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ASCENDER - End-of-Year (EOY) Accruals for
June Year-End LEAs

Created: 05/10/2018
Reviewed: 06/27/2024
Revised: 06/27/2024

The purpose of this document is to guide you through the necessary steps to address June year-end
payroll accruals to ensure that amounts are balanced in accrual accounts for end-of-year purposes.

The steps listed in this document should be completed prior to running the June payroll. Review
each step and address it as needed.

This document assumes that you are familiar with the basic features of the ASCENDER Business
System and have reviewed the ASCENDER Business Overview guide.

| Some of the images and/or examples provided in this document are for informational
. purposes only and may not completely represent your LEA’s process.

Before You Begin

Review the following information and/or complete the following steps before you begin the End-of-
Year (EQY) Accruals for June Year-End LEAS process.

O Review the EQY Processing Flowchart.

O Review the Accrual Overview.

EOY Accruals for June Year-End LEAs Process

1. Run the payroll accrual variance extract.
Run the payroll accrual variance extract

Payroll > Utilities > Payroll Accrual Variance Extract > Extract
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I:: ' Review the Accrual Overview document for more information about the Payroll
@ Accrual Variance Extract process steps.

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

o Use the Reports tab to review and verify any extracted payroll variances.

o 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.

Generate a user-created report

Payroll > Reports > User Created Reports
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Use the following parameters to generate a user-created report:
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Active Employees Only
Employee Nbr

First Name

Last Name

Remaining Payments
Contract Balance

Pay Rate

o Accrual Code

o Accrual Rate

o

o

[¢]

[¢]

[¢]

[¢]

Save the report in Excel to allow data to be manipulated.

3. Perform Excel file maintenance.
Perform Excel file maintenance
Modify the Excel file.

o Sort the file by Accrual Cd, and then by Last Name.

o Arrange the order of columns as follows: Employee Nbr, First Name, Last Name,
Accrual Code, Accrual Rate, Remaining Payments, Pay Rate, and Contract
Balance

o 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)

o In Column J, insert the calculation for the Difference with the following formula: Total
Pay Remaining (column H) - Contract Balance (column I)

Total Pay
Job Remaining Difference
Accrual Accrual Remaining (ColF* Contract (ColH -

Il Emp Nbr First Name Last Name Cd Rate Pymts Pay Rate o) Balance Coll)

2 000146 SHELLIE ART A 374.50 2 5,335.9211,6?1.80 0.04

000909 CONNIE CRAIG A 117.85 2 1,836.50 3,673.00 3,673.00 -

4 000947 KARL GOLD A 273.23 2 4,257.83 8,515.66 8,515.70 (0.04)

5 000961 ELI JOHNSON B 93.75 3 1,460.92 4,382.76 4,382.72 0.04

6 000370 PAT JONES B 93.75 3 1,460.92 4,382.76 4,382.72 0.04
B 000979 LORI LEWIS B 72.19 3 1,125.00 3,375.00 3,375.00 -

8 000985 10E ROBERTS B 315.45 3 4,915.75 14,747.25

|Z]

10

11 < The contract remaining amount is the

12 estimated accrual.

13

4. Generate the HRS3050 report for inactive employees.
Generate the HRS3050 report for inactive employees

Payroll > Reports > Year to Date Reports > HRS3050 - School Year To Date Report
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Generate the report with the following parameters. Print and/or save this report and review it

for accuracy.

[ Proview | POF

J

Csv

] [ Clear Options.

Year To Date Reports
5 W0 - Colepdar Year T

HES30S Yogr 1 Heport

HRES53100 - YT Regort Workers' Componsation

HRSILED - Anmaal Payroll Report

HRES3 200 - ¥TD Payrall Eamings Register

HRESI250 - YT Account Distribution Journal

HESI 300 - YT Accrual Pavioll oot Distributody

HES3325 - YTD Expenditure Pavroll Acoount Dictr

HE53350 - Combined YTD Deduction Register

HRS3400 - YT Check Register

HRESIAED - ¥TD Payroll Control Listing

HRES3E00 - ¥TD Wage and Earning Statements

HESIE50 - Sehasl YTD Scerudl Payvrall Accournt Distr

HESIE00 - Payrell Baloncing Report

HRS3650 - YT Specal Adustment Report

HRS3050 - School Year To Date Report

'

Farameter Description

Value

Schaol Year [YYYY]

Include Job Accrual Detail{s)? [¥/N)

ooy Ao (3. Py Comp € Py Comn )

Select Acorual Codels), or blank for ALL

Pay Status Active (&), Inactive (I, or blank for ALL

Pay Type 1-4, Exclude Subs (E], or blank for SLL
Select Pay Campusies), or blank for ALL

Select Primary Campars(es]. or blank for ALL

Select Extract ID{s), or blank for ALL

Select Employee|s), or blank for &L

Date Run: School YTD (Sept 1 Thru Awg 31 2000 Program: HRS3050
Cnity Dist: Page: 6 of L]
Pay Period: 05-01-20 . thru 05-31-2000 Payrun Date: 05-20-20) Frequency: &
Employes Name Contract Non Contr  Supplement  NTRS Ex FICATax  Med Tax Abs Ded TRS Dep RegHrs  Owim Hrs
Emgp Hbe  Prim Campus OvtmGrs  Emplr Cont NTax Allow  NTRS Bs Bus Allow Empir457 TEAConr NTMWPBus EmplDep  AccDep
Accrual Code EmplrCare  MWPayBus  AccruPay FICAAccru  EHIAcc  EAnAce  45TAcery  TEAAcc  Unemp Acc
AFedDep AFedCare AccruCare FetPensn CareSurc MNewTRS  MiscDed A Misc Ded A 4038 FICA
5112378 i) 137735 00 00 75050 00 482746 00 0
0422 00 ] 00 00 00 00 oo 00 00 0
A 33994 i) 1704126 24351 738.00 00 0o o 00
0o i) 12780 0 00 00 1610 11.61 00
District Totals:
Contract Pay 390,064 28 MNon-TRS Mon-Tax Bus Allow 00 Absence Deduction 2,457.32
Non-Contract Pay 23585760 Mon-TRS Bus Allow 00 TRS Deposit 5241081
Supplemental Pay 1825150 FICA Tax 00 Accrued Pay 17.041.26
Accreed Federal Deposit 00 Medicare Tax B,808.38 Unemployment Accrued 00
Empir Health Insurance Accrued T38.00 FICAMedicane Accrued 243.51 Emplr 457 Accrued 00
Emplr Annuity Accrued 00 Accrued Federal Care 100 Mor-TRS Reimbr Excess J0d
Emgpir Annuity Conitrib 00 Cwertime Gross 00 Mor-TRS Reimbr Base ]
Emgpir 457 Conitrity 00 TEA Health Ins Accrued 00 Mon-Pay Bus Allowance 00
TEA Husalth Ins Contrib 00 Emplr TRS Care Accrusd 127,80 Non-Tax NPay Bus Allow 00
Empir TRS Care Contrib 441658 New TRS Member Contrib 3,381.26 Empir TRS Care Surcharge 00
Ret Emplr Pension Surcharge 00 Emplr Dependent Care 100 Emplr Dependent Care Actr J0d
Empir Misc Ded Conitrib 1,487.32 Empir Misc Ded Contri Accru 11.61 Empir 4038 FICA Conlrib Accu ]
End of Report

If there are any individuals with an accrual balance displayed on this report who
are no longer with the LEA, perform the Payroll > Utilities > Zero School YTD
Accruals to zero out their accruals.
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EXTRACT REPOATS | JPOST TO MASTER J INTERFACE TO FINANCE

Frequencies

4 - Bencekly & - Seimontilly [ ] & - Monthly
a O
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O  oouess &
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O  ooiess & > ]

O  ooiea [

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

[ oo voTopme R semtreaonmeiome v Payroll §
T | | | T

Year To Date Reports HRS3050 - School Year To Date Report
RSI000 - Calandar Yoar o Roport y

HE Sechoend Yoar To Date Report _—
HES3 100 - YTD Report Workers' Compensation Par Descri Value
TR ey W ]
HREIT00 - YT B TR Sart by Alpha (&), Pay Campus [C), Prirmary Campus [Py
HRSIZE0 - YT Account Distribution Journal School Year [YYYY)
HES3300 - YTD Accrual Pavroll Sccownt Destribution
HRS3375 - YTD Exgondituer Payroll Account Distr Include Job Accrual Detais}? (YN}
HRSIIEO - Combined YTO Deduction Register

HES3400 - YTD Check Reqister Select Accrual Code(s], or blank for ALL H

HES3450 - YTD Payroll Control Listing - "

iR YTD Wage and Eaming Statzments Il 'ay Status Active (A), Inactive (1), or blank for ALL I
HRSIEED - School YT Accrual Payroll Account Distr Pay Type 1-4, Exclude Subs (E), or blank for ALL

HESIS00 - Payroll Balancing Beport

HES3IE50 - ¥TD Special Adjustment Report Select Pay Campusies). or blank for ALL [:] i

Selact Primary Campus{es), or blank for ALL :] H
Select Extract ID{s). or blank for ALL .
Select Employes(s). or blank for ALL : H

Compare the Accrued Pay totals to the Total Pay Remaining column from Step 3.

Dabe Run: School YTD (Seot 1 Thru Ausg 31 200 ) Program: HRS3050

Cnty Dist: Page:61of 61

Pay Pedod: 05-01-200  thru 05-31-20 Payrun Date: 05-20-20 Fraquancy. &

Employes Mame Contract Mon Contr  Supplement  NTRS Ex FICATax  Med Tax Abs Ded TRS Dep AegHrs  Cwvirn Hes

Emp Mbr  Prim Campus OvimGrs EmplrCont NTaxAllow  NTRS Bs Bus Allow Empir457 TEAContr NTNPBus EmplDep AccDep
Accral Code  Emplr Care  MWPay Bus Accru Pay  FICA Accru E HI &t E &nbAcc 457 Accru TEA Acc  Unemg Acc
AFedDep AFedCare AccruCare FRetPensn CareSuc MNewTRS  MiscDed A MiscDed A 4038 FICA

ROBERTS, JOE 4424175 00 274178 .00 00 B24T6 00 384453 00 04
000285 00 00 I_.qg_l o0 00 00 00 00 00 ool
33336 o0 [a7ar2s | 19500 45280 00 00 00 00

Note: The Accrued Pay should match the Total Pay Remaining (column H) in the Excel
file.
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5. Verify the differences and correct any issues.
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:

o Build an accrual calendar for individuals who did not have one built at the beginning of
the year.
o Correct the number of days worked in the accrual calendar.

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

o Enter an accrual code for individuals who do not have one.
o Enter an accrual rate for individuals who do not have one.
o Correct 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:

o Use the Extract tab to run the accrual variance again.

o Use the Reports tab to review and verify any differences between the spreadsheet and
the variance report.

o Correct any issues as needed.

o 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 - School YTD Accrual Payroll Account Distribution Report.
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:
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| ereview | D | | | [ cwexo ]
[fear To Date Roparts HRS3550 - School YTD Accrual Payroll Account Distr
HBS3000 - Calendar Year To Date Beport
HEHS - School Year To Date Begort o
00 = YT Roport Warkors" Compencation Paramater ri Value
AL 50 - Annagal Payrol
HFS3200 - Y10 Payroll E2 School Year (NYY)
B dnl L Aind Summary (3] or Detall (D) information for employees, or Fund Recap (R] only C}
HASIIBO - YT Accrual Payvroll Account Dilstribytion
HRS332E - YTD Expendibure Payroll Acooaent Distr Print Acct Codes with zero acorual amounts? (Y]
= 50 - Combingd YTD Deduction Beqistar
- T Check Register Include repart of variances between School YTD and Distribution History? [Yi)
pin A o o Gonert e (10
S350 and Earning Statements 3
123900 - Satool YTO Accryl Panergll Account Disty Pay Status Active (4), Inactive (1), of blank for ALL |:|
HRES3600 - Pawrgll Balancing Regort
HASIES0 - YTD Special Adjustment Report Pay Type 1-4, Exclude Subs (E). or blank for ALL :}
Select Pay Campusjes), o BLank for AL : E
Select Primary Campusies), or blank for ALL :} i
Select Emplayes|s), or Blank far ALL : H

This report will assist you as you balance to Finance in the following step.

7. Run a general ledger inquiry.
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 Automatic Posting Default section on the
Finance > Tables > District Finance Options > Clearing Fund Maintenance tab.

inquiry Report|SChoe! YTD Report 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
Accrued Health Insurance Contribution (Emplr Health
221X.16 Insurance Accrued + TEA Health Ins Acéruez) 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
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221X.21 Accrugd Employer Miscellaneous Deduction 6149
Contribution

221X.22 Accrugd Employer Miscellaneous Deduction 6149
Contribution

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.

GENERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY

Processed Current Period: 05 Hext Period: 05 D Balance Accounts Only D Include Fund Totals D Exclude Objects 61XX
Fund Func Oby Sobyj Org e Prog-—-—-——--—
Account Code: ! 5 ; 5 E : : : : [ Retrieve [ [ Reset ]

1 4 i)
Diade Run: Inquiry Information for Balance Accounts
Cnity Dist Page: 1 of 1
Processed [ Current (05) B e (05) B HNX KX ZIEX XK OO X XX X XX Fila ID: C
Est Revenus/ Fizd Revenue!
Account Number Description Appropeiation Encumbrance Expanditune Balance
181 00 2181 00 000 00 0 D0 ACCRUEDWAGES PAYELE 0.00
138 00 2181 00 000 00 0 00 ACCRUED SALARIES -5880,134.94
211 00 2161 00 000 00 0 00 ACCRUEDWAGES PAYBLE -18.476.47
224 00 2161 DO 000 00 0 D0 ACCRUEDWAGES PAYBLE -34,740.15
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[Daate Rur: School YTD Accrual Payroll Account Distribution Jourral for 2024Recap Program:  HRS3550
(Cnty Dist: Page: 1 of 1
Frequency: &
Gross Pay Accnued Unemploy Employer Federal Federal TEA Hith Empir
Fund / FY Pay FICAMed Tax Contrib Care Ins Conitrib 457
Rt Pen Suich Emplr Cane Care Surch Ermiplr Misc
181 Total 1,825.00 00 00 00 00 00 00 .00
! 00 00 ] 00
195 Total 24 854 87556  5580,134.54 78.188.56 00 210,193.93 00 00 00
- - .00 41.826.76 00 4,404,139
[211- Total B0.026.30 I 30,133.02 I 39340 00 DED.B4 2,486.03 37685 o]
f ! .00 : .00 3012
24 Total an,rman s B16.40 00 168564  4,766.65 72223 .00
! 00 43334 00 3811
240- Total 811,219.06 186,207.10 224284 00 13,612.00 00 00 ]
! oo 1.246.456 o0 20062
63 Total 690.00 00 .00 00 00 00 ] 00
279 Total B4.502.17 00 oo 00 00 oo 00 0o
f .00 .00 .00 0a
282- Total 355,335.18 50,213.08 m2As 0 1,671.29 414261 B27.67 o]
! oo 37881 ] 28.58
288- Total 3462 219227 29.69 00 .00 180.85 2739 0o
! .00 16.43 .00 0a
428- Total 9.200.00 0o oo 00 00 oo 00 oo
0o 00 00 00
91 Total 45,995 60 .00 00 00 00 00 00 0o
! oo 00 oo 00
District Totals: Gross Pay: 2829283470 Unemployment Tax 00  Federal Care: 1,753.54 Emplr 457 Lii]
Accrued Pay: 5,886,656.13 Employer Coritrib: 22833270 TEA Hith Ins Conirib: 00
FICAMedicare Tax: B2373.14 Federal Deposit 11,576.14  Ret Empir Pen Surch: 00
Emgir TRS Care Contritc 44,128.54 Emplr TRS Care Surch: 00  Emgir Misc Ded Contril: 4,800.62

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 example entry:

Account Code Debit Credit
211-00-2161-00-000-X-00-000 $11,656.55
211-11-6119-00-001-X-11-000/$11,656.55

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.
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GENERAL LEDGER INQUIRY  GENERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST INQUIRY  OVER EXPENDED ACCOUNT SUMMARY

Pracessed Current Period: 05 Mext Period: 05 [] Balance Accounts Only [ Include Fund Totals [ ] Exclude Objects B1XX

Fund Fune Oy Sobyf Ly mmmmmmmm oo Frivg- [

s o (2 (o) ()t ()8 (o)t ()¢ (0% ()¢ ()¢

Hetrieve ] [ Reset

O i b
Diate Fun: Insquiry Informaticn Tor Balarce Aceousnt
Cniy Dist Page: 1of 1
Processed [F Current (05) (4 Nen (05) & W00 0 221100 K000 K K00 X XK File IC: ©
Est Bavernus Pizd Revenue’
Acoouni Nurmber Dascrig \pprop E R Expanditre Balance
19 00 27 M 0 0 0 00 ACCRUED FEDERAL GRANT CARE 000
198 00 211 12 000 00 0 00 ACCRUED FEDERAL GRANT CARE 000

bss o 2210 14 o0 0 0 00 ACCRUED EMPLOYER FICAMEDICARE 7831236 |

II‘JEl 00 211 16 00 00 0 00 ACCRUEDHEALTH INS CONTRIBUTIO -211].439.93'

Il‘.’l‘} 00 21 1% 00l 00 0 00 ACCRUEDEMPLOYER TSR CARE CONT 41_33569'

199 00 21 20 000 00 0 00 ACCRUED EMPLOYER DEP CARE 000

Iﬁﬁ 0o 21 21 00d 00 0 00 ACCRUED EMPLOYER MISC DED CONT -4, 40806 I
Diate Runc School YTD Accrual Payroll Account Distribaion Journal for 2024Recap Program. HRSI550
Cniy Dist: Page: 1of 1
Fraquancy: §
Gross Pay Aorrued Unempicy  Employer Federal Faderal TEA Hith Empir
Fund | FY Pay FICAMed Tax Contrib Dwposit Care  InsComti 457
FistPen Surch  EmplrCare  CarsSurch  Emglr Misc
[ 00 [ 0o

181+ Total 1,825.00 00 00 o
. 00 00 00 B

198 Total 24 BE4 BTS 58 SARRTE 78,188 88 m 210,153.83 00 0o 00

I} ! ! 00 41,829.76 00

FA Total .06 39 13302 040 ] 53 B4 2486 03 ITGES o0
! ' ! o0 225 H o0 12

ot B Total I mn s R16.40 m 1, BES B4 4,788 65 T o)
! ! 00 43304 00 w|n

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:
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Account Code Debit Credit
199-00-221X-14-000-%-00-000 | 5123.70
199-11-6141-00-001-Xx-11-000 $123.70

199-00-221X-16-000-%-00-000 | $246.00
199-11-6142-00-001-X-11-000 $246.00
199-00-221X-19-000-X-00-000 | $65.93
199-11-6146-00-001-X-11-000 $65.93
199-00-221X-21-000-X-00-000 | $3.87
199-11-6149-00-001-X-11-000 S3.87

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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