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Log on to the next year pay frequency.

1. (If necessary.) Delete next year PMIS.

Position Management > Utilities > Mass Delete Forecast Positions

Select Positions only (F). Supplements only {S) or blank for ALL: D

Selact Fosition Statuses or blank for ALL: [ ] :]
Select Position School Years or blank for ALL: [ ] :]
Select First Pay Diate Codes or blank for ALL: [ ] :]
Select Extra Duty Codes or blank for ALL: [ ] :]

Select Positions or blank for ALL:
{Includes ALL billets for selected positions [ ] :]
Blank for ALL mot processed when Positions/Billets selected)

Select Positions/Billets or blank for ALL: ( ] :]

Select Supplement Positions or blank for ALL:

{Includes ALL billets for selected supplement positions [ ] :]
Blank for ALL mot processed when Supplements/Billets selected)

Selact Supplement Positions/Billets or blank for ALL: [ ] :]

O Leave all fields blank and click Execute. A list of processing reports is displayed.

[ Process h.:el ]
Processing Reports
Select Report Mame
Mass Delete Forecast Positions Process Error Listing
Mass Delete Forecast Positions by Employes Mame
Mass Delete Forecast Positions by Campus
Mass Delete Forecast Positions by Position/Billet
[ Generate Reports ] [ Select AL ] [ Unselect All ]

O Select the reports to generate, and print or save the reports.

O Click Process to delete the forecast records. You are prompted to create a backup.

2. Copy current year positions to the next year.

2026/04/04 11:05 1 pmis_maintenance_section


https://help.ascendertx.com/business/doku.php/positionmanagement/utilities/massdeleteforecastpositions
https://help.ascendertx.com/business/lib/exe/detail.php/general/setup_processing_newusers_massdeleteforecastpositions.jpg?id=general%3Apmis_maintenance_section
https://help.ascendertx.com/business/lib/exe/detail.php/general/setup_processing_newusers_massdeleteforecastpositionsb.jpg?id=general%3Apmis_maintenance_section
https://help.ascendertx.com/business/doku.php/general/pmis_backup

Business

Position Management > Utilities > Create Forecast Positions

Include Proposed Positions:

Move Forecast Conversion Actual Payments to Position Max Payments:
{Also includes remaining payments if Position occupied)

Move Forecast Conversion Actual Payments to Supplement Max Payments:
Reset Supplement Amounts based on Extra Duty Code Table Default Amount]
Move Forecast Conversion Max Days to Supplement Max Days:

Move Supplement Max Days to Supplement Extra Days (occupied only):

PREEEE 8 &

Move Supplement Max Payments to Supplement Remaining Payments:

If an LEA has the Percent of Year field set to less than 100% of the stipend

amount on the Position Management > Maintenance > PMIS Supplement Modify >

Position Record tab, they should consider whether or not to select the Reset

Supplement Amounts based on Extra Duty Code Table Default Amount
é ., field.

If the Reset Supplement Amounts based on Extra Duty Code Table Default
Amount field is selected, the amount on the supplement position record is reset to
match the amount on the extra duty table.

O Select all fields and click Execute. A list of processing reports is displayed.

[ Process h ncel l

Processing Reports

Select Report Mame

Create Forecast Positions Process Error Listing
Create Forecast Positions by Position/Billet

[ Generate Reports l [ Select All l [ Unselect All

O Select the reports to generate and print or save the reports. Verify any errors and make
corrections as needed.

O Click Process. You are prompted to create a backup.

3. Update the fiscal year for distributions.
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Prior to completing this step, verify that the new year budget is initialized in ASCENDER.

Position Management > Utilities > Update Fiscal Year by Fund

O Select the fund/years to be incremented. This process increments the position distribution
fiscal year by 1.

[ Retrieve l [ Execute h

UPDATE FISCAL YEAR BY FUND

Increment Fiscal Year by 1

Increment Fund/Year

 Click Execute.

4. Generate the Position Listing by Campus Report.
Position Management > Reports > PMIS Reports > HRS8050 - Position Listing by Campus

Generate the Position Listing by Campus Report from next year Position Management to
determine the following:

o If any employees need to be moved to a different position.
o If you have vacant positions you need to update with employee information.
o If you have any supplemental positions that need to be updated for stipends.
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M4 » M

Date Run: Position Listing by Campus Program: HRSB0S50

Chity Dist ISD Page:1of 11

Campus

Position Billit Hbr Position Description Freq Emp Hbe Employee Hame Pct Worked

EXTRADUTY 00002  FROZEN CARRYQVER 3 000026 0,00 %
PTEACHER 00205  ENGLISH g 000028 100.00 %
ATHLETICS 00015  BASKETBALL ASST 3 000027 0.00 %
ATHLETICS 00098  TRACKASST 3 000027 0.00 %
ATHLETICS 00113 VOLLEYBALL ASST 3 000027 0.00 %
EXTRADUTY 00005  FROZEN CARRYQVER g 000034 0.00%
EXTRADUTY 00006  FROZEN CARRYOVER 3 000041 0.00%
PTEACHER 00606  SOCIAL STUDIES 6 000041 100.00 %
PCAMPUS 00114  AIDE 3 000048 100.00 %

5. (If necessary.) Update regular and supplemental positions.

Note: If your LEA comes across a situation where teachers are not being captured in the
ASCENDER Student system for grade reporting or scheduling, contact your regional ESC
consultant for guidance.

Position Management > Maintenance > PMIS Position Modify or PMIS Supplement Modify
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If working on the Distribution tab, you must select an account code from the
autosuggest drop down in the Account Code field versus typing in the full
account code in order to validate against the grant code table.

If necessary, use one of the following options to vacate an employee from a position:

O Option 1: It is best practice to use the Position Management > Utilities > Vacate Employee
from Forecast Positions page to vacate a position.

Typically, when an employee decides to leave the LEA at the end of the year, the employee is
paid off in payroll at the end of their contract; therefore, no additional action is necessary for
the current year. However, in the forecast records, the employee must be removed from all
existing positions.
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Save jﬁ
VACATE EMPLOYEE FROM FORECAST POSITIONS
e 5 !
Wacats | Dotads Accept Chis  Podition Typs  Podition Mumber Prriition Dird rigtion Balst  SchYR Jobr T Sawtus
o L PEBAADLT LEAD WELLMESSPE FACILITATOR. | 00001 3035 AZ17-LEADWELLNESS FACLITATOR A
o & s SEATY TRAVEL 00000 2026 A
Croupart Indorraton
Job-Code: [A217 - LEAD WELLNESS FACILITATOR ] Primary lobc [f]  Percent Day Employed Percent Year Employest
Pay Concent padpaint Pary Gradse: [l-_u, Contracted emp  State Siep E] Begin Date: [(07.15-2024 | End Date [u-; 132025 | Payolf Date ['ug?f;;;_--,
o Dy 210.0| Dawe O ) Mo Doy Employed: 21000 Howrs Per Doy, T FosaryTiaily feate: B84 688 | Actusl Salary: @0 784 00 Remaining Paymant:: 12
Prmary Campu: (303 - 903 School Dept: (] Colendar Cete- (T8 | TRS Member Pert: ([ - Professional stat | trer Eligitda: 7]
(Distribation bvioimaton
Ativity Code Aroourt Code Grant Coda Warkers' Comp Expense 373 Ergiayer Contribafion Parcent Amaurt Dp At
- (e i3enso0mss1io0 A | = 70000 5654880
- [101-35-6115.00-938- 569000 | A | [Somea) 20
Totalz: 100000 BOTE400

o Retrieve the employee's position record.
o Select the Vacate check box for each position.
o Click Save.

O Option 2: Use the Position Management > Maintenance > PMIS Forecast Change page (only
available in the next year payroll) to change an employee from one position to another. A list of

the employee's existing positions is displayed with a section to either enter a new position or
vacate a position.

Current Forecast Positions,
Duotails Prosarinn Summber Perumssn Description Biles Sl YR Job Code: eatus
o PTEACHER SOCIAL STUDES o06a7 2024 1000 - TEACHER A

Primary Job Percent Doy Emgloyed EI Percent Year Employed £ sruilate
L P Pay Step 1 Schedule Dg Saate Step E] Begin Date: [08-03-2023 | End Date [05-23-2024 | Payolf Date
VE D ON '.':.- Days Emgloved: 183 00 Houwrs Per Day HourlwDaiy R 204 011 | Acual Salary: 53804 D0 Remars

0 Rema
Primary Campus: [001 - D01 School J: Dert D'.‘:..m:u- Code: 10 TRS Member Pos: (17 - Teacher, borarian incr Pay Step £
Desete Artivity Code Astount Code Grart Code Wiorkers' Comp Expense 373 Employer Contribution Percent Arnteant Dup Acct
(= |z'_- Baze Salary v] |".3~:- 11-6119.00-001-41 1000 A 5380400
Teorsis: 1001000 53.804.00
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6. Generate the PMIS/Payroll Discrepancy Report.

Position Management > Reports > PMIS Reports > HRS8054 - PMIS/Payroll Discrepancy Report

Generate the PMIS/Payroll Discrepancy report to determine if there are any active employees
not assigned to a forecast position. Below are some examples of the PMIS/Payroll Discrepancy

report:
Dot P PMIS. ] Paryeoll Discropancy Report Program: HRSEGL
Criby Dt 0 Prage: Tl 9
b Ll Companson
ot
Freg T Provatin M el Dscrption g M Ernploryn Mo Mrvenm
E P PSAINR 00007 ADMBESTRATIVE [ L] Does: roct harve the same jobrcodes or exira duty
codes in TR Paryecl
E P PSAIND 00007 DR OF TECHMOLDGY o0oess Cots nat harve the same job codes o exir duty
oodes in TR Payecl
E P PSATIOE 00007 TRANSPORTATION COORD [ F ] Do rict b S s jobs codes or endra duty
codes i OV Payscl
E P PSAING 00001 BURSINESS MANAGER DOCEES Doss not have e same joboodes o exirs duty
codes in CYR Payscl
E P PSATIE 0000 DIRECTOR ATHLETICS [ ie o] Do rict havs S savmas jobs codes o endra duty
oodes i CYR Payecl
E P PSINT CO001 PEIMS COORDINATOR ooctag Coes rect harve tha same jobcodes o extra ety
codes in OV Payecl
E P PSRN0 00007 FACILITIES CeRECTOR 000872 Does nct have the same job oodes or exdma duty
Date Run: PMIS | Payroll Discrepancy Report Program: HRS8054
Cnty Dist: 5D Page: 1 of 1
Employes Level Comparison
Pos Billat
Frog TYP Position Nbe Hbr Dwacription Emp Mbr Employes Mama Mosango
F P PCAMPUS DO300 PRINCIPAL 000012  ADKINS, ALEXANDER LYNN Inactive in CYR Payroll
& 001140  BUSMGR, IMA Active emp not assigned 1o Forecast Position
6 000&31  POER. PACER P Active emp not assigned 1o Forecast Posithon
] 001058 WHARTONM, TYLAR DEMAA  Active emp not assigned to Forecast Position
6 001120 WILLLAMS, WENDI IRENE Active emp not assigned 1o Forecas! Position
[ 001134 WYNN, WYOMING Active emp not assagned 1o Forecast Posdtion
] 001135 YARBROUGH, TACHARY KAY Active emp nol assigned to Forecast Position
8 001138 YOUMNG, ZEB MARTIN Actrve emp nol assigned Lo Forecast Position
L] DO1138 ZAPATA. ZOMA ASHLYMN Actrve emp nol assigned 1o Forecas! Position
Total Number of Employees 9
End of Report

7. Verify the increase eligible positions.

Position Management > Reports > User Created Reports > CYR/NYR Positions

Generate a PMIS user-created report to verify that the Increase Eligible field is selected for
applicable positions. It is possible that the field is not selected for new LEA employees from last

year.

O It is recommended to verify the Nbr Remain Payments field prior to calculating salaries.

O Select the following fields on the user-created report:

2026/04/04 11:05 7

pmis_maintenance_section



https://help.ascendertx.com/business/doku.php/positionmanagement/reports/pmisreports/pmispayrolldiscrepancyreport
https://help.ascendertx.com/business/lib/exe/detail.php/general/setup_processing_newusers_hrs8054pmispayrolldiscreport3.jpg?id=general%3Apmis_maintenance_section
https://help.ascendertx.com/business/lib/exe/detail.php/general/setup_processing_newusers_hrs8054pmispayrolldiscreport2.jpg?id=general%3Apmis_maintenance_section
https://help.ascendertx.com/business/doku.php/positionmanagement/reports/usercreatedreports/cyrnyrpositions

Business

] [ Create Report ] [

PMIS Position/Distribution Export File Auta Select Options

Employee Nbr: :]5

DPMIS Pasition Control

*nsition Type

Position Description

| Position Status

[ contract Beg Date
Contract End Date

D Payoff Date

D Mbr Days Off

[ #uct Hriy Dly Rata

[]5alary Amount

[Jpay Empld Pet
Pt of Year

DPE y Concept
[Oesoc code
[Jworkers' Camp
[JTRS Pesition Code

[:]I"csi'_-Jn School Year
[:]FrequencT

DG.:: Employes Nbr
[ ]Primary Job

I.’.:'eas_a Elig

|| O Pay Grade
D e Pay Step
[JOec Fay Schedule

DSta:e Step

DF‘MIS Position Distribution

[JCYRMNYR Flag
Dl"csi'_-Jn Mbr

[:]E-!.e: Nbr

DPcsiaJn Type

[ vistribution Segquence

D Frequency

DEmp{w&e Demo

I Mbr Remain Payments I

[:]Man Days

|LJlab Catzgary

D Supplement Attached

ek Code
D 1st Pay Date Code
[:] Calendar Cade

D Campus ID
e

D Hrs Per Day

[Jiek Code
D;‘\ccsunt Type
Oray Activity
D'v‘.'c'ké.'s Comp
OFtex

DFu nd

[:]Mm Payments
DD-.-'.r.’. Elig Fig

[J5tate Minimum Days
[:]Snvs: Position Mbr
[Ospver Billet Nor
DSupnaeme nt Extra Days
[J5upet to Pos Mer
DSupn’. to Fos Billet

[JFunction

[:| Object

[Osub ogject

D Organization
[ Fiscal Year

D Program Intent

DMﬂclsNarﬂ-:- D-Ger.era:icn

[JEd Span

[:| Project Detail
D Account Amount
D Account Percent
[ TRs Grant Code
D Extra Duty Code

D PMIS Pogition Control D PMIS Position Distribution

[JExtra Duty Code

[ 5upplement Type

D Supplement Max Amt

E] Base Suppl On Dy Rate
Supplement Pay 1 Time

[Jpate Supplement 1 Time

[:]ﬁ:cept Change

[:] Drate Create/Update

[OpateFiL

[JFill Pesition Reasen

D Date Criteria

D Drate Authorization

E] Date Authorization End

[Joate Entry

D Date Inactive

DEApef.s.; 372
[Jcontrib Acct Flag

Frequency: 6

[OJinactive R
Ovacate
D Pay Grade

Oray step

[JPay Schedule

[JFTE - Equiv Units
[Midpoint Bass

[:]Pe.'c:' nt of Midpaint

Du nemployment Elig Flag
[:]FICA Elig

[:]TRS Status Code

[:]Bu dget Amount

DBu dget Salary Override
[O#cwaliBudget Ind

D Pay Type

D Occ Fay Type

D Suppl Recaloulate

D Ign Pct Day For Sal Calcs
[Jtan Pet ¥r For Sal Cales
[ Mew Employee

O Click Create Report. The report is displayed. Use the sort/filter functionality to group the

applicable data.

Note: The number of remaining payments reflected on the report is displayed on the Job
Info tab as the number of annual payments and the number of remaining payments for the
employee for any P position type. If the LEA uses S acct types or business allowances for
extra duties, S position types on this report should reflect the correct number of remaining
payments. Prior to continuing, make the necessary position corrections.
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