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This process moves employees who receive their first paycheck in September from next year
Position Management to current year Position Management. It also updates some of the fields on
the following Maintenance > Staff Job/Pay Data tabs in the current year payroll:

Employment Info
Pay Info

Job Info
Distributions

Set up a separate simulation for employees who receive their first paycheck in September. If all
of the employees receive their first check in September, you can use the simulation that was
used for budgeting purposes. The simulation updates the fields in the next year positions for the
new school year and clears the Accept Changes field. The new salary information from the next
year position is updated in the current year, updating both the current year PMIS and the Staff
Job/Pay Data fields for those employees.

1. Verify account code fiscal years.

Position Management > Utilities > Update Fiscal Year by Fund

Verify that the account code fiscal years are accurate. This tab provides a list of the fund/fiscal
years that are set up in the positions. This process increments the position distribution fiscal
year by 1.

Note: Since the account codes are validated against the budget, there should not be any
fiscal years less than the next year. If there are, generate a user-created report to identify
the positions and manually update the information.

2. 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 Pasition/Distribution Export File Auto Select Options

D PMIS Pogition Control D PMIS Position Distribution

DPMIS Pasition Control

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

it [ Contract End Date Pt of Year (Jsupelement Type [(Joce Fay Type
D Payoff Date DPE‘- Concept D Supplement Max Amt D Suppl Recaloulate
[ nbr Days Cif : [ Base Suppl On Diy Rate Oray step [(Jtgn Pet Day For Sal Calrs
DA:! Hrly Dly Rate D Supplement Pay 1 Time [jp;,r Schedule D Ign Pet ¥r For Sal Cales

Units [ Mew Employee

[Jpate Supplement 1 Time [JFTE-

[:]I"u_r_ on School Year I Mbr Remain Payments I DMaA Days Gﬁ::est Change D‘Jicpo nt Base
E]Fr:—:,ency |_Jlob Categary DMm Payments D Date Create/Update DPe'cmt of Midpaint
DG.:: Employee Mbr D Supplement Attached DU-.-'.'.’ Elig Fig B Date Fill Dune/‘"plc-,-me'.t Elig Flag
[ ]Primary Job ek Code [J5tate Minimum Days [JFill Pesition Reasen [JFica Elig

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

|J O Pay Grade D Calendar Cade DSms: Billet Mbr D Drate Authorization DBch_: et Amount
D"Jc: 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 D Hirs Per Day DSJPO. to Pos Billst D Diate Inactive DPEV Type

DPMIS Position Distribution

[JCYRMNYR Flag [Jiek Code [JFunction [JEd Span (Jexpense 273
Dl"csi: on Mbr D;‘\ccsu nt Type D Object D Project Detail DC.:.ﬁ'.‘iI:- At Flag
DE Llet Nbr Df‘a\r Activity D Sub Object D;"u‘.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

DMJclsNaﬂ‘-:- 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.

3. Verify retiree information.

Position Management > Maintenance > PMIS Position Modify > Budget

Verify that the TRS Status field is set to 5 - Retired for retirees. 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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4. ldentify employees to move to the current year payroll.

Log on to the current year.
Payroll > Reports > User Created Reports

Generate a user-created report to identify the employees who begin their new contract in
August. It is possible that the employees are inactive in the current year, be sure that the
Active Employees Only field is not selected.

[ Save ] [ Create Report ] [ Delete ] [ Reset ] Year: C Frequency: 6 Change

Report Templats

[ ] Opusie [ Remeve | [ Directory

Report Title

( J

Employee \lnr{:]g [JActive Employees Only

D Employee Demographic

DHispa nic/Lating
[JAmerican Indian
O

an

[Jmaiden n

ame
refix

D Emer Phone Mbr

[JEmer Ext

[Otecal use 2
OEmait
[OHome Email

D Employee Motes

[Opistribution
Diab cd [JExtra Duty Cd [Oworkers' Comp [Occt Amt Ocet Pet [OJTRS Grant Cd [Oexpense 2
DFu nd Dl'Jojec( DSuo Object DF scal Year DI”ro; ram Intent DEU Span DFro_ect Detail

DCc ntrib Acct Flg

[JDeductions

[OJpeduction Cd [Oemployes Amt [JEmployer Amt [JRemain Pymts [ Rrefund [Jcafe 125 [JEmplr Contrib Factar [JTEA Cantrits Factar

O Prepare a list of new hires as a supplement to this list. Sort by the Payoff Date to verify that
all employees with a July payoff date have the same date. For example, it is possible that an
employee has a payoff date that is a day before or after the actual July payoff date.

O Use the current year payroll Payroll > Maintenance > Staff Job/Pay Data > Job Info tab to
make corrections as needed.

O Generate a user-created report again to verify that all of the data is accurate. Filter the report
using the LEA's July payoff date (YYYYMMDD).
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Sort/Filter

[ " Sort Criteria l

| - Filter Criteria

[ Add Criterion ] | Delete Selactad
D Column Operator Value Logical
0 (azzes ]

[ OK I Cance

Print or save the report for verification purposes.

5. Create a salary simulation.

Log on to the next year.

Prior to setting up and performing salary simulations, review the Position Management:
Salary Simulations Overview document for a description of the Salary Simulation pages and
samples of the available simulation reports.

Position Management > Utilities > Salary Simulation > Simulation Options
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Simulation Name_:] :  Simulation Desm'm.ionl

SIMULATION OPTIONS FIRST PAY DATE CODES FUNDVFISCAL YEAR EXCLUSIONS LOCAL ANMUAL HOURLY/DAILY EXTRA DUTY MIDPOINT DEDUCTIONS UPDAT

If updating tables, please create export for Budget Tables

l [ Add Simulation ] [ -] ] [ Delate l prior to using this wtility.
Simulation Name: :] Simulation Description: [ User ID:
Calculation Options Update Options
Include Proposed Positions: Update for Active Positions [5 - Move Actual Amount to Budget Amaount A4
Only
< Include Vacant Supplement Positions:
Forecast
Increment Pay Steps
te Budget [‘l - Do ot update Budget N
Masximum Annual Pay Step —_r
te Budget Amaount: [R - Recommended Amount W
Maximurn Hourly/Dhaily Pay Step:
Increment State Steps:
Include TRS On-Behalf Calculations:

Ependidire’ Account for TR Onc Béhalf (3006 3-BLAA K000
Calculations:
For Midpoint Salaries - Basis of Salary Change (€ - Use position hriyidly rate ~]
For Midpoint Salaries - Increase Pay Rate to

inirmum
Include TEA Health Insurance: Mo W

O Complete the following:

o (Recommended) In the Include Vacant Supplement Positions field, select Yes to
budget for vacant supplement positions.

o In the Update Forecast field, select No.

o In the Update Budget field, select N - Do Not Update Budget.

o Include all first pay date codes for 10-month employees who receive their first paycheck
in August. Include all local/annual, hourly/daily, midpoint (if applicable), and extra duty
tables.

O Click Save.

O Click Execute. Review the Simulation Process Error Listing and correct any errors prior to
continuing the process.

o Generate the simulation reports and review all salaries.

o Review the user-created report to confirm that all 10-month employees or positions are
included in the simulation. The reflected salaries are the amounts that are used to pay
employees in the current year payroll.

If necessary, continue making corrections and running the simulation until all of the salary
amounts are correct.

O Run the final simulation. This process updates the state step, pay step, and salary amount in
the next year PMIS for all 10-month positions and clears the Accept Changes field.
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on NemeT) o ;  Simulstion Desciption™; 7y cTaFF MOVE )3

SIMULATION OFTIONS FIRST PAY DATE CODES FUND/FISCAL YEAR EXCLUSIONS LOCAL ANMUAL HOURLY/DAILY EXTRA DUTY MIDPOINT DEDUCTIONS UPDAT|

If updating tables, please create export for Budget Tables

Retrieve ] [ Add Simulation l [ Execute l [ Delete ] prior to using this utility.
Simulation Name: | 10 MTH Simulation Desaription: [ZE' MTH STAFF MOVE ] User ID: LIZ
Calculation Options Update Options
Include Proposed Positions: Update for Active Positions [5 - Mowve Actual Amount to Budget Amount hd
Oy
Include Vacant Supplement Positions:
‘ Update Forecast ,
Increment Fay Steps: g W
Update Budget [ N - Do not update Budget v]
Maximum Annual Pay Step:
=== Update Budget Amount: [ R - Recommended Amount V]
)

Maximum Hourlg/Daily Pay Step:

Reound Budget Amount to
Increment Stata Steps: nearest dollar:

Include TRS On-Behalf Calculations: Yes W

Expenditure Account far TRS On-Behalf [:ﬁxx—xx-m A MO0 ]
Calculations:

For Midpoint Salaries - Basis of Salary Change (T - Use Simulation Mid Inc/Dec Amt W |

For Midpoint Salaries - Increase Pay Rate to
Mimirmusmn:
Include TEA Health Insurance:

[¢]

In the Update Forecast field, select Yes.

Click Save.

Generate and save the reports.

Click Process to process the simulation. Create a backup.

[¢]

o

[¢]

6. (If applicable) Move employees to next year payroll.

Log on to the next year.
Position Management > Utilities > Move Forecast to NY Payroll

If your LEA uses ASCENDER Grade Reporting and/or accrues, 10-month employees may need to
be moved to next year payroll.
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Execute

Select Pay Frequency: E - Semimonthly NYR %

Update TRS Year Flag:

Select First Pay Date Codes or blank for ALL- [."\.'I'C.SN'C.STC ] [:]

Include Extra Duty:

Select Extra Duty Codes or blank for ALL: [ ] )
Select Positions or blank for ALL:

{Includes ALL billets for selected positions [ ] :]
Blank for ALL not processed when Positions/Billets selected)
Select Positions/Billets or blank for ALL: [ ] [:]

Select Supplement Positions or blank for ALL:

{Includes ALL billets for selected supplement positions [ ] [:]
Blank for ALL not processed when Supplements/Billets selected)
Selert Supplement Positions/Billets or blank for ALL: [ ] [:]

O Complete the following:

o In the Select Pay Frequency field, select the frequency that represents the LEA's next
year payroll.

o Select Update TRS Year Flag.

o In the Select First Pay Date Codes or blank for ALL, select the first pay date codes
that represent the 10-month employees.

o Select Include Extra Duty pay.

The additional fields can be used to move select employees and positions.

O Click Execute. Generate the Move Forecast Process Error Listing and correct any errors prior
to continuing the process.

e

Processing Reports

Selact Report Mame
Mowe Forecast Process Error Listing >
U Update MYR Payroll From Forecast by Employee Mame
D Update NYR Payroll From Forecast by Campus ID

After completing any corrections, generate and save all of the processing reports.

O Click Process to process the final simulation.

Contact your regional ESC consultant if you need assistance.
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7. Complete these steps before proceeding.

o Ensure that the August payroll is processed.

o Run the Regular Payroll (RP) extract with the Child Nutrition values (if applicable) and
interface to Finance in order to run the TRS On-Behalf process and continue the end-of-
year process in Finance.

o Create a folder (e.g., Preliminary Aug TRS Reports) and save all extracts for verification
purposes.

o Do not report or submit any records to TRS at this time.

8. (If applicable) Perform the August accrual process.

Skip this step if your LEA does not accrue in ASCENDER.

After completing the August Accruals process and interfacing to Finance, ensure that there are
no changes to the employee’s distribution accounts until the August accruals are posted to the
payroll history as part of the end-of-year process (First Payroll of the School Year Checklist).

9. Identify September start date employees.

Log on to the next year.

Position Management > Reports > User Created Reports > CYR/NYR Positions
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10.

Report Title

[

D PMIS Position Control

LJICYRNYE Flag
(] Pasition Mbr
E-..=". Mior
F-csi'.-:n Type
Position Description
Dl"csi:-sn Status

on School Year
E]Fre:r__au oy
E]Gc: Employes Mbe
[Jrrimary Jeb
[Jincrease Elig
E]Clc: Fay Grade
Dcc: Fay Step
DG:: Pay Schedule

DSta:e Step

DF’MIS Position Distribution

OcyRmYR Flag
Dl"csi'.m* MNer

DE-'.!;. Mior

E]F‘csi:su‘. Type

[ Distribution Sequence

[:]Frs_'u_enc\-

DEmchyee Demao

F r=t Name

PMIS Position/Distribution Export File Auto Select Options

D PMIS Position Control D PMIS Position Distribution

Contract Beg Date
|| Contract End Drate
D Fayoff Date

D Mor Diays Off

Dh:t Hrly Dly Rate

D Salary Amount

D Mbr Remain Payments
E],JI:. Category

D Supplement Attached
ek Code

[J1st Pay Date Code
D Calendar Code

D Campus ID

D Dept

D Hrs Per Day

Dok Code

D Account Type
(Oray Activity
[Qwarkers' Comp
OFite Iz

[:] Fung

[JDay Empld Fet
[(JPet of Year
D Pay Concept

D Max Days

D Max Payments
Oowem elig Fig
[state Minimum Days
[Jspver Position Mbr
O spver Billet Nir

DSupD'.ement Extra Days

DSupm to Pos Mbr
DSJPO'. to Fos Billet

OFunction

[:I Object

O sub oject

[ organization
[JFiscal Year

D Program Intent

DM-ﬂcle Mame DG&.’.era:ic:n

[JEd Span

[:| Project Detail
E]hccc.m: Ameount
[ Account Percent
[ TRs Grant Code
D Extra Duty Code

[JExtra Duty Code

[ supplement Type

D Supplement Max Amt
DBase Suppl On Dly Rate
D Supplement Pay 1 Time
D Date Supplement 1 Time
Dh:ceot Change

D Date Create/Update
Oopate Fit

[JFill Position Reason

[ Date Criteria

D Diate Authorization

D Date Authorization End
D Date Entry

D Date Inactive

DExper.s-:- 73

DC.:.n':iI:. Acct Flag

OFay step

DPE\- Schedule

[JFTE - Equiv Units
[Midpoint Base
[jl"e.'ceﬁt of Midpaint
Duﬁemplc-,-me'.t Elig Flag
[JFicaElg

[CJTRS Status Code
DBu:get Amount
DBch_:et Salary Override
Dh:u_.al-'EI_ﬂge'_ Ind

D Pay Type

D Occ Pay Type

D Suppl Recalculate

D Ign Pct Day For Sal Calcs
D Ign Pct ¥r For Sal Calcs
[ Mew Employes

Generate a user-created report to identify employees who have a 9/1 or later start date.

Position Management > Maintenance > PMIS Position Modify > Position Record

Retrieve each employee.

For TRS purposes, select the Accept Changes field to avoid moving the employees to the
current year payroll.

Copy school calendars from next year to current year payroll.

Log on to the next year.

Payroll > Next Year > Copy NYR Tables to CYR > Copy Next Year Tables
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COPY NEXT YEAR TABLES ‘
Extra Duty Pay ( 1 0O
Hourly / Daily Salary [ ] O :
Job Code [ |§/mt] -
Local Annual Salary [ ] [ :
Midpoatt Salary [ LT B
@Ca.éﬁc? Ea ]
State Minimum Salary [ I E
Substitute Salary [ |
Wierkers' Compensation Rates [ 11T &

O In the School Calendar field, select only the 10-month employee calendars.

TIP: The calendar code is displayed in the first pay date code on the simulation
E@ (e.g., J40 includes calendar code 40

O Click Execute.

Note: If changes were made to any of the next year payroll tables (extra duty pay,
hourly/daily salary, job code, local annual salary, etc.), copy the tables from the next year
payroll to the current year payroll.

11. Generate a user-created report.

Log on to the current year.
Payroll > Reports > User Created Reports

O Generate a user-created report with the Hrs Per Day, Wkly Hrs Sched, and Payoff Date
fields selected. These fields are overwritten when positions are moved from the next year to the
current year.
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O Identify the employees who have an August payoff date, and then use the Mass Update utility
to update the fields after all positions are moved from the next year to the current year.

12. Move forecast to current year position and payroll.

Log on to the next year.
Position Management > Utilities > Move Forecast to CYR Position and Payroll

This process is used to move payroll and position forecast records to the current year PMIS with
the same information that is set up in the next year PMIS records.

It also updates fields on the following Maintenance tabs: Employment Info, Pay Info, Job Info,
Distribution

The Accept Changes field must be cleared when moving position records from forecast to
current; otherwise, position records cannot be moved. The Accept Changes field is cleared
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after running a simulation with the Update Forecast field set to Yes. Similarly, you cannot run
a simulation for positions without the Accept Changes field selected.

o In the Select Pay Frequency field, select the payroll frequency to be updated. LEAs with
multiple frequencies must individually process each frequency.

o Do not select Include Vacant Supplements.

o Do not select Validate Accounts against General Ledger at this time. Distribution
accounts in next year PMIS reflect the fiscal year for the upcoming school year. Finance
still reflects the current year for the fiscal year in the general ledger. When running this
process, the error report reflects funds for employees who are included in the process. It
is necessary to create the funds with the new fiscal year on the Finance > Tables >
Account Codes > Fund tab. It is NOT necessary to set up codes in the Chart of Accounts.

o Do not select Update TRS Year. If an employee has this field selected but they are now
a 10-month employee, the TRS Year field is cleared when the 10-month move is
processed.

o Select Update Workers’ Comp Annual and Remaining Payments if the LEA
expenses worker's compensation in ASCENDER. The system references the # of months
in Contract and makes the WC Ann Pymts and WC Remaining Pymts match this
field.

o Leave the Additional Workers’ Comp Payments field blank. It is not necessary to
populate this field even if the LEA expenses workers' compensation in ASCENDER.

o In the Select a Stat Minimum Salary Table (CYR/NYR) field, select the year (current
or next ) that contains the tables with the updated amounts. If it is a legislative year and
the state minimum amounts are updated.

o In the First Pay Date Codes or blank for ALL field, select only the first pay date codes
for employees who receive their first paycheck in July.

o Select Include Extra Duty to include the supplement pay with the regular pay.
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O Click Execute to execute the process. The following reports are available:

[ Proses *a':e. |

Processing Reports

Report Mame
Move Forecast Process Ermor Listing
Updzte CYR Positions From Forecast

Update CYR Payroll From Forecast by Employee Name

Dl:nl:nljg

Update YR Payroll From Forecast by Campus ID

| enersterepons || seecan || Unseecran |

o Move Forecast Process Error Listing Important errors

Error Message Description

Warning: The employee has
Contract Balance amounts not |The employee has not been paid off by payroll.
equal to zero for current jobs.

Failure: Position Accept

Changes Flag set to Y The position will not be moved to the current/payroll.

Failure: Emp Nbr must have [The error does not necessarily reference the Primary
one position declared as Job field on the position. If an employee has a regular
primary. position and a supplement position, but there is an
error that causes the primary position to fail, this
message often indicates that there is only a
supplement position to be moved. It is recommended
to review and correct any errors that begin below this
message about primary positions. After making those
corrections, run the process again. This may resolve
the primary job errors.

This error also occurs when calendars have not been
copied to the current year.
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Error Message

Description

Warning: Emp Nbr has
multiple supplement positions
for the same job; however,
one or more of the following
do not match: Campus ID,
Dept, TRS Status Code, FTE
Units, Incr Elig, Max Paymts,
FICA Elig, Unemp Elig, EEOC,
Workers Comp, Supplement
Extra Days or Category Cd.
The values from lowest
Supplement Position
Number/Billet may be used if
new rows are inserted for the
Pay Info and Job Info tabs.

This error indicates that the fields on the Payroll >
Tables > Salaries > Extra Duty tab do not match
those selected on a supplemental position.

Use the Position Management > Inquiry > PMIS Staff
Inquiry to determine the Position Number and Billet
for any supplemental positions for the employee.
Then, use the Position Management > Maintenance >
PMIS Supplement Modify page to retrieve the position
and billet and compare the fields on the position to
the Payroll > Tables > Salary > Extra Duty tab for the
extra duty number on the supplement. For example,
in some cases the W/C code on the position may not
match the W/C code on the table. Or, the Exp 373
field on the position may be selected, but the Exp
373 on the table for that extra duty code may not be
selected. Either the table or the position needs to be
updated so that they both match. If changes are
made to the Extra Duty table, it is necessary to move
the table to the current year payroll before
proceeding.

Date Run: Move Forecast o CYR Position and Payroll Ermors
Cnity Dist: 15D Pagec 1 of 4
Paosition Mbe Billet Mbr  Pos Typ  Eror Message

Failure: Emp Mir 000007 must have one position declared as primany.
Failure: Emp Mir 000128 must have one position declared as primary.
Failure: Emp Mbr 000148 must have one position declered as primany.
Failure: Emp Mir 000200 has unprocessad Reg Hours, Ovem Hours, or Abs Ded transmittals.
Failure: Emp Mir 000200 must have one position declared as primany.

Eaibire Emn Mo (08 o=t bave one nosition declbred s nrimses

o Update CYR Positions From Forecast - The error report lists any funds that need to be set
up in the Finance tables.

Date Runc Update CYR Positions From Forecast
Cnity Dist: IS0 Page: 1 of 1
Position Mbr Billet Mbr  Pos Typ Description Employpes Mumber Employee Name
Mo Rows Mo Rows “acant
End of Report

o Update CYR Payroll From Forecast by Employee Name
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Date Run: Update MR Payroll From Forecast by Employee Mame
Cnity Dist: 15D Page: 1 of 1
Schoaol Year:
Emp Mbr Employes Hame
Field Oid = Field Oid MNew Field Oid Mew
No Riows Vacant Freq:
Employment D=t Campus Contract Amount
Pay S=ws Primary Job Contract Remain Amt
FICA Eligibl= Creertime Eligible Pay Rate
Unermg Eligible Incre=ss Eligible Hriy/Diy Rate
TRS Status Calendar Code Crzrtmz Rate
Job Code St Sep Dock Rate
Pay Concept TRS Year Saate Min Szlary
Fay Type TRS Position Code Mbr Mon Contr
Contract Begin Dste Accrzl Code Mbr Annl Pymis
Contract End Dzte Ex=mpt Status Mbr Rem Pymts
Fayoff Cate hbr Days Contract Job Pt Az=gnd
Fay Grads hbr Days Empld Pict D=y Empld
Fay S=o Mz Cay= Hrs Per Day
Sched Wik's Comp Annl Mbr Diays OF
EEOC Code ‘Wrk's Comp Remain

o Update CYR Payroll From Forecast by Campus ID

Wrk's Comp Remain

Date Run: Update NYR Payroll From Forecast by Campus ID
Cnty Dist: 15D Page: 1 of 1
School Year:
Emp Mbr Employes Name
Field Oid = Field Oid Mew Field Oid Mew
Mo Rows Vacant Freqr
Employment Dats Campus Confract Amount
Fay Sw=tus Primary Joo Consract Remain Amit
FICA Eligible Crezstirme Eligible Pay Rate
Unemg Eligible Incre igible Hriy/Déy Rate
TRS Status Calendsr Code Iwertmz Fate
Job Code SiEte Swep Dock Rats
Pay Concept TRS Year Sazte Min Sslary
Pay Type TRS Position Code Nbr Mon Contr
Coniract Begin Cate Accrual Code Nbr Annl Pymts
Contract End Date Exemipt Status Mbr Rem Pymts
Fayoff Cate Wbr Days Contract Job Pt A==gnd
Fay Grads Mbr Days Empld Pt Day Empld
Pay B=c Max Day= Hrs Per Day
Wrk's Comp Annl Mbr Days Off

U Click Generate Reports. The selected reports are displayed. Review the report.

O Click Continue to view the next report. Or, click Return to return to the report selection

page.

O After reviewing all of the reports and correcting all errors, return to the report selection
page and click Process to move the forecast records to the current year. You are prompted

to create a backup.

After the process is completed, the actual update is performed. If the update is
successful, a message is displayed indicating that the move forecast updates were

successfully processed.

O Click Cancel to return to the Move Forecast to CYR Position and Payroll page without
moving the forecast records to the current year.

2026/04/04 07:02

15

pmis_updat

ingnyrpositions_and_rollinglOmoemployees



https://help.ascendertx.com/test/business/lib/exe/detail.php/general/updatenyrpositionsmoveemployeestocyr_updatecurypayrollfromforecastbyempname.jpg?id=general%3Apmis_updatingnyrpositions_and_rolling10moemployees
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/updatenyrpositionsmoveemployeestocyr_updatecyrpayrollfromforecastbycampusid.jpg?id=general%3Apmis_updatingnyrpositions_and_rolling10moemployees
https://help.ascendertx.com/test/business/doku.php/general/printreport
https://help.ascendertx.com/test/business/doku.php/general/pmis_updatesalarytables_backup

Business

If corrections are processed, repeat this step.

Generate and save each report. Compare the Update CYR Positions From Forecast report to
the user-created report that was previously generated to confirm that all 10-month
employees are included. The last two reports contain the same information; one is sorted by
employee name and the other by campus ID. These reports reflect the existing salary in the
current year payroll and the new salary, which overwrites the current year payroll amounts.
Review the reports for accuracy.

13. Confirm that CYR salaries are accurate.

Log on to the current year.

Verify the current year data to confirm that the salaries are correct. The highlighted fields are

updated:

. .
I E Vear: C Frequency: &
Enioyes: RN e J_orecory || oocmens |

PaY INFD OB INFO DASTRIBUTIONS DEDUCTIONS LEAVE BALANCE

rig Statu:

i3

[
Pay _
Cammpns l VJ 2. Magiiti-poks D
~ h e
Pyt [] | 3 Crasren unter 17. [
wgle T - "
I Lt D
TRE FoP Staff Salary Data Totals
(L e ) w el
:
End200p Peredfio2920:8) | | ConvmtBalinced753333
Extra Duty Pay

Delete  Extra Duey Py Code Ties Amguet  Fernain At Fiemain Pymes
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Employee: [ [ ] [ Directory ] [ Ments ]
PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE
Delete  Selected || Job Code Primary % Assigned Pay Type
o} ol Contracted employes
Primary Campus: (01 001 School W I
Dept: D
Rows: 1of 1
Contract Info
Fay Type: d employee % Pay Grade:  [TrH w Pay Step: Sched Max Days: Hrs Per Day: Incr Pay Step:
ITctat [ 59.600.30] Balance: [ ;7.533.33] # of Annual Pymts: Remaining Pymts: Concept  UJse midpoint table

Base Annual:

Hrly Rate:

of Days Empld: Vacant Job:

O

Annual Pymnts: Wily Hrs Sched:

# of Months in Con State Min Days: [137 3lid basic days in o

Daily Rate: =  Contract Total: #
: = Contract Totak #

Pay Rate: = ontract Total 15.600.00)

Reg Hrs Worked: OVTMElg [  OVTM Rate:

State Info

Ctate Step: “rs in Creer Ladder:

X

35.100.00

Calendar/Local Info

TC - 187 Staff H
rs Job Exp: E]

Calendar Cd: Begin Date:

az)
N

ontract Days:

% ®  #ofdays
Assigned: Empld i i v]

# of Days Empid:

End Date:

Workers' Comp Info

WEC Code: (5 8268 PROFAIDES/ADMS 0.002436 %] WE Ann Pymis:
Accrual Info
| Code: Accrual Rate = Total # of Days Empld a7

Employes.

PAY INFO  JOBINFO DESTRIBUTIONS  DEDUCTIONS LEAVE BALANCE

Delete  Details  Job Code Extra Dty Account Type

Agtount Code Amount Perent

= D 1403 - SEC TEACHER - MATH G 199-11-6119.00-001-430000 £9.60000 100.000%
Total: 4950000  100.000%
Fows: 1of1 Rgfrech Toaals Adg
oy Coce MATH _ w)
Extra Duty Code: v) Aty Cose — ~
Mcrount Type l-—_ By V] THS Geant Code
S Waorker's Comp Code:  BS68-PROFAIDES/ADMS
Cenii Expirize 373 [ Accoun n A w
[emont o] bt of 4960000 Employer Contribution: £y
Pércent

Performance Pay:

[H]

14. Mass update the fiscal year.
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Log on to the current year.

Payroll > Utilities > Mass Update > Employee

Skip this step if your LEA has a 7/1 fiscal year.

Mass update the fiscal year to the next school year for all employees.

Select Fiscal Year and type the next year fiscal year. Before processing, stop to consider if the
LEA uses other fiscal years in the account codes for employees. If the entered year is not the
only used fiscal year, additional parameters may need to be selected.

Contact your regional ESC consultant if you need assistance.

Mass update the current year Wkly Hrs Sched and Hrs Per Day fields.

o Select Wkly Hrs Sched and type the number of hours displayed for the majority of
employees. Any exceptions can be manually updated in the current year payroll.
Reference the previously generated user-created report.

o For LEAs that use the hours per day functionality in the current year payroll, select the
Hrs Per Day field and type the number of hours per day for the majority of employees.

o Use the parameters to select specific groups of employees for the update.

15. Generate the HRS6000 Account Code Comparison Report.

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

This report compares the account code on the employee’s master distribution record and
compares it to the Chart of Accounts in Finance file ID C.

Complete the following parameters.

[ Preview ] [ POF l | a: | [ Clear Options l

Payroll infarmation Reparts HRSE000 - Account Code Comparisan
- Employes Data Listing -
- Employes Salary Information

HRSE150 - e Payroll Listing
HRSE400 - ification Report
HRSE450 - Health Insurance Coverage
HRSE6650 - CYR/MNYR Salary Comparison From Date (MMDDYYYY) 080120

= Paramater Description ‘Walus
c Code Comparison
wract Balance Variance Report
e e Tt Sty Al A, Poy Campus (), Prinary Campus P

Include Reports (Select From List)

o Date (MMDOYYYY) 023020

—
Pay Status Active (A), Inzctive {I], or blank for ALL
Pay Type 1-4, or blank for ALL :}
Select Pay Campus(es). or blank for ALL :} :
Select Primary Campus(es), or blank for ALL :} :
Select Employee(s), or blank for ALL :} b

2026/04/04 07:02 18 pmis_updatingnyrpositions_and_rollingl0moemployees


https://help.ascendertx.com/test/business/doku.php/payroll/utilities/massupdate/employee
https://help.ascendertx.com/test/business/doku.php/payroll/reports/payrollinformationreports/accountcodecomparison
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/updatenyrpositionsmoveemployeestocyr_10mohrs6000.jpg?id=general%3Apmis_updatingnyrpositions_and_rolling10moemployees

Business

Date Run: Payroll Account Code Comparison Program: HRSS000
Cnty Dist: ISD Page: 1 of 10
Frequency: E

Account Codes in Distribution that DO NOT EXIST in Budget

Alphabetic List
Account Code Emp Nbr Employee Name Job Code
199-11-6129000-041-81 1000 000183 = 1454 - SEC INSTRUCTIOMAL AIDE
1896-11-6119.00-041-81 1000 OD0991 1405 - SEC TEACHER - READING
166-11-6128 00-101-823000 000604 = m——— = 1354 - ELEM INSTRUCTIONAL AIDE

If your LEA has multiple pay frequencies, generate the report for each frequency. The generated
report should be blank. If any account codes are listed, determine if the account codes need to
be added to the Chart of Accounts in Finance or if the employee distribution record needs to be
modified.

16. Generate the HRS6050 Contract Balance Variance Report.

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

This report looks at the pay rate for each employee and multiplies it by the number of
remaining payments, and compares that amount to the Contract Balance on the Job Info tab. If
there is a variance of more than a few pennies, perform manual calculations to determine if any
corrections are needed.

Generate the report for pay type 1 and again for pay type 2.

O Complete the following parameters:

[ Preview ] [ PDF l [ csv ] [ Claar Options l

Payroll Information Reports HRS&050 - Contract Balance Variance Report
HRS1250 - Employes Data Listing .
HRS1650 - Employes Salary Information
- Account Code Comparnison

lance Variance Report 5
(@mw- PaCampus 0. rinayCams )

Parameter Description Walue

fication Report Maximum Acceptable Difference

HRSE450 - Health Insurance Coverage

HRSEE50 - CYR/MNYR Salary Comparison \Eﬂ'_s:atua Active (A), Inactive (1), or blank for ALL [f].-r
Pay Type 1-4, or blank for ALL
Select Pay Campusies). or blank for ALL :} H
Select Primary Campusfes), or blank for ALL :} H
Select Employee(s), or blank for ALL :} H
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Date Run: Contract Balance Varianca Reporl Program: HRSE050

Crnity Dist: 15D Page: 1 of 2

Varlance Threshold:  0.10 Fraquancy: E
Emp Nbr Employoe Name Job Cd Pay Rate Remain Pymits Computed Bal Actual Bal Varlance
000018  AGLILAR, AIDA 1602 11.32 24 2168 16,478,00 16,206.32
000148 AHOURLY JR, ONLY M 1504 14.38 24 3512 2091000 2956488
000831  AHOURLY, REGULAR 1504 10.24 24 24576 21,299.00 21,053.24
000060 AYALA, ANA M 1154 1,150.38 24 27.,609.12 27,609.00 =12
000080 BEASLEY, ANTOMNIO 1602 11.92 o] 286.08 1582400 1553702
000085 BERRELEZ, BARBARA L 1353 893.88 24 21,453.12 21,453.00 =12
000097 BERRELEZ BELINDA ROSARIO 1802 88.35 24 2.120.40 16.522.00  14.401.60
000102 BISHOP, BENITA IRENE 1455 820.38 24 19,689.12 19,689.00 =12
000148 CANTU, CARMEN 1702 15.66 24 37584 2254500 22169.18
000167 CARRIZALES, CHERYL K 1505 13.82 24 331.68 28,746.00 28.414.32
Q00187  CASTRO-VELA, CONCEPCION C 1309 2,135.38 24 51.249.12 51.249.00 =12
000193 CERVANTES, COMSUELO 1502 1593 24 382 32 3313400 3275168
ONO>s  CORRBEA DANIFL 1506 13 49 24 a9 A 27 BOR OO 2T 5T 1R

17. Enter new hire data.

Log on to the current year.

Use the Staff Job/Pay Data pages to enter new hire data. The HRS1550 - New Hire Report is
helpful to identify these employees.

When new hires are entered in the next year Position Management and moved to the current
year payroll, only the fields related to the position are populated.

Manually update the following:
Personnel > Maintenance > Employment Info

o Employee Status

Highest Degree

Percent Day Employed

Original Employment Date or Latest Re-Employment Date
o Retirement Date (if applicable)

o Years of Experience

o Employment Type

[¢]

[¢]

[¢]

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

o Pay Campus

FICA Eligibility
W-4 Marital Status
Nbr of Exemptions
Bank Information

[¢]

o

o

[¢]

Complete the Payroll > Maintenance > Staff Job/Pay Data > Deductions tab.

Payroll > Maintenance > Staff Job/Pay Data > Leave Balance - This tab can be updated in
September using the First Pay Date of the School Year instructions.
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18. Process TRS extracts and submit records/files.

Payroll > Payroll Processing > TRS Processing > Extract

Process and submit all of the TRS extracts. Do not interface when processing the Regular
Payroll (RP) extract.

19. Clear the Accept Changes field.

Position Management > Maintenance > PMIS Position Modify > Position Record

After all of the August TRS reports are in a completed status, clear the Accept Changes field in
the next year PMIS for employees with a September start date.

20. Move calendars.

Move the TRS calendar and any calendars that pertain to employees with a 9/1 or later start
date.

21. Move employees with a September 1 or later start date to CYR.

Log on to the next year.
Position Management > Utilities > Move Forecast to CYR Position and Payroll

Move employees with a 9/1 start date or later to the current year payroll. You can individually
select employees. It is important to select ALL Position/Billets and Supplement
Positions/Billets for the employee.
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Execute

< Select Pay Frequency:

mimonthly CYR

~

Include Vacant Supplements:

< Validate Accounts against General Ledger:

Update TRS Year Flag:

< Update Workers' Comp Annual and Remaining Payments:

Add Additional Workers' Comp Payments:

c Select State Minimum Salary Table (CYR/MNYR):

O

=

) ]

Select First Pay Date Codes or blank for ALL:

Include Extra Duty:

Select Extra Duty Codes or blank for ALL:

Select Positions or blank for ALL:

{Includes ALL billets for selected positions [pg_.'\l 102 P5A1103

Blank for ALL not processed when Positions/Billets selected)

Select Positions/Billets or blank for ALL: [

Select Supplement Positions or blank for ALL:

{imcludes ALL billsts for selected supplement positions SSADS SEALE

Blank for ALL not processed when Supplements/Billets selected)

Select Supplement Positions/Billets or blank for ALL: [
Clear Job ‘rears: D
Claar Job Weekly Hours Schedulad: D

22. Run payroll calculations.
Log on to the current year.
Payroll > Payroll Processing > Run Payroll

Run payroll calculations to verify any errors.
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