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ASCENDER - First Payroll of the School Year
(July Start LEAS)

Created: 10/16/2023
Reviewed: 06/18/2026
Revised: 07/21/2026

CAUTION: Do not begin this process until the following processes are complete:

0 e If applicable or if your LEA processes monthly accruals, ensure that the End-of-Year
(EQY) Accruals for June Year-End LEAS process is complete.
e Ensure that the Finance EOY Process is complete.

The purpose of this document is to guide you through the necessary steps to process the first
payroll of the school year for July start LEAs.

Note: Certain steps in this guide must be reviewed again as each group of employees begins
their new pay cycle (e.qg., July, August, and September contract start dates).

Verify that the budget is moved to Finance before continuing with this process.

This document assumes you are familiar with the basic features of the ASCENDER Business system
and have reviewed the ASCENDER Business Overview guide.

| Some of the images and/or examples provided in this document are for informational
&£ + purposes only and may not completely represent your LEA’s process.

Before You Begin

Terms:

Terms:
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Term Description

CYR payroll frequency Current year payroll frequency

LEA (Local Education Agency) Refers to the educational entity (e.g., charter, district, etc.).
Non-standard employee An employee who receives their first paycheck in July or August

should have the TRS Year selected on the Payroll > Maintenance
> Staff Job/Pay Data > Job Info tab.

NYR payroll frequency Next year payroll frequency

Payroll/Personnel Verification ltems:

Payroll/Personnel Verification Items

Review and address the applicable Payroll and Personnel items. These items should be reviewed
and completed before each group of employees begins receiving their new pay for the new school
year.

Run user-created reports to verify the following information.

Payroll
For payroll items, run the User-Created Report in Next Year Payroll.
Payroll > Maintenance > Staff Job/Pay Data > Pay Info

 Verify TRS eligibility using the View Employee Information webpage in the TRS RE Portal.

* Verify the employees who are coded Non-TRS eligible (should only be seasonal, subs, retirees,
etc.)

e Reference the FICA/Medicare - Quick Reference chart to verify FICA eligibility for all employees
coded Y, specifically substitutes who were hired as full-time employees (e.g., teacher). (only
subs, seasonal, not students)

Payroll > Maintenance > Staff Job/Pay Data > Job Info

» Verify the Payoff Date for active employees reflect June, July, or August.

 Verify the contract Begin and End Dates are within the applicable school year.

 Verify the Number of Days Employed.

¢ Verify the Number of Months in the contract.

 Verify the Number of Payments and Number of Remaining Payments.

« Verify the State Min Days field for all employees including support staff. Select the number of
days closest to their # of Days Employed.

 Verify salaries and State Minimum salary by either running a user-created report or the Payroll
> Reports > Payroll Information Reports > HRS6400 - Salary Verification Report with Pay Type
1 selected.

Payroll > Maintenance > Staff Job/Pay Data > Distributions

 Verify that distributions are accurate and reflect the correct fiscal year.
* Verify salaries and distributions. Verify that Expense 373 is selected for all applicable
employees.
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« Verify that the applicable distributions have a federal Fund to Grant Code (240 may not have
a grant code).

Payroll > Maintenance > Staff Job/Pay Data > Deductions

 Verify new deductions. Deduction Codes can either be manually entered or imported.
» Review all retiree records for applicable surcharges.

Payroll - General Reminders

« Verify unemployment. As a reminder, superintendent wages are subject to unemployment.
Student workers are the only exempt exceptions.

Verify next year payroll to budget.

Use the August TRS Reporting Process guide to address TRS reporting for August.

If applicable and not addressed in the August TRS Reporting Process, address August
adjustment days.

If an employee is no longer employed, ensure that appropriate end dates have been added to
all applicable pages, including the contract End Date.

Personnel
Personnel > Maintenance > Staff Demo > Service Record

« Verify that service records were created and/or updated with leave for the latest completed
school year.

Personnel > Maintenance > Employment Info

» Verify Employee Status (Employed or Not Employed). If the employee is no longer employed,
the Termination Date must be populated. In addition, verify that an ED90 has been submitted
for non-returning employees.

e |f an employee is no longer employed, ensure that appropriate end dates have been added to
applicable areas:

o Auxiliary Role ID

o Paraprofessional Certification

o Personnel > Maintenance > Staff Demo > Responsibility
o Personnel > Maintenance > TSDS Days Employed Set

« Verify that the Original Employment Date or Latest Re-Employ Date fields are populated.

« Verify the Percent Day Employed (Did employees change from part-time/full-time?).

e Verify changes to the Employment Type, Retiree Employment Type, and/or Sub Type
fields.

e Review all retiree records for applicable surcharges.

e Subs - Run a user-created report to verify the following information:

o TRS Position Cd
o Contract Begin Dt and Contract End Dt (First day when sub begins work for the school
year through last day of school)
o FICA Eligible
o No TRS
e Retirees - Run a user-created report to verify the following information:
o Retiree Employment Type
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o TRS Position Cd
o Contract Begin Dt and Contract End Dt (First day when retiree begins work for the
school year through last day of school)
o FICA Eligible
o No TRS
e Ensure that applicable TSDS/PEIMS reporting areas are set up for applicable employees. All

business-related data that is reported for Fall PEIMS is listed in the TSDS PEIMS Fall Submission
Data for Business guide.

o Auxiliary Role ID

o Paraprofessional Certification

o Personnel > Maintenance > Staff Demo > Responsibility

o Personnel > Maintenance > TSDS Days Employed Set

EOY Flowchart for July Start LEAs

First Payroll of the School Year (July Start LEAs)

@ Reminder: The steps in this guide need to be addressed again in August for all
employees with August contracts.

1. Verify finance options.
Verify finance options
Finance > Tables > District Finance Options

Verify that the School Year field contains the new school year.

Note: If the new school year is not displayed, stop and complete the Finance End-of-Year
Process first. Do not update the School Year field until the Finance End-of-Year (EQY)
process is complete.
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| Save [

FINANCE OPTIONS ACCOUNTING PERIODS CLEARING FUND MAINTENANCE

Retrieve ] | Print
Finance Options Purchasing Options
Current Finance Fiscal Year: PO Object Code Restriction: E - Class 1XXX, 2Xx]
School Year: 2026-2027 Print Federal ID Number on PO:
Previous Year File I1D: : Use Automatic CYR Requisition Number
decinnment-

2. Verify payroll frequency.
Verify payroll frequency

Each time you prepare to move a group of employees (July contracts, August contracts, and
September contracts), be sure to start with this step to ensure you are starting in the correct
frequency.

In Payroll, verify that you are in the next year frequency that is associated with your current
year frequency. If not:

o Click Change.
o Select Next Year.
o Click Apply.

Year: [Current Yearv]  Frequency: (6 - Monthly CYR v oty || concel

Current Year

Next Year

3. Prepare NYR payroll for move to CYR.
Prepare NYR payroll for move to CYR

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Reports > User Created Reports
Generate a User Created Report (or another preferred payroll report) to:

o Verify that all employee data is correct prior to moving the next year payroll to the
current year.
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o |ldentify all employees with 11, 12, and/or 13 in the # of Months in Contract field on the
Payroll > Maintenance > Staff Job/Pay Data > Job Info tab as these are the employees
that will be moved. Before July payroll, the first group should be 12-month employees with
July contracts, before August payroll, the second group should be 11-month employees
with August contracts, and then before September payroll, it should be 10-month
employees with September contracts.

Note: If changes are required, you can continue to update data when it is moved to the
Current Year frequency.

o Verify payoff dates in the next year payroll frequency. You may use the above criteria to
copy employee data from next year to current year.

o Verify that Distribution information has been updated for those employees being moved.
It is important that only the specified groups are moved to the Current Year frequency at
the appropriate times (July contracts before July payroll, August contracts before August
payroll, and September contracts before the September payroll), as each group starts
their pay in the new fiscal year.

Payroll > Reports > Payroll Information Reports > HRS6150 - Employee Payroll Listing

Generate the HRS6150 report to verify the pay status of applicable employees. Employees
being moved must have an Active pay status. Ensure that any employees who should not be
moved at this time are set to Inactive. For example, when moving the July contracts, you want
the 11- and 10-month employees to be set to Inactive at that time. As you move each group,
ensure all employees who do not need to be moved to the Current Year frequency are set to
Inactive. The status is updated in the Payroll > Maintenance > Staff Job/Pay Data > Pay Info tab.

Print and/or save this report, then review it for accuracy.

Payroll > Maintenance > Staff Job/Pay Data > Pay Info

Use the Pay Info tab to inactivate an employee. Inactivate those employees who do not need to
be moved such as employees whose contract days begin in July and/or August (11- and 12-
month contracts) or “filler” employees who are used only for budget purposes (i.e., vacancies).
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Employee ["J'L!CCI‘_"{.- : BENTON, ANTOMIO L

Pay Status. 2 Inactive VJ

Pay Campus: [102 102 Ascender Elem 03-06 v |

Pay Dept D

PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE

Tax Exempt: D

Unemployment El.ll_r

FICA Eligibility: (s

Subject to medicare

HAFA Bdssbnl S nbs

o Retrieve the employee.
o In the Pay Status field, select 2 Inactive.
o Click Save.

4. Copy NYR tables to CYR.

Copy NYR tables to CYR

Do not copy all tables at this time. Review only for employees with July contracts who receive
their first paycheck in July. Only copy tables that are applicable to the group of employees
currently being moved. For example, when updating Current Year payroll information for the
July employees, only move specific table information for July contracts. This process will be
repeated in August for employees with August contracts and then in September for employees

with September contracts.
Log on to the next year payroll frequency.

Payroll > Next Year > Copy NYR Tables to CYR

Copy the necessary school calendar information from Next Year to Current Year. The school
calendars should be moved at the same time as a specific group of employees are moved from
Next Year to Current Year. For example, if you are moving July contract employees to the
current year payroll, only move workday/school calendars for July contract employees to current

year payroll, etc.

____ CAUTION: Take caution when moving tables from the Next Year frequency to the
Current Year. Keep in mind that selecting the main checkbox indicates that you
want all tables selected for the move; however, you can select the ellipsis for each
table and select more specific options.
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Vaar: M Froguency: F
COPY NEXT YEAR TABLES
[
Accrual Calendar [ 10 ¢ L ko ! I ettt ]
Estra Duty Pay [1o2a 7 h Dz 10 ¢
Henly [ Daiy Salary [ ] O ¢
Jobs Code [ao: |
Local Anrsl Salary | ] O i
Midpoint Satary [ g
School Calertar foLiw ) & ¢
State Minimum Salary [ | I
Suistnte Salary [ ] 0 ¢
Workers® Compensation Rates ] O i

o Click Select All Tables to select all of the tables.
OR

o Select O next to the table(s) you want to include.
o Select J again to unselect a table.

O If you do not want to copy the entire table, but want to include specific data from a table,

click ¥ to open a pop-up window containing the corresponding tables. Select the applicable
tables and click OK to populate the selected tables in the applicable fields.

Note: If you receive a database access error referencing your Summer School Calendar,
click OK. This error is generated when a Summer School Calendar exists in the current year
payroll frequency but does not exist in the next year payroll frequency. Select the tables
you previously selected again, but in this instance, select the individual School Calendars to
be copied.

O Click Execute. Only the selected tables are processed. As the reports are generated, click
Process for each table. Review the reports.

*[ Process ] [ Cancel l
i &
T A <>
Date Run: Copy Next Year Tables to Current Year
Cnity Dist: 15D Page: 1 of 1
Table: [
Fraquency Calendar Code Dascription
[ 02 192 DAYS
[ 03 157 DAYS
& 03 187 DAYS
End of Report
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A message is displayed with the table names and the number of rows that were copied. Click
OK.

Process copied records for tables:
School Calendar ( 3 rows)
* oK

Review the process report to verify that all applicable calendars, extra duty pay, and job codes
were copied to the current year payroll frequency. It is recommended that you log on to
Personnel > Tables > Workday Calendars to verify this information. If the calendars were
not copied over correctly, you may have to individually copy the calendars.

Note: When copying the school calendar table from next year to the current year, the
calendar code, description, and days are copied. If a calendar code exists in the next year
and current year, the next year data replaces the entire calendar contents for the current
year for the specified calendar code.

5. Copy active staff to the CYR.

Copy active staff to the CYR

Complete this step only for employees with July contracts who receive their first paycheck in
July. Use the list of employees from the User Created report run on Step 3. This process will be
repeated in August for employees with August contracts who receive their first paycheck in
August, and then in September for employees with September contracts who receive their first
paycheck in September.

Log on to the next year payroll frequency.
Payroll > Next Year > Copy NYR Staff to CYR

Copy active employees with July contracts to the current year. You can select specific
employees to copy using the following parameters: Contract Months, Contract Begin Date,
Contract End Date, Payoff Date, Extract ID, or Employee Number.

CAUTION: Use caution when moving employees from the Next Year frequency to
Current Year. Be sure to use the applicable and specific parameters to only move
employees that need to be moved at the time. Otherwise, Current Year data may
be unintentionally overwritten for employees.
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! Execute Resat | Year: M
Parameters
Pay Status:
@ Actve () Inactive () Both Primary Campus: | Al « | | Payolt Date: ;
Pay Campus: (Al v e [F Manthly NYR v |
Pay Type: | Al v | Contract Begin Date: v || Satary Concapt: [All -1
Job Coda: {.ﬁu v] Contract End Date: | v Extract ID: “:
Acerual Code: | Al w | Contract Months: i:] Em : :
Pycate () e
Pliu(l'lEmpDiW-
Options
[:lln:lude Employees with Termination Date
DCnrr\raw:r employes deductions Preview changes
[]c-mv precess employee deductions
O Under Options, select the appropriate option:
Field Description
Include Employees with |Select to copy employees with a termination date. Leave blank to
Termination Date exclude employees with termination dates from the current year
records.
Carry over employee Select to copy employee payroll deductions (e.g., insurance, dues)
deductions from the next year to the current year. Leave blank to exclude the
employee payroll deductions from the current year records.
Only process employee |Select to copy only the selected employee deductions from the
deductions next year to the current year. If this field is selected, Carry over
employee deductions is cleared (if selected).

O Select Preview Changes.

[ Click Execute. Review the list and click Process.

6. Change to the current year frequency.
Change to the current year frequency

In Payroll, change to the current year frequency that is associated with your next year
frequency (i.e., F = 6).

Year: [Current Year v]  Frequency:(G - Monthly YR v* rooy [ comce

Current Year

Mext Year

o Click Change.

o Select Current Year.

o Select a pay frequency.
o Click Apply.
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The following steps should be performed in the current year frequency unless
otherwise noted.

7. Update District HR options.
Update District HR options
Payroll > Tables > District HR Options
Update only the the Payroll Clearing Fund/Year field.

If your LEA has a separate payroll clearing fund, use 163/X or 863/X in the Payroll Clearing
Fund/Year field. If your LEA does not use a separate payroll clearing fund, use 199/X in the
Payroll Clearing Fund/Year field.

Reminders:

date for all LEAs, including those with a July start date. Do not change this
date at this time as it will be updated in a later step.

o Do not update the School Year for PEIMS Codes field at this time. All
LEAs, regardless of their start month, must wait until September to update

i i o The First Pay Date of the School Year field must reflect a September pay

Year: N
HR OFTIONS
Accrusl Sl 5
TRS Distsiet 10 FECTHN Catculatn Acerual Sataries 5 i R
L Check Amount - Alpha C .
I Payroll Ciearing Fund/ear 1637 v Surnemarice Bonuits inserlace 0 PayRae [ s
e t I Supplametat Tax Rt _zom n ol -
= 9 —l Diosck Fate L CAR: I
Usa Direct Depaosit (YN, o E) E - Electronic Funds Transier Standard Howrs per Workday: (T ;
TRS Cost B (___1ooeq) & o [ o000 Aacruat Rate: () wia [
t Education Inde: Ma Amt fioe District:

e e = ! retny E Cvertima Rate: (4] ma [
Districutions Budt By Amt o % P« Potcantage Aitn A Employee Numbes. = e [
Apply Leave Used or Earmed First U - Leave Used Firsi v Migat Avalabie Emploves Mumber f 01000
Leave Code for State Sicic 07 STATE SICK ~ School Year for PEIME Codes: [0 o s

08 ST PREHL 1V p = rhault Owertima Object Code

Ledve Code for Slate Parsonal 5 = Use Emyp Hibr or S5M in EFT Fite: E-Employeo bl

Update Actusl Hours From Paroll Processing Sar Dome Alpha Faslds 1 Lipparease: =) Prefeiuanal L
Paea-Professonal oty il
O ok

TEA Fealth bns Contribation First Pay Date of School Year THS Fatract Dpliont

Amaunt Db Soby Al T
Payroll & Use Pay Dates foe TRS Manth of Actual Date: | P+ Pir Dated For TRS Maath «

Payroll &

ol Payrodl 5 Bl Pay Type 1 - Aeport Actual or Scheduled Hours: | 5 = Scheduled Hours «

Payroll & Payectl 6 | 0925 Puy Typa 2 « Fapon Actusl o Scheduled Howry: |3 « Schadulid Hours ~

Payrout 6 [__0.00 » i Pay Type 3 « Aeport Actual or Scheduled Hours: | A - Aclial Hours v

Additional first pay date notes
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Fiscal Year versus School Year

o If your fiscal year is July through June and all employees (including 10-month employees)
are paid from August through July, those employees should all have TRS Year selected
on the Payroll > Maintenance > Staff Job/Pay Data > Job Info tab.

= |If the First Pay Date of School Year field has an August date, a new school YTD
is created and updated with all pay and accrual amounts. The TRS YTD is updated in
the old school year. For example, if the first pay date of the school year is August
25, 2025, pay and accruals are updated in the 2026 school YTD and the 2025 TRS
YTD is updated. Note: If the First Pay Date of School Year field is set to a date
prior to September, be sure to verify that your TRS rates correspond to the
appropriate TRS reporting month.

= |f the First Pay Date of School Year field is updated with a September date, the
school YTD and TRS YTD are updated in the current school year and if accruing, a
new school YTD is created and updated with those amounts. For example, if the first
pay date of the school year is September 25, 2025, pay and TRS amounts are
updated in the 2026 school YTD and the 2026 TRS YTD. If the employee accrues, a
2026 school YTD is also created.

O Click Save.

8. Complete fund to grant information.
Complete fund to grant information
Log on to the current year payroll frequency.

Personnel > Tables > Salaries > Fund to Grant

/= IMPORTANT: All applicable federal grants must have a fund to grant code listed in
! . the TRS Grant Cd field on this tab. If not, TRS federal grant care and TRS federal
grant deposit amounts will not be calculated for that specific fund during payroll.

Verify that the applicable federal grant funds (200-300) have a two-digit TRS grant code.
Update this table as needed.

Exception: If using the TRS Child Nutrition worksheet for TRS reporting, the child nutrition
funds (240 and 242) should NOT have a fund to grant code assigned.

This generates salaries for the TRS 3 and TRS 489 reports.

In order for a fund to be displayed on this page, the fund must exist in an account code on the
Finance Chart of Accounts. The codes are LEA-specific.
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LOCAL ANNUAL  HOURLY/DAILY EXTRADUTY  FUNDTO GRANT  STATE MINIMUM  SUBSTITUTE  MIDPOINT

i
L=

i
L

183  UIL DISTRICT CHAIR

198  ACADEMY/SUMMER CAMP

199 GENERAL FUND

211 ESEATITLE | PART A&D

224 IDEA PART B FORMULA

225 IDEA B PRESCHOOL

226 IDEA PART B DISCRETIONARY
240 FOOD SERVICE

244 CAREER & TECH BASIC GRANT
255 ESEATITLE Il PART A

262 TITLE Il PART A

4 1w|/3 P Last

Luleveelllf

9. Generate the Account Code Comparison report.
Generate the Account Code Comparison report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparison

Complete the applicable report parameters and generate the report. Print and/or save this
report, then review it for accuracy. Verify for the applicable group of employees currently being
moved from NY payroll to CY.

IMPORTANT: If a distribution (fund) for an employee was continued during the
Finance EQY Process (keeping the same fiscal year - ex. 211/4 in 23-24 is 211/4 in

& 24-25), be sure that the distribution listed has the correct fiscal year. It is
important to review/verify distribution information for all employees (especially the
fiscal year) for July payroll.
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Preview i | PDF ] [ Clear Options |

Payroll Information Reports HRSE&000 - Account Code Comparison
HES1250 - Emploves Data Listing
HBS1650 - Emploves Salary Information

HRSE000 - Account Code Comparison Parameter Description Value

HRESE0S0 - Contract Balance Variance Report -
HRS6150 - Emplovee Payroll Listing i L A ]
HESE400 - Salary Verification Report Include Reports (Select From List) 'LN'r i
HRS6450 - Health Insurance Coverage
HRSG650 - CYR/NYR Salary Comparison From Date (MMDDYYYY) [

To Date (MMDDYYYY) [

Pay Status Active [A), Inactive (1), or blank for ALL IA

Pay Type 1-4, or blank for ALL

Select Pay Campus{es). or blank for ALL

]
)
]
L J
! J &
Select Primary Campusles), or blank for ALL L ]
( ]

Select Employea(s), or blank for ALL

o Review the report and correct all of the errors.
o Verify that all employee master distribution records have matching accounts in Finance.

If there are account codes on the report that do not exist in Finance, perform one of the
following steps:

o |If there are accounts that have a 6 for July and August start employees, perform a mass
update of Payroll distributions. You can either mass update records by fund/year using the
Payroll > Utilities > Mass Change Payroll Account Codes > Mask Crosswalk page OR mass
update all records in the Current Year by using the Fiscal Year field on the Payroll >
Utilities > Mass Update > Employee tab.

= Employees who are paid out of federal funds may need their distributions reviewed
and changed for a different fund year, if necessary. For example, federal funds may
still be available for the previous year.

= |f your LEA accrues monthly, many employees might be paid from accrued funds for
July and August. The Mass Update utility assists with updating the Distribution tab
for all employees who are not paid from accruals.

o If there are other accounts that need to be added, add them on the Finance >
Maintenance > Create Chart of Accounts page.

After all of the account codes are added, generate the Payroll > Reports > Payroll Information
Reports > HRS6000 - Account Code Comparison report again.

Date Run: Payroll Account Code Comparison Program: HRS6000
Cnity Dist: ISD Page: 1 of 1
Frequency: &

Arcount Codes in Distribution that are INACTIVE in the Finance General Ladger

Alphabetic List
Account Code Emp Nbr Employes Name Job Code
224-11-6119.00-593-7 23000 0143 - DIAGNOSTICIAN
224-11-6119.00-939-723000 0143 - DIAGNOSTICIAN
224-11-6119.00-999-723000 0143 - DIAGNOSTICIAN

If all account codes exist, a blank report should be generated.
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Date Run: Payroll Account Code Comparison Program: HRSE000
Cnity Dist: ISD Page: 1of 1
Frequency: 6

10. Generate the Employee Payroll Listing report.
Generate the Employee Payroll Listing report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Reports > Payroll Information Reports > HRS6150 - Employee Payroll Listing or a User
Created Report

The report provides a single-spaced list of employees that includes the tax information,
contract information, pay rates, and primary job account code. Print the report by employee
name for the entire district or group the report by campus. Include all employees, those with
an active status or inactive status. When primary job (P) is not selected, all jobs are displayed
with one account per job with a total for all jobs displayed. The criteria for which account is
chosen to display for a job are as follows:

o The account with the highest percent.
o |If there is more than one account with the highest percent for a job, the lowest account
is displayed.

Complete the applicable report parameters and generate the report. Print and/or save this
report, then review it for accuracy. Review for employees with July contracts. Verify that all
current employees are listed.

Verify that distribution information is updated for each applicable group of employees who are
starting their pay in the new fiscal year when being moved from NY payroll to CY.
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[ Preview J [ PDF J [ csv J [ Clear Options ]

Payroll Information Reports HRSE150 - Employee Payroll Listing
HRS51250 - Employes Data Listing P
HRS1650 - Emplayee Salary Information inti
HRSH000 - Account Code Comparison Por rO Value
HRSE050 - Contract Balance Varance Repaort -

Sort by Alpha Campus (C], Primary Campus

HRS6150 - Employee Payroll Listing by (A}, Pay () (P [A
HRS6400 - Salary Verification Report Primary Job (P), or blank for ALL (
HRS6450 - Health Insurance Coverage
HRS6650 - CYR/NYR Salary Comparison Pay Status Active (A), Inactive (), or blank for ALL [A

Pay Type 1-4, or blank for ALL

Select Primary Campusies), or blank for ALL

U U

[
Select Pay Campus(es). or blank for ALL [
(
|

Select Employee(s), or blank for ALL

11. Correct necessary payroll errors.
Correct necessary payroll errors

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Utilities > Pre-Edit Payroll Data

Correct the applicable payroll errors for the next upcoming pay date.

[ em ) vear.C

Parameters
Pay Statuws:
@ Active (O inactive () Bath Primary Campus: Al ] Payotpate [ ;
Pay Campus: [An v | Rt [ & Manthly CYR v |
Pay Type: .‘E Exclude Substitute v ] Contract Begin Date: | v | Salary Concept: [AlL .,]
v | Contract End Date: [ *] ExtractiD: [ ~]
7] consctontns: () o

it (a0 O O

(07-26-2026  ~|

O Under Pay Status, select Active.
O In the Pay Type field, select E Exclude Substitute.
O In the Pay Date field, select the appropriate pay date. (LEA’s next upcoming pay date)

O Click Execute. Review the report.
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12.

oK *

Date Run: Pre Edit Error Listing
Cnty Dist: I1SD Page: 1 of 5
Frequency: 6
Emp Nbr Employee Name Emor Message
000041 JOB CODE: 0600 - LOCAL PAY GRADE IS EQUAL TO SPACES

JOB CODE: 0600 - LOCAL PAY STEP IS EQUAL TO SPACES
Total Employee Emors: 2

000085 JOB CODE: 0609 - LOCAL PAY GRADE IS EQUAL TO SPACES
JOB CODE: 0609 - LOCAL PAY STEP IS EQUAL TO SPACES
Total Employee Errors: 2

000112 JOB CODE: 0653 - LOCAL PAY GRADE IS EQUAL TO SPACES
JOB CODE: 0653 - LOCAL PAY STEP IS EQUAL TO SPACES
JOB CODE: 0653 - TRS YEAR SELECTED FOR EMP HAS CONTRACT MONTH LESS 11
Total Employee Errors: 3

000146 JOB CODE: 0100 - CONTRACT BALANCE EQUALS ZERO
JOB CODE: 0100 - LOCAL PAY GRADE IS EQUAL TO SPACES
JOB CODE: 0100 - LOCAL PAY STEP IS EQUAL TO SPACES
JOB CODE: 0100 - NUMBER OF REMAINING PAYMENTS IS ZERO FOR CONTRACT PAYMENT
Total Employee Emors: 4

O Click OK. Keep in mind that the errors displayed on this report are not exactly the same as
the errors received during the Run Payroll process. Be sure to review and correct errors as
needed and repeat the process until all necessary errors are corrected. There is a possibility
that not all errors require a correction.

Address leave.
Address leave

If applicable at this time, complete this step only for employees with July contracts who receive
their first paycheck in July. Follow your LEA's local policy guidelines to determine when to
update leave balances for employees with July contracts as it may be updated later.

Depending on when leave is provided, this process may be repeated in August for employees
with August contracts who receive their first paycheck in August, and then in September for
employees with September contracts who receive their first paycheck in September.

Payroll > Utilities > Mass Update > Leave
O In the current year payroll frequency, generate the Payroll > Reports > Leave Information
Reports > HRS7350 - Leave Status Report for active employees and exclude substitutes.

Print and/or save this report, review it for accuracy, and retain it for your historical records.

2026/07/22 12:52 17 ASCENDER - First Payroll of the School Year (July Start LEAs)


https://help.ascendertx.com/business/lib/exe/detail.php/general/firstpayrolloftheschoolyear_julystart/step_18_first_py_of_sy_preedit_payroll_listing_report.jpg?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts
https://help.ascendertx.com/business/doku.php/payroll/utilities/massupdate/leave
https://help.ascendertx.com/business/doku.php/payroll/reports/leaveinformationreports/leavestatusreport
https://help.ascendertx.com/business/doku.php/payroll/reports/leaveinformationreports/leavestatusreport

Business

[ Proviow l [ PDF l CSv ] [ Clear Options J

Leave Information Reports HRS7350 - Leave Status Report
HES2600 - Emploves Substitute Report ’
HRS7000 - Leave Transmittal Repart
HRSF050 - ¥TD Leave Transmittal Report

HES7100 - Leave Seguence Audit Trail Report [:
HRS7AE " ) noe Audit Trad Report Sort by Alpha [A), Pay Campus (C), Primary Campus [P}

“S51200 Coninsel s b T C—
HRS7 250 - ¥TD Leave Sequence Audit Trail Report
HRS7300 - Leave Activity Report Select Leave Type(s). or blank for ALL I
HRS7350 - Leave Status Report

Pay Status Active [A), Inactive [I). or Blank for ALL A .
Pay Type 1-4, Exclude Subs (), or blank for ALL
Select Pay Campusies), or blank for ALL
Select Primary Campus(es). or blank for ALL )
Select Extract ID(s]), or blank for ALL :

Select Employee(s), or blank for ALL ]

Parameter Description Value

e

|

wnn e

O Use the Payroll > Utilities > Mass Update > Leave tab to update employee master leave
record balances. This is a three-step process.

Leave type codes are LEA-specific.

la. This step clears the Leave Used and Leave Earned fields and rolls the ending balances to
the following year beginning balances:

Year: C

Parameters I
Pay Status:
@ active (O inactive () Both Primary Campus: [All vJ Payaoff Date: i:]i
Pay Campus: (A ¥] Frequency: (6 Monthiy OVR |
Pay Type: (€ Exclude Substitute v Contract Begin Date: [ v]  salary Concept: [(AL v]
Job Code: (AL v Contract End Date: | v Eractio: [ ]
Accrual Code: [ All v Contract Months: [:] Employee MNbr: Ei

Prior Yr Emp Date:| 00-00-0000

DEDUCTIONS LEAVE EMPLOYEE EXTRADUTY  JOBCODE  SALARY CALCULATION

Method Tvne Description Leave Eamed LeaveUsed End Balancy
_ 01 LOCAL 0 O 0
@ Zero Leave Values for Employees 02 SCH BUSIN [:I D [:|
(O Add Leave Code to Employees 03 JURY LEAY O O O
04 MILITARY D D D
o Delete Leave Code from Employees 05 STATE D
O Increment Leave Earmed to Employees 06 DOCK DAYS D D D
07 STATE SICK ]
og COMP TIME D D D
] VACATION D D D
10 FrLA D D G
o Under Pay Status, select Active.
o In the Pay Type field, select E Exclude Substitute.
o Under Method, select Zero Leave Values for Employees.
o Under Leave Earned and Leave Used, select all leave types to be set to zero for the

new school year. Be sure to process both options at the same time to prevent inaccurate
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balances.

o Do not select End Balance unless you want to set the balance to zero for that specific
leave type. If this field is not selected, the 2025-2026 ending balances are rolled to the
beginning balance fields for the 2026-2027 school year.

o Click Execute.

o Print and/or save this report, then review it for accuracy.

1b. You may have leave codes for which you want to zero the end-of-year balance. For example,
Jury Duty, School Business, etc.

Parameters —
Pary Status: [ diwadl
@ Active Qinactive. ) Both Primary Campus: | Al v] Payottoate: [ J;
Pay Campus: [Au ~) Frequency: [ Monthly TR v|
Pay Type: [I’. Exclude Substitute V] Contract Begin Date: [ "] Salary Concept: [All V]
Job Code: [An v]  ComractEndDate | v et [ v
Accrual Code: l*“-'- v]l Contract Moniths: :] Employee Nbr ::
:
Paygade ]
Prior Yr Emp Date:| 00-00-0000

DEDUCTIONS  LEAVE  EMPLOYEE EXTRADUTY  JOBCODE  SALARY CALCULATION

Method Time Description Leave Eamed Leavelsed End Balancy
-@ Zero Leave Values for Employees 2: l:::::gﬁ g g 8
(O Add Leave Code to Employees 03 JURY LEAV D D D
o Delete Leave Code from Employees s kil D D D
05 STATE []
(O Increment Leave Earmed to Employees 06 DOCK DAYS O O O
07 STATE SICK m
o8 COMP TIME O O d
09 VACATION D D D
10 FMLA 1 O OJ

[¢]

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Zero Leave Values for Employees.

Select Leave Earned, Leave Used, and End Balance for all leave types you want to
zero out completely and not carry forward ending balances.

Click Execute.

Print and/or save this report, then review it for accuracy.

If the report is accurate, click Process to complete the changes.

[¢]

[¢]

[¢]

o

[¢]

[¢]
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2. This step automatically adds leave types to active employees who do not have the leave type
assigned on their leave balance record. This step must be completed before leave is mass

incremented in step 3.

Method

O Zero Leave Values for Employees

(@) Add Leave Code to Employees

(O Delate Leave Code from Employees

Parameters
Pay Status:
@ Active () Inactive () Both Primary Campus: [ All vl
Pay Campus: [a‘-\Ll V]
I Fay Type: | E Exclude Substitute V] I Contract Begin Date: [ V]
Job Code: [au v/ Contract End Date: | M
Accrual Code: AUl v ContractMonths: |
Pay Grade: :]
Prior ¥ Emp Date:(00-00-0000]
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY JOB CODE SALARY CALCULATION

PayofDate: [t
Frequency: [G Monthly CYR v}
Salary Concept: [AlL v|
Extract ID: [ v
crotoreerr (i

Add Leave Code

Mew Code{ D1 - LOCAL LEAVE DAYS _ +]

Begn Bsince Lo Eames
Leave Used: Ending Balance: Update Ending Balance

o Under Pay Status, select Active.

o In the Pay Type field, select E Exclude Substitute.
o Under Method, select Add Leave Code to Employees.
o In the New Code field, select the leave code.
o Do not add balances.

o Click Execute.

o Print and/or save this report, then review it for accuracy. The report only displays the
employees who will have the leave code added.
o Repeat this step for each leave type to be added before it is incremented in step 3.

3. This step increments leave earned to employees:
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o2

VACATION

FMLA

Parameters
Pay Status:
(@ active () Inactive (J)Both Primary Campus: [ALL v] Payeff Date: :]5
Pay Campus: [All vJ Frequency: [E Monthly CYR
Pay Type: [E Exclude Substitute v | Contract Begin Date: | v Saksey Concept: [AlL
Job Cade: [Au v|  ContractEndDate: [ v] Banaio: |
Accrual Code: [ AL v Condrot Monthis: [: B o S:
Prior Yr Emp Date:| 00-00-0000
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY 0B CODE SALARY CALCULATION
e Time Dessrition Leave Eamed
01 LOCAL
(O Zero Leave Values for Employees
o2 SCH BUSIN D
(O Add Leave Code to Employees 0z JURY LEAY 0O
O Delete Leave Code from Employees 04 MILITARY D
(@ Increment Leave Eamed to Employees 05 STATE
06 DOCK DAYS O
07 STATE SICK
08 COMP TIME O

Note: If you have a maximum balance designated on the leave type table, this step will not
allow the leave balance to exceed the maximum number set on the leave type table.

[¢]

[¢]

[¢]

o

[¢]

[¢]

[¢]

Under Pay Status, select Active.
In the Pay Type field, select E Exclude Substitute.

Under Method, select Increment Leave Earned to Employees.

Select Leave Earned for the applicable leave types (as defined in your local policy).
In the Increment field, enter the number of days to increment.

Click Execute.

Print and/or save this report, then review it for accuracy. The report includes a list of

those employees who have reached a maximum of any leave type.

[¢]

If the report is accurate, click Continue.

o The second report displays the newly incremented leave earned and the new ending
balances. Click Process.
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*[ Process l l Cancel
@ @ Firsy { } Last
Date Run: Increment Leave Earned for Employees
Cnity Dist: ISD Page: 2 of 42
Frequency: 6
Original New Original MNew
Emp Nbr Employee Name Leave Type Eamed Earned End Bal End Bal
05 -STATE 0.000 5.000 25.000 30,000
07 -STATE SICK 0.000 5.000 0.000 5.000
01-LOCAL 0.000 5.000 0.000 5.000
05-5TATE 0.000 5.000 10.000 15.000
07 - STATE SICK 0.000 5.000 6.500 11.500

For new employees, leave balances must be individually updated from their service record
information on the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab.

O Use the Payroll > Reports > Leave Information Reports > HRS7350 - Leave Status Report to
verify the accuracy of the leave information. Print and/or save this report, then review it for

accuracy.
[ Preview l [ POF l 5V ] [ Clear Options J
Leave Information Reports HRS7350 - Leave Status Report
HRE - Employees Substitute Report
HRES - Leave Transmittal Report ; .
HRSF050 - ¥TD Leave Transmittal Report D
HRSF100 - Leave Seguence Audit Trail Report E
HRS7150 - Detail Leave Sequence Audit Trail Report ST I R e R TR
3 - ¥TD Leave Sequence Audit Trail Report
57 - Leave Activity Report Select Leave Type(s). or blank for ALL I :
HRSZ7350 - Leave Status Report
Pay Status Active [A). Inactive [I). or Blank for ALL A '
Pay Type 1-4, Exclude Subs (). or blank for ALL
Select Pay Campus|es), or blank for ALL I :
Select Primary Campus(es). or blank for ALL : H
Salact Extract ID(s), or blank for ALL I
Select Employee(s), or blank for ALL S

If necessary, use the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab to make
changes to individual employees who are working less than the full school year or less than
100% percent of the day.

13. (If applicable) Verify the accrual expense table.
(If applicable) Verify the accrual expense table
Payroll > Tables > Accrual Expense

If your LEA accrues monthly, verify the accrual expense table and update the fund/fiscal year to
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reflect the fiscal year for the new school year (e.g., 199/X and 211/X).

Be sure to include all funds with payroll expenses. Also, add new fund codes if necessary.

| Save Year: C
ACCRUAL EXPENSE

Retrieve ] l Print l

Delete  Fund  Expense Fiscal Year Description

[GENERAL FUND

211 [TITLES

[CHILD NUTRITION

L W W Y —

frmeen

Add

14. Generate the Contract Balance Variance Report.
Generate the Contract Balance Variance Report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Reports > Payroll Information Reports > HRS6050 - Contract Balance Variance Report

Complete the applicable report parameters and generate the report. Print and/or save this
report, then review it for accuracy. This report should have been reviewed during the Finance
EQY Process, ensure that the information is accurate at this time.

IMPORTANT: Verify the accuracy of payroll over the course of the school year.
Based on your LEA's pay frequency, investigate the maximum acceptable
differences and correct them if needed.

Use the following variance thresholds accordingly:

Pay Frequency # of Pymts Maximum Acceptable Difference
Monthly 12 A1
Semi-monthly |24 .23
Bi-weekly 26 .25

2026/07/22 12:52 23 ASCENDER - First Payroll of the School Year (July Start LEAs)


https://help.ascendertx.com/business/lib/exe/detail.php/general/firstpayrolloftheschoolyear_julystart/step_21_first_py_of_sy_accrual_expense_table.jpg?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts
https://help.ascendertx.com/business/doku.php/payroll/reports/payrollinformationreports/contractbalancevariancereport

Business

[ Preview ] I PDF ] [ csv I I Clear Options ]

Payroll Information Reports HRSG050 - Contract Balance Variance Report
HRS1250 - Employee Data Listing -
HES1650 - Emplovee Salary Information
HRSE000 - Account Code Comparison
HRSE050 - Contract Balance Variance Repaort
HRES6150 - Employee Payroll Listing

Parameter Description WValue

Sort by Alpha (A), Pay Campus (C), Primary Campus (P) 4

HRS6400 - Salary Verification Report Maximum Acceptable Difference [1 1
HRES6450 - Health Insurance Coverage
HRSG6E650 - CYR/MNYR Salary Comparison Pay Status Active (A), Inactive (1), or blank for ALL [A

Pay Type 1-4, or blank for ALL

Select Primary Campusies), or blank for ALL

(
Select Pay Campus(es), or blank for ALL [
l
[

Select Employee(s), or blank for ALL

Date Run: Contract Balanca Vardance Report Program: HRSG6050

Cnity Dist: 15D Page: 1 of 1

Vartance Threshold: 0.11 Frequency: 6

Emp Nbr Employes Name Job Cd Pay Rate Remain Pymts Computed Bal Actual Bal Varlance
0173 519167 12 £2,300.04 60.000.00 -2.300.04

Campus Variance: -2,300.04 Campus Jobs with Variance: 1 Campus Avg. Variance: 2,300.04
Total All Variance: =2,300.04 Total Jobs with Variance: 1 Avg. Variance All: 2,300.04

End of Report

15. Generate the Employee Verification report.
Generate the Employee Verification report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Personnel > Reports > Personnel Reports > HRS1100 - Employee Verification Report OR Payroll
> Reports > Personnel Reports > HRS1100 - Employee Verification Report

Run the report with the Pay Status Active (A), Inactive (l), or blank for ALL parameter set
to A - Print active employees only and the Pay Type 1-4, Exclude Subs (E), or blank for ALL
parameter set to E - Exclude substitute employees from the report. Verify for the applicable
group of employees currently being moved from NY payroll to CY.

Print and/or save this report, then review it for accuracy.
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[ Preview l [ PDF ] [ Csv l [ Clear Options ]

J

Personnel Reports HRS1100 - Employee Verification Report
HRS1100 - Employvee Verification Report
HES1250 - Employes Data Listing
HRS1E650 - Employee Salary Information

Parameter Description Value

Sort by Alpha (A), Pay Campus (C), Primary Campus (F) [_n

Select Restriction Local (L), Public (P}, or Mo restrictions (M) [N

Primary lob (P), or blank for ALL (

Pay Status Active (A), Inactive (1), or blank for ALL [n.

Select Pay Campus(es), or blank for ALL

Select Primary Campus{es), or blank for ALL

J
|
)
)
Pay Type 1-4, Exclude Subs (E). or blank for ALL [E ]
J
]
)
]

(
[
Select Extract |D{s), or blank for ALL (
(

Select Employee(s). or blank for ALL

Verify that the employee information (e.g., years of experience) is correct to start the new
school year. If individual corrections are needed, use the Personnel > Maintenance >
Employment Info tab to update the employee's record.

Date Run: Employee Verification Report Program: HRS1100
Crity Dist: ISD Page: 1of 54
Fregquency: 6
Emp Mbr Employes Name Emp Date Emp Status Pay Status Job Code
Sax Address Term Date Term Reason Cred YrSve  Pay Campus Primary Campus
City State Zip ProYrs Exp  MNomn-Pro Yrs Exp Ext Lv Bag Payoff Date %Day Empl StStep GRDIAVL  /Sched
Birth Date  Telephone In Dist In Dist Ext Lv End TRS BegDate  Annual Sal  Pay Type Pay Rate
11-27-2000 1 - Active professional 1- Active 0178 - WwE REG ED TEACHER
a 107 - ASCENDER 107 107 - ASCENDER 107 Elementary
22 0z 08-25-2027 100% 20 07T 1 2314
22 a2 11401-2000 £2.300.00 1 519167
08-09-2003 4 - Resigned 1- Active 0163 - MREC REG ED
a 106 - ASCENDER 106 106 - ASCENDER 108 Elementary
19 00 08-25-2027 100% 19 107 F 15814
19 00 08-14-2024 60,300.00 1 5.025.00
07-15-1387 1 - Active profezsional 1- Active 0662 - EXEC DIR OF
m] 905 - 505 School 9065 - 805 School
k] 00 (06-25-2027 100% 19 42E F 051
k] 00 07-01-1387 100,000.00 1 8.333.33

16. Generate the Employee Salary Information report.
Generate the Employee Salary Information report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Reports > Payroll Information Reports > HRS1650 - Employee Salary Information

Complete the applicable report parameters and generate the report. Print and/or save this
report, then review it for accuracy. Verify for the applicable group of employees currently being
moved from NY payroll to CY.
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v ] 0 [ Cliar Optior ] — n
[Payroll Information Reports: HRS1650 - Employes Salary Information
HAS1E50 - Ernaloves Salary Information -
™ i = = = Pararmarter Description Value
Hss150- o - Aloha (A, Py Campus (). Primary Cams —
HRSE150 - Emploves Pavrgll Listing Forttoy Alete (AL For L "
HASE400 - Salary Verification Reoort Irelude Reports (Seleet From List) E‘
HASE450 - Health Insurance Coverage
D e L Ty ..
Include Reports %]
Include Number of Days Emplayed /in Contracton Report? (i) v | -
Print Signature Statement - New (1), Original (2} orMone® 2 | () Emergency Contact
Enter Mew Signature Statement : e
Budget
P St At A i B ok r AL E— S
Pay Type 1-4, Exclude Sulss [E), or blank for ALL | KTRA Duty
St Py Camptes o ok AL || Qoo
W | Ledve
Select Extract ID(5. o blank for ALL . s Bank
Selext Employee(s), or blank for ALL : i
et st C— | |———=
E-mail Message

Print the report for employee verification. If needed, print an Addendum from the Payroll >
Utilities > Payroll Simulation page.
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I

Date Run: Employes Salary Information Program: HRS1650

lCnty Dist: ISD Page:1of 1

Name: Emp Nbr: Yrs Experience District: 02 Frequency: 6

|Address: SSN: ¥rs Experience Total: 02 Pay Campus: 107
DOB: 07-12-1960 ¥rs Prof Exper District: 23 Primary Campus: 107

Phone: S5 S Degrea: 2 Yrs Prof Exper Tatal: 23 W4 Filing Status: M

[Original Emp Date: 11-27-2000 Latest Re-Emp Date: Creditable Year of Service: [  Mbr Exempts: 1

Estimated Annual Salary: $0.00 Retirement Date: Extract |D: 187

W4 Multi-Job: N W4 Nbr Children Under 17: (0 W4 Nbr Other Dependents: 0 Work Emall:  jessica.fermandez@region10.org

W4 Other Incoma:  $.00 W4 Other Deductions: $.00 W4 Other Exemptions: .00

Emergancy Contact Information
Mame: Relationship: Phone: ( ) - BExt
Mates: Region10

Job Information

Job: \WWE REG ED TEACHER Payoff Date: 08-25-2027
Primary: Y Assigned: 10000% Begin Date: 08-10-2026 # Months in Contract: 10 TRS Status: 1 - Ehgible
Grade: 10T End Date: (05-28-2027 # Days in Contract: 137 TRS Position: 02 - Teacher, libranan
Step: 23 Contract Amount: $62,300.00 # of Annual Pmnts: 12 Retirea Excptn: -
Sched: Caontract Balance: $62,300.00 Remaining Pymits: 12 FICA Eligibllity: M - Subject to medicare
Vacant N Local Contract Days: 197 Hourly Rate: $0.00 WIC Code: A
# of Days Empld: 187 Wily Hrs Sched: 0 Wholly Sep Amt: $0.00

Salary Calculation
Annual Salary: $62,300.00 State Min Salary: $55.030.00 State Step: 20
Pay Rate: $5.191.67 OT Elig: N ¥rs in Career Ladder: 0
Daily Rate: $333.15 OT Rate: $0.00

Deduction Information

Mat Empl Remain Cafe Met Empl Remain Cafe
Deduction Code Amount  Contib  Pymts 125 Deduction Code Amount  Contrib  Pymts 125
001 - ADDITIONAL WITHHOLDING TAX $300.00 $0.00 99 N 016-VISION $0.00 $3.98 %Y
025 - ACTIVE CARE PRIMARY PLUS 000 $514.00 95 ¥ 051-FLEXIBLE SPENDING ACCT $118.98 $6.02 9 Y
054 - GROUP (DISTRICT PAID LIFE) 50.00 5065 99 N
Leave Information
Type Description BegBal Eamed Usad End Bal Type Descripion BegBal Eamed Usad End Bal
01 LOCAL i 5.000 0 5.000 02 SCHBUSIN 0 0 0 0
05 STATE 1159.000 5000 0 124000 07 STATE SICK 0 5.000 0 5000
14 test 0 0 0 a

Bank Information

Bank Bank Acct Nbr Bank Acct Type Banik Acct Amt
010- CEFCU i 157 2 - Checking account $0.00

The above salary informatiorn is true and comrect as shown. | understand that this sheet will be affached fo the contract | signed eardier in the year and shall superceds
any salary amounts previously quoted.

Employee Signature Date

17. Calculate a sample payroll.
Calculate a sample payroll

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Payroll Processing > Run Payroll
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Calculate a sample payroll to identify any errors that need to be corrected prior to processing
the first payroll in July.

Year: C
Frequency: 6 PayDate: 07-25-2026 SchoolYear: 2026 Begin Date: 07-01-2026 EndDate: 07-31.2026
TRS Month: 07 TWC Qtr: 3 Print Alt Addr: N Adj Cycle: 000
Beginning Check Nbr: Wage / Eaming Statement: (a-an ~]
Payment Method: Electronic Fund Transfer v | WWage / Earning Statement Line 1: | ]
Beginning Reference Nbr: Wage / Earning Statement Line 2: | ]
Print Voided Checks: 0 Wage / Earning Statement Line 3: [ )
Print Bank Checks: ] Wage / Earning Print Bank Acct Nbr: [
Sort Checks by Alpha or Campus: [Alpha  ~ Deduction Register Print Emp SSN:
Incremant Leave Deductions
Lv Type Deseription Incrimment Iner At Deduct Cd - Abbrev Description Deduct W2 Health Care
01  CATASTROPHIC LEAVE P O 000 001 WH O
06 VACATION DAYS ] 000 e 4O o
003 up v
07 STATESICK 0 P o 8
o8 ST PRSNL LV D m 005 15 ﬂ
09 LOCALLEAVE | 006 uo )
0 0 w 0
12 D D00 008 Mz []
009 M3 o
2 O T 0
i O i o011 u O
c1 O 012 M1 O
@ 0 o 0
& 0 o4 U 0
o~ O 013 HI =]
000
020 HI v
re M T nnon E
Select Al Unselect All Select All Unselect Al
Next | l Cancel ]

Review the selected Calculation Reports to verify the accuracy of data for the new year.
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Frequency: 6 School Year: 2026
Pay Date: 07-25-2026 Adj Nbr: 0

Calculation Reports
GenRpt Report

Transaction Proef List
Transmittals Report

Payroll Earnings Register
Check Register

Deduction Register

Account Distribution Journal
Bank Account Listing

Bank Account Change
General Journal Report
Account Code Comparison Report
Employee Leave Dock Report
Payroll Control Listing

Leave Status Report

Payrell Balancing Report

FSP Staff Salary Report
Pay info Extra Duty 5-Type

TRS Mon-QASDI Employer Contribution

RERAAAANAAERARARAERAE®

Actual Hours Worked Report.

Statutory Minimum Report 8373 Worksheet

Year: C

Sort Options
Alpha (A), Pay Campus (C), Primary Campus (P}

Alpha (A), Pay Campus (C), Primary Campus (P}
Alpha (A}, Pay Campus [C), Primary Campus (P}
Alpha (A). Pay Campus (C), Primary Campus (P}, Check Number (N) [N___|
Alpha (4), Pay Campus (C), Primary Campus (P), Deduction Code lDI[E]

ﬂl :
lla-
]

Alpha (4), Account Code (C)
Alpha (A}, Pay Campus [C). Primary Campus (P}
Alpha (A), Pay Campus (C), Primary Campus (P}
Alpha (A), Pay Campus (C), Primary Campus (P}
Alpha (A), Pay Campus (C), Primary Campus (P)

Alpha (A). Pay Campus (C). Primary Campus (). Extra Duty Code 1E{:]

il

Alpha (A), Pay Campus |C), Primary Campus [P}

I Generate Reports Consolidate Rpts ‘ |

Select All Unselect All

! Back MNext ] |
\ )\ L

Cancel

Review the following pre-post reports from the Run Payroll process prior to running your actual
payroll (important for July, August, and September):

o Personnel > Reports > Personnel Reports > HRS1000 - Roster of Personnel: Review and
save for the auditors.

o Payroll > Reports > Payroll Reports > HRS2400 - Bank Account Listing: Review for
accuracy.

Reminder: Complete updates to the First Pay Date of the School Year and School
Year for PEIMS Codes fields before processing the first payroll in September.
Reference Step 1 under the First Payroll of the School Year (September) section of
this document.

1
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First Payroll of the School Year (September)

Address the following steps when preparing for the September payroll. Review Steps 2-6, 9-12, and
14-17 in the first section of this guide before continuing to the following steps.

1. Update District HR options.
Update District HR options
Payroll > Tables > District HR Options
Verify that the following fields are updated. These fields may already be updated.

o If your LEA has a separate payroll clearing fund, use 163/X or 863/X in the Payroll
Clearing Fund/Year field. If your LEA does not use a separate payroll clearing fund, use
199/X in the Payroll Clearing Fund/Year field.

o The School Year for PEIMS Codes field should be set to 2027.

bosefds

HR OPTIONS
wiew. JI| e |
- e
TRS Distriet 1D — Calculate Accrual Salanics: . tically Compute W.-2 Print Options
- 52-888990 Check Amount - Alpha:
Payroll Clearing FundYoar: Summarize Benefits Interface: 0 Pay Rate TRE:
TWC DRt 1D T Supple L Tax Rote: 22.00%)| Daily Rate: HLTH:
fe . ——— Dock Rate CAF
Use Direct Depasit [YM, or Ef: L[: - Electronic Funds Transter w | Standard Hours per Workday:
— 000000 Acerusl Rate: NTA:
S Cast Education inge: L 2k Gross Amt for District Overtime Rate: TXA:
Distributions Built By AmE or |A- Amount v Aute Assign Ernployes Number: rr@
Apply Leave Uised or Earned First E - Earned First hd| Mgt Available Emplowee Number 001865)
(o7 STATE Sick ]
e e [DESTATESICE: ¥ | schoct vear tor PEIMS Codes: [ 22 | e F
. [0S STATE LEAVE ~ . autt Orvertime Otpect Code
Leave Code for State Personal: J Use Emp Nbr or SSM in EFT File: E - Employee Mbr ~
Fi P Py i cd
Update Actual Hours From Payroll Processing St Dome Alpha Flelds to Uppercase: a Professicnal o
Para-ProfessionalHourly b
Other s
TEA Health Ins Contribution First Pary Date of School Year TRS Extract Options
A t
[ mwn ] o S Payroll 4 J Use Pay Dates for TRS Month or Actual Date: | A -~ Actual Hours Table Date v |
Payrell 4: 00U x ¥
" e Payroll & J Pay Type 1 - Report Actual or Scheduled Hours: |5 - Scheduled Hours v
g T = U 09-25-2026 Pay Type 2 - Report Actual or Schoduled Mours: | 5 - Scheduled Hours v
Payroll 6: | v hd| Pay Type 3 - Report Actual or Scheduled Hours: | A - Actual Hours ~|

CAUTION: No payrolls should be processed for the new (upcoming) school year
prior to the First Pay Date of the School Year.
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O Under First Pay Date of School Year:

o Update the first pay date of the new school year for each payroll frequency. The date(s)
must match the first payroll date(s) indicated on the pay dates table.

o In the Payroll 4, 5, 6 fields, enter the first pay date for each of the three pay frequency
fields in the MM-DD-YYYY format. Once the pay date is entered, it should not be changed
until the next school year. The entered date should represent a payroll that will actually
be processed, supplemental or regular. If a date is entered and no payroll is actually
posted using that date, the system will have difficulty identifying when the new school
year began. This could affect how data is handled in the new school year.

Additional first pay date notes

Fiscal Year versus School Year

o If your fiscal year is July through June and 10-month employees are paid from September
through August, this date should be September.

o If your fiscal year is July through June and all employees (including 10-month employees)
are paid from August through July, those employees should all have TRS Year selected
on the Payroll > Maintenance > Staff Job/Pay Data > Job Info tab.

= If the First Pay Date of School Year field has an August date, a new school YTD
is created and updated with all pay and accrual amounts. The TRS YTD is updated in
the old school year. For example, if the first pay date of the school year is August
25, 2026, pay and accruals are updated in the 2027 school YTD and the 2026 TRS
YTD is updated. Note: If the First Pay Date of School Year field is set to a date
prior to September, be sure to verify that your TRS rates correspond to the
appropriate TRS reporting month.

= |f the First Pay Date of School Year field is updated with a September date, the
school YTD and TRS YTD are updated in the current school year and if accruing, a
new school YTD is created and updated with those amounts. For example, if the first
pay date of the school year is September 25, 2026, pay and TRS amounts are
updated in the 2027 school YTD and the 2027 TRS YTD. If the employee accrues, a
2027 school YTD is also created.

o If your fiscal year is September through August and the 10-month employees are paid
from September through August, this date should be September.

o If end-of-year payroll accruals are performed for August days worked and the first
paycheck is in September, the first pay date should be September.

o All non-standard employees (those employees who receive their first check in July or
August) should have TRS Year selected on the Payroll > Maintenance > Staff Job/Pay
Data > Job Info tab.

This first pay date of the school year is used to determine:

o The school year to be used for the school YTD records for regular and non-standard
employees. If the employee is a non-standard employee (TRS Year is selected), and the
contract begin date is greater than this date, then the payroll calculation stores the
accrual amounts in the next year school YTD record.

o The school year that should be used for the TRS rates and employee TRS record.

o The pay history records that should be used for accruals.
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o The leave transmittals that should be accumulated to determine if the leave duration has
been met for the school year.
Notes:

If the LEA does not use one of the pay frequencies, access to that field is not allowed. If a
user does not have security access to a pay frequency, access to that field is not allowed.

When the first pay date of the school year is changed, if any message displayed includes
information about contacting your regional consultant, there are processed pay dates
where amounts need to be moved from one school year to another. If these amounts are
not moved, it can adversely affect school YTD historical amounts, TRS historical amounts,
and reporting, workers’ compensation historical amounts and reporting, and payroll accrual
calculations. Do not proceed without addressing this issue.

O Click Save.

2. (If applicable) Update the school year for PMIS.
(If applicable) Update the school year for PMIS.
District Administration > Options > Position Management

Enter the updated school years (Current Year, Next Year, and Minimum Foundation Year)
for PMIS and click Save.

Sawe

| = L e |

Destract Options
e PRIS: D Current Year:
Unemployment Eligible Mext Yoar 2028

s Forecast Conversion Tables: Default Position Rocord Status: l'..' - Vacant| just position info. ready to fill emp) vl

Employee Must Be Assigned a Position Frior 1o Creating Payroll Record
Al CFR Position Description Changes (Admin only]:

Allow Forecast Position Description Changes:

(S S I Y T O I

Diigplay Options to kpnare Pet of Day and Pet of Year for Position Hetard s

3. Enter school year pay dates.
Enter school year pay dates

Payroll > Tables > Pay Dates
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Enter pay dates for the new school year and click Save.

' Save i
Start Pay Date: I Retrieve [ Print J

Delete  Details SchoolYear  Pay Date Begin Date End Date  TRS Month TWC Quarter PrintAlternate Address

= fo) 2027 [08-25-2027 ) [08-01-2027 | [ 08-31-2027 | O

[0’ 2027 [ 07-23-2027 | [ 07-01-2027 | [ 07-30-2027 | ]

" fo) 2027 [ 06-25-2027 ) [(06-01-2027 | [06-30-2027 (2] O

& 0 2027 [ 05-25-2027 | [ 05-01-2027 ] [05-31-2027 | ]

] o) 2027  [04-23-2027 | [04-01-2027 ] [(04-30-2027 | (2] O

7 D 2027 [ 03-25-2027 | [03-01-2027 | [03-31-2027 | ]

& o] 2027 [02-25-2027 | [02-01-2027 | [02-28-2027 | (1) O

& o] 2027 [01-25-2027 | [01-01-2027 | [01-31-2027 (1] O

o] D 2027 [ 12-18-2026 | [ 12-01-2026 | [ 12-31-2026 | (4] O

D 2027 [ 11-20-2026 | (11-01-2026 | [ 11-30-2026 | (4] O

& D 2027 [ 10-23-2026 | [ 10-01-2026 | [ 10-31-2026 | E] Juul

o 0 2027 [ 09-25-2026 | [09-01-2026 | [ 09-30-2026 O
] [Elfl » t +) Add

4. (If applicable) Complete the accrual calendar.
(If applicable) Complete the accrual calendar
Log on to the current year pay frequency.
Payroll > Tables > Accrual Calendars > Accrual Calendar

O Enter the new pay dates and accrual days for all applicable accrual codes. The total number
of days should equal the number of days employed for that group of employees.

If your LEA accrues, verify that the accrual calendar pay dates match the pay dates on your pay
dates table.
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Save |

ACCRUAL CALENDAR
T

Delete  Details  Accrpal Code  Total Days Worked Delete Pay Date Days Worked

o (@) A 207.0 ' [os-75-2026 21,00
1 (o] B 187.0 -

0 c 276.0 [09-25-2026 | [ 21.00]
@ g = g:g B (023202 ] | 20.00)
I @) F 00 0 (o ] 17.00)
o B oo @ (s ] | 16.00)
[o1-25-2027 | | 17.00]
T (ozs2027 | 20.00)
[03.25-2027 ] | 16.00)
T [oszz2027 | | 21.00)
[0s-25-2027 | | 21.00]
[o6-28-2027 | | 17.00]
[07-23-2027 | | 0.00]
[o8-28-2027 ] | 0.00]
Add Add

o Continue adding pay dates and days worked for the remainder of the school year. The
dates must equal the dates in your pay dates table. All pay dates should be entered even
if zero days are accrued for that month. This information is LEA-specific.

Note: For a standard 187-day calendar in a monthly pay frequency, there should be 13
entries including the date for the August Accrual process and the 12 pay dates including
the months that may have zero workdays.

5. (If applicable) Verify/update FICA rates.
(If applicable) Verify/update FICA rates.
Log on to the current year pay frequency.
Payroll > Tables > Tax/Deductions > FICA Tax
Update the FICA rates to ensure that the accrual variance is calculated.

Retrieve the FICA rates for the 2026 calendar year and print a copy for reference. Then, retrieve
the 2027 calendar year record and manually enter the 2026 rates for 2027 and click Save.
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6 CAUTION: Be sure to retrieve the 2027 year record prior to updating this tab.

Save

Calendar Year: [ Retrieve ] [ Delete

EXEMPTIONS INCOME TAX FICA TAX UNEMPLOYMENT  TRS RATES  ANNUITY RATES WORKERS® COMP DEDUCTION CD

Print

FICA Max Salary:

Employee FICA Rate: Employee FICA Max Tax: 11,439.00

Employer FICA Rate: Employer FICA Max Tax: 11.439.00

Medicare Rate: Additional Medicare Rate: Additional Medicare Salary Threshold:

HSA Max Employer Contribution: 4.400.00

6. Verify/update TRS rates.

Verify/update next year TRS rates
Log on to the CYR payroll frequency.

Payroll > Tables > Tax/Deductions > TRS Rates

Update the TRS rates.

e CAUTION: Be sure to retrieve the 2027 school year data prior to updating this tab.

IMPORTANT: Be sure to visit the TRS website:

& https://www.trs.texas.gov/Pages/re_contribution_rates.aspx to obtain the updated
rates for the next school year, and then return to this table to update the new
rates.
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CAUTION: Be sure to type the new
school year (2027) and click Retrieve
before updating the rates.

School Year: [ Retrieve ] [ Delete

EXEMPTIONS INCOME TAX FICA TAX UNEMPLOYMENT  TRSRATES  ANNUITY RATES WORKERS' COMP  DEDUCTION CD

(o= = ]

TRS Rate Member Retirement Contribution:
TRS Insurance Member Care Contribution: Employer Paid: D
District Rate State Contribution:
TRS Care Rate Federal TRS Care:
TRS Care Emplr Contrib  RE TRS Care Contribution:
TRS IRS Salary Cap:
TRS Non-OASDIRate  public Education Employer Contribution (PEEC):

To create a new TRS rates record:
o Type the new year (2027) and click Retrieve. A message is displayed indicating that the
new record is populated based on the prior year's (2026) TRS rates record.
o Complete the applicable fields.
o Click Save.
7. Verify/update Unemployment rates.
Verify/update Unemployment rates

Log on to the current year pay frequency.

Payroll > Tables > Tax/Deductions > Unemployment

Notes:

o Unemployment rates vary by LEA.

o The information in this table is obtained from the Texas Workforce Commission or the
LEA's unemployment insurance carrier.

o Unemployment rates are based on the calendar year and not the fiscal year.

Verify that you are in the correct calendar year. If not, in the Calendar Year field, type 2027
and click Retrieve.

2026/07/22 12:52 36 ASCENDER - First Payroll of the School Year (July Start LEAs)


https://help.ascendertx.com/business/lib/exe/detail.php/general/eoypayverify1_trsrates.jpg?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts
https://help.ascendertx.com/business/doku.php/payroll/tables/taxdeductions/unemployment

Business

Calendar Year: I Retrieve l l Delete ]

EXEMPTIONS  INCOME TAX  FICA TAX UNEMPLOYMENT  TRS RATES ~ ANNUITY RATES  WORKERS' COMP  DEDUCTION CD

Employer Type: [R - Reimbursable
Unemmployment Rate
Maximum Gross Salary: 993999,00)|

o Verify the accuracy of the rates.
o Make the necessary updates and click Save.
8. Verify/update Workers' Compensation rates.
Verify/update Workers' Compensation rates
Payroll > Tables > Tax/Deductions > Workers’ Compensation

Verify that the workers' compensation rates are accurate for the new school year. If not, update
the rates.

Save

EXEMPTIONS INCOME TAX FICA TAX UNEMPLOYMENT  TRSRATES  ANNUITY RATES WORKERS' COMP DEDUCTION CD

Delete  Code Description Net Rate
[~~] [eses PROFESSIONAL ][ 0.8724%)

@  [ew) (7380 BUS DRIVERS ][ 0.8724%)

@ [cv) [esrocLericaL ][ 0.8724%)
(D) [p101 ALL OTHERS || 0.8724%|

For example, if the Workers' Compensation letter provides a rate of .001792, move the decimal
two places to the right and enter that number in the Net Rate field.

Codes, descriptions, and rates vary by LEA.

Note: The number of months in the contract should correlate with the number of workers'
compensation payments. For example, if the employee has a 10-month contract, then the
employee will have ten workers' compensation payments for the year.
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Use the User Created Reports to verify the number of Workers' Compensation remaining
payments.

If the report displays an incorrect number of remaining payments, use the Payroll > Utilities >
Mass Update > Employee tab to reset the number of remaining payments.

9. Recalculate the state minimum salary.
Recalculate the state minimum salary

Log on to the current year pay frequency.

Note: For Districts of Innovation, the statutory minimum days should reflect 187 days. The
statutory minimum days should not be less than 187 (e.g., 177, 182, etc.). You can use the
Mass Update utility to change the number of days to 187 and calculate the state min
salary. Then, use the Mass Update utility to replace the accurate number of days.

If your LEA is a District of Innovation or operates on a non-standard (4-day)
workweek, contact your regional ESC consultant for additional assistance, as extra
steps are required.

L} N

Payroll > Utilities > Mass Update > Salary Calculation

Ve |

Parameters F
() Active o nactive DE’JU' Pricnary Campus | A w|| Pavott Date: |:IE
Pary Campus: [-‘-.. | Freoguency [& Menthly CYR ""]
Pary Typse |1 Contracted employee v| I Contrach Begin Date: | v || Salary Concept: | A Use annual sslary table |
lob Code [AL - Contract End Date: | | Extract iz [ |
Acorual Cote AL ~| Contract Months [:] Employie Mbr :]1
Py Grade:
Price Yr Emp Date: | 00000000

DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY 108 CODE SALARY CALCULATION

Type of Calculstion Eecuts |«

O sstary

() Saate Mirsenim Only

(O] Appy Bercent of Day Employed to Salary Amecant

O In the Pay Type field, select 1 Contracted employee.

O Under Type of Calculation, select State Minimum Only to recalculate the state minimum
salary for the new school year.
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10.

O In the Salary Concept field, select A Use annual salary table.

O Click Execute.

(If applicable) Update substitute information.
(If applicable) Update substitute information

Update the substitute information on the Personnel > Tables > Salaries > Substitute tab.

LOCAL ANNUAL  HOURLYDAILY ~ EXTRADUTY FUNDTOGRANT  STATEMINMUM  SUBSTITUTE  MIDPOINT
Records
Timz af Dy
@ [o01DecreED ~] DEGREED | ] [FuLL oar [ 1000 J[ 10 ) 0.00]
(01 DEGREED ] DEGREED [ ] (HaLF D& ] oso0 J [ os ][ 50.00)
[ 92 NON-DEGREED w || | NON-DEGRECD ( | (FuLLDar J [ 1e00 J[ 10 ] 85.00)
[02 NON-DEGREED w| MON-DECREED | ] [HALF D Jesoo ) [ o5 ][ 2.50)

11. Review data for September employees.

Review data for September employees

Log on to the CYR payroll frequency.
Verify that all applicable data has been updated for all employees with a September contract.
Refer to the Before You Begin section of this guide to review the Payroll Verification Items.

Generate the following Payroll Reports to thoroughly review data prior to running the
September payroll:

Payroll > Reports > Year to Date Reports > HRS3050 - School Year To Date Report

2026/07/22 12:52 39 ASCENDER - First Payroll of the School Year (July Start LEAs)


https://help.ascendertx.com/business/doku.php/personnel/tables/salaries/substitute
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_15_first_py_of_sy_substitute_rates.png?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts
https://help.ascendertx.com/business/doku.php/payroll/reports/yeartodatereports/schoolyeartodatereport

Business

Date Run: School YTD (Sept 1 Thru Aug 31 2027) Program: HRS3050

Cnity Dist: ISD Page:54of 54

Pay Period: — thru - Payrun Date: — Frequency: 6

Employes Name Contract Mon Contr  Supplement NTRS Ex FICA Tax Mead Tax Abs Ded TRS Dep RagHrs  Ovtm Hrs

Emp Nbr  Prim Campus OvimGrs EmpirCont NTaxAllow NTRSBs Bus Allow Empir457 TEAContr MNTMNPBus EmplDep AccDep
Accrual Code Empir Care  NPay Bus Accru Pay  FICA Accru E HI Acc EAnAcc 457 Accru TEAAcc  Unemp Acc
AFedDep AFedCare AccruCare RetPensn CareSurc NewTRS MiscDed A MiscDed A 403B FICA

District Totals:
Contract Pay 00 Non-TRS Non-Tax Bus Allow .00 Absence Deduction 00
Non-Contract Pay 00 Non-TRS Bus Allow .00 TRS Deposit 00
Supplemental Pay 00 FICA Tax .00 Accrued Pay 1,974,320.39
Accrued Federal Deposit 8,789.91 Medicare Tax .00 Unemployment Accrued 00
Emplr Health Insurance Accrued 00 FICAMedicare Accrued 27,816.40 Emplr 457 Accrued 00
Emplr Annulty Accrued 00 Accrued Federal Care 1,331.79 Non-TRS Reimbr Excess 00
Emplr Annuity Contrib 00 Overime Gross .00 Non-TRS Reimbr Base i ]
Emplr 457 Contrib 00 TEA Health Ins Accrued .00 Non-Pay Bus Allowance 00
TEA Health Ins Contrib 00 Empir TRS Care Accrued 14,696.27 Non-Tax NPay Bus Allow 00
Emplr TRS Care Conlrib 00 New TRS Member Contrib .00 Empir TRS Care Surcharge 00
Ret Empir Pension Surcharge 00 Emplr Dependent Care .00 Empir Dependent Care Accru 00
Emplr Misc Ded Contrib 00 Emplr Misc Ded Contrib Accru .00 Empir 4038 FICA Contrib Accru 00
End of Report

Payroll > Reports > Year To Date Reports > HRS3550 - School YTD Accrual Payroll Account Distr

Preview [ POF I | csv I [ Clear Options I
Year To Date Reports HRS53550 - School YTD Accrual Payroll Account Distr
[33 - N r r s Beport

HES2050 - School Year To Date Regport i

HE =¥T i ckers' Comparn Parsmeter Description Malue

HES2150 - Annual Payroll Report

HRS3200 - YTD Payroll Eamings Register School aw (XY (2027 )

HES3250 - YTD Account Distribwtion Journal Summary [5) or Detail (D) information for employees. or Fund Recap (R) only [R ]

HRS2300 - ¥TD Accrual Payroll Account Distribution

HRS3325 - YTD Expenditure Pavroll Account Distr Print Acct Codes with zero accrual amounts? (Y/N) ¥ ]

HAS2350 - Combined YTD Deduction Regi

Wﬂlﬂ . Include report of variances between School YTD and Distribution History? [Y/N) [Y ]

HRS53450 - ¥TD Payrgll Control Listing 3 ©

AS3500 - YIL e o e Print Acct Codes not in General Ledger? [Y/N) [Y ]

HRS3550 - School YTD Accrual Payroll Acgount Distr Pay Status Active [A), Inactive (1), or blank far ALL I |

HRS3600 - Payroll Balancing Report

HES3650 - YTD Special Adjustment Regort Pay Type 1-4, Exclude Subs (E), or blank for ALL [ ]
Select Pay Campus(es), or blank for ALL [ ] &
Select Primary Campus(es), or blank for ALL [ ] i
Select Employeels). or blank for ALL [ ] H

Verify the accrual amounts balance with the amounts on the HRS3050 - School Year to Date
Report.
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Date Four: School YTD Accrual Paynoll Account Distribution Joumal for 2027TRecap Program:  HRSIS50
Cnty Dist: 18D Page: 1 of 1
Frequancy: &
Furd | FY Pay FICAMad Tax Contrity Deposit Care Ins Contrib 457
198-7 Total o0 23,048,238 a4 o e 0 o0 00
[ ! ! 00 140.25 00 0o
1956 Total 906,271.T7 g o0 o e ] o0 0
i ! 1 0o 0o 00 o
1957 Total Ad 1,840,063.32 25,548.62 o e 0 e e
I L ! 00 13,756.54 00 o
199 Total SO62TATT  1.B40,083.32 2594862 0 e o0 o0 e
i ) I 00 13,756,594 00 o
2117 Total 0 2.793.73 nn 0 e 23048 ME2 00
i I} f g 2055 00 0
24-7 Total b 15,106,560 20.52 o o0 124629 168,83 o0
i ! ! 00 13.30 00 o]
557 Total o0 #91.32 11.08 0 e B1.78 1239 fle]
i i [} o0 743 o0 0
2a8-7 Total 00 72059 .06 00 e 5948 2.0 00
i i ! o 541 00 o
289-7 Total o0 91,578.05 1.283.07 00 00 AT 1.085.64 00
i 1 I e 651.98 00 o0
i ! I
District Totals: Gross. Pay: 0627377 Unamployment Tac 00 Federal Cane: 1.331.79 Emplr 457; 00
Accrued Pay: 1574,330.39 Employer Contrib: 00 TEA High ins Confrit o0
FICAMadicare Tax 2781640 Fadersl Deposit 878951 Rt Emplr Pan Surch: o0
Empir TRS Care Contribc 14,656.27 Emplr TRS Care Surchc 00 Emplr Misc Ded Contribc e

Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparison

Payroll > Reports > Payroll Information Reports > HRS6050 - Contract Balance Variance Report

[ Preview PDF

J J

Csv l I Clear Options ]

Payroll Information Reports
HRS1250 - Employes Data Listing
HRS1650 - Emplovee Salary Information
HRSE000D - Account Code Comparison
HRSE050 - Contract Balange Variance Report
HRSE150 - Employee Payroll Listing
HRSEADD - Salary Verification Report
HES6450 - Health Insurance Coverage
HRSEE50 - CYR/NYR Salary Comparison

HRSB050 - Contract Balance Variance Report

Parameter Description

Value

Maximum Acceptable Difference

Pay Status Active (A), Inactive (I}, or blank for ALL

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

[11

[~

Pay Type 1-4, or blank for ALL
Select Pay Campusies), or blank for ALL
Select Primary Campusles), or blank for ALL

Select Employee(s). or blank for ALL

]
)
| J
[ )
[ ]
[ )

Diates Run: Contract Balance Varance Report Program: HRSB6050

Cnty Dist: 15D Page: 1of 1

Variance Threshold: o1 Frequency: 6

Emp Nbr Employes Mame Job Cd Pay Rate Ramain Pymis Computed Bal Actual Bal ‘Varkance
B o07e 519167 12 £2,300.04 6000000 -2300.04

Campus Variance: -2,300.04 Campus Jobs with Variance: 1 Campus Avg. Varance:  2,300.04
Total All Varlance: ~2,300.04 Total Jobs with Variance: 1 Avg. Varlance All:  2,300.04

End of Repon

Payroll > Reports > Payroll Information Reports > HRS6150 - Employee Payroll Listing OR
Payroll > Reports > HRS9000 - User Created Report

Payroll > Utilities > Pre-Edit Payroll Data
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Review the following pre-post report from the Payroll > Payroll Processing > Run Payroll process
before running your actual September payroll: HRS2250 - Deduction Register by Employee -
Verify deductions are correct.

If leave was not updated in an earlier step, be sure to update appropriate leave balances now.

Address leave.

Address leave

Payroll > Utilities > Mass Update > Leave

Update the employee master leave record balances.

O In the current year payroll frequency, generate the Payroll > Reports > Leave Information
Reports > HRS7350 - Leave Status Report for active employees and exclude substitutes.

Print and/or save this report, review it for accuracy, and retain it for your historical records.

[ Preview l [ FOF l csv ] [ Clear Options J
Leave Information Reports HRS7350 - Leave Status Report
HEE - Employee Substitute Report
HRS - Leave Transmittal Report " .
HRSIF050 - YTD Leave Transmittal Report D
HES7100 - Leave Sequence Audit Trail Report
— P E
HRST 150 - Detail Leave Sequence Audit Trai He Sort by Alpha (A), Pay Campus (C), Primary Campus (P)
HES 7200 - Employee Leawve Dock Repaort Page Break by Employee? (Y/N)
- YTD Leave Sequence Audit Trail Report
HRS7 300 - Leawve Activity Repaort Seloct Leave Type(s), or blank for ALL | H
HRES7350 - Leave Status Report
Pay Status Active [A). Inactive (1), or blank for ALL A I
Pay Type 1-4, Exclude Subs (€), or blank for ALL
Select Pay Campusies), or blank for ALL I :
Select Primary Campus(es), or blank for ALL : H
Select Extract 1D(s), or blank for ALL :’ i

O Use the Payroll > Utilities > Mass Update > Leave tab to update employee master leave
record balances. This is a three-step process.

Leave type codes are LEA-specific.

la. This step clears the Leave Used and Leave Earned fields and rolls the ending balances to
the following year beginning balances:
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Parameters T
T [ Reset - ]
(@) Active o Inactive O Beth Primary Campus: [A{L VJ Payotf Date: :}

Pay Campus: [u “) Frequency: 6 Monthiy OYR v

Pay Type: [l: Exclude Substitute VJ Contract Begin Date: [ V] Salary Concept: [,o.u v]

Job Code: [Au v Contract End Date: [ v]  ExractID: ( V_]

Accrual Code: l’“-" VJI Contract Months: [:] Employee Nir E,

Prior Yr Emp Date:| 00-00-0000

DEDUCTIONS LEAVE EMPLOYEE EXTRADUTY  JOBCODE  SALARY CALCULATION

Method Tvne Desription Leave Eamed  LeaveUsed End Balance
(@) Zero Leave Values for Employees o e D D D
02 SCH BUSIN O O O
(O Add Leave Code to Employees 03 JURY LEAY O O O
o Delete Leave Code from Employees v SRUIARY D D D
05 STATE []
O Increment Leave Eamed to Employees 06 DOCK DAYS D D D
07 STATE SICK m
og COMP TIME G D D
09 VACATION ] O O
10 FMLA D D G

o

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Zero Leave Values for Employees.

Under Leave Earned and Leave Used, select all leave types to be set to zero for the
new school year. Be sure to process both options at the same time to prevent inaccurate
balances.

Do not select End Balance unless you want to set the balance to zero for that specific
leave type. If this field is not selected, the 2025-2026 ending balances are rolled to the
beginning balance fields for the 2026-2027 school year.

Click Execute.

Print and/or save this report, then review it for accuracy.

o

[¢]

[¢]

o

[¢]

[¢]

1b. You may have leave codes for which you want to zero the end-of-year balance. For example,
Jury Duty, School Business, etc.
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Year: C

Parameters I R

e [ pee ]

{i) Active o Inactive O Bath Primary Campus: [Alt vJ Payoff Date: E:}E

Pay Campus: r‘\“ "] Frequency: (& Monthiy CYR v

Pay Type: (€ Exclude Substitute v Contract Begin Date: [ v]  salary Concept: [(AL v
Job Code: (AL v) Contract End Date: | v Eractio: [ ]
Accrual Code: |_""‘|-" v] Contract Months: [:] Employee Nir: E,
Pay Grade: [:
Prior Yr Emp Date:

DEDUCTIONS LEAVE EMPLOYEE EXTRADUTY  JOBCODE  SALARY CALCULATION

Method Tvne Description Leave Eamed LeaveUsed End Balancy

01 LOCAL

@ Zero Leave Values for Employees D D D
02 SCH BUSIN O O O

(O Add Leave Code to Employees 03 JURY LEAY O O O
04 MILITARY

o Delete Leave Code from Employees D D D
05 STATE []

O Increment Leave Eamed to Employees 06 DOCK DAYS D D D
o7 STATE SICK G
oe COMP TIME G D D
09 VACATION ] O O
10 FrLA D D G

o

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Zero Leave Values for Employees.

Select Leave Earned, Leave Used, and End Balance for all leave types you want to
zero out completely and not carry forward ending balances.

Click Execute.

Print and/or save this report, then review it for accuracy.

If the report is accurate, click Process to complete the changes.

o

[¢]

[¢]

[¢]

o

[¢]
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2. This step automatically adds leave types to active employees who do not have the leave type
assigned on their leave balance record. This step must be completed before leave is mass

incremented in step 3.

Method

O Zero Leave Values for Employees

(@) Add Leave Code to Employees

(O Delate Leave Code from Employees

Parameters
Pay Status:
@ Active () Inactive () Both Primary Campus: [ All vl
Pay Campus: [a‘-\Ll V]
I Fay Type: | E Exclude Substitute V] I Contract Begin Date: [ V]
Job Code: [au v/ Contract End Date: | M
Accrual Code: AUl v ContractMonths: |
Pay Grade: :]
Prior ¥ Emp Date:(00-00-0000]
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY JOB CODE SALARY CALCULATION

PayofDate: [t
Frequency: [G Monthly CYR v}
Salary Concept: [AlL v|
Extract ID: [ v
crotoreerr (i

Add Leave Code

Mew Code{ D1 - LOCAL LEAVE DAYS _ +]

Begn Bsince Lo Eames
Leave Used: Ending Balance: Update Ending Balance

o Under Pay Status, select Active.

o In the Pay Type field, select E Exclude Substitute.
o Under Method, select Add Leave Code to Employees.
o In the New Code field, select the leave code.
o Do not add balances.

o Click Execute.

o Print and/or save this report, then review it for accuracy. The report only displays the
employees who will have the leave code added.
o Repeat this step for each leave type to be added before it is incremented in step 3.

3. This step increments leave earned to employees:
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o2

VACATION

FMLA

Parameters
Pay Status:
(@ active () Inactive (J)Both Primary Campus: [ALL v] Payeff Date: :]5
Pay Campus: [All vJ Frequency: [E Monthly CYR
Pay Type: [E Exclude Substitute v | Contract Begin Date: | v Saksey Concept: [AlL
Job Cade: [Au v|  ContractEndDate: [ v] Banaio: |
Accrual Code: [ AL v Condrot Monthis: [: B o S:
Prior Yr Emp Date:| 00-00-0000
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY 0B CODE SALARY CALCULATION
e Time Dessrition Leave Eamed
01 LOCAL
(O Zero Leave Values for Employees
o2 SCH BUSIN D
(O Add Leave Code to Employees 0z JURY LEAY 0O
O Delete Leave Code from Employees 04 MILITARY D
(@ Increment Leave Eamed to Employees 05 STATE
06 DOCK DAYS O
07 STATE SICK
08 COMP TIME O

Note: If you have a maximum balance designated on the leave type table, this step will not
allow the leave balance to exceed the maximum number set on the leave type table.

[¢]

[¢]

[¢]

o

[¢]

[¢]

[¢]

Under Pay Status, select Active.
In the Pay Type field, select E Exclude Substitute.

Under Method, select Increment Leave Earned to Employees.

Select Leave Earned for the applicable leave types (as defined in your local policy).
In the Increment field, enter the number of days to increment.

Click Execute.

Print and/or save this report, then review it for accuracy. The report includes a list of

those employees who have reached a maximum of any leave type.

[¢]

If the report is accurate, click Continue.

o The second report displays the newly incremented leave earned and the new ending
balances. Click Process.
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*[ Process l l Cancel
@ @ First { } Last
Date Run: Increment Leave Earned for Employees
Cnity Dist: ISD Page: 2 of 42
Frequency: 6
Original New Original MNew
Emp Nbr Employee Name Leave Type Earned Earned End Bal End Bal
05 -STATE 0.000 5.000 25.000 30,000
07 -STATE SICK 0.000 5.000 0.000 5.000
01-LOCAL 0.000 5.000 0.000 5.000
05-5TATE 0.000 5.000 10.000 15.000
07 - STATE SICK 0.000 5.000 6.500 11.500

For new employees, leave balances must be individually updated from their service record
information on the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab.

O Use the Payroll > Reports > Leave Information Reports > HRS7350 - Leave Status Report to
verify the accuracy of the leave information. Print and/or save this report, then review it for

accuracy.
[ Preview l [ POF l 5V ] [ Clear Options J
Leave Information Reports HRS7350 - Leave Status Report
HES2600 - Employves Substitute Report
HRS7000 - Leave Transmittal Report ; .
HRSF050 - ¥TD Leave Transmittal Report D
HRSF100 - Leave Seguence Audit Trail Report E
HRS7150 - Detail Leave Sequence Audit Trail Report Sort by Alpha (A). Pay Campus (C). Primary Campus (P)
HES S 200 - Emplayes Léeave Dock Repart P‘ag! Break h'.r E'm? [YJN]
HRST 250 - ¥TD Leave Sequence Audit Trail Report
HRS7300 - Leave Activity Report Select Leave Type(s). or blank for ALL I :
HRSZ7350 - Leave Status Report
Pay Status Active [A). Inactive [I). or Blank for ALL A '
Pay Type 1-4, Exclude Subs (). or blank for ALL
Select Pay Campus|es), or blank for ALL I :
Select Primary Campus(es). or blank for ALL : :
Salact Extract ID(s), or blank for ALL I
Select Employee(s), or blank for ALL S

If necessary, use the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab to make
changes to individual employees who are working less than the full school year or less than
100% percent of the day.

12. (If necessary) Mass update employee experience.
(If necessary) Mass update employee experience

Personnel > Utilities > Mass Update > Employee
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Note: This process is typically not performed until before the start of your September
payroll. You must verify that service records have already been run before proceeding.

If this process is delayed, ensure that employee experience is updated for all
applicable groups. It is extremely important to update employee experience on
account of the Teacher Retention Allotment.

If necessary, increment the years of total professional and non-professional experience, and the
years of district professional and non-professional experience for employees with July contracts.

Additionally, you can use this page to increment the prior years of teaching experience for
those individuals in a teaching role. The Prior Teaching Experience is the total number of
years that an individual has previously held a teaching position in one or more education
institutions. This information collected during the PEIMS Core Collection: Class Roster.

If this process has not already been completed, it must be done at this time. It is highly
important to confirm that it is completed.

o The Commissioner's Rules on Creditable Years of Service, Title 19, Texas
Administrative Code (TAC) §153.1021, serve as a baseline for minimum
4N requirements when determining an individual's years of experience.
o The Prof Experience Yrs and Non-Prof Experience Yrs should be
incremented in separate instances.

Total (Prof) Experience:

Parameters | Beset ]

Pay Status: ® Active (O inactive () Both
Primary Campus: AL v] Payetf Date )

Pay Type: (1 Contracted employee ~) ( )
Pay Campus: All ¥| F 5 Monthly CYR

Job Code: [ML v[ I ] TEqUEnTY [b onthly v]
Contract Begin Date w . c (A

Accrual Code: [Al'. v] Salary Concept [ L v]
Contract End Date I V] Extract ID- [ v]
Contract Menths: S Employee Nbr : 1

Prior ¥r Emp Date: | 00-00-0000

EMPLOYEE RESPONSIBILITY

Reset Update Experience Modify

D Extract ID ~ From To

D Unemployment Eligibility w Tatal (Prof) Experience Area C“C{::]
{ICESA Report) If Employment Date < Zip Code: :I:

j:] Take Retiree Surcharge W District (Prof) Experience

D MY Take Ret Surchg o If Employment Date <

O Click Execute. The Employee Mass Update Report is displayed.
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*[ Process ] [ Cancel

@ @ | 4 P [Last

Date Run: Employee Mass Update Report

Cnity Dist: 15D Page:1 of 16

Frequency: 6
Emp Nbr Employee Name Colurnin From Ta

I Dustrict {Prof) Expenience 22 23
Total {Prof) Experience 22 23

[ Dustrict (Prof) Expenence 19 20
Total {Prof) Experience 19 20

| District (Prof) Experience: 38 ]
Total (Prof) Experience 38 )

O Click Process. The following message is displayed.

The Mass Update process completed successfully.

N

Total (Non-Prof) Experience:

Parameters Reset
Pay Status: ® Active O Inactive () Both

Primary Compus: [ AlL w]  Payoff Date: |
Pay Type: [2 MNen-contracted emp v]
e TAl Zl ZW C"""":’S 5 [ ] Frequency: & Monthly CYR v|

ontract i te: .

Accrual Code: Al ] Rt o | ¥) Satary Concepe (AL v

Contract End Date: [ v] Extract I [ v]
Pay Grade: :]

Contract Months: E Employee Mbr: :]5
Prior Yr Emp Date:| 00-00-0000

EMPLOYEE  RESPONSIBILITY *

- J——
it v From T
O UnenpimenEigatty (T3 | 100 Pron spnene R S a—

(ICESA Report) If Employment Date < C—— mpcode: [ | )

D Take Retiree Surcharge Y - [0 District {Prof) Experience

(0] N Take Ret Surchg v = It Employment Date < == ]

D Employment Type :J District {Mon-Prof) Experience

() Retiree Employment Type [ ] If Employment Date: <
v

Tatal (Mon-Prof) Experience
[0 Creditable Year of Service [y

e If Employment Date < 01-15-2026

O Click Execute. The Employee Mass Update Report is displayed.
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* Process | l Cancel
Date Run: Employee Mass Update Report
Cnity Dist: 1SD Page:1 of 7
Frequency: 6
Emp Nbr Employese Name Colurmn From To

District (Mon-Prof) Experience
Total (Mon-Prof) Experience
Dustrict (Mon-Prof) Experience
Total (Mon-Prof) Experience
District (Mon-Prof) Experience
Total (Mon-Prof) Experience

24
30
20
20
18
18

25
H
21
21
13
13

O Click Process. The following message is displayed.

The Mass Update process completed successfully.

*[ oK

Use the Personnel > Reports > Personnel Reports > HRS1100 - Employee Verification Report to

verify the accuracy of the years of experience.

Prior Teaching Experience:

Use the Job Code field to select specific job codes where the prior teaching experience should

be updated.

The employees who match the selected parameters and the selected job codes will have their

prior teaching experience updated. If an employee has multiple jobs included in the job code

selection, their employment record is only updated once.
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=
Pay Status: ® Active () Inactive () Both
Primary Campus: [ AlL ]  Payeff Date: [:;
Pay Type: [1 Contracted employee v i o )
'ay Campus: 1 -
Jab Code: l-‘\l( v] = 5 . [ l Frequency: [6 Monthly CYR v]
ntract Begin Date: w
Accrual Code: AL v Salary Concept (Al v
ContractEnd Date: [ ¥) Bt <)
S —
ContractMonths: [ | Employee b ()
Prior ¥r Emp Date: | 00-00-0000
EMPLOYEE RESPONSIBILITY
o J— ‘
Qewsao ) om0
D) nertoymens gty (1 ——w) | 7ot o erince T S —
(ICESA Repart) If Employment Date < < Zip Code: :I:]
D Take Retiree Surcharge ¥ w | D District (Prof) Experience
D WY Take Ret Surchg " " I Employment Date < i ‘]
Dtmstomentpe (] | Do onsron cocnec
D Retiree Employment Type :] I Employment Date < E o ]
D Total (Mon-Prof) Experience
D Creditable Year of Service | w
I Employment Date <
D TRA Eligibility v Fil
Prior Teaching Experience
If Employment Date < 01-19-2026
Job Codes: 001 .0013.00 |3

O Click Execute. The Employee Mass Update Report is displayed.

L1
¥

*[ Process ] l Cancel ]
E E 4 F [Last
Data Run: Employee Mass Update Report
Cnty Dist: 18D Page:1 of 5
Fraquency: &
Emip Nbr Employes Name Column From Te
— Prior Teaching Experience 28 29
Prior Teaching Expenence 1 2
Prior Teaching Expenence 17 18
Prior Teaching Expenience 32 33
O Click Process. The following message is displayed.
™\ The Mass Update process completed successfully.

=P

oK

Responsibility:
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Parameters Beset
Pay Status: O Active C) Imactive @Bnth F

Primary Campaus: w | [Payoff Date: |:
Pay Type: t v W

Pay Campus: 3 ¥ |  Frequency: !_All VJ
Job Code: v

Contract Begin Date: | Salary Concept b
Accrual Code: v

Contract End Date: ¥| ExtractID: [ V]
Pay Grade:

Contract Months: E Employee Nbr: :] H

Prior ¥r Emp Date:| 00-00-0000

EMPLOYEE RESPONSIBILITY

=
From Te
School Year | 2026 2027

O Click Execute. The Responsibility Employee Mass Update Report is displayed.

*[ Process l l Cancel l
T & il 4 P
Date Run: Responsibility Mass Updata Report
Cntty Dist: 15D Page:1 of 1
Frequency: 6
Emp Nbr Employes Name Campus Co-op/SSA LEA Staff Classification Saff Service Begin Data End Date From Ta
""" e il m 55014000 07-01-2024 2026 2027
114 55003000 08-01-2024 2026 2027
004 55013000 07-01-2024 2026 2027
Qo4 55013000 07-05-2023 2028 2027
______ | _ — . . 004 SS013000 07-05-2022 2026 2027

O Click Process. The following message is displayed.

The Mass Update process completed successfully.

*[ oK

TRA Teaching Experience:
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b

Pay Status @ Active O inactive () Both
Primary Compus: [ AlL w| Payoif Date T

Pay Type: 1 Contracted employee v . = )
L 5: w .

Job Code: All v C:: o [ ] frequency: [ 6 Monthly CYR ]

tract Begin Date: w

Accrual Code: lAlL v] B Sy Conckpt: [A{[ v]

Contract End Date: [ v Extract ID: [ v
ThHe ConvactManths: [ ) Employee e [ J;
Pricr ¥r Emp Date: 2

EMPLOYEE = RESPONSIBILITY

- S o
D Extract ID i w From To
(O Unemployment Eugibitty (5 3 O TowtiProf expericnce aeacose )
(ICESA Report) f Employment Date € == ) ZpCede [ ]
D Take Retiree Surcharge ¥ = D District (Prof) Experience

D MY Take Ret Surchg v R i Employment Date <

D Employment Type E] District (Non-Prof) Experience
() Retirce Empioyment Type [ ] if Employment Date < C -- )

(O Total iNon-Prof) Expericnce
D Creditable Year of Service | v, w

fEmploymentDate s (- )
[ TRa Elgibaity Y

it D Prior Teaching Experience

If Employment Date <
Job Codes: H

TRA Teaching Experience

If Employment Date < 01-15-2026

O Click Execute. The Employee Mass Update Report is displayed.

O Click Process. The following message is displayed.

The Mass Update process completed successfully.

*[ oK

13. Verify payoff dates.
Verify payoff dates
Payroll > Reports > User Created Reports

Verify that all pay type 1 and 2 employees have payoff dates that match the pay dates in the
pay dates table.
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Report Title

Employes ““:]E [Onctive Employees Onty

DEnpl.n\dc Demingraphic

[F)Employes Mer

O it SLa

Dluh Irdermation

[#)ot Code
[F)teb Deser
OFrmary ot
Dl"r"' Campus
Dl’.:mp..'. Fame
[&JMitr Man Coner

[Jvrs of kot Expar

DC&-‘.. Phone Nbe

DL:—:J.PC'.'.I ction

Dr'_'.hc Restriction

[OMarical Szar
DC‘.I-__-l Language
D.:—:.’-. Uze 1
D.:—:a. Use 2
De’nu.
D“:'I':‘E""Jl
De’n'-:—'.;.-:o‘.;'.r.

DL‘J':\r Fiabe
Dn.,, Rate

DE:'.\.‘ Annual
[JAccrual Ca

[JAccrual fats TRS
Oftag Hrs Worked O fatires Excaption

[Ovacant Pesition

14. (If available) Import annual benefits file.

(If available) Import annual benefits file

Payroll > Utilities > Employee Benefits Interface > Import Annual File

If available, import your LEA's file of employee deduction records file created by your third-party

administrator.
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EXTRACT IMPORT AMMUAL FILE IMPORT CHANGES ONLY

‘Year Selection

() Mext Year

[:] Auctive Employess Only

15. Generate the Employee Salary Information report.
Generate the Employee Salary Information report
Payroll > Reports > Payroll Information Reports > HRS1650 - Employee Salary Information

Complete the applicable report parameters and generate the report. Print and/or save this
report, then review it for accuracy.

HASI250 - Emaloves Cata Listing

HASI650 - Emploves Salady Information -
HESEO00 - Account Code Comaarison Paramatar Description Value
HRASEOED - Contract Balance Varignoe Report
250 Sort by Alpha (A, Pay Campus (C). rimary Campus L ]
HRS6150 - Empiovre Payroll Listing pr e TR, Q. L
HASEA00 - Salary Venfication Heport Include Reports [Select From List) Y NYYNY MY 4
HESE450 - Health ngurance Coverd 3o
WASEERD - CYRNYR Salare Comnarisan Include SSN on Report? (Y]
%
Include Number of Days Employed / in Contract on Report? (Y/N) o
Print Signature Statement - New (1), Original (2], or None(3)
Enter Mew Signature Statement ] o
Pay Status Active |A). Inactive (1) or blank for ALL 1 -
fary
Pay Type 1-4, Exclude Subs (€], or blank for ALL E XTRA Duty
C “ Deduct
o Coptn bkt A e— | ]
Leave
Seloct Primary Campusies). or blank for ALL 3 () Speciaizy
b Ouily Aled
Seloct Extract 10{s), or blank for ALL I Bank
Select Employee(s), or blank for ALL l:] H
E-mail Subject ] o
0 Cancel
E-mail Message i _

Print the report for employee verification. If needed, print an Addendum from the Payroll >
Utilities > Payroll Simulation.
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Date Run: Employes Salary Information Program: HRS1650
ICnty Dist: ISD Page: 1 of 1
Name: Emp Nbr: Yrs Experience District: 02 Frequency: 6
|Address: SSN: ¥rs Experience Total: 02 Pay Campus: 107
DOB: 07-12-1960 ¥rs Prof Exper District: 23 Primary Campus: 107
Phone: S5 S Degrea: 2 Yrs Prof Exper Tatal: 23 W4 Filing Status: M
[Original Emp Date: 11-27-2000 Latest Re-Emp Date: Creditable Year of Service: [  Mbr Exempts: 1
Estimated Annual Salary: $0.00 Retirement Date: Extract ID: 187
W4 Multi-Job: N W4 Nbr Children Under 17: (0 W4 Nbr Other Dependents: 0 Work Emall:  jessica.fermandez@region10.org
W4 Other Incoma:  $.00 W4 Other Deductions: $.00 W4 Other Exemptions: .00
Emergency Contact Information
Mame: Relationship: Phone: ( ) - BExt
Mates: Region10
Job Information
Job: \WWE REG ED TEACHER Payoff Date: 08-25-2027
Primary: Y Assigned: 100.00% Begin Date: 08-10-2026 # Months in Contract: 10 TRS Status: 1 - Ehgible
Grade: 10T End Date: (05-28-2027 # Days in Contract: 137 TRS Position: 02 - Teacher, libranan
Step: 23 Contract Amount: $62,300.00 # of Annual Pmnts: 12 Retirea Excptn: -
Sched: Caontract Balance: $62,300.00 Remaining Pymits: 12 FICA Eligibllity: M - Subject to medicare
Vacant N Local Contract Days: 197 Hourly Rate: $0.00 WIC Code: A
# of Days Empld: 187 Wiy Hrs Sched: 0 Wholly Sep Amt: $0.00
Salary Calculation
Annual Salary: $62,300.00 State Min Salary: $55.030.00 State Step: 20
Pay Rate: $5.191.67 OT Elig: N ¥rs in Career Ladder: 0
Daily Rata: $333.15 OT Rate: $0.00
Deduction Information
Mat Empl Remain Cafe Met Empl Remain Cafe
Deduction Code Amount  Contib  Pymts 125 Deduction Code Amount  Contrib  Pymts 125
001 - ADDITIONAL WITHHOLDING TAX $300.00 $0.00 99 N 016-VISION $0.00 $3.98 %Y
025 - ACTIVE CARE PRIMARY PLUS 000 $514.00 95 ¥ 051-FLEXIBLE SPENDING ACCT $118.98 $6.02 9 Y
054 - GROUP (DISTRICT PAID LIFE) 50.00 5065 99 N
Leave Information
Type Descripion BegBal Eamed Used EndBal Type Descripion BegBal Eamed Used EndBal
01 LOCAL i 5.000 0 5.000 02 SCHBUSIN 0 0 0 0
05 STATE 1159.000 5000 0 124000 07 STATE SICK 0 5.000 0 5000
14 test 0 0 0 a
Bank Information
Bank Bank Acct Nbr Bank Acct Type Banik Acct Amt
010- CEFCU i 157 2 - Checking account $0.00
The above salary informatiorn is true and comrect as shown. | understand that this sheet will be affached fo the contract | signed eardier in the year and shall superceds
any salary amounts previously quoted.
Employee Signature Date

16. Calculate a sample payroll.
Calculate a sample payroll

Payroll > Payroll Processing > Run

Payroll

Calculate a sample payroll to identify any errors that need to be corrected prior to processing

the first payroll.
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IMPORTANT:

o If applicable, increment leave types.
o Verify the selection of deduction codes on the Payroll > Payroll Processing >
Run Payroll page before processing the first payroll.

Year: (]
Frequency: 6 PayDate: 09-25-2026 SchoolYear: 2027 BeginDate: 09-01-2026 End Date: 09-30-2026
TRS Month: 09 TWCQtr 3 Print Alt Addr: N AdjCycle: 000
Beginning Check Nbr: Wage / Earning Statement
Payment Method: Wage/Earning Statement Line 1: [ ]
Beginning Reference Nbr: 065989 Wage /Earning Statement Line 2: [ |
Print Voided Checks: [ ] Wage / Earning Statement Line 3: | ]
Print Bank Checks: ] Wage / Earning Print Bank Acct Nbr: [
Sort Checks by Alpha or Campus: Deduction Register Print Emp SSN: ]
Increment Leave Deductions
i
Lv Type Description Increment Incr Amt DeductCd  Abbrev Description Deduct W2 Health Care
01  LOCAL LEAVE DAYS O 001 WH  ADDITIONAL WITHHOLDING TAX (]
) TEXAS TEACHERS CERTIFICATION
02  SCHOOL BUSINESS 0O 002 ML bues O
03 JURY LEAVE O 0.000 003 M1  TX CHILD SUPPORT SDU O
HEL TR R O 004 HI  ACCIDENT METLIFE (]
ASSOCIATION OF TX PROF
05  STATELEAVE O L ML EpucaTors O
06 DAYSDOCKED PAY ) 006 TR TRSBUYBACK O
007 M1  ACTDALLAS v
07  STATESICK O O
s M1 TXCLASSROOM TEACHERS 0
08  COMP TIME 0O ASSOCIATION
009 Rl TRS-CARE SURCHARGE 7
09  VACATION 226 EMPLY O 0,000 8
010 M1 OKLAHOMA CHILD SUPPORT s
10 FMLA 0
0 011 M1  REPAYMENT TO MISD a
13 VACATION 250-DAY O 0.000 012 M1 REGIOM 10 CERTIFICATION PROGRAM (H]
014 H  TELAMEDICINE O
015 HI  DENTAL a
016 HI WVISION O v
Select All Unselect All Sclect All Unselect Al

0

ancel

| 1 Next l I

Review the selected Calculation Reports to verify the accuracy of data for the new year.
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Business

Frequency: © School Year: 2027
PayDate: 09-25-2026 AdjNbr: 0

Calculation Reports
Gen Rpt Report Sort Options Sort Order

Transaction Proof List Alpha (4). Pay Campus (C). Primary Campus (P) D
Transmittals Report Alpha (4), Pay Campus (C). Primary Campus (P) D
Payroll Earnings Register Alpha (A). Pay Campus (C), Primary Campus (P)
Check Register Alpha (A}, Pay Campus (C). Primary Campus (P), Check Number (N) [N___)
Deduction Register Alpha (&), Pay Campus (C). Primary Campus (P), Deduction Code iD}D
Account Distribution Journal Alpha (4). Account Code (C)

Bank Account Listing

Bank Account Change

General Journal Report

Account Code Comparison Report Alpha (A). Pay Campus (C), Primary Campus (P)
Employee Leave Dock Report Alpha (&), Pay Campus (C), Primary Campus (P)
Payroll Control Listing

Leave Status Report Alpha (&), Pay Campus (C). Primary Campus (P)
Payroll Balancing Report

Statutery Minimum Report #373 Worksheet

FSP Staff Salary Report Alpha (4), Pay Campus (C), Primary Campus (P)
Pay Info Extra Duty S-Type Alpha (A). Pay Campus (C), Primary Campus (P], Extra Duty Code (E)jA
TRS Mon-0ASDI Employer Contribution

000 es0O0U0OO0OeerUOROO

0000boouobooLn

Actual Hours Worked Report Alpha (&), Pay Campus (C), Primary Campus (P)
\
l Generate Reports l [ Consolidate Rpts ] [ Select All ] ’ Unselect All
[ Back ] [ Mext ] [ Cancel ]
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