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ASCENDER - Position Management Setup and
Processing for Existing Users

This guide provides existing users with the necessary steps to begin the next year (forecasting)
process in Position Management.

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

Set up Next Year Payroll Tables

1. Export next year PMIS.

Position Management > Utilities > Export PMIS Tables

This utility is used to export current and next year position management tables for all pay
frequencies including PMIS District Options. The export includes active/inactive positions and
supplemental positions.

You can use the Position Management > Utilities > Import PMIS Tables page to import the

tables.

Note: If data is changed after the export and then imported, those changes are not included.

Export Filename: db001904_PMIS_1101200 | rsf

Enter the Password to be used for the Archive: [-----4

Export position management tables:

Field

Description

Export File Name

This field is preset and display only. The export file name has the format
dbcccddd PMIS mmddyyyy.rsf, where cccddd is the county-district
number, PMIS indicates position management, and mmddyyyy is the
current date.
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Field Description

Enter the Password
to be used for the |Type a password for the exported file.

Archive

O Click Execute. The tables are exported and a message is displayed indicating that the export
process was completed successfully.

2. Clear next year payroll tables and copy all tables from current to next year.

Log on to the current year pay frequency.
Perform the following two processes:

Payroll > Next Year > Copy CYR Tables to NYR > Clear Next Year Tables

This tab is used to clear:

o All next year tables for all pay frequencies regardless of the pay frequency to which

you are logged on.
o Only EQY accrual data.
o Only next year payroll budget data.

Individual frequencies cannot be selected for deletion.

Note: EOY accrual reversals must be created and interfaced to Finance before clearing next
year tables or EQOY accrual data only.
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CLEAR MEXT YEAR TABLES COPY CURRENT YEAR TABLES

[] Clear EOY Accrusl Data Only [ Clear NY Fayroll Budget Only

Mo Rows

Extra Duty Pay

Howrly f Daily Salary
Job Code

Local Annusl Salary
Midpaoint Salary
School Calendar

State Minimum Salary
Substitute Salary
Wiorkers' Compensation Rates
Ermnployee Bank Record
Employee Deductions
Ernployee Extra Duty
Emnployee Job

Emnployee Pay

{ja0)8
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Employee Pay Distribution
ECY Accrual Calendar

ECY Accrual Data

ECY Accrual Fund Decrement

WY Payroll Budget

Clear next year tables:

Field Description

Clear EOY Accrual Data |Select to clear the EQY accrual data records only. All other next
Only year data is left intact.

Clear NY Payroll Budget |Select to clear the next year payroll budget records only. All other
Only next year data is left intact.

Note: If an option is not selected, all displayed next year tables for all pay frequencies
(regardless of the pay frequency to which you are logged on) are cleared when you click

Execute.

All available next year payroll tables are displayed on the left side of the page. Select the tables
to clear. Use the arrow buttons to move the selected tables from the left side to the right side of
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the page.

O Click Execute. A message is displayed indicating that the next year records have been
cleared. Click OK.

Payroll > Next Year > Copy CYR Tables to NYR > Copy Current Year Tables

This tab is used to copy all tables or selected tables as next year records for the
corresponding next year frequency (e.g., CYR = 6, NYR = F; CYR =5, NYR = E; and CYR = 4,
NYR = D). The tables are copied from all current year frequencies to all next year frequencies
(except the School Calendar table). The School Calendar table header is only copied for the
frequency to which you are logged on. To copy the school calendar for another frequency, log
on to the other frequency and copy the School Calendar table. The calendar itself is not
copied, only the calendar code and calendar description. Type the year in the Start Year
field and the beginning month in the Start Month field to begin the process of building the
next year calendar.

CLEAR NEXT YEAR TABLES  COPY CURRENT YEAR TABLES
ccrual Calendar [ ] O | [ S H e e
Extra Duty Pay ( I L
Hourly / Daily Salary ( ] O
Job Code ( ] L
Local Annual Sslary [ | O
Midpaint Salary ( | O
School Calendar ( ] O
State Minimum Salary ( ] O
Substtute Salary ( ] O
Warkers' Compensation Rates | | O

Copy current year tables:

All available current year tables are displayed on the left side of the page. Select the tables to
copy. Select the corresponding check boxes to select a table. At least one table option must be
selected.

o Select  next to the table(s) to copy.
o Select J again to clear the selected check box.

O Click ¥ if you do not want to copy the entire table, but want to include specific data from a
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table.

Notes:

o Only the selected tables are processed.

o If the tables are copied multiple times and the record in the current year does not
exist in the next year, the new record is inserted in the next year.

o |If the tables are copied multiple times and a description is changed in the next year
but not in the current year, the description is replaced by the description in the
current year table.

O Click Select All Tables to select all current year tables to copy to the next year.

O Click Execute. A separate preview report is displayed for each selected table.

O Click Process on each report page to copy the table. Or, click Cancel not to copy the table. A
message is displayed indicating that the tables were successfully copied. Click OK.

3. Copy current year staff to the next year payroll.

Log on to the current year pay frequency.

Payroll > Next Year > Copy CYR Staff to NYR

Pay Grade:

Prior ¥r Emp Date:

Options

[]inclusde Employess with Terminstion Dats

Dlﬁsct:-,'ane Records when Crasting WY Tables
Previsw changes

(3
i

Mext Year's Funding Code

Mumber of Remaining Deductions

Parameters
Pay Status:
@ Active (Jinactive () Both v] Payoff Date :]E
— be 1 Frequency [E Semimanthly CYR V]
2y Type [: Exclude Substiute \:;b ¥] satery Concept [Au =)
Job TR ol ] i ] Extract D [ e ]
Accrual Codes V] -
emotoyeeter [ Ji

Complete the following:

O In the Pay Type field, select E - Exclude Substitute.

O Under Options:
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o Select Include Employees with Termination Date.
o In the Next Year’s Funding Code, type the fiscal year that exists in Budget.

O Click Execute. If the process is successful, a preview report is displayed. Review the
employee list to verify that the correct data was copied to the next year records. Also, review
the total employee count at the end of the report.

O Click Process to accept the changes and continue. A message is displayed indicating that
the process was completed successfully. In addition, a list of the database record tables that
were copied is displayed. Click OK.

O Click Cancel to return to the Copy CYR Staff to NYR page without making the changes.

4. Update next year payroll tables.
Update the following tables as needed:

O Salaries

[¢]

Personnel > Tables > Salaries NYR > Local Annual - Only contracted employees
Personnel > Tables > Salaries NYR > Hourly/Daily - All contracted, noncontracted, and
hourly employees

Personnel > Tables > Salaries NYR > Extra Duty

Personnel > Tables > Salaries NYR > State Minimum

Personnel > Tables > Salaries NYR > Midpoint

[¢]

o

[¢]

[¢]

Log on to the next year pay frequency.

O Tax/Deductions - Verify that you are logged on to the next school or calendar year (2024).
The current and next year tables are shared. Any current year changes affect the current year
payroll. These fields are updated when calculating employee taxes and benefits for budget
purposes; therefore, they must exist in the next school year.

o Payroll > Tables > Tax/Deductions > FICA Tax

o Payroll > Tables > Tax/Deductions > Unemployment

o Payroll > Tables > Tax/Deductions > TRS Rates

o (If applicable) Payroll > Tables > Salaries > Workers’ Comp

O Job/Contract - Add or update job codes as needed. If any job codes are added or updated,
indicate the accrual code and workers' compensation code if applicable.

o Personnel > Tables > Job/Contract NYR > Job Codes
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O Calendars - This step must be completed prior to continuing to the next step.

o Personnel > Tables > Workday Calendars > School Calendar - All employees must have a
school calendar.

5. Set up next school year pay dates.

Log on to the current year pay frequency.
Payroll > Tables > Pay Dates

Although the current year pay dates are used at this time, the next year pay dates can be
created. The next year pay dates must be set up prior to rolling positions to the next year PMIS.

E

Delete SshoolYear  BavDate Bepin Datg EndDpte  IBSMooth TWC Quarter Print Alternate Sddress
o

2024 | 0232024 | [ 0s-02-2024 | [ 0m-32-2024 | || o= |

2024 [ 07-25-2024 ) [07-01-2024 | [07-31-2024 | [ 07 ]

2024 [ 06-24 zuz-:] [ca 01- 2024 ] |_ 06-30-2024 ] [ [3 ]

2024 [0524.2024 | [05.00.2024 | [0532.2024 | [ 05 |

2024  [o0425-2024 | [04-01-2024 ] [ 04302024 ] [ 04 ]

2004 [ 03252024 ) [o03-01-2024 | [ 03312024 | [ 03 |

2024 | oz-23-2024 | [ 02-01-2024 | | 02-29-2024 | | o2

2024 [o125-2024 ) [o0101-2024 ) [o231.2024 ] | o1

2023 [ a2z202023 ) [12-01-2023 ) [a2302023 ] [ a2

2023 || 10-25-2023 | | 10.00-2003 | | 10-31-2083 | [ 10

2023 [oo252023 ) [oo0r2022 ) [oo302023 ] [ o2

2023 | 08.25-2023 | [ 07-08-2023 | | 08-04.2023 |

)
)
J
2003 [12a2023 ) (1012003 ) (32023 ] [ 11 ]
J
]
J
J

|
2023 [or25-2023 ) [os-10-2003 | [orov2023 ] [ o7

2023 | 06-23-2023 | | 05-06-2023 | | o6-09-2023 | [ o6
. 2 (v ] [Last] 9 Add
— ,

Selected Pay Date

¥
DUUDDUDUUUDDUUDE

HUHEHEEBHEEBHE

Addjustmant Mor Date Pay Run Interface User ID

Mo Rows
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Set up District Administration Options

1. Update Position Management options.

District Administration > Options > Position Management

This page is used to create and maintain Position Management options including the types of
calculations that should be used in Position Management and the specified default values to

be used for certain types of Position Management transactions. These options are not
typically changed throughout the school year.

-

District Options

Use PMIS:

Mirmurm Foundation Year

Unemplowment Ebgibile:

FICA { Medicane Eligible:

Use Forecast Comversion Tables:

Default Position Recard Status: [. - Wacantijust position info, ready ta Bl ermp)

Ermpleyes Must Be Assigned a Pasition Prios to Creating Payroll Record:
Ml TYR Position Description Changes (Admin only):

Allow Forecast Position Description Changes:

008 B8 [FBEB

s play Options to lgnore Pet of Day and Pot of Year for Pesition Records:

Payment Options

Round Salary to Mearest Whele Dellar

Douring CIC Calculation, Pay One-Time Supplement

O Verify that the following fields are completed and accurate:

o Current Year
o Next Year
o Minimum Foundation Year

2. Update the current and next year first pay date codes.

Use the following pages to establish the current and next year first pay dates and codes.

District Administration > Tables > PMIS > First Pay Date > Current Year

This tab is used to create and maintain a list of codes associated with current year pay dates

that are used by the Position Management application. The codes are used:
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o To establish an association between a table ID and a starting pay date.

o To establish a start date for a new teacher so that a new teacher can be paid over 13
months.

o To determine the first pay date of the new school year when calculating the amounts
already paid to an employee.

o To calculate the amount to be paid to an employee during the change-in-compensation
processing.

o To update the payroll data with the data in the forecast records, and to move the
forecast data into the current position records.

In this example, the first pay date codes begin with J, A, or S to represent the first pay date
month (July, August, or September). The subsequent two characters represent the calendar
code.

CURRENT YEAR  NEXT YEAR
Starting Pay Date Code{___| '
Delete  First Pay Date Code  First Pay Date Description
) EEE) | )
(a7 ) (68-25-20 ] [TEACHERS LG START ]
[aap ) 08-26-20, ] [207 D ]
[aF1 ] [o@-25-20 ] [197 pavs cu DwECTOR ]
[aF0 ) (ea-z5-20. ] [220 ]
&) E=o )| )
(mc [bs-2s-200 ] | |
[ ] [z ] )
[ao1 ]  [oe2s-200 ] [1970avs ]
(a0z_]  [ce:25.208 ] [0308rs J
[0 | [oe-z5-20 ] [195Davs |
) E=s ) ( )
) EEn ) ([@os )
[ars ] (08-25-20, ] [210Davs ]
iz ) (07-25-20 ] [CUSTMAINT 251+ HOLIDAY ]
(s ] [o7-25-20 ] [TEACHERSJULY START ]
e ) @== ]| )
e ] [o7-25 ] [226 Dy |

Complete the Current Year and Next Year tabs. The Current Year tab represents the first pay
dates for the current school year, and the Next Year tab represents the first pay dates for the
next school year.

District Administration > Tables > PMIS > First Pay Date > Next Year
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CURRENT YEAR HEXT YEAR
Starting Pay Date Code | | Ritriva | [
Delete  First Pay Date Code  First Pay Date Description
(a7 ) [oe-25-2c ] [210Davs1sT o8 R ]
) @E== )| )
[aec ] [o8.25-20 ) [EARLY CHECK-13 ]
[ar ] [oe-25-2c ] [197 CN DIRECTOR ]
fmc ] [oezs2g ] J
[n01 ] [ve-25-2: ][ |
(2]  [eezsam ] | J
(o3 ] [z ] J
[n0s ] ([08-252¢ ] [19s0w ]
per ) [esadl] | ]
[aRG ] [08-25-20 } [ ]
@) == ) )
(16 ] (07-252¢ ] [TEACHERS ULY START ]
) @== )l )
&) @== ) )
@) == ) G@os )
b ] [orzsae ] | |
(o) (s )| )

3. Update the forecast conversion data.

6 Prior to completing this step, the calendars and pay dates must exist in the next
year payroll files.

District Administration > Tables > PMIS > Forecast Conversion

This page is used to create forecast data for the next year's records. This table maintains the
data conversion information by the First Pay Date Code for the Calendar Code, Begin
Date, End Date, Payoff Date, Max Days, Number Of Days Off and Actual Payments.
These fields should be updated with the dates to be used for the next school year. From this
data, the appropriate calendar data is located and the following calculation is performed: The
Local Begin Date is subtracted from the Local End Date, and then the Number of Days
Off is subtracted resulting in the number of Actual Days. This data is moved to the next
year's records at the time the budget is created for the next year.
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Save |
FORECAST CONVERSION
J | I :
Eirss Pary. Calengar [Ectrm Dt [Fiet, Py Raxal Lesal Lawt Mignber OF Actual Astual
Delsta Date Coge = Cods Diate Descraticn Begin Date End Date Pay Dats Mas Days Drays Ot Dy Paymants
@ B C e | e | Corerrm | ) | —— | — | —
Bee ) (o Ji [ )i [cioaaoas ) [saaaead ) (aaszas J3 (a7 ( oo [ 77 12]
I TN B TR | Ji TeacHeR+0pAvs  [or26-2023 | [os3i04 | [eeaaeas Jg [ 193] [ oof | 193] 1
(30__J¢ (o___Ji | J3 [cBoazzs ) [ps232024 ] (pezazeas |3 [ 183) | o] | 13 | 1]
® ()i ()i [ Ji  3004vs [f7a72023 ] [e628 2000 ) [esaaoas J3 [ 229) [ o] [ ) E]|
E i s C_ T ) Eam) mama )i (o) (o0 (a9 | )
B o 13 [co 1 | 13 [or03.2023 | [0628-2024 ] [06-24.2004 J§ [ 226] | 00] | r26] | 12]
E B [ woesswsw fowus) GEesn] Gass ) B (9@ (3
CON v | O | ] — T | e | e | T | S— | S—
2 ) [ C o) Eom) @sma i a9 [ ) )
[A04 J§ [0 J1 | J1 198 Davs [o7-2s-2023 ] [o6-04.2024 ] [o7-25.2024 3 [ 198 [ oo [ 18] [ 12]
E ) E ) C Cren) Geam) @aes ) (=) 9 9 ( 5|
2 B B C s Foon) Eoen) Tesa i ) | my =) ( )
E ) B C e Carrrr e | e e—  E—;  —
8 [ i i [ [ ] ] [ It [ ] ( o] g [ 1)
( It Ji [ ] [ IR ] ( It ] ( ag] | 9 | 1
| | i [« [ 11 1L It | J oo} q 1]
( Ji | CEN [ ][ | & Tt ] o) [ 9 [ )|
B | i Ji eIt [ 7 [ 1 C Ji | J oo} g | 12
( It | It [er__ I [ I [ I BE | a9 | 9 | 1
B Ji Ji e ___Ji [ ][ 1 I ] ( o] 9 [ 1]
| )t )8 [ [ i e 5 = ] ( o) [ o) 1]
® i | Ji [5__ i [ ] | [ I | ] ( o] | 9 | 12
[ I | N | [ ][ ] ( i ) og] [ 9 [ 1)

For each pay date code, complete the fields on the page. The next year begin and end dates
must match the new calendars in the next year payroll files, and the payoff dates must exist in
the pay dates table for each first pay date code.

This process updates the table and replaces the mass updating process that is done in the next
year payroll.

The Days Off field is used to reduce the days worked without tying back to unavailable days on
a calendar. For example, a district police officer may work every day (or have the potential to
work every day) but may have a certain number of days off per year that can be taken at any
time.

be sure to set up a new first pay date code using that calendar code and add that

0 Reminder: If you set up a new calendar code in PMIS at any point during the year,
information to this table.
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Perform PMIS Maintenance

Log on to the next year.

1. Delete next year PMIS.

Position Management > Utilities > Mass Delete Forecast Positions

T e = |
Select Positions only (P). Supplements only {S) or blank for ALL: D
Select Fosition Statuses or blank for ALL: [ ] :]
Select Position School Years or blank for ALL: [ ] :]
Select First Pay Date Codes or blank for ALL: [ ] :]
Select Extra Duty Codes or biank for ALL: ( ] :]

Select Positions or blank for ALL:
{Includes ALL billets for selected positions [ ] :]
Blank for ALL mot processed when Positions/Billets selected)

Select Positions/Billets or blank for ALL: ( ] :]

Selact Supplement Positions or blank for ALL:

{Includes ALL billets for selected supplement positions [ ] :]
Blank for ALL mot processed when Supplements/Billets selected)

Selact Supplement Positions/Billets or blank for ALL: [ ] :]

Year: M

O Leave all fields blank and click Execute. A list of processing reports is displayed.

[ Process h{ﬂ ]
Processing Reports
Selact Report Mame
Mass Delete Forecast Positions Process Error Listing
hass Delete Forecast Positions by Employee Mame
Mass Delete Forecast Positions by Campus
Mass Delete Forecast Positions by Position/Billet
[ Generate Reports ] [ Select AlL ] [ Uniselect A1 ]

O Select the reports to generate, and print or save the reports.

O Click Process to delete the forecast records. You are prompted to create a backup.
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2. Copy current year positions to the next year.

Position Management > Utilities > Create Forecast Positions

[ Gt Gt~ Poston Management 8|
o

Include Proposed Positions: @

Mowe Forecast Conversion Actual Payments to Position Max Payments:

(Also includes remaining payments if Position ocoupied)
Move Forecast Conversion Actual Payments to Supplement Max Payments:
'!’ Reset Supplement Amounts based on Extra Duty Code Table Default Amount
Move Forecast Conversion Max Days to Supplement Max Days:
Mowve Supplement Max Days to Supplement Extra Days (occupied only):

Move Supplement Max Payments to Supplement Remaining Payments:

=

tJ-LEAs with the Percent of Year field set to less than 100% of the stipend amount on the
Position Management > Maintenance > PMIS Supplement Modify > Position Record tab should
consider if this field should be selected. If selected, the amount on the supplement position
record is reset to match the amount on the extra duty table.

O Select all fields and click Execute. A list of processing reports is displayed.

[ Process h ncel l

Processing Reports

Select Report Mame

Create Forecast Positions Process Ermor Listing
Create Foracast Positions by Position/Billet

[ enerate Reparts l [ Select All l [ Unselect AlL

O Select the reports to generate, and print or save the reports. Verify any errors and make
corrections as needed.

O Click Process. You are prompted to create a backup.

3. Update the fiscal year for distributions.

Prior to completing this step, verify that the new year budget is initialized in ASCENDER.
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Position Management > Utilities > Update Fiscal Year by Fund

O Select the fund/years to be incremented. This process increments the position distribution
fiscal year by 1.

] |

)

UPDATE FISCAL YEAR BY FUMND

Increment Fiscal Yoar by 1

e

 Click Execute.

4. Generate the Position Listing by Campus Report.

Position Management > Reports > PMIS Reports > HRS8050 - Position Listing by Campus

Generate the Position Listing by Campus Report from next year Position Management to
determine the following:

o If any employees need to be moved to a different position.
o If you have vacant positions you need to update with employee information.
o If you have any supplemental positions that need to be updated for stipends.

P oM

Date Run: Position Listing by Campus Program: HRS8050

Cnity Dist: ISD Page:1of 11

Campus

Position Billit Mbr Paosition Description Freq Emp Hbr Employee Hlame Pet Worked

EXTRADUTY 00002  FROZEN CARRYOVER 6 000026 0.00 %
PTEACHER 00205  ENGLISH & 000026 100.00 %
ATHLETICS 00015  BASKETBALL ASST 6 000027 0.00 %
ATHLETICS 00038  TRACKASST 6 000027 0.00 %
ATHLETICS 00113 VOLLEYBALL ASST B 000027 0.00 %
EXTRADUTY 00005  FROZEMN CARRYOVER 6 000034 0.00 %
EXTRADUTY 00006  FROZEN CARRYOVER 6 000041 0.00 %
PTEACHER 00606  SOCIAL STUDIES 3 000041 100.00 %
PCAMPUS 00114  AIDE 6 000048 100.00 %

5. (If necessary) Update regular and supplemental positions.
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Note: If your LEA comes across a situation where teachers are not being captured in the
ASCENDER Student system for grade reporting or scheduling, contact your regional ESC
consultant for guidance.

Position Management > Maintenance > PMIS Position Modify or PMIS Supplement Modify

nMumber{FTEACHER |1 Posision Daserignion{TEncoies |H [ e

Datads Billst  SohYR  Description St Freg EmpMbe  FitMams  MoSsMise  Listhame Gen *
o 00000 2024 [TEACHER | F

poiod 2024 [ARTS ] v r

O a10 2024 [ TS & ELOAA J E 001179 WANDA WARIE WILLIAMS

[o] o0i03 | 2024 [anTs ] A F D015 WENDY CHARLES WILSOH

0 oiind 2024 [amTs ] F 000791 MELISSA HMEW EMPLOYER

0 B0105 024 [SCIENCE HALF TIME | HITHE i ~
L EI ( l-" Last

POSITION RECORD DISTREUTION DATE BUDGET

Oocupant

e E——T Emptoyns Mama: WENDY CHARLES

T b ] dner tie [ Mew Emplovee: [0

B et Gy s (s st () wopmome: (G553 ) v (GE3008]) e
0. E Hbr Darys Emploved: 183.00 HourkwDaily Fate: Salar ng Fa E [m]

Posstion

coept Changes. Sus [ i

Job Eode: [1000 - TEACHER Ji oeec ]

pr Anoudl EEDC: Wik mp ligitde: [
[ ]
caies: [ 1o

If working on the Distribution tab, you must select an account code from the
autosuggest drop down in the Account Code field versus typing in the full
account code in order to validate against the grant code table.

If necessary, use one of the following options to vacate an employee from a position:

[ Option 1: It is best practice to use the Position Management > Utilities > Vacate Employee
from Forecast Positions page to vacate a position.

Typically, when an employee decides to leave the LEA at the end of the year, the employee is
paid off in payroll at the end of their contract; therefore, no additional action is necessary for
the current year. However, in the forecast records, the employee must be removed from all
existing positions.
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WACATE EMPLOVEE FRODM FORECAST POSITIONS.

Employee: [ H S |

Hucoept Chgs Position Type Peition Nurmbes Percition Desoription Billet Sch YR Job Code Status
5 P PTEACHER SOCIAL STUDIES 00S0T 2024 1000 - TEACHER A
E 5 ATHLETICS: BASKETBALL HEAD D000 2024 A
A 5 ATHLETICS TRACK A55T 00093 2024 &

] Promary jot1 Ei Prrcere Doy Emploped: |

TEA | PaySten [13 ] Sohedule: | State Stenc [13

0.0 Hor Days Employed: 183 00 Hows Per Day: [ [ 12)
Primary Campus. D01 - DD School Depe. | Catendar Code: | 10 | TRS Member Pos. i.(._ Teacker L anan ey Elsyibhe E
Jgreore Pt of Dy for Satany Caics: (7] Igreore Pt of W for Salary Calex: [
Digtrignstion information

Activity Code Account Code Grant Code ‘Workers' Comp Experse 373 Empiover Contribantion Pencent Amount Dup Acct
[* [Ereammmanm ) & = = 100000  S3E0400
Fotals. 100,000 S3804.00

o Retrieve the employee's position record.
o Select the Vacate check box for each position.
o Click Save.

[ Option 2: Use the Position Management > Maintenance > PMIS Forecast Change page (only
available in the next year payroll) to change an employee from one position to another. A list of
the employee's existing positions is displayed with a section to either enter a new position or

vacate a position.

FORECAST POSITION CHANGE

L—mpl_'.‘m{ ] Hetne |

Curment Forecast Positions,
Duotails Prosarinn Summber Perumssn Description Biles Sl YR Job Code: eatus
o PTEACHER SO0AL STUDES 00507 2024 1000 - TEACHER A

Jatr [..;_- 03-2023 ] End Diste [ 05-23-2024 ] Payoli Date

yRane: [ Z54011) Acual Ssary: 5380400 Remaining Faymonts

Primary Campus: [001 - D01 School p Depr Calendar Code: 10 TRS Member Pos: (07 - Teacher, orarian incr Pay Step Exclude Days for TEA: (]

Desete Artivity Code Astount Code Grart Code Wiorkers' Comp Expense 373 Employer Contribution Percent Arnteant Dup Acet
B [20 - Base Satary v [299-11-6119.00-001-411000 A e

Terss 100,000 53,804 00
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6. Generate the PMIS/Payroll Discrepancy Report.

Position Management > Reports > PMIS Reports > HRS8054 - PMIS/Payroll Discrepancy Report

Generate the PMIS/Payroll Discrepancy report to determine if there are any active employees
not assigned to a forecast position. Below are some examples of the PMIS/Payroll Discrepancy

report:
Dot P PMIS. ] Paryeoll Discropancy Report Program: HRSEGL
Criby Dt 0 Prage: Tl 9
b Ll Companson
ot
Freg T Provatin M el Dscrption g M Ernploryn Mo Mrvenm
E P PSAINR 00007 ADMBESTRATIVE [ L] Does: roct harve the same jobrcodes or exira duty
codes in TR Paryecl
E P PSAIND 00007 DR OF TECHMOLDGY o0oess Cots nat harve the same job codes o exir duty
oodes in TR Payecl
E P PSATIOE 00007 TRANSPORTATION COORD [ F ] Do rict b S s jobs codes or endra duty
codes i OV Payscl
E P PSAING 00001 BURSINESS MANAGER DOCEES Doss not have e same joboodes o exirs duty
codes in CYR Payscl
E P PSATIE 0000 DIRECTOR ATHLETICS [ ie o] Do rict havs S savmas jobs codes o endra duty
oodes i CYR Payecl
E P PSINT CO001 PEIMS COORDINATOR ooctag Coes rect harve tha same jobcodes o extra ety
codes in OV Payecl
E P PSRN0 00007 FACILITIES CeRECTOR 000872 Does nct have the same job oodes or exdma duty
Date Run: PMIS | Payroll Discrepancy Report Program: HRS8054
Cnty Dist: 5D Page: 1 of 1
Employes Level Comparison
Pos Billat
Frog TYP Position Nbe Hbr Dwacription Emp Mbr Employes Mama Mosango
F P PCAMPUS DO300 PRINCIPAL 000012  ADKINS, ALEXANDER LYNN Inactive in CYR Payroll
& 001140  BUSMGR, IMA Active emp not assigned 1o Forecast Position
6 000&31  POER. PACER P Active emp not assigned 1o Forecast Posithon
] 001058 WHARTONM, TYLAR DEMAA  Active emp not assigned to Forecast Position
6 001120 WILLLAMS, WENDI IRENE Active emp not assigned 1o Forecas! Position
[ 001134 WYNN, WYOMING Active emp not assagned 1o Forecast Posdtion
] 001135 YARBROUGH, TACHARY KAY Active emp nol assigned to Forecast Position
8 001138 YOUMNG, ZEB MARTIN Actrve emp nol assigned Lo Forecast Position
L] DO1138 ZAPATA. ZOMA ASHLYMN Actrve emp nol assigned 1o Forecas! Position
Total Number of Employees 9
End of Report

7. Generate a user-created report.

Position Management > Reports > User Created Reports > CYR/NYR Positions

Generate a PMIS user-created report to verify that the Increase Eligible field is selected for
applicable positions. It is possible that the field is not selected for new LEA employees from last

year.

O It is recommended to verify the Nbr Remain Payments field prior to calculating salaries.

O Select the following fields on the user-created report:
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[ Save ] [ Create Report ] [ Delete ] [ Reset ] Year; C e

PMIS Position/Distribution Export File Auta Select Options

D PMIS Pogition Control D PMIS Position Distribution

DPMIS Pasition Control

[ JCYRMYR Flag [ contract Beg Date [Jpay Empld Pet [JExtra Duty Code

ition Mbr [ Contract End Date Pt of Year [ 5upplement Type

it D Payoff Date DPE‘- Concept D Supplement Max Amt
D"GD'DQ-’SC"H : [:|Base Suppl On Dly Rate
DA:! Hrly Dly Rate D Supplement Pay 1 Time

[]5alary Amount [Jpate Supplement 1 Time

D Occ Fay Type

D Suppl Recaloulate

D Ign Pct Day For Sal Calcs
[Jtan Pet ¥r For Sal Cales
[ Mew Employee

|:]I'K.-r. on School Year I Mbr Remain Payments I 3 Gﬁ::ost Change Midpoint Base
DF.':—:,encT |LJlab Catzgary DMB:\ Payments D Date Create/Update DPe'cmt of Midpaint
DG.'_: Employee Mbr D Supplement Attached DU-.-'.'.’ Elig Fig B Date Fill Duﬁe/‘"alc-,-me'.t Elig Flag
[ ]Primary Job ek Code [J5tate Minimum Days [JFill Pesition Reasen [JFica Elig

I’.:'ease Elig D 1st Pay Date Code DSaus' Position Mbr G Date Criteria D._-_lS Status Code

|J O Pay Grade D Calendar Cade DSavs* Billet Mbr D Drate Authorization DBch_: et Amount
DCL: Fay Step D Campus I DSupo.eme nt Extra Days D Date Authorization End DBng et Salary Override
[JOec Fay Schedule e [J5upet to Pos Mer [Joate Entry [O#cwaliBudget Ind
DSta:e Step Dl—rs Per Day DSJp-o.tc Pos Billet DDEte Inactive DPE‘- Type

DPMIS Position Distribution

[JCYRMNYR Flag [Jiek Code [JFunction [JEd Span [(JExpense 373
Dl"csi: on Mbr D;‘\ccsu nt Type D Object D Project Detail DC.:.ﬁ'.‘iI:- At Flag
DE Llet Nbr Df‘av Activity D Sub Object Dh‘.ccun: Ameount
Dr‘csizjn Type D'v‘.'c'ké's Comp D Organization D;*u'_:cun: Percent
[ vistribution Segquence OFte D [ Fiscal Year [ TRs Grant Code
DFreq_encT DFunc D Program Intent D Extra Duty Code

DEmplwae Demo

DMJG[;—N:.-“;— D-Ge'.era:ic'.

O Click Create Report. The report is displayed. Use the sort/filter functionality to group the
applicable data.

Note: The number of remaining payments reflected on the report is displayed on the Job
Info tab as the number of annual payments and the number of remaining payments for the
employee for any P position type. If the LEA uses S acct types or business allowances for
extra duties, S position types on this report should reflect the correct number of remaining
payments. Prior to continuing, make the necessary position corrections.

8. Update position records.

Position Management > Maintenance > PMIS Position Modify > Position Record

If necessary, update the Increase Eligible field to identify the employees who are eligible to
receive a salary increase for the new school year when running simulations. Only the employees
with this field selected will receive a salary increase.
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r =

1 =3 1

L )

Postion amber[FTEA0R i Postion Descrption(TeAGrEs )i o

Datmils Billat SChYR Deongmn Sramd Freg EmpNEr st Nams M N Laan Mama Gan *
0 me ] I‘—' W ] e F
D [azr= ] v
o o002 2024 [amTs ] A 00117
D 00103 2004 [a5T ] A £ 001188
0 oalcd i | ] k o007 1
. 5 [EowE varT ] A F  couis =
D0

O Clear the Increase Eligible field for new employees who are not entitled to a salary
increase. Remember that the next year Position Management pay step reflects the same

current year Position Management pay step, and the step is increased in the salary simulations
if the Increase Eligible field is selected.
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Dty Billst Sch¥R  Description Seaty Freq EmpNbe  First Name Mlaidls Mame  Last Name Gen =
£ 0 & [ CHE ] W F
£ [wnT ] E
o [=an ] A F 01179
D 00103 | 2024 | [asT | A F 001185
O sl L w024 [anm | F OCTa1
£ E HCE HALF T ] -

POSITION RECORD DeSTRIBUTION DATE BUDGET

Oocupart
Snwioveetor GEIEE)y Empteresiin
Pay Grade: E] Pay Seag E D Seate Sxnp C]I: gin Gate: [08-03-2073 | End Date: [05-73-2028 ) Payolf Date: [08-23-2024
D Off i:j Employed: 18300 MourtyDaty Rat -,..., 47.436.00 Remairing Pavment [:] usde Days for TEA: 7]
Poastion

o o
s ] -
Pa & Annusl EEOC. Werk \ TRS Mt be: ()

uon )i oec (s it
Pt of iy o Sataey Cales: (] gnre Pt of ¥ e S 0

O If necessary, update the New Employee field to identify new employees on forecast position
records. If selected, the salary simulations will budget the employer contribution for new
employees even though they do not have current year payroll records.

Notes:
This field is not displayed on supplemental position records.

If the position is changed to any status other than Active, the field is disabled.

O Clear this field If an employee is no longer new to the LEA.

Position Management > Maintenance > PMIS Position Modify > Budget

If there are retirees who work in the LEA, confirm that the TRS Status field is set to 5 - Retired.
If the TRS status is incorrect, there is a possibility that the status will be incorrect (TRS-eligible)
when the employee is moved to the current year payroll.
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POSITION RECORD  DISTRIBUTION  DATE  BUDGET #

Vacancy/Budget Information

Pay Grade : Pay Step/State Step: C] Mon-Contracted emp  FTE
Midpoint Base: Plus Percent of Midpoint 0.00

— - p— - _ﬁl
Unemployment Eligible: FICA/Medicare Eligible: [M - Subject to medicare v KTRS Gtatus: [5 - Retired _-}]
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