Reporting & EOM Payroll Master Checklist
Month_____________________________________________________________

_____1. Report new hires to the Office of the Attorney General of Texas
_____2. Verify Prior Month is Completed in TRS RE Portal
_____3. Complete Child Nutrition Worksheet or obtain from Cafeteria Manager

_____4. Import Actual Days and Hours worked from your district’s timekeeping system  

_____5. Prepare TRS Reports

_____6. Submit Employee Data (ED)

_____7. Submit Regular Payroll (PR)

_____8. Submit Employment After Retirement (ER)
_____9. Run the TRS On-Behalf Payment Report and interface
_____10. 	For districts with a Payroll Clearing Account at the Bank, transfer RP amounts (Stat Min, Public Education Employer Contrib, Child Nutrition amounts for TRS 3 & 489)
_____11. 	Submit TexNet online
______12.	Post the TexNet Wire Transfer
       ______13.    Interface your TRS 3, TRS 489, TRS 373 (Stat Min), and Public Education Employer Contribution
_____14. 	Run the Payroll Accrual Variance Extract Utility and correct as needed.
_____15. 	If applicable, run the 941 Quarterly Tax Report
_____16.	If applicable, run the TWC Wage List for the Texas Workforce Commission
_____17. 	Run Unique ID’s and make sure any name changes are included in the upload	
_____18.	Reconcile Payroll Clearing Liability Accounts and Reconcile to the ledger at TRS	


_____ 1.  Report new hires to the Office of the Attorney General of Texas. From Human Resources > Reports > HR Reports > Personnel Reports > New Hire Report
The report lists employees whose employment dates fall between the user-provided beginning and ending dates. The From Employment Date is required. When the user clicks Exception, all employees whose information is incomplete and could not be included in the file are displayed (e.g., part of address missing). The file that is created by this report can be uploaded to the Office of the Attorney General of Texas. For additional information, go to the Office of the Attorney General of Texas website at https://portal.cs.oag.state.tx.us/wps/portal/NewHiresReportingMethods.

_____ 2.   Verify prior month is “Completed” in TRS RE Portal.

_____ 3.  Complete the Monthly Child Nutrition Worksheet (TRS Form 154) if not completed by the Cafeteria Director.  The form is available on our website.  Complete the worksheet and Save in the Child Nutrition folder of the monthly payroll folder.  The salary figure at the bottom of the worksheet will be used when extracting the Regular Payroll (RP).

_____ 4.  Import the actual days and hours worked from your districts timekeeping system. If you use timekeeper, complete the following. From the TimeKeeper file, select the Calendar Month Summary tab.  Select the month and year in cell A2.
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Then select Scripts.  Choose the script for Create Actual Hours File.  A browser pop up will confirm when the script has completed and placed the export file in the Google Drive TxEIS transmittals folder.  The file is named (ActHrsWrked6.txt) exactly as required for TxEIS import.
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A file will automatically be saved in the same folder your timetm.txt and timelev.txt files are saved.  Then go into TxEIS, HR>Utilities>Import Actual Hours Import, and browse to find the file you saved from TimeKeeper and execute.
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_____5.  Prepare TRS Submission and make corrections as needed.  Payroll Processing > TRS Processing.  Work will be completed working across the tabs from left to right.  If a tab does not apply, you may skip it.
a. Adjustment Days tab – used to add, edit or delete adjustment days in the current month.  Extract for the month if employees were docked days and those days should be docked from the available days pulled from the TR Calendar.
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If an employee was docked days during the pay period, you will see a preview report indicating the number of days that will be subtracted from the available days on the RP.  Select Process to continue.
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Alternatively, you may add or subtract days from individual employees under the Maintenance section.  Retrieve the employee desired. Check the spyglass beside the RP and manually change the number of days worked.  Save any changes.
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b. Payroll History tab – used to correct information entered into payroll incorrectly before we apply Stat Min and Public Education Employer Contribution.  Below is an example:
If we paid Jim Carey for One Act Play and should have made it subject to Stat Min (Expensed to 373) but forgot to check that box or set it up in our table incorrectly, we can correct it now.  Retrieve the TRS Month and Year and the employee.  If the Extra Duty was paid on the Pay Info tab and our table was wrong, in the Extra Duty section, find the One Act Play Extra Duty Code.  In our example, the Expense 373 box is unselected.  We believe it is subject to Stat Min and should have had the Expense 373 box checked.  We can check it now and save so Stat Min calculations are done correctly.
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If the Extra Duty was paid on the Hours Pay Transmittals screen, make the correction under the Employee History Information section.  In the example below, we selected the Expense 373 box on the Hours Pay Transmittals screen, but have now determined that this work is occasional and sporadic and therefore not subject to Stat Min.  To reduce the Stat Min contribution, we can now correct that selection here.  Save the changes.
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c. Extract tab -  used to extract all data for the TRS submission at one time. 
· Enter the Report Date (MMYYYY).  
· Select the Extract Option desired 
· 1st time select Delete all existing records and insert new records.
· All other times select Insert new records or Delete all existing and insert new records as desired. 
· Check the Pay Frequencies applicable.  
· Select the box in front of the Employee Demographic (ED 20) Extract to extract demographic records for any new employees who began working during the date range indicated in the Contract and Position box to the right.
· Select the Contract and Position (ED40) Extract box to extract contract and positions for the time period indicated in the date range.  Enter a date range desired.  Normally we pick up those who started in the month so it will be the first through the last day of the month. 
 
Note 1:  In September use the first day 10 month employees come to work in August.

Note 2:  If an employee worked a few days in the prior month, you may need to back the from date up to include that start date so the new employee will be pulled.

· Select the Regular Payroll (RP20) Extract box to extract Payroll records.  
· The Maximum Days Worked should equal the Monday’s through Fridays in the month, regardless of whether it was a work day.
· The Maximum Hours Worked should equal the Max Days X 8 hours.
· Choose a Default Zero Days Reason that will be applied to any employee who shows they worked zero days, but still received pay.  Most commonly it is because they have accrued pay, though other reasons can apply.
· Enter the Child Nutrition Salary and account code(s) for the TRS 3 & 489.    Enter the salary listed on line III at the bottom of the Child Nutrition Worksheet and TxEIS will apply the correct percentages to each contribution.  The Grant Code and Expense Account Code shown below are examples.  We recommend a Grant Code not being used by other federal funds.  If you need to include RP 25s to report Child Nutrition from the previous month you may add that here. 

Note:  TRS will still allow you to report the prior month’s worksheet totals as the Current Month Salary.  This option is provided for a district who chose to report the Current month and need this to report August and September together.  

However, this is not necessary.  It will simply be a matter of preference.

· Select the Employment After Retirement (ER20) Extract box to extract Retiree data.  
· Maximum Days Worked will be the number of Mondays through Fridays in the month, divided by 2.  If the number of Monday’s through Fridays is an odd number, divide by 2 and round up.  In our example for October, there are 23 possible days in the month.  Divide by 2 to get 11.5.  Round up to 12.  
· Maximum Hours Worked should be the Total Monday’s through Fridays in the month multiplied by 4 hours.
· Choose a Default Zero Days Reason that will be applied to any employee who shows they worked zero days, but still received pay.  Most commonly it is because they have accrued pay, though other reasons can apply.
· Select the Adjustment Days box only if you entered data on the Adjustment Days tab that should be used to create RP 25s or ER27s.
· Once all criteria have been selected, click Execute.
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Note:  If errors are present, a box will appear telling you what the errors are.  You must correct before the Extract will complete.
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Click the Extract Status button to see your Extract Reports.
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Click the link to each Error Report to see if errors were encountered.  Sample Error listings are shown below.  
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You can print the RP Report for review.  (Or you may print from Reports > TRS Reports.)  It will include the following:
· Stat Min Report
· Stat Min General Journal
· Stat Min Account Distribution Journal
· Payroll Account Codes not in the General Ledger

[image: ]

In addition to reviewing error listings, we recommend you review the following reports from Reports > TRS Reports:
· HRS 7810 – TRS Statutory Minimum Report #373 (if not printed in step above)
· HRS 7815 - TRS Public Education Employer Contribution
· HRS 7820 – TRS 3 Report
· HRS 7825 – TRS 489 Report
· HRS 8900 - Employee Data (ED)
· HRS 8905 – Regular Payroll (RP)
· HRS 8910 – Employment After Retirement (ER)
· HRS 9865 – Payments for New Members
· HRS 9870 – Retiree Pension Surcharge
· HRS 9875 – Retiree TRS Care Surcharge
Review each report for accuracy.  If changes need to be made, go back to Payroll Processing > TRS Processing > Maintenance tab to make corrections.  
d. Maintenance tab – used to retrieve individual employees and make corrections.
· Retrieve desired employee
· Use the + button to add a record.  Example of adding ED20 is shown below:
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Edit info as needed and click Add.
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· Click the Trash Can icon to delete a record.  
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· Use the Spyglass icon to view existing data.  Edit as needed and click Save.
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e. Create Files tab – used to create files to send through the RE Portal.  Note you may select to create all files at once or pick and choose as desired.
· Select the box(es) to create one or more files.  Note ellipsis buttons that allow for more detailed selections.
· Once selections are made, click Execute.
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You will be prompted to save each report.  Save as usual so you can send through the RE Portal.
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Once all have saved, click the Cancel button to get the popup to go away.
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f. Interface tab – used to interface RP.  Many TRS Contributions are interfaced when you interface Payroll, however, the following are not interfaced until this step:
· Stat Min
· Public Education Employer Contribution
· Child Nutrition amounts for TRS 3
· Child Nutrition amounts for TRS 489

NOTE:  If you have a Payroll Clearing Account at the bank, these amounts will need to be transferred.  Our Transfer Transaction Worksheet (available on our website) will display these amounts and document the amounts needed for transfer.


· Choose the Accounting Period desired
· Select the file you wish to Interface
· Enter a Posting Date (many choose their Pay Date to keep entries related to payroll together in the General Ledger.)
· Click Interface button
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g. Purge tab – used to remove old files.  This will likely be added to our End of Year documents.  Please do not use this at this time.

_____6.   Submit ED file.  Log into the Reporting Portal on the TRS Website.  

[image: ]

Choose the link to Create and Maintain Reports.
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Click link to Create New Report Detail.
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	Choose Report Type ED – Employee Demographic and the applicable Report Month and Year.  Select the radio button to Upload Report and click Next.
	[image: ]
Browse to find your ED text file.  Once the file is listed beside the Browse button, click Upload.  The ED files are picked up every half hour for processing.  You may check back periodically to see the status of the ED file.  
	[image: ]

It MUST reach Completed status at TRS before you can submit RP files.  
  To check the status, click the Create and Maintain Reports link and then click to Show ED Reports.
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If the status shows Rejected, you will need to click the Edit button to view the details.  You will be able to click on any record that is rejected, see the errors and manually make corrections.  As the corrections are made, Save the changes at the bottom of the screen.  When all corrections have been made, Submit all records at the bottom of the screen.  Continue to check back until you see your ED records have reached a status of Completed. 


DO NOT UPLOAD RP to the TRS RE Portal until ED COMPLETES

_____7.  Submit RP file.  Log into the Reporting Portal on the TRS Website.  Choose the link to Create and Maintain Reports.
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	Click link to Create New Report Detail.
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Choose Report Type RP – Regular Payroll and the applicable Report Month and Year.  Select the radio button to Upload Report and click Next.
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	Browse to find your RP text file.  Once the file is listed beside the Browse button, click Upload.  The RP files are picked up every half hour for processing.  You may check back periodically to see the status of the RP file.  
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To check the status, click the Create and Maintain Reports link.
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If the status shows Rejected, you will need to click the Edit button to view the details.  You will be able to click on any record that is rejected, see the errors and manually make corrections.  As the corrections are made, Save the changes at the bottom of the screen.  When all corrections have been made, Submit all records at the bottom of the screen.  Continue to check back until you see your RP records have reached a status of Pending, you are ready to submit your signature. 

Query TRS reports for Completed Status.  Return to the RE Portal and review the status of your TRS reports.  When your report has a status of Pending, you can submit signatures.  
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From Wage and Contribution Reporting > Submit Signature, submit signatures for your RP report.  
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NOTE: You should TexNet the contribution amounts shown on the signature at the RE Portal, using any credits you may have on your TRS Ledger. If the amounts on the signature differ from those displayed in your General Ledger Payroll Liability accounts in TxEIS, HR corrections and/or a manual JV may be needed to bring your books in balance. Please refer to our TRS adjustments and corrections spreadsheet on our website for help in making any corrections or adjustments.



_____8. Upload your ER file just as you did the ED & RP – Employment after Retirement, correct any errors and submit your signature.  If you have no retirees to report, simply submit a blank signature.  Wage & Contribution Reporting > Submit Signatures > Blank ER Signature.
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_____9.  Run the TRS On-Behalf Payment.  From Reports> TRS Reports, print or save the TRS On-Behalf Journal (HRS4150). 
Input the following in the report parameters:
· From Pay Date: Current Pay Date (MMDDYYYY)
· To Pay Date: Current Pay Date (MMDDYYYY)
· Single Revenue Acct per Selected Fund: Y
· Interface Transaction Date: Current Pay Date (MMDDYYYY)
· Finance Accounting Period: as desired
Expenditure Account Code: Click ellipsis button to the right and create a mask such as 199-XX-6144-00-999-X99-000.  
Note:  This should match the account code(s) used to Budget during the Next Year Payroll process. 
· Select a distribution error account code.  Click the ellipsis button to the right and select an account such as 199-11-6144-00-999-X11-000. 

[image: ]

Interface to Finance (button at the top left of screen)  
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_____10.  For districts with a Payroll Clearing Account at the bank, enter Stat Min Contribution total, and the Child Nutrition amounts for the TRS 3 and 489, and the Public Education Employer Contribution total on the Transfer Transaction worksheet OR below and transfer money at the bank if applicable. 
	TRS 373 Statutory Minimum
	$

	TRS 3 (Child Nutrition Amount Only)
	$

	TRS 489 (Child Nutrition Amount Only)
	$

	Public Education Employer Contribution (was NON-OASDI)
	$

	Total Transfer Amount
	$



_____11.  Submit TEXNET online.  The electronic payment is due on or before the 6th of the following month.  We recommend you wait until you are sure you have processed the last payroll for that month.  The web address is:  https://texnet.cpa.state.tx.us/.  Use the following to help compile the numbers.
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Teacher Retirement System
Identification #: _______	Location #: _______

	Total Amount 
	$

	Settlement Date 
	


	RE Portal Description
	TexNet Description
	
	Payroll Clearing Accounts

	Total Member Contribution
	Member Contribution Amount
	$ 
	2155.00

	Total Member TRS-Care Contribution
	Member TRS-Care Contribution Amount
	$ 
	2155.00

	Federal Funds/Private Grant Contribution
	RE Federal Funds/Private Grant Contribution Amount
	$ 
	2155.01

	Statutory Minimum Contribution
	RE Statutory Minimum Contribution Amount
	$ 
	2155.02

	N/A 
	Non-Education Contribution Amount - TRS 370 
	$ 
	N/A

	
	Interest Amount Due - TRS 376 
	$
	

	Total Federal TRS-Care Contribution
	RE Federal Fund/Private Grant TRS-Care Contribution Amount
	$ 
	2155.03

	N/A 
	Education/General-Local Funds Amount Due - TRS 553 
	$ 
	N/A

	Total Service Credit Purchase Deduction
	SSBB Deduction - TRS 565 
(This is TRS Buy Back)
	$ 
	2159.00-XXX 
(XXX = deduction codes)

	Invoice (must enter total on bill even if not accurate)
	TRS Active Care Billed Amount Due 
	$ 
	2153.00-XXX 
(XXX = deduction codes)

	Total RE TRS-Care Contribution
	RE TRS-Care Contribution Amount
	$ 
	2155.04

	RE Payments for New Members Contribution
	RE New Members Contribution Amount
	$ 
	2155.05

	RE Pension Surcharge for Retirees 
	RE Pension Surcharge for Retirees 
	$ 
	2155.06

	RE TRS-Care Surcharge for Retirees 
	RE TRS-Care Surcharge for Retirees 
	$ 
	2155.07

	Public Education Employer Contribution
	Public Education Employer Contribution (was Non-OASDI)
	$
	2155.08





_____12.  Post the TexNet wire transfer.  We recommend using a Transfer Transaction so it will show on your bank reconciliation screen, making bank rec easier.  From Utilities > Transfer Transaction Processing > Transaction Maintenance tab, click +Add to enter data for this payroll.  Enter the Pay Date and Vendor Name (TRS).  Leave the Employee Number and Deduction Code columns blank.  Enter the deduction amount and account codes indicated on the previous step.  After entering, Refresh Totals, ensure transactions equal the total transfer and Save.  

Note: We recommend using amounts accepted by TRS. Use the Totals report or the Signature from the TRS RE Portal. 
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On the Process Transfer Checks tab, select the appropriate accounting period, select Payroll check stock, enter the Pay Date as the Check Date and click Preview. 
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Assign a check number.  (Recommend TRS MM where MM is the pay month.)  Review for accuracy and select Next. 
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Check the top 2 boxes.  Do not check to Print the Fund Transfer Summary as these amounts were included in your payroll transfer.  Click Update.


[image: ]No check in Print Fund Transfer Summary box.


At the prompt, make a backup and save in the Transfer Transactions folder within the monthly payroll folder.  There will be 2 backups since we affect both HR and Finance.

_____13.  Interface your TRS 3, TRS 489, TRS 373 (Stat Min) and Public Education Employer Contribution (was Non-OASDI).  If this process is not yet completed, please do so now.  From Payroll Processing>TRS Processing>Interface.  Use your pay date as the posting date and check the select button.  Then choose the interface button to process.
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_____14.  Run the Payroll Accrual Variance Extract Utility and correct as needed.  From Utilities > Payroll Accrual Variance Extract, pull all employees to the right, select the latest pay date and Run.
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Verify all payrolls extracted correctly.  Close the screen and proceed to the Reports tab.
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Generate the Payroll Accrual Variance Report by Name.  You may leave the Minimum Variance at .00 to see all variances or change to .08 to leave off any employees whose variance is only due to rounding.  
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Analyze each employee’s variance to determine the cause.  Once you have determined the cause, you’ll know if you need to simply make a correction to their screen, or if you need to post changes to the Master Payroll File and/or Interface those changes to Finance.



_____15.  If applicable, run the 941 Quarterly Tax Report.  
April 30 	– 	1st Quarter 941 due to IRS for January – March
July 31 	– 	2nd Quarter 941 due to IRS for April – June
October 31 	– 	3rd Quarter 941 due to IRS for July – September
January 31	 – 	4th Quarter 941 due to IRS for October - December
Access from Reports > HR Reports > Quarterly/Annual Reports > 941 Worksheet (HRS 5000).  The 941 report should be run for the three months of the quarter and compared to the tax deposits made through EFTPS for the same three months.  The Quarterly 941 form due to the IRS can be found at:  http://www.irs.gov/pub/irs-pdf/f941.pdf.  

_____16.  If applicable, run the TWC Wage List for the Texas Workforce Commission.
April 25 	– 	1st Quarter 941 due to TASB for January – March
July 25 	– 	2nd Quarter 941 due to TASB for April – June
October 25 	– 	3rd Quarter 941 due to TASB for July – September
January 25 	– 	4th Quarter 941 due to TASB for October – December


Access from Reports > HR Reports > Quarterly/Annual Reports > TWC Wage List (HRS 5050).  The report will create an electronic file.  Save in the TWC folder in the monthly payroll folder.  You will need the following information to complete the parameters of the reports which can be obtained from TASB if needed:

· Tax Area Number
· Tax Rate
· County Code with greatest number of employees
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Tax            The following can be obtained from your unemployment insurance carrier: Tax Area,   Tax Rate and County Code with the  greatest number of  Employees



_____17.  	Run Unique ID’s and make sure any name changes are included in the upload to TSDS.
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_____18.  Reconcile Payroll Clearing Liability Accounts.  From Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary tab, enter your payroll clearing fund and 2XXX in the object field.  Retrieve. 
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If these accounts are not zeroes, identify the differences.  Some may be legitimate; such as amounts for TRS Active Care bills that don’t match employee deductions due to a new employee or one that recently left the district.  Others may not be correct.  Make JVs or changes in HR as needed to clear accounts.

Also, go to the TRS portal and reconcile to your RE Ledger Balance.
[bookmark: _GoBack][image: ]

	
	

	Reporting & EOM Payroll Master Checklist	PAGE 22 OF 25


Updated December 9, 2019			
image2.png
TimeKeeper -LueAv n
File Edit View Insert Format Data Tools Form Add-ons Help All changes saved in Dr

e~ o~ P 00% S % 0 09 123+ Adial - 8 - BISA &H





image3.png
Utiities > Import Actual Hour:

PayDete: (08252019
Import Path: o file chosen





image4.png
Version: 3.3 Buil: 0120

cis HUmMan ReSOUICES  vser waxtost 10524141 srowser prcz0

Tables  Maintenance _ Payroll Processing __Inquiry  NextYear _ SeffService Utilites _Reports

ing > TRS Processing

Save TRS Month: [ 10 TRS Year: [ 2018

ol oo | S | e | Greiees | e | Pur |

ReportDate (M-YYYY): [ 102018 | Execute

Waintenance

Empioee Sanpate: [ =] [ Remeve

Type  IRSPosCd BeginAdjDate  EndAdjDate  NbrDaysAdj IRS Retiree Date Last Upd





image5.png
) W
Date Rum: Exract TRS Adusamert Days - Processing Report
oy Dt 150 Paget ol 5
ReportDate: 01201
™s o
Poa TRS 24
EmoNer Employee Name Ci_Retwee AdiBegDn AGENIDE Days ot
000365 CARRIDINE, CASSANORA @ N s 2B

2 New record insarted - Laave Dock Days.





image6.png
El [oouzre] [iosvare]





image7.png
[ save ] meswomn s vear: [ 2018 2]

22 HS UIL Coord
23 JHUIL Coord
24 COACHING

26 CoRChing 1750

27 suco L o
25 1ActPlay ssis [
29 Yearbook L o
30_Practicum Spons L o

» Employee History Information

Check the Expense
373 box and select

the TRS Member
Code that applies.





image8.png
i a

£

save TRS Month: (10 2] TRSVear: [ 2018 |2

» ExtraDuty

Employee: [000042- EASTIVOOD, CLINT | [ Reteve

Job Information

AdiNbr lob Code
5 1920t 010207 0 0000 ELEWENTARYTEACHER 405067 405667 |02 Teacher lbrarian [-] 4551000 379250 [187 Contractdays x| 000

Freq A PayDate Adj Nbr Account Code Amount Exp 373
10-19-2018 199-36-6119.00-001-991000 50.00 Uncheck the Expense 373 box.





image9.png
© Delete All and Insert New Records Frequency:
© Insert New Records

4 Biweekly
5 Semimontnly
6 Monthly

n (EDA40) Extract

From Gontract Begin Date:
ToContactzegn Dt

Extract

Maxmum Days Workea: 22| Madmum Days Workea: [12__|

20) Extract

‘Maximum Hours Worked: Maximum Hours Worked: [82___|
Defauli Zero Days Reason: | A-Acorued Payiiot Terminated = Defauti Zero Days Reason: | A-Acorued Payilot Terminated =
Chianution

Adjustment Days to RP25
Adjustment Days to ER27

i) [ 25 |[200-35:6145.00999-099000 | [CHILD NUTRITION ] 250000] | 000]





image10.png
© Delete All and Insert New Records
© Insert New Records

Maximum Days Worked:
Maximum Hours Worked:

i

Child Nutition

Grant

W L2 Jlawsesrsoomsosmin |

Default Zero Days Reason: [ A-Accrued PayiNot Termi

[cH]

TRS Proce:

Extract
Extract
Extract

Invalid Child Nutrition Expense Account Code.
TR Calendar does not contain dates for RP25 TRS MonthYear.
TR Calendar does not contain dates for ER27 TRS MonthiYear.

pate: [ 10012018
pate: [ 10312018

———

|
ee: (2]
on

A~ Accrusd Payitot Terminated =l





image11.png
© Delete All and Insert New Records Frequency:

© Insert New Records

4 Biweekly
5 Semimontnly
6 Monthly

From ConactgeginDate: [ << ]
To ContactBegnDate [ -]

Wasimum Days Workes: [1]
Wadmum Hous Worked: [0

DefaultZero Days Reason: |

Child Nutition

Employment Aft

Maximum Days Worked:

1
Wadmum Hous Worked: [0
I

Default Zero Days Reason:

@

[25_|[260-35-6146.00-985-938000 |

[CHILD NUTRITION

Adjustment Days to RP25
Adjustment Days to ER27





image12.png
TRS Extract Processing

Extract Type
TRSED20Exract
TRSRP20Exract
TRSED40Exract
TRSER20Exract

10-05-2018 10:45:05 Al
2018 10:46:09 Al
2018 10:46:05 Al
2018 10:46:07 Al

User|D _Email

Error Report _Print Report





image13.png
ma

|

“

o

Date Run: 10-05-2018 10:51 AM
Crty Dist: 127-903
Report Month: 10 Year: 2018

Emp Nor Freq Employee Name

Extract Employee Demographic Data to ED20 Errors.

ANYWHERE ISD

Error Message

1

End of Report

Process completed successfll.




image14.png
R

10052018 10:53 AM Extract Regular Payroll to RP20 Errors.

Coty Dist: 127-903 ANYWHERE 1SD Page:1of 1
Report Month: 10 Year: 2018 Frequency: 6
Emp Nor Freq Employee Name Error Message

The TRS TRS373 Calcuiations process executed successiuly.

The TRS Non-OASDI Calculations process executed successiuly.

No accouns selected for Previous Morth Chid Nutrton iterface

“The Curent Morth TRS Chid Notron Calculation process executed successfuly.

“The TRS NON-OASDI DISTRIBUTION create inerface transactions process completed successfuly.
‘The TRS ABOVE STATE DISTRIBUTION create inerface transactions process completed successfuly.
“The TRS CHILD NUTRITION Curert morth create inteface transactions process completed
successiuly.

“The TRS Regular Payoll Edractto RP20 process completed successfully. Records were successiuly
deleted and inserted.

Waring: Curent Mo Total Child Nutrtion Salary of 2500.00 exceeds total salary of 0.00 extracted for
selected employes. Uss the TEAM TRS 3 or 489to locate employees where From Chid Nutris setto Y.

0,00 has been used.
000023 BACALL, LAUREN Waing: Days Worked less than or equl o zemofor TRS Postion Code 01
000712 CAGNEY, JAMES Waing: Days Worked less than or equl o zemofor TRS Postion Code 01
000052 FLYNN, ERROL. Waing: Days Worked less than or equl to zero for TRS Postion Code 03

000391 FORD, HARRISON ‘Waming: Days Worked less than or equal to zero for TRS Postion Code 02.




image15.png
TRS Extract Processing

Error Report _Print Report

4 Completed TRSED20Extract 10-05-2018 1046:04 A 10-05-2018 1046:05 A TCOX tcox@esc14net _Print Report
3 Completed TRSRP20Extract 10-052018 1046:04 Al 10-052018 1046:09 A TCOX  tcox@esci4net PrintReport Print Report
2 Completed TRSED40Extract 10-05-2018 1046:04 A 10-05-2018 1046:05 Al TCOX tcox@esc14net Print Report
1 Completed TRSER20Extract 10-05-2018 1046:04 A 10-05-2018 1046:07 Al TCOX tcox@esc4net _Print Report




image16.png
Employee: [000067 : CAREY, JIM

TRS Month: 10 TRS Year: 2018

Employee Demographic (ED) Type:
ED20 Demographic

ED25 Demographic Adj

ED40 Contract & Position

ED45 Contract & Position Adj
ED90 Termination

Regular Payroll (RP) Type RS Position Code
RP20 Regular Payroll 01 Professional staff
RP20 Regular Payroll 03 Support staff

RP25 Regular Payroll Adj

Employment After Retirement (ER) Type

ER20 Employment of Retirees
ER25 Add A
ER27 Edit AGj

lect

orked

Delete

Add

Click + to add.
Popup box will
appear with
pre-filled data
where available.




image17.png
Emp Nor: 000067 StaffIDISSN: 462611254

sae  [ctees T
2 B

‘SHaff IDISSN: [ 462-61-1111 | DOB: [ 08-01-1955 | Gender: [W-Male  [~]
Name:  [CAREY | [m 1l IC_=
Last First Tiddle Generation
.
StreetPO.Box
Aot [ 1
oty

Work Email

Province:
Country:

e —

H{

=1





image18.png
ED20 Demographic 0

[ED25 Demographic Adj 0
ED40 Contract& Positon 1 ]
ED45 Contract& Positon Ad) 3

ED90 Termination 0




image19.png
Emp Nor: 000067 StaffIDISSN: 462.61-1254 Name: CAREY, JIM DOB: 08-01-1955 Gender: M - Male.

TRS Membership Eligibilty:
ERS Retiree Health Elig:
FIE Hrs:

Hiry Pay Rate:

TRS Position Code: [03 - Suppor staff

Employment Type: [P - Less than Half-Time |+

[ ol payunisatary Fiag: [5-Satay =]

0.00

Employment Start Date: [ 08-20-2007 | RE Pays Social Security [ - Subjectto medicare [+]
Contract Begin Date: [ 10-01-201g | Non-Standard Work Weekc
Contract End Date: 10312018





image20.png
B T e —
B ——

Create RP File

B T e —
B ——

Create ER File

B T e ——
B ——





image21.png
‘Opening TRSRPTER_ENTITY0693_102018.txt -

You have chosen to open:

| TRSRPTER_ENTITY0693_102018.txt
which is: Text Document (409 bytes)
from: hitps://txeistest reisld net:8443

What should Firefox do with this file?

7o this automaticalyfo ile ke this from now on.

o Cams)





image22.png




image23.png
Version : 3.3 Build: 0120

HUmMan ReSOUICES  vser waxtost 10524141 srowser prcz0

Tables  Maintenance _Payroll Processing __Ing NextVear  SelffService Utilities __Reports

Save RS Month: TS Vear:

© Postto Curtent AccountPeriod: 09 (netresn ) (it ) (osesopanaig)
© Postto Next AccountPeriod: 10 ‘

lect A Report Mo/Vr _ Posting Date _ Adjustment Nutrition Depo Nutrition Care
102018





image24.png
reers Contact Us

! | |12 SE—————

Home About TRS Active Retirees and Reportin Investments Pension Health Care
Members Beneficiaries En Benefits Benefits
RETIREES AND BENEFICIARIES - HOME TRS-CARE FOR NON-MEDICARE RETIREES FAQs
BENEFITS ::; (:ulde 102016-2017 Benefits FORMS
1y of Benefits
Annuity Payment Schedule Figibilty PUBLICATIONS
Death Benefits and Death Claim Information o

Blanc and Entnllment Infrrmatinn




image25.png
Thu, Jun 22, 2017 9:31:21 AM CDT_ FAQ | My Profile | Contact Us | Log Off

ﬁRs Heport/ng En t/t_y Porta/ WELCOME Melissa Femles::‘ASPERMONT ISD, 0342

HOME

Messages for Reporting Entity: Reporting Entity Home Page

No new messages

Report and TEXNET, |l Prior:Month Reports: RE Coach Phone: TRS-ActiveCare
Deposit DuelDate Complete: (800) 433 6734/ext.

 Empiover Home.

View Employee Information

Organization Profile




image26.png
Thu, Jun 22, 2017 9:32:21 AM CDT FAQ | My Profile | Contact Us | Log Off

) |
Eks Reporting Entity Portal weccoue IO . os.

No new messages

April 2017
Report Type status Delete Edit  History Details Total Signature
ER - Employment after Retirement Loaded

RP - Regular Payroll Completed NA NA

©
©





image27.png
Creato aNow Roport

No new messages

Report Creation

Report Type ED - Employee Demographic

Report Period May v 2017

Please choose a method for populating your report

‘Copy Forward
© Manual Entry





image28.png
Upload Fie

No new messages Upload File

_ Upload the file for the ED - Employee Demographic report for the report month May 2017

To move the file from your computer or system to ours, click on the Browse button. Then choose the file from your directory.

o R





image29.png
No new messages
Create New Report Detail

="

y 2017 April 2017

Report Type status Delete Edit  History Details Total Signature
ER - Employment after Retirement Loaded
RP - Regular Payroll Completed NA NA

Search Report:

Period From - Report Type ~  Hold Only O

Period To - Status - Overdue Only 0





image30.png
No new messages

Create New Report Detail

April 2017
Report Type status Delete Edit  History Details Total Signature
ER - Employment after Retirement Loaded
RP - Regular Payroll Completed NA NA

°
Report Type Date/Time status Delete  Edit History Detals Total  Signature
ED - Employee Demographic 06/20/2017 08:30:43  Completed  N/A NA
ED - Employee Demographic 06/22/2017 08:46:08  Deleted NA NA

©





image31.png
Create a New Report

No new messages Report Creation

_ (REINETS RP - Regular Payroll

Report Period June v 2017

Please choose a method for populating your report

‘Copy Forward

tanual Entry

Next





image32.png
Gpissarie

No new messages Upload File

_ Upload the file for the RP - Regular Payroll report for the report month June 2017

To move the file from your computer or system to ours, click on the Browse button. Then choose the file from your directory.

= resreree enmmsss osanizse





image33.png
No new messages

Create and Maintain Reports

April 2017

Report Type status Delete Edit  History Details Total Signature
ER - Employment after Retirement Completed NA NA
RP - Regular Payroll Loaded

°

Search Repol

Period From - Report Type ~  Hold Only O

Period To - Status - Overdue Only O





image34.png
Greats and Mainain o

No new messages
Create New Report Detail

April 2017

Report Type status Delete Edit  History Details Total Signature
ER - Employment after Retirement Completed NA NA
RP - Regular Payroll Pending

°

Search Repol

Period From - Report Type ~  Hold Only O

Period To - Status - Overdue Only O





image35.png
Thu, Jun 29, 2017 9:48:24 AM CDT  FAQ | My Profile | Contact Us | Log Off

ﬁRS HQ,UOf fll?g El?flfy Portal WELCOME LYNNANNDUNIVEN SHIGHLAND ISD, 1654.

WAGE & CONTRIBUTION REPORTING. © Help

Messages for Reporting Entity: Submit Signature

No new messages

Reports Ready for Signature

. May 2017 2017 11:42:11

 Create and Maintain Reports EAR-No retirees fo report  June 2017 [ESUIUIA =B E I 2y %%

« View Employee Information





image36.png
WAGE & CONTRIBUTION REPORTING.

« Employer Home
« Create and Maintain Reports
« View Employee Information

Submit Signature.

Report Signature

Report Period May 2017

Report Status. Pending

Total Number of Detail Records
Total Gross Compensation

Total Eligible Compensation

Total Performance Pay Compensation

Total Member Contribution

Total Member TRS-Care Contribution

Total RE TRS-Care Contribution

Total RE Federal Fund/Private Grant TRS-Care Contribution

Total Member Service Credit Purchase Payroll Deduction

Total Eligible Compensation Paid from Federal Funds/Private Grants
Total RE Federal Fund/Private Grant Contribution

Total RE New Members Contribution

Total RE Non-OASDI Member Contribution

Total Adjusted State Minimum Compensation

Total RE Statutory Minimum Contribution

$0.00
$12,012.00
$1,01403
$857.97
$3565
$873.22
$3,566.14
$24251
$0.00
$2,106.87
$01,927.70
$1,057.04

0
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00





image37.png




image38.png
No new messages

May 2017 06/28/2017 11:42:11

EAR-No refirees to report  June 2017 [l id =Ny Sy = I Vet





image39.png
alf Payment Jourra

From Pay Date (MMDDYYY) Gsorzor
To Pay Date (MMDDYYYY)

Singl Revenue Account per Selcted fund? (Y/N)
Intetace Transacion Date (MDY
Finance AccountingPeiod 0112
SeletFrequencyes, o bankfor AL | E—
Expendiure AccounsCoe(Erer fnd.unc o (6144 s, o, ) —
SteckoneDisttion Eor AccounkCoe [

Addional Matching Amount

|




image40.png
mrtace | (canen )

=
Date
Rur
Coty

Dist:

030-903

17-2017 10:47 AM

Payroll Account Codes Not In General Ledger

For Payroll Period Sep 01, 2017 Thru Sep 30, 2017

Fund Fnc Obj
189 11 614s
189 23 614s
189 31 614s
188 35 6ias
188 3% 6ies
189 41 614s

To be addad o the edgar
To be addad o the edgar
To be addad o the edgar
To be addad o the edgar
To be addad o the edgar
To be addad o the edgar

Program: HRS4150

Page: 10f 1





image41.emf

image42.png
ssionTimer: 59 min and 27 se

D A

|
‘_
\
|

[ 6 08202017 TRS 00473 41231 163.00-2155.02-000-800000 -
[ 6 0202017 TRS 00473 8463 163.00-2155.03-000-800000 -
[ 6 08202017 TRS 00473 60213 163-00-2155.04-000-800000 -
[ 6 0202017 TRS 00473 341.47 163.00-2155.05-000-800000
[ 6 08202017 TRS 00473 348.97 163-00-2155.06-000-800000 -
[ 6 0202017 TRS 00473 535.00 163-00-2155.07-608-800000 -
[ 6 08202017 TRS 00473 1,097.20 163-00-2155.08-000-800000 -

< >

Total: 3,882.21
r Totals
Frequency: Deduct Code: Check Nbr:
Pay Date: 09-20-2017 Deduction Amt{ Check Date: -~
Vendor Name /Sort Key{ Account Code: | 163-00-2155.01-000-800000 Check Type:
e Check Clesred:
Employee Nor:





image43.png
Version: 3.4 Build: 0120

5 HUMaN RESOUrCES  tser wats oss t0s2a1e1 srovserac 780

Tables  Maintenance Payroll Processing __Inquiry _ NextYear SeffService  Utilities _Reports

Check Date:§09-20-2015 JMM-DDYYVY)

®current: 09 Finance
Sort Vendors by Alpha or Numerical: | Numerical ¥

Next: 09 ®payroll





image44.png
Version 3.4 Build: 0120

s HUMaN RESOUICES  user wals Host 1052411 srovser

Tables  Maintenance Payroll Processing__Inqui

From Pay Date: 09-202019  To Pay Date: 09-20-2019

‘Select  Vendor Nbr Vendor Name Check Amt_Check Nbr
v 01405 TEACHER RETIREMENTSYSTEM  5.400.00

selectAll | [ UnselectAl | PrevhusJE Cancel |

Select vendors to process checks. Press Next to proceed with update options screen




image45.png
Verse

s Human Resources -

Tables  Maintenance P

From Pay Date: 09-202019  To Pay Date: 09-20-2019

Record Checks Printed:
i Update Transfer Check Transaction Table:

@l Update Finance Tables:
print Fund Transfer Summary

Previous cancel




image46.png
Version 33 Build: 0140

i Human Resources s s o
Tat Main Reports
Save RS Month: [ RS Vear: [ 2078

 Post to Current Account Period: 09 Delete Pending

Post to Next Account Period: 10





image47.png
> Payroll Accrual minand

R e |
P

[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
[m]
o
[m]
[m]
[m]
[m]
(]

NoRows
EEE—





image48.png
a

Payroll Accrual Variance Extract

Cory TEST ISD Page: 10f 1
Pay 10132017 School 2018 Frequency: 6
Date: Year:

Emp

Nor Employee Name Failure / Waming Message

System

‘Success: Al cakulatons completed 10-13:2017




image49.png
Payroll Accrual Variance Report by Name.

Accoune st furra - St

E]
O Geneatjounai reporc
o

O AccounsDisrtuionourna-Accourssort | 00|




image50.png
TWC Wage List

Do youwish o creae the TWC Wage e (YN
e — C—

St Fequenstes o kT ALL | —
Beginning page number (#684)

Tax Area (84) [—

Tax Rate (81.448%0)

4 Form (v C—

County Code with the geatest number of employees (+#4)

‘Quarter and Year (QYYYY) 32017

NAGS Code ha53) | E—

Contace Name (up 030 characers)
TR

[—  —




image51.png
Utilties > Tes

StaffID Import





image52.png
Utiities > Texas Unique Staff ID Interface

From: 2018 To:





image53.png
General Ledger Ing; min and 58 5

Inqui

processea [ currencperiod: 11 e eriod: 11 [ satance Accounts Only Tl incude Fund Totats- L Exclude Objects 610¢ o
.
cour o o o (oo Jo Do Jo o o o o ol e e (e ) (e ]

ma “oorm

ome 11172017 2080m ni fomation o Balnce Aesoums

oo

B 000 - a1 4

Processed® Cument(11)E Nex(11)E 0K XK DOK XK XK X XK X XK File ID: C
— —

P Desion ot cpmpranes 'St aren

e —_ oo

65 5 21 0 o8 8 080 CO FEOERALNCONETARES oo

650 22 o1 o9 8 80 o FICATHES EROVEE oo

o 2z e o s 0 o FicATHES oo

6o 0 215 8 02 8 000 B0 GROPHEATISLRENS oo

65 0 25 8 01 8 000 B0 GROUPHEATISLRENS oo

65 0 25 8 1 8 000 B0 GROHEATISLRENS oo

65 0 215 8 0 8 000 B0 GROPHEATISLRENS oo





image54.png
J— poses e are
S —— Starting Posted Date. 0910172019
Type Balance Ending Posted Date 12/09/2019
Current Total RE Ledger  -$23,944.84 ® Reporting Period Range
Balance
Starting Reporting Period
Ending Reporting Period
Search
RE Ledger Det:
Fist || previous | [l next | Last Resuts Per Page
11/26/2019  MC  TexNet - Member Retirement Contribution - $18.459.08 1112019 11/2612019 $0.00
Reguiar PR
11/25/2019  MC  Member Contribution $18,459.08 1112019 1112512019 -$18,459.08
11/26/2019 IN  TexNet- Insurance Contribution $155819 1112019 1112612019 $0.00
11/25/2019 N Member TRS-Care Contribution $1,858.19 112019 1112512019 -$1,558.19
11/26/2019 FG  TexNet- Federal Fund and Private Grant $174718 1112019 11/2612019 $0.00
Contribution
11/25/2019 FG  Federal Fund/Private Grant Contribution $1,747.18 112019 1112512019 5174718
11/26/2019  SM  TexNet - Statutory Minimum Contribution $81624 112019 1112612019 $0.00
11/25/2019  SM  Statutory Minimum Contribution $816.24 1112019 1112512019 581624
11/25/2019 FI  Federal TRS-Care Contribution $355.72 1112019 1112512019 $1,95273
11/26/2019  RI TexNet-Reporting Entity TRS-Care $179795 1112019 1112612019 $0.00
Contribution Amount
11/25/2019 Rl RE TRS-Care Contribution $1,797.95 112019 1112512019 5179795
11/26/2019 NM  TexNet - Reporting Entity Payment For New $62029 112019 1112612019 $0.00
Members
11/25/2019 NM  RE Payment for New Member Contribution -$620.29 1112019 1112512019 -$620.29
11/26/2019 EC  TexNetRE Payment for Public Education $3.42482 1112019 1112612019 $0.00
Employer Contribution
11/25/2019 EC  RE Payment for Public Education Employer -$3,42482 112019 1112512019 83,424 82
Contribution





image1.png
o E T 100% v S 00 123~ Arial - 8 - BISA &H = £ o B M Y-3-
9/30/2019
» s o > 5 G o [ . f « . v N
" 112019 912912019
2 9/2019 TimeKeeper ﬂ"‘g:sjpe' HSSect  ExtraDuty Aide-Teacher Bus Driver Technology  Cafetera  Counselor  Aide-SPED  Substitutes Maintenance  Janitorial
= | PrnlDale- 95302019 | 195881 273 9202 543 37844 8142 11821 27894 5279 279.81 385.49 12873 177.53
155.56 18 37.35 118.21
Employee Names o p 1
are Listed Here. 13097 P 12097
8094 12 8094
97.45 12 9202 543
159.63 2 159.63
118.52 17 118.52
12873 17 12873
3279 5 3279
178.42 19 4407 12435
2356 4 2356
88.39 14 88.39
12895 19 12895
146.57 18 146.57
145.46 19 145.46
119.31 15 119.31
38.85 5 38.88
136,87 19 136,87
3096 18 3096
7.75 1 7.75

+ = @ SubsStaff ~  SubsTimes ~

PayType3 -  AllStaff ~ @ tkWorkflows ~ @ StaffSummary - SummaryWklyJobHrs ~




