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ASCENDER - (CRT) First Payroll of the School
Year (July Start LEAS)

Created: 10/16/2023
Reviewed: 06/27/2024
Revised: 06/27/2024

CAUTION: Before July payroll, be sure that accruals will zero out for contracts ending in

MP%. June and July. This should have been addressed in the End-of-Year (EQY) Accruals for
June Year-End LEAs document.

Do not begin this process until the Finance EQY Process is complete.

The purpose of this document is to guide you through the necessary steps to process the first
payroll of the school year.

In addition to the above processes, the following steps should be completed prior to continuing with
this process.

e Print HRS2250 - Deduction Register by Employee for future reference.

Print HRS2400 - Bank Account Listing to verify that all employee bank information is correct.
Print HRS1000 - Roster of Personnel and save it for the auditors.

Update termination dates and reasons on the Personnel > Maintenance > Employment Info
page for all employees who are no longer with the LEA.

Verify that the budget is moved to Finance.

This document assumes 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

Before you begin:

Terms:
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Terms:

Term Description

CYR payroll frequency Current year payroll frequency

LEA (Local Education Agency) Refers to the educational entity (e.g., charter, district, etc.).

Non-standard employee An employee who receives their first paycheck in July or August
should have the TRS Year selected on the Payroll > Maintenance
> Staff Job/Pay Data > Job Info tab.

NYR payroll frequency Next year payroll frequency

Verify important payroll items:
Payroll Verification Items
Review and address the following depending on the group of employees (July or August starts) being

updated.

Run a user-created report to verify the following information:

O|Verify that service records were created and/or updated with leave.

O|Verify that the distribution codes are accurate and reflect the correct fiscal year.

O|Verify that the applicable distribution codes have a federal fund to grant code. (240 may not have
a grant code)

Verify that the Original Employment Date or Latest Re-Employ Date fields are populated.

0d

Verify if there are any changes to the Employment Type, Retiree Employment Type and/or
Sub Type fields.

Verify all retirees for applicable surcharges.

Verify that the contract begin and end dates are within the applicable school year.

Verify the number of days employed.

Verify the % of day assigned (Did employees change from part-time/full-time?)

Verify the number of months in the contract.

Verify the number of payments and the number of remaining payments.

Verify TRS eligibility using the View Employee Information screen in the TRS RE Portal.

0 o0ddoooo

Verify the employees who are coded Non-TRS eligible (should only be seasonal, subs, retirees,
etc.)

O|Verify unemployment. Per the TASB May 2017 newsletter, superintendent wages are now subject
to unemployment. Student workers are the only exempt exceptions.

O|Verify FICA eligibility for all employees coded Y specifically substitutes who were hired on as full-
time employees (e.g., teacher). (only subs, seasonal, not students)

O|Verify salaries, distribution codes, and whether Expense 373 is selected for all applicable
employees.

O Verify the State Min Days field on the Payroll > Maintenance > Staff Job/Pay Data > Job Info tab
for all employees including support staff. Select the number of days closest to their # of Days
Employed.

O|Verify that payoff dates for active employees reflect June, July, or August.

O|Verify deductions and remaining amounts. Deductions can either be manually entered or imported
at a later time.

O|Verify next year payroll to budget.
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O|Verify employee status; active or inactive.

If the employee is inactive, the Termination Date must be populated. Verify that an ED90 has
been submitted for non-returning employees.

O|Verify salaries and stat min by either running a user-created report or the Payroll > Reports >
Payroll Information Reports > HRS6400 - Salary Verification Report with Pay Type 1 selected.

O|Retirees - Run a user-created report to verify the following information:

* Retiree Employment Type Code

* TRS member positions

* Contract begin (09-01) and end dates (First day of school to last day of school? If same dates are
used for all subs, it is easy to change from year to year). Optional: If FTE fluctuates during the
year, retirees should be reported on a month to month basis to TRS.

* FICA Eligibility

* No TRS

* Retirees

First Payroll of the School Year Process (July Start LEAS)

- Reminder: The steps in this guide need to be addressed again in August for all
0 employees with August contracts. Reference the First Payroll of the School Year
(September Start LEAs) guide.

1. Verify finance options.
Verify finance options
Finance > Tables > District Finance Options

Verify that the School Year field contains the new school year.

FINAMNCE OPTIONS ACCOUNTING PERIODS CLEARING FUND MAINTENAMNCE

-

Finance Options Purchasing Options
Current Finance Fiscal Year PO Object Code Restriction
School Year Print Federal ID Number on PO E]
Previous Year File ID E Use Automatic CYR Requisition Number

©

Assionment

2. Verify payroll frequency.
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Verify payroll frequency

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

Year:| Moxt Year vl Frequency:| F - Monthly NYR w Apply J L Cancel J

Current Year

Mext Year

o Click Change.
o Select Next Year.
o Click Apply.

3. Copy NYR tables to CYR.

Copy NYR tables to CYR
Log on to the next year payroll frequency.
Payroll > Next Year > Copy NYR Tables to CYR

Copy all of the necessary tables for employees with July contracts. 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.

Yoar: N
COPY MEXT YEAR TABLES
Accrual Calendar ( ] H | [ psrecsbanine
Extra Duty Pay [ _] i
Hourly / Daily Salary [ ] H
s Cosbe [ ] i
Local Annual Salary ( ] i
Midpoint Salary [ ] i
School Calendar [ ) H
State Minimum Salary [ ] §
Substitute Salary ( ] i
Workers' Compendation Rates | I & ¢

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

o Select O next to the table(s) you want to include.
o Select d again to unselect a table.
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O Click  for the School Calendar. The School Calendars list is displayed. Select all of the
necessary calendars.

O Click OK. All of the selected calendar codes are displayed in the School Calendar field.

O Click Execute. Only the selected tables are processed. As the reports are generated, click
Process for each table. Review the reports.

* | Process | Can
AR
Date Run: Copy Next Year Tables to Current Year
Cnty Dist: 18D Page: 1o 1
Tabile: bhr_cal_sch
Frequency  Calendar Code Description
& 0 187 DAYS
] 0z 197 DAYS
& 02 182 DAYS
End of Report

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

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

- o

Review the process report to verify that all applicable calendars were copied to the current year
payroll frequency. It is recommended that you log on to Personnel > Tables > Workday
Calendars to verify this information. If the calendars were not copied over correctly, 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 year data replaces the entire calendar contents for the current
year for the specified calendar code.

4. Copy active staff to the CYR.
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Copy active staff to the CYR
Log on to the next year payroll frequency.
Payroll > Next Year > Copy NYR Staff to CYR

Copy active employees with July contracts to the current year. You can select specific
employees to copy using the following parameters: Contract Months, Contract Begin Date,
Contract End Date, Payoff Date, Extract ID, or Employee Number.

Year: M

Parameters

Pay Status:

@) Active O Inactive -D Both Primary Campus All w I|’a\'GI| Date 08-25-202% : I
Pay Camipus: ~ ! Frequency: F Monthly NYR

Pay Type All w Contract Bagin Date: ¥ Salary Concept: | ALl
Job Code All v Contract End Date ~)  Extract ID:
Accrual Code All i Contract Months: [:] Employee Nor :]5
PayGade: [ ]

Prior Yr Emp Date: | 00-00-0000

Options

[_. .]|"le-'.1L Employees with Termination Date

[:](_,,-, v OVEr £n

Only process employee deductions

Preview changes

[0 Under Options, select the appropriate option:

Field Description

Include Employees with [Select to copy employees with a termination date. Leave blank to

Termination Date exclude employees with termination dates from the current year
records.

Carry over employee Select to copy employee payroll deductions (e.g., insurance, dues)

deductions from the next year to the current year. Leave blank to exclude the

employee payroll deductions from the current year records.

Only process employee |Select to copy only the selected employee deductions from the
deductions next year to the current year. If this field is selected, Carry over
employee deductions is cleared (if selected).

[ Select Preview Changes.

O Click Execute. Review the list and click Process.

5. Change to the current year frequency.
Change to the current year frequency

In Payroll, change to the current year frequency that is associated with your next year
frequency (i.e., F = 6).
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Year: Frequency: [E - Monthly CYR Apply Cancel

Current Year
Mext Year

[¢]

Click Change.

Select Current Year.
Select a pay frequency.
Click Apply.

[¢]

[¢]

o

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

6. Update District HR options.
Update District HR options
Payroll > Tables > District HR Options

Update the Payroll Clearing Fund/Year field. It should be set to 163/X or 863/X.

Reminder: The first pay date of the school year should be a September pay date,
even for July start LEAs.

HR OPTIONS

TRS District ID: m Calculate Accrual Salaries:

Federal ID Number (EIN): 52-9200984 Check Amount - Alpha:

Automatically Compute W-2 Print Options

| Payroll Clearing Fund/vear: 1995 v ] ) Surmmmarize Benefits Interface Pay Rate: TRS:
TWC District ID: E99932673 Supplemental Tax Rate: 25.00% Daily Rate: HLTH

— 5 Deck Rate CAF
Use Direct Deposit (YN, or E): Standard Hours per Worksay:
2 Accrual Rate: HTA
TRS Cost Education Indexc m
E

Max Gross Amt for District 5.
Orvertime Rate:

1 ansfer v
Distributions Built By Amt or %: m Auto Azsign Employee Number
: ~
95

THA:
TFE:

EEeE

] BEE
8 g I
& 3 3

Apply Leave Used or Earned First: m Mot Availal mployee Mumber
- 07 STATE PR 95 -

~
Pers 5 08 STATE PERSON hd = Default Overtime Object Code
Leave Code for State Personal Use Emp Nbr or SSM in EFT File: E - Employee Nbr b

al Hours ssing: [/ ssional: G116
Update Actual Hours From Payroll Processing: Set Demo Alpha Ficlds to Uppercase: L Professional EllEw
Para-ProfessionalHourly
Other ]
TEA Health Ins Contribution First Pay Date of School Year TRS Extract Options

Amount Ok Sob; r -
- d . Payroll 4: = Use Pay Dtes for TRS Month or Actust Date: (P~ Pay Dates For TRS Month v
Payroll 4 -U 0g w o —
- Payroll &: = Pay Type 1 - Report Actual or Scheduled Hours: | S - Scheduled Howrs w

Payroll & 0.00 e = Bayroll & Pay Type 2 - Report Actual or Scheduled Hours: |5 - Scheduled Hours v
Payrall & [j hd Pay Type 3 - Report Actual or Scheduled Hours: |A - Atual Hours v

2024/08/16 09:28 7 First Payroll of the School Year July Start LEAs


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/step_7_first_py_of_sy_change_frequency.png?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts
https://help.ascendertx.com/test/business/doku.php/payroll/tables/districthroptions
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/step_8_june_first_py_of_sy_district_hr_options.png?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts

Business

CAUTION: No payrolls should be processed for new (upcoming) school year prior
to the First Pay Date of the School Year.

Additional first pay date notes

Fiscal Year versus School Year

o If your fiscal year is July through June and all employees (including 10-month employees)
are paid from August through July, those employees should all have TRS Year selected
on the Payroll > Maintenance > Staff Job/Pay Data > Job Info tab.

= |If the First Pay Date of School Year field has an August date, a new school YTD
is created and updated with all pay and accrual amounts. The TRS YTD is updated in
the old school year. For example, if the first pay date of the school year is August
25, 2024, pay and accruals are updated in the 2025 school YTD and the 2024 TRS
YTD is updated. Note: If the First Pay Date of School Year field is set to a date
prior to September, be sure to verify that your TRS rates correspond to the
appropriate TRS reporting month.

= If the First Pay Date of School Year field is updated with a September date, the
school YTD and TRS YTD are updated in the current school year and if accruing, a
new school YTD is created and updated with those amounts. For example, if the first
pay date of the school year is September 25, 2024, pay and TRS amounts are
updated in the 2025 school YTD and the 2025 TRS YTD. If the employee accrues, a
2025 school YTD is also created.

[ Click Save.

7. Enter school year pay dates.
Enter school year pay dates
Payroll > Tables > Pay Dates
Enter pay dates for the new year and click Save.

These dates must equal the pay dates in your accrual calendar(s) except for the accrual
calculation run date (August 31).
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Start Pay Date: |09-25-2024 [

Delete  Details

w 2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025
2025

]
DODODDOLODODOD LD DD

L i'. V.-J 11k

08-31-2025

[07-25-2025] [07-01-2025]

[0a-25-2025] [0e-01-2025]
J

(06-25-2025) [06-01-2025) [06-30-2025)

(
(07-31-2025)
(
(

[05-26-2025) [05-01-2025) (05-31-2025)

[04-25-2025) [04-01-2025) [04-30-2025)

[03-25-2025) [03-01-2025) [03-31-2025)

[02-26-2025) [02-01-2025] [02-28-2025)
[01-24-2025) [01-01-2025) (01-31-2025)
[12-20-2024] [12-01-2024] [12-31-2024)

(11-22-2024) [11-01-2024] [11-30-2024]

[10-25-2024] [10-01-2024] [10-31-2024)
[09-25-2024) [09-01-2022] (09-30-2024)

08
07

06

10

09

el ol e ol e |o
el | =] (] S| &] | h

HUEHEHEHEHEEBGE

Year: C

School Year  Pay Date Begin Date EndDate  THS Month TWC Quarter Print Alternate Address

O0D0OD0O0OO0OO0ODO0OD0DODOO

8. Complete the accrual calendar.

Complete the accrual calendar

Log on to the current year pay frequency.

Payroll > Tables > Accrual Calendars > Accrual Calendar

If applicable or if your LEA processes monthly accruals, verify the accrual calendar for
employees with July contracts. This may be necessary if you accrue any employees working
longer than 10 months, for example, you have an 11-month employee.

O 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.
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Save
ACCRUAL CALENDAR
Retrigwe Prink
Delete  Details  Accrual Code Total Days Worked Delete Bay Date Days Worked
il O A 187.0 ® (09252024 ) | 33.00
O C 1820
= s} D 202.0 [10-26-2024 | | 2200
0O P 159.0 @ (1122202 6.00
= o ¢ - EEEET ooy
[12-20-2024 | | 15.00]
B [o1242025) | 19.00)
[02-25-2025 | [ 19.00]
B [o32s205) | 16.00)
[04-26-2025 ] | 21.00]
W [os26205 ) | 21.00]
[06-25-2025 | [ 5.00]
W (07252025 ] | 0.00]
[ve-25-2025 ] | 0.00]

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 if zero days
are accrued for that month. This information is LEA-specific.

9. Complete fund to grant information.
Complete fund to grant information
Log on to the current year payroll frequency.

Personnel > Tables > Salaries > Fund to Grant

IMPORTANT: All applicable federal grants must have a fund to grant code listed in
the TRS Grant Cd field on this tab. If not, TRS federal grant care and TRS federal
grant deposit amounts will not be calculated for that specific fund during payroll.

Verify that the applicable federal grant funds (200-300) have a two-digit TRS grant code.

Exception: If using the TRS Child Nutrition worksheet for TRS reporting, the child nutrition
funds (240 and 242) should NOT have a grant code assigned.
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LOCAL ANNUAL HOURLY/DaLY EXTRA DUTY FUND TO GRANT STATE MiNEMLM SUBSTITUTE MIDPOINT

Records

Eund Eund Desiriotion IES Crant Od
199 GEMERAL OPERATING I:
HEAD START I:]
211 TITLE| E
DEA B - FORMULA
225 IDEA B - PRESCHOOL E
HIGH COST FUNDS E
240 CHILD NUTRITION [:
244 EFFECTIVE ADV IMPLEMENTATION [I]
o
b3 TITLE W [Z]
TCLAS-ESSER
282 Mert in Finanoe File 10: C E
SCHOOL SAFETY STAMNDARDS GRANT :
289 TITLE IV l‘_.l

This generates salaries for the TRS 3 and TRS 489 reports.

In order for a fund to be displayed on this page, the fund must exist in an account code on the
Finance Chart of Accounts. The codes are LEA-specific.

10. Generate the Account Code Comparison report.
Generate the Account Code Comparison report
Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparison

Complete the applicable report parameters and generate the report. Print and/or save this
report and review it for accuracy. Review for employees with July contracts.
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===

Payroll Infarmation Reports HRS6000 - Account Code Comparison
HES1250 - Employes Data Listing ;
HRS 165 1

FParameter Description Value

HRSE000 - A

HRSE050

HRSE150 Y Sort by Alpha (A), Pay Campus (C), Primary Campus (P) [~

HRSE400 Include Reports (Select From List) - g
HH ) - Health Insurance Coverage

HRSE650 - CYR/MYR Salary Comparison From Date (MMDDYYYY)

To Date (MMDOYYYY)

Pay Status Active [A), Inactive (). or blank for ALL

Pay Type 1-4, or blank for ALL

Select Pay Campus(es), or blank for ALL

Select Primary Campus|es), or blank for ALL

___,_.,_.,_._,,_.,_.
3 3
L L

Select Employee(s), or blank for ALL

Date Run: Payroll Account Code Comparison Program: HRS6000
Cnity Dist: ISD Page: 1 of 1
Frequency: 6

Account Codes in Distribution that are INACTIVE in the Finance General Ledger

Alphabetic List

Account Code Emp Nbr Employee Name Job Code
199-11-6119.00-001-511000 000125 BLOUNT. BARBARA A 0499 - TEACHER
199-11-6119.00-001-511000 000355 DILLMAN, DAYLON SERIO 0499 - TEACHER
199-11-6119.00-001-511000 000413 FAUGHTENBERRY. DONNA C 0499 - TEACHER

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

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

o If there are accounts that have a 4 for July and August start employees, perform a mass
update of HR distributions. You can either mass update records by fund/year using the
Payroll > Utilities > Mass Change Payroll Account Codes > Mask Crosswalk page OR mass
update all records by using the Payroll > Utilities > Mass Update > Employee tab.
Employees who are paid out of federal funds may need their distributions reviewed and
changed for a different fund year, if necessary. For example, federal funds may still be
available for the previous year.

o 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.
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Date Run: Payroll Account Code Comparison Program: HRSE000
Cnty Dist: 15D Page: 1of 1
Freguency: &

11. Generate the Employee Payroll Listing report.
Generate the Employee Payroll Listing report

Payroll > Reports > Payroll Information Reports > HRS6150 - Employee Payroll Listing or a 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, all jobs are displayed
with one account per job with a total for all jobs displayed. The criteria for which account is
chosen to display for a job are as follows:

o The account with the highest percent.
o If there is more than one account with the highest percent for a job, the lowest account
is displayed.

Complete the applicable report parameters and generate the report. Print and/or save this
report and review it for accuracy. Review for employees with July contracts. Verify that all
current employees are listed.

Verify that distribution information has been updated for July contracts before the employees
start their pay in the new fiscal year.

HRS56150 - Employee Payroll Listing

Parameter Description Walue

Sart by Alpha (A), Pay Campus [C). Primary Campus (P} |2

Primary Job (P}, or blank for ALL

Pay Sratus Active [A), Inactive (1), or blank for ALL

Select Pay Campusies), or blank for ALL

ary Campus{es). or blank for ALL

[ J

| |

e )
Pay Type 1-4, or blank for ALL | |

( )8

( )

( J

Select Employee|s), or blank for ALL
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12. Correct necessary payroll errors.
Correct necessary payroll errors
Payroll > Utilities > Pre-Edit Payroll Data

If applicable, correct necessary payroll errors for employees with July contracts.

[ Exea « Year:C

Parameters
Pay Status:
() Active O nactive OBulh Primary Campus: (A ] Payoff Date :E
Pay Campus LAl *)  Frequency [D Manthly CYR
IP.w Type: [t Exclude Substitute vI Contract Begin Date L Salary Concepl: | All
Tob Code TAll w Contract End Date ~|  Eutract 1D |
Accrual Code [-’-:- ) Contract Maonths: [:] Employee Nbr: [:]E

v Date: [pg.26.2024 v]

O Under Pay Status, select Active.
U In the Pay Type field, select E Exclude Substitute.
O In the Pay Date field, select the appropriate pay date. (LEA's July pay date.)

O Click Execute. Review the report.

| oK ]«
Date Run: Pre Edit Error Listing
Cnty Dist: ISD Page: 1 of
Frequency: 6
Emp Nbr Employee Name Error Message
000046 AUSSEM, AMY J JOB CODE: 0412 - TRS YEAR SELECTED FOR EMP HAS CONTRACT MONTH LESS 11
Total Employes Emors: 1
000203 CAPO.BRYCEL JOB CODE: 0204 - LOCAL PAY STEP IS EQUAL TO SPACES
Total Employee Emrors: 1
000284 COX. CHRISTY K JOB CODE: 0300 - LOCAL PAY STEF IS EQUAL TO SPACES
Total Employee Emors: 1

O Click OK. Repeat the process until all of the necessary errors are corrected.

13. Address leave.
Address leave
Payroll > Utilities > Mass Update > Leave

If applicable, follow your LEA's local policy guidelines to determine when to update leave
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balances for employees with July contracts.

O In the current year payroll frequency, generate the Payroll > Reports > Leave Information
Reports > HRS7350 - Leave Status Report for active employees and exclude substitutes. Print
and/or save this report and review it for accuracy.

| ] | PO ] [ csv ] [ Clear Options ]
Leave Information Reports HRS7350 - Leave Status Report
HES 2600 :II'ID._Q\’V‘!\ Substituste Fe port #
HESI000 - Leave Transmettal Report
== = Parameter Description Value
HREST050 - YTD Leave Transmitial Report
HEST100 - Leave Sequence Audil Trail Report .

L s Audit Trail Repart by Alg (4). Pay Campus (C). - : " |ﬂ ]
e b Bggor Page Break by Employee? (Y/N) ] |
¥TD Leawe Sequence Audit Tral Report

gave Actvity Report Select Leave Type(s), or blank for ALL l H

Leave Status Report e ——
Pay Status Active (A), Inactive (1), or blank for ALL |J'|.
Pay Type 1-4, Exclude Subs (E). or blank for ALL |F_ ]
Select Pay Campus{es), or blank for ALL | ] H
Select Primary Camipusies), or blank for ALL | ] :
Select Extract ID(s). or blank for ALL | ] H
Select Employee(s), or blank for ALL | ] :

O Use the Payroll > Utilities > Mass Update > Leave tab to update employee master leave
record balances. This is a three-step process.

Leave type codes are LEA-specific.

la. This step clears the Leave Used and Leave Earned fields and rolls the ending balances to
the following year beginning balances:
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Year: (
Parameters
Pay Status
@ Active () Inactive () Both Primary Campus w| Poyolf Date [ i
Pay Campus: All *|  Frequency G Maonthly CYR
l'.u,- Type: E Exclude Substitule w I Contract Begin Date ]  Salary Concept: [AL
Joty Code Al L Conrac Dat ' Extract ID:
Accrual Code Al e Contract Months 1 Employes Hbr [—]:
Pay Grade:
Prior Yr Emg Date: | 00-00-0000
DEDUCTIONS LEAVE EMPLOYEE EXTRADUTY  JOB CODE SALARY CALCULATION
Methed Tvpe Descrintion Leave Earned  Leave Used  End Balance
o1 INVALID i ol
@ Zero Leawe Values foe Employecs . . N D
q LOCALPRS @ | 0
(0) Add Leave Cote to Employees 03 LOCALPR 2 ] ] 0
~ JURY DUTY ] ¥ 0
U;_\. Lete Leave Code : - -
o5 SCH BUS'WO D
() increment Leave Eared to Employees 06 NVALID 7 @ 0
o7 STATEPR 9 O
STATE PERS ] (1] 0
09 LOCALICURR (ml ml Im

[¢]

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Zero Leave Values for Employees.

Under Leave Earned and Leave Used, select all leave types to be set to zero for the
new school year. Be sure to process both options at the same time to prevent inaccurate
balances.

Do not select End Balance unless you want to set the balance to zero for that specific
leave type. If this field is not selected, the 2023-2024 ending balances are rolled to the
beginning balance fields for the 2024-2025 school year.

Click Execute.

Review and print the report.

[¢]

o

[¢]

[¢]

[¢]

[¢]

1b. You may have leave codes for which you want to zero the end-of-year balance. For example,
Jury Duty, School Business, etc.
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Year: C
Parameters
Pay Status:
® Actve () Inactive (O) Both Primary Campus v) PuoliDme: [ s
Pay Carmpus. *|  Frequency & Mgnthiy CYR
Ii'.r,- Type: E Exclude Substsuts v_I Contract Begin Date: | v]  Salary Concept: [AlLl -
Job Code All Contract End Date “1|  Extract ID:
Accrual Code Al Contract Months [ ] Employee Mbr [::
Pay Grade: [ |
Prior Yr Emp Date: [ 00-00-0000
DEDUCTIONS LEAVE EMPLOYEE EXTRA DUTY 0B CODE SALARY CALCULATION
Method Tvpe Descrintion Leave Earned  Leave Used  End Balance
o1 INVALID
02 LOCAL PR 9 =) (5] &
03 LOCALPRS
04 JURY DUTY
] SCH BUSIWO
o7 STATE PR 9
-] STATE PERS @
09 LOCALICURR [#] | ]

[¢]

[¢]

[¢]

[¢]

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.
Under Method, select Zero Leave Values for Employees.

Select Leave Earned, Leave Used, and End Balance for all leave types you want to

zero out completely and not carry forward ending balances.

o

[¢]

[¢]

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

Year. C
Parameters
Pay Status:

Pay Campurs. Adl w | F oty CYF

TeqUEncy & Monthty CYR l
Contract Begin Date v| Salary Concept: | All bl
Contract End Date v|  Extract ID ol
Contract Months: :] Employes Nbr: :]E

DEDUCTIONS  LEAVE EMPLOYEE EXTRADUTY OB CODE SALARY CALCULATION

Method Agdd Leave Code
I'-'l'-'- Code] 0f - STATE PERSON w I
() Zero Leave Values for Employees Begin Balance 000] Leave Eained | ood|
@ Add Leave Code to Employess Leave Used 000 Ending Balance: 000 | Undate Ending Eal

o Under Pay Status, select Active.

o In the Pay Type field, select E Exclude Substitute.

o Under Method, select Add Leave Code to Employees.

o In the New Code field, select the leave code.

o Do not add balances.

o Click Execute.

o Review and print the report. The report only displays the employees who will have the
leave code added.

o Repeat this step for each leave type to be added before it is incremented in step 3.

3. This step increments leave earned to employees:

Year: C Frequency: &
Paramatert
Pary Status
@ Active () insctive () Both Frimary Carngus: All w| Payolf Date s
Pay Campus bl Friquaidy & Momhly CYR w
ID.\, Type E Exclude Substitute w I Contract Bogn Date. ¥ |  Salsry Concept: | AlL w
Job Code: - Contract End Date: v Extract 1D -
Accnual Code: Al hd Contract Months. | Employee Nbe H
Pay Grade
Pricxe ¥r Emp Date: | 00
DEDUCTIONS  LEAVE  EMPLOYEE  EXTRADUTY  JOBCODE  SALARY CALCULATION
Mathad Tyoe Descriction Leave Earned IPcrerrert
o INVALID |
Q ¥ e ;
LOCALPRYO 1] 5,000
™y c
1) A Code ta L 03 LOCALPRS 5,000
() Delets 1 JURY DUTY 0O
I ) inecresmeont Loswe Earned \o Emplovoat I o5 SCH BUSWO D
06 MVALID O
07 STATEPR O 000
STATE PERS ] 000
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Note: If you have a maximum balance designated on the leave type table, this step will not
allow the leave balance to exceed the maximum number set on the leave type table.

o

Under Pay Status, select Active.

In the Pay Type field, select E Exclude Substitute.

Under Method, select Increment Leave Earned to Employees.

Select Leave Earned for the applicable leave types (as defined in your local policy).
In the Increment field, enter the number of days to increment.

Click Execute.

Review and print the report. The report includes a list of those employees who have
reached a maximum of any leave type.

If the report is accurate, click Continue.

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

o

[¢]

[¢]

[¢]

[¢]

o

[¢]

* Process l [ Cancel ]
Date Rurn: Increment Leave Eamed for Employees
Cnty Dist: ISD Page:1 of 7
Frequency: 6
Criginal Mew Original Mew

Emp Nbr Employee Name Leave Type Eamed Earned End Bal End Bal
000046  AUSSEM. AMY J 08 - STATE PERS 0.000 5.000 63.000 73.000
000036 BENTOM. ANTONIO L 07 -STATEPR & 0.000 5.000 5.000 10.000
0000%6  BENTOM. ANTONIO L 08 - STATE PERS 0.000 5.000 83.000 88.000
000125  BLOUNT. BARBARA A 07 -STATEPR & 0.000 5.000 6.000 11.000
o Click OK.

For new employees, leave balances must be individually updated from their service record
information on the Payroll > Maintenance > Staff Job/Pay Data > Leave Balance tab.

O Use the Payroll > Reports > Leave Information Reports > HRS7350 - Leave Status Report to
verify the accuracy of the leave information. Print and/or save this report and review it for
accuracy.
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Leave Information Reports HRS7350 - Leave Status Report
HES2E00 - Employes Substitute Report .
HESID0D - Leave Transrmettal Beport

p .
HRS7050 - YT Legve Transmitial Report araatis Dascription Value

HES7100 - Leave Seguence Audit Trail Report )

HRS? 150 - Detail Laave Sequence Audit Trasdl Repart Sort by Alg (A), Pay Campus (C), ary Campus (F) |'”' ]
slieatm e o lenn o Page Break by Emplovee? (Y/N) [ ]

HEST250 - YTD Leawve Sequence Audit Trail Report

Leave Actnaky Rgport Select Leave Type(s). or blank for ALL | :
HRS7350 - Legve Status Report e —
Fay Status Active (A), Inactive (1), or blank for ALL |,|1

Pay Type 1-4, Exclude Subs (E). or blank for ALL |E

Sglect Pay Campus{es), or blank for ALL

Select Primary Campusies), or blank for ALL

{
|
Select Extract ID(s), or blank for ALL |
|

Select Employee(s), or blank for ALL

If 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.

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

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) for employees with July contracts.

Be sure to include all funds with payroll expenses. Also, add new fund codes if necessary.
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15. Generate the Contract Balance Variance Report.
Generate the Contract Balance Variance Report
Payroll > Reports > Payroll Information Reports > HRS6050 - Contract Balance Variance Report

Complete the applicable report parameters and generate the report. Print and/or save this
report. This report should have been reviewed during the Finance EOQY Process but be sure to
verify the information is accurate at this time.

IMPORTANT: Verify the accuracy of payroll over the course of the school year.
Based on your LEA's pay frequency, investigate the maximum acceptable
differences and correct them if needed.

Use the following variance thresholds accordingly:

Pay Frequency # of Pymts Maximum Acceptable Difference
Monthly 12 11
Semi-monthly |24 .23
Bi-weekly 26 .25
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I Preview ‘ [ PDF ] [ Ccsv I [ Clear Options ]
Payroll Information Reports HRSE050 - Contract Balance Variance Report
HRS1250 - Employes Data Listing
HRS1650 - Employee Salary Information i
HRS8000 - Account Code Comparison Park b ! Vit
HE - Contrac noe Variance Report i
= - Emploves Pavrol Listing Sort by Alpha (A), Pay Campus (C), Primary Campus (P) [A ]
HES6400 - Salary Verification Report Maximum Acceptable Difference (11 |
HRS6450 - Health Insyrance Coverage
HRSE650 - CYR/MNYR Salary Comparison Pay Status Active (A). Inactive (1), or blank for ALL [rn ]
Pay Type 1-4, or blank for ALL [ J
Select Pay Campus(es), or blank for ALL [ ] &
Select Primary Campus(es), or blank for ALL [ J E
Select Employea(s), or blank for ALL | ] &
Date Run: [+ Balance Vari Report Program: HRSE050
Cnty Dist: ISD Page: 1 of 1
\Variance Threshold: 0.1 | Frequency: &
Emp Nbr Employee Name Job Cd Pay Rate Remain Pymits Computed Bal Actual Bal Variance
000046 AUSSEM, AMY J 0412 246525 12 2958300 29.000.00 -583.00
Campus Variance: -583.00 Campus Jobs with Variance: 1 Campus Avg. Variance: 583.00
Total All Variance: -583.00 Total Jobs with Variance: 1 Avg. Variance All: 583.00
End of Report

16. Generate the Employee Verification report.
Generate the Employee Verification report

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

Complete the applicable report parameters and generate the report. Print and/or save this
report and review it for accuracy. Review for employees with July contracts.

[ e PGt v Payol B

[Personnel Reports HRS51100 - Employee Verification Report
HRS51100 - Emploves Verification Repart
HRS1350 - Employes Data LEting
HES1650 - Employves Salary Information

Parameter Description Vialue

Sort by Alpha (A). Pay Campus (C). Primary Campus (P)

|

Select Restriction Local (L). Public (F). of Mo restrictions (M)

Primary Job (). or blank for ALL

—

Pay Status Active (A). Inactive (1), or blank for ALL

Pay Type 1-4, Exclude Subs (E). or blank for ALL

Select Pay Campusies). or blank for ALL
Select Primary Camput(es), or blank for ALL

Select Extract 1D{s), or blank for ALL

Il

Select Employee(s). or blank for ALL
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Verify 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.

Date Run: Employee Verification Report Program: HRS1100
Chnty Dist: ISD Page: 1 of 25
Frequency: 6
EmpNbr  Employee Name EmpDate  Emp Status Pay Status Job Code
Sex Address Term Date  Term Reason Cred YrSvc  Pay Campus Primary Campus
City State Zip Pro¥rs Exp  MNon-Pro Yrs Exp ExtLv Bag Payoff Date %Day Empl StStep GRDLVL [Sched
Birth Date  Telephone In Dist In Dist Ext Lv End TRSBegDate  Annual Sal Pay Type Pay Rate
000046  AUSSEM. AMY J 08-03-2022 2 - Active auxllary per 1 - Active 0412 - RECEPTIONIST
F 21994 FIFTH AVENUE o 001 - 001 Ascender High 001 - 001 Ascender High School
Alama City TX 28094 18 08-25-2025 100% 005 | 18 |
06-01-1959 m 08-01-2003 29.583.00 2 246525
000096 BENTON, ANTONIO L 08-01-1989 1 - Active professional 1 - Actve 0499 - TEACHER
F 7035 FIFTH AVENUE | 102 - 102 Ascender Elem 03-06 102 - 102 Ascender Elem 03-06
Alama City TX 28094 34 08-25-2025 100% 20 001 / 30|
01-30-1967 (555)461-0986 M 08-01-1989 72.000.00 6.000.00
000125 BLOUNT, BARBARA A 08-01-1984 1 - Active professional 1- Active 04595 - TEACHER
M FIFTH AVENUE O 041 - 041 Ascender Middle 041 - 041 Ascender Middla Schoal
Alamo City TX 28094 29 08-25-2025 100% 20 197 | 29 |
10-05-1970 (555)513-7537 29 08-01-19%94 83.633.00 1 6.969.42

17. (If necessary) Mass update employee experience.

(If necessary) Mass update employee experience

Personnel > Utilities > Mass Update > Employee

If necessary, increment the years of total professional and non-professional experience, and the
years of district professional and non-professional experience for employees with July contracts.

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. This information collected during the PEIMS Core Collection: Class Roster.

A

Total (Prof) Experience:

o This process must be completed prior to the PEIMS fall submission.
o The Prof Experience Yrs and Non-Prof Experience Yrs should be
incremented in separate instances.
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Prior ¥r Emip Date: | 00-00-0000

Contract Manths:

CJ

Update Experience

EMPLOYEE RESPONSIBILITY
Reset
D Extract ID W
[:] Unemployment Eligibility | w
(ICESA Report)
D Take Retiree Surcharge Y w
D WY Take Ret Surchg Y w

01-19-2024

01-19-2024

Total {Prof) Experience
If Employment Date <
District {Prof) Experience

If Employment Date <

Paramaters
Pay Status: ® active (J)inactive () Both
P = ) Primary Campus: Al v] Payolf Date: [:]E
¢ Type 1 Contracted employee v
J:: E:“th (AL — ~] ro e (au ] Frequency [& Menthly CYR ]
Accrual Code: Al ¥ Contract Begin Date: | v) Salary Concept: [All v
Contract End Date: | v] Extract ID: l v]

T

Modity
From To

Total (Non-Prof) Experience:

Parameters

Pay Status

@ Active O[nnccuc O Both

Primary Campus:  [AlL

Pay Type | 2 Mon-contracted emp

- ] Payoff Date

v] Pay Campus: [ All

Jok Code: |AL

U

Frequency:

[E Monthly CYR

Accrunl Code: Al

Contract Begin Date: [

) Salary Concept (au

Prior ¥r Emp Date:| 00-00-0000

Pay Grade

EMPLOYEE RESPONSIBILITY
Reset
[:| Extract ID v
[ unemployment Eligibility |y v
[ICESA Report]
([ Take Retiree Surcharge v
(O ¥ Take Ret Surchg v

Cantract End Date: [

¥] Earactin (

Cantract Months:

CJ

Update Experience
D Total [Prof) Experience

if Employment Date =
D District (Prof) Experience

I

f Employment Date <

Qemormentee (3]
G Retiree Employment Type :]

([ Creditable Year of Service [§ v

District (Man-Prof) Experience

01-19-2024
01-19-2024 )
E—

tf Employment Date <
Total (Mon-Prof) Experience

if Employment Data <

Employee Mo

Maodify
From To

U . E—

D

Use the Personnel > Reports > Personnel Reports > HRS1100 - Employee Verification Report to
verify the accuracy of the years of experience.

Prior Teaching Experience:

Use the Job Code field to select specific job codes where the prior teaching experience should

be updated.

The employees who match the selected parameters and the selected job codes will have their
prior teaching experience updated. If an employee has multiple jobs included in the job code
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selection, their employment record is only updated once.

Parameters

Pay Status

® active () Inactive () Bath

Primary Campus: [ml

C

v]  Payett Date

Prior ¥r Emp Date: | 00-00-0000

EMPLOYEE  RESPONSIBILITY
Reset
D Extract 1D —v'
[] Unemployment Eligibility | |
(ICESA Repart)
D Take Retiree Surcharge Y w |
D N Take Ret Surchg ] |

D Employment Type w
D Retiree Employment Type ]

[ Creditable Year of Service v

Contract Monthz

(.

Update Experience

Increment w

[ Tetat (Prof) Experience
tenomenone< ([T
[ District (Prof) Experience

[ District (Non-Prof) Experience

If Employment Date <

If Employment Date <
[ Tetat iMen-Praf) Experience

i

If Employment Date <

Priar Teaching Expericnoe
If Employment Date <

01-19-2024

Joby Codes:

J

T —"

Meodify
From Ter

Pay Type (1 Contracted employee M Eas (i %) | ]
oy Campas: A Frequency: & Manthly CYR il
Job Code: Al
G c- |' - v| Contract Begin Date: [ v] Salary Concept: [.\'.\ll v]
Accrual Code: (Al v
Contract End Date: [ "’I Extract ID; | v]

18. Generate the Employee Salary Information report.

Generate the Employee Salary Information report

Payroll > Reports > Payroll Information Reports > HRS1650 - Employee Salary Information

Complete the applicable report parameters and generate the report. Print and/or save this
report and review it for accuracy. Review for employees with July contracts.

HAS1250 - Emeloves Data Listiog
HAS1650 - Emplovee Salary information
HAESEOD0 - Accownd Cocle Companinon
HASE0NSD - Contract Balance Varianos Report
HASE1S0 - Emploves Pavroll Listing
HASE400 - Salary Merfication Hegort
HAS6450 - Health nsurance Coner oo
MASEEED - CYRMNYR Salary Comparisan

Sort by Alpha (A), Pay Campus (C). Primary Campus (P)
Include Reports [Select From List)

Include S5N on Report? (YiN)

Include Mumber of Days Employed / in Contract on Report? [Y/HN)
Print Signature Staterment - New (1), Original (2). or None(3)

Enter Mew Signature Statement

Pay Status Active |A), Inactive (1], or blank for ALL
Pay Type 1-4, Exclude Sulbs [E), of blank for ALL
Select Pay Campusies), or blank for ALL

Select Primary Compusies). or Blank for ALL
Select Extract I0{5). or blank for ALL

Select Employee(s), or blank for ALL

E-rmuail Subject

E-mail Meisage

Yaar: C Freqy
Value
YNYYYMNY E‘
Include Reports X

Salary

HTRA Duty
Deduction
Leave

D Spealty Area

Bank
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Print the report for employee verification. If needed, print an Addendum from the Payroll >

Utilities > Payroll Simulation page.

e 4
Date Run: Employee Salary Information Program: HRS1650
Crity Dist: 15D Page: 1 of 1
Mama:  ANTOMIO L BENTON EmpNbr: 000038 ¥rs Experience District Frequency: ]
|Address: 7035 Fifth Avenue SSN: ¥rs Experience Totak Pay Campus: 102
Alamo City, TX 28054 DOB: 01-30-1967 ¥rs Prof Exper District: 35 Primary Campus: 102
Phone:  (555) 461-0386 Degrea: 1 ¥rs Prof Exper Total: 35 W4 Filing Status: M
|Original Emp Date: 08-01-1983 Latest Re-Emp Date: Creditable Year of Service: [0  Nbr Exempts: 0
Estimated Annual Salary: $0.00 Retirerment Date: Extract ID: CTR
W4 Multi-Job: N W4 Mbr Children Under 17: 0 W4 Nbr Other Depandents: 0 Work Email:
W4 Other Income:  $.00 W4 Other Deductions: £00 W4 Other Exemptions: 500
Emengaency Contact Information
MName: M Relationship:  HUSBAND Phone: (555) 234-3429 Ext-
Mobes:
Job Information
Jobe TEACHER Payoff Date: (8-25-2025
Primary: Y Assigned:  100.00% Begin Datwe: (5-14-2024 # Monthes in Contract: 10 TRS Status: 1 - Eligible
Grade: 001 End Date: (06-06-2025 # Days in Contract: 187 TRS Position: (2 - Teacher. libranian
Step: k] Conltract Amount: £72.000.00 # of Annual Prnts: 12 Retires Excptn: -
Sched: Contract Balance: £72.000.00 Remaining Pymts: 12 FICA Eligiblity: M - Subject to medicare
Vacarnt: N Local Contract Days: 187 Hourly Rate: 20,00 WC Code: A
# of Days Empid: 187 Wiy Hrs Sched: 32 wholly Sep Amt: £0.00
Salary Calculation
Annual Salary: $72 000.00 State Min Salary: 554 540,00 State Step: 20
Pay Rate: $6,000.00 OT Elig: M ¥rs in Career Ladder: 1
Dially Rate: $385.03 OT Rate: 50000
Deaduction Inf th
Het Empl Remain Cafe Met Empl FRemain Cafe
Deduction Code Amount  Contrib  Pymts 125 Deduction Code Amount  Contrib  Pymts 125
001 - ADDITIONAL WITHHOLDING TAX $200.00 £0.00 99 N 109-DIST PD UFE INSURANCE 50.00 835 95 N
113-MDLNVE 50,00 $10.25 93 Y 220- HARTFORD CHILDREM LIFEW/ 51.70 50,00 99 N
221 - HARTFORD EMPLOYEE ‘Wi ADAD £54.00 £0.00 99 N 225- MEDICAL TRAMNSPORTATION £14.00 50.00 99 N
228 - U.S.OMNI $450.00 $0.00 8 N
Leave Information
Type Descripion BegBal Eamed Usad End Bal Type Description Beg Bal Eamed Used End Bal
04 JURY DUTY 0 0 0 1] 05 SCHBUSAMO 0 ] 0 0
07 STATEPRS 5.000 5,000 0 10000 08 STATE PERS 23.000 5000 0 28000
09 LOCALICURR 0 0 0 ] 10 DOMATIONS ] ] 0 0
11 COMP TIME 0 i 0 1
Bank Information
Biank Bank Acct Mbr Bank Accl Type Bank Acct Amt
001 - INDEPENDENT BANK e———g227 2 - Chedang acoount 5000
The above salary information & rue and comect a5 shown. | undersiand thal this shesd will be aitached fo the contract | signed eadier in the year and shall supercede
any salany amounts préviously quoted.
| Emoloves Sionature Date

19. Calculate a sample payroll.

Calculate a sample payroll

Payroll > Payroll Processing > Run Payroll

Calculate a sample payroll to identify any errors that need to be corrected prior to processing
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the first payroll. Review for employees with July contracts.

Frequency: &  Pay Date: 2024 SehoolYesr: 2025 Bagin Date: 2024 Enmd Date: L2024
TRS Month: 09 TWC Qtr: 3 Print Alt Addr: N AdjCyclez 000
Segring Cock P
Payment Mathod: ‘Wage / Eaming Statement Ling 1: [ ]
Beginning Reference Nbr: Wage / Earning Statement Line 2= | ]
Prink Vioided Checks: O Wage / Earning Statement Line 3: | ]
Print Bank Checks: O Wage / Earning Print Bank Acct Nbe: [
Sart Checks by Alpha or Campus: Deduction Register Print Emp SSN:
Increment Leave Deductions
Lv Type Description Incremant Incr Ami; Deduct Cd  Abbrev Description Deduct W2 Health Care
01 INVALID | Do1 WH  ADDITIONAL WITHHOLDING TAX O
b LOCAL PR 91 0 002 M1 WAGE GARNISHMENTS 8
003 M1 KAUFMAN CO DISTRICT ATTORNEY 7
(1] LOCAL PR 25 0.000
O 004 €U CREDIT UNION OF TEXAS O
04 JURYDUTY ] 005 UD  TXFEDERATION OF TEACHERS O
05 SCHBUS/WORK ] 006 TC  AETNALONG TERM CARE O
06 NVALID O 007 UD  ATPE DUES O
008 M2  ALTERMATIVE CERTIFICATION 7
o swreess O e o -
009 AN AVIVA LIFE INSURANCE O
te sIATERERRON g 010 L MUTUAL OF OMAHA LIFE INSURANCE O
0% LOCAL/CURREM O 011 L AMERICAN FIDELITY LIFE INSURANCE O
10 DONMATIONS O 012 AM  LSW LIFE INSURANCE CO O
11 COMP TIME hes only O e Lol BRI 0
, - 014 L TERAS LIFE INSURANCE O
12 AIEIP-.I-r.«JlIF,I TATION D
APROV 015 M3 TRS SERVICE PURCHASE O
13 DOMATED DAY M 016 ML HUNT CODISTRICT COURT O

1

Cancel

)

the School Year (September Start LEAs) document and complete the necessary steps for

o After completing the above steps for July-start employees, proceed to the First Payroll of
employees with August contracts.
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