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First Payroll of the School Year Checklist

Caution: Do not begin this process until the End-of-Year Payroll Verification, August Accruals process,
and the Finance EQY Process are completed.

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

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 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 Name your backup folder appropriately so that it is clear which folder to use if you need to
revert data to a specific point in the process.

* Do not change the file name.

e Name each sub-folder appropriately, and reference the step number and description for easy
recognition (e.g., Step 8 Fed Funds to Fin).

e Use the Human Resources > Utilities > Export Human Resources by Payroll page to create

export (backup) files.

System backup prompts are provided throughout the process, it is highly recommended to

perform the backups.

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

FINANCE OPTIONS ACCOUNTING PERIODS CLEARING FUND MAINTENANCE

Retrieve | [ Print
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: Use Automatic CYR Requisition Number
ot 5
scignment
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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: [Current Yearw]  Frequency: (6 - Monthly CYR v aopty | [ cancel

Current Year

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.

Employee: [UGUUEIE . BENTON, ANTOMIO L ] 1 Retrieve

PAY INFO  JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE

Tax Exempt: D

Pay Status: |2 Inactive "]
L

Unemployment Elig

Pay Campus: (102 102 Ascender Elem 03-06 v

Pay Dept D

FICA Eligibility: [.‘Z Subject to medicare V‘i

AN Bl bl Chnbsr

Retrieve the employee.

In the Pay Status field, select 2 Inactive.

Click Save.

STOP!

Discontinue updating or accessing current year payroll records during this process.
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“Copy NVR tables to CYR
Log on to the next year payroll frequency.
Payrall > Next Year > Copy NV Tabies to CYR
Copy all necessary tables.
|CAUTION: If you copied any tables prior to this step, be sure to exclude those tables at this time to avoid overwriting any necessary data such as previously made manual changes.

] e—— "

(Click Select All Tables to select all of the tables.
OR

[Select T next to the table(s) you want to include.

|Select 0 again to unselect a table.

30 Click  for the School Calendar, Extra Duty Pay, and Job Code fields to open a pop-up tables. Select the d click OK to populate the selected tables in the applicable fields.
Note: fyou receve adatabase access rrr eferencing your Summer School Calendar clck OK. Thi eror s generated when a Summer School Calendar exist i the current year payroll requency but does not exist inthe next year payrolfrequency. Select the tables you previousy Selected again, but in this intance, select the individual School Calendars to be copied.
(0 Click Execute. Only the selected tables are pr click Process for each table. Review the reports,

o (

) “«»
owein CopyNest Yo Tkt Corrt vour
cuyost ' Pt 1
Tt coscn
ey oo ot
e o wos
. ®  woas
® mos

wor.
/A message s displayed with the table names and the number of rows that were copied. Click OK.

Process copied records for tables:
School Calendar (3 rows)

Review the process report to verify that al applicable calendars, extra duty pay, and job codes were copied to the current year payroll frequency. It is > Tabl Ifthe calendars were not copied over correctly, you may have to individually copy the calendars.
e e B o e e e o e e e e !

-Copy active staff to the CYR

lLog on to the next year payroll frequency.

Pyl = Next Yt > Copy V1R talf 0 CYR

1

 they must be setto nactive atthis time. You can se\ed spenm employes to copy s the fallohing parametrs: Conract Mo, Contract Bapin Date. Payoff Data, Extrat I, or Employes Number.
e G S e o L e | then do not copy payroll. Also, i

lbrought to current year payroll. All insurance selections and rate changes can be made in the current year payroll «equency

to budget, then you would not want these “estimated" deductions

[ el
i einayed
O Select Previ
1 Clc Execute:Review th st and clck Process.
J/Change to the current year frequency

In Payroll change to the current year frequency that is associated with your next year frequency (ic..F = 6).

S QS s

(Cick change,

Setct current vear,
Seect ay reauency.
Cick Appiy.

|The following steps should be performed in the current year frequency unless otherwise noted.
option:

st
roll > Tables > District HR Optio
venly it thefollowing fieds are update. These s ma alreadly be updated

[T Payrol Clearing Fund/Year fied shouldbe se to 163X or 863X, fyour LEA has  separate payrolclearing fund, use 163/K o 863/ i th Payrol Cearing Fund/Year field,fyour LEA does notuse a separate payrol clearing und, use 199K nthe Payroll Clearing FundYear fed
(The School Year for PEIMS Codes field should be set to 2026.

cf=]
s should be processed for the et Britto the First Pay Date of the School Year.
[0 Under First Pay Date of Hili
date of year for each p quency. The datefs) must match the first payroll date(s) indicated on the pay dates table.
In the Payroll 4, 5, 6 fields, b foreaco thethee o req 6 MBLODYYYY format Onc i oy dat s entred I sk o b canged U the it schoolyea: The atare dat ol Tepresn  pyron tha il ctialy G processed, supplmenc| o Faglar, I  date b ntared and i payrolis sctlly posta singthat dte thesystr wil
9 vear bega A s school year

|Additional fist pay date notes
Fiscal Year versus School Year

If your fiscal year is July through June and the paid t
I you fiscalyearis Jly throughJune and al employees (inclucing 10-month employees) ae paid from August through uly, those employees should il have TRS Year selcted on the Payroll > Maintenance > StafJobPay Data > Job Info tab.

I the First Pay Date of School Year fed has an Auqusl date, o new schol YTD i creed and updated with by and accrul amourts. Toe TRS YTD i updated I the ol school year. P example,f he s py dateofthe schao year i Augst 25, 2024,pay and accrulsare pdted nthe 2025 school YTD and the 2024 TRS YTD s updsted. Note  the Fir Pay Date of School Year
fld s set o  dateprir to September, be RS “TRS reporting mont!

I the First Pay Date of School Year fed s updated with a September dte,the school YTD and TRS YTD are pdated i thecurrent schoo yea and f accruing,  new school YTD i created and updated with those amounts For exampl, fth st pay date ofthe school year I September 25, 2024, pay and TRS amourts are updated i the 2025 school YTD and the 2025 TR YTD. Ifthe
lemployee accrues, a 2025 school YTD is also created.

If your fiscal year is September are paid from Sep August, this date September.

If end-of-year accruals are per for and the first paycheck is in September, the first pay date should be September.

|All non-standard employees (those employees who receive their first check in July or August) should have TRS Year selected on the Payroll > Maintenance > Staf 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 it a  and the contract begin date is greater than this date, then the payroll calculation stores the accrual amounts in the next year school YTD 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.

IThe leave transmittals that should b to determine if been met for the school year.
Notes
1 the LEA does not use on of the payfreauencie, acces totht field s o allwed f:a serdoes ot have secury accesstoapayfedency,access totat field st alowed.
[When the first pay date of the school year is changed, i ludes informati ¥ there are processed p: from ane 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
historical amounts and reporting, and payroll accrual calculations. Do not proceed without addressing this issue.
(0 Click Save

JEnter school year pay dates
Payroll > Tables > Pa
Fntr pay daes for th new shl yer and clck Sav
[These dates must equal the pay dates in your accrual calendavks] except for the August accrual calculation run date (August 31).
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J/(If applicable) Complete the accrual calendar
Log on ar pay frequency.
Payroll > Tables > Accrual Calendars > Accrual Calendar
|August year-end LEAs - If your LEA accrues monthly, complete this step if it is not already completed.
|2 Enter the new pay dates and accrual days for all applicable accrual codes. The total number of days should equal the number of days employed for that group of employees.

o

!
|

od §
§

!!!!!!!!!!E

E!!

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

Note: For a standard 187-day calendar in a monthly pay frequency, there should be 13 entries including the date for th

| process and the 12 pay dates including the months that may have zero 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.

-/Complete fund to grant information
Log on to the current year payroll frequency.
personne > Tabes > Salaris >

FANT: Al applicable federal arants must have a fund to grant code hsheﬂ 38 TR GFSAE 1 f i 5Tt TRS fdra ran carw an TS (el Ganea will
Venfy that the appcablefederal rant funds (200-300)havea - this table

ception: If using the TRS Child Nutrition workshee( for TRS reportin, the R o and (240 an 343) ehod NOT hve a fund o grant code assigned

e generate slyies or e TS 3 and TS 459

e e Ty s Y specific

<
§

—

RACHREROIE

-/Complete unemployment rates
lPayroll > Tables > Tax/Deductions > Unemployment
5 inthe Calendar Year fel, type 2020 snd cick Retreve o vely the LEN's refernces. Remember tht the 2020 rates e vald i ecember 202
(0 Complete verse I ooy, ererence the it Paproll o in Calendar Yar Checlistt updat this formaton
ot e LEA speite.

H\Verify/update Workers' Compensation rates
Payroll > Tables > Tax/Deductions > Workers’ Compensation
Verify tht the workers' compensation rates are accurate for the new school year. If not, update the rates,

or example, T h

e Workers' Compensation [etter provides a rate of 001792, move the decimal two places to the right and enter that number in the Net Rate field
(Codes, descriptions, and rates are LEA-specific.
Mots: he number of munlhsmk correlate with the

For example, if the employee has a 10-month contract, then ol have ten workers'

 the User reated Reportst veriy the umbe o Workers' Compensationremaining paymerts.
it repor ispoysan earee yroll > Utilties > Mass Update > Employee tab to reset the number of remaining payments.

for the year.

J(If applicable) Update substntute

formation
uidahe the substitute information on the Personnel > Tables > Salaries > Substitute tab.

the Account Code Comparison report
Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparison
I

i
nmi lete the applicable reien parameters and ienerate the report. Print andor save this report and review it for accuracy.
= ) [

e —

Ry -
— S e
- | N—
| —
e ) —
[Nowsscors —
| —
‘Soloct Py Campuses), o bani for ALL C—:
OR— —:
2 “»
v JE——— J——
o C3 ™
e
ot o gt AT o e G
. i dob Code.

Review the report and correct all of the errors
\Verify that all employee master distribution records have matching accounts in Finance.

If there are account codes on the report that do not exist n Finance, perform one of the following steps:

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.

ter all of dded, generate the Payroll > Reports > Payroll Information Reports > HRS§000 - Account Cade Comparison report again. I al account codes exist, a blank report should be generated.
e [T — g sseos
3 P

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 fundiyear 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 > Utilties > Mass Update > Employee tab. Employees who

the Payroll Listing report

oyl Reports» Payrll informatin Reports > HRSE150. Employce Pyl Lsting OR Payrll > Reperts > User Created Report
The report provides a
it a tota for all jos lsplyed. The rieria for chosen to display for a

me ‘account with the highest percent.

I there is more than one account with th highest percent for o the lowest account s displayed.
(Complte the applicable report parameters and generate the report. Print andor save this report and review i Verify listed

48180 Emplore ot L

e e

le spaced st of employees tht ncludes the tax nformation, coniract informaion, pay faes, and priary Job account code Print the report by employee name for the eti district or roup the report by campus.Include al employees, those with

alljobs are displayed with one account per job
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Payrall > Uit
If applicable, cc

JCorrect necessary payroll errors
ies > Pre-Edit Payroll Data
orrect necessary payroll errors for employees with August contracts.

| r— . P 5
o S cmnatou ~) e )
o [ —

(T Under Pay Status, seiect Active
(Jin'the Pay Type field, seect £ Exclude Substitte
[3In the Pay Date field, select the first available pay date (LEA's first pay date).
3 Click Execute. Review the repo
EE) =
oo ey
o - ot
- P -
T e
JRn——
Total Employee Eron: h
TGk OK. Reep i mind that the errors Gsplayed on T report are ot exactly e same a5 T uring the Run Payrol process. Be sure o review and correct errors as needie and repeat the process until all necessary errors are corrected. There s 3 possibilty tha not llerors require  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
—
ot ew  orgea
Eoree e e Laove e e _Games _Endtel__cnata
(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.

T r——— —
e s im0 [ c—]
T

EECEr T e —)
e Y v |

. i
S —:

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.

2026/04/05 23:17 6 firstpayrolloftheschoolyearchecklist


https://help.ascendertx.com/business/doku.php/payroll/utilities/massupdate/leave
https://help.ascendertx.com/business/doku.php/payroll/reports/leaveinformationreports/leavestatusreport
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_leave_status_report.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_mass_update_leave_1.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/step_19_first_py_of_sy_mass_update_leave_1b.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_mass_update_leave_2.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_mass_update_leave_3.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_mass_update_leave_4_.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/doku.php/payroll/maintenance/staffjobpaydata/leavebalance
https://help.ascendertx.com/business/doku.php/payroll/reports/leaveinformationreports/leavestatusreport
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_19_first_py_of_sy_leave_status_report.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/doku.php/payroll/maintenance/staffjobpaydata/leavebalance

Business

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.

)= ) (owone )
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[—— e
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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:
o
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0 Click Execute. The Employee Mass Update Report is displayed.
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To ro Erpnerce
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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ification Report to verify the accuracy of the years of experience.

Prior Teaching Experience:
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U Click Execute. The Employee Mass Update Report is displayed.

Process Concel.
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0 Click Process. The following message is displayed.

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

The Mass Update process completed successfully.

2026/04/05 23:17

firstpayrolloftheschoolyearchecklist


https://help.ascendertx.com/business/doku.php/personnel/utilities/massupdate/employee
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_26_first_py_of_sy_mass_update_employee_experience.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/employee_mass_update_report_prof_exp.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/mass_update_message.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/step_26_first_py_of_sy_mass_update_employee_experience_2.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/employee_mass_update_report_nonprof_exp.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/mass_update_message.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/doku.php/personnel/reports/personnelreports/employeeverificationreport
https://help.ascendertx.com/business/lib/exe/detail.php/general/prior_teaching_experience.jpg?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/employee_mass_update_report_priorteach_exp.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/mass_update_message.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/responsibility.jpg?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/employee_mass_update_report_responsibility.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist
https://help.ascendertx.com/business/lib/exe/detail.php/general/humanresources/checklists/firstpayrolloftheschoolyearchecklist/mass_update_message.png?id=humanresources%3Achecklists%3Afirstpayrolloftheschoolyearchecklist

Business

UVerify payoff dates
P

ayroll > Reports > User Created Reports

| — = )|

000000000

[elalalnlalale)

oooooo

oooooo

Ver i that all pai tiﬁe 1and 2 emi\oiees have iaiu« 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).

| S J = | I | W= = =

5] ]

the Emp
Payroll > Reports > Payroll Information Reports > HRS1650 - Employee Salary |

yee Salary Information report

information

Complete the applicable report parameters and ienerate the reiort Print and/or save this reiort and review it for accuracy.

ation. If needed, print i
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Ucalculate a sample payroll

Payroll > Payroll Processing > Run Payroll
IMPORTANT:

if applicable, increment leave types.
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Calculate a sample payroll to identify any errors that need to be corrected prior to processing the first payroll

\Verify the selection of deduction codes on the Payroll > Payroll Processing > Run Payroll page before processing the first payroll.

faaals]

00oooooo

eview the selected Calculation Reports to verify the accuracy of data for the new year.

Important: Be sure to increment leave types and verify selection of deduction codes on the Human
Resources > Payroll Processing > Run Payroll page before processing the first payroll.
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STOP!

Discontinue updating or accessing Finance during this next step.

JReverse accruals

Payroll > Payroll Processing > EQY Payroll Accruals > Reversal for Non-Accrual

This process is used to reverse accruals for all employees who do not accrue monthly and were
processed by EQY Payroll Accruals.

0 Select a data row to create the reversal transactions to be posted to Finance.

ACCRUAL TABLE DECREMEMNT RUN CALOULATIONS ACCRUAL REPORTS CREATE GEMERAL JOURMNAL INTERFACE TO AMANCE POST TO MASTER REVERSAL FOR HMON-ACCRUAL MASS DELETE

FRell: [¢ - Reversal interface Transaction Date: [(oe-01-2028
Accounting Perod
~ 1 Humbser e
() Paat ta Current Acct Perad 09

{Z) Peat ba Mext Acct Pericct 09

reat versals |

Sebect  Ereguency  Caloulation Date  Creste GiDate  inierfoce Dt Posied Oz Beversal interface Date
F 08-31-202% 04-30-2025 04-30- 2025 06-27-2028

O Click Create Reversals to create the reversal transactions. The EOY Accrual General Journal
Transactions report is displayed. If you receive a message stating that there are no rows to process
for the reversal, no further action is required.

O Click Interface Reversals to update Finance. If no errors were encountered during the process, a
message is displayed indicating that the affected tables were successfully interfaced. Click OK.
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a

Payroll > Payroll Processing > TRS Processing > Extract
O In the below fields, type 09-2XXX to capture the days for those employees that worked in August
but were not paid until September.

TRS Month|This field defaults to the current TRS reporting month.

Click = to select the TRS reporting month. This is a required field.

TRS Year |This field defaults to the current reporting TRS year.

Click = to select the TRS reporting year. This is a required field.

O Select Adjustment Days to extract adjustment days data.

Adjustment Select to extract all adjustments from the Maintenance tab page that do not have
Days to RP25 |an amount in the TRS Posted MO/YR field, and the TRS reporting month and year
does not match the Begin Adj Date field. Only records with the TRS Retiree field
set to N are extracted. If the adjustment days are a result of a leave dock, and the
employee has multiple jobs with multiple position codes, then the adjustment days
are recorded for each of the TRS position codes. Only the net difference days
worked are extracted to the RP25 record.

Adjustment Select to extract adjustments from the Maintenance tab. Only records that have the
Days to ER27 [TRS Retiree field set to Y are extracted. If the adjustment days are a result of a
leave dock, and the employee has multiple jobs with multiple position codes, then
the adjustment days are recorded for each TRS position code. No amounts are
extracted to the ER27 record. Only net difference days worked, the contract begin
and end dates, and records with the default reason code set to E are extracted.

O Click Execute to process the selected extracts.

O Click Extract Status to view the details (extract and error reports, status, user details, etc.) for
each processed extract.

The TRS Extract Processing pop-up window opens with the extract Status, Extract Type, Start date
and time, End date and time, User ID, and user Email address. If the logged-on user has an email
address on the Personnel > Maintenance > Staff Demo > Demographic Information tab (Staff Demo
record), an email message is forwarded for each extract after completion.

O Under Print Report, click Print Report to display the selected extract reports. Review the report.
O Click Continue to continue through the list of reports for the selected extract.

O Click Return to return to the Extract tab.

Extract Error Report Notes:

If a Warning message is displayed, the data is extracted and you can address the issue(s) on the
Maintenance tab.

If a Failure message is displayed, the data is not extracted and you must resolve the issue(s) and
extract the data again.

O Click Close to close the TRS Extract Processing pop-up window and return to the Extract tab.
Verify the information on Payroll > Reports > TRS Reports > HRS7850 - TRS Adjustment Days Report.
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Business

a

Copy the TR calendar from next year payroll to the current year, or delete and create the TR calendar
in the current year payroll to reflect the new fiscal year of September through August.

Use one of the following steps to complete this step:

In the next year pay frequency:

O Use the Payroll > Next Year > Copy NYR Tables to CYR > Copy Next Year Tables page to copy the
TR calendar.

To only include the TR calendar, click ¥ for the School Calendar. The School Calendars list is
displayed.

Select only the TR calendar.

Click OK.

Click Execute. A preview report is displayed.

Verify that the TR calendar is the only table listed on the report.

Click Process. A message is displayed indicating the process was successful.

Click OK.

In the current year pay frequency:

O Use the Personnel > Tables > Workday Calendars > Delete School Calendar tab to delete the prior
year TRS calendar.

Select the TRS calendar and click Save.

After the prior year TRS calendar is deleted, add the current year TRS calendar using the Personnel >
Tables > Workday Calendars > School Calendar tab.

Click +Add.

Type the start year (2019) and start month (09).

All LEAs will have a 09-01-2019 to 08-31-2020 TRS year.

The dates for holidays, workdays, and bad weather days are LEA specific.
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