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Address EOY Accruals for June End Schools

Use the following steps for June year-end payroll accruals.
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Run the payroll accrual variance extract

Payroll > Utilities > Payroll Accrual Variance Extract > Extract
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I l Review the Accrual Overview document for more information about the Payroll Accrual
&)  Variance Extract process steps.

It is recommended to balance accruals monthly to help identify and correct any errors. Use the
Payroll > Utilities > Payroll Accrual Variance Extract > Extract to assist you in this process.

e Use the Extract tab to run the extract and extract payroll accrual variances.

e Use the Reports tab to review and verify any extracted payroll variances.

» Use the Post To Master/Interface To Finance tab to post valid variances and interface to Finance
if needed.
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Generate a user-created report

Payroll > Reports > User Created Reports
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Use the following parameters to generate a user-created report:

¢ Accrual Rate

Active Employees Only
Employee Nbr
First Name
Last Name
Remaining Payments
Contract Balance
Pay Rate

Accrual Code

Save the report in Excel to allow data to be manipulated.
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Perform Excel file maintenance

Modify the Excel file.

e Sort the file by Accrual Cd, and then by Last Name.
e Arrange the order of columns as follows: Employee Nbr, First Name, Last Name, Accrual
Code, Accrual Rate, Remaining Payments, Pay Rate, and Contract Balance
e Insert a new column (Total Pay Remaining) between the Pay Rate and the Contract
Balance columns. And, then in this column (Column H), insert the following formula: Job
Remaining Payments (column F) x Pay Rate (column G)
¢ |In Column J, insert the calculation for the Difference with the following formula: Total Pay
Remaining (column H) - Contract Balance (column I)

L=

The contract remaining amount is
the estimated accrual.

A B C D E F G H | J
Total Pay

Job Remaining Difference

Accrual | Accrual |Remaining (ColF* | Contract | (ColH-

1 Emp Nbr| First Name |Last Name Cd Rate Pymts | Pay Rate | Col G) Balance Coll)
2 (000006 |AARON ACHIMON |B 245.86 3] 3,831.25 | 11,493.74 | 11,493.70 0.04
3 ﬁmﬁﬂ[}? AARON ADAM B 237.83 3| 3,706.25 | 11,118.76 | 11,118.80 -0.04
4 000090 |AMANDA  |ASHLEY B 265.91 3] 4,143.75 | 12,431.25 | 12,431.25 0.00
s 000121 [AMY BALL B 245.85 3| 3,831.25 | 11,493.74 | 11,493.74 0.00
6 1000223 |BETH BOWERS |B 94.25 3| 1468.75 | 4,406.24 | 4,406.28 -0.04
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Generate the HRS3050 report for inactive employees

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

Generate the report with the following parameters. Print and/or save this report and review it for
accuracy.

[ Previc ] l POF ] [ CSy J l Clesar Oplicns ] Year: C
Year To Date Reports HRS3050 - School Year To Date Repart
HRS M = ol P Year T B
HESI050 - School Year T + Fieprl .
HES -¥T [£] ot '!f’:-fk:rr' (=11 e b AL w \IH
HRS:200 V7D Prrctl Exniegenen e )
= ~YTD Pa s Pexister Sort by Alpha (A). Pay Campus (C), Primary Campus (F)
HAS3Z50 - YT ot Cigtribution Journ School Year [YYYY) 2025
HAS3300 - ¥TD Accrual Povroll Account Distribaticon
HR m bl 0 Rpgrster
i Rogighor Select Acerual Codefs). or blank for ALL B
I—Hﬂjdg;- YD Payrodl Convtrol Listing 2
HAS3500 - YTD Wage a0 Exrring Siatemenns e e —
HRSISH0 - School YTD Accrydl Payvrell Accouns Disty Pay Type 1-4. Exclude Subs (E). or blank for ALL |
HESIG00 - Payvrall Balancing Regort
HAS3650 V1D Sescl Adystmces B SetectPay Compuses.orBank fo ALL )
Select Primary Campusies). or banik for ALL )
Select Extract ID4s). or blank for ALL ]
Select Empllowec(s), or blank for ALL : i
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Date Run: School YTD (Sept 1 Thru Aug 31 2000 Program: HRS3050

Cnty Dist: I50 Page: 1of 1

Pay Period: 05-01-2(  thiy 05-31-2000 Payrun Date: 05-26-2(0 Frequency: &

Employes Mame Contract Mon Contr  Supplement  NTRS Ex FICATax  Med Tax Abs Ded TRS Dep RegHrs  Owim Hrs

Emp Mbr  Prim Campus Ovtm Grs ~ EmpirCont  NTaxAllow NTRSBs = BusAllow Emplrd57 TEAContr NTNPBus EmplDep  AccDep
Accrual Code  Emplr Care  NPayBus  AcouPay FICAAccru  EHIAcc  EAnAcc 457 Accru TEAAcc  Unemp Acc
AFedDep AFedCare AccuCare RetPensn CareSurc  MewTRS  Misc Ded A Misc Ded A 4038 FICA

17.921.25 o0 0o 00 D0 29983 00 159498 00 00
001827 00 00 0o 00 00 00 00 00 00 o0
G 134.37 D0 543375 7878 ] 00 00 00 00
00 o0 40.74 00 00 00 0a 00 0
District Totals:
Contract Pay 17.821.25 Non-TRS Mon-Tax Bus Allow 00 Absance Deduction 00
Non-Contract Pay 00 Non-TRS Bus Allow D0 TRS Deposit 1,554 98
Supplermental Pay 00 FICA Tax 00 Accrued Pay 543175
Accrued Federal Deposit 00 Medicare Tax 259,83 Unemploymaent Accrued 00
Empir Health Insurance Acorued 00 FICAMeadicars Accrusd T8.78 Empir 457 Accrued 00
Empir Annuity Accrued 00 Accrued Federal Care {00 Hon-TRS Redmbr Excess J0a
Empir Annuity Conitrity 00 Owertime Gross D0 Hor-TRS Redmbr Base 00
Empir 457 Conitrib 00 TEA Health Ins Aconsed 00 Mon-Pay Bus Allkvwance 00
TEA Health Ins Contrib 00 Emplr TRS Care Accrued 40,74 Non-Tax NPay Bus Allow 00
Empir TRS Cara Contrib 134.37 New TRS Mamber Contrib 00 Empir TRS Care Surcharge 00
Ret Emplr Pension Surchange 00 Empir Dependent Care 00 Emplr Depandent Care Accru Jod
Empir Misc Ded Contrib 00 Empir Misc Ded Contrib Accru D0 Emiplr 4038 FICA Contrib Accru 00
End of Report
If there are any individuals with an accrual balance displayed on this report who are no
longer with the LEA, perform the Payroll > Utilities > Zero School YTD Accruals to
zero out their accruals.
Viear: T

EXTRACT REPORATS POST TO MASTER / INTERFACE TO FINANCE
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Generate the report again with the following parameters. Print and/or save this report and review it
for accuracy.
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e J o )

o I Clear Options

Year To Date Reports
HES3000 - Calendar Yess Ta Date Report
HE - Sehanl Year T !
HESI100 - YTD Beport Workers' Compensation
HESI200 - YTD Povrell Esmings Register
HESIZED - YTD Account Distribaticn Jourmal
HES3Z00 - YTD Acorual Pavroll Accownt Distribution
HES3325 - YTD Expenditure Payroll Sccount Distr
HELIZ b YT Reqisher
HES3400 - ¥T & Ripgister
HES3450 - YTD Payroll Control Listing
HEES3500 - YTD Wage and Earrang Statements
HE = St 1 i Prangt i it Dhstr
HESIE00 - Payroll Balanding Bepe
HES36S0 - YTD Seccixl Adiustment Bonon

HRS3050 - School Year To Date Report

Parameter Description Walue
Sort by Alpha (4], Pay Campus (C). Primary Campus (F) |2 ]
School Year [YYYY) ozs )
Include Job Accrual Detail{s)? (YiN) M ]
Sedect Accrual Code(s). or blank for ALL [ | i
I Pay Status Active [4), Inactive (1), or blank for ALL ! I
Pay Type 1-4. Exclude Subs (E]. o blank for ALL I
Select Pay Campus(es), or blank for ALL ]
Select Primary Campusies), or blank for ALL | i
Setect Extract ID{s). or blank for ALL | | &
Sclect Employec]s). or blank for ALL r—l i

Compare the Accrued Pay totals to the Total Pay Remaining column from Step 3.

Date Run: School YTD (Sept 1 Thru Aug 31 2025) Program:  HRS3050
Crity Dist: TEXAS ISD Page: 1of s
Pay Period: 05-01-2000 thru 05-31-20 Payrun Date: 05-26-20 Frequency: 6
Employes Name Contract MNon Contr  Supplement  NTRS Ex FICATax MedTax  Abs Ded TRS Dep RegHrs  Owtm Hrs
Emp Mbr  Prim Campus OvimGrs EmplrCont NTaxAllow NTRSBs BusAllow Empird57 TEAContr MWTNPBus EmplDep  AccDep
Accrual Code EmplrCare NPayBus  AccruPay  FICAAccru  E HI Acc EAnAcc 457 Accru TEA Acc  Unemp Acc
AFedDep AFedCare AccruCare RetPensn CareSurc MNewTRS  MiscDed A MiscDed A 4038 FICA
17,624.97 00 00 00 00 25560 00 1.568.61 o0 00
00 00 00 00 00 00 00 00 00
000223 13219 1] 4.406.24 5389 00 00 00 00
B 00 00 33.04 00 00 00 00 00

Note: The Accrued Pay should match the Total Pay Remaining (column H) in the Excel file.
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Verify and correct issues

Verify the differences and correct any problems with the staff accrual payroll information so that the
amounts are the same. You may have to:

Use the Payroll > Tables > Accrual Calendars > Accrual Calendar page to:

e Build an accrual calendar for individuals who did not have one built at the beginning of the year.
e Correct the number of days worked in the accrual calendar.

Use the Payroll > Maintenance > Staff Job/Pay Data > Job Info tab to:

e Enter an accrual code for individuals who do not have one.
e Enter an accrual rate for individuals who do not have one.
e Correct the accrual rate (should be the same as the daily rate) for individuals.

Then, use the Payroll > Utilities > Payroll Accrual Variance Extract to perform the following steps:

e Use the Extract tab to run the accrual variance again.

e Use the Reports tab to review and verify any differences between the spreadsheet and the
variance report.

e Correct any issues as needed.

e Use the Post To Master/Interface To Finance tab to post valid variances and interface to Finance
if needed.

Generate the Payroll > Reports > Year to Date Reports > HRS3050 - School Year To Date Report
again from Step 4 and verify that it matches the estimate from Step 3.
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Generate the HRS3550 Report

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

After the estimate from the Excel file (Step 3) and the HRS3050 report (Step 4) match, generate the
report with the following parameters:

[ Proes ] l PF ] | 5V ,| [ Clear Opticns ] Year: C
Year To Date Reports HRS3550 - School YTD Accrual Payroll Account Distr
HES 3000 - Calendar Year To Date Report .
HFES"Z aon E"_"ELYEL' To Date Roport P Valuse
HES3100 - YT Regert VWarkers' Compensation aremetyr Descpton
HES31 Anca Payvroll
T School Year (YYYY) o ]
HES3 Ll it LHELr T Summary [5) or Detad (D] information for employees, or Fund Recap (R only D
HES3300 - YTD Accrual Pavroll Accoyet Distribartion
HRS332E5 - YTD Expenditure Payroll Account Distr Print Acct Codes with zero acorual amounts? [viN)
HE: m ¥T tster
HRS3400 - YTD Check Roaister Inclisce report of varances between Sthosl YTD and Distribation Histary? (N}
c65300. 0 s Cnsals Cos o Genrt L
HES3E YT W, i, rming Statoments Pk et e (8 u
HESIEE0 - School YTD Acorual Pasroll Sccount Chstr Pay Statws Active (4], Inactive (1), or blank for ALL
HESIEO0 - Paroll Balancing Beport
HES3650 - YTD Seedal Adiustment Regort Pay Type 1-4, Exclude Subs [E), or blank for ALL ]
Select Pay Campusies). or blank for ALL : i
Setect Primary Campusies), o blanik for ALL 1
Selsct Emplaysels). er blank for ALL [

This report will assist you as you balance to Finance in the following step.
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Run a general ledger inquiry

Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary

When considering potential journal entries to be made later in this step, use the following chart for
reference.

Note: This chart derives from the Payroll Automatic Posting Default section on the Finance >
Tables > District Finance Options > Clearing Fund Maintenance tab.

Gengral Ledger School YTD Report Expenditure Object
Inquiry Report Code

216X Accrued Wages 6119 or 6129
221X.11 Accrued Federal Grant Deposit 6146
221X.12 Accrued Federal Grant Care 6146
221X.14 Accrued Employer FICA/Medicare 6141
221X.15 Accrued Employer Unemployment Tax 6145

Accrued Health Insurance Contribution (Emplr Health

221X.16 Insurance Accrued + TEA Health Ins Acérueg) 6142
221X.17 Accrued Employer 457 Contribution 6149
221X.18 Accrued Employer Annuity Contribution 6149
221X.19 Accrued Employer TRS Care Contribution 6146
221X.20 Accrued Employer Dependent Care 6149
221X.21 Accrued Employer Miscellaneous Deduction Contribution 6149

Run an inquiry on the 216X and 221X accounts from Finance and compare the balances to the Payroll
> Reports > Year To Date Reports > HRS3550 - School YTD Accrual Payroll Account Distribution
Journal.

This inquiry can also be run in Purchasing.
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File IDx C
GEMERAL LEDGER INGLIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY
Processed Current Penod: Mext Period: [:] Balance Accounts Only D Include Fund Totals D Exclude Objects 613X
Fund  Func Oby Sobj Ong  weereemscecseeeey PrOg-==er=ereerre=
Retrigwe Reset
oo ()t (00t (o) (o) o)t () () (K)F (60F J| )
L]

B8 “»

Dhasbes Foumn: Inquiry Informmation for Balance Accournits

Cniy Dist: 150 Page: 1 of 1

Processed B Current 2 =] 0L XK 218X 00 X000 X 00 X XK File ID: ©

Est Revenus/ Rizd Revenus
Account Number Description App Ex ] Balance

196 00 2161 00 000 5 00 O 00 ACCRUEDWAGES PAYBLE -28.001 64

199 00 21861 00 000 5 O 0 00 ACCRUED'WAGES PAYBLE -3394.331.47

211 00 2161 00 000 5 00 0 00 ACCRUEDWAGES PAYBLE -3.78565
Date Run: School YTD Accrual Payroll Account Distribution Journal for 2025Recap Program: lﬂﬁ!ﬂ.’ll
Crity Dést: 150 Page: 1ol 1

Fregquancy: §
Gross Pay Employer Fedaral Faderal TEA Hith Emglr
Fund | FY Pay FICAMed Tax Conirity Deposit Care Ins Caontrib: 457
Rat Pan Surch Empir Cara Care Surch Emgir Misc

198-5 Total 153,565.90 2800164 382.56 i) 4 309.50 100 00 .00

! ! ! .00 15232 00 ]
189-5 Tatal 245T,298.T8  3,402,028.45 47,546.08 00 251,696.60 00 00 .00

! ! oo 25432 00 00

2118 Tatal 26,750.90 3,785.69 42.08 ] 583.30 2 473 00

/ ! .00 28.40 .00 ]
2245 Tatal 153,750.00 21,140061 648 ] 3,588,680 1,744.08 26427 00

! ) .00 158.55 o0 o]
2555 Taokal 9,492 20 257865 2866 i) 207.00 21274 3273 i)

/ ! ! .00 1935 .00 0o
2815 Tatal 98,785.32 19,7503 282,99 ] 1,049,860 1,557.85 24210 00

! I} ! .00 147.47 .00 0o
2825 Tatal 105,250.00 21,050.00 28782 ] 2,118.60 1,736.62 26312 00

/ ! .00 157.88 00 0o
2835 Tatal 629,499.90 125,859.98 1,758.22 00 867410 10,386.75 157373 00

| i | .00 B4 22 i) o]
2885 Tatal 6,903,70 1,875.48 2084 00 150.50 15472 2344 00

[ ! I on 14 (8 e'1] o0

If there is a difference in any of the funds, a journal entry needs to be made to balance the general
ledger to the HRS3550 - School YTD Accrual Payroll Account Distribution Journal.

Compare the HRS3550 report totals to the General Ledger Inquiry reports.
Review the following example entry:

Account Code Debit Credit

199-00-2161-00-000-X-00-000 $2,696.98

199-11-6119-00-001-X-11-000($2,696.98
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This is the difference between the two amounts. The entry has to make the general ledger match the
HRS3550 - School YTD Accrual Payroll Account Distribution Journal.

GEMERAL LEDGER INQUIRY  GEMNERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST INQUIRY  OVER EXPENDED ACCOUNT SUMMARY

[¢) Pro<essed [J] Current Perded (7] Mext Period; [ Batance Accounts Only [T Include Fund Totals [T Exclude Otjects 513
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If there is a difference in any of the funds such as in the example shown below, a journal entry will
need to be made to balance the general ledger to the HRS3550 - School YTD Accrual Payroll Account
Distribution Journal.

Review the following example entry:
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Business

Account Code Debit Credit

Note: Be sure to keep a clean final copy of both of the HRS3550 reports for the auditor. These
reports cannot be recreated after the July and August payrolls are processed.
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