added, copied from 244 /9

255 0 TITLEl, PART A CLASS SIZERE Fund added, copied from 255 /9

270 0 REAP GRANT Fund added, copied from 270 /9

287 0 EDUCATION JOBS FUND Fund added, copied from 287 /9

289 0 TITLE IV SSAEP Fund added, copied from 283 /8

Note: Notice we are adding fiscal year 0 funds — not replacing. We will
delete fiscal year 9 funds that we no longer need in a later step.

99. Create Fiscal Year 0 balance sheet accounts in Finance.
Utilities > Fiscal Year Processing > Create New Accounts by Fund.

= Enter JV number OPEN20

= Enter a transaction date of 09-01-2019

= Clicking the double arrow will pull all fiscal year funds to the right.
Fund/Fiscal Year 9 will create Fund/Fiscal Year 0, Fund/Fiscal year
0 will create Fund/Fiscal Year 1. Move Fund/Fiscal Year O back to
the left if desired.

= Click the Select Class 1, 2, 3, & 4.

= DO NOT select the box to Carry Forward Totals at this time. Most
Auditors prefer to give you the accounts with their amounts that
they want to carry forward.

= Click Execute.
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Change Application

Account Period: 08

& New Accounts by Fund sessionTirmer: 59 min and 05 sec FING100 County/District #: 030903

Exit Application | Help

“ !1052.4.le Browser: GC75.0

Tables Maintenance Inquiry Budget Amendment Utilities Reports

Mew File 1D: € [ Current Accounting Period: 07 IV Numnber:
®'Next Accounting Period: 08

Transaction Date:

[ts0rzos]

Select From Fiscal Year Select ToFiscalYear l1 W2 W3 W4 WS M W7 E2 Ca;g;c;m:rd
16576 163/0 W & & @
16415 16470 W W W ¥
19978 19970 W @ @ @
206/ w0 W @ @ @
2148 M0 @ & ® @ Do Not
2618 26i0 ¥ W M @ Select the
24076 unfe W W W @
25545 x’E/0 W @ @ @ Carry
27046 00 WO W W @
289/8 ; w90 W W @ @ Forward
41079 41040 rd i b bd
2979 EE 20 @ @ @ @ Totals at
59915 cogi0 W @ @ @ this time.
690/ 60/0 W W @ @ e
75546 755/0 W @ @ @ \_
81078 g0/ W W W @
865/6 %5/0 W @ @ @
901/ wi/o W @ @ @
902/ s/ W W W @

At the preview you will see that the account codes with object codes 1XXX,
2XXX, 3XXX and 4XXX now have year 0. Select Process.

[ Process ] [ Cancel J
B O H 4 »M
Date Run: 07-29-2019 12:56 PM Create New Accounts By Fund
Cnty Dist  030-903 TESTISD Page:1of 10
File ID: C
Fund /Yr: 163/0
The: following accounts were created:

Fnd-Fnc-Oby. Description Balance
163-00-1110.00-000R00W000 CASH AND TEMPORARY INVESTMENT 00
163-00-1251.00-0:00 H 00 PAYROLL LIABILITY CREATE 00
163-00-1252.00-0:00 H 00 DUE FROM ALL OTHER FUNDS 00
163-00-2110.00-0:00 H 00 TRADES PAYABLE 87-88 00
163-00-2151.00-0:00 H 00 FEDERAL INCOME TAXES 00
163-00-2152.071-000 H 00 FICATAXES 00
163-00-2152.02-000 H 00 FICATAXES 00
163-00-2153.00-010 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-1 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-013 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-014 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-017 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-014 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-014 H 00 GROUF HEALTH & LIFEINS 00
163-00-2153.00-019 5 00 ACTIVE CARE1 00
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100. Perform the End of Month Close in File ID C.
Utilities > End of Month Closing,

Execute to close month 08 in File ID C. After EOM closing, your current
accounting period should be 09 in File ID C.

File ID 9is 2018-2019 - We are going to keep Accounting Period 8 Open
so your auditor can make adjustments.

File ID Cis 2019-2020 - Year but is still named C-2018-2019 at this time.
This will change later to 2019-2020. We are going
to close August because the New Year 2019-
2020 starts with September.

Verify your accounting period has changed to September.

Change Application
File ID: C
Account Period: 09

Bt Application

Help

Inquiry

Utilties > End of Month Closing SessionTimer: 59 min and 07 se¢ FIN7300 County/District #: 030903

Tables  Maintenance Utites

Budget Amendment Reports

* Log into Budget *

101. Verify that your funds are in balance.
Budget > Inquiry > Budget Account Codes Inquiry,

Select Totals and Retrieve. The difference between revenues and
expenditures should be zero. If not, an off-setting entry will be made to
fund balance. Run for all funds. Federal budgets should NEVER be out
of balance. Make adjustments as needed.
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Change Application Exit Application Hely|
:GC75.0
File ID: N [ change |
Tables Maintenance Inquiry Utilities Reports
Inquiry > Budget Account Codes Inquiry SessionTimer: 59 min and 32 sec BUD5000 County/District #: 030903
JSurnmary 1 Exelude Objects 61X
. e |
porecos o] ] o] B[] () B BE] 6] BE) B[ty

Fund Fune Obj Sobj Org B (v '
B & 'R
DateRun:  07-25-201911:45 AM Account Code Inquiry - Tolals
CntyDist 030903 TESTISD Page:l1of 3

00 20C 000¢ 20( 2000 X XX X XX File ID:N
2017-2018 2018-2019 2018-2019 2018-2019 2019-2020 2019-2020 2019-2020
LastYrClosing ThisYrOngnal — ThisYrAmend  This Yr Actual Next Yr Next Yr Next Yr
Fund Descripti Amt Budget Budget Amt R d R d Approved

Fund: 199/0  GENERAL FUND
Totals for 155/0

Fund Balance .00 24.115.00 00 .00 0 00 00

Estimated Revenues 4,249785.38 3579.026.00 3,979,026.00 3761.707.93 0 3579.026.00 3,979.026.00

Other Resources 00 .00 00 .00 00 00 0

Appropristions 3,866.890.62 3514.911.00 3.987.239.00 25743699 0 4.265577.00 3,987.239.00

Other Uses 2913290 40,000.00 40.000.00 10.943.60 0 40,000.00 40.000.00
Fund: 206/0 MCKINNEY VENTO

Note: If you are out of Balance the System will make the offsetting entries to
3700 in Step 103.

102. Verify your budget is in the Next Yr Approved column in Budget,
from

Maintenance > Budget Data — Quick Entry > Approved tab.

Change Application Exit Application Help

Z." 10.52.4 Browser: GC 75.0
| File ID: N

Tables Maintenance Inquiry  Utilities Reports

Maintenance > Budget Data - Quick Entry SessionTimer: 59 min and 55 sec BUD3100 Countty/District #: 030903

Requested Recommended

f————

org] || retrieve || pim |

=
2

k Note  Details Account Code NextYr Requested  Next Yr Recornrmend Nect Yr Approved Deseription o

N § 198-00-3700.00-000-0-00-0-00 0.00 0.00 SUDGETARY FUND BALANCE
NN § 198-00-5711.00-000-0-00-0-00 0.00 2538,551.00 2,538,551 00| TAXES-CURRENT YEAR LEVY
NN Q  199-00-5712.00-000-0-00-0-00 0.00 15,000.00 TAXES, PRIOR YEARS
NN § 198-00-5719.00-000-0-00-0-00 0.00 6,000.00 PENALTIES & INT./OTHER TAX REV
NN Q  199-00-5742.00-000-0-00-0-00 0.00 2,000.00 EARNINS/TEMP. DEP. & INVEST.
v 8

198-00-5742.02-000-0-00-0-00 0.00 5,000.00 5,000.00| INTEREST ON MONEY MARKET ACCT

If your budget is not in the Next Yr Approved column, go to
Utilities > Budget Level Processing > Copy Level Tab.

Select the level you want to Copy From, then select Approved for the
level you want to Copy To. Click Execute, then Process at the Preview.
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Change Application

File ID: N

Exit Application Help

Tables Maintenance Inquiry Utilities Reports

Utilities > Budget Level Processing SessionTimer: 59 min and 40 sec BUDE60D County/District #: 030903

Approved Cutoff Date: 08-31-2019

Requested Recommended | Approved ﬁ
From Level- To Level
\URequested \URequested

®Recommended Ml - Recommended
Uhpproved ® ppproved

103. Move Budget to Finance.
Budget > Utilities > Move Budget to Finance,

e Select to Update the Full Amount

e Copy Account Code Tables,

e Enter JV Number BUDGET or if you have already used budget you
can use ORBUD for Original Budget.

e Transaction Date of 09-01-20109.

e Send desired funds to the right.

e Execute

e Select Process at each preview.

Note: This step can also be completed in Finance from Utilities > Fiscal
Year Processing > Move Budget to Finance.

Change Application
File ID: N

BUD&100

Exit Application Help

Tables Maintenance Inquiry Utilities Reports

SessionTimer: 59 min and 49 sec

Utilities > Mowve Budget To Finance County/District #: 030903

Update Amount Options
& Full Amount
SeEEE

J Original Budget Only

s il e Accounting Period [IEENETGIE BUDGE |
o
@® .
[ o0y Account Code Tables I = E”E:fg; 03 Transaction Date: | 09-01-2019

Select  Fund /Year Description Select  Fund / Year Description

= 19940 GENERAL FUND G 199/ 0 GENERAL FUND

- 20870 MCKINNEYVENTO 0 2080 | [MCKINNEY VENTO ]

= 21170 ESEATITLE | PART A 211/0 | [ESEATITLEIPART A ]
O 226/0  IDEA-PART B/HIGH COST STUDENTS

5] 24040 NATIONAL SCHOOL BREAK & LUNCH 22600 IDEA-PART B/HIGH COST STUDENTS
(=) 285/0 TITLE Il, PART A CLASS SIZE RE L 240/0 NATIONAL SCHOOL BREAK & LUNCH
b 27040 REAPGRANT d 255/ 0 TITLE II, PART A CLASS SIZE RE
5] 28040  TITLE IV SSAEP O [7ar0 | [aeapcra |
= fose 1A 1 [zsas0 | [TITLE v ssaep ]
(=] 599/0  INTEREST & SINKING FUND .
[} 699/0  BOND = [ 40/0 IMA
(=) 783/0 INSURANCE o 589/0 INTEREST & SINKING FUND
[=] 810/0  SCHOLARSHIP FUND O [esaso 50ND
B [7s3/0]  [INsURancE ]

[ at0s0 | [scHoLARsHIP FUND ]

qa0f
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Note: the system will make the offsetting entries to 3700 if funds were
not in balance as directed in step 103. See entries below.

= ]
Process Cancel

e M4 »M

Tme Run:  07-25-2019 2:.04 PM Error Report - Move Budget to Finance General Ledger

Cniy Dist ~ 030-903 TESTISD Page:1of 1
From Budget File ID N Te Finance File 1D C Acct Per: (9 FileID: N

JV Number: BUDGET Transaction Date: 03-01-2019

The following Budget Funds are not in balance.

Choose Process to have an offset transaction created for each fund that is out of balance.
Choose Cancel to not move Budget amounts to Finance.

Fnd/Yr Total GL Debits Total GL Credits Out of Balance Amt
19910 3,579.026.00 4,027.239.00 4521300
24010 194.039.00 219.355.00 25,316.00
2701 19,669.00 19,670.00 1.00
53310 387.990.00 386.730.00 -1.200.00
7830 2,000.00 5.000.00 3.000.00
End of Report
[ Process ] Cancel
B 4 iy
Tme Run:  07-25-2019 2:06 PM Move Budget to Finance General Ledger
CntyDist  030-903 TESTISD Page: 1of 44
From Budget N To Finance C Acct Per: 09 Account Change Notifications FilelD: N
JV Mumber. BUDGET Transaction Date: 09-01-2019
Finance Amt
Fnd-Fnc-Obj.So-Org-Prog Description Before Update  Budget Amt Action taken
55-00-3700.00-000-000000 @ BUDGETARY FUND BALANCE 00 48,213.00 Offset Acct updated to balance fund
Func 00 Totals: 00 481300
Fund Totals: 00 48.213.00
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* Log into Bank Reconciliation *

104. Verify bank account information.
Bank Reconciliation > Tables > Bank Account Fund Groups Tab

e Select the Group Code.

o Verify that the Fiscal Year is X or change from 9 to O.
e You will need to verify each Group Code.

e Save

[ ]

Note: In the past, we were able to Mass Update the Fscl Yr from a 9to a 0.
Now there is not an option to Mass Update. The programmers took
out this option with the intent of everyone using the ‘X’ so you will not
have to change years.

Tables Maintenance Inquiny

SessionTimer: 58 min and 55

-
w [ |

w@ [ [ ]
[ ] [ [ ]
w [ [ ]
@ =] [ ]
w 240 =l [ ]
w [ [ ]
W ] [ ]
@ [ [ ]
@ [ [ ]
w [ [ ]
w [ [ ]
w [ [ ]

105. Create Transactions for August if you have not done so.

Bank Reconciliation > Maintenance > Bank Transactions

Change Application  Exit Application ~ Help
provan Host: 10.524.141 Browser: GC 75.0

Tables  Maintenance  Inquiry  Utlities  Reports

Maintenance > Bank Transactions SessionTimer: 59 min and 32 sec

Transaction Maintenance

Bank Account Grp:| 0001 FIRST NATL BANK-OPERAC | [] Process
6L Fiie ID:[C- 20182019 v | Paynateme| e[ ] Cancel

County/District #: 030903
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* Log into HUMAN RESOURCES *

106. Verify Grant Codes are assigned to all Federal funds.
Human Resources > Current Pay Frequency >
Tables > Salaries > Fund to Grant tab

e Add a grant code to federal funds as needed.
e Save

Note: All Federal Funds except 240 needs a Grant Code. This will tell the
system to charge TRS 3 & 489 on those federal salaries.

EIS = 2.4.141 Browser: GC 75.0
i Payroll " MNenxct Self- e Frequency: 6 Change
Tables Maintenance Pracassing Inquiry Year S Urilities Reports

SessionTimer: 58 min and 43 sec HRS2300 County/District #: 030903

State Minimum Substitute Midpoint

Records

Funlj: [ Retrieve ] [ Print ]

Fund Deseription 1IRS Grant Cd

164 VENDOR CLEARING
199 GENERAL FUND
206 MCKINNEY VENTO

211 ESEATITLEIPART A 6
226 IDEA-PART B/HIGH COST STUDENTS 8

I
I
I
240 NATIONAL SCHOOL BREAK & LUNCH :l
E

255 TITLE I, PART A CLASS SIZE RE

270 REAP GRANT 36

107. Delete Processed Deduction Check Transactions.

From Payroll Processing > Deduction Checks > Mass Update/Delete tab,
select the following and Execute:

e Method = Mass Delete

e From Pay Date = oldest pay date

e To Pay Date = most recent reconciled pay date.

o Check to Delete Unprocessed and Processed Checks
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Change Application

Year: C

2.4.141 Browser: GC 75.0

- Payroll . Mext Self- e Frequency: 6
Maintenance Processing Inguiry Year Service Utilities Reports

Tables

Payroll Processing > Deduction Checks SessionTimer: 59 min and 03 sec HRS5600

Save

Create Transactions Transaction Maintenance Process Deduction Checks
=) N From Pay Date:| 09-14-201 | ¥ | |¥#| Delete Unprocessed Checks| =

%’ xecute
Mass Delets To Pay Date: | 07-15-201 n |#| Delete Processed Checks [—J

Choose YES to Delete the records and Continue.

You are about to delete 2092 records. Continue?

[ ves || w0

2

108. Mass Delete Transfer Transactions (if you use to book TexNet, tax payments,
etc... or anything you wire)

From Utilities > Transfer Transaction Processing > Mass Update/Delete
Tab, select the following and Execute:
e Method = Mass Delete
e From Pay Date = oldest pay date
e To Pay Date = most recent pay date or if you have NOT completed
August Bank Rec use the July pay date.
o Check to Delete Unprocessed and Processed Checks

Change Application _ Exit Application

EISY = 24141 Browser: GC 750 Year: C
Tables  Maintensnce  bayroll Inquiy  ext Eib Utilities  Reports Frequency: 6

Processing

HRS8400 County/District # 030903

SessionTimer: 59 min and 51 sec

Utilities > Transfer Transaction Processing

Create Transactions Transaction Maintenance Process Transfer Checks

From Pay Date{09-14-201 | v | [#I Delete Unprocessed Checks
To Pay Date:  [07-15-201] w | ¥ Delete Processed Checks

®Mass Delete

Choose YES to Delete the records and Continue.

/r_?) You are about to delete 184 records. Continue?
(
R S

Yes No
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* Log into FINANCE *

109. Delete Old Funds in Finance. From
Finance > Utilities > Fiscal Year Processing > Delete Funds

This step will identify by fund/year codes the funds that are to be deleted
from the general ledger prior to the start of the next Fiscal Year. In
addition, records associated with the deleted fund are deleted from all
tables.

e Check box to Allow Delete without Closing,

e Move all fiscal Year 9 funds to the right as well as any funds you won’t
be using in 2019-2020.

e Execute

Note: Be sure to check ‘Allow Delete Without closing’ or you will receive a
report showing ‘Not deleted. General Ledger Amounts do not equal to

’
Zero'.
Change Application
.4.141 Browser: GC 75.0
Tables Maintenance Inquiry Budget Amendment Utilities Reports
Utilities > Fiscal Year Processing > Delete Funds SessionTimer: 59 min and 37 sec FIN6SO0 {
Allow Delete without Closing? [#)
Funds/Yrs Available: Funds/Yrs to Delete:
19080 1649
21j0 139 Move only
220 1990 &
2acf 0 204 @ Year 9 to the
2500 211 9 )
o 2de right, keep 0
2850 2400 &
on the left.
4100 2550 &
Sk e You do not
J5 0 2808 O
s o 21l s want to delete
L2 G
VT
OO &
4 )
8100 9
90N &
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[ Process ] Cancel

N 5 M4 > M
Date Run: 07-25-2019 250 PM Delete Funds Change Report
CniyDist 030-903 TESTISD Page:1of 1

File ID: C

Fundt  Deleted

199/9 did not delete

1639 Y Fund Deleted.

16479 S _ because unpaid checks
19979 N Not deleted Has unpaid Checks

20679 ki Fund Deleted. 2= ready tO be
21178 Y Fund Deleted, processed. You must
2261% Y Fund Deleted.

panrs v Furd Dot delete or process the
255/ % Y Fund Deleted. checks and come back
2701% Y Fund Deleted.

283/9 Y Fund Deleted. to delete 199/9
41071% Y Fund Deleted.

Note: If funds don’t delete, analyze error and correct. For additional help,
contact ESC14.
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* Log into DISTRICT ADMINISTRATION Y

110. Mass update user accounts

If you use an “X” for the fiscal year in all users’ profiles, this will be
blank and you can skip this step.

District Administration > Utilities > Mass Update User Accounts by Fund.

User: pprovan Host: 10.52.4.141 Browser: GC 75.0

Tables Options Maintenance Workflow Utilities  Reports

SessionTimer: 59 min and 54 sec

Select  From FundYr Description Select  To Fundyr Deseription

(] XK /O (] Dfl:l

This feature will update the FY for accounts with a specified FY in their

User Profiles. You can determine whether to update current year or next
year funds by fund type and fiscal year. You can also have Fscl Yr 9 and
Fscl Yr O if you will be working in both years. Remember that if you use a
X you will not need to update or add Fscl Yr O.

Change Application

Exit Application Help

User: pprovan Host: 10.52.4.141 Browser: GC 75.0

Tables Options Maintenance Workflow Utilities ~ Reports

DA3000

SessionTimer: 59 min and 39 sec County/District #: 030903

Validation Report

Current User: BULLOCK, SANDRA

Obj | Sobj | Org 5 3 o Sp Account Description
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e If you use Fscl Yr 9 then you will need to move the XXX/9 over to
the right

e Select the Options.

e Execute

Change Application

Exit Application Help

User: pprovan Host: 10.52.4.141 Browser: GC 75.0

Tables Options Maintenance Workflow Utilities  Reports

Utilities > Mass Update User Account by Fund SessionTimer: 59 min and 27 sec DAS000 County/District # 030903

Select  From Fund¥r Description Select To FundYr Description

g ,/ Fund/Yr does not exist in Finance

L Accounts
Receivable
Budget
Budget Armendment
Requests
#l  Finance

%) Purchaszing
Requisition
Restock Reguisition
Warehouse

Requisition

di

* Log into FINANCE *

111. Update the District Finance Options.
Finance > Tables > District Finance Options > Finance Options
Update the following and Save.

e Current Finance Fiscal Year =0

e School Year = 2019-2020

e Previous Year FileID =9

e Student Activity Fund/Fiscal Year (if using) = 865/0
e SAVE
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Change Application
File ID: C

Exit Application

Utlities  Reports Account Period: 09

SessionTimer: 59 min and 11 sec FIN2100 County/District #: 030903

Tables Maintenance Inquiry Budget Amendment

e — J
Purchasing Options
Current Finance Fscal Year: El PO Object Code Restriction: B - Class A2306-64%X and 66XX v
School Year: 2019-2020 Print Federal ID Number on FO: 7]
Previous Year File ID: E Use Autarnatic CYR Requisition Nurnber @
Assignment: -
District Federal D Number:
Next Availzble CYE Requisition Nurmber 011422

Starting Accounting Period:

Use Automatic NYR Requisition Nurnber 5

Change PO Created by a @ Assignment: .
Requisition: -

Next Available NYR Requisition Nurnber
Use Asset Management Cross- @

Student Activity Fund

Fund ¢ Fiscal Year:

Use Sobj/Org for All
Offset Accounts:

Use Finance Clearing
Fund:

This step changes the Year to 2019-2020 in Current.

Change Application ~~ Ev* Aaafsssian ™ Hely

R [ )

Tales  Mainenance  bquy  SudgetAmendment  Utles  Repors Account Period: 19 gy |
Tables > District Finance Options SessionTimer: 59 min and 32 sec FIN2100° County/District #: 030903

112. If it isn’t already there, add Fiscal Year O to the Clearing Fund
Maintenance tab.

Finance > Tables > District Finance Options > Clearing Fund Maintenance tab

Retrieve Codes for Fiscal Year 0 OR click the Add button to add Fiscal
Year 0. Most Object Codes are populated when new fiscal year is added,
but you must fill in your Finance and Payroll Clearing Funds.

Note 1: If Fiscal Year 0 already exists, Retrieve and verify all Payroll Automatic
Posting Defaults are populated. If not, populate and SAVE.
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Note 2: If you receive an Error showing ‘Clearing Fund Maintenance —
Overpayment Account Code must be 20 digits in length’ when you
Save, delete the 0 in the Account Code in Overpayment Account and
click SAVE. (This affects the Account Receivables which most districts
Do Not use.)

Note 3: If the ‘Accrued Employer Miscellaneous Deduction Contribution’ is
blank you must fill it in with 22XX.21 and SAVE.

Exit

Change Application

o File ID: C

Account Period: 09

Tables Maintenance Inquiry Budget Amendment Utilities Reports

SessionTimer: 58 min and 46 sec FIN2100 Count|

Finance Options Accounting Periods

- Icm es for Fiscal Year: I [ Retrieve | Add [ pelete | [ Print )
IFinan(e C'earlﬁg Fund / Fiscal Year: 164 /0 IPaer” C'Eal’ing Fund / Fiscal Year: 163 /0

o Cash Account:
Cash Account: Accried Wages:
Payable Account: Accrued Faderal Grant Deposit:
Accounts Receivable: 1 rued Federal Grant Care:
Cverpayment Account: ptle rued Employer FICA/Medicare:
I _: = rued Employer Unamployment Tax:
et 2171 .99 rued Health Insuranee Contribution:
Py S S S Acerued Employer 457 Contribution:
Requisition Offset: Accrued Employer Annuity Contributiorn:
RSy SE Y S—— Accrued Employer TRS Care Contribution:
Eciees GREaE Accrued Employer Dependent Cares [2211 .20 ]
e - S I Accrued Employer Miscellaneous Deduction Contribution: 221121 |
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* Log into Human Resources *

113. Update the Payroll Clearing Fund/Fiscal Year.
Tables > District HR Options

¢ Select the Fund/FY for the 2019-2020 year for the Payroll Clearing
Fund/Year field.
e Save

Change Application Exit Applicatic|
Year: C

- Payroll I’ Frequency: 6
Tables Maintenance Dec e i Utilities Reports q ¥

SessionTimer: 59 min and 39 sec HRS2000 County/District #|

[ retrieve | [ Print ]

Automatically Compute

TRS District ID: Calculate Accrual Salaries: =) Pay Rate:

Federal ID Number (EIN): 75-1234567 Check Amount - Alpha: (] Daily Rate:

Payroll Clearing Fund/Year: 163/0 v | I Summarize Benefits Interface: (] Dock Rate

TWC District 13- 399907040 | Supplemental Tax Rate: Accrual Rate:

Use Direct Depaosit (¥,N, or E): [¥- Use Direct Deposit ¥ Standard Hours per Workday: Overtime Rate: [#

TRS Cost Education Index: 1.0400 Max Gross Amt for Distries: 87.900.00

Moved From Page 89 due to program issues.

This was Part of Step 87.

114. Due to a program issue, pay dates and number of days built in the
Accrual Calendars in NY Payroll did not copy over. These must be
manually added to Current Year Payroll.

Tables > Workday Calendars > Accrual Calendar tab.

Maintenance Payroll Processing. i Self Service

SessionTimer: 58 min and 25 sec

School Calendar Copy School Calendar Delete School Calendar
[ Retrieve ] [ Print ]
Delete Details Accrual Caode Total Days Warked Delete Pay Date

[z 08-31-2019 15.00|
g g z 19; 2 W [0g-12-2019 | | 20.00|
b Q o 0.0 W 10-15-2019 23.00
i) < E o0 [ 11-15-2019 18.00
i) Q F 0.0 W 12-12-2019 15.00

V.

_~
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Moved From Page 89 due to program issues.

115. Calculate September Payroll

Payroll Processing > Run Payroll

Verify Pre-Post Reports then STOP! Correct any errors that might display.

116. Print Addendum for Active Employees. We recommend you
request each employee review for accuracy and return. Make corrections
and give to the employee to review again.

Utilities > Payroll Simulation > Addendum tab
Choose your Select criteria and whether or not you want to include

Emergency Contact Info and/or Budget Information. When you click on
Execute, the information will pull in.

Utilities > Payroll Simulation SessionTirmer: 59 min and 53 sec

Parameters

Pay Status:
e [ Execute J [ Reset J
[®lacive Clnactive CBoth Primary Campus: [ All v | Payoff Date: I:IE‘
bay Type: [a v| PayCemous [A v| Frequengyr 5 Menthiy CvR v
Job Cade: [a v] ContractBegin Date: \ v| sslary Concepr: [al v|
AcruslCode [ gl Contract End Date: | v Extractim: ‘ v
Day Crade: l:l Contract Months: I:I Employee Nbr:
Prior ¥r Emp Date:
Employment Info Pay Info Job Info Distributions Deductions Addendurm Pay Check
¥ Include Emergency Contact Information ¥ Include Budget Information Include Nurnber of Days Employed / In Contract Print I
ek 4 v
Date Run: 07-13-2019 11:19AM Employee Salary Information
Cnly Dist: 030-903 BAIRD ISD Page-1of 1
Name:  WOODY ALLEN Emp Nbr: DD0263 Yrs Expernience District: 03 Frequency: 3
Address: 5655 MAIN SSMN: 461-33-6183 Yrs Experience Total: 16 Pay Campus: 700
ANYWHERE. TX 71111-1111 DOB: 04-01-1955 Yrs Prof Exper District 00 Primary Campus: 700
Phane: Degree: 0 Yrs Prof Exper Totak 00'W4 Marital Status: M
Original Emp Date: ~ 08-02-2010 Latest Re-Emp Date:  05-01-2011 Bxdract ID: 12M  Nbr Exempts: 0
Estimated Annual Salary: $0.00 Retirement Date: ‘Work Email:
E Contact i
Name: Relationship: Phone: ()- Ext
Nates:
Job
Job: FULL TIME MAINTENANCE Payoff Date: 06-15-2020
Primary: Y Assigned: 100.00% Begin Date: 07-01-2013# Months in Contract: 12 TRS Status: 1-Eligible
Grade: MAI End Date: 06-30-2020 TRS Position: 03 - Support staff
Step: 18 Contract Amount £29,073.004 of Annual Pymis: 12 FICA Higibility: ¥ - Subject o FICA tax
Sched: Contract Balance: $24.227 50 Remaining Pymis: 10 WC Code:
Vacant: N Local Confract Days: 226 Hourly Rate: $14.43 Wiy Hrs Sched: 40
‘Whally Sep Amt- 5000 ~
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Y Log into FINANCE *

117. If using Next Year Purchasing, move Next Year Requisitions to
Current.

Finance > Utilities > Fiscal Year Processing >
Clear/Move NYR Requisition to CYR

e Enter a PO date of 09-01-2019

e Select the radio button to ‘Move Next Year Requisitions to Current
and Update Finance’.

e Execute
1 Change Application
% 2 .52.4.141 Browser: GC 75.0 FilelD: C
Tables Maintenance Inquiry Budget Arnendment Utilities Reports Account Period: 09

Utilities > Fiscal Year Processing > Clear/Move NYR Requisitions to CYR SessionTimer: 58 min and 53 sec FINE700

Requisition Accounting Period in Current Finance: 09

IPO Date:| 09-01-2019 I l

I */Move Next Year Requisitions to Current and Update Finance | Execute I

¢ If you have received an Over Expend Report, then the requisition
exceeds the budget.
e If this report generates, click Continue.

Note 1. Remember that Next Year Requisition does not pull from the Budget.
We moved Budget to Finance so we are able to get this over expend
report.

*NOTE 2: The following 2 Screen Shots are from a prior year. You should process for
School Year 2019.

[ Continue J Cancel J

= 44 b b ~

Date Run: 07-18-2018 11:20 AM Over Expend Report

Cnty Dist: 104-903 TEST ISD Page: 1 1
of
File ID: C

Frnd-Fnc-0Obj.So-0Org- Descniption Acct Balance Amount Over Expend
I 158-11-6355.00-001-525000 GENERAL SUFFLIES .00 125.00 125.00 |
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e The list of requisitions being moved will appear.

e Process

¢ You will receive a popup with “The Move Next Year Requisitions
process completed successfully.’

Process Cancel
= & LIS » -
Time Run- 07-18-2018 11-22 Move Next Year Requisitions to Cument Year
AM
Cnty Dist: 104-903 TEST ISD Page: 1 of 2
Requisitions
From Budget File ID N to Finance File ID C. Acct Per: 08
Orig
Acct
Per Req Nbr PO Nbr Vendor Nbr Req Date Orig User D
I o8 000002 00093 07-18-2018 000216 l

118.

119.

Change Application
User: pprovan Host: 10.52.4.141 Browser: GC 75.0 File ID: C
Tables Maintenance Inguiry Budget Amendment Utilities Reports Account Period: 09
Utilities > Export by File ID SessionTimer: 59 min and 33 sec FIN7200
Available File 1Ds Selected File IDs
=
L 0 2009-2010 9 z01e-201%
1 2010-2011 C 2019-2020
2 2011-2012
3 2012-2013
4 2013-2014
6 2015-2018
7 2018-2017
A 2003 - 2004

In Finance, print reports and perform inquiries to verify that all funds for
the new fiscal year as well as their approved amounts were successfully
moved from Budget, and that the appropriate funds and fiscal years have
been moved to the new file ID. You can pull Inquiry or Created Reports
in Finance to compare Budget Amounts.

In Finance, make a backup of both the Current File ID and File ID 9.
Because two file ids are exported, you will be prompted twice for a
password.

Finance > Utilities > Export by File ID
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Y Loginto HUMAN RESOURCES ) ¢

120. In Human Resources Update FICA Tax table in Current Year Payroll.
HR > Tables > Tax/Deductions > FICA Tax Tab

e Enter Calendar Year 2020.

e Retrieve.

e As of now, we have no updated rates for 2020. (Those usually
come in December or January.) For now, we will enter 2019
amounts. The table should look like the following.

e Save so TxEIS can calculate future payroll amounts and accruals as
needed.

Change Application  Exit Application Help

52.4.141 Browser: GC75.0 Year: C
. Payrall - Nest Self- e Frequency: 6 Change
Tables Maintenance Pracessing Inquity  yr S Utilities Reports -

SessionTimer: 59 min and 14 sec HRS2400 County/District #: 030903

Save successful

[
Calendar Year: | 2020 Retrieve [ Delete )
—

Exemptions Incorne Tax Fi Unemployment | TRS Rates 457 Def Comp Workers' Comp Deduction Cd

FICA Max Salary: m
Employee FICA Rate: £.20% @ Employee FICA Max Tax: 8,239.80
Employer FICA Rate: £.20% @ Employer FICA Max Tax ﬂ —
Medicare Rate: 1.45% QAdditional Medicare Rate: E ditional Medicare Salary Threshold: @
EIC Max Credit: 000 —
HSA Max Emplayer Contribution: 3.500.00

—

121. Update the Unemployment Table.
HR > Tables > Tax/Deductions > Unemployment Tab

Enter Calendar Year 2020 and choose Taxable or Reimbursable as
desired.
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Taxable
e Retrieve.
e If you use Taxable, enter the Unemployment Rate. (Verify with
your Insurance Career)
e The Maximum Gross Salary should equal $ 9,999,999.99.
Reimbursable
e Select Reimbursable if you only send money after claims are
filed.

e Enter the Unemployment Rate of zero if reimbursable.
e The Maximum Gross Salary should equal $ -0-
e Save

Change Application
41 Browser: GC75.0 Year: C

B Maxt Self- . Frequency: 6 Change
Inguiry Year Service Utilities Reports -

Exit Application Help

Payroll

= Processing

Maintenance

SessionTimer: 59 min and 15 sec HRS2400

County/District #: 030903

Calendar Year: |2020 W} Delete

e
Earned Income Credit FICA Tax TRS Rates 457 Def Comp Waorkers' Comp Deduction Cd

Sample rates only. Enter rate provided

Emplayer Type: T- Taxable v X
Unemployment Rate: 0a210% by your unemployment provider
Mazxirnum Gross Salary 9999999 99

OR

Change Application  Exit Application Help
41 Browser: GC75.0 Year: C

Eayroll Next

. ) 3 iy Frequency: 6
Tables Maintenance Pricessing Inquiry e Utilities Reports q ¥

SessionTimer: 57 min and 33 sec HRS2400 County/District #: 030903

Earned Income Credit FICA Tax TRS Rates 457 Def Camp Workers' Comp Deduction Cd

Employer Type: R-Reimbursable ¥
Unemployment Rate: 0.0000%
Maximurm Gross Salary] 0.00
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122. Review the Workers’ Comp Table. From Tables > Tax/Deductions >

Worker’'s Comp Tab.

A v | 'WORKERS COMP A

Payroll Processing.

Unemployment

Inquiry

MNext Year

0.0000%

W WORKERS COMP S 0.0000%
W WORKERS COMP C 0.0000%
W WORKERS COMP D 0.0000%

Self-Service

457 Def Comp

Utilities Reports

Deduction Cd

123. Update the Pay Date Table. From Tables > Pay Dates, enter all known
pay dates for 2019-2020.

Tables Maintenance

Payroll Processing

retrieve | |

Start Pay Date: |09-13-2019 [

Print

J

Delete Details School Year

Pay Date
09-13-2018

Inquiry

Next Year

Self-Service

SessionTimer: 59 min and 56 sec

Begin Date
09-01-2019

End Date

09-30-2019

il = [ 10152019 | [10-01-2019 | [10-31-2019 |
@ ] 2020 [ 11-15-2013 | [ 11-01-2015 | [ 11-30-2018 | g
il q 2020 [12-15-2019 ] [12-01-2019 ] [12312019] 12 [2] 5]

Utilities

Reports

NOTE: Be sure the first pay date of the school year is exactly the same as the
First Pay Date of School Year on the HR District Options screen

124. Verify Payroll Accrual Calendar(s). From Tables > Workday
Calendars > Accrual Calendar tab, verify dates in your accrual
calendars. Accrual codes for 10-month employees should begin with
8/31/2019 and then actual pay dates for September 2019 through
August 2020. The pay dates for September through August 2020
should match the pay dates in the pay dates table.
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Change Application|
C 75.0 Year: C

Payroll Mexct Self-

" " iy Frequency: 6
Maintenance Praces Incuiry rea E v Utilities Reports

Tables

SessionTimer: 58 min and 51 sec HRS2700

Delete School Calendar

Delete Details Accrual Code  Total Days Worked Delete  PayDate

fi] @ |oszri2cie| [ 1soq
g 2 s 4;3 @ |og1z2019| | 20.00]
5] g o 00 @ [toas2019 ] | 23.00|
[T [} E 0o @ [1-15-2019 | [ 18.00]
] ] F 0.0 @ [izazece| 15.00]
@ [o1-15-2020 | | 20.00|
@ [p2-14-2020 | [ 20.00]
@ [0z-12-2020 | [ 17.00]
@ [o4152020] | 22 00|
@ [os152020 | | 17.00]
@ [os1s2020] | 0.00]
@ [o7152020 | | 0.00]
@ [os1a-2020] | 0.00]

Note: Printing the Accrual Calendars from next year pay frequency Tables >
Workday Calendars > Accrual Calendar tab can simplify this
project.

125. Update the Accrual Expense table.

Tables > Accrual Expense

e Change the fiscal year to reflect Fiscal Year 0. The only funds that
should be listed on this table are those used in Payroll.

e If you added a new fund and pay salaries from it, make sure it is
listed here. Add if needed.

e Save

Change Application
Year: C

Payi Self-

Frequency: 6
Pro Service

Tables Maintenance Utilities Reports

rerual Expense T HR525950

Description
EET |
[TiTLE ), PART A

[NATIONAL SCHOOL BREAK & LUNCH
TITLE It
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126. Verify all Employee Distributions match actual account codes in
Finance.

Reports > HR Reports > Payroll Information Reports > Account Code
Comparison Report (HRS6000.)
Sort by Alpha — A
Include Reports — Transaction File and Distribution file
From Date: 09012019
To Date: 09302019
Pay Status Active - A

This report should be blank. If it is not blank, verify and add account
code and then rerun to this report until you have a blank report.

127. Create Final Backup for the August Accrual Process.

Utilities > Export Human Resources by Payroll.

128. Review the First Payroll of the School Year Checklist to ensure
everything has been completed before running your September
payroll. (Separate document available on our website.)

Any adjustments that need to be made to 2018-2019 books can continue to be
made in File ID 9.

129. Once ready, create the auditor’s file and send to your auditor.

Finance > change to File ID 9 > Utilities > Finance Audit Extract
Select the radio button for Current and YTD transaction files.
to enable the Year 1 and Year 2 fields. Complete the Acct Period, Thru,
and Fiscal Year fields as appropriate.
e Enter Accounting Period 9 Thru 8, Fiscal Year 9 in the Year 1 box.
¢ If you spent any money in Federal Funds for Fiscal Year O, enter
the Accounting Period 9 Thru 8, and Fiscal Year 0 in the Year 2
box.
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Change Application
File ID: 9

Tables Maintenance Inquiry Budget Amendment Utilities Reports Account Period: 08
Utilities > Finance Audit Extract

Exit Application

FIN7600 County/District #: 030903

Create Finance Audit File from

Do not click Extract at
this step, Keep the
information in the Year 1
and Year 2 and proceed
to next procedure.

(UCurrent General Ledger

I‘!'Current and YTD transaction files I

Change the radio button to Current Month’s General Ledger.
e Extract and Save in your Auditor’s folder.

T' Change Application  Exit Application | Help
File 1D:9
Tables  Mantenance  Inquiy  BudgetAmendment  Utlies  Reports Account Period: 08
Utiities > Finance Audit Extract essionTimer: 50 min and 50 sec FIN7G00  County/District 4 030903
Create Finance Audit File from Yearl
W Current Gengral Ledger ALeperd E
~1Eal 10 U enerd! Leager Thru: 08
Current and YTD transaction files Fiscal Year: |0
Year2
AcctPeriod: | 09
Thru: 08
Fiscal Year: |0
N You are about to create Finance Audit Extract file
' E narned
= FINAuditExtract_CurrentGL_07292019 txt

Do you want to continue?

Yes _] Mo _]
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Spot check Audit file to ensure all transactions are accounted for. Open Audit File in
Note pad.

Account Number  Rlzd Revnue/Expenditure

01+88816888 .86
=I=I 1147 71 R0d+868816000 .80
----- 10006 8+888860800 .80
; . 73+BBR13389 .86
19911611888181924888 EBBBEBBB ge+88882000 .00
19911611988881911888 EBﬂ-ﬂ-ﬂ-Sll d6+88ﬂ51425.

In Finance, File ID 9, go to Inquiry > General Ledger Inquiry > General Ledger
Account Summary Tab. Retrieve all accounts and spot check.

Exit Application

Help

Change Application

EIS' = .52.4.141 Browser: GC 75.0

Tables Mantenance Inquiry Budget Amendment Utilities Feports Account Period: 08

Inquiry > General Ledger Inquiry SessionTimer: 48 min and 49 sec FINS000 County/District #: 030903

General Ledger Inquiry ene edger Accoun mmar Employee Distribution List Inguiry Owver Expended Account Surmmary

¥ Processed ¥/ Current Period: 08 ¥ Next Period: 08 Balance Accounts Only Include Fund Totals Exclude Objects 61XX

Fund Fune  Obj Sobj Org = e ————

pecune s (19 Jo (1 o o ol o o (oo o [ e ol [ o o (it ) (st )

NI W4 kM
Date Run: 07-29-20192:01 PM Inquiry ion for Accounts
Cniy Dist  030-903 TEST ISD Page: 1of 3
Processed [ Curent (08) M Next (08) & 199 11 6XXK XX 00 X XX X XX File ID:9

Est Revnue/ Rizd Revnue/

Account Number Descripti i Balance

198 11 6112 00 001 9 11 0 00  SUBSTITUTES TEACHERS HIGH SCH -16,000.00 000 17.060.91 1,060.91
188 11 6112 00 101 § 11 0 00  SUBSTITUTE TEACHERS MSELEM -16,000 00 000 1427184 172836
133 11 6118 00 001 & 11 0 00 EXTRADUTYPAY -6.000.00 000 537500 375.00

e Email reports and Audit file to Auditor as requested.
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Celebrate!l!
It’s 2019-2020

Gﬂ

9
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To delete the data in the temporary EOY
Accrual Data table,

* Change to Current Pay Frequency *

Next Year > Copy CYR Tables to NYR > Clear Next Year Tables tab.

DO NOT move any tables to the right as this will delete changes you have
made to tables in NY Payroll. Select the box to Clear EOY Accrual Data Only
and Execute. Once completed return to Next Year Payroll Frequency and
begin on Step 69.

Change Application  Exit Application Help
ost: 10.52.4.141 Browser: FF 61.0

Payroll Next Self- Utilities Frequency: 6

Tables Maintenance S Inguiry yean S

Next Year > Copy CYR Tables to NYR SessionTimer: 59 min and 47 sec HR54000 County/District #: 104903

Copy Current Year Tables

Clear EOY Accrual Data Only il Clear NY Payroll Budget Only

O Accrual Calendar

0 Extra Duty Pay

O Hourly / Daily Salary

0 Job Code

[ Local Annual Salary Do not move
[ Midpoint Salary .

[ schoal Calendar items to the

[ state Minimum Salary .
[ substitute Salary rlght- Leave

O workers' Compensation Rates right Side
[ Employee Bank Record

[J Employee Deductions blank.
[ Employee Extra Duty

[ Employee Job

[ Employee Pay

[ Employee Pay Distribution

[ E0Y Accrual Calendar

[ E0Y Accrual Data

[ E0v Accrual Fund Decrement

[ NY Payroll Budget
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