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Business

First Payroll of the School Year Checklist

Caution: Do not begin this process until the EQY Payroll Accruals Checklist and (it would be
preferable) the Finance Fiscal Year Checklist have been completed.

It is highly recommended that you process the export when the export prompt is displayed for a
process. Be sure to create folders for each export so that if you need to import from a particular
step, you are able to easily locate which file to use. If you perform an export on the same process
multiple times, it is recommended that you move the previous exports to separate folders so they
are not replaced by the new export in case you need to import from a particular step.

Prerequisites:
The following steps should already be completed. Do not continue if they are not complete.

e Complete all payroll processing for the current school year.

e Print HRS2250 - Deduction Register by Employee to verify all deductions are correct.

e Print HRS2400 - Bank Accounting Listing to verify employee bank information is correct.

e Print HRS1000 - Roster of Personnel and save for the auditors.

e HRS4150 - TRS On-Behalf Payment Journal should be completed and posted.

e Print HRS3050 - School YTD Report and save for the auditors.

» Process service records, and update the Service Record Maintenance tab accordingly.

e The EQY Payroll Accruals process should be completed through the Interface to Finance tab
only.

e Termination dates and reasons should be updated on the Employment Information tab for all
employees that are no longer with the district.

e Budget should have been moved to Finance.

e Unprocessed and processed deduction transactions should be deleted. Failure to perform this
step results in the inability to import payroll backups if Finance has removed the previous
fiscal year from file ID C.
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UVerify finance options
Finance > Tables > District Finance Options
Verify that the School Year field contains the new school year.

Note: If the new school year is not displayed, stop and complete the Finance End-of-Year Process
first. Do not update the School Year field until the Finance End-of-Year (EQY) process is complete.

[ Save J

FINANCE OPTIONS ACCOUNTING PERIODS  CLEARING FUND MAINTENANCE

[ Retrieve J [ Print J

Finance Options

Purchasing Options
Current Finance Fiscal Year: @ PO Object Code Restriction: l A-Cla
School Year: 2025-2026 Print Federal ID Number on PO:
Previous Year File ID: 5 Use Automatic CYR Requisition Mumber
ik

UVerify payroll frequency

Each time you prepare to move a group of employees (July contracts, August contracts, and
September contracts), be sure to start with this step to ensure you are starting in the correct
frequency.

In Payroll, verify that you are in the next year frequency that is associated with your current year
frequency. If not:

Click Change.

Select Next Year.

Click Apply.

Year: Frequency: | & - Monthly CYR v Apply ] [ Cancel

Current Year

Next Year
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UPrepare NYR payroll for move to CYR

Use the User Created Reports (or another preferred payroll report) to verify that all employee data is
correct prior to moving the next year payroll to the current year.

Employees being moved must have an active Pay Status. Generate the Payroll > Reports > Payroll
Information Reports > HRS6150 - Employee Payroll Listing to verify the pay status of employees. Print
and/or save this report.

Inactivate those employees who do not need to be moved such as employees whose contract days
begin in July and/or August (11- and 12-month contracts) or “filler” employees who are used only for
budget purposes (i.e., vacancies).

Use the Payroll > Maintenance > Staff Job/Pay Data > Pay Info tab to inactivate an employee.

Employoee: [UGUU‘:'IEI : BENTOM, ANTOMIO L ]

PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE

Tax Exemnpt: D

Pay Status: [ 7 Inactive ""]

S ST S
Pay Campus: (102 102 Ascender Elem 03-06 v |

Pay Dept D
L]

Retrieve the employee.

In the Pay Status field, select 2 Inactive.

Click Save.

FICA Eligibility: [.'z Subject to medicare w |

RATA hlmerbml Ebabsqs

STOP!

Discontinue updating or accessing current year payroll records during this process.

J/Copy NYR tables to CYR
Log on to the next year p:

is step, be sure to exclude those tables at this time to avoid overwriting any necessary data such as previously made manual changes.

(Click Select All Tables to select all of the tables
R

(Select U] next to the table(s) you want to include.

|Select ( again to unselect a table,

(001 Click  for the School Calendar, Extra Duty Pay, and Job Code fields to open a pop-up tables. Select th d click OK to populate the selected tables i the applicable fields.
Note: if a Calendar, click OK. This error is generated when a Summer School Calendar exists n the current year p: q the P q you pr but in ths instance, select the individual School Calendars to be copied.
(1 Click Exeeute. Only the selected tables are . As the reports ted, click Process for each table. Review the reports.
2R
a
Review the process report to verify that all applicable calendars, extra duty pay, and [ob codes were copied to the current year payroll frequency. It Is > Tables > to verify this information. I the calendars orrectly, you may have to individually copy the calendars.
[Note: When copying the school calendar table from next year to the current year, the calendar code, description, and days are copied. If a calendar code exists In the next year and current year, the next y

y «
replaces specified calendar code:
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JCopy active staff to the CYR
Log on to the next year payroll frequency.
[Payroll > Next Year > Copy NYR Staff to CYR
(CAUTION: If the 11- and 1. , they must be set to it . You using the following parameters: Contract Months, Cnmrlct Iegln Date, Payoff Date, Extract ID, or Emphyue Number.
In addition, consider the employee deductions. For example, if you have not updated the new insurance selections and premiums in the next year payroll, then do not copy any ar payroll. Also, if: amounts. to budget, then you would not want these “estimated” deductions
brought to current year payroll. Allinsurance selections and rate changes can be mad in the current year payrol frequency.

[P —
Gorrocr e o e

SelectPreview Change
ecute: Review the st and lck Process
j(:hange to the current year frequency
lIn Payroll, change to the current year frequency that is associated with your next year frequency (i.e., F = 6).

(Click Change.
[Select Current Year.

[Select a pay frequency.

(Clck Apply.
The be performed in the q
lUpdate District HR options

PPayroll > Tables > District HR Options
\Verify that the following fields are updated. These fields may already be updated.

(The Payroll Clearing Fund/Year field should be set to 163/X or 863/X. If your LEA has a separate payroll clearing fund, use 163/X or 863/X in the Payroll Clearing Fund/Year field. If your LEA does not use a separate payroll clearing fund, use 199/X in the Payroll Clearing FundYear field.

The School Year for PEIMS Codes field should be set to 2026.

i @

o

dbe processe for the year prior to the First Pay Date of the School Year.
D s irse Pay Date o Sehont Voo

Update th st pay date of the new school year for each payrolfrequency. The date(s) must match the st payrol daefs) ndicated anthe pay dates able

In the Payroll 4, 5, 6 nelds ener the frs py date for each ofthe three payfreatency fielde i the M-DD-YYYY format. Once the pay date i entere i shoud notbe changed unt he et scholyear The entred date should represent  payrol that wil actully be processed, upplemental o reguar. I 2 dat s entred and no ayrol s actual posted using tha da,th system wil
year bega 2 is handled in the new school year

Jdidonal st pay dte e
Year versus School Year

I your fiscalyear s Jly through June and the 16-month erployees are paid from September through August, this date shoud be Septernber.
1 your iscalyear i Jly through June and al employees (incluing 10-month employees) ae paid from August through uly, those employees should il have TRS Year selcted on the Payroll > Maintenance > Stafob/Pay Data > Job o tab

I the First Pay Date of School Year fed has an August date,  new school YTD i created and updated wit ll pay and accrual amourts. The TRS YTD i updated inthe oldschoolyear. Fr example, fth i pay date ofthe school yearis August 25,2024, ay and accrals are Updated nthe 2025 schoolYTD and the 2024 TRS YTD s updated. Note: I the First Pay Date of School Year
eld s se . date pror o September, b sure to veriy that your TRS rates correspond o the approprate TR reporting ot

I the First Pay Date of School Year fied s O W Sep eIt Bt V1 Schoo YTL o TS YT B UpdEe 1 e e sl Vet o 1 Bcc L e S 1D I crete 8 Vdate W 105 B Fof EXBHe I 1S Y St o I SO YeBr s Sepr e 2512024 Y B TS B e Update 1 e 2025 S YT B B 025 TRS IO
lemployee accrues, a 2025 school 70 i also rested

It your fiscalyear i September through August and the 1-month employees are pal from Septernber through Augus,tis date should b Septemnber.
If end-of-year payroll accruals are performed for August days worked and the first paycheck is in September, the first pay date should be September.

|All non-standard employees (those employees who receive their first checkin July or August) should have TRS Year selected on the Payroll > Maintenance > Staff job/Pay Data > Job Info tab.

[This first pay date of the school year is used to determine:

The school year to be used for the school YTD records for regular and i ol 2  and jin date is greater than this date, then the payroll calculation stores the accrual amounts in the next year school YT record.
(The school year that should be used for the TRS rates and employee TRS record.

[The pay history records that should be used for accruals.

el b determine if been met for the school year.

e CEA does not use one of the pay freauencies, 2D that field s not allwed. 2 ser doe no have secury acces 0. pay freuency, acces o that field i ot allowed.

When the fist pay date of the school year is changed, about contacting your there are processed pay dates where amounts need to be moved from one school year to another. If these amounts are not moved, it can adversely affect school YTD historical amounts, TRS historical amounts, and reporting, workers’ compensation
e e o o e e e B ezt et addmssmg this issue.

(3 Click Save.

HEnter school year pay dates
Payroll > Tables > Pay Dates
Fter paydate for the new shool year and cick Saw

IThese dates must equal the iai date: ie ur accrunlcaendrs) ex:eilmrtheAuiustactrua\ calculation run date (August 31).

o (If appll:ahle) Complete the accrual calendar
n to the current year pay frec
ol Tables o Aecr: caendors s heero Calendar
August LEAs - If your LEA accrues monthly, complete this step i it s not already completed

year-end
(0 Enter the new iai Gates and accrual dais for all aiih:able accrual codes. The total number of dais should equal the number of days employed for that group of employees.

For August year-end LEAS, start with your accrual run date (08-31-20XX) and enter the number of August workdays.

(Continue adding pay dates and days worked for the remainder of the school year. The dates must equal the dates in your pay dates table. All pay dates should be entered even f zero days are accrued for that month. This information is LEA-specific

Note: For a standard 187-day calendar in a montly pay frequency, there should be 13 entries including the date for the August Accrual process and the 12 pay dates including the months that may have zero workdays.
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“JComplete fund to grant information

s current year payrol frequency.
Fesornel > Tebes > Satres > fond to 1o

RTANT. Al splkabls federa rans must have  und o ra code It i the TRS Grank Cd fikd o tita, M nt, TR federal rant cre and TRS federlgran will for that specif during payr
Verty tnt e apoIEabl acr gront foncs (200300 awe g TR grat code: Updote is 11 9 neade

gt e b R Nk i o STt i o hin (340 343, vl NOT hve a fund o grant code assigned.
(This generates salaries for the TRS
B et b Wanabes o AN e TR e CH R A SR = specific

 —
 e—
 e—
m eomamTae ()
220 oeammTaromA
25 omasmso0oL
76 osAmTa DSCRETOARY
o0 soopsercs —
2 vemaTEBSCOWT ()
s eammesma =

jComplete unemployment rates

oyl = Tabes - Taredcions > Unepioyme

i he Calandar Year rel, typ 2020 ard ik Retrieve o verfy the LEK' preferences. Remember tha the 2020 ratesare vad i December 2020,
(0 Complete the Otherwise, in January, reference the First Payroll of the Calendar Year Checkist to update this information.
Fates are LEA specitc

lorkers' Compensat on rates

PaymH > Tables > 1mneaumens > Workers’ Comps

ensat
i that the work i ok rates re accurte for ths new school iear If not, uiuane the rates

CEETONS  WCOMETAX  FEATAX  UNGHPLOTMENT  TRSRATES  ANWUTYRATES _WORERS COUP_ DEDUCTIONGD.

o nane

T S ——
or example, I the Workers' Compensation Ietter provides a rate of 51797, move e decmaT e Places to the right and enter that number in the Net Rate field
(cods, descrption,and rtesars LeA-sacifc

o months nthe contract should correlate with the number of workers compensationpayments. For example,f the employee has  10-mrth contac, then ol have ten workers' for the year.
Veethe e Crested NEDens t0 verify the number of Workers' Compensation remainin
If the report displays an incorrect number of ol > Ulities = Wasé Update > Employee tab to reset the number o remaining payments

H( ble) Update substitut

If applic: ute inform;
Update the substitute information on the Personnel > Tables > s aubstiute b,

=

the Account Code Comparlson report
Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparisor

Cnmi\ete lheaiihcab\ rvion irame ers and ieneme the reion it anlor save tis minand review it for accuracy.

R eI | reaowrsmorm [ —
fS— ——o
—
S o ' c—
[ ——————ry | —
St s o L [ —
] «»
omerun: [ — [—_—
o £ i
o

i Coton ettt v WACTIV o ho o G Lo
——

Review the report and correct all of the errors

\Verify that all employee master distribution records have matching accounts in Finance.

Ifth po not exist in Finance, the following steps:

If there are accounts that have a 5 for July and August start employees, perform a mass update of Payroll distributions. You can either mass update records by fundjyear using the Payroll > Utilties > Mass Change Payroll Account Codes > Mask Crosswalk page OR mass update all records by using the Fiscal Year field on the Payroll > Utiities > Mass Update > Employee tab. Employees who
lare paid out of federal funds may need their distributions reviewed and changed for a different fund year, if necessary. For example, federal funds may stil be available for the previous year.

If there are other accounts that need to be added, add them on the Finance > Maintenance > Create Chart of Accounts page.

After all of the account codes are added, generate the Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparison report again. If all account codes exist, a blank report should be generated.

o e: Pares o Cat Crgarson P o)
o 3 pawie

e a) po

lPayroll > Reports > PayrollInformation Reports > HRS6150 - Employee Payrall Listing OR Payroll > Reports > User Created Report

[The report provides a single-spaced list of employees that includes the tax information, contract information, pay rates, and primary job account code. Print the report by employee name for the entire district or group the report by campus, Include all employees, those with an active status or inactive status. When primary job (P)is not selected, alljobs are displayed with one account per job
with a total for aljobs displayed. The criteria for which account is chosen to display for a job are as follows:

[T account withthe ighest percent.

i there s more than one accaut with th highest percent for  ob th lowest accourt s gl
e e e e e i i accuracy. Verify that all current employees are listed.

e or Cewr O
(T———— e —
TR e e - -
e & 1]

e weereiy Py oo b T ]

P — —:
T ————— —
PT— [ —

“Correct necessary payroll errors
Payroll > Utities > Pre.£it Payroll Data

it aiiucame. correct ne:essai iaimu errors for emi\aiges vith Auiust contracts.

@scnn Orose Ot raneycoms
oo

) | i ]
- el == ]
ek ot (21 ¥ Conmct s ’

| Under Pay Status, select Active.

(Jin the Pay Type field, select € Exclude Substitute.

(J1n the Pay Date field, select the first available pay date (LEA's first pay date).
(0 Click Execute. Review the rey

a9 “r
D P rroarg
o o [T
e
eronse Ersioe tme [
T Erplpe e

T Enplpeo e

T Erciro e
oo 108 CODE 458 REG 25 WORKED EQUAL ZER0
108 CODE450- REG 75 WORKED EGUALS ZER0

T Erctre e
(I Click OK. Keep in mind that the errors displayed on Uhs report are not exaclly the same as the errors received during the Run Payroll process. Be sure to review and correct errors as needed and repeat the process untilall necessary efrors are corrected. There is a possibility that not al errors reqire  correction
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Jaddress leave
Payrol > Uiites > Mass Update > Leave
Update the employee master eave record balances,

(Din the current iear iaiwu «eiumi, ieneral! the Paimll>Reions>Leave Information Reicns>HRS7350—Leave Status Report for rint an this report and review it for accura

= oo

e T P ——
B [— | —]

01 Use the Payroll > Utilities > Mass Update > Leave tab to pdate employee master leave record balances. This is a three-step process.
Leave type codes are LEA-specific.
1a. Th

. This smei clears the Leave Used and Leave Earned fields and rolls the emﬂni balances to the following year beginning balances:

i
PPy I G O
— 0 © 0
S @ @0
- ® © ©
@ wmme @ @ 8
= @ @ o
- 2 B
- @ o o
Under Pay Status, select Active,
In the Pay Type field, select £ Exclude Substitute.
Under Method, select Zero Leave Values for Employees.
Under Leave Earned and Leave Used, select al Ieave types to be set to zero for the new school year. Be sure to both options at to prevent inacct

Do not select End Balance unless you want to set the balance to zero for that specifc leave type. If this field is not selected, the 2024-2025 ending balances are rolled to the beginning balance fields for the 2025-2026 school year.
(Click Execute.
Review and print the report.

1b. You may have leave codes for which you want to zero the end-of-year balance. For example, Jury Duty, School Business, etc.

croomere €
Fre—— e (
o g g
@ 8
o
o 2
- Io}
o [
o @
- ©
a 2
Under Pay Status, select Active.
In the Pay Type field, select £ Exclude Substitute.
Under Method, select Zero Leave Values for Employees.
[Select Leave Earned, Leave Used, and End Balance for all leave types you and not carry forward ending balances.

(Click Execute.
Review and print the report.
If the report is accurate, click Process to complete the changes.

2. This step automatically adds leave types to active employees who do not have the leave type assigned on their leave balance record. This step must be completed before leave is mass incremented in step 3.

y Status, select Active.

Inthe Pay Type feld,selec £ Exclude Substitute.

Under ethod, slect Add Leave Code to Employees

I the New Cod e, select the leave code

D0 o ada batances

Cick Execute,

;EV\EW and print the report. The report only displays the employees who will have the leave code added.
Repeat this stepfo each eave type tobe added before it s ncremented n step 3.

3. This step increments leave earned to employees:

rer i

ot T v 3 iy BASnce designated on T Teav 1 Tl TS S WA TG TR eave balance 1 exceedthe maximum number set o the eav type abe
Under Pay Status,selct Active
Inthe Pay Type feld, select  Exclce Subsiute
Under Method, select Increment Leave Earned to Employees
ISelect Leave Earned for the applicable leave types (as defined in your local policy).
Inthe Increment fed, enter the number of das to increment
ik Execute,
Review and print the report. The report includes a lst of those employees who have reached a maximum of any leave type.
If the report is accurate, click Continue.

(The second report displays the newly incremented leave earned and the new ending balances. Click Process.

= e o ]

) =
o [Erem—e—
o ) P o 7
—
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(Click OK.

i service record information on the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab.

For ployees, t be indi p thei
(0 Use the PairuH > Reiuns > Leave Information Reinr\s > HRS7350 - Leave Status Reinr\ to veni the accuracy of the leave information. Print andor save this report and review it for accuracy.
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I necessary. use the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab to make changes to individual employees who are working less than the full school year or less than 100% percent of the day.
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Caution: Before the first payroll of the school year is processed, you must post the master file
created from the EQY Payroll Accrual process. If you do not use this process for accruals, bypass
applicable steps.

YPost to master file

Payroll > Payroll Processing > EOY Payroll Accruals > Post to Master

Skip this step if you are a June year-end LEA or if your LEA does not use this process for accruals.

(CAUTION: Before the first payroll of the school year s processed, you must post the master file that was created during the August Accruals process.

The Post to Master tab automatically creates a School YTD Maintenance page for the new school vear and updates the page with accrued pay, accrued benefits, and days earned for all employees that are included in the record.

0 Select a data row to be posted If more than one frequency is used, there may be multiple data rows displayed.
0 Click Post. The following message is displayed.

/ The post to Payroll Master and History process completed successfully.

0 Click OK.

O

(If applicable) Verify the accrual expense table
Payroll > Tables > Accrual Expense

If your LEA accrues, verify the accrual expense table and update the fund/fiscal year to reflect the fiscal year for the new school year (e.g., 199/X and 211/X).
Be sure to include all funds with payroll expenses. Also, add new fund codes if necessan

AccRUAL EXPENSE
o
@
®
o
o
o
o

g -ate the School YTD report

Payroll > Reports > Year To Date Reports > HRS3050 - School Year to Date Report
Complete the applicable report parameters and generate the report. Print andjor save this report and review it for accuracy.
(0 Verify that the accrual data is correctly posted for the 2026 school year.

0 Use the Accrual Reports that were printed during the August Accrual Process to verify information. Accruals for employees who accrue monthly and who were included in the EOY payroll accrual process are displayed. Non-accrued employees are not displayed.
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the School YTD Accrual Payroll Account Distribution Report
Payroll > Reports > Year To Date Reports > HRS3550 - School YTD Accrual Payroll Account Distr
‘Complete the applicable report parameters and generate the report. Print and/or save this report and review it for accuracy.
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= the Employee Verification report

Personnel > Reports > Personnel Reports > HRS1100 - Employee Verification Report OR Payroll > Reports > Personnel Reports > HRS1100 - Employee Verification Report

o1
Run the report with the Pay Status Active (A), Inactive (1), or blank for ALL parameter set to A - Print active employees only and the Pay Type 1-4, Exclude Subs (E), or blank for ALL parameter set to E - Exclude substitute employees from the report.
Print and/or save this report and review it for accuracy.
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erify that the employee information (e.g., years of experience) is correct to start the new school year. If individual corrections are needed, use the Personnel > Maintenance > Employment Info tab to update the employee's record.
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(If necessary) Mass update employee experience

Personnel > Utilities > Mass Update > Employee

Collection: Class Roster.
If this process has not already been completed, it must be done at this time. It is

The Prof i and Non-Prof ience Yrs should be

If your LEA has not already done so, increment the years of total professional and non-professional experience, and the years of district professional and non-professional experience.
Additionally, you can use this page to increment the prior years of teaching experience for those individuals in a teaching role. The Prior Teaching Experience is the total number of years that an individual has previously held a teaching position in one or more education institutions and is collected during the PEIMS Core

highly important to confirm that it is completed.

The Commissioner's Rules on Creditable Years of Service, Title 19, Texas Administrative Code (TAC) §153.1021, serve as a baseline for minimum requirements when determining an individual's years of experience.

in separate instances.

Yrs
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U Click Execute. The Employee Mass Update Report is displayed.
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 Click Process. The following message is displayed.
The Mass Update process completed successfully.
Total (Non-Prof) Experience:
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0 Click Execute. The Employee Mass Update Report is displayed.
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O Click Process. The following message is displayed.

The Mass Update process completed successfully.

jse the Personnel > Reports > Personnel Reports > HRS1100 - Employee Veri
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U Click Execute. The Employee Mass Update Report is displayed.
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0 Click Process. The following message is displayed.

The Mass Update process completed successfully.
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U Click Process. The following message is displayed.

The Mass Update process completed successfully.
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UVerify payoff dates

Payroll > Reports > User Created Reports

Verlfi that all pai tiie 1and 2 emi\oiees have iain« dates that match the Dai dates in the iai dates table. (June, July, and August as referenced in Step 9 of the ASCENDER - First Payroll of the School Year (September Start LEAS).
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