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ASCENDER - First Payroll of the School Year
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Revised:

CAUTION: Before addressing the steps in this guide:

0 e If applicable or if your LEA uses monthly accruals, ensure that the End-of-Year
(EQY) Accruals for June Year-End LEAS process is complete.
e Ensure that the Finance EOY 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 for July start LEAs. All steps in this guide are based on the First Payroll of

the School Year (September Start LEAs) guide. This version has been specifically formatted for July
Start LEAs.

Note: Certain steps in this guide must be reviewed again as each group of employees begins
their new pay cycle (e.qg., July, August, and September contract start dates).

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

e 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

&5 purposes only and may not completely represent your LEA’s process.
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Before You Begin

Terms:

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 the applicable Payroll verification items. This should be completed before
each group of employees start their new pay for the new year.

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

a

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

a

Verify that Distribution codes are accurate and reflect the correct fiscal year.

a

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.

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 Number of Remaining Payments.

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

Oo0dddooo

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.

4

Reference the FICA/Medicare - Quick Reference to verify FICA eligibility for all employees coded Y
specifically substitutes who were hired as full-time employees (e.qg., teacher). (only subs, seasonal,
not students)

a

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

Verify that Payoff Dates for active employees reflect June, July, or August.

Verify new Deductions. Deductions can either be manually entered or imported.

Verify next year payroll to budget.

Ogdd

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.

Verify salaries and State Minimum salary by either running a user-created report or the Payroll >
Reports > Payroll Information Reports > HRS6400 - Salary Verification Report with Pay Type 1
selected.

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

* TRS Member Positions

* Contract Begin and End Dates (First day when sub begins work for the school year through last
day of school)

* FICA Eligibility
* No TRS
O|Retirees - Run a user-created report to verify the following information:

* Retiree Employment Type Code

* TRS member positions

* Contract Begin and End Dates (First day when retiree begins work for the school year through
last day of school)

* FICA Eligibility

* No TRS

Use the August TRS Reporting Process guide to address TRS reporting for August.

If applicable and not addressed in the August TRS Reporting Process, address August adjustment
days.

Ensure that auxiliary role IDs are set up for applicable employees. This task is included in the TSDS
PEIMS Fall Submission Data for Business guide. It is important to verify that this field and
additional business data for Fall PEIMS for applicable staff are reported accurately. All business-
related data that is reported for Fall PEIMS is listed in the linked guide.

EOY Flowchart for July Start LEAs

First Payroll of the School Year (July Start LEAs)

6 Reminder: The steps in this guide need to be addressed again in August for all

employees with August contracts.

1. Verify finance options.
Verify finance options

Finance > Tables > District Finance Options
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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 J

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

2. Verify payroll frequency.
Verify 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:

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

Year: Frequency: | 6 - Monthly CYR v Apply ] [ Cancel

Current Year

Next Year

3. Prepare NYR payroll for move to CYR.
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Prepare NYR payroll for move to CYR

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Reports > User Created Reports
Generate a User Created Report (or another preferred payroll report) to:

o Verify that all employee data is correct prior to moving the next year payroll to the
current year.

o ldentify all employees with 11, 12, and/or 13 in the # of Months in Contract field on the
Payroll > Maintenance > Staff Job/Pay Data > Job Info tab as these are the employees
that will be moved. Before July payroll, the first group should be 12-month employees with
July contracts, before August payroll, the second group should be 11-month employees
with August contracts, and then before September payroll, it should be 10-month
employees with September contracts.

Note: If changes are required, you can continue to update data when it is moved to the
Current Year frequency.

o Verify payoff dates in the next year payroll frequency. You may use the above criteria to
copy employee data from next year to current year.

o Verify that Distribution information has been updated for those employees being moved.
It is important that only the specified groups are moved to the Current Year frequency at
the appropriate times (July contracts before July payroll, August contracts before August
payroll, and September contracts before the September payroll), as each group starts
their pay in the new fiscal year.

Payroll > Reports > Payroll Information Reports > HRS6150 - Employee Payroll Listing

Generate the HRS6150 report to verify the pay status of applicable employees. Employees
being moved must have an Active pay status. Ensure that any employees who should not be
moved at this time are set to Inactive. For example, when moving the July contracts, you want
the 11- and 10-month employees to be set to Inactive at that time. As you move each group,
ensure all employees who do not need to be moved to the Current Year frequency are set to
Inactive. The status is updated in the Payroll > Maintenance > Staff Job/Pay Data > Pay Info tab.

Print and/or save this report.

Payroll > Maintenance > Staff Job/Pay Data > Pay Info

Use the Pay Info tab to inactivate an employee. 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).
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Employee ["J'L!CCI‘_"{.- : BENTON, ANTOMIO L

Pay Status. 2 Inactive VJ

Pay Campus: [102 102 Ascender Elem 03-06 v |

Pay Dept D

PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE

Tax Exempt: D

Unemployment El.ll_r

FICA Eligibility: (s

Subject to medicare

HAFA Bdssbnl S nbs

o Retrieve the employee.
o In the Pay Status field, select 2 Inactive.
o Click Save.

4. Copy NYR tables to CYR.

Copy NYR tables to CYR

Do not copy all tables at this time. Review only for employees with July contracts who receive
their first paycheck in July. Only copy tables that are applicable to the group of employees
currently being moved. For example, when updating Current Year payroll information for the
July employees, only move specific table information for July contracts. This process will be
repeated in August for employees with August contracts and then in September for employees

with September contracts.
Log on to the next year payroll frequency.

Payroll > Next Year > Copy NYR Tables to CYR

Copy the necessary school calendar information from Next Year to Current Year. The school
calendars should be moved at the same time as a specific group of employees are moved from
Next Year to Current Year. For example, if you are moving July contract employees to the
current year payroll, only move workday/school calendars for July contract employees to current

year payroll, etc.

____ CAUTION: Take caution when moving tables from the Next Year frequency to the
Current Year. Keep in mind that selecting the main checkbox indicates that you
want all tables selected for the move; however, you can select the ellipsis for each
table and select more specific options.
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Vaar: M Froguency: F
COPY NEXT YEAR TABLES

Aiccrual Calendar [ 0 ¢ [ e J [ sstecan ranes |
Extra Duty Pay [10. 14, 23, By D2 1 0

Hienrly [ Dailly Salary [ ] O ¢

Job Code [0y i By

Local brrwsl Salary | ] 0

Midpoint Satary [ g

School Calerdar fui | & ¢

Sate Minimum Salary [ |

Subistitute Salary | ] 0 ¢

Workers® Compensation Rates 10 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 J again to unselect a table.

O Click ¥ for the School Calendar, Extra Duty Pay, and Job Code fields to open a pop-up
window containing the corresponding tables. Select the applicable tables and click OK to
populate the selected tables in the applicable fields.

Note: If you receive a database access error referencing your Summer School Calendar,
click OK. This error is generated when a Summer School Calendar exists in the current year
payroll frequency but does not exist in the next year payroll frequency. Select the tables
you previously selected again, but in this instance, select the individual School Calendars to
be copied.

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

*[ Process ] I Cancel

I «»
Date Run: Copy Next Year Tables o Current Year
Cnity Dist: IsD Page: 1.of 1
Table: bhr_cal_sch
Frequency  Calendar Code Description
3 m 167 DAYS
] 0z 197 DAYS
13 03 182 DAYS
End of Repor
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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)

P o

Review the process report to verify that all applicable calendars, extra duty pay, and job codes
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.

5. Copy active staff to the CYR.

Copy active staff to the CYR

Complete this step only for employees with July contracts who receive their first paycheck in
July. Use the list of employees from the User Created report run on Step 3. This process will be
repeated in August for employees with August contracts who receive their first paycheck in
August, and then in September for employees with September contracts who receive their first
paycheck in September.

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.

CAUTION: Use caution when moving employees from the Next Year frequency to
Current Year. Be sure to use the applicable and specific parameters to only move
employees that need to be moved at the time. Otherwise, Current Year data may
be unintentionally overwritten for employees.
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| R ] S
Parameters
Pay Status:
(@) Active () inactive () Both Primary Campus: [.MI ..,: Payall Date: D6-25-2026 |3
Pay Campus: [t ¥ | Froguency: | F Manthly NYR |
Pay Type: D v Contract Begin Date: | v| Salary Concept | ALl |
Jok Code: [au v Contract End Date: | w|  ExtractiD: f |
Accrual Code: l-ﬂ.l Contract Months: [:] Ernpl H i
Pay Grade: :] S
Priae Yr Eimg Da:e:
Opticns
Dh'clur!-- Employees with Termenatson Date
DCarrv owver emiployee deductions Preview changes
l:lrl.= H'DKL‘L: Employes gedutions
U 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).

U Select Preview Changes.

[ Click Execute. Review the list and click Process.

6. 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).

Year: [Current Year v]  Frequency:(6 - Monthly CYR v* Aoy | [ concel

Current Year

Mext Year

o Click Change.

o Select Current Year.

o Select a pay frequency.
o Click Apply.
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) The following steps should be performed in the current year frequency unless
otherwise noted.

7. Update District HR options.
Update District HR options
Payroll > Tables > District HR Options
Update only the the Payroll Clearing Fund/Year field.

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

> Reminder: The First Pay Date of the School Year field should be a September
0 pay date, even for July start LEAs. Do not change this date at this time, it will be
updated in a later step.

MR CFTIONS

Attty Comgnte Wi 2 Privst Oipltics

e} Durfat Ovartima Oibject Code

St Dremao dlpha Faelds to Uppercane |

TEA Heatth ki Cortrbeitesn First Py Dt of Sachusl Yiedd TS Extract Oiptaons

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

8. 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.
Update this table as needed.

Exception: If using the TRS Child Nutrition worksheet for TRS reporting, the child nutrition
funds (240 and 242) should NOT have a fund to grant code assigned.

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.
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LOCAL ANNUAL  HOURLY/DAILY EXTRADUTY  FUNDTO GRANT  STATE MINIMUM  SUBSTITUTE  MIDPOINT

i
L=

i
L

183  UIL DISTRICT CHAIR

198  ACADEMY/SUMMER CAMP

199 GENERAL FUND

211 ESEATITLE | PART A&D

224 IDEA PART B FORMULA

225 IDEA B PRESCHOOL

226 IDEA PART B DISCRETIONARY
240 FOOD SERVICE

244 CAREER & TECH BASIC GRANT
255 ESEATITLE Il PART A

262 TITLE Il PART A

4 1w|/3 P Last

Luleveelllf

9. Generate the Account Code Comparison report.
Generate the Account Code Comparison report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

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. Verify for the applicable group of employees currently being
moved from NY payroll to CY.

IMPORTANT: If a distribution (fund) for an employee was continued during the
Finance EQY Process (keeping the same fiscal year - ex. 211/4 in 23-24 is 211/4 in

& 24-25), be sure that the distribution listed has the correct fiscal year. It is
important to review/verify distribution information for all employees (especially the
fiscal year) for July payroll.
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===

Payroll Infarmation Reports HRS6000 - Account Code Comparison

FParameter Description Value

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

£

Include Reports (Select From List)

From Date (MMDDYYYY)

To Date (MMDOYYYY)

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

Pay Type 1-4, or blank for ALL

Select Pay Campus(es), or blank for ALL

Select Primary Campusjes), or blank for ALL

____.,_.,_._,,_.,_.
3 3
L L

Select Employee(s), or blank for ALL

-

e | 4 »

Date Run: Payroll Account Code Comparison Program: HRS6000
Cnty 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
281-11-6119.00-999-699000 000006  ACHIMON, AARDN JAY 0778 - WWE REG ED TEACHER
281-11-6119.00-999-693000 001267 PARSONS, MAUREEN GENE 0001 - TEACHER
281-11-6119.00-999-693000 001728 WALTHALL, TERRY SHERYL 0316 - MTSS/504 FACILITATOR

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 5 for July and August start employees, perform a mass
update of Payroll 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 in the Current Year by using the Fiscal Year field on 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.

= If your LEA accrues monthly, many employees might be paid from accrued funds for
July and August. The Mass Update utility assists with updating the Distribution tab
for all employees who are not paid from accruals.

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
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report should be generated.

Date Run: Payroll Account Code Comparison Program: HRS6000
Cnity Dist: 1SD Page: 1 of 1
Freguency: &

10. Generate the Employee Payroll Listing report.
Generate the Employee Payroll Listing report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

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 is updated for each applicable group of employees who are
starting their pay in the new fiscal year when being moved from NY payroll to CY.
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[ Preview J [ PDF J [ csv J [ Clear Options ]

Payroll Information Reports HRSE150 - Employee Payroll Listing
HRS51250 - Employes Data Listing P
HRS1650 - Emplayee Salary Information inti
HRSH000 - Account Code Comparison Por rO Value
HRSE050 - Contract Balance Varance Repaort -

Sort by Alpha Campus (C], Primary Campus

HRS6150 - Employee Payroll Listing by (A}, Pay () (P [A
HRS6400 - Salary Verification Report Primary Job (P), or blank for ALL (
HRS6450 - Health Insurance Coverage
HRS6650 - CYR/NYR Salary Comparison Pay Status Active (A), Inactive (), or blank for ALL [A

Pay Type 1-4, or blank for ALL

Select Primary Campusies), or blank for ALL

U U

[
Select Pay Campus(es). or blank for ALL [
(
|

Select Employee(s), or blank for ALL

11. Correct necessary payroll errors.
Correct necessary payroll errors

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

Payroll > Utilities > Pre-Edit Payroll Data

Correct the applicable payroll errors for the next upcoming pay date.

Reset | Execute |« Year: C
Parameters
Pay Status:
'.'___._'.,'AE!i\'E' D Inactive O Both Primary Campus: [ALI v] Fayoff Date: :]'
Pay Campus: | AL v) Frequency: & Manthly CYR |
I Pay Type: lE Extlude Substitute vl I Contract Begin Date: [ v_] Salary Concept: | All VI
lob Code: | Al | Contract End Date: | v | Extract ID: |
Acerunl Code: Al ¥]  comractMonths [ Employeebe: [ 3
Prior Yr Emp Date: | 00-00-0000
Jpay Date: [09-25-2025 ] |

O Under Pay Status, select Active.
O In the Pay Type field, select E Exclude Substitute.
O In the Pay Date field, select the appropriate pay date. (LEA’s next upcoming pay date)

O Click Execute. Review the report.
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oK «

B A ’
Date Run: Pre Edit Error Listing
Cniy Dist 15D Page: 1 of 4
Frequency: &
Emp Mbr Employes NMame Error Message
000321 JOB CODE: 01F - LOCAL PAY STEF |15 EQUAL TO SFACES

Total Employes Errors:

000365 JOB CODE: 424 - CONTRACT BALAMCE EQUALS ZERD
JOB CODE: 424 - NUMBER OF REMAINING PAYMENTS IS ZERD FOR CONTRACT PAYMENT
JOB CODE: 428 - TRS YEAR SELECTED FOR EMP HAS CONTRACT MONTH LESS 1
Total Employes Errors:
000334 JOB CODE: 41A - LOCAL PAY STEP I5 EQUAL TD SPACES
Total Employee Ermors:
000339 JOB CODE: 456 - REG HRS WORKED EQUALS ZERD
JOB CODE: 456 - REG HRS WORKED EQUALS ZERD
Total Employes Errors:

O Click OK. Keep in mind that the errors displayed on this report are not exactly the same as
the errors received during the Run Payroll process. Be sure to review and correct errors as
needed and repeat the process until all necessary errors are corrected. There is a possibility
that not all errors require a correction.

12. Address leave.
Address leave

If applicable at this time, complete this step only for employees with July contracts who receive
their first paycheck in July. Follow your LEA's local policy guidelines to determine when to
update leave balances for employees with July contracts as it may be updated later.

Depending on when leave is provided, this process may be repeated in August for employees
with August contracts who receive their first paycheck in August, and then in September for
employees with September contracts who receive their first paycheck in September.

Payroll > Utilities > Mass Update > Leave
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.
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[ Preview l [ POF l C5V ] [ Clear Options J
Leave Information Reports HRS7350 - Leave Status Report
HES2E00 - Employes Substitute Report ,
HRS7000 - Leave Transmittal Repart ; t i
HRSF050 - ¥TD Leave Transmittal Report
HES7100 - Leave Seguence Audit Trail Report [:
HRS7 150 - Detail Leave Sequence Audit Trall Report Sort by Alpha (A). Pay Campus (C). Primary Campus (F)
HRS7 250 - ¥TD Leave Sequence Audit Trail Report

HRS7300 - Leave Activity Report Select Leave Type(s). or blank for ALL I :
HRS7350 - Leave Status Report

Pay Status Active [A). Inactive (1), or blank for ALL A .
Pay Type 1-4, Exclude Subs (), or blank for ALL
Select Pay Campus|es), or blank for ALL
Select Primary Campus(es). or blank for ALL )
Select Extract ID(s]), or blank for ALL :
Select Employee(s), or blank for ALL ]

|

wnn e

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:

Year: C
Parameters
Pay Status:
® Active () Inactive (O} Both Primary Campus Al w|  Payolf Date: :

Pary Campus ~)  Frequency: G Manthly CYR w |
l'.,-,- Type: E Exclude Substitule w I Contract Begin Date: | v]  catary Concept: [AL v]
oty Code All L Contract End Date: 3 Extract IO - |
Accrual Code:

Contract Months: D Employee MNbr i
PoyGade: (]

Prior Yr Emp Date: | 00-00-0000

DEDUCTIONS LEAVE EMPLOYEE EXTRADUTY  JOB CODE SALARY CALCULATION

bithad Tvpe Descrintion LeaveEarned LeaveUsed  End Balance
— T 01 INVALID m
deto Ledwe Values for Employecs 02 LOCAL PR9 [.'] [.,r] [ ]
(0) Add Leave Cote to Employees 03 LOCALPR O [‘r_] [,,r_] [_]
. ) - 04 JURY DUTY D
l:_) Dot Loawve Code from Employees o5 SCH BUSWO D
O'ﬂ(': ment Leave BEamed Lo Employees O INVALID U
o7 STATEPR 9 O
na STATE PERS ¥ (M ]
09 LocaUcuRn [m| ] (|
o Under Pay Status, select Active.
o In the Pay Type field, select E Exclude Substitute.
o Under Method, select Zero Leave Values for Employees.
o 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.
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o 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 2024-2025 ending balances are rolled to the
beginning balance fields for the 2025-2026 school year.

o Click Execute.

o 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.

Year: C
Parameters
Pay Status
W Active () Inattive () Both Primary Campus w| Payol Date [:]
Pay Carmpurs *]  Frequenty & Monthiy CYR
I'-'..-,- Type E Exclude Subststute w I Contract Begin Date v]  Salary Concept: [AlLl
Job Code All ~ Contract End Date “1|  Extract ID:
Accrual Code: ALl hd Contract Months: [ ] Employee Nbr J=
Pay Grade ( ]
Prior ¥r Emp Date: | 00-00-0000 |
DEDUCTIONS LEAVE EMPLOYEE EXTRADUTY  JOB CODE SALARY CALCULATION
Methed Tyne Description Leave Earned  Leave Used  End Balance
" 01 INVALID
Zero Leave Values for Employees {
) LOCAL PR S [ 1] 1
(O Add Leave Code to Employees 03 LOCALPRS ¥ ¥
- o JURY DUTY m ¥ [
~ e e e 05 SCH BUS/WO |
O . 0 v 9]
07 STATE PR O
STATE PERS | 5]
09 LOCALICURR 7] [7] [7]
(e}

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.

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:
W Acvve () inactive () Both Primary Campus w | Payoll Date :E
Pay Campars ¥ | Frequency & hionthiy CYR -
Contract Begin Date v  Salary Concept: [All "
Contract End Date w | Extract I -
Acerual Code ALl ContractMonths: [ | Employeeb: [ )
Pay Grade
Price Y Emp Date: [ 00-00-0000
DEDUCTIONS  LEAVE  EMPLOYEE EXTRADUTY JOBCODE  SALARY CALCULATION
Method Agdd Leave Code
I'-'l'-'- Code] 0f - STATE PERSON w I
(D) Zero Leave Values for Emp Begin Balance 000  Leave Earned | 000|
-
@) A Lowws Code o Employees Lesve Usect (____000) Ending Batance — P

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:

Yar: C Freguency: &
Paramatert
Pary Status
® Actve (D in 0 Primary Camgus Al w| Payolf Dato 1
Fay Campus el Fragusny & Monthly CTR -
I‘-’a. Typa E Exclude Substituts - I Contract Bogn Date ¥ ) Salary Concept: [ AlL e
loly Code Contract End Date ¥ Extract ID -
Accrual Code: Contract Months: Employee b ]
Pay Grade
Pricr Yr Ermp Date:| 00-00-0000
DEDUCTIONS LEAVE [EMIPLOYEE EXTRA DUTY Jo| CODE SALARY CALCULATION
Mathad Tyoe Descriction Leave Earned Inscreement
o1 INVALID y
)& 3 g [:] Lo e
1] 0L
@] Coch
A . 03 LOCAL PR 9 & 000
() Delets Loyees SURY DUTY 0O
I @ i o Earne e I 05 SCH BUS/WD 0
06 PVALID O
o7 STATE PR O 000
STATE PERS @ 00D
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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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[ Proviow l [ PDF [ CSv ] [ Clear Options ]
Leave Information Reports HRS7350 - Leave Status Report
HES2600 - Emploves Substitute Report ’
HRS7000 - Leave Transmittal Repart i
HRS7050 - YTD Leave Transmittal Report Parameter Description Value
HES7100 - Leave Seguence Audit Trail Report [:
HRS7 150 - Detail Leave Sequence Audit Trall Report Sort by Alpha (A). Pay Campus (C). Primary Campus (F)
<5720 o oGk s . )
HRS7 250 - ¥TD Leave Sequence Audit Trail Report
HRS7300 - Leave Activity Report Seloct Leave Type(s). or blank for ALL I :

HRS7350 - Leave Status Report

Pay Status Active [A). Inactive (1), or blank for ALL A I
Pay Type 1-4, Exclude Subs (), or blank for ALL

Select Pay Campusies), or blank for ALL | H
Select Primary Campus(es). or blank for ALL )
Select Extract ID(s]), or blank for ALL : H
Select Employee(s), or blank for ALL : i

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.

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

If your LEA accrues monthly, 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 necessary.

l Save ]
ACCRUAL EXPENSE
Retrieve l [ Print l
Delete  Fund Expense Fiscal Year Description

i B3 [GENERAL FUND |
i (6] [HEADSTART ]
] 211 @ [rTLE |
| 212 E] [MIGRANT |
i @ IDEA-B FORMULA |
i B3 [cHILD NUTRITION ]
@ 255 (6] [rTLen |
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14. Generate the Contract Balance Variance Report.
Generate the Contract Balance Variance Report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

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 EOY 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

l Praview J I PDF I [ CS\v I I Clear Options ]

Payroll Information Reports HRSG050 - Contract Balance Variance Report
HRS1250 - Employee Data Listing -
HES1650 - Emplovee Salary Information
HRSE000 - Account Code Comparison
HRSE050 - Contract Balance Variance Repaort
HRES6150 - Employee Payroll Listing

Parameter Description WValue

Sort by Alpha (A), Pay Campus (C), Primary Campus (P) 4

HRS6400 - Salary Verification Report Maximum Acceptable Difference [1 1
HRES6450 - Health Insurance Coverage
HRSG6E650 - CYR/MNYR Salary Comparison Pay Status Active (A), Inactive (1), or blank for ALL [A

Pay Type 1-4, or blank for ALL

Select Primary Campusies), or blank for ALL

Select Pay Campus(es), or blank for ALL [
Select Employee(s), or blank for ALL [
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Date Run: Contract Balance Variance Repon Program: HRSB050
Cnty Dist: 15D Page: 1 of 1
arlance Threshold: 011 Frequency: 6
Emp Nbr Employee Name Job Cd Pay Rate Remain Pymits Computed Bal Actual Bal Varlance
003349 414 1.685.46 12 2022552 2022522 -30
003482 414 1.652.25 12 13.227.00 18.827.00 -1,000.00
Campus Varlance: =1,000.30 Campus Jobs with Variance: 2 Campus Awg. Varlance: 500.15
Total All Varlance: -1,000.30 Total Jobs with Vartance: 2 Avg. Varance All: 500.15
End of Report

15. Generate the Employee Verification report.
Generate the Employee Verification report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

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

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. Verify for the applicable
group of employees currently being moved from NY payroll to CY.

Print and/or save this report and review it for accuracy.

[ IrEVIEwW l [ DF ] [ Cs l [ Clear Options
Personnel Reports HRS1100 - Employee Verification Report
HRS1100 - Employes Verification Report

Sort by Alpha (A), Pay Campus (C), Primary Campus (F) [a )
Select Restriction Local (L), Public (P}, or Mo restrictions (M) [N ]
Primary Job (P}, or blank for ALL ( )
Pay Status Active (A), Inactive [I). or blank for ALL [ ]
Pay Type 1-4, Exclude Subs (E}, or blank for ALL [E ]
Select Pay Campus(es), or blank for ALL [ J
Select Primary Campus{es), or blank for ALL [ ]
Select Extract ID(s). or blank for ALL ( )
Select Employee(s). or blank for ALL ( |

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.
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Date Run: Employes Verification Report Program: HRS1100
Cnity Dist: 5D Page: 1.of 54
Frequency: &
EmpMbr  Employes Name EmpDats  Emp Status Pay Status Job Code
Sox Address Term Date  Term Reason Cred YrSve Pay Campus Primary Campus
City State Zip ProYrsExp MonProYrsExp ExtilvBeg  Payoff Date %Day Empl StStep GRDAVL  /Sched
Birth Date  Telsphons In Dist In Dist ExtLv End TRS BagDawe  Annual Sal  Pay Type Pay Rate
000006  ACHIMOM, AARON JAY 11-27-2000 1 - Active professional 1- Active 0178 - WWE REG ED TEACHER
F 36911 CR 412 ] 107 - ASCEMDER 107 107 - ASCENDER 107 Elementary
Alamo City TX 25497 2 lird 08-25-2026 100% 20 wr xRy
07-12-1960 (555)586-0643 21 0z 11-401-2000 61.800.00 1 5,150.00
000007  ADAM. AARON L 08-03-2003  4- Resigned 1- Btive 0163 - MREC REG ED
F 2030 BIG BEAR DRIVE =] 106 - ASCEMDER 106 106 - ASCENDER 106 Elementary
Alamo City TX 28178 18 )] 08-25-2026 100% 18 0T /187
02-04-1959 (555)258-3965 18 oo 08-14-2024 59.800.00 1 498333
000074  ARMOLD. ALYSSA LEIGH 07-24-2000 2 - Active sullary per 1-Agtive 0701 - CUSTODIAN
F 60830 VIRGINIA PARKWAY 916 o 905 - 905 School 905 - 905 School
Alama City TX 25457 00 . ] 06-25-2026 100% 01 F 107
01-17-1964 (555)514-0181 00 22 07-01-2000 36.482.00 2 304007

16. Generate the Employee Salary Information report.
Generate the Employee Salary Information report

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

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. Verify for the applicable group of employees currently being
moved from NY payroll to CY.

HRS1650 - Employes Salary Information

Paramater Description

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

HASEEE0 - Y ar Include SSN on Report? (Y/N)
Include Number of Days Employed / in Contract on Report? (YiN)
Print Signature Statement - New (1), Original (2], or None(3)
Eniter Mew Signature Statement
Pay Status Actrea [A), Inactive (1), of blank for ALL
Pay Type 1-4, Exclude Sulbys [E), or blank for ALL
Select Pay Campusies). or blank for ALL
Seloet Primary Campusies). or blank for ALL
Seloct Extract ID{s), or blank for ALL
Selext Employes(s), or blank fior ALL

E-mail Subject

E-rnail Motsage

Print the report for employee verification. If needed, print an Addendum from the Payroll >
Utilities > Payroll Simulation page.
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1]

a <

Diate Run: Employes Salary Information Program: HRS1650

Cnty Dist: IS0 Page: 1 of 1

Mame:  ALRON JAY ACHIMON Emp Mbr: 000005 frs Exparience District: 02 Fregquency: B

Address: 3911CR412 55N: ¥rs Experienca Totak 02 Pay Campus: 107
HAlamo City, TX 25457 O8: 07-12-1960 ¥ra Prof Exper District: 22 Primmary Campus: o7

Phone:  (555) 585-0643 Degres: 2 ¥rs Prof Exper Total: 22 Wi Filing Status: M

Origiral Emg Drate: 11-27-2000 Latest Re-Emp Date: Creditable Year of Service: [0 Nbr Exempts: 1

Estimated Annual Salary: 50,00 Retireenent Diate: Extract ID: 187

W Multl-Job: M Wi Nbr Children Under 17: 0 Wi Nbr Other Depamdenits: 1] wWork Email:  allan.ruan@region 0.0

W4 Othar Incoma:  5.00 W4 Other Deductions: 500 W4 Other Exemptions: ~ 5.00

Emergancy Contact Information
Nam: Relationship: Phone: () - BExt
Motes: Regionl0

Joby Information

Jab: WWE REG ED TEACHER Payoff Date: 08-25-2026
Primary: Y Assigned:  100.00% Bagin Date: DE-11-2025 & Months In Contract: 10 TRS Status: 1 - Elgible
Grade: 10T End Daita: 05-29-2026 & Days in Contract: 187 TRS Positien: 02 - Teacher, libranan
Step: 2 Contract Amount; $61,800.00 & of Annual Pmnts; 12 Rtiress Excpan: -
Sched: Contract Balance: £61,800.00 Remaining Pymis: 12 FICA Eligibility: M - Subject to medicare
Vacant N Local Contract Days: 197 Hourty Rate: 50.00 WC Codec A
# of Days Ermpld: 187 Wiy Hirs Sched: [ Wheally Sep Amt £0.00

Salary Calculation
Annual Salary: £51,800.00 State Min Salkary: 554, 540.00 State Step: 20
Py Fate: $5,150.00 OT Elg: N ¥rs In Carser Ladder: o
Diasily Farba: £33043 OT Rt £0.00

Dwduction Informaticn

Het Ermpl Remain Cafe Net Empl  Remain Cafe
Deduction Code Amourt  Contrib  Pymis 125 Deduction Cade Amourt  Contib Pymis 125

001 - ADDITIOMNAL WITHHOLDING TAX $300.00 $0.00 33 N 016-VISION $0.00 $6.98 B\Y
025 - ACTIVE CARE PRIMARY PLUS 000  $514.00 99 Y (51 -FLEXIELE SPENDING ACCT $11358 $6.02 ny
054 - GROUP (DISTRICT PAID LIFE) 50.00 5065 98| N

Leave Information
Type Descripion BegBal Eamed Used End Bal Type Descripion BegBal Eamed Used EndBal

M LOCAL 0 5.000 0 5.000 02 SCHBUSIN 0 0 0 0
05 STATE 109.000 5,000 0 114000 14 test 0 0 0 0
Bank Irformation
Bank Bank Acct Mbe Bank Acct Type Bank Acct Amt

010 - CEFCU s |3 2 - Checking account £0.00

The above salary information (s true and comect as shown. | understand that iz sheel will be attached fo the contract | signed earlisr in the yesr and shall supercede
any salary amounts previously quoted

Employee Signature Dade

17. Calculate a sample payroll.
Calculate a sample payroll

Complete this step only for employees with July contracts who receive their first paycheck in
July. This process will be repeated in August for employees with August contracts who receive
their first paycheck in August, and then in September for employees with September contracts
who receive their first paycheck in September.

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 in July.

Frequency: & PayDate: 02-25-2025 SchoolYear: 2026 Begin Date: 09-01-2025 End Date: 09-30-2025

TRS Month: 09 TWCQtr 3 Print Alt Addr: N Adj Cycle: 000
Baginning Check Nbr: Wage / Eaming Statement:
Payment Method: Wage / Eaming Statement Line 1: | ]
Baginning Reference Nbr: 060050 Wage / Eaming Statement Line 22 | |
Print Voided Checks: ] Wage / Eaming Statement Line 3: | ]
Print Bank Checls: ] Wage / Earning Print Bank Acct Mbr: [_]
Sort Checks by Alpha o Campus: Deduction Register Print Emp SSN:
Increment Leave Deductions
‘. : a
L Type Description Increment Incr Amt Deduct Cd  Abbrev Description Deduct W2 Health Care
01  STATE PERSONAL O DO 001 cu ]
0z LOCAL 0 000 ooz M 0
003 M1
03  SICKLEAVE BANK O 000 « o
006 AN O
04 EXTENDED LEAVE O 000 007 M1 O
05  STATEBUS O 000 008 cu (]
06  LOCALBUS ] 000 009 s O
010 s
09 NOM-DUTY DAY O 000 O
011 TS O
11 OLDSTATESICK 0 o0
LEAVE 012 M2 ]
14 D 000 013 bc EI
15 O 000 014 M O
015 M1 ]
= u oo 016 M1 O

Cancel l

| [ Next

Review the selected Calculation Reports to verify the accuracy of data for the new year.
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Frequency: & School Year: 2026
PayDate: 09-25-2025 AdjMbr O

Caloulation Reports

Payroll Balancing Report ]

Gen Rpt Report Sort Options Sort Order
[0 Transacton Prosf List Alpha (4], Pay Campus [C), Primary Camgus |P) ]
D Transmittals Report Alpha (A), Pay Campus [C), Primary Camgus (P} E]
Payroll Eamings Register Alpha |A), Pay Campus [C), Primary Camgaus (P D
Check Register Alpha (&), Pay Campus [C). Primary Camgaus (P). Check Number (M) D
Deduction Register Alpha (&), Fay Campus [C). Primary Camgus (P), Deduction Coge n:LJ:
Aceount Distribution lurnal Adpha (4), Aceount Code (C] E ]
Bank Account Listing :
D General Journal Report ﬁ
Account Code Companison Report Alpha (4], Pay Campus [C). Primary Camgus (F) D
[0 employes Leave Dock Report Alpha |A), Pay Campus (C). Primany Camgus (F) E]
[:] Payrall Cantrol Listng :]
Leave Status Report Alpha [A), Pay Campus [C), Primary Camgus (P D
0
O
O
[l
0

Statutory Minimum Report #373 Worksheot ]

FSP Staff Salary Report Alpha (4), Pay Campus (C), Primary Camgus (P) ]

Pay indo Extra Duty S-Type Alpha (4), Pay Campus [C), Primary Camgus |P), Extra Duty Cade I,EE]

TRS Mon-0ASD1 Employer Contribution ]

Actual Hours Worked Report Alpha (&), Pay Campus [(C). Primary Campus (P} E]
[ Generate Reports ] [ Consolidate Rpts ] [ Select All ] [ Unselect Al

e JC e J o= ]

Review the following pre-post reports from the Run Payroll process prior to running your actual
payroll (important for July, August, and September):

o Personnel > Reports > Personnel Reports > HRS1000 - Roster of Personnel: Review and
save for the auditors.

o Payroll > Reports > Payroll Reports > HRS2400 - Bank Account Listing: Review for
accuracy.

Address the following steps when preparing for the September payroll. Review Steps 3-5, 9-12, and
14-17 of this document before continuing to the following steps.

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

Verify that the following fields are updated. These fields may already be updated.
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o The Payroll Clearing Fund/Year field should be set to 163/X or 863/X. If your LEA has a
separate payroll clearing fund, use 163/X or 863/X in the Payroll Clearing Fund/Year
field. If your LEA does not use a separate payroll clearing fund, use 199/X in the Payroll
Clearing Fund/Year field.

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

HR OFTIONS
T strict | 4321 Caleulate Aecrusl Salaries: \
RE ikt 1O - - = D Automatically Compute W-2 Print Opticns
aliD Mumber (R4 12-3456789 Check Amgunt - Alpha ]
I Payroll Clearing Fund/esr (163 +] | Summarize Benefits intertace RS
TWC District 0 (sarsseai] Supptemental Tax Rte HH B
- — car ¥
s Dt Doposit [Y.M, or E) | E « Etectronic Funds Transfer » Srandard Hours per Waorkdsy: *
NTA: [
TRS Cost Education Index Max Gross Amt for District 25000.00) THA
Diistributions Built By Ame or $ Auto Assign Employes Mumber, m TES u
Apply Lesve Lised of Eamed Firgt it Aviilabde Emalove Miambe 00 1000
Lesve Code for State Sick: | I School Year for PEIMS Codes: 2026 I —_— e bject Code
. . s Persanal: 01 STATE PERSONAL w Bonlk Crtimny Gljes
e aa e l l Usa Emip Mir or SSN in EFT File: [E-Employee Nbr  »
Update Actual Hours From Payroll Processing: [-J Set Dema Mpha Field to Uppercase D Professional |
Para-ProfessonalHourly: ¥|
Cither ]
TEA Healith bns Cortribution First Pay Date of School Year TRS Extract Optians
fmount [T Soby
d Payroll 4 ates For TRS Marith w |
P; oll 4
aryroll - Cheduled Hours w

Payroll &

povons (00 ) [~

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

O Under First Pay Date of School Year:

o Update the first pay date of the new school year for each payroll frequency. The date(s)
must match the first payroll date(s) indicated on the pay dates table.

o In the Payroll 4, 5, 6 fields, enter the first pay date for each of the three pay frequency
fields in the MM-DD-YYYY format. Once the pay date is entered, it should not be changed
until the next school year. The entered date should represent a payroll that will actually
be processed, supplemental or regular. If a date is entered and no payroll is actually
posted using that date, the system will have difficulty identifying when the new school
year began. This could affect how data is handled in the new school year.

Additional first pay date notes

Fiscal Year versus School Year

o If your fiscal year is July through June and the 10-month employees are paid from
September through August, this date should be September.
o If your fiscal year is July through June and all employees (including 10-month employees)
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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.
= |f 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.
o If your fiscal year is September through August and the 10-month employees are paid
from September through August, this date should be September.
o If end-of-year payroll accruals are performed for August days worked and the first
paycheck is in September, the first pay date should be September.
o All non-standard employees (those employees who receive their first check in July or
August) should have TRS Year selected on the Payroll > Maintenance > Staff Job/Pay
Data > Job Info tab.

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

o The school year to be used for the school YTD records for regular and non-standard
employees. If the employee is a non-standard employee (TRS Year is selected), 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.

o The school year that should be used for the TRS rates and employee TRS record.

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

o The leave transmittals that should be accumulated to determine if the leave duration has
been met for the school year.

Notes:

If the LEA does not use one of the pay frequencies, access to that field is not allowed. If a
user does not have security access to a pay frequency, access to that field is not allowed.

When the first pay date of the school year is changed, if any message displayed includes
information about contacting your regional consultant, there are processed pay dates
where amounts need to be moved from one school year to another. If these amounts are
not moved, it can adversely affect school YTD historical amounts, TRS historical amounts,
and reporting, workers’ compensation historical amounts and reporting, and payroll accrual
calculations. Do not proceed without addressing this issue.

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

If your LEA accrues, verify the pay dates from this table match the pay dates on your accrual

calendar.
Save
Start Pay Datec I Retrieve I I Print

Delete  Details SchoolYear  Pay Date Begin Date EndDate  TBS Month TWC Quarter Print Altemate Address

iy [o] 2026  [oe-25-2026] [02-01-2026) ([08-31-2026) 0

m o] 2026 [07-24-2026) [07-01-2026) [07-31-20286) O

i) fo) 2026  [06-25-2026) [06-01-2026) [06-30-2026) 2] O

o) 2026 [05-25-2026) [05-01-2026) [05-31-2026) (2] O

] 0 2026  [04-24-2026) [04-01-2026] [04-30-2026] O

0 2026  [03-25-2026) [03-01-2026) [03-31-20286) O

& o) 2026 [02-25-2026) [02-01-2026) [02-28-2026) (2] O

0 2026  [01-26-2026) [01-01-2026] [D1-31-2028) O

@ o] 2026  [12-25-2025) [12-01-2025) [12-31-2025) (4] O

0 2026  [11-25-2025) [11-01-2025] [11-30-2025) (4] O

o o) 2026 [10-24-2025) [10-01-2025) [10-31-2025] (<] O

0 2026  [09-25-2025) [09-01-2025] [09-30-2025) O
'l ilv 1 p A

3. (If applicable) Complete the accrual calendar.
(If applicable) Complete the accrual calendar
Log on to the current year pay frequency.
Payroll > Tables > Accrual Calendars > Accrual Calendar

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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\

Saw

ACCRUAL CALENDAR
[ Retrieve ] ( Print ]
Delete Details AccrualCode  Total Days Worked Delete  Pay Date Days Worked
7] o A 187.0 B [(oszs2025] 41.00)
o 8 207.0

([10-24-2025 ] | 22.00]

@ [112s2025] 15.00)

(12132025 ] | 15.00]

@ (orz3-2028 | | 20.00)

[p2-25-2026 | [ 19.00)

@ (om0 | | 17.00)

(04-282026 ] [ 21.00)

@ (os25208 ] [ 17.00)

[o6-25-2026 | | 0.00)

@ (0724208 ] [ 0.00]

(

[08-25-2026 | 0.00]

o 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.

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

4. Verify/update TRS rates.

Verify/update next year TRS rates
Log on to the CYR payroll frequency.

Payroll > Tables > Tax/Deductions > TRS Rates

Update the TRS rates.

2026/01/28 20:06 31 ASCENDER - First Payroll of the School Year (July Start LEAs)


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/julystart_section2_step_3_.jpg?id=academy%3Abusiness_payroll_firstpayrollsy_julystarts
https://help.ascendertx.com/test/business/doku.php/payroll/tables/taxdeductions/trsrates

Business

0 CAUTION: Be sure to retrieve the 2026 school year data prior to updating this tab.

IMPORTANT: Be sure to visit the TRS website:
https://www.trs.texas.gov/Pages/re_contribution_rates.aspx to obtain the updated
rates for the next school year, and then return to this table to update the new
rates.

CAUTION: Be sure to type the new
school year (2026) and click Retrieve
before entering the update rates.

School Year: Retricvy ] [

EXEMPTIONS  INCOMETAX  FICATAX  UNEMPLOYMENT  TRSRATES ~ ANNUITY RATES  WORKERS'COMP  DEDUCTION CD

[ owe J{ em |

B.25¢

TRS Rate Member Retirernent Contribution: =

:
TRS Insurance Member Care Contribution:

ermptoyer st (]
District Rate State Contribution:
8 2‘40‘*:!

TRE Care Rate Federal TRS Care:
TRS Care Empls Contrid  BE TRS Care Contribution:
TRS IRS Salary Cap:

e sl 330,000.00
TRS Mon-0ASDI Rate  Public Education Empleyver Contribution [PEEC):

To create a new TRS rates record:

o Type the new year (2026) and click Retrieve. A message is displayed indicating that the
new record is populated based on the prior year's (2025) TRS rates record.
o Complete the applicable fields.
o Click Save.
5. Verify/update Unemployment rates.
Verify/update Unemployment rates
Log on to the current year pay frequency.

Payroll > Tables > Tax/Deductions > Unemployment

Verify that you are in the correct calendar year. If not, in the Calendar Year field, type 2026
and click Retrieve.
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Sanve Yoar: C

Calendar Year. l Retricwe ] [ Delete

EXEMPTIONS  INCOMETAX  FCATAX UNEMPLOYMENT TRSRATES  ANNUITY RATES  WORKERS' COMP  DEDUCTION CD

Employer Type: R - Reimbursable v
Unemotoyment Rote:

Mairmwm Gross Salary 200,999 00

Note: Unemployment rates are based on the calendar year and not the fiscal year.

o Verify the accuracy of the rates.
o Make the necessary updates and click Save.

6. Verify/update Workers' Compensation rates.
Verify/update Workers' Compensation rates
Payroll > Tables > Tax/Deductions > Workers’ Compensation

Verify that the workers' compensation rates are accurate for the new school year. If not, update
the rates.

Save

EXEMPTIONS  INCOME TAX FICATAX  UNEMPLOYMENT  TRSRATES  ANNUITY RATES  WORKERS'COMP  DEDUCTION CD

Delete  Code Descrintion Net Rate
[2+~] [eses PROFESSIONAL ][ 0.8724%)
@ [Bw) (7380 BUS DRIVERS ][ 0.8724%)
@ (cv] [esr0cLericaL ] 0.8724%|
' [D~) [p101ALLOTHERS || 0.8724%|

For example, if the Workers' Compensation letter 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.
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Note: The number of months in the contract should correlate with the number of workers'
compensation payments. For example, if the employee has a 10-month contract, then the
employee will have ten workers' compensation payments for the year.

Use the User Created Reports to verify the number of Workers' Compensation remaining
payments.

If the report displays an incorrect number of remaining payments, use the Payroll > Utilities >
Mass Update > Employee tab to reset the number of remaining payments.

7. Recalculate the state minimum salary.
Recalculate the state minimum salary

Log on to the current year pay frequency.

Note: For Districts of Innovation, the statutory minimum days should reflect 187 days. The
statutory minimum days should not be less than 187 (e.g., 177, 182, etc.). You can use the
Mass Update utility to change the number of days to 187 and calculate the state min
salary. Then, use the Mass Update utility to replace the accurate number of days.

/o Ifyour LEA is a District of Innovation or operates on a non-standard (4-day)
i"’ + . workweek, contact your regional ESC consultant for additional assistance, as extra
steps are required.

Payroll > Utilities > Mass Update > Salary Calculation
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Ve C

Paramaters
Py Status -
(@) Active ()inactive () Bath Primary Compus: Al w|| Povolt Date: :]3
Pay Campus: [An || Frequenc: (B Menthly R -
Fay Typer 1 Contracted employes ~| I Contract Bagin Date: | = || sstary concept [# Use annual satary table |
lob Code: | Al - Contract End Date: | ) exractin: [ |
Accrual Code: AlL V] Contract Months: [: Employie Nbr :]:
[ —
. )

DEDUCTIONS ~ LEAVE EMPLOYEE EXTRADUTY  JOB CODE SALARY CALCULATION

Type of Calculstion [ Execute «
ar

[ Apply Percent of Day Employed to Salary Amount

U In the Pay Type field, select 1 Contracted employee.

O Under Type of Calculation, select State Minimum Only to recalculate the state minimum
salary for the new school year.

O In the Salary Concept field, select A Use annual salary table.

 Click Execute.

8. (If applicable) Update substitute information.
(If applicable) Update substitute information

Update the substitute information on the Personnel > Tables > Salaries > Substitute tab.

Save
LOCALANNUAL  HOURLYDAILY EXTRADUTY FUNDTOGRANT  STATEMINIMUM  SUBSTITUTE  MIDPOINT
Records
Sub Type m | Ritriewe | Print Sub Typd
Tz of 'J-I'.'E All »
Delete Sub Tyne Sul: Description Time Tims Descrintion beave Units Sub Units Sub Pay Amt
@ [o01DecreED ~] DEGREED [ F ] [ruioar [ oo J[ 10 ) 100.00]
@  [o1DEGREED )] DEGREED [ H ] [HaFpar ][ osc0 J [ os ]| 50.00)
@  [02non-DEGREED w]| [NOHCLEGREED | ] [FuLLDar J [ o0 J [ 10 ][ 85.00)
[0z NON-DEGREED w) NON-DEGREED (H ) [harpar J[(ese J [ es ][ 4250)

9. Review data for September employees.
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Review data for September employees
Log on to the CYR payroll frequency.
Verify that all applicable data has been updated for all employees with a September contract.

Refer to the Before You Begin section of this guide to review the Payroll Verification Items.

Generate the following Payroll Reports to thoroughly review data prior to running the
September payroll:

Payroll > Reports > Year to Date Reports > HRS3050 - School Year To Date Report

Date Run: School YTD (Sept 1 Thru Aug 31 2026) Program: HRS3050

Cnty Dist: ISD Page: 54 of 54

Pay Pericd: — thru -- Payrun Date: — Frequency: 6

Employee Name Contract MNon Contr  Supplement  NTRS Ex FICA Tax Med Tax Abs Ded TRS Dep RegHrs  Owitm Hrs

Emp Nbr  Prim Campus Owtrn Grs Emplr Cont  NTax Allow NTRS Bs Bus Allow Emplr457 TEAContr NTNPBus EmplDep Acc Dep
Accrual Code  Emplr Care  NPay Bus Accru Pay  FICA Aceru E HI Acc E AnAcc 457 Accru TEAAcc  Unemp Acc
AFedDep AFedCare AccruCare RetPensn CareSurc MNewTRS  MiscDed A Misc Ded A403B FICA

District Totals:

Contract Pay 00 Non-TRS Mon-Tax Bus Allow .00 Absence Deduction .00
Men-Contract Pay 00 Mon-TRS Bus Allow .00 TRS Deposit .00
Supplemental Pay .00 FICA Tax .00 Accrued Pay 1,822 967.77
Accrued Federal Deposit B,165.53 Medicare Tax .00 Unemployment Accrued .00
Emplr Health Insurance Accrued 00 FICAMedicare Accrued 25,673.10 Emplr 457 Accrued .00
Emplr Annuity Accrued .00 Accrued Federal Care 1,237.22 Non-TRS Reimbr Excess .00
Emplr Annuity Contrib 00 Overtime Gross .00 Non-TRS Reimbr Base .00
Emplr 457 Contrib .00 TEA Health Ins Accrued .00 Non-Pay Bus Allowance .00
TEA Health Ins Contrib .00 Emplr TRS Care Accrued 13,569.42 Non-Tax NPay Bus Allow .00
Emplr TRS Care Contrib 00 Mew TRS Member Contrib .00 Emplr TRS Care Surcharge .00
Ret Emplr Penslon Surcharge 00 Emplr Dapendent Care .00 Empir Dependent Care Accru .00
Empir Misc Ded Contrib .00 Emplr Misc Ded Contrib Accru 00 Emplr 403B FICA Contrib Accru .00
End of Report

Payroll > Reports > Year To Date Reports > HRS3550 - School YTD Accrual Payroll Account Distr

e | S | . =

Year To Date Reports HRS3550 - School YTD Accrual Payroll Account Distr
HES3000 - Calendar Year To Date Repart p
HES3050 - School Year To Date Report

HRS3100 - YTD Report Workers' Compensation Parameter Description Value
HRS3150 - Annual Payroll Report

HRS3200 - YTD Pyyroll Eamings Regicter Schoal Year [¥YYYY)
HRS3250 - ¥TD Account Distribution Jowrnal Summary (S} or Detail (D) information for employees, or Fund Recap (R) only
HRS3300 - YTD Accrual Payroll Account Distribution

HRS53325 - YTD Expenditure Payroll Account Distr Print Acct Codes with zero accrual amounts? (/M)
HRS32350 - Combingd YTD Deduction Register

HRS3400 - YTD Check Roschor Include repart of variances between School YTD and Distribution History? [Y/N)
HRES3450 - YTD Payroll Control Listing . N [ﬁ
HRS3500 - ¥TD Wage and Earning Statements B e e S L) u

HRS3550 - School YTD Accrual Payroll &ccount Distr Pay Status Active (4), Inactive (I). or blank for ALL :}
HR53600 - Pavroll Balancing Report

HRS3EE0 - YTD Special Adjustment Repart Pay Type 1-4, Exclude Subs (E), or blank for ALL ]
Select Pay Campus(es). or blank for ALL :
Select Primary Campus(es), or blank for ALL :}
Select Employee(s). or blank for ALL )

wes ssr mas

Verify the accrual amounts balance with the amounts on the HRS3050 - School Year to Date
Report.
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Dt Fuy: School YTD Accruasl Payroll Account Distribution Journal for 2026Recap Program:  HBSRS50
Cinity Dist: 15D Page: 1of 1
Frequency: &
Gross Pay Accied Ursmpicy  Empioyer Faderal Faedaral TEA HEh Emgir
Fund | FY Pay FICAMad Tax Comribs Daposh Care ins Contrit 457
Ant Pen Swch Emplr Carw Care Sunch  Emipir Misc
158-6 Totsl 00 28082 30.37 o0 00 ot 00 00
! ! ! 00 131.47 00 o0
1555 Toesd §12,229.38 oo K] 00 00 oo flee] 00
! J i 00 00 o
1556 Toead 00 1688134 61 AT oo i 1] o ] 00
I ! J 100 12,535.60 00 00
-] Total 91232938 1,696,134.61 93,73 00 ] 00 fes] 00
! ! ! 00 1253560 00 o
2118 Total 00 2.597.08 28.94 00 .00 21426 248 00
I i | 160 1948 i ] 00
o B Totsl 00 14,048 25 157.02 ¥ ] ] 115855 175.80 00
I ! J 00 108.37 00 o0
AR Toesd i ] 52153 1027 oa i 1] O3 11582 00
! ! J 00 LX 1] 00 o
215 Total 00 13,940,109 20082 ¥i] ] Te4.TR 120.43 00
i 00 TEH I ] 00
22 Total ] 5.909.92 13537 ¥ i) .00 B17.57 123.87 00
i 00 T4XY 00 L]
oo B Toesd i ] B1,158.17 5541 oa B0 804881 T4 56 04
i 00 45808 00 ]
= 23 Total 00 7023 747 ¥i] ] =29 838 00
i 00 5.03 00 ]
i i 7
Diéstrict Totals: Gross Pay: B12A35. 38 Unemployment Tax: B Federal Cane: 1,237 FF Emphr 457 ]
Accrmd Pay- 1,822 96777 Emgloryer Contriby; 00 TEA Hith ins Contrit: il
FICAMedcars Tax 567310 Federnl Depcait B,16553 Rt Emplr Pen Surch; o0
Emgpir TRS Care Contrib: 13,569.42 Emgir TRS Care Surch: 00 Ermpir Mise: Ded Contrib: e ]

Payroll > Reports > Payroll Information Reports > HRS6000 - Account Code Comparison

Payroll > Reports > Payroll Information Reports > HRS6050 - Contract Balance Variance Report

[ Preview ] l PDF I l cav l I Clear Options ]
Payroll Information Reports HRSG050 - Contract Balance Variance Report
HRS1250 - Employee Data Listing -
HES1650 - Emplovee Salary Information Barameter Description

HRSE00D - Account Code Comparison

HRSE050 - Contract Balance Variange Report
HRSE6150 - Employes Payroll Listing
HES6400 - Salary Verification Report Maximurm Acceptable Difference

Value

Sart by Alpha (A), Pay Campus (C), Primary Campus (P] |4

.11
HESE450 - Health Insurance Coverage |' ]
HRS6650 - CYR/NYR Salary Comparison Pay Status Active (A), Inactive (I}, or blank for ALL [.a ]
Pay Type 1-4, or blank for ALL [ ]
Select Pay Campusies), or blank for ALL [ ] H
Select Primary Campusies), or blank for ALL ( | 3
Select Employee(s), or blank for ALL | |
Data Run: Contract Balance Variance Report Program: HRS6050
Chrity Dist: ISD Page: 1 of 1
Varfance Thrashold: 0.1 Frequency: 6
Emp Mbr Employes Name Job Cd Pay Rate Remain Pymits Computed Bal Actual Bal Vartance
003349 4148 1.685.46 12 2022552 2022522 -.30
003462 4148 1.652.25 12 15.,827.00 1882700  -1.000.00
Campus Varance: -1,000.30 Campus Jobs with Varance: 2 Campus Avg. Varanca: 500.15
Total All Varance: =1,000.30 Total Jobs with Varance: 2 Avg. Varance All: 500.15
End of Report

Payroll > Reports > Payroll Information Reports > HRS6150 - Employee Payroll Listing OR
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Payroll > Reports > HRS900 - User Created Report
Payroll > Utilities > Pre-Edit Payroll Data

Review the following pre-post report from the Payroll > Payroll Processing > Run Payroll process
before running your actual September payroll: HRS2250 - Deduction Register by Employee -
Verify deductions are correct.

If leave was not updated in an earlier step, be sure to update appropriate leave balances now.

Address leave.

Address leave

Payroll > Utilities > Mass Update > Leave

Update the employee master leave record balances.

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.

[ Preview l [ FOF l csv ] [ Clear Options J
Leave Information Reports HRS7350 - Leave Status Report
HRSZ&0D - Empleyes Substitute Report
HREST000 - Leave Transmittal Report " .
HRSIF050 - YTD Leave Transmittal Report D
HES7100 - Leave Sequence Audit Trail Report
— P E
HRST 150 - Detail Leave Sequence Audit Trai He Sort by Alpha (A), Pay Campus (C), Primary Campus (P)
HES 7200 - Employee Leawve Dock Repaort Page Break by Employee? (Y/N)
HRST 250 - ¥TD Leave Sequence Audit Trail Report
HRS7 300 - Leawve Activity Repaort Seloct Leave Type(s), or blank for ALL | H
HRES7350 - Leave Status Report
Pay Status Active [A). Inactive [I). or blank for ALL A I
Pay Type 1-4, Exclude Subs (€), or blank for ALL
Select Pay Campusies), or blank for ALL I :
Select Primary Campus(es), or blank for ALL : H
Select Extract 1D(s), or blank for ALL :’ i

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 2024-2025 ending balances are rolled to the
beginning balance fields for the 2025-2026 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:
@ Active () Inactive () Both Primary Campus v| Payolf Date :]
Pay Carmpus. *|  Frequency & Mgnthiy CYR
Ii'.r,- Type: E Exclude Substsuts v_I Contract Begin Date: | v]  Salary Concept: [AlLl -
Job Code All e Contract End Date “1|  Extract ID:
Accrual Code: ALl bl Contract Months [ ] Employoe Mbr [:L‘
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 LOGALPRS @ @ @
03 LOCALPRS
04 JURY DUTY
] SCH BUSIWO
o7 STATE PR 9
oa 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.

Click Execute.

Review and print the report.

If the report is accurate, click Process to complete the changes.

[¢]

[¢]

[¢]

o

[¢]

[¢]
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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:
W Acvve () inactive () Both Primary Campus w | Payoll Date :E
Pay Campars ¥ | Frequency & hionthiy CYR -
Contract Begin Date v  Salary Concept: [All "
Contract End Date w | Extract I -
Acerual Code ALl ContractMonths: [ | Employeeb: [ )
Pay Grade
Price Y Emp Date: [ 00-00-0000
DEDUCTIONS  LEAVE  EMPLOYEE EXTRADUTY JOBCODE  SALARY CALCULATION
Method Agdd Leave Code
I'-'l'-'- Code] 0f - STATE PERSON w I
(D) Zero Leave Values for Emp Begin Balance 000  Leave Earned | 000|
-
@) A Lowws Code o Employees Lesve Usect (____000) Ending Batance — P

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:

Yar: C Freguency: &
Paramatert
Pary Status
® Actve (D in 0 Primary Camgus Al w| Payolf Dato 1
Fay Campus el Fragusny & Monthly CTR -
I‘-’a. Typa E Exclude Substituts - I Contract Bogn Date ¥ ) Salary Concept: [ AlL e
loly Code Contract End Date ¥ Extract ID -
Accrual Code: Contract Months: Employee b ]
Pay Grade
Pricr Yr Ermp Date:| 00-00-0000
DEDUCTIONS LEAVE [EMIPLOYEE EXTRA DUTY Jo| CODE SALARY CALCULATION
Mathad Tyoe Descriction Leave Earned Inscreement
o1 INVALID y
)& 3 g [:] Lo e
1] 0L
@] Coch
A . 03 LOCAL PR 9 & 000
() Delets Loyees SURY DUTY 0O
I @ i o Earne e I 05 SCH BUS/WD 0
06 PVALID O
o7 STATE PR O 000
STATE PERS @ 00D
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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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[ Proview l [ POF l Csv ] [ Clear Options J
Leave Information Reports HRS7350 - Leave Status Report
HRSI600 - Emploves Substitute Report
M0 - Leawie Transmittal Beaport P
- YTD Leave Transmittal Report Para D Value
100 - Leave Seguence Audit Trail Report < - :I
) - Detail Leave Sequence Audit Trail Report by Alpha {A). Pay Campus (C). Pri pus (F)
£ il Dack Repart paw Break by Employee? [Y/N) C}
- - ' e Audit Trail Report
o Select Leave Type(s). or blank for ALL I :

Leave Status Report

Pay Status Active [A). Inactive [I). or blank for ALL -y .
Pay Type 1-4, Exclude Subs (). or blank for ALL

Select Pay Campusies), or blank for ALL I H
Select Primary Campus(es). or blank for ALL :} H
Salact Extract IDs), or blank for ALL I
Select Employee(s), or blank for ALL S

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.

10. (If necessary) Mass update employee experience.
(If necessary) Mass update employee experience

Personnel > Utilities > Mass Update > Employee

Note: This process is typically not performed until before the start of your September
payroll. You must verify that service records have already been run before proceeding.

If this process is delayed, ensure that employee experience is updated for all
applicable groups. It is extremely important to update employee experience on
account of the Teacher Retention Allotment.

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.

If this process has not already been completed, it must be done at this time. It is highly
important to confirm that it is completed.
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o 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.
o The Prof Experience Yrs and Non-Prof Experience Yrs should be
incremented in separate instances.

Total (Prof) Experience:

Parameters | g |
Pay Status (&) Active Inactmae Bath
- D O Primary Campus: [a\ll -u] Payol! Date: :E
i 15 el ! p
Iwc\rn-t. l[ Gntracted eriployee V]I Py Campus (A “| Frequency (Evaminiy ovR v)
oty (e All ~
Contract B Drate: oy
Accrusl Code: Al ~] :" ractBegin Date: *)  Satary Concopt: AL v
ontract End Date: [ v| EstractiD ( v)

EMPLOYEE RESPOMSIBILITY

Fieset Update Experiencs Moty mrcCute: I
[0 uncmployment Eligitality v ] Totat (Prod) Experience hrea Code:I:]
(ICESA Repaort) I Ernprlosyrnent Date < 01-18-202% Zip Code

D Take Retires Suncharge w E Digtrict |Praf) Experience

[0 w0 Tske: Rt Surihg - If Employment Date < 01-18-2025

Total (Non-Prof) Experience:

Parameters Beset
Pary Startus O active () insctive (&) Both
Primary Campus: [AIL v] Payoff Date: [:]E
Pay Type- [2 Non-comtracted emp v]
Yob Coder Tau | Pay Campus: (au ~]  Frequency: (8 Monthiy CYR ~|
pecreat Code: (AL v) Cantract Begin Date: [ ¥ Satary Concept (an )
Contract End Date: [ ~|  Earactio [ v

Contract Month: E Nbe .
prio ¥ Emp Dt _— e e

EMPLOWEE RESPONSIBILITY

Feset Update Experience Modify
Dewar : pon 1o
&
(] Ut gy D Dot e O . a—

iCesh eport S e BT S a—

(] Vake Retires Suscharge [ w () istrict (Prof) Experience

[ M Take Ret Surchg - i Emplayment Date < [ ]
D Employment Type I:I District [Non-Prof) Experience

[0 Retires Emplayment Type It Employrnent Date <

Total Non-Prof) Experience

i Employment Date < 01-18-2025

D Prior Teaching Expericnds
W Emplayment Date < C——
b oses —

([0 Credinable Year of Service [ -

Use the Personnel > Reports > Personnel Reports > HRS1100 - Employee Verification Report to
verify the accuracy of the years of experience.
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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
selection, their employment record is only updated once.

Primary Campis: [;\u

Pay Campus: |.|\|.l

Contract Begin Dake |

l:l Unemployment Eligibility
(ICESHA Repart)

D Take Ritiree Surchangs

] 1 Taice Ret Surchg

D Emplayment Type

r] Retires Employment Type :
D Creditable Year of Servioe

Paramaters
Pay Status @ Active (C)inactive () Bath
Pay Type: |_1 Contracted emplopes V|
ot Coder |m. vl
Accrual Code: AR ~|
Pricr ¥r Emp Duater

EMIPLOYEE RESPOMNSIBILITY
Feepet
D Extract IR

Contract End Date: [

Heset ‘
5 eaonowe ()
"| Frogquency [EMclnlﬂl\-CrR -.-J
“] Salary Concept: [ a1l v]
] Exractin [ vl

Contract Manthes:

CJ

Update Exparience

Employes Nbr E

D Tonal (Fral] Expereno:

Modity

Fram Ta

I Emplogment Date < |
E] Digtrict {Prof) Experiencs

If Empleyment Date < |
E] District {Mon-Prof) Experience

iff Employment Date < I

I " w—

D Total (han-Prafl] Expericnoe

I Egoiceanent Dot [

Prigr Teaching Experienog

I# Emgloyment Date < 01-18-2035
Jab Codes: H

11. Verify payoff dates.

Verify payoff dates

Payroll > Reports > User Created Reports

Verify that all pay type 1 and 2 employees have payoff dates that match the pay dates in the

pay dates table. (June, July, and August as referenced in Step 9 of the ASCENDER - First Payroll
of the School Year (September Start LEAS).
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Report Title

Employes ““:]E [Onctive Employees Onty

DEnpl.n\dc Demingraphic

[F)Employes Mer

O it SLa

Dluh Irdermation

[#)ot Code
[F)teb Deser
OFrmary ot
Dl"r"' Campus
Dl’.:mp..'. Fame
[&JMitr Man Coner

[Jvrs of kot Expar

DC&-‘.. Phone Nbe

DL:—:J.PC'.'.I ction

Dr'_'.hc Restriction

[OMarical Szar
DC‘.I-__-l Language
D.:—:.’-. Uze 1
D.:—:a. Use 2
De’nu.
D“:'I':‘E""Jl
De’n'-:—'.;.-:o‘.;'.r.

DL‘J':\r Fiabe
Dn.,, Rate

DE:'.\.‘ Annual
[JAccrual Ca

[JAccrual fats TRS
Oftag Hrs Worked O fatires Excaption

[Ovacant Pesition

12. (If available) Import annual benefits file.

(If available) Import annual benefits file

Payroll > Utilities > Employee Benefits Interface > Import Annual File

If available, import your LEA's file of employee deduction records file created by your third-party

administrator.
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EXTRACT IMPORT AMMUAL FILE IMPORT CHANGES ONLY

‘Year Selection

() Mext Year

[:] Auctive Employess Only

13. 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.

HASI250 - Emaloves Cata Listing

HASI650 - Emploves Salady Information -
HESEO00 - Account Code Comaarison Paramatar Description Value
HRASEOED - Contract Balance Varignoe Report
250 Sort by Alpha (A, Pay Campus (C). rimary Campus L ]
HRS6150 - Empiovre Payroll Listing pr e TR, Q. L
HASEA00 - Salary Venfication Heport Include Reports [Select From List) Y NYYNY MY 4
HESE450 - Health ngurance Coverd 3o
WASEERD - CYRNYR Salare Comnarisan Include SSN on Report? (Y]
%
Include Number of Days Employed / in Contract on Report? (Y/N) o
Print Signature Statement - New (1), Original (2], or None(3)
Enter Mew Signature Statement ] o
Pay Status Active |A). Inactive (1) or blank for ALL 1 -
fary
Pay Type 1-4, Exclude Subs (€], or blank for ALL E XTRA Duty
C “ Deduct
o Coptn bkt A e— | ]
Leave
Seloct Primary Campusies). or blank for ALL 3 () Speciaizy
b Ouily Aled
Seloct Extract 10{s), or blank for ALL I Bank
Select Employee(s), or blank for ALL l:] H
E-mail Subject ] o
0 Cancel
E-mail Message i _

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

prX| i »
Diate Run: Employes Salary Information Program: HRS1650
Cnity Dist: IS0 Page: 1 of 1
Mame:  ALRON JAY ACHIMON Emp Mbr: 000005 frs Exparience District: 02 Fregquency: B
Address: 3911CR412 55N: ¥rs Experienca Totak 02 Pay Campus: 107
HAlamo City, TX 25457 O8: 07-12-1960 ¥ra Prof Exper District: 22 Primmary Campus: o7
Phone:  (555) 586-0643 Degres: 2 rs Prof Exper Total: 22 Wi Flling Satus: M
Origiral Emp Date: 11-27-2000 Latest Re-Emp Date: Creditable Year of Service: [0 Nbr Exempts: 1
Estimated Annual Salary: 50,00 Reetirermant Date: Extract I0: 187
W Multl-Job: M Wi Nbr Children Under 17: 0 Wi Nbr Other Depamdenits: 1] wWork Email:  allan.ruan@region 0.0
W4 Othar Incoma:  5.00 W4 Other Daductions: 500 W4 Other Exemptions: ~ 5.00
Emergancy Contact Information
Marwa: Rslationship: Phona: | | Ext
Notes: Regioni0
Job Information
Job: WWE REG ED TEACHER Payoff Date: 08-25-2026
Primary: Y Assigned:  100.00% Bagin Date: DE-11-2025 & Months In Contract: 10 TRS Status: 1 - Elgible
Grade: 10T End Daita: 05-29-2026 & Days in Contract: 187 TRS Positien: 02 - Teacher, libranan
Swp: &2 Contract Amount: $61.800.00 # of Annual Prants: 12 Rotires Excptrc. -
Sched: Contract Balance: £61,800.00 Remaining Pymis: 12 FICA Eligibility: M - Subject to medicare
Vacant N Local Contract Days: 197 Hourty Rate: 50.00 WC Codec A
# of Days Empld: 187 Wikly Hirs Sched: 0 Wholly Sep Ami £0.00
Salary Calculation
Annual Salary: £51,800.00 State Min Salkary: 554, 540.00 State Step: 20
Py Fate: $5,150.00 OT Elg: N ¥rs In Carser Ladder: o
Diasily Farba: £33043 OT Rt £0.00
Deduction Informaticn
et Empl Remain Cafe Nest Empl Remain Cafe
Deduction Code Amourt  Contrib  Pymis 125 Deduction Cade Amourt  Contib Pymis 125
001 - ADDITIOMNAL WITHHOLDING TAX $300.00 $0.00 33 N 016-VISION $0.00 $6.98 B\Y
025 - ACTIVE CARE PRIMARY PLUS 000  $514.00 99 Y (51 -FLEXIELE SPENDING ACCT $11358 $6.02 ny
054 - GROUP (DISTRICT PAID LIFE) 50.00 5065 98| N
Leave Information
Type Descripion BegBal Eamed Used End Bal Type Descripon BegBal Eamed Used EndBal
M LOCAL 0 5.000 0 5.000 02 SCHBUSIN 0 0 0 0
05 STATE 109.000 5,000 0 114000 14 test 0 0 0 0
Busnik Iriformation
Bank Bank Acct Nibr Bank Acct Type Bank Acct Ami
010 - CEFCU ses==1EE1 2 - Checking account £0.00
The above salary information i5 frue and comect as shown, | understand thal this sheel will be alfached fo the contract | signed earlier in the year and shall supercege
any salary amounts previously quoled
Employes Signature Dade

14. 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

the first payroll.

& IMPORTANT:
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o If applicable, increment leave types.
o Verify the selection of deduction codes on the Payroll > Payroll Processing >
Run Payroll page before processing the first payroll.

A

Frequency: & PayDate: 09-25-2025 School Year:

2026 Begin Date: 09-01-2025 End Date: 09-30-2025

Sort Checks by Alpha or Campus:

Increment Leave

TRS Month: 09 TWCQtr: 3 Print Alt Addr: N Adj Cycle: 000

Beginning Check Nbr: Wage / Eaming Statement:
Payment Method: [ Electronic Fund Transfer v | Wage/Eaming StatementLine 1: |

Beginning Reference Nor: 050050 Wage / Eaming Statement Line 2 [

Print Voided Checks: ] Wage / Eaming Statement Line 3: |

Print Bank Checks: ] Wage | Eaming Print Bank Acct Nbr: ]

Deduction Register Print Emp SSN:

Deductions

=
b
5

Cancel l

v Type: Description Increment: Incr Amt Deduct Cd  Abbrev Description Deduct W2 Health Care
01  STATE PERSOMAL 0 o001 cu |
002 M1
o won 0 oo —
03 SICKLEAVE BANK O ooe n 0
04  EXTENDED LEAVE 0 oa7 il 0
05  STATEBUS O o008 cu (]
06  LOCALBUS 0 2‘1’3 :: %
v
®  wovouvosr O — =
OLD STATE SICK
1 eave O oz m 0
1 0 o | oc .
014 M1 O
15 0
0 e S
18 0 016 M1 O

Review the selected Calculation Reports to verify the accuracy of data for the new year.
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Frequency: & School Year: 2026
Pay Date: 09-25-2025 Adj Nbr: o

-

Caloulation Reports
Gen Rpt Report Sort Options Sort Order

Transsction Proof List Alpha (&), Pay Campus [C), Primary Camgus (F) E]
Transmittals Report Alpha |4}, Pay Campus (C), Primary Campus () ]
Payroll Earnings Fegister Alpha &), Pay Campus (C), Primary Camgus (F) ]
Check Register Alpha (A). Pay Campus (C). Primary Campus (P1, Check Number (M) [N
Deduction Register Adpha (&), Pay Campus [C), Primary Camgus (F), Deduction Code (D
Aeeount Distribution Jaurnal Alpha (&), &cesunt Code (C)
Bank Account Listing

General Journal Report

Account Code Companison Report Alpha (4], Pay Campus [C). Primary Camgus (F)
Ermployes Leave Dock Report Adpha (&), Pay Campus [C), Primary Camgus (F)
Payrall Control Listing

Leave Status Report Alpha (&), Pay Campus [C), Primary Camgpus (P}

Payroll Balancing Report

Statutory Minimum Report #373 Worksheet

FSP Staff Salary FReport Alpha (4], Pay Campus [C). Primary Camgus (F)

Pay nfo Extra Duty S-Type Alpha (&), Pay Campus (C), Primary Camgus (P}, Extra Duty Cade [E
TRS Hon-0&501 Employer Contribution

O0000ReEOOEOEREEE®R OO

000000nOn0000C

Actual Hours Worked Report Alpha (A}, Pay Campus [C). Primary Camgus (P)
r
[ Generate Reports J [ Consolidate Rpts J [ Select AlL ] [ Unselect Al J
[ Back ] [ Mext ] [ Cancel ]
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