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EOY Accruals for June Year-End LEAs

Use the following steps to address June year-end payroll accruals.

Step|Description

1 |Run the payroll accrual variance extract
Payroll > Utilities > Payroll Accrual Variance Extract > Extract
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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.

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

2 |Generate a user-created report
Payroll > Reports > User Created Reports
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Use the following parameters to generate a user-created report:
l.\ctive Employees Only

émployee Nbr

;irst Name

I..ast Name

I.iemaining Payments

;:ontract Balance

;‘ay Rate

Accrual Code

Accrual Rate

Save the report in Excel to allow data to be manipulated.
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3 Perform Excel file maintenance
Modify the Excel file.
Sort the file by Accrual Cd, and then by Last Name.
Arrange the order of columns as follows: Employee Nbr, First Name, Last Name, Accrual Code, Accrual Rate, Remaining Payments, Pay Rate, and Contract Balance
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 ining (column H) - Contract Balance (column I)
A ] C ) E F G H | J
Total Pay
Job ini i
Accrual | Accrual|Remaini (ColF* | Contract | (ColH-
1 EmpNbr| FirstName [LastName| Cd Rate mts | PayRate | ColG) | Balance | Coll)
000008 _[AARON ACHIMON |B 245.86 3] 3,831.25 | 11,493.74 | 11493.70 0.04
3 [0o0007 _[aARON ADAM B8 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 00121 [amy BALL B8 245.85 3| 3,831.25 | 11,493.74 | 11493.74 0.00
& (000223 [BETH BOWERS |B 94.25 3] 1,468.75 | 4,406.24 | 4,406.28 -0.04
‘: The contract remaining amount is
= the estimated accrual.
11
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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.

EmpNor PrimCompus ~ OwmGrs  EmpiCont NTaxAlow NTRSBs  BusAlow EmpirdS7
AocrualCode  EmpirCare  NPayBus  AccruPay  FICAMccy  EMIAcc  EAnAcc  457Acou  TEAAcc  UnempAcc
AFedDep AFedCare AccuCare RetPensn CareSuc  NewTRS MscDed  AMiscDed A 4038 FICA

1792125 0 0 0 0 25983 0 159438 00
001827 00 0 0 0 00 00 0 0 0
1437 0 5amB 7878 ] 0 o £0 0
00 00 4074 0 00 00 0 0 00
Dtstrict Totals:
Contract Pay 1792125
Non-Gontract Pay 00 Non-TRS Bus Allow 00 TRS Deposit
Supplemental Pay 00 FICA Tax 00 Accrued Pay.
Accrued Federal Deposit 00 Medicaro Tax 250.83 Unempiayment,
Empl Health Insurance Accrued 00 FICAMedicare 78.78 Emple 457 Accrved
Emplr Annuly Accrued 00 Accrued Federal Care 00 Non-TRS Reimx Excess
Empir Annuy Conrib 00 Overtme 100 Non-TRS Riimb Bass.
Empir 457 Contid 00 TEA Health Ins Accrued 00 Non-Pay Bus Allowance
TEA Hoalth Ins Conrb 00 Empl TRS Care Accrued 40.74 Non-Tax NPay Bus Allow
Empk TRS Care Contb 13437 New TRS Member Contry 00 Emplr TRS Care Surcharge
Ret Empir Pension Surcharge 00 Empir Dependent Cate 00 Empi Dependont Care Accru

e —

(04 Sty (5 Semmoneey () - sttty

o) (1) (59 s >

T

TEACont NTNPBus EmplDep  AccDep

e T P
Year To Date Reports HRS3050 - Schoa Year To Date Report
e \endar eas To Dare
HRS3050 - Sehvol ver To Ot Reoort .
HRS3100 -YTD epert Workers' Comcosation Neigy
L LA Sort by Alpha (A), Pay Campus (C), Primary Caompus ) (2]
HRE3200 - YTD Pavrall Eamings Resiater L d
HES3300 1D Acoal Pavioll Account Ditrton
HIRS3325 - YTD Exoendtue Prol Account Disy | C—
53350 - Combined T
HR53400 - YTD Chock Regster Seloct Acrual Codotl or blank fo ALL T T
HRE3450 - YTD Pvroll Comyol Lising
pusing - : [Ty T ———— TR ]
ES3550 - Schui YT0 Accrusl Prvoll ACCORROAIE | pay Type 14 Excuse Subs (6 o Sk Tor ALL
853600 - Pyveol Baliocing Recert
e PP —y [
s iy Gt o o AL [—
St Exac Do bk o AL ——:
Scec Emplopetl b o AL [
Date Run: School YTD (Sept 1 Thru Aug 31 20000 Program: HRS3050
Cry Dist: 15D Pageiel 1
20 Froqueney: 6
Empicyes Neme Conrat  MenConr  Swpplement NTRSEx  FICATax MedTax AbsDed  TRSDep  Raghm  OvmMrs

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

Year To Date Reports HRS3050 - School Year To Date Report
i . fscor
HIES3050 - conoed vear To Dute Brcat
HES3100 - YTD Re chors” o Ipton Vol
HBS3LS0 - Anual Pyvrall Benort
'HES3200 - YTO Pyl Eamina: Basista Sort by Alpha (Al Pay Campus (C). Primary Cameus ) (&
e ot
HES YO Accruel Pavrall Account Distribution e —
HRS3325 - YT 1t Distr L] M
HAS3350 - Combunea ¥
HS3400 - YT Check Recister Seioct Accrasl Coe o o bk for ALL T i
53450 YT Payrol Congrd ist
HASa500 VIO non s iy Sascmect [Pt e i e o bnrorsi___ [ ]
HE: s Pareroll Account Digty Pay Type 1-4. Exclude Subs (€. or blank for ALL
‘53600 _pavall Balaning Rsesrs
HES3650 YT cC——
Sctoct Primary Compusios],or blank for ALL | —
Setect Exract 1), o blankfor ALL
Setoct Employeet). o ik for ALL —:
Compare the Accrued Pay totals to the Total Pay ining column from Step 3.
Date Fun: Schoot ¥TD (Sept 1 Theu Aug 31 2025) Program: HRS3050
Coty Dist: TEXAS ISD Page: 10f £
Pay Period: 05-01-2000thru 05-31-20 Payrun Date: 05-26-20 Frequency: §
Empioyee Name Contract NonContr  Supplement  NTRS Ex FICATax  MedTax  AbsDed

EmpNor PrmCampus  OvmGrs  EmpirCont NTaxAlow NTRSBs  BusAlow  EmplrdS7
AccralCode  EmplsCare  NPayBus  AccruPay  FICAAccy  EMIAc  EAnAcc 487 Acou

TEAA  UnempAcc
AFedDep AFedCare AccuCams FRutPensn CareSuc  NewTRS  MiscDed

AMiscDed A 4038 FICA

TRSDep  RegHrs  OvimHrs
TEACon NTNPBus EmpiDep AccDep

1762497 ) 00 0 00 25580 00 156861 00 0

0 00 0 0 0 0 0 0 0 00
000223 13219 0 440624 6389 0 ) 0 0 00
] 0 ®0 3304 ® 0 ®0 0 0 0

Note: The Accrued Pay should match the Total Pay (column H) in the Excel file.
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5 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:

l.iuild an accrual calendar for individuals who did not have one built at the beginning of the year.

(.:urrect the number of days worked in the accrual calendar.

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

I.Enter an accrual code for individuals who do not have one.

I.Enter an accrual rate for individuals who do not have one.

(Eorrect 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:

[Jse the Extract tab to run the accrual variance again.

l.Jse the Reports tab to review and verify any differences between the spreadsheet and the variance report.
Correct any issues as needed.

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.

6 |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:

Year:C

Sehoal Year (rFY) o

Par Aitive [A), nactive (), or Blank for ALL

Pay Type 1-4, Exclude Subs (€), or blank for ALL
Select Pay Campus(es. or blanisfor ALL

Setact Primacy Campusios) or blank for ALL

L0

Setect Emplayeeis), or blank for ALL

This report will assist you as you balance to Finance in the following step.
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7 |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 ic Posting Default section on the Finance > Tables > District Finance Options > Clearing Fund Maintenance tab.
‘:::i::l Ledger Inquiry School YTD Report Expenditure Object 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

221X.16 Accrued Health Insurance Contribution (Emplr Health Insurance Accrued + TEA Health Ins Accrued) |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.

File1D: C
GENERAL LEDGER NQUIRY _ GENERAL susmaRy mquir sumARY
() Processea (7) Cuencperios (7] NextPerios (00 Batance Accounts Oy (] ncude Funa Totsts (] Excice Obfects 610X
Revrre Reset
B '
D [T ——
coyout . Pt 1
Pocesad @ et @ rea @ o XX 216K X0 006 X K X XK fec
[or— [e—
R Ovsrpron Aopoprsion__ Gpcunbaance__ Bxpscirs ___ Baaa
15 00 20610 0005 00 0 00 ACCRUEDWAGESPATBLE 2800164
199 00 2161 00 000 5 00 O ¥0 ACCRUED'WAGES PAYBLE -3399.331.47
2o 2E 00 oms w0 A e 75
O . D ———— Program._ s
cryDie P [l
Froqmecr s
Gusspay Accma sy Enys  fedes  Faowd  TEAMR  Ence
FunaiFy o PCAMes U Ta Gwwn Ot Cam mmGomm 4
RatPonsuch  Emorfan  CamSuh  Enolsc
s Tout mse%  meie s W am®m ® = %
r ot 00 2% 00 00
3 Tout HENZTE SMREBAS 400 W siww 0 ) )
[ w  amean o o
s Tout mims  amss a0 ™ wx  aew e »
1 FE 00 840 00 o0
s Tout w0 nuest  mes W ame 1w ®
o w s o ®
mss Tout samn  asms ;s W  w  amw un ®
TV PR w )
s Tast s 1w 20 e s 20w o
I w e w )
n2s Tout wszo0  2mese  ame m zmee e muz o
o w s o w
s Tout caams  usmes i W a0 s isam ”
oo o ez o o
zas Toa s e e m  wm  mm ne o
w

. @ 9P ®
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 le 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;

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.

GENERAL GENERAL SuMMARY INQUIRY SUMMARY

[2) Processed (7] Cument Period (7] Newt Perioc (0] Bstance Accounts Oy [ Inciut Fund Totals. (1) Exclistie Obiects 6130

e Pt
Rt <>
e urc [P ——
oy Dt ) Parat 1
Pt @ Caet @ nen @ 19 20 2211 X 0 X XX X XX ey
[ore— p—
[o— Decipton Soppiton _Gncumbs __Bxpeetias ___ Saica
1600 2N M G0 0000 ACREDBFENSES %

02N M0 000 ACAUEDEFENSES 00
T 0 2N 00 0000 ACRUEDDFENSES 00
Tt 2246230
e me Program:  HRS3550
cryat 150 Pagectet 1
Frequency: &
Grespay  Accued Unargioy  Erployer  Feows  Fadew  TEAW g
Funa Py Tax Coowd  Dupost  Cam  haConsd 457

™ T wsimn mme |ome | o BEEN] © 20m
fou - “ m

,1. - wew  ame  es o me owmy on w
"o ® mm owom

= - wrm  mws om0 sms us mm w
C s s e m

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:

Account Code Debit Credit
199-00-2211-14-000-X-00-000 $123.70

199-11-6141-00-001-X-11-000 $123.70

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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