August 2019 TEAM Reporting

1. Process all August payrolls.

2. Run the RP Extraction with Child Nutrition figures (if applicable) and interface to Finance. This
will allow to process and interface the TRS On- Behalf journal and continue with end of year
processing in Finance—BE SURE THAT YOU SAVE OFF ALL EXTRACT REPORTS FOR USE IN
VERIFYING LATER; SAVE IN A FOLDER NAMED ‘PRELIMINARY AUG TRS TEAM REPORTS'.

SessionTimer: 29 min and 56 sec

Payroll Processing > TRS Processing

TRS Month: TRS Year:

Adjustment Days Payroll History rac Maintenance Create Files Interface Purge

® Delete All and Insert New Records Frequency: 4 Biweekly
) Insert New Records 5 Semimonthly [ Execute [ Extract Status ]
(| First Time Reporting ¥ & Monthly
W Employee Demographic (ED20) Exiract W Contract and Position (ED40) Exiract
Employment Demographic records will be created. From Contract Begin Date: |- - |
To Contract Begin Date: III
Regular Payroll (RP20) Extract W Employment After Retirement (ER20) Extract
Maximum Days Worked: Maximum Days Worked: D
Maximum Hours Worked: | 176 Maximum Hours Worked: [0 |
Default Zero Days Reason: \ v Default Zero Days Reason:
i o W Adjustment Days

Current Previous

Month Salary Month Salary I Adjustment Days to RF23

Grant

Delete Code Account Description

(I 1[ ] | 0.00]| 0.00]

) Adjustment Days to ER27

Enter Child Nutrition information
if applicable for your district.

TRS Extract Processing

Error Report  Print Report
Print Report  Print Report
TTeheEE—

06-11-2019 10:35:25 AM REGIONS3

06-11-2019 10:35:16 AM

Completed TRSRP20Extract

Interface to Finance using Payroll Processing>TRS Processing>Interface Tab. You may need to click on
the ‘Refresh’ button for the journal voucher to populate.

SessionTimer: 29 min and 59 sec

Payroll Process

Save TRS Month: TRS Year:

Adjustment Days Payroll History Maintenance des
| Post to Current Account Period: 07 [ —— [ E—— l [ —— Pending]
I '® Post to Next Account Period: 08 I
Child Child IRS TRS
Select & Report Mo/Yr Posting Date Adjustment Nutrition Deposit Nutrition Care 5373 Non-0ASDI Insurance
=] 082019 08-31-2019 0 { 0.00 1.549.34 3.683.04 0.00
Rows: 1
"




3. DO NOT REPORT OR SUBMIT ANY RECORDS TO TRS AT THISTIME!!

4. Refer to the Balancing Accruals in Finance and HR checklist for information regarding the EQY
Accrual process. After running the EQY Accruals process and interfacing to Finance, be mindful
that no changes should be made to the employee’s master job and distribution records until the
August Accruals are posted to payroll history as part of the end of year process (First Payroll of the
School Year, Part 4). If your district does not accrue through the payroll system, skip this step.

5. Change to the Next Year frequency. If you have employees who start work onor

after September 1, run a user created report in Next Year payroll to identify September start date
employees; then temporarily inactivate these employees in the Next Year payroll file. It is
recommended to utilize the Sort/Filter functionality to sort contract begin dates in descending order
for easier identification. Additionally, verify June 2020 and July 2020 PAYOFFS are inactive.

Employee Nbr::[E ¥IActive Employees Only

ployee Demograp
¥Employee Nbr |IStaff ID/SSN Maiden Name Phone Area Cd "lLast Change Date LJEmer Contact “Hispanic/Latino
[“ITexas Unique Staff ID _lAddress Number “IFormer Prefix —IPhone Nbr LCitizenship IRelationship lAmerican Indian
_IName Prefix street/P.0. Box “IFormer First Name —|Bus Phone Area UMarital Stat JEmer Notes Asian
[¥IFirst Name LlApt _IFormer Middle Name —IBus Phone Nbr _IOther Language LJEmer Area Cd |African American
“IMiddle Name Hcity [Former Last Name —Bus Ext Local Use 1 _JEmer Phone Nbr “IPacific Islander
\¥ILast Name UiState Former Generation —ICell Area Cd “lLocal Use 2 JEmer Ext —White

o ceneraton L 1Zip Driver's License —ICell Phone Nbr JEmail
Sex Czip+2 /DL State Local Restriction “JHome Email
pos JAddr Country DL Expir Date ~IPublic Restriction [JEmployee Notes

W Certification

| Responsibility

Cert Type |ISpecialty Area Icampus Pop Served IClass ID job Code "IDays Wk 3 ZIMin Wk 2
ICert Date U Teaching Spec —IRole ID “INbr Of Students IClass Type “IDays Wk 1 “IDays Wk 4 ZIMin Wk 3
IDate Expire Uservice ID Monthly Minutes Lgpesee e thts —tAionn f i thtt

»
JEmployee Status Code ~Yrs Non-Professional Experience "IOriginal Emp Date

“IHighest Degree Achieved Yrs Non-Professional in District Latest Re-Employ D Columns Available for Sorting Sort Columns

UIPercent Day Employed Contract Class JRetirement Date Emp Nor Contract Begin D Descending v
LJEst Annual Salary Contract Term UiTermination Date First Name

L_lYrs Professional Experience IContract Year —Extended Leave Be;

[Clyrs Professional in District Grades Taught [JExtended Leave En: Last Name

B pay Information

“IPay Stat —/Pay Campus | ITax Exempt w4 Marital Status “Unempl <
=Pay Dept Campus Name INbr Exempt LIFICA Eligible JEIC Code
IDock Rate
W Extra Duty Pay
[JExtra Duty Code "JExtra Duty Amt Bank Code Bank Acct Type » [ Filter Criteria
[ZJExtra Duty Descr JRemain Amt —'Bank Name —IPre-Note
JExtra Duty Type "IRemain Pymts —Bank Acct Nbr UiBank Acct Amt
0K Cancel
S
job Code [ Percent Assigned Payoff Date IPay Grade "IDaity Rate | Overtime Eligible 'Workers' Comp Cd
Job Descr | IDepartment INbr Days Employed | Ipay Step Hrly Rate Overtime Rate “/Workers' Comp Annual
IPrimary Job iPay Type _INbr Days in Contract Pay Schedule Pay Rate —Hours/Day “/Workers' Comp Remain
JPrim Campus e —— Local Contract Days IState Step Base Annual LITRS Position Cd LJExempt Status
[ZICampus Name ¥IContract Begin Dt Nbr of Annual Pymts Contract Total U Acerual Cd State Minimum Salary lIncr Pay Step
ZINbr Mon Contr “IContract End Dt “IRemaining Pymts iContact Balance Accrual Rate ~ITRS Year vacant Position
Yrs of Job Exper ¥rs in Career Ladder IWkly Hrs Sched Wholly Sep Amt JReg Hrs Worked




Users can easily update the Pay Status information using Utilities>Mass Update. Verify you are in
the Next Year Payroll frequency. Under the Parameters, select the contract begin date(s) that need
updating, execute and verify reports before processing. It is highly recommended to do an export
before this is processed. Keep this information, as it will be used to activate these employees for
copying over in September. In addition, you can inactive the June and July payoffs by utilizing this
Mass Update screen.

Utiities > Mass Update SessionTimer: 27 min and 08 sec
Parameters Pay Status:
Primary Campus: Al v | Payoff Date: | [_]
Job Code: Contract Begin Date: |09-03-2019 alary Concept: | All
Accrual Code: All v| ContractEnd Date: |—| Extract ID: %]
Pay Grade: ContractMonths: [ | EmployeeNor: [ |m
Prior Yr Emp Date: | 00-00-0000

Deductions a Job Code Salary Calculation

i

I ¥ pay Status I Iner Pay Step [ pay Step
T Tiscal vear 8 calendar ] Dt [ Contract Begin Date:
Extract ID v | ] contract Begin Date | -- 1 stat Contract End Date:

6. Copy calendars - do not copy the TR calendar or any calendar that begins in September. Verify
all applicable calendars copied over to current year payroll (look at process report). If not, you may
have to copy over individually.

SessionTimer: 29 min and 21 sec

[Eseiea i
-
Acerual Calendar [ [l —
Extra Duty Pay [ |8
Hourly / Daily Salary [ |G
Job Cade [ |@
Local Annual Salary [ |8
Midpaint Salary [ |0 [ )
Sehool Calendar 131745788 |@ I
State Minimum Salry [ [l —
Substitute Salary [ |8
Workers' Compensation Rates | |G




7. Next, copy employees who have August contract Begin Dates from Next Year to Current Year
payroll. Verify these employees have a Pay Status of ‘Active’. This process may need to be

completed several times, as there may be several different August contract begin dates. Verify
reports before processing. An export isrecommended.

Next Year > Copy NYR Staff to CYR

SessionTimer: 27 min and 48 sec

Prior Yr Emp Date: | 00-00-0000

Wlinclude Employees with Termination Date
(Carry aver emplayee deductions

[ preview changes
Clonly process employee deductions

Parameters Pay Status®

brimary Campus: | Al v] Payeffpae: [ [
- 0 +_Pay Campus: Al v | Frequency:
Job Code: Al v || Convact Begin Dater | 08-26-2019 v ISa\aryConcept:
hecrual Cose: Caniract End Date: e
Pay Grade: I:I Contract Morths: :l Employee Nbr: |:E|

8. Change to Current Payroll frequency. Payroll Processing>TRS Processing>Extract Tab. Extract

the ED20 record.

Payraoll Processing > TRS Processing

Save TRS Month: (e TRSYear: | 2019 | &

Adjustment Days

Payroll History frac Maintenance

SessionTimer: 29 min and 57 sec

Purge

(

Execute ] { Extract Status ]

Create Files Interface
'® Delete All and Insert New Records Frequency: 4 Biweekly
) Insert New Records 5
[ First Time Reporting [ & Monthly

¥ Employee Demographic (ED20) Extract

W Contract and Position (EDA0) Extract

Employment Demographic records will be crealed.

From Contract Begin Date: I:l
To Contract Begin Date: I:l

W Regular Payroll (RP20) Extract

W Employment After Retirement (ER20) Extract

Maximum Days Worked: El
Maximum Hours Worked: El
Default Zero Days Reason: |

Child Nuirition
Grant
Code

Delete Account

Description

Month Sala

No Rows

Current

)

Maximum Days Worked: EI
Maximum Hours Worked: EI

Default Zero Days Reason:
| W Adiustment Days |

) Adjustment Days to RP25

Previous
Month Salary
) Adjustment Days to ER27

9.

Extract the ED40 record (use 8/1/2019 to 8/31/2019 dates). Use Reports>TRS

Reports>Employee Data (ED) reports to verify ED20 and ED40 information extracted.



Adjustment Days yroll Maintenance | Create Files | Interface | Purge

® Delete All and Insert New Records Frequency: ' 4 Biweekly
) Insert New Records 5 i Execute Extract Status
[ First Time Reporting #/'6 Monthly

W Employee Demographic (ED20) Extract

E2 Contract and PosHtion (ED40) Extract
From Contract Begin Date | 08-01-2019 |
To Contract Begin Date: __03'31'2019
W Regular Payrol (RP20) Exlract W Employment After Retirement (ER20) Extract
Maximum Days Worked: [0 | Maximum Days Worked: [0 |
Maximum Hours Worked: [0 | Maximum Hours Worked: (0|

Default Zero Days Reason: | v Default Zero Days Reason

Employment Demographic records will be creafed.

Child Nutrition W Adjustment Days
Grant

Account =) Adjustment Days to RP25

| Adjustment Days to ER27
No Rows

10. Run the RP20 extraction again. This particular extract will not be interfaced to finance; remember -
this was interfaced as part of Step 2.

Payroll Processing > TRS Processing SessionTimer: 29 min and 58 sec

TRS Month: TRS Year:

Adj ays Payroll History Maintenance Create Files Interface Purge
'*) Delete All and Insert New Records Frequency: 4 Biwaskly
() Insert New Records 5 Semimonthly { Execute ] [ Extract Status ]
| First Time Reporting ¥ 6 Monthly

W Employee Demographic (ED20) Extract W Contract and Position (ED40) Extract

Employment Demographic records will be creafed. From Contract Begin Date: I:I

To Contract Begin Date: | -- |
|
I I Regular Payroll (RP20) Exiract W Employment After Retirement (ER20) Extract

Maximum Days Worked:

Maximum Days Worked: El
Maximum Hours Worked D

hd Default Zero Days Reason:

W Adjustment Days

Maximum Hours Worked:

Default Zero Days Reason:

Child Nutrition

Delete Month Salary Month Salary 1) Adjustment Days to RP25

|| Adjustment Days to ER27
No Rows

save | TRS Month: TRS Year: | 2018 |2
Adjustment Days Payroll History Maintenance Interface Purge
Select ED type(s), or blank for ALL: | I[=]

Select Employee(s), or blank for ALL: | |E|




12. While you are waiting on ED File to complete, manually add to the RP20 record all of the new
hires for August. Utilities>TEAM Submission>Data Maintenance>Regular Payroll (RP) - Add a new
line, type in the name or employee number and select the desired employee; tab until the name
appears. Fill in the Hours Scheduled and Days Worked for the employee and thensave.

Utilities > TEAM Subrmission > Data Maintenance > Regular Payroll (RP) SessionTimer: 29 min and 44 sec

TRS Monen: [0 v | TR Year: [2010 | ( Retrieve | (_ Dbirectory |

RP25 (Payroll Adj) /\

Delete Select Emp Nbr Staff ID/SSN DOB Gender  Last Name First Name Middle Name Generation TRS Position Code Actual Hours Worked Hours Schedule.' Days Worked Zero §8

@ Q oooses 05 - FT nurse/Counselor 0 ) ¢
fl Q 000059 01 - Professional staff 0 0 0
fl QR oooosy 03 - Support staff 0 0 0
fl R oooa41t 01 - Professional staff 0 0 0
il R 000531 01 - Professional staff 0 0 0
@ QR o007 02 - Teacher, librarian 0 0 0
@ R ooo23 01 - Professional staff 0 0 0
 Q 000495 02 - Teacher, librarian 0 0 0
fl Q 000506 01 - Professional staff 0 0 0
fl Q ooo129 02 - Teacher, librarian 0 0 0
fl R ooosse 01 - Professional staff 0 0 0
1] Q 000489 03 - Support staff 0 0 0
@ Q 000073 04 - Bus driver 0 1 1
@ | 03 - Support staff 0 1 1
7 < - Support staff 0 1 1

EmpNor: [ | ] StaffID/SSN: Name: DOB: Gender:

TRsPositonCoser [ v] sl Hours Workes \:‘l Hadrs Sheduled. 0] Days Worked: ofpeovesresson| ] |
|
1

TRS Gross: 0.00| RS Grant Gross: 0.00| Emplr TRS Care Contrib: 0.00| Perfor Pay Gross: 0.00
TRS Care: 0.00{TRS Grant Deposit: 0.00 | Emplr New Member Contrib: 0.00 | Adj State Min: 0.00!
TRS Sal Reduction: 0.00{ TRS Grant Care: 0.00 | Emplr TRS Non-OASDI Contrib: 0.00 | Stat Min Contrib: 0.00!
Total Gross Pay: 0.00

In addition, suggested maintenance on this screen is to sort by “Days Worked” to determine which
employees have zero days worked for August. Insure that if an employee actually has zero days
worked in August, there is a Zero Days Reason listed. If employee actually worked in August, adjust
the Hours Scheduled and Days Worked fields accordingly.

13. After the ED Submission is in a Completed status,create the RP Submission file and upload into
TRS TEAM.

Payroll Processing > TRS Processing SessionTimer: 3

Save | TRS Month: TRS Year:

Adjustment Days Payroll History Maintenance eats X Interface

Select ED type(s), or blank for ALL: | =]
Select Employee(s), or blank for ALL: | [

1#! Create RP File

Select RP type(s), or blank for ALL: | =]

Select Employes(s), or blank for ALL: | |[=]




14. Once everything has reached a complete status, determine what is needed to pay for TEAM
reporting and pay through TEXNET.

15. Record what was actually paid for TRS TEAM by utilizing Transfer Transaction Processing in
TXEIS.

16. Delete Pending TRS Interface for August.

SessionTimer: 29 min and 57 sec

Payroll Processing > TRS Processing

save . TRsMonth: [ 6 | TRSYear

Adjustment Days Payroll History Exiract Maintenance Create Files Purge

® Post to Current Account Period: 07 [ —— ] [ —— ] [ Delete Pending ]
'/ Post to Next Account Period: 08

TRS TRS

Child Child

Select A Report Mo/¥r  Posting Date Adjustment Nutrition Deposit Nutrition Care TRS 373 Non-OASDI Insurance
0 0.00 0.00 3524 68 4,061.37 0.00

Selected record(s) will be deleted.

Click OK to delete, or Cancel to return.

OK | Cancel |

17. Change to Next Year Payroll frequency. Utilities>Mass Update>Employee Tab to update the Pay
Status from Inactive to Active for those employees who start work on or after September 1, 2019.
Under the Parameters, select the contract begin date(s) that need updating, execute and verify
reports before processing. These employees’ new contract information will be copied to current
year payroll as part of the First Payroll of the School Year process.

SessionTimer: 28 min and 32 sec

Utilities > Mass Update

rreneer 1S
DActive ®@inactive OBoth Primary Campus:  [All v | Payoff Date: :Ij
[All v] Frequene:  [FMonthiy NVR v]

Pay Type: A — v | _Pay Campus:
Job Code: [au v Contract Begin Date: [09-03-2019 v II Salary Concept: [All |
v | ontractEnd Date: | Y| ExtractiD: | v |

Accrual Code: | Al
Contract Months: l:l Employee Nbr: oo

Pay Grade:

Prior Yr Emp Date: | 00-00-0000

1

a ]
Deductions Extra Duty Job Code Salary Calculation

s 7]
¥ Pay Status Active v | Incr Pay Step Yes v | Pay Step From To
- TN T () calendar -  Limit: Contract Begin Date:
Extract ID v I\ | Contract Begin Date s - State Step Contract End Date:
Liceison R = =




