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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

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

Frequency: & PayDate: 09-25-2025 SchoolYear: 20256 Begin Date: 09-01-2025 End Date: 09-30-2025

TRS Month: (09 TWC Qtr 3 Print Alt Addr M Adj Cyele: 000
Beginning Check Nbr: Wage / Eaming Statement:
Payment Mathod: Electronic Fund Transfer » | Wage / Eaming Statement Line 1: | ]
Beginning Reference Nbr: 060050 Wage / Eaming Statement Line 1 | ]
Print Volded Checks: ] Wage / Eaming Statement Line 3: | |
Print Bank Checks: O Wage / Eaming Print Bank Acct Nbr: [_|
Sort Checks by Alpha or Campus: [ Alpha  ~ Deduction Register Print Emp SSN:
Imcrement Leave Deductions
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Review the selected Calculation Reports to verify the accuracy of data for the new year.
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Frequency: & Sehool Year: 2026
Pay Date:  09-25-2025 Adj Nbr: o

Calulation Reports

Gen Rpt Report Sort Options Sort Order
Transaction Proof List Alpha (&), Pay Campus (C), Primany Camgus (F)
Transmittals Report Alpha [4&), Pay Campus [C), Primary Camgus |{P)
Payroll Eamings Register Alpha (&), Pay Campus (C), Primary Camgus (F)
Chick Registor Adpha (&), Fay Campus (C). Primary Camgus (P). Check Number (M)
Deduction Register Alpha (&), Fay Campus (€L Primary Camgas (F), Deduction Code (D)
Apcount Distribution Journal Alpha (&), &ccount Code (C)
Bank &ccount Listing

General Joumal Repart

Account Code Comparison Report Alpha (&), Fay Campus (C). Primary Camgus (F)
Employes Leave Dock Report Alpha (&), Pay Campus [C) Primary Camgus (F)
Payroll Control Listing

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

Statwtory Minimum Report #373 Worksheot

[00000n0000a000

FSP Staff Salary Repoet Alpha (&), Pay Campus (C), Primary Camgus (F)
Pay Info Extra Duty 5-Type Alpha [4), Pay Campus (C), Primary Campus (P, Extra Duty Code B2 |

TRE Hon-0ASD Employer Contribution

O00000ReEOO0EOeEEER®EOO

il

Actual Hours Worked Report Alpha (&), Pay Campus (C). Primary Camgus (F)

b

[ Generate Reports J [ Consolidate Rpts ] [ Select ALL ] [ Unselect All ]

[ ox [ v [ ome ]

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

e Personnel > Reports > Personnel Reports > HRS1000 - Roster of Personnel: Review and save
for the auditors.
e Payroll > Reports > Payroll Reports > HRS2400 - Bank Account Listing: Review for accuracy.
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