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Notes:

e If an 11-month employee is listed with 2018 accruals, zero the accruals. If an 11-month
employee is listed with 2019 accruals, do not clear the accruals.

e If new employees are set to receive 13 checks in the 2018-2019 school year with their first
check paid in August, review whether the pay is posted to accruals or the expense account.
If the pay is posted to accruals, perform the Zero School YTD utility to record it to the
expense account.

e REVIEW and RECONCILE each employee’s accrual balances from your School Year to Date detail
report.

¢ VERIFY each employee was correctly paid.

e Use the Human Resources > Utilities > Zero School YTD Accruals page to clear the accrual

balances in the current pay file.
o Perform the extract

Payroll > Utilities > Zero School YTD Accruals > Extract

O Retrieve employees.

O Use the arrow buttons to move the applicable employees from the left side to the
right side of the page.

O Click Run. If there any errors are encountered during the extract, the Zero School
YTD Accruals Errors report is displayed. Review the report and correct any errors. If
there are no errors, the Zero School YTD Accruals Extract report is displayed.

O Click Close to close the report.

o Print reports from the Reports tab.
Payroll > Utilities > Zero School YTD Accruals > Reports

Review the following reports:
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Sample Pre-Post YTD Accrual Payroll Account Distribution Journal report

Endl of Report

Date Fun: 06-07-2073 931 AM Pre-Post YT Accrasl Pavwoll Accound Destribudion Jourmal Pragram: HRSI300
Crby Dist 15D Paga: 1ol ]
Frequency: &
Ao Coda alt Acerund T Cerdrils Deposi Carm m 457
Oete Gross L
oy Cd / Acor Cd S Acor FY /. TRS YR Fﬂm php-‘;.:ﬁ Pay Emplr Misc
EDCd Emplr Camn ~_ Carm Surch
ANDREWS, JULIE DO03ZE
199-11-6113.00-104-911000 SYTDOY 07132009 00 -1.5835% -22.98 0o 2067 0o 0a 0o 00
7 s A9 N i 0 B o0 25 40
199-11-6113.00-101-930000 SYTDOT 07132009 00 20652 1169 0o 591 00 e ]
007 fA SO ] F ey 6105 [ <2750
ANDREWS, JULIE Total 0] 2 350 83 =34 67 B0 2658 i i) oa il
L i} -17.83 i il 12390
ANISTOM, JENNIFER Lons0s
240355125 00100435000 SYTDOT  @ni%a0s 00 A3880 4357 00 «18082 00 1] TH00 o]
vt P I H 2 o 255 00 00
Dustrict Totals Groas Pay: 00 Uremployment T 00 Federal Care: 00 Emplir 457-
Accrued Pay: 3530 43 Employer Conbrib -207.10 TEA Hith Ina Comirib: -75.00
FICAMedicare Tax: <48 64 Federnl Deposit 00 Fiet Empir Pen Surch i3]
Emnplr TRS Care Cordrily: 76 AR Emple TRS Care Surcharge: 00 Emplr Misc Ded Condrib, =123.90

Sample Pre-Post YTD Expenditure Payroll Account Distribution Journal report

Dt Fluan: D6-07-2019 931 AM

Pre-Post YTD Expenditure Preanll Acoount Distribution Jounmal

Program: HRSI325

Cinky Died- 15D Page 1ol 2
Frecueney: &
o € / Aesex Eru&-;nuns-p [ Experae Pay [ FICAMed M.:-“ms Corarit Federal  TEA Hith
Cd N Ady Miw Pay Date Es:i.E.u-n Care Sunch Co m&m Core Ires Contril %’
139-11-6119.00-107-31 1000
AHNDREWS, JULIE 00OXEE SYTDO1 0718213 158358 1583 % brrl ] 20ET 00 i1} {11] 00
(v r S | 2 o A1 88 (i i 1] 5 40
199-11-61 19000-1071-930000
AMDREWS, JULIE 000iEE SYTDO1 07132013 -BD6 &2 -B06 EF 1163 0o 531 0o {11] (] 0o
0907 S AL 2 w0 504 o 0 ®
199-11-6119000-101 Total 2390 83 -2.350 83 BT i ] -26.58 i ] ieil 0a .00
il -17.93 i) L] (i.i] =123.90
Sample Pre-Post General Journal Transactions report
Date Run: D6-07-2019 9:31 AM Pre-Post General Joumnal Transactions
Crly Dist: ISD Page: 1of 2
File ID: C
Frequency: 6
Fund: 199/9
Debit(+) Credit(-)
Frc-Obj.So-Ong-Preg  _JV Nbr Reason Amount Amount
00-2161.00-000-300000 ZERDAC JUL- PAYROLL DISTRIBUTION 239083 0.00
00-2211.14-000-900000 ZEROAC JUL - PAYROLL DISTRIBUTION ME7 0.00
00-2211.16-000-500000 ZEROAC JUL - PAYROLL DISTRIBUTION 26.58 0.00
00-2211.19000-900000 ZEROAC JUL- PAYROLL DISTRIBUTION 17.93 0.00
00-2211.21-000-500000 ZEROAC JUL- PAYROLL DISTRIBUTION 12390 0.00
11-6119.00-101-911000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 1,583 95-
11-6119.00-101-930000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 806.58-
11-6141.00-101-911000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 2258
11-6141.00-101-930000  ZEROAC JUL- PAYROLL DISTRIBUTION 0.00 1165
11-6142.00-101-911000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 2067-
11-6142.00-101-930000 ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 591-
11-6146.00-101-911000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 11.38-
11-6146.00-101-930000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 605
11-6145.00-101-911000  ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 96.40-
11-6149.00-101-530000 ZEROAC JUL - PAYROLL DISTRIBUTION 0.00 27 50-
JV Totals: 2.593.91 2.593.91-
Fund Totals: 25939 2593.91-

o Post to Master and Interface to Finance from Post to Master/Interface to Finance tab.
o Make a backup and save in the EQY Accruals folder.
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When the school YTD accruals are zero, any accrual amounts are sent back to the fund. If this is the
case, consult with the business manager before interfacing.

Reprint the Human Resources > Reports > HR Reports > Year To Date Reports > HRS3050 - School
Year To Date Report to verify that the accruals were cleared. ALL accrual fields should be zero. Save
this as the last report prior to performing the EQY payroll accrual process.
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