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Payroll

Payroll is one of the three basic modules of the School Accounting System. Within the Payroll module,
a full payroll calculation can be completed, including the steps to withhold and expense deductions and
taxes, print checks and direct deposit stubs for employees, print checks to payees for the total amount of
the employee and employer shares of the deductions and taxes, email direct deposit stubs if desired,
and create a direct deposit file, if applicable. Detailed reports can also be generated within the Payroll
module to view useful payroll information, such as the employees’ gross earnings, taxable grosses,
withholdings, and net check amounts; the distribution posted to General Ledger sorted by employee,
account number, or department; and the amounts paid by each employee and employer for each
deduction and tax. Within the Payroll module, the necessary reports for filing the state retirement report,
the state unemployment report, Quarterly 941, and Employee W2s can also be generated and printed at
the end of each month, quarter, or calendar year.
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Available Help

Help File
The School Accounting System features a Help File that includes a table of contents, a topical index, a

search option, and context-sensitive help. To open the Help File, select the Help menu from any screen
and then select School Accounting System Help. To then access the table of contents, click the
Contents tab located in the upper left-hand corner of the screen; to use the topical index, click the
Index tab; or to complete a search for specific information, click the Search tab.

The context-sensitive help provides help text related to a specific field in the data entry and
maintenance screens of the School Accounting System and its add-on modules. To access the context-
sensitive help, place the cursor on the desired field and then press the F1 key (or right-click in a field
and select What’s This?).

To print a specific topic in the Help File, bring up the desired topic and then click the Print button
located at the top of this screen.

Web Page
Access Software Unlimited, Inc.’s web site at www.su-inc.com, and to view the Knowledge Base

containing Frequently Asked Questions (FAQs) and Training Tidbits, click the Knowledge Base link
under the Help & Support section on any of the main screens in the School Accounting System.

Customer Support Help Line

The Customer Support Help Line is a toll-free number available to our customers from 8 a.m. to 5 p.m.
Central Time, Monday through Friday. The annual maintenance fee for the software includes help line
assistance for questions related to the School Accounting System and the add-on modules your
organization has licensed. To reach our Customer Support Help Line, call 800.756.0035, Ext. 2, or
utilize the Create a Support Request feature in the software. If calling, be ready to give the receptionist
your Name, School District, Customer ID, and a brief message regarding the problem. After calling or
creating a support request, one of our Certified Customer Support Representatives will call you back to
assist with problem resolution.
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Create a Support Request

The Create a Support Request feature allows a user to request assistance from Customer Support for
help with a question or issue. Once a request has been submitted, a Customer Support Representative
will contact you for assistance.

Creating a Support Request:

1.

From the main School Accounting System screen or a module's main screen,
click the Request Support icon (see Diagram A) in the lower right-hand
corner of the screen, or click the Create a Support Request link under the

Help & Support section.

O

b Request Support

Diagram A

At the Create a Support Request screen, the customer ID number assigned to your organization by
Software Unlimited, Inc. displays in the Customer Number field and cannot be changed.

In the Name field, enter the name of the user at your organization that should be contacted for
assistance, or click the down-arrow button to select the correct one.

Note: Only the users we have listed in our records for your organization are able to be entered into
the Name field; if your name is not listed, click the Cancel button and contact Customer Support.

Enter your question or a description of the issue in the Comment/Question field. The question or

description can be up to 8,000 characters long.

If desired, to attach a file to submit with the support request, enter the path (drive and folders) and
file name of the file to attach in the Attach File field, or click the Attach File button to browse to and

select the file.

Note: Only one file can be attached, and the file size cannot be greater than 50MB.

Click the Execute button.

A prompt will appear stating the request has been submitted; click OK.

Program Suggestions

The Program Suggestions feature allows a user to submit a suggestion for a future change or
enhancement to the School Accounting System or one of the add-on modules.

Submitting a Program Suggestion:

1.

From the main School Accounting System screen or a module's

main screen, click the Program Suggestions link under the
Information section.

At the Program Suggestions screen (see Diagram B), the
customer ID number assigned to your organization by Software
Unlimited, Inc. displays in the Customer Number field and
cannot be changed.

In the Name field, enter the name of the user at your
organization that should be contacted for any additional
information regarding the suggestion, or click the down-arrow
button to select the correct one.

Enter a description of the suggestion and an explanation of the
benefits for the enhancement in the applicable fields. The
description and explanation can each be up to 8,000 characters
long.

Complete the next three fields by clicking the down-arrow
button and selecting the appropriate response.

If desired, to attach a file to submit with the program
suggestion, enter the path (drive and folders) and file name of
the file to attach in the Attach File field, or click the Attach File
button to browse to and select the file.

sas
File Help

Customer Number ~ 9997

Name Carolyn Smith

Describe your idea for a program enhancement in as much detail as possible.

Why would this enharicement be beneficial?

Enter the information into the
appropriate fields and then
click the Execute button to
submit a program suggestion.

The program, in its cumfit state. is not meeting this need because (choose one)

How much time df you spend working around this each time you encounter it?

How often yfould you use this program enhancement?

Diagram B

Note: Only one file can be attached, and the file size cannot be greater than 50MB.

Click the Execute button to submit the suggestion.

A prompt will appear stating the suggestion has been submitted; click OK.
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Backups

The backup database function, which is accessed by clicking the Backup icon on the main screen of the
School Accounting System or the Backup option listed under the Check Cycle menus in Accounts
Payable and Payroll, makes an encrypted backup file of the database at a specific point in time. Since
all the data in the School Accounting System resides in one database, the backup database function
backs up all modules including Accounts Payable, General Ledger, Payroll, Fixed Asset Inventory,
Human Resources, Negotiations, Report Writer, and Accounts Receivable.

When making a backup in the School Accounting System, the backup file of the database is created in
the backup folder in the SQL Server instance and can be copied to a different location, such as to a
flash drive or a location on the user's local hard drive, if desired. The backup files in the backup folder in
the SQL Server instance are retained based on the values entered in the Number of Days to Keep
Backups field and the Minimum Number of Backups to Keep field in the System File, while the additional
backup copies can be stored for longer periods of time as desired.

Tips:

e Be sure to make a backup prior to updating files in the School Accounting System (for example,
make a backup prior to updating a check cycle).

o For organizations using the School Accounting System-Online version, a nightly backup is
automatically made and the nightly backups are retained for three weeks. If needed, the previous
night's backup file is readily available to be restored by contacting Customer Support for assistance
to access it; if a nightly backup other than the prior night's backup is needed, there may be a fee to
access it (as that nightly backup file is stored offsite).

e For organizations with the School Accounting System installed locally, be sure to make
regular backups of your database in the School Accounting System (such as a weekly or a daily
backup), in addition to making backups prior to updating files; and develop a schedule for all users
for when to make backups and establish a procedure for storing the backups in a safe place away
from the office in case of a fire or other natural disaster.

Note: For organizations with the School Accounting System installed locally, the School
Accounting System can be set up to complete daily backups of the database, if desired. To set up the
system to make a daily backup, complete the fields on the Backup Options screen in the System File
(refer to Steps 1, 4, and 5 of the Completing the System File topic in the Help File). When making a
daily backup, the backup file is only created in the backup folder in the SQL Server instance (an external
copy is not made).

Backing Up:
Note: The steps below are for completing the backup database function at a specific point in time in the

School Accounting System.
1. From the School Accounting System screen, click the Backup icon.

Note: The Backup option can also be accessed by selecting the Check Cycle menu and then
Backup from the Accounts Payable or Payroll screen if backing up prior to updating a batch of
checks for Accounts Payable or Payroll. If making a backup as part of completing the Change
Account Structure, Crosswalk Account Numbers, Purge Data, or Upload Database to SUI option, or
installing an update, skip this step.

2. At the Backup Database screen (see Diagram A), enter a description to explain the reason for
making the backup in the Comment field. The description can be up to 1,000 characters long. For
example, if making a backup prior to updating a batch of checks in Accounts Payable, enter
Accounts Payable Checks Backup October YYYY in the Comment field. If applicable (such as
when making a backup as part of completing an option or installing an update), leave this field blank
to use a default description assigned by the system.

3. Select the Make an Additional Copy field to copy the backup from the backup folder (on the SQL
Server instance) to a different location, such as to a flash drive or a location on the user's local hard
drive, in order to retain the backup for a longer period of time (than what is stipulated on the Backup
Options screen in the System File) or store the backup away from the office. A checkmark will
appear in the box if the field is selected.

4. If the Make an Additional Copy field is selected, the Path for Additional Copy field will be enabled.
Enter the destination location for where to make the additional backup copy in the Path for
Additional Copy field, or click the Directory button to browse to the desired path and then click the
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OK button. The path last specified when an additional backup was made on your computer appears
as the default, but can be changed.

Click the Execute button to backup the database.

Tip: The name of the backup file will include the date and time the backup was made, using the
following format: XX_#### _OrganizationName_yyyy-mm-dd_hhmmss, with XX being the
appropriate state abbreviation and #### being the customer ID number for the organization. The
backup file created in the backup folder will have a file extension of .bak, while the additional backup
file copied to the specified location (if applicable) will have a file extension of .gz.

e the backup file (.bak file) has been created, the Backup Database screen will close. If an
additional copy was selected to be made, the system will start creating the additional backup file (.gz
file) after the screen closes and will continue working in the background. (Tip: If the additional
backup file is being made on a removable drive (i.e. a flash drive), keep the removable drive
connected until the additional copy has been completed.)

Note: The Backup Database screen will remain open until the additional copy (if applicable) was
created if making a backup while installing an update to the School Accounting System or
completing the Upload Database to SUI Support option.

sas Backup Database —_ O X

: File Options Help Add a comment to explain the

/ reason for the backup here.

Comment |Miscellaneous Backup

Additional Copy of the Backup
Make an Additional Copy (optional)
Path for Additional Copy [Ci"\,TEMP

i

Select the Make an Additional Copy field and
: ) 4 Q complete the Path for Additional Copy field to copy
g the backup to a different location, such as to a flash
drive or a location on the user's local hard drive.

Diagram A
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Printing Reports

Printing a Report:
1. From the applicable screen, select the Reports menu. See Diagram A.
Tips:
1) If accessing the Reports menu from the main screen for a module, select Report Writer -
Standard if the report to print is a standard report; select Report Writer - Custom if the report to
print is a custom report; select the Report Search option to search for a particular report within that
module; select the appropriate group (for example, Employee Reports, Vendor Reports, etc.) as a
short-cut to only view reports pertaining to a particular file or item; or select the "favorites" group for
your user to view only the reports designated as a favorite for your User ID. (Note: The Report
Writer - Custom option is only available if custom reports have been built for the particular module.)
2) If printing a report prior to printing checks during an Accounts Payable or Payroll check cycle,
select the Check Cycle menu and then Pre-Check Reports, or if printing a report after printing
checks during a check cycle, select the Check Cycle menu and then Post-Check Reports.
3) Within the various option or groups of reports, the custom reports are listed with an icon of a blue
pencil.

Report: elp
2. Select the desired report. Report Searchs
3. If printing mailing labels, when prompted, Report Writer - Custom  » | ~~_[From the Reports menu, select
select the label setup for which to use by Report Writer - Standard  » the appropriate grouping, and
double-clicking on the desired format. : /then the desired report to run.
Account Inquiry Reports  »
4. Cotr.nplet?c the Ir_equillred Srepolgt_ prlntlngB Py /
OF_) 'ons, 1T applica e . ee !agram ’ | Check Reports «~_ >| Chegk Reconciliation Report
Tlp.. If the report printing options for the S m—— R R
particular report have been previously Fsbie FnancalReports > ([ NICIGRREIRIREENR
saved by clicking the Save Settings button, ; e “’i%o -
click the Retrieve Settings button at this Other Reports 4 Cleared Checks Listin r Check Reconciliation
time to display the saved settings. Rzt > Outstanding Checks Listing
a. If applicable, specify the desired type of Revenue Reports '
the report to print in the Report SAS Report List... -
Selection Description field. For Diagram A

example, when printing the Balance Sheet in General Ledger, select either

Monthly or Annual, depending on which type of balance sheet to print. The default report
selection will appear in the Report Selection Description field but can be changed by clicking the
down-arrow button and selecting the correct one.

b. If applicable, specify the variable values for each field listed in the Variable Fields section to
determine what information to print on the report. When entering the value for a date, month, or
year variable field, use the format of mm/dd/yyyy for a date, mml/yyyy for a month, or yyyy for
a year, or click the down-arrow button to select the desired date, month, or year.

c. If applicable, specify the ranges or select only certain records for each field listed in the Report
Parameter section to determine what information to print on the report. To select the desired
records to include on the report for the parameter fields, complete one of the following:

e Click the Search button to select specific records. When using the Search button, only the
records applicable for the other specified selections will appear (for example, if a particular
pay group has been specified on a Payroll report, only the employees in the particular pay
group will appear when clicking the Search button for the Employee ID parameter).

Note: If the Search button is used to select specific records, the number of records
selected will appear to the right of the button (or if the description of the selected records will
fit in the space allotted for the display, the description of those selected records will display
instead).

¢ Enter the desired starting record to include on the report in the From field and the ending
record to include in the To field. If the parameter field is for a date or month, use the format
of mm/dd/yyyy when entering a date or mm/yyyy for a month, or click the down-arrow
button to select the desired date or month.

o Enter the records to include on the report using the wildcard characters (% or _ ) as
placeholders in your variable search information for the parameters in the From field. Use
the percent sign (%) as a placeholder for an unlimited number of characters and the
underscore ( _ ) as a placeholder for one character. For example, enter G% in the From
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W Report Printing Options - Check Register by Type - m] X
: File Help Click the appropriate button for the desired output of the report.
A IE A N [[] i CopyChoices | ClearParameters i SaveSettings | Retrieve Settings

Report Selection

Report Selection Description Posted v
Report Parameters
Parameter Name From T

Batch Description \ [2 | All Records Selected
Check Date \ £| All Records Selected
Check Number \ [ O]| All Records Selected
Check Type \ ol | All Records Selected \

Checking Account ID | 1 AN
Cleared [N A Recorss S Report Parameters allow|

Enity ID p}\A" Records Selea YOU 1O custormze the reportf
Fund Number From AP Invoice ol I NRecords Selec tOf OnItY pri ntth necerstsary [
Journal Code 0 |AIIVecords Select Information on the report.
Payroll Type | Of| Al Rycords Selected
Prepaid AR - -

i ol g If desired, enter a sub title here, or|
fantSete O] ATRecd lick the Copy Choices button to|
fisc===o Rooki bndismd 102021 ol automatically enter the parameter|
o [O]] ATRexd selections into the Sub Heading|
Void Date %]W'/Wfield (if the Auto Copy Report
Sub Heading Choices field is not selected in the
Sub Heading Posted; Checking Account ID 1; Processing Month 10/2021 User Optlons optlon).

Miscellaneous Options Optional Fields
Select 4 Displayed
Include Page Header/Footer v Label: *“Comments:” , r
Print Negative Numbers in Red - TextBox: [vglChecks].[Comments] u
Report Sorting
Group Hesder Vi |f applicable, select any optional field (and
[vglChecks] [PayeeType] [ I" |label) listed in the Optional Fields section to
[vgIChecks] [CheckType] O I | print the specified field on the report.

[vglChecks].[CheckingAccount!D] [_ v v I
[valChecks] [CheckNumber] ] r r r .
hesuFs 1 INamel astFirst] analP. im — m — Dlagram B

field for a Vendor ID parameter to print all vendors defined with an ID starting with the letter
G. When entering a mask for account numbers using the wildcard characters, be sure
to key spaces between the account dimensions.

Enter the particular range of records to include using a "z". To print a range, enter the
beginning information of the first records to print in the range in the From field for the desired
parameter; then in the To field for that parameter, enter the beginning information of the last
records to print in the range followed by a "z" at the end of the string. For example, to print
all vendors defined with an ID starting with letters A through H, enter A in the From field for a
Vendor ID parameter and enter Hz in the To field. To see an example using the "z" to print a
range of account numbers on a report, click here. When entering a range for account
numbers using a “z”, be sure to key spaces between the account dimensions.

Tip: If there are parameters selected by default (for example, a batch is selected by default),
click the Clear Parameters button, if desired, to clear the defaults so that all records are selected
for each item.

d. If desired, enter a description to use as a sub title for the report in the Sub Heading field. The
sub heading can be up to 255 characters long. If the Auto Copy Report Choices field is selected
within the User Options option, a default sub heading will appear but can be changed.

Tip: Click the Copy Choices button to automatically copy the selections made to the report,
such as the specified Report Selection Description and selected parameters, into the Sub
Heading field (only applicable if the Auto Copy Report Choices field is not selected within the
User Options option).

e. |If applicable, complete the Miscellaneous Options section with the desired options.

The Include Page Header/Footer field appears if the report contains the Page Header and
Page Footer sections. If applicable, select the Include Page Header/Footer field (by clicking
the box under the Select column located to the right of the field) to print the information
included in the Page Header and Page Footer sections on the report. A checkmark will
appear in the box if the field is selected. This field is selected by default.

Tip: Typically, this field is only unselected if the report will be exported to a format in which
the page header and page footer sections should be omitted, such as when exporting to a
Microsoft® Excel spreadsheet file.



f.

o The Mask Federal ID field appears if the report contains the Federal ID field for employees

or vendors. If applicable, select the Mask Federal ID field (by clicking the box under the
Select column located to the right of the field) to print only the last 4 digits of the federal IDs
on the report. If this field is selected, the first digits of the federal IDs will be masked (for
example, XXX-XX-4321 or XX-XXX1234). A checkmark will appear in the box if the field is
selected. This field is selected by default.

Note: This field will be disabled if the user does not have the Print Federal ID field selected
within the User Security option.

e The Mask Bank Account Number field appears if the report contains a bank account number
field. If applicable, select the Mask Bank Account Number field (by clicking the box under
the Select column located to the right of the field) to print only the last 4 digits of the bank
account numbers on the report. If this field is selected, the first digits of the bank account
numbers will be masked (for example, XXXXXXX4321). A checkmark will appear in the box
if the field is selected. This field is selected by default.

e The Print Negative Numbers in Red field appears if the report contains numeric fields. If
applicable, select the Print Negative Numbers in Red field (by clicking the box under the
Select column located to the right of the field) to have the numeric values that are negative
on the report appear in red on the preview screen and print in red (provided a color printer is
utilized). A checkmark will appear in the box if the field is selected. This field will be
selected by default if the Print Negative Numbers in Red field is selected within the User
Options option for the specified user.

If applicable, select the Displayed field for any optional field and the corresponding label field
listed in the Optional Fields section to print the specified field on the report. A checkmark will
appear in the box if the Displayed field is selected and the optional field will print on the report.

Only the following items can be changed for the Report Sorting section; otherwise, if other
changes are made, the report will not print correctly.

o |If the [vprEmployeePersonnelReference].[NoCustomReferencedID] field appears as a
Report Sorting field, click the Search button to select the desired referenced custom field on
which to sort the information included on the report.

o |f applicable, for each Report Sorting field listed, select the New Page After field to insert a
page break after the specified item. For example, if printing the Deduction Register by
Deduction report, select the New Page After field for the [vprDeductionsAndTaxes].
[DeductionID] report sorting field to have each deduction print on a separate page.

Note: If the selected report was built with a defined page break for a particular item, the
New Page After field will be selected by default for that item, but can be changed. Each
time the report is printed, only the default page breaks will be selected.

e Only when printing the applicable reports, such as the Employee Detail Listing for Payroll or
the Vendor Listing - Detail, select the Footer Visible field to remove the checkmark for any
section to omit (not print).

If desired, click the Save Settings button at this time to save the specified report printing options in
order to run the report with these exact settings in the future by utilizing the Retrieve Settings
button. If you do not click the Save Settings button at this time, the settings must be re-entered the
next time the report is generated.

Tip: A report can also be set as a favorite report (for the user) at this time by clicking the Favorite
Reports button, or the report can be added to the user's report list accessed under the Reports
menu on a module's main screen by clicking the Report List button.

Click the appropriate button for the desired output:

a.
b.
c.

d.

e.

To preview the report on the screen, click the To Screen button.
To print the report directly to the printer, click the To Printer button.

To export the report to a file, click the Export button and then complete the Export Options as
desired.

To email the report, click the Email button. Refer to the Emailing a Report topic in the Help File
for requirements to email a report.

For organizations with the K12Docs module licensed and users with the applicable rights, click
the Upload to K12Docs button to upload the report to K12Docs.

After the report is printed, click the X in the upper right-hand corner to close the reporting printing
options screen, if applicable.
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Set Screen Preferences

The Set Screen Preferences option allows a user to define settings for a specific screen, in order to
have the fields (or tabs) on the screen display or function a certain way. The Set Screen Preferences
are saved by user (except for the settings with custom fields, which are saved and applied to all users
system wide). Depending on where the Set Screen Preferences option is accessed, the following
functions may be available when setting the screen preferences: changing the order of the fields,
columns, or screens; hiding particular fields, columns, or screens; and/or defining which fields to repeat
information automatically from the previous entry without requiring an additional keystroke by the

user. There are also a few additional miscellaneous features available within the Set Screen
Preferences option for particular screens.

The Set Screen Preferences option is only available for certain screens within the School Accounting
System. In the Payroll module, the options where the Set Screen Preferences option can be accessed,
along with the functions available for the option, are listed below.

Option Set Screen Preference Functions
Custom Fields Change order

Deduction/Tax Adjustments Repeat, miscellaneous feature
Employee Absences Repeat, miscellaneous features
Employees Change screen order, hide screens
Pay Period Entries Repeat, miscellaneous features
Time Cards Repeat, miscellaneous feature

Note: If changes are made to the screen preferences, the default preference settings can be restored if
desired. The option to restore the default settings is not available for custom fields.

Setting Screen Preferences for Custom Fields:
Note: The following instructions are for changing the
screen preferences for custom fields. If the order of a

sas Set Screen Preferences —_ O

Im

ile Help

custom field is changed, the changes will be reflected
for all records in the particular file for all users.

@
1. From the Payroll screen, select the Maintenance @
©)
@

Field Preferences
Custom Field Description
» | CPR Cert. Expiration Date
B Tkest Date

menu and then Custom Fields.
2. Select the Options menu and then Set Screen

Preferences. \

3. To change the order of the custom fields, click —
once on the field to move and then click the Top, Select the desired field and then the Top, Up,
Up, Down, or Bottom button until the field is in < Down, or Bottom button to reorder the fields.

the desired position. See Diagram A. :
4. After setting the desired screen preferences, click |} 5@

the Save button.

5. The Set Screen Preferences screen will close and the new settings will take effect the
next time the applicable screen(s) is refreshed.

Diagram A

Setting Screen Preferences for Data Entry Screens:
Note: The following instructions are for changing the screen preferences in Payroll for Deduction/Tax
Adjustments, Employee Absences, Pay Period Entries, and Time Cards.

1. From within the specific entry screen, select the Options menu and then Set Screen Preferences.

2. To define a field so it will automatically repeat the information from the previous entry without
requiring an additional keystroke by the user, select the Repeat field for the desired field. A
checkmark will appear in the box if the option is selected.

Note: The Repeat function does not work for fields that have other preset default values.

3. When setting the screen preferences for the Pay Period Entries option in Payroll, complete the
additional fields as follows:

a. Select the Save Column Order of Batch Entries List field to save the order of the fields
(columns) on the various tabs in the Batch Entries List on the Individual Entry screen. A
checkmark will appear in the box if the field is selected.

b. Select the Use Primary Pay Code as Default field to have the Pay Code ID field default to an
employee's primary pay code (as specified in the Employee File, if applicable), unless the field is
set to repeat. A checkmark will appear in the box if the field is selected.
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7.
8.

Note: If this field is not selected, the Pay Code ID field will need to be completed for each entry (no
default), unless the field is set to repeat.

c. Select the Hide Date Sequence field to have the Date Sequence field not appear in the Pay Period
Entries option. A checkmark will appear in the box if the field is selected.

When setting the screen preferences for the Employee Absences option in Payroll, complete the
additional fields as follows:

a. Select the Display All Employees on Subbed For Employee ID Ctrl+F Shortcut field to have all active
employees display when the full search feature is accessed by using the Ctrl+F keys for the Subbed
For Employee ID field. A checkmark will appear in the box if the field is selected.

Note: If this field is not selected, only the employees with absence entries (from within all unposted
batches of employee absences) will display when the full search feature is accessed by using the
Ctrl+F keys for the Subbed For Employee ID field.

Tip: No matter if this field is selected or not, the list of all active employees can be displayed by
clicking the down-arrow button for the Subbed For Employee ID field, and the list of only the
employees with absence entries (from within all unposted batches of employee absences) can be
displayed by clicking the Search button for the Subbed For Employee ID field.

b. Select the Save Column Order of Batch Entries List field to save the order of the fields (columns) on
the various tabs in the Batch Entries List on the Individual Entry screen. A checkmark will appear in
the box if the field is selected.

c. Select the Use Primary Pay Code as Default field to have the Pay Code ID field default to an
employee's primary pay code (as specified in the Employee File, if applicable), unless the field is set
to repeat. A checkmark will appear in the box if the field is selected.

Note: If this field is not selected, the Pay Code ID field will need to be completed for each entry (no
default), unless the field is set to repeat.

d. Select the Hide Date Sequence field to have the Date Sequence field not appear in the Employee
Absences option. A checkmark will appear in the box if the field is selected.

When setting the screen preferences for the Time Cards option in Payroll, complete the additional field

as follows:

a. Enter the method for how the entry date will be specified for the entries in the Entry Method field, or
click the down-arrow button to select the correct one. To enter the date based on the number of
the day in the week from the specified week ending date (for example, if the week ending date is a
Saturday, Saturday is considered Day 7, and so 1 is entered for Sunday, 2 for Monday, 3 for
Tuesday, etc.), enter Day of Week. To enter the date as the actual date, enter Date Worked.

When setting the screen preferences for the Deduction/Tax Adjustments option in Payroll, complete the
additional field as follows:

a. Select the Hide Date Sequence field to have the Date Sequence field not appear in the Deduction/
Tax Adjustments option. A checkmark will appear in the box if the field is selected.

After setting the desired screen preferences, click the Save button.
The Set Screen Preferences screen will close and the new settings will take effect immediately.

Setting Screen Preferences for Employee File:

Note: The following instructions are for changing the screen preferences in the Employee File.

1.

o

From the Payroll or Human Resources screen, select the Maintenance menu and then Employees.

Note: If desired, to access the Employee File from Negotiations (if applicable), select the Payroll menu
from the Negotiations screen and then Employees.

At the Employees screen, select the Options menu and then Set Screen Preferences.

The Set Screen Preferences screen will appear listing each of the screens (tabs) included in the
Employee File.

Note: If a user does not have rights to a particular screen in the Employee File (as set in the User
Security option), the screen will not appear in the Tab Order List.

To change the order of the screens (tabs), highlight the screen to move and then click the Top, Up,
Down, or Bottom button until the screen is in the desired position.

Note: The Name and Address screen (tab) must always be the first screen and cannot be moved.

To make a screen (tab) not appear in the Employee File, select the Hide field for the desired screen. A
checkmark will appear in the box if the field is selected.

Note: If a screen is marked as Required, the Hide field cannot be selected as the screen must appear.
After setting the desired screen preferences, click the Save button.
The Set Screen Preferences screen will close and the new settings will take effect immediately.
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Pay Period Entries

The Pay Period Entries option in Payroll is used to make entries for all unit employees who are to be
paid for the pay period and any contract employees who earned additional pay (or subtractions) for the
pay period.

If there are pay period entries that need to be made on a regular basis (for example, each month or
each payroll), they can be set up as recurring entries in the batch options.

Entering Pay Period Entries:
1. From the Payroll screen, select the Data Entry menu and then Pay Period Entries.

2. If a batch already exists, the Pay Period Entries Batch Search screen will appear. To continue
adding pay period entries to an existing batch, select the desired batch by double-clicking on the
batch description; otherwise, to enter a new batch, click the New Record button and then complete
the batch options. If a batch does not exist, the batch options screen will appear immediately in
order to create a new batch.

Note: Below are the steps to complete the batch options screen for a new batch of pay period
entries.

a. Enter a unique description for the new batch in the Batch Description field. The description can
be alphanumeric and up to 50 characters long. Leave the field blank to use a default description
assigned by the system. See Diagram A.

Note: If a unique description is not entered, the system will add a dash and four numbers
starting with 0001 at the end (for example, Batch Description-0001) to make it distinctive.

b. Enter the 4-digit year of the ending fiscal year date for the wages to use when making the
entries in the Fiscal Year End field. For example, if the current fiscal year is 2020-2021, enter
2021 in this field. Leave the field blank to default to the Current Fiscal Year End as specified in
the Payroll System File.

c. Enter the date to use as the default start date for the entries within the batch in the Start Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.

Note: If the date entered in this field is more than 60 days from the current date, or more than
60 days before the End Date, a warning icon will appear to the right of the field; verify the date

entered is correct.

d. Enter the date to use as the default
end date for the entries within the
batch in the End Date field. Use the | gachDescription [November 2019 Pay Period Entries

P' Pay Period Entries Batch . (] X

¢ File Options Help

mm/dd/yyyy format or click the Fscal YearEnd (200 =——___ |In this field, enter the ending year

down-arrow button to select the Stat Date 111012019 [ of the desired fiscal year for the

desired date e B02013 wages to use when making entries.
. e U J |V

Recurring Entries

Note: If the date entered in this field | _ ... . 3

is more than 60 days from the Select the Recurring Entries field to retain the
current date, or more than 60 days batch of pay period entries. Use this feature if
after the Start Date, a warning icon the batch of entries need to be processed on a
will appear to the right of the field: R H @ regular basis (such as each month or quarter).

verify the date entered is correct.

e. |If applicable, select the Recurring Entries field to retain the batch of entries after Diagram A

the batch is posted (updated with a Payroll check cycle). A checkmark will appear in the box if
the field is selected. For example, select the field if the batch (entries) needs to be processed
on a regular basis, such as each month or pay period.

f. If applicable, select the Expense Payroll field if the batch will be included in a payroll calculation
batch with Expense Payroll as the type at the end of the fiscal year. If the field is selected, when
making entries in the batch, only pay codes which are set up on the Wages screen in the
Employee File for the employees can be used (to avoid receiving an error message when
calculating the payroll) and the Date Sequence field is disabled (if it displays and is not hidden)
as it is not applicable. Also, if the field is selected, the batch will be retained so that once the
payroll calculation batch is updated, the entries will remain out there so they can be paid in
July. A checkmark will appear in the box if the field is selected.

g. Click the Save button.

Last Updated 9/6/2022 (PR) 7-a



3.

4.

The Pay Period Entries screen will appear for the selected pay period entries batch. The description
for the selected batch will appear in the title bar.

On the Individual Entry screen (tab), click the New Record button to initialize the screen for a new
entry.

Note: For any field equipped with the repeat function, click the Repeat button or press the Ctrl+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry. If desired, set the screen preferences for the Pay Period Entries screen to define
which fields to repeat information automatically from the previous entry without requiring an
additional keystroke.

Enter the ID of the employee to pay in the Employee ID field. If the ID is not known, click the down-
arrow button to select the correct one, or press the Ctrl+F keys to access the search feature. See
Diagram B.

= Qpﬁcn::w period entry using the normal data entry screen.
Individual Entry. ntry

Pr Pay Period Entries - Pay Period Entries " . . - m] X
i d Click the Individual Entry tab to enter a pay

|Emplo','ee Name: Julia Anderson |Pay Code Description: Reg. Rate

Display All (No Totals) | Display All (With Totals) | Employee Only
Employee ID ANDEJUL v Units [s5.00

]
Hours {95 00 ] Batch Entries

|

|

Pay Code ID REG Employee Employee |, o

Absence
Checking Account ID | 2
Check Sequence [

i Pay
Pay Rate [9»50 Employee ID Y| LastName ~ Y| FirstName Codeip” V| Units ¥

Dollars [902 50 » { ANDEJUL Anderson Julia REG 95.00
11012019 v BAXTJAC Baxter Jackie REG 90.00
SAMPBEC Sampson Becky oT 5.50
SAMPBEK Sampson Becky SEC 108.00

Enter the information for the entry \

and then click the Save button. Once the pay period entries are

Unit Pay Infomation entered and saved, they appear here.
Employee Rate: 9.50 Default Rate: (7]

Start Dat
End D 1173072019 |v

Comments

[Comments:

<« | »

Expense Accounts Cross References

lumber Percents Dollars
» | 3¢ | 512561000114 N 100.00 -] Taxes v
* X » | FIT Federal Income Tax | Fed

A =
Cha?\‘d%coum Enter el ID v Description Y Selected VY Supplemental Rate ¥ ii

v
¢
\ 100.00 902.50 FUTA Federal Unemployment Tax / 2 r Fed
X

The expense account to charge for the| | "ECIcARE | Medeare . [ ® s ted
current entry appears here. There is not a Select the deductions and taxes to be expensed or
Chart of Account Descriptiol [imit to the number of splits for each entry. withheld for this entry. The defaults specified for the
; : — - J . |pay code on the Wages screen in the Employee File (or
i ®OODO MHIXTQES: DocumentManagement| [ : | oise the Pay Code File) appear, but can be changed.

Search Employee Expense

6. Enter the ID of the pay code for which to pay (or deduct) the employee in the Diagram B

Pay Code ID field. If the ID is not known, click the down-arrow button to

select the correct one, or press the Ctrl+F keys to access the search feature (the search screen lists
the pay codes defined for the employee at the top of the list). If the Use Primary Pay Code as
Default field is selected in the Set Screen Preferences option and the employee has a primary pay
code specified in the Employee File, the ID of the primary pay code will appear as the default
(unless the field is set to repeat within Set Screen Preferences), but can be changed.

Note: Once the pay code is specified, the information for the unit or contract pay code displays
under the Comments field for reference only, and if applicable, the balance for the leave (and main
leave, if applicable) tied to the pay code displays in the lower left corner of the screen, along with the
unit of tracking (as defined in the Leave File); if desired, click the Go To button to the right of the
leave balance to open the Employee File and display the leave information for the specified
employee. For organizations that have licensed the Web Link module and utilize leave requests, if
the employee has approved leave request entries that have not been processed, the total for the
approved and unprocessed leave request entries for the leave (and main leave, if applicable) for the
employee displays in the lower right corner of the screen; also, if the entry was created from a
processed leave request, click the Go To button to the right of the Default Rate field in the Unit Pay
Information section to display the Leave Request Inquiry screen for the leave request entry.

If a contract pay code is specified in the Pay Code ID field, the Absence field is enabled. Select the
Absence field if the entry is being made to deduct from the employee's wages (for example, if an
employee needs to be docked one day of pay from the regular contract payment). A checkmark will
appear in the box if the field is selected.



10.

11.

12.

13.

14.

15.

Enter the ID of the checking account from which to pay the employee in the Checking Account ID
field. If the ID is not known, click the down-arrow button to select the correct one, or press the
Ctrl+F keys to access the search feature. Leave this field blank to use the checking account
entered for the specified pay code on the Wages screen of the Employee File for this employee;
otherwise, if the pay code is not set up in the Employee File, leave this field blank to use the default
checking account as entered on the Employment screen in the Employee File.

Enter the desired check sequence (1 to 99) in the Check Sequence field to stipulate whether to
include the wages for this entry on only one check or separate checks if there are multiple entries for
the employee. If there is more than one entry for the employee and separate checks should be
printed during the check cycle for each entry, enter a different sequence number for each entry in
the Check Sequence field. If there is more than one entry for the employee and only one check
should be printed during the check cycle, enter the same sequence number in the Check Sequence
field for all the entries. Leave this field blank to default to the check sequence defined for the
specified pay code for this employee on the Wages screen in the Employee File, or the default
check sequence defined for the Pay Code in the Pay Code File if the pay is not defined for the
employee in the Employee File, or a check sequence of 1 if the pay code is not defined for the
employee and a default is not defined for the pay code.

If the Hide Date Sequence field is not selected within the Set Screen Preferences option, the Date
Sequence field appears. If the pay period entries batch will be included with the Pay Off Contracts
or Reversing GAAP (applicable for lowa school districts who reverse GAAP expense only) payroll
batch processed at the end of the fiscal year, enter the number of the date sequence (1 to 99) for
which to include this entry in the Date Sequence field. Leave this field blank to default to a date
sequence of 1 if calculating all other payroll types.

Enter the number of units (for example, hours, days, or miles) to pay (or deduct) the employee for
the specified pay code in the Units field. The number can be up to 14 digits long (including the
decimal point and commac(s) if applicable) and will be rounded to 4 decimal places by the system if
capable.

If desired, enter the number of hours the employee worked in the Hours field. The number can be
up to 14 digits long (including the decimal point and comma(s) if applicable) and will be rounded to 4
decimal places by the system if capable. If the pay code is set up to track the hours worked (the
Hours Worked field is selected in the Pay Code File), the appropriate number will automatically
display in this field, but can be changed if needed; the number displayed here will be the number in
the Hours Per Unit field from the Pay Code File multiplied by the number entered in the Units field
for the entry.

Note: Tracking hours worked is required if the Affordable Care Act (ACA) Hours Tracking option
within the School Accounting System will be completed. Also, tracking hours worked is required for
inclusion on the applicable government reports for school districts in Idaho (for applicable employees with

pay codes defined with a Pay Type of H for Hourly within the Idaho Retirement Report), lllinois (for applicable employees to
be included on the lllinois Monthly Teachers Retirement Report, including only employees with absences on contracts or

rehired retirees), Missouri (for only employees with a wage type of R for Retired Working Member, T for Non-Member Sub
Teaching WAR Waiver, or X for Non-Member), Nebraska, North Dakota (for teachers only), South Dakota (for only
employees without retirement), and Wyoming.

Enter the amount to pay (or deduct) per unit for the entry in the Pay Rate field. The amount can be
up to 14 digits long (including the decimal point and comma(s) if applicable) and will be rounded to 4
decimal places by the system if capable. If applicable, the pay rate entered for the specified pay
code on the Wages screen of the Employee File for this employee, or else the default rate defined
for the pay code in the Pay Code File will appear, but can be changed, if needed.

Note: For pay period entries using a contract pay code, if the Absence field is selected, the amount
entered in the Pay Rate field and the Dollars field must be negative in order to deduct the absence
from the regular contract payment.

If the Units field and Pay Rate field were completed, the system automatically calculates the amount
to pay the employee for this entry and displays it in the Dollars field (can be changed, if needed);
otherwise, enter the amount to pay the employee for this entry in the Dollars field. The amount can
be up to 14 digits long (including the decimal point and comma(s) if applicable) and will be rounded
to 4 decimal places by the system if capable.

Note: For pay period entries using a contract pay code, if the Absence field is selected, the amount

entered in the Pay Rate field and the Dollars field must be negative in order to deduct the absence
from the regular contract payment.

Enter the starting and ending date for the entry in the Start Date and End Date fields. Use the mm/
dd/yyyy format or click the down-arrow button to select the desired date. Leave the fields blank to




16.

17.

18.

19.

default to the Start Date and End Date entered in the batch options, or if a Start Date was manually
keyed for the entry, leave the End Date field blank to default to the date entered in the Start Date
field.

Note: If the date entered is more than 60 days from the current date, or more than 60 days from the
Start or End Date, a warning icon will appear to the right of the field; verify the date entered is
correct.

If desired, enter a description for the entry in the Comments field. The description can be up to
1,000 characters long. Typically, the Comments field is only completed when making an entry to
record an employee’s absence (to explain the reason for the employee’s absence).

Note: If applicable, to use the comment entered for the pay code for the employee on the Wages
screen in the Employee File, enter an E in this field.

In the Expense Accounts List, enter the expenditure account number(s) to be debited for the salaries
from this entry for the employee. To enter an account number, in the blank line (indicated with an
asterisk) at the bottom of the Expense Accounts List, enter the account number in the Chart of
Account Number field. If the account number is not known, click the down-arrow button to select
the correct one, or press the Ctrl+F keys to access the search feature. Then click Enter Percents
to designate what percent of the total rate is to be expensed to the specified account number; when
entering the first account number, 100 will default in as the percent but can be changed as needed.
To specify a fixed dollar amount of the total rate to be expensed to the specified account number,
click Enter Dollars and then key the amount; the system will then calculate the percentage
automatically. If applicable, the account number(s) entered for the specified pay code on the Wages
screen of the Employee File for this employee, or else the default account number(s) defined for the
pay code in the Pay Code File will appear, but can be changed, if needed.

Note: To copy an expense account number from another pay code defined for this employee, click
the Search Employee Expense button located at the bottom of the Expense Accounts List and then
select the desired pay code.

In the Cross References List, select the taxes and deductions that apply to the entry for this
employee. If the wages paid with the entry are to be included in the taxable gross for a particular
tax, the tax must be selected. If the deduction is to be expensed against the entry, the deduction
must be selected. If applicable, the cross references defined for the specified pay code on the
Wages screen of the Employee File for this employee, or else the cross references defined for the
pay code in the Pay Code File will be selected, but can be changed. To select a tax or deduction,
click once on the box for the Selected column to the right of the ID and description. A checkmark
will appear in the box if the deduction or tax is selected.

Note: If the wages for this entry should be taxed at the supplemental rate (only applicable for FIT
and SIT), click the box for Supplemental Rate that appears to the right of the tax ID and description
in the Cross References List.

For lllinois school districts only, complete the lllinois Teachers Retirement System section and/or
the lllinois EIS List if needed.

a. If applicable, complete the following fields in the lllinois Teachers Retirement System section for
use with the retirement report:

Note: The lllinois Teachers Retirement System section will only appear if the Hide Fields in Pay
Period Entries field is not selected within the lllinois Monthly Teachers Retirement Report option
and the entry is for a unit pay code or else an absence on a contract (which is an entry for a
contract pay code with the Absence field selected).

e If the entry is for a unit pay code or the entry is for an absence on a contract, complete the
Hours Override field to use a different number of hours for the entry than what is specified in
the Hours field (above). The number can be up to 14 digits long (including the decimal point
and comma(s) if applicable) and will be rounded to 4 decimal places by the system if
capable. Typically, this field is used with rehired retirees since they must not have more
than 5 hours per day reported on the retirement report, or else used with entries for
absences on contracts if a different number of hours should be used than what is specified
in the Hours field (as entries for absences on contracts are part of the calculation to
determine the number of docked days reported on the retirement report).

e The Days Paid Override field is only enabled if the entry is for a unit pay code. If applicable,
enter the number of days (up to 2 digits) the employee was paid for the particular entry in
the Days Paid Override field; otherwise, leave the Days Paid Override field blank to have
the system calculate the number of days paid when the retirement report is generated, by
adding the days between the Start Date and End Date of the entry that are Monday through
Friday.
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Note: The Days Paid Override field is disabled if the entry is for a contract pay code.

e The Retirement Payment Reason Override field is only enabled if the entry is for a unit pay
code. If applicable, in the Retirement Payment Reason Override field, enter the appropriate
2-character code to use for the entry if the employee's retirement payment reason is
different than the default designated for the pay code (when generating the retirement
report), or click the down-arrow button to select the correct one. If applicable, the code
entered in the Retirement Payment Reason Override field for the specified pay code on the
Wages screen of the Employee File for this employee will appear but can be changed.
Leave the Retirement Payment Reason Override field blank for the entry to use the default
designated for the pay code (defined when generating the retirement report).

Note: The Retirement Payment Reason Override field is disabled if the entry is for a
contract pay code.

If applicable, complete the lllinois EIS List with the employee’s position information for the entry
for use with the lllinois Employment Information System option. The lllinois EIS List only
appears if the entry is for a unit pay code (it does not appear if the entry is for a contract pay
code), and the Hide Fields in Pay Period Entries field is not selected within the lllinois
Employment Information System option.

20. For Wyoming school districts only, if the entry is for a unit pay code, tie the entry to the
assignments in the Assignments List as follows for use with the Wyoming Staff Member Collection
Report option:

a.

21.

The employee's assignments (as defined on the Employee Assignment Maintenance screen
(tab) within the Wyoming Staff Member Collection Report option) display in the Assignments
List; only the active assignments appear, unless an inactive assignment has a percentage
entered. For the applicable assignment records, enter the percentage of the salaries for the
entry that applies to each of the employee's assignments in the Split Percent field. The total
percentage of all the applicable assignments for the entry must equal 100%; if the entry applies
to only one assignment, enter 100 as the percentage in the Split Percent field for the appropriate
assignment. If the pay code is defined for the employee with the Split Percent field completed
for the applicable assignments in the Assignments List on the Wages screen in the Employee
File, the information from the Employee File will appear as the default, but can be changed if
needed.

Note: The Assignments List will only appear if the Hide Fields in Pay Period Entries field is not
selected within the Wyoming Staff Member Collection Report option. The Assignments List
does not appear if the entry is for a contract pay code.

Click the Save button.

Note: If the entry was for a leave (for example, sick leave) and the employee already has an entry
saved and/or posted for that particular leave with the specified start date, a message will appear
prompting to save the entry; click Yes to save the entry or click No to not save the entry in order to
make changes. Also, if the entry was for a leave that has a negative balance (or the main leave has
a negative balance, if applicable) and the Warn if Negative Balance field is selected in the Leave
File for the leave, a message will appear prompting to save the entry; click Yes to save the entry
with the negative balance or click No to not save the entry in order to make changes.

Tip: To view all entries within the pay period entries batch without employee subtotals, click the
Display All (No Totals) button located above the Batch Entries List; to view all entries within the

P' Pay Period Entries - Pay Period Entries - [m] X
¢ Eile Options LeaveRequests Reports PinTo Hel Click the Grid Entry tab to enter, view, or edit a
Individual Entry  Grid Entry pay period entry using the grid entry screen.
|Employee Name: Juliz Anderson JPay Code Description: Regular Rate
Batch Entries
Y| Employee D © ¥ Emplr\?griiLaslv Empﬁgnﬁrs(v C;z’vm Y| Absence YV ;ir::%?:qn[go V| qur\‘;i'::e Y| Units V| Hours V| PayRate ¥| Dollars V| S
» | 3¢ | ANDEJUL Anderson Julia REG [ 2 1 95.00 95.00 9.50 902.50| 111
¥ | BAXTJAC Baxter Jackie REG r 2 1 90.00 90.00 7.25| 652.50| 111
% | sampeeC Sampson Becky ot r 1 1 550 550 1263 8047|114
3 | SAMPBEC Sampson Becky SEC I 1 1 108.00! 108.00 9.75| 1.053.00( 111
*| X ~— f ~ | I
< To enter a new pay period entry, complete the fields of information O
[Total Units: 95.00 in the next available blank line; however, keep in mind, the accountf——
: : : numbers and cr referen n r on thi reen an
NN TP —— u besad_coss eferences do ot_a_ppeao this screen and
can only be viewed (entered) on the Individual Entry screen.

Diagram C



22.

pay period entries batch with subtotals by employee, click the Display All (With Totals) button; or
to view entries for only one employee with subtotals, specify the desired employee by clicking on an
existing entry or enter the ID in the Employee ID field and then click the Employee Only button.

Once all the pay period entries have been entered, print a listing to verify the information.

Tip: If desired, the pay period entries can also be viewed and edited directly in the Batch Entries
List (grid) by clicking the Grid Entry tab and then making the desired changes to the fields
(columns) of information. See Diagram C. Typically, the Grid Entry screen (tab) is only used to
make changes for existing entries such as when working with recurring pay period entries batches,
imported pay period entries, or after keying the pay period entries with the Individual Entry method,
because the account numbers and cross references do not appear on the Batch Entries List on the
Grid Entry screen (tab).

Correcting a Pay Period Entry:

1.
2.
3.

8.

From the Payroll screen, select the Data Entry menu and then Pay Period Entries.
The Batch Search screen will appear.

Select the batch which contains the pay period entry to correct by double-clicking on the desired
batch description.

The Pay Period Entries screen will appear for the selected pay period entries batch. The description
for the selected batch will appear in the title bar.

On the Individual Entry screen (tab), double-click the pay period entry to edit from the entries that
appear in the Batch Entries List, or click the Find button to select the correct one.

Make the desired changes to the pay period entry.
After all the changes have been made, click the Save button.

Tip: If desired, the pay period entries can also be edited directly in the Batch Entries List (grid) by
clicking the Grid Entry tab and then making the desired changes to the fields (columns) of
information. Typically, the Grid Entry screen (tab) is only used to make changes for existing entries
such as when working with recurring pay period entries batches, imported pay period entries, or
after keying the pay period entries with the Individual Entry method, because the account numbers
and cross references do not appear on the Batch Entries List on the Grid Entry screen (tab).

If applicable, recalculate the payroll.

Deleting a Pay Period Entry:

1.
2.
3.

From the Payroll screen, select the Data Entry menu and then Pay Period Entries.
The Batch Search screen will appear.

Select the batch which contains the pay period entry to delete by double-clicking on the desired
batch description.

The Pay Period Entries screen will appear for the selected pay period entries batch. The description
for the selected batch will appear in the title bar.

On the Individual Entry screen (tab), double-click the pay period entry to delete from the entries that
appear in the Batch Entries List, or click the Find button to select the correct one.

Once the pay period entry to delete is displayed on the screen, click the Delete button; when
prompted to delete the record, click Yes.

Tip: If desired, pay period entries can also be deleted directly in the Batch Entries List (grid) by
clicking the Grid Entry tab and then clicking the Delete button located to the left of the desired line
to delete (when prompted to delete, click Yes).

If applicable, recalculate the payroll.



Employee Absences

The Employee Absences option in Payroll is used to record the dates when employees were absent and
who worked in the employee's place. With the Employee Absences option, the entries made for an
employee reduce the specified number of units from the employee's leave, pay the employee who was
absent (applicable for unit employees only), and pay the substitute employee in the pay period in which
the employee absences batch is included.

Entering Employee Absences:

1. From the Payroll screen, select the Data Entry menu and then Employee Absences.

2. If a batch already exists, the Employee Absence Batch Search screen will appear. To continue
adding employee absences to an existing batch, select the desired batch by double-clicking on the
batch description; otherwise, to enter a new batch, click the New Record button and then complete
the batch options. If a batch does not exist, the batch options screen will appear immediately in
order to create a new batch.

Tip: If absence entries will be processed in a different Payroll check cycle than the entries to pay
the substitutes who filled in for the employees who were absent, create two batches of employee
absences, with the first batch containing only the absence entries and the second batch containing
only the substitute entries.

Note: Below are the steps to complete the batch options screen for a new batch of pay period
entries or employee absences.

a. Enter a unique description for the new batch in the Batch Description field. The description can
be alphanumeric and up to 50 characters long. Leave the field blank to use a default description
assigned by the system. See Diagram A.

Note: If a unique description is not entered, the system will add a dash and four numbers

starting with 0001 at the end (for

example, Batch Description- | " Employee Absence Batch = & =&
0001) to make it distinctive. ¢ Eile Options Help
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File. Diagram A

c. Enter the date to use as the default start date for the entries within the batch in the Start Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.

Note: If the date entered in this field is more than 60 days from the current date, or more than
60 days before the End Date, a warning icon will appear to the right of the field; verify the date
entered is correct.

d. Enter the date to use as the default end date for the entries within the batch in the End Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.

Note: If the date entered in this field is more than 60 days from the current date, or more than
60 days after the Start Date, a warning icon will appear to the right of the field; verify the date
entered is correct.

e. |If applicable, select the Recurring Entries field to retain the batch of entries after the batch is
posted (updated with a Payroll check cycle). A checkmark will appear in the box if the field is
selected. For example, select the field if the batch (entries) needs to be processed on a regular
basis, such as each month or pay period.

f.  If applicable, select the Expense Payroll field if the batch will be included in a payroll calculation
batch with Expense Payroll as the type at the end of the fiscal year. If the field is selected, when
making entries in the batch, only pay codes which are set up on the Wages screen in the
Employee File for the employees can be used (to avoid receiving an error message when
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calculating the payroll) and the Date Sequence field is disabled (if it displays and is not hidden)
as it is not applicable). A checkmark will appear in the box if the field is selected.

g. Click the Save button.

3. The Employee Absences screen will appear for the selected employee absences batch. The
description for the selected batch will appear in the title bar.

4. On the Individual Entry screen (tab), click the New Record button to initialize the screen for a new
entry.

Note: For any field equipped with the repeat function, click the Repeat button or press the Ctrl+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry. If desired, set the screen preferences for the Employee Absences screen to define
which fields to repeat information automatically from the previous entry without requiring an
additional keystroke.

5. Enter the ID of the employee for which to record the absence (and pay, if applicable) in the
Employee ID field. If the ID is not known, click the down-arrow button to select the correct one, or
press the Ctrl+F keys to access the search feature. See Diagram B.

P Employee Absences - Employee Absences _ - o X

¢ File Options LeaveRequests Reports PinTo
Individual Entry*Grid Entry

Click the Individual Entry tab to enter a employee
absence entry using the normal data entry screen. Once the employee absence entries are
entered and saved, they appear here.

|Employee Name: Susie Madison | Pay Code Description: JR Sub
7
l Display All (No Totals) } Display All (With Totals) = Emplgfee Only = Employee and Substitute
Employee ID MADISUS v Unts 1.00 — =
- H 300 Batch Entri
Pay Code ID JRSU v jours —
= ) § ployee Employee Pay
Absence Pay Rate [75.00 EmployeeID V| |ostName * Y| FirstName ~ Y| CodelD” V| Units V| He
Checking Account ID | 1 i Dollars |75.00 | ‘ GREEDAL Green Dale SICK 8.00
i ] Subbed For | GREEDAL <l (9 |[» [MADISUS Madison Susie JRSUB 1.00

Check Sequence [ | Employee ID
Tie to Absence Entry
Start Date 11'31‘2319\ If the specified pay code is not tied to a

Comments End Date 110172019 |v

Unit Pay Information

leave, the Subbed For Employee ID and
Tie to Absence Entry fields are enabled.

If—désir(;d, click the Search -IE'rﬁ|;onee

= Q

Expense button to copy an expense| [when making an entry to pay a substitute and the entry for the
account number from another pay| |employee specified in the Subbed For Employee ID field included L]
| code defined for this employee. [~an account number (for example, if the entry was an absence from—— ]
Chart of Accoun Enter a contract), click the Copy Subbed For Expense button to use the ~
Number Percents | Dollars expense account from the entry for the employee who was absent,  fPriemente! Rate ¥
» [3¢ [ 101121002120 100.00
*|% / / When r_naking_ an entry to pay a substitute and the previous [reger:
/ 100.00 75.00) entry did not include an account number (for example, was F.:
not an absence from a contract), click the Search Subbed ;-
For Expense button to use an expense account from one of_ |
Search Employee Expense | Copy Subbed For Expense | Search Subbed For Expense the pay codes defined for the employee who was absent. B
[Chart of Account Description: Temp/Sub Empl [Total Units: 1.00 [Total Dollars: 75.00

' ® @66 PR ! X/ @/ E3 i Document Management: -

. . Diagram B
Enter the ID of the pay code for which to pay the employee for the absence (if

applicable) and deduct from the designated leave in the Pay Code ID field. If the ID is not known,
click the down-arrow button to select the correct one, or press the Ctrl+F keys to access the search
feature (the search screen lists the pay codes defined for the employee at the top of the list). If the
Use Primary Pay Code as Default field is selected in the Set Screen Preferences option and the
employee has a primary pay code specified in the Employee File, the ID of the primary pay code will
appear as the default (unless the field is set to repeat within Set Screen Preferences), but can be
changed.

Note: Once the pay code is specified, the information for the unit or contract pay code displays
under the Comments field for reference only, and if applicable, the balance for the leave (and main
leave, if applicable) tied to the pay code displays the lower left corner of the screen, along with the
unit of tracking (as defined in the Leave File); if desired, click the Go To button to the right of the
leave balance to open the Employee File and display the leave information for the specified
employee. For organizations that have licensed the Web Link module and utilize leave requests, if
the employee has approved leave request entries that have not been processed, the total for the
approved and unprocessed leave request entries for the leave (and main leave, if applicable) for the
employee displays in the lower right corner of the screen; also, if the entry was created from a

8-b




10.

11.

12.

13.

14.

processed leave request, click the Go To button to the right of the Default Rate field in the Unit Pay
Information section to display the Leave Request Inquiry screen for the leave request entry.

If a contract pay code is specified in the Pay Code ID field, the Absence field is enabled. Select the
Absence field if the entry is being made to deduct from the employee's wages (for example, if an
employee needs to be docked one day of pay from the regular contract payment). A checkmark will
appear in the box if the field is selected. The Absence field will be selected by default.

Enter the ID of the checking account from which to pay the employee in the Checking Account ID
field. If the ID is not known, click the down-arrow button to select the correct one, or press the
Ctrl+F keys to access the search feature. Leave this field blank to use the checking account
entered for the specified pay code on the Wages screen of the Employee File for this employee;
otherwise, if the pay code is not set up in the Employee File, leave this field blank to use the default
checking account as entered on the Employment screen in the Employee File.

Enter the number of the check sequence (1 to 99) for which check the entry is to be included in the
Check Sequence field. For example, if the employee will receive two checks during the Payroll
check cycle and the entry should be included on the first check, enter 1 in this field. Leave this field
blank to default to the check sequence defined for the specified pay code for this employee on the
Wages screen in the Employee File, or the default check sequence defined for the Pay Code in the
Pay Code File if the pay is not defined for the employee in the Employee File, or a check sequence
of 1 if the pay code is not defined for the employee and a default is not defined for the pay code.

If the Hide Date Sequence field is not selected within the Set Screen Preferences option, the Date
Sequence field appears. If the employee absences batch will be included with the Pay Off Contracts
or Reversing GAAP (applicable for lowa school districts who reverse GAAP expense only) payroll
batch processed at the end of the fiscal year, enter the number of the date sequence (1 to 99) for
which to include this entry in the Date Sequence field. Leave this field blank to default to a date
sequence of 1 if calculating all other payroll types.

Enter the number of units (for example, hours or days) to pay the employee for the absence (if
applicable) and deduct from the desginated leave in the Units field. The number can be up to 14
digits long (including the decimal point and comma(s) if applicable) and will be rounded to 4 decimal
places by the system if capable.

If desired, enter the number of hours the employee worked (or did not work) in the Hours field. The
number can be up to 14 digits long (including the decimal point and comma(s) if applicable) and will
be rounded to 4 decimal places by the system if capable. If the pay code is set up to track the hours
worked (the Hours Worked field is selected in the Pay Code File), the appropriate number will
automatically display in this field, but can be changed if needed; the number displayed here will be
the number in the Hours Per Unit field from the Pay Code File multiplied by the number entered in
the Units field for the entry.

Note: Tracking hours worked is required if the Affordable Care Act (ACA) Hours Tracking option
within the School Accounting System will be completed. Also, tracking hours worked is required for
inclusion on the applicable government reports for school districts in Idaho (for applicable employees with
pay codes defined with a Pay Type of H for Hourly within the Idaho Retirement Report), lllinois (for applicable employees to
be included on the lllinois Monthly Teachers Retirement Report, including only employees with absences on contracts or
rehired retirees), Missouri (for only employees with a wage type of R for Retired Working Member, T for Non-Member Sub
Teaching WAR Waiver, or X for Non-Member), Nebraska, North Dakota (for teachers only), South Dakota (for only
employees without retirement), and WWyoming.

If applicable, enter the amount to pay (or deduct) per unit for the entry in the Pay Rate field. The
amount can be up to 14 digits long (including the decimal point and comma(s) if applicable) and will
be rounded to 4 decimal places by the system if capable. If applicable, the pay rate (or the rate for
the absence per day) entered for the specified pay code on the Wages screen of the Employee File
for this employee, or else the default rate defined for the pay code in the Pay Code File will appear,
but can be changed, if needed.

Note: For employee absence entries using a contract pay code, if the Absence field is selected, the
amount entered in the Pay Rate field and the Dollars field must be negative in order to deduct the
absence from the regular contract payment.

If the Units field and Pay Rate field were completed, the system automatically calculates the amount
to pay the employee for this entry and displays it in the Dollars field (can be changed, if needed);
otherwise, enter the amount to pay the employee for this entry in the Dollars field, if applicable. The
amount can be up to 14 digits long (including the decimal point and comma(s) if applicable) and will
be rounded to 4 decimal places by the system if capable.

Note: For employee absence entries using a contract pay code, if the Absence field is selected, the
amount entered in the Pay Rate field and the Dollars field must be negative in order to deduct the
absence from the regular contract payment.
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16.
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19.

20.

If the pay code entered in the Pay Code ID field is not tied to a leave in the Pay Code File, the
Subbed For Employee ID field is enabled. If desired, enter the ID of the absent employee for whom
this employee worked (replaced) in the Subbed For Employee ID field. If the ID is not known, click
the Search button to select the correct absence record (from within all unposted batches of
employee absences), click the down-arrow button to select an employee from a list of all active
employees, or press the Ctrl+F keys to access the search feature (will display all active employees
or only the employees with absence entries as defined within the Set Screen Preferences option). If
applicable, the employee ID specified in the last absence entry (within the batch) will appear, but
can be changed.

If the Subbed For Employee ID field is completed with an employee who has an unposted absence
entry (in this or another unposted employee absence batch), the Tie to Absence Entry field is
enabled. To tie the current entry to an absence record (so the substitute entry is tied to an absence
entry), select the Tie to Absence Entry field. A checkmark will appear in the box if the field is
selected. The field will be selected by default if the specified employee (in the Subbed For
Employee ID field) only has one unposted absence entry, or a specific absence record was
selected.

Tip: In order to track the complete history for all the employee absence entries and generate
reports showing the employees and who subbed for them, the substitute entries must be tied to
absence records.

Enter the starting date of the employee’s absence or the substitute’s entry in the Start Date field.
Use the mm/dd/yyyy format or click the down-arrow button to select the desired date. Leave the
field blank to default to the Start Date entered in the batch options. If making an entry for a
substitute and the Tie to Absence Entry field is selected, the date entered for the employee who was
absent (from the specified entry) will be the default but can be changed.

Note: If the date entered in this field is more than 60 days from the current date, or more than 60
days before the End Date, a warning icon will appear to the right of the field; verify the date entered
is correct.

Enter the ending date of the employee’s absence or the substitute’s entry in the End Date field. Use
the mm/dd/yyyy format or click the down-arrow button to select the desired date. Leave the field
blank to default to the End Date entered in the batch options, or if a Start Date was manually keyed
for the entry, leave the End Date field blank to default to the date entered in the Start Date field. If
making an entry for a substitute and the Tie to Absence Entry field is selected, the date entered for
the employee who was absent (from the specified entry) will be the default but can be changed.

Note: If the date entered in this field is more than 60 days from the current date, or more than 60
days after the Start Date, a warning icon will appear to the right of the field; verify the date entered is
correct.

If desired, enter a description to explain the reason for the employee’s absence in the Comments
field. The description can be up to 1,000 characters long.

Note: If applicable, to use the comment entered for the pay code for the employee on the Wages
screen in the Employee File, enter an E in this field.

In the Expense Accounts List, enter the expenditure account number(s) to be debited for the salaries
from this entry for the employee, if applicable. To enter an account number, in the blank line
(indicated with an asterisk) at the bottom of the Expense Accounts List, enter the account number in
the Chart of Account Number field. If the account number is not known, click the down-arrow
button to select the correct one, or press the Ctrl+F keys to access the search feature. Then click
Enter Percents to designate what percent of the total rate is to be expensed to the specified
account number; when entering the first account number, 100 will default in as the percent but can
be changed as needed. To specify a fixed dollar amount of the total rate to be expensed to the
specified account number, click Enter Dollars and then key the amount; the system will then
calculate the percentage automatically. If applicable, the account number(s) entered for the
specified pay code on the Wages screen of the Employee File for this employee, or else the default
account number(s) defined for the pay code in the Pay Code File will appear, but can be changed, if
needed.

Note: To copy an expense account number from another pay code defined for this employee, click
the Search Employee Expense button located at the bottom of the Expense Accounts List and then
select the desired pay code. When making an entry to pay a substitute and the entry for the
employee specified in the Subbed For Employee ID field included an account number (for example,
if the entry was an absence from a contract), click the Copy Subbed For Expense button to use the
expense account from the entry for the employee who was absent. When making an entry to pay a
substitute and the previous entry did not include an account number (for example, was not an
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22.

absence from a contract), click the Search Subbed For Expense button to use an expense account
from one of the pay codes defined for the employee who was absent.

In the Cross References List, select the taxes and deductions that apply to the entry for this
employee. If the wages paid with the entry are to be included in the taxable gross for a particular
tax, the tax must be selected. If the deduction is to be expensed against the entry, the deduction
must be selected. If applicable, the cross references defined for the specified pay code on the
Wages screen of the Employee File for this employee, or else the cross references defined for the
pay code in the Pay Code File will be selected, but can be changed. To select a tax or deduction,
click once on the box for the Selected column to the right of the ID and description. A checkmark
will appear in the box if the deduction or tax is selected.

Note: If the wages for this entry should be taxed at the supplemental rate (only applicable for FIT
and SIT), click the box for Supplemental Rate that appears to the right of the tax ID and description
in the Cross References List.

For lllinois school districts only, complete the lllinois Teachers Retirement System section and/or
the lllinois EIS List if needed.

a. If applicable, complete the following fields in the lllinois Teachers Retirement System section for
use with the retirement report:

Note: The lllinois Teachers Retirement System section will only appear if the Hide Fields in Pay
Period Entries field is not selected within the Illinois Monthly Teachers Retirement Report option
and the entry is for a unit pay code or else an absence on a contract (which is an entry for a
contract pay code with the Absence field selected).

e |f the entry is for a unit pay code or the entry is for an absence on a contract, complete the
Hours Override field to use a different number of hours for the entry than what is specified in
the Hours field (above). The number can be up to 14 digits long (including the decimal point
and comma(s) if applicable) and will be rounded to 4 decimal places by the system if
capable. Typically, this field is used with rehired retirees since they must not have more
than 5 hours per day reported on the retirement report, or else used with entries for
absences on contracts if a different number of hours should be used than what is specified
in the Hours field (as entries for absences on contracts are part of the calculation to
determine the number of docked days reported on the retirement report).

e The Days Paid Override field is only enabled if the entry is for a unit pay code. If applicable,
enter the number of days (up to 2 digits) the employee was paid for the particular entry in
the Days Paid Override field; otherwise, leave the Days Paid Override field blank to have
the system calculate the number of days paid when the retirement report is generated, by
adding the days between the Start Date and End Date of the entry that are Monday through
Friday.

Note: The Days Paid Override field is disabled if the entry is for a contract pay code.

e The Retirement Payment Reason Override field is only enabled if the entry is for a unit pay
code. If applicable, in the Retirement Payment Reason Override field, enter the appropriate
2-character code to use for the entry if the employee's retirement payment reason is
different than the default designated for the pay code (when generating the retirement
report), or click the down-arrow button to select the correct one. If applicable, the code
entered in the Retirement Payment Reason Override field for the specified pay code on the
Wages screen of the Employee File for this employee will appear but can be changed.
Leave the Retirement Payment Reason Override field blank for the entry to use the default
designated for the pay code (defined when generating the retirement report).

Note: The Retirement Payment Reason Override field is disabled if the entry is for a
contract pay code.

b. If applicable, complete the lllinois EIS List with the employee’s position information for the entry
for use with the lllinois Employment Information System option. The lllinois EIS List only
appears if the entry is for a unit pay code (it does not appear if the entry is for a contract pay
code), and the Hide Fields in Pay Period Entries field is not selected within the lllinois
Employment Information System option.

23. For Wyoming school districts only, if the entry is for a unit pay code, tie the entry to the

assignments in the Assignments List as follows for use with the Wyoming Staff Member Collection
Report option:

e The employee's assignments (as defined on the Employee Assignment Maintenance screen
(tab) within the Wyoming Staff Member Collection Report option) display in the Assignments
List; only the active assighments appear, unless an inactive assignment has a percentage
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25.

entered. For the applicable assignment records, enter the percentage of the salaries for the
entry that applies to each of the employee's assignments in the Split Percent field. The total
percentage of all the applicable assignments for the entry must equal 100%; if the entry applies
to only one assignment, enter 100 as the percentage in the Split Percent field for the appropriate
assignment. If the pay code is defined for the employee with the Split Percent field completed
for the applicable assignments in the Assignments List on the Wages screen in the Employee
File, the information from the Employee File will appear as the default, but can be changed if
needed.

Note: The Assignments List will only appear if the Hide Fields in Pay Period Entries field is not
selected within the Wyoming Staff Member Collection Report option. The Assignments List does not
appear if the entry is for a contract pay code.

Click the Save button.

Note: If the entry was for a leave (for example, sick leave) and the employee already has an entry
saved and/or posted for that particular leave with the specified start date, a message will appear
prompting to save the entry; click Yes to save the entry or click No to not save the entry in order to
make changes. Also, if the entry was for a leave that has a negative balance (or the main leave has
a negative balance, if applicable) and the Warn if Negative Balance field is selected in the Leave
File for the leave, a message will appear prompting to save the entry; click Yes to save the entry
with the negative balance or click No to not save the entry in order to make changes.

Tip: To view all entries within the batch without employee subtotals, click the Display All (No
Totals) button located above the Batch Entries List. To view all entries within the batch with
subtotals by employee, click the Display All (With Totals) button. To view entries for only one
employee with subtotals, specify the desired employee by clicking on an existing entry or enter the
ID in the Employee ID field and then click the Employee Only button. To view the entries for only
one employee and the entries for who subbed for them along with subtotals, specify the desired
employee by clicking on an existing entry or enter the ID in the Employee ID field and then click the
Employee and Substitute button.

Once all the pay period entries have been entered, print a listing to verify the information.

Note: The subbed for information for substitute entries that were not tied to an employee absence
entry (the Tie to Absence Entry field was unselected) will only be included (printed) on the
Substitutes Listing and Pay Period Entries Listing-Detail reports, while the subbed for information for
substitute entries tied to absence entries will be included (printed) on the Absence Listing by Absent
Date, Absences Listing by Employee with Substitutes, Pay Period Entries Listing-Detail, and
Substitutes Listing reports.

Tip: If desired, the employee absence entries can also be viewed and edited directly in the Batch
Entries List (grid) by clicking the Grid Entry tab and then making the desired changes to the fields
(columns) of information. See Diagram C. Typically, the Grid Entry screen (tab) is only used to
make changes for existing entries such as when working with recurring employee absences
batches, imported employee absences, or after keying the employee absences with the Individual
Entry method, because the account numbers, cross references, and ability to tie a substitute’s entry
to an employee’s absence entry do not appear on the Batch Entries List on the Grid Entry screen
(tab).

Pr Employee Absences - Employee Absences _ " B X
{ File Options LeaveRequests Reporis PinTo kelp| Click the Grid Entry tab to enter, view, or edit an
Indvideal Entry  GridEny*———————____|employee absence entry using the grid entry screen.
[Errployee Name: Dale Green JFay Code Ui ick Leave
Batch Entries

V| Employee ID + 7| Eplovee Last | EmploveeFirst &/ Foy /v mbsence v| heckig ) Check V| Units V| Hows V| PayRate V| Dollas ¥ Sebedfer ip
» |3 | GREEDAL Green Dale SICK r 1 1 8.00 00 ‘

¥ | MADISUS Madison Susie JRSUB r 1 | 1.00 8.00 75.00 75.00 | GREEDAL D
*[x \ 4 | | l l
< ! - - . i
[Total Units: 800 To enter a new employee absence entry, complete the fields of information in the next——
[Cave Balance: 124,00 Flours available blank line; however, keep in mind, the account numbers, cross references, = g
 ®00.6: °: and ability to tie a sub’s entry to a specific employee’s absence entry do not appear on
é (@ ¢ Pecument|ihis screen and can only be viewed (entered) on the Individual Entry screen.

Correcting an Employee Absence Entry: Diagram C

1.
2.
3.

From the Payroll screen, select the Data Entry menu and then Employee Absences.
The Batch Search screen will appear.

Select the batch which contains the employee absence entry to correct by double-clicking on the
desired batch description.



8.

The Employee Absences screen will appear for the selected employee absences batch. The
description for the selected batch will appear in the title bar.

On the Individual Entry screen (tab), double-click the employee absence entry to edit from the
entries that appear in the Batch Entries List, or click the Find button to select the correct one.

Make the desired changes to the employee absence entry.
After all the changes have been made, click the Save button.

Tip: If desired, the employee absences can also be edited directly in the Batch Entries List (grid) by
clicking the Grid Entry tab and then making the desired changes to the fields (columns) of
information. Typically, the Grid Entry screen (tab) is only used to make changes for existing entries
such as when working with recurring employee absences batches, imported employee absences, or
after keying the employee absences with the Individual Entry method, because the account numbers
and cross references do not appear on the Batch Entries List on the Grid Entry screen (tab).

If applicable, recalculate the payroll.

Deleting an Employee Absence Entry:

1.
2.
3.

From the Payroll screen, select the Data Entry menu and then Employee Absences.
The Batch Search screen will appear.

Select the batch which contains the employee absence entry to delete by double-clicking on the
desired batch description.

The Employee Absences screen will appear for the selected employee absences batch. The
description for the selected batch will appear in the title bar.

On the Individual Entry screen (tab), double-click the pay period entry to delete from the entries that
appear in the Batch Entries List, or click the Find button to select the correct one.

Once the employee absence entry to delete is displayed on the screen, click the Delete button;
when prompted to delete the record, click Yes.

Tip: If desired, employee absences can also be deleted directly in the Batch Entries List (grid) by
clicking the Grid Entry tab and then clicking the Delete button located to the left of the desired line
to delete (when prompted to delete, click Yes).

If applicable, recalculate the payroll.
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Time Cards

The Time Cards option in Payroll is used to make entries for unit employees who punch in and out on a
time clock and are to be paid for the pay period. With the Time Cards option, the time the employees
punched in and out are entered on the system, and then the total number of hours worked, including any
overtime hours if specified to do so, are automatically calculated, using the appropriate time card basis
as defined for the employee’s pay group for the specified pay code. When the time cards are posted,
the entries are posted to a selected pay period entries batch.

If an electronic time clock is used, the time cards can be imported directly into a batch of time cards and
then printed and posted.

Note: If using the Time Cards option, the time card basis must first be tied to the necessary pay groups.
The pay groups can then be tied to an employee’s specific pay code in the Employee File. Also, pay
codes used for overtime rates must be tied to the regular rate pay codes in the Pay Code File to have
the system calculate the overtime hours using a different pay code (rate).

Entering Time Cards:
1. From the Payroll screen, select the Data Entry menu and then Time Cards.

2. If a batch already exists, the Time Card Batch Search screen will appear. To continue adding time
cards to an existing batch, select the desired batch by double-clicking on the batch description;
otherwise, to enter a new batch, click the New Record button and then complete the batch options.
If a batch does not exist, the batch options screen will appear immediately in order to create a new
batch.

Note: Below are the steps to complete the batch options screen for a new batch of time cards.

a. Enter a unique description for the new batch in the Batch Description field. The description can
be alphanumeric and up to 50 characters long. Leave the field blank to use a default description
assigned by the system. See Diagram A.

Note: If a unique description is not entered, the system will add a dash and four numbers
starting with 0001 at the end (for example, Batch Description-0001) to make it distinctive.

b. Enter the 4-digit year of the ending fiscal year date for the wages to use when making the
entries in the Fiscal Year End field. For example, if the current fiscal year is 2019-2020, enter
2020 in this field. Leave the field blank to default to the Current Fiscal Year End as specified in

the Payroll System File.

. Pr' Time Card Batch — O X
c. If desired, enter the date for the |, ———

last day of the work week to use | = =F In this field, enter the ending year
e he defaul o 0 onles | o sl e Geed el oo
within the batch in the Week Fcal YearEnd 2020 =1 :
Ending Date to Display field. Week Ending Date | 112372019 |~ For accurate results when calculating
Use the mm/dd/yyyy format or to Display overtime after 40 hours for the entire week,
click the down-arrow button to Prorate Overtime [ always use the same day of the week as the

week ending date for all batches. If the

select the desired date. If the week ending date is always the same, the

ﬁeld. is cqmpleted, when making system will then track the hours that may
entries within the batch, the - occur during two different pay periods to
entries from other batches with ik H Q@ calculate overtime after the 40 hours for the
the same week ending dates (if entire week, if applicable.

applicable) will appear. Leave Diagram A
the field blank to enter a week ending date for each entry within the batch (no
default week ending date will be used and entries from other batches will not display).

Note: For accurate results when calculating overtime after 40 hours for the entire week, always
use the same day of the week as the week ending date for all batches (for example, always use
a Saturday). If the week ending date is always the same, the system will then track the hours
that may occur during two different pay periods (for example, if one pay period ends on
Wednesday and the next begins on Thursday) to calculate overtime after the 40 hours for the
entire week, if applicable.

d. If applicable, select the Prorate Overtime field to calculate the overtime proportionately to the
hours worked at the various pay codes if entering times worked for an employee with two or
more pay codes. For example, if an employee had 30 hours at pay code 001 and 10 hours at
pay code 002 and also had 10 hours of overtime, select the Prorate Overtime field to calculate
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7.5 hours of overtime against the overtime pay code tied to the 001 pay code and 2.5 hours
against the overtime pay code tied to the 002 pay code. A checkmark will appear in the box if
the field is selected.

Note: If the Prorate Overtime field is selected for a batch already containing time card entries,
the existing entries will be updated to have the overtime prorated.

e. Click the Save button.

3. The Time Cards screen will appear for the selected time cards batch. The description for the
selected batch will appear in the title bar.

4. On the Individual Entry screen (tab), click the New Record button to initialize the screen for a new

entry.

Note: For any field equipped with the repeat function, click the Repeat button or press the Ctrl+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry. If desired, set the screen preferences for the Time Cards screen to define which
fields to repeat information automatically from the previous entry without requiring an additional

keystroke.

5. Enter the ID of the employee for which the time card entries are being made in the Employee 1D
field. If the ID is not known, click the down-arrow button to select the correct one. See Diagram B.

6. Enter the date for the last day of the work week for the entry in the Week Ending field. Use the mm/
dd/yyyy format or click the down-arrow button to select the desired date. If applicable, the date
entered in the Week Ending Date to Display field in the batch options appears here, but can be

changed.

Note: For accurate results when calculating overtime after forty hours for the entire week, always
use the same day of the week as the week ending date for all entries (for example, always use a
Saturday). If the week ending date is always the same, the system will then track the hours that
may occur during two different pay periods (for example, if one pay period ends on Wednesday and
the next begins on Thursday) to calculate overtime after the forty hours for the entire week, if

applicable.

7. Enter the ID of the pay code for which to pay the employee for the hours worked for this entry in the
Pay Code ID field. If the ID is not known, click the down-arrow button to select the correct one. If
the employee has a primary pay code specified in the Employee File, the ID of the primary pay code
will appear as the default (unless the field is set to repeat within Set Screen Preferences option), but

can be cha

nged.

Tip: If the pay code for an entry is not set up on the Wages screen in the Employee File for the
particular employee and the pay code does not have a default rate specified in the Pay Code File, a
warning icon will appear to the right of the field; be sure to set up the pay code properly before
posting the batch of time cards.

P' Time Cards - November 2019 Time Cards
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10.

11.

12.

Note: If applicable, once the pay code is specified, the balance for the leave (and main leave, if
applicable) tied to the pay code displays in the lower left corner of the screen, along with the unit of
tracking (as defined in the Leave File); if desired, click the Go To button to the right of the leave
balance to open the Employee File and display the leave information for the specified

employee. For organizations that have licensed the Web Link module, if leave requests are utilized
and the employee has approved leave request entries that have not been processed, the total for
the approved and unprocessed leave request entries for the leave (and main leave, if applicable) for
the employee displays in the lower right corner of the screen.

Select the Subject to Overtime field if the hours worked for this entry are subject to overtime and
count towards the total required before the employee is paid at an overtime rate (as based on the
method of 40 hours per week or 8 hours per day as specified in the Overtime Calculation field in the
Payroll System File). A checkmark will appear in the box if the field is selected. If the Overtime Pay
Code ID field in the Pay Code File is completed for the pay code specified for this entry, the Subject
to Overtime field is selected by default.

Note: Overtime is calculated by using the pay code entered in the Overtime Pay Code ID field in
the Pay Code File for the regular rate pay code, if applicable, or else if the Overtime Pay Code ID
field is blank, overtime is calculated at one and one-half times the regular rate.

Depending on the option selected in the Entry Method field in the Set Screen Preferences option,
complete either the Day of Week field or the Date Worked field, and then the other field will
automatically be updated to reflect the correct information.

a. If Day of Week is specified in the Entry Method field in the Set Screen Preferences option, the
Day of Week field is enabled. If applicable, enter the appropriate number for the day of the
week for this entry in the Day of Week field, or click the down-arrow button to select the correct
day. The number for the day corresponds to the day of the week based on the specified week
ending date; for example, if the week ending date is a Saturday, Saturday is considered Day 7,
and so enter 1 for Sunday, 2 for Monday, 3 for Tuesday, and 4 for Wednesday, etc.

Note: Press the + key (plus sign) to increment the day by one or press the - key (minus sign) to
decrement the day by one.

b. If Date Worked is specified in the Entry Method field in the Set Screen Preferences option, the
Date Worked field is enabled. If applicable, enter the date for this entry in the Date Worked
field. Use the mm/dd/yyyy format or click the down-arrow button to select the correct date.
The date must be within one week prior to the specified week ending date.

Enter the time the employee punched in, as shown on the employee’s time card or time sheet, in the
Time In field. Use the hh:mm AMPM format (or hh:mm if military time is used).

Note: The colon (or decimal point, if using decimal time) does not have to be entered between the
hour and the minutes; for example, enter 8 o’clock as 800 or 0800. Also, the AM or PM does not
have to be entered; if using regular time (not military time), the hours specified in the AM Range field
in the Payroll System File will default to AM while the other hours will default to PM. After advancing
from the field, the time will be formatted to regular or military time as specified in the Time Display
field in the Payroll System File; for example, if Regular is selected in the Time Display field and
1400 (or 14:00) is entered, the system will convert it to 2:00 PM.

Enter the time the employee punched out, as shown on the employee’s time card or time sheet, in
the Time Out field. Use the hh:mm AMPM format (or hh:mm if military time is used).

Note: The colon (or decimal point, if using decimal time) does not have to be entered between the
hour and the minutes; for example, enter 8 o’clock as 800 or 0800. Also, the AM or PM does not
have to be entered; if using regular time (not military time), the system will default to use AM or PM
based on the nearest one within a 12-hour period from the specified Time In. After advancing from
the field, the time will be formatted to regular or military time as specified in the Time Display field in
the Payroll System File; for example, if Regular is selected in the Time Display field and 1400 (or
14:00) is entered, the system will convert it to 2:00 PM.

If applicable, enter the number of actual minutes to subtract from the hours worked for this entry in
the Break Minutes to Subtract field. For example, if the employee worked from 7 a.m. to 3 p.m. and
did not punch in and out for a one-hour lunch break, enter 60 in this field. The number can be up to
3 digits and cannot contain decimals. Leave this field blank if the employee did punch in and out for
breaks and multiple entries will be made for each day of the week (for example, if the employee did
punch in and out for lunch in the above example, enter 7:00 AM to 11:30 AM as one entry and 12:30
PM to 3:00 PM as the second entry for the that day, leaving the Break Minutes to Subtract field
blank on both entries).
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13.

14.

15.

16.

17.

The system will automatically calculate the number of hours the employee worked for this entry and
display the total in the Hours field.

Note: The hours worked for the employee, including any overtime hours if specified to do so, are
calculated using the appropriate time card basis as defined for the employee’s pay group for the
specified pay code. The available time card basis options are: Actual Basis (calculates the exact
number of hours an employee worked (rounded to 2 decimal places); Decimal Basis (calculates the
hours worked to the nearest one-hundredth of an hour (the minutes are converted to hundreths of
an hour, such as 10:30 a.m. is 10:50)); and Rounded Basis (calculates the hours worked by
rounding 7 minutes after or before to the nearest quarter of an hour (for example, starting work at
8:54 a.m. is rounded to 9:00 a.m.)).

If the entry includes any hours worked at the overtime rate, the number of hours for overtime for this
entry will appear in the Overtime Hours field, and cannot be changed.

To use a different expense account number than the one(s) designated for the employee for the
specified pay code from the Employee File (or the default expense account from the Pay Code File),
enter the desired expense account number to use for this entry in the Import/Override Expense
Account field; otherwise, leave this field blank. If the account number is not known, click the down-
arrow button to select the correct one, or press the Ctrl+F keys to access the search feature.

Note: The amount calculated for any overtime against this entry (pay code) will also be expensed to
the account number entered in this field (instead of using the expense account from the pay code for
overtime tied to this pay code, if applicable).

Click the Save button to save this entry and input another entry for the same employee, or click the
Save and Clear button to save this entry and input an entry for a different employee.

Note: The Total Hours and Overtime Hours for the specified employee are displayed at the bottom
of the screen. If applicable, the totals include the hours from entries for the employee in other
unposted and posted batches of time cards with the same week ending date (as shown in the Batch
Entries List with gray font), only if the Week Ending Date to Display field is completed in the batch
options.

Tip: If desired, time cards can also be entered directly into the Batch Entries List (grid) by clicking
the Grid Entry tab and then completing all the fields of information in the blank line (indicated with
an asterisk) at the bottom of the Batch Entries List. See Diagram C.

Once all the time card entries have been entered, print a listing and post the time card batch.

Pr Time Cards - November 2019 Time Cards - . - - a X
i — P Click the Grid Entry tab to enter a time
: ti s B .
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Diagram C

Correcting a Time Card Entry Before Posting:

1.
2.
3.

From the Payroll screen, select the Data Entry menu and then Time Cards.
The Batch Search screen will appear.

Select the batch which contains the time card to correct by double-clicking on the desired batch
description.

The Time Cards screen will appear for the selected time cards batch. The description for the
selected batch will appear in the title bar.

On the Individual Entry screen (tab), double-click the time card entry to edit from the entries that
appear in the Batch Entries List, or click the Find button to select the correct one.
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Note: If the Week Ending Date to Display field is completed in the batch options, the entries in the
other unposted and posted batches of time cards with the same week ending date, if applicable,
appear in the Batch Entries List in gray font and cannot be selected or changed.

6. Make the desired changes to the time card entry.
7. After all the changes have been made, click the Save button.

Tip: If desired, time cards can also be edited directly in the Batch Entries List (grid) by clicking the
Grid Entry tab and then making the desired changes to the fields (columns) of information.

Correcting a Time Card Entry After Posting:

Once a time card entry has been posted, it cannot be changed; however, the time card entries posted to
the pay period entries batch can be edited if that batch is unposted. If the entire pay period entries
batch containing the posted time cards is deleted, then the time cards batch becomes unposted and
changes can then be made to the time card entries within the unposted time cards batch.

Deleting a Time Card Entry Before Posting:
1. From the Payroll screen, select the Data Entry menu and then Time Cards.

2. The Batch Search screen will appear.

3. Select the batch which contains the time card to delete by double-clicking on the desired batch
description.

4. The Time Cards screen will appear for the selected time cards batch. The description for the
selected batch will appear in the title bar.

5. On the Individual Entry screen (tab), double-click the time card entry to delete from the entries that
appear in the Batch Entries List, or click the Find button to select the correct one.

6. Once the time card entry to delete is displayed on the screen, click the Delete button; when
prompted to delete the record, click Yes.

Tip: If desired, time cards can also be deleted directly in the Batch Entries List (grid) by clicking the
Grid Entry tab and then clicking the Delete button located to the left of the desired line to delete
(when prompted to delete, click Yes).

Deleting a Time Card Entry After Posting:

Once a time card entry has been posted, it cannot be changed or deleted; however, the time card
entries posted to the pay period entries batch can be edited or deleted if that batch is unposted. If the
entire pay period entries batch containing the posted time cards is deleted, then the time cards batch
becomes unposted and changes or deletions can then be made to the time card entries within the
unposted time cards batch.

Posting Entries:
1. After all the items have been entered in the batch, select the Options menu (from within the desired
batch) and then Post Entries.

2. A message will appear stating to select a pay period entries batch for which to post the time cards;
click OK and then double-click the desired pay period entries batch description. Then when
prompted to continue posting the entries, click Yes.

Note: If the pay code for a time card entry is not set up on the Wages screen in the Employee File
for the particular employee and the pay code does not have a default rate and/or default expense
account specified in the Pay Code File, a screen will appear showing all entries without a pay rate
and/or expense account; after reviewing the list of entries, click the X in the upper-right corner to
close the screen. When prompted again to continue posting the entries, click Yes to post the batch
including any entries without a rate or expense account, or click No to cancel and not post so that
the pay code can be set up properly before posting the batch of time cards.

3. A prompt will appear stating the batch has been posted; click OK.
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Deduction/Tax Adjustments

The Deduction/Tax Adjustments option in Payroll is used to make a one-time adjustment to an
employee’s deduction or tax for the specific pay period in which the batch is included. The adjustment
to the deduction or tax for an employee can be an amount that is added to the regular amount specified
in the Employee File or an amount that will override the regular amount.

If there are deduction/tax adjustment entries that need to be made each month, they can be set up as
recurring entries in the batch options.

Entering Deduction/Tax Adjustments:
1. From the Payroll screen, select the Data Entry menu and then Deduction/Tax Adjustments.

2. If a batch already exists, the Deduction/Tax Adjustments Batch Search screen will appear. To
continue adding deduction/tax adjustments to an existing batch, select the desired batch by double-
clicking on the batch description; otherwise, to enter a new batch, click the New Record button and
then complete the batch options. If a batch does not exist, the batch options screen will appear
immediately in order to create a new batch.

Note: Below are the steps to complete the batch options screen for a new batch of deduction/tax
adjustments.

a. Enter a unique description for the new batch in the Batch Description field. The description can
be alphanumeric and up to 50 characters long. Leave the field blank to use a default description

assigned by the system. See
Diagram A P Deduction/Tax Adjustments Batch — O X

Note: If a unique description [ e Help
is not entered, the system will
add a dash and four numbers :
starting with 0001 at the end | PecvrminaEnties S|

Batch Description | November 2019 Deduction/Tax Adjustments [

Select the Recurring Entries field to retain the
Ex Payroll - ) ;
(for example, Batch porme Fayr [ ] batch of entries. Use this feature if the batch
Description-0001) to make it of entries need to be processed on a regular
distinctive. X =1 basis (such as each month or quarter).

b. If applicable, select the

Recurring Entries field to Diagram A
retain the batch of entries after the batch is posted (updated with a Payroll check

cycle). A checkmark will appear in the box if the field is selected. For example, select the field if
the batch (entries) needs to be processed on a regular basis, such as each month or quarter.

c. If applicable, select the Expense Payroll field if the batch will be included in a payroll calculation
batch with Expense Payroll as the type at the end of the fiscal year. If the field is selected, when
making entries in the batch, the Date Sequence field is disabled (if it displays and is not hidden)
as it is not applicable. Also, if the field is selected, the batch will be retained so that once the
payroll calculation batch is updated, the entries will remain out there so they can be included
(processed) in July. A checkmark will appear in the box if the field is selected.

d. Click the Save button.

3. The Deduction/Tax Adjustments screen will appear for the selected deduction/tax adjustments
batch. The description for the selected batch will appear in the title bar.

4. Click the New Record button to initialize the screen for a new entry.

Note: For any field equipped with the repeat function, click the Repeat button or press the CtrI+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry. If desired, set the screen preferences for the Deduction/Tax Adjustments screen to
define which fields to repeat information automatically from the previous entry without requiring an
additional keystroke.

5. Enter the ID of the employee for which the deduction/tax adjustment is being made in the Employee
ID field. If the ID is not known, click the down-arrow button to select the correct one.

Note: If the employee will not receive a check during the next payroll calculation in which this batch
of deduction/tax adjustments is included, a pay code must be selected as the primary pay code on
the Wages screen of the Employee File for that employee, or an OVERRIDEGL pay code must be
set up for the employee with the appropriate expense account number(s) and cross referenced to
the applicable deduction.
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not known, click the down-arrow button to select the correct one.

Enter the ID of the checking account from which to pay the employee (and include the deduction/tax
adjustment) in the Checking Account ID field. If the ID is not known, click the down-arrow button to
select the correct one, or press the Ctrl+F keys to access the search feature. Leave this field blank
to use the default checking account for this employee as entered on the Employment screen in the
Employee File.

Note: Only one deduction/tax adjustment entry can be entered into a batch for the specified
employee and deduction or tax for the same checking account, check sequence, and/or date
sequence.

Enter the number of the check sequence (1 to 99) for which check the adjustment is to be included
in the Check Sequence field. For example, if the employee will receive two checks during the
Payroll check cycle and the adjustment should affect the first check, enter 1 in this field. Leave this
field blank to default to a check sequence of 1.

Note: Only one deduction/tax adjustment entry can be entered into a batch for the specified
employee and deduction or tax for the same checking account, check sequence, and/or date
sequence.

If the Hide Date Sequence field is not selected within the Set Screen Preferences option, the Date
Sequence field appears. If the deduction/tax adjustments batch will be included with the Pay Off
Contracts or Reversing GAAP (applicable for lowa school districts who reverse GAAP expense only)
payroll batch processed at the end of the fiscal year, enter the number of the date sequence (1 to
99) for which to include this entry in the Date Sequence field. Leave this field blank to default to a
date sequence of 1 if calculating all other payroll types.

Note: Only one deduction/tax adjustment entry can be entered into a batch for the specified
employee and deduction or tax for the same checking account, check sequence, and/or date
sequence.

If desired, enter a description explaining the reason for the deduction/tax adjustment for the
employee in the Comments field. The description can be up to 30 characters long.

Complete the Adjustment Amounts section.

a. If all or part of the deduction or tax is paid by the employee, the Employee Amount and Action
fields are enabled. To adjust the employee’s share of the specified deduction or tax, enter the
amount for the adjustment in the Employee Amount field. The amount can be up to 14 digits
long (including the decimal point and comma(s) if applicable) and will be rounded to 2 decimal
places by the system. Then enter the appropriate action (Decrease Amount or Gross,
Increase Amount or Gross, No Action, Refund of Override Amount or Gross, or Replace
with Override Amount or Gross) for the adjustment to the employee's share in the Employee
Action field, or click the down-arrow button to select the correct one. To subtract the
adjustment amount from the employee's regular amount calculated for the deduction or tax,
enter Decrease Amount or Gross. To add the adjustment amount to the employee's regular
amount calculated for the deduction or tax, enter Increase Amount or Gross. To not adjust the
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employee's share for the deduction or tax, enter No Action. To refund the adjustment amount
for the deduction or tax to the employee (and disregard the employee's regular amount
calculated for the deduction or tax, if applicable), enter Refund of Override Amount or Gross.
To use the adjustment amount for the employee's share of the deduction or tax (and disregard
the employee's regular amount calculated for the deduction or tax, if applicable), enter Replace
with Override Amount or Gross. The default of No Action will appear, but can be changed.

b. If all or part of the deduction or tax is paid by the employer, the Employer Amount and Action
fields are enabled. To adjust the employer’s share of the specified deduction or tax, enter the
amount for the adjustment in the Employer Amount field. The amount can be up to 14 digits
long (including the decimal point and commac(s) if applicable) and will be rounded to 2 decimal
places by the system. Then enter the appropriate action (Decrease Amount or Gross,
Increase Amount or Gross, No Action, Refund of Override Amount or Gross, or Replace
with Override Amount or Gross) for the adjustment to the employer's share in the Employer
Action field, or click the down-arrow button to select the correct one. To subtract the
adjustment amount from the employer's regular amount calculated for the deduction or tax,
enter Decrease Amount or Gross. To add the adjustment amount to the employer's regular
amount calculated for the deduction or tax, enter Increase Amount or Gross. To not adjust the
employer's share for the deduction or tax, enter No Action. To refund the adjustment amount
for the deduction or tax to the employer (and disregard the employer's regular amount
calculated for the deduction or tax, if applicable), enter Refund of Override Amount or Gross.
To use the adjustment amount for the employer's share of the deduction or tax (and disregard
the employer's regular amount calculated for the deduction or tax, if applicable), enter Replace
with Override Amount or Gross. The default of No Action will appear, but can be changed.

c. To adjust the gross for the specified deduction or tax, enter the amount for the adjustment in the
Gross Amount field. The amount can be up to 14 digits long (including the decimal point and
comma(s) if applicable) and will be rounded to 2 decimal places by the system. Then enter the
appropriate action (Decrease Amount or Gross, Increase Amount or Gross, No Action,
Refund of Override Amount or Gross, or Replace with Override Amount or Gross) for the
adjustment to the gross in the Gross Action field, or click the down-arrow button to select the
correct one. To subtract the adjustment amount from the regular gross amount calculated for
the deduction or tax, enter Decrease Amount or Gross. To add the adjustment amount to the
regular gross amount calculated for the deduction or tax, enter Increase Amount or Gross. To
not adjust the gross for the deduction or tax, enter No Action. To refund the adjustment
amount for the gross for the deduction or tax (and disregard the regular gross amount calculated
for the deduction or tax, if applicable), enter Refund of Override Amount or Gross. To use the
adjustment amount for the gross for the deduction or tax (and disregard the regular gross
amount calculated for the deduction or tax, if applicable), enter Replace with Override Amount
or Gross. The default of No Action will appear, but can be changed.

13. Click the Save button.
14. Once all the deduction/tax adjustments have been entered, print a listing to verify the information.

Correcting a Deduction/Tax Adjustment Entry:

1.
2.
3.

From the Payroll screen, select the Data Entry menu and then Deduction/Tax Adjustments.
The Batch Search screen will appear.

Select the batch which contains the deduction/tax adjustment to correct by double-clicking on the
desired batch description.

Note: If a payroll batch has already been calculated for the deduction/tax adjustments batch, a
message will appear stating that the payroll batch may need to be recalculated if changes are made;
click OK, and if needed, recalculate payroll after making the changes.

The Deduction/Tax Adjustments screen will appear for the selected deduction/tax adjustments
batch. The description for the selected batch will appear in the title bar.

Double-click the deduction/tax adjustment entry to edit from the entries that appear in the Batch
Entries List, or click the Find button to select the correct one.

Make the desired changes to the deduction/tax adjustment entry.
After all the changes have been made, click the Save button.
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Deleting a Deduction/Tax Adjustment Entry:

1.
2.
3.

From the Payroll screen, select the Data Entry menu and then Deduction/Tax Adjustments.
The Batch Search screen will appear.

Select the batch which contains the deduction/tax adjustment to delete by double-clicking on the
desired batch description.

Note: If a payroll batch has already been calculated for the deduction/tax adjustments batch, a
message will appear stating that the payroll batch may need to be recalculated if changes are made;
click OK, and if needed, recalculate payroll after making the changes.

The Deduction/Tax Adjustments screen will appear for the selected deduction/tax adjustments
batch. The description for the selected batch will appear in the title bar.

Double-click the deduction/tax adjustment entry to delete from the entries that appear in the Batch
Entries List, or click the Find button to select the correct one.

Once the deduction/tax adjustment entry to delete is displayed on the screen, click the Delete
button; when prompted to delete the record, click Yes.
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Calculate Payroll

The Calculate Payroll option in Payroll is used to generate earnings calculations in order to print checks
for employees (and payees). With the Calculate Payroll option, the system calculates the contracts for
employees within the specified pay groups and the entries for employees within the selected batches for
pay period entries, employee absences, and deduction/tax adjustments to determine the gross wages
for each employee. The system then subtracts the amounts paid by the employee for taxes and
deductions to determine the net wages for each employee, and expenses the amounts for taxes and
deductions paid by the employer. After the payroll calculation is complete, the system displays a screen
listing the number of employees calculated and any errors found. If any errors are found during the
payroll calculation, the errors must be corrected and the batch (or individual employees with the errors)
recalculated before continuing.

Calculating Payroll for Regular and Extra Payroll Types:
1. From the Payroll screen, select the Check Cycle menu and then Calculate Payroll.

2. If a batch already exists, the Calculate Payroll Batch Search screen will appear. To recalculate an
existing payroll batch, select the desired batch by double-clicking on the batch description;
otherwise, to calculate a new batch, click the New Record button and then complete the batch
options. If a batch does not exist, the Calculate Payroll screen will appear immediately in order to
create a new batch.

Note: Only one payroll calculation batch can be open (unposted) at a time, unless a batch is
defined with the Test Payroll (No Checks) field selected or has Purchase Order as the Payroll Type.

3. On the Regular Options screen (tab), enter the appropriate type of calculation to complete (Regular,
Extra, Expense Payroll, Pay Off Contracts, Purchase Order, or Reversing GAAP) in the Payroll
Type field, or click the down-arrow button to select the correct one. To pay one unit for all contract
employees within the specified pay groups and all entries in the selected batches for pay period
entries, employee absences, and deduction/tax adjustments, enter Regular. To only pay those
employees in the selected batches for pay period entries, employee absences, and deduction/tax
adjustments, enter Extra. To expense the remaining contract balances for the employees within the
specified pay groups and the entries in the selected batches at the end of the fiscal year, enter
Expense Payroll. To pay the remaining contract balances for the employees within the specified
pay groups (in separate checks or combined in one check) and the entries in the selected batches at
the end of the fiscal year, enter Pay Off Contracts. To create a payroll purchase order for the
remaining contract balances for the employees within the specified pay groups and the entries in the
selected batches, enter Purchase Order; refer to the Payroll Purchase Order Setup and Calculation
Checklist for step-by-step instructions on creating payroll purchase orders. For lowa school
districts who reverse GAAP expense, enter Reversing GAAP to reverse GAAP expense the
remaining contract balances for the employees within the specified pay groups and the entries in the
selected batches at the end of the fiscal year, if applicable; if the payroll calculation batch is reverse
GAAP expensed, the totals do not post to the accounts, but are reflected on the C.A.R. Leave the
field blank to default to Regular. See Diagram A.

Note: The Reversing GAAP payroll type is only available for those lowa school districts who have
specified they reverse GAAP expense at the end of the fiscal year (the Reversing GAAP field is
selected in the System File).

4. Enter a unique description for the new batch in the Batch Description field. The description can be
alphanumeric and up to 50 characters long. Leave the field blank to use a default description
assigned by the system.

Note: If a unique description is not entered, the system will add a dash and four numbers starting
with 0001 at the end (for example, Batch Description-0001) to make it distinctive.

5. In the Processing Month field, enter the fiscal period for which to post the entries within the batch to
the applicable modules; for example, enter the month for which to post the entries to General
Ledger, if applicable. Use the mm/yyyy format or click the down-arrow button to select the desired
date. Leave the field blank to default to the current month (as based on the computer date).

Note: If the month entered in this field is more than two months different from the current month, a
warning icon will appear to the right of the field; verify the month entered is correct. If the specified
processing month is in the next fiscal year and there are funds in the Fund File in General Ledger
with the Automatically Start New Fiscal Year field not selected, the Start New Fiscal Year option will
need to be completed for the appropriate funds if it has not already been done.

6. Enter the date to print on the checks in the Check Date field. Use the mm/dd/yyyy format or click
the down-arrow button to select the desired date. Leave the field blank to default to the current
date.
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10.
11.

12.

Note: If the date entered in this field is more than two weeks different from the Diagram A
current date, or more than two months different from the current date, a warning icon will appear to
the right of the field; verify the date entered is correct. If the date entered in this field is more than
six months different from the current date, or a Quarterly 941 has been electronically submitted for
the applicable quarter, the system will not allow the date to be saved and an error icon will appear to
the right of the field; verify the date entered is correct, and if needed, contact Customer Support for
assistance.

Tip: The date that is entered in this field is used to determine which contracts are included (based
on the Start Date of the contract) and which deductions and direct deposit items are included (based
on the Start and/or End Date of the deduction or direct deposit item).

Enter the last date of the pay period in the Last Worked Date field. Use the mm/dd/yyyy format or
click the down-arrow button to select the desired date. Leave the field blank to default to the
current date.

Enter the appropriate pay period (frequency) for which deductions to include in the calculation in the
Week Number for Deductions field, or click the down-arrow button to select the correct one. For
example, to include only those deductions defined with amounts for Every Pay Period, enter Every
Pay Period; or to include those deductions defined with amounts for Every Pay Period and those
with amounts for a specific week (used if there are multiple payrolls in one month and deductions
are only withheld and expensed on a specific week), enter the appropriate week number, such as
Week 1, Week 2, etc. Leave the field blank to default to Every Pay Period.

If applicable, enter the number of days included in this pay period in the Days This Pay Period field.
The number can be up to 2 digits long (no decimals). When calculating a payroll, the number
entered in this field is multiplied by the number entered in the Hours Per Day field on the Wages
screen for the applicable pay codes to reflect the total number of hours worked in the pay period for
the employee (for all pay codes).

Note: Tracking hours worked is required if the Affordable Care Act (ACA) Hours Tracking option
within the School Accounting System will be completed. Also, tracking hours worked is required for
inclusion on the applicable government reports for school districts in Idaho (for applicable employees with
pay codes defined with a Pay Type of H for Hourly within the Idaho Retirement Report), lllinois (for applicable employees to
be included on the lllinois Monthly Teachers Retirement Report, including only employees with contracts or rehired retirees),
Missouri (for only employees with a wage type of R for Retired Working Member, T for Non-Member Sub Teaching WAR
Waiver, or X for Non-Member), Nebraska, North Dakota (for teachers only), South Dakota (for only employees
without retirement), and Wyoming.

If Regular or Extra is specified as the Payroll Type, the Fiscal Year End field is disabled.

If Regular or Extra is specified as the Payroll Type, the Override General Ledger Entry Date field is
disabled.

If Regular or Extra is specified as the Payroll Type, the Expense Payroll General Ledger Entry Date
field is disabled.




13. If desired, to print checks for the payees during the check cycle, select the Write Payee Checks
field. A checkmark will appear in the box if this field is selected. The Write Payee Checks field will
be selected by default.

Note: If this field is unselected, the direct deposit stubs to payees for deductions with Individual
Bank Account Deduction as the Deduction Type (for example, health savings accounts) will still be
issued (need to be printed).

14. If desired, to not make payments through direct deposit for applicable employees and payees in the
specified batch and instead print checks for those employees and payees, select the Override - No
Direct Deposit field. A checkmark will appear in the box if this field is selected.

Note: If this field is selected, the deductions with Individual Bank Account Deduction as the
Deduction Type (for example, health savings accounts) will still be processed as normal with direct
deposit payments.

15. If desired, to calculate the payroll batch in order to only generate and print the reports (will not be
able to print checks or update), select the Test Payroll (No Checks) field. A checkmark will appear
in the box if the field is selected.

16. If there are previously expensed pay periods that have not yet been paid (as part of the end of fiscal
year process), the Expensed Payroll Check Dates to Include List appears. If applicable, select the
expensed pay period for which to print the checks as part of this payroll calculation batch in the
Expensed Payroll Check Dates to Include List. To select an expensed pay period, click the box for
the Selected column to the left of the desired record. A checkmark will appear in the box if the
expensed pay period is selected.

Tip: If desired, click the Show Details button to the right of the description for an expensed pay
period to view the pay groups and pay period batches that had been selected and processed with
the expensed pay period.

17. In the Pay Groups to Include List, complete the following:

a. Select the pay groups for which employees' contracts to include in the payroll calculation, and
which payee checks to print, if applicable. To select a pay group, click the box for the Selected
column to the left of the desired pay group ID. A checkmark will appear in the box if the pay
group is selected. To select all of the pay groups, click the Select All button located above the
Pay Groups to Include List.

Note: If an employee within a selected pay group earns leave per pay period (has the Units Per
Pay Period field on the Leaves screen in the Employee File completed for a leave), the leave
will be accrued only if Regular or Pay Off Contracts is specified as the Payroll Type, and post
to the balance using the Check Date for the payroll calculation batch (uses the Check Date of
the first date sequence if a Pay Off Contracts type).

b. If applicable, select the Exclude Contract Hours From ACA Tracking field (column) for a pay
group to not have the hours worked tracked for contract pay codes for employees for the
Affordable Care Act (ACA) Hours Tracking option (will still be tracked for inclusion on the other
applicable government reports, such as retirement and unemployment reports). A checkmark
will appear in the box if the field is selected. Typically, the Exclude Contract Hours From ACA
Tracking field is selected for a pay group only during the summer months when contract
employees who are defined with a service break (on the ACA Hours screen in the Employee
File) are getting paid for their time while on break; for example, if the contract employees in a
certain pay group who are defined with a service break did not work any hours in June, July,
and August, select the field for the appropriate pay group when completing a payroll calculation
to pay the June, July, and August wages. The Exclude Contract Hours From ACA Tracking field
is only applicable for the Payroll Types of Regular, Extra, or Pay Off Contracts, as hours worked
are not tracked in payroll calculations with Payroll Types of Expense Payroll, Purchase Order, or
Reversing GAAP.

18. In the Pay Period Batches to Include List, select the desired batches of pay period entries, employee
absences, and deduction/tax adjustments to include in the payroll calculation. To select a batch,
click the box for the Selected column to the left of the desired batch description. A checkmark will
appear in the box if the batch is selected. To select all of the batches, click the Select All button
located above the Pay Period Batches to Include List.

Note: If Purchase Order is specified as the Payroll Type, the Number of Times to Include Batch
field on the Pay Period Batches to Include List is enabled; enter the number of times (up to 2 digits;
no decimals) to calculate the batch as part of the payroll purchase order in the Number of Times to
Include Batch field.

19. If necessary, complete the Advanced Options.
20. Click the Save button.
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21.
22.
23.

Click the Execute button.
When prompted, click Yes to continue calculating.

After the calculation is complete, a message will appear; click OK to view the Payroll Messages
listing the number of employees calculated and any errors that were found.

Note: If any errors are found during the payroll calculation, the errors must be corrected and the
batch (or individual employees with the errors) recalculated before continuing.

Completing Advanced Options for Calculating Payroll:

Note: If there are special requirements for calculating the payroll batch, complete the Advanced
Options screen.

From the Payroll screen, select the Check Cycle menu and then Calculate Payroll.
Note: If the Calculate Payroll screen is already open, skip to Step 4.
The Calculate Payroll Batch Search screen will appear.

Select the batch for which to complete the advanced options by double-clicking on the desired batch
description.

At the Calculate Payroll screen, click the Advanced Options tab. See Diagram B.
Complete the Miscellaneous Options section:

1.

a.

If desired, select the Additional Tax on All Checks field to have the specified additional dollars or
percents withheld for the Federal and State Income Taxes on all checks for all payroll types. A
checkmark will appear in the box if the field is selected.

If desired, select the Combine Employee Checks field to print only one check for each employee
in the payroll batch. A checkmark will appear in the box if the field is selected. Typically, this
field is only used when calculating a payroll to pay off contracts at the end of the fiscal year.

If desired, select the Combine Payee Checks field to print only one check for each payee in the
payroll batch. A checkmark will appear in the box if the field is selected. Typically, this field is
only used when calculating a payroll to pay off contracts at the end of the fiscal year.

If applicable, enter the ID of the checking account to use for the entire payroll batch in the
Override Checking Account ID field. For example, if you ran out of checks for the regular
checking account and want to print checks using a different checking account, enter the ID of
the other checking account in this field. If the ID is not known, click the down-arrow button to
select the correct one, or press the Ctrl+F keys to access the search feature. Leave this field
blank to use the specified checking account entered in the Employee File for the employees.

Note: The fields in the Miscellaneous Options section are disabled if Expense Payroll is specified
as the Payroll Type.

If applicable, complete the Employee Calculate Options section to calculate only particular
employees or recalculate certain employees in the payroll batch.

P Calculate Payroll = O X
{5 @rims [nms Click the Advanced Options tab.‘
Regular Options  Advanced Options™ Expense Payroll Options
Miscellaneous Options Dates
Additional Tax on All Checks O Segl?:ce Check Date Week Number for Deductions
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X | JACKKAT <_| and expensed for only specific weeks or separate
% checks need to be printed with different dates.

Complete the Employee Calculate Options
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8.
9.
10.
11.

a. Enter the appropriate action (Calculate Only These or Recalculate These) in the Calculation
Option field, or click the down-arrow button to select the correct one. To only include the
specified employees in the payroll calculation, enter Calculate Only These. To recalculate the
specified employees for the payroll calculation, enter Recalculate These.

b. In the blank line (indicated with an asterisk) at the bottom of the Employees List, enter the ID of
the employee to recalculate or only calculate for the payroll batch in the Employee ID field
(column). If the ID is not known, click the down-arrow button to select the correct one. Repeat
this step until all the employees are entered that need to be calculated or recalculated.

Note: To remove an employee from the Employees List, click the Delete button to the left of the
desired employee.

If Extra, Pay Off Contracts, Purchase Order, Regular, or Reversing GAAP is specified as the
Payroll Type, the Dates List appears. If deductions are to be withheld and expensed for only
specific weeks during the end of fiscal year process or when calculating a payroll purchase order,
complete the Dates List. Also complete the Dates List when calculating a payroll to pay off contracts
at the end of the fiscal year in order to print separate checks with different dates. To add an entry,
complete the following in the blank line (indicated with an asterisk) at the bottom of the Dates List:

a. Enter the number of the date sequence for the entry in the Date Sequence field (for example,
enter 1 as the Date Sequence for the first entry, 2 for the second entry, 3 for the third entry,
etc.).

b. Enter the date of the next pay period (payroll calculation) for the specified Date Sequence in the
Check Date field. Use the mm/dd/yyyy format or click the down-arrow button to select the
desired date.

Note: If the date entered in the Check Date field is more than two months different from the
current date, a warning icon will appear to the right of the field; verify the date entered is correct.
If the date entered in this field is more than six months different from the current date, or a
Quarterly 941 has been electronically submitted for the applicable quarter, the system will not
allow the date to be saved and an error icon will appear to the right of the field; verify the date
entered is correct, and if needed, contact Customer Support for assistance.

c. Enter the appropriate pay period (frequency) for which deductions to include in the calculation
for the specified Date Sequence in the Week Number for Deductions field, or click the down-
arrow button to select the correct one. For example, to include those deductions defined with
amounts for Every Pay Period, enter Every Pay Period; or to include those deductions defined
with amounts for a specific week (used if there are multiple payrolls in one month and
deductions are only withheld and expensed on a specific week), enter the appropriate week
number, such as Week 1, Week 2, etc. Leave the field blank to default to Every Pay Period.

Note: To remove an entry from the Dates List, click the Delete button to the left of the desired

entry.

Click the Save button.
Click the Execute button.
When prompted, click Yes to continue calculating.

After the calculation is complete, a message will appear; click OK to view the Payroll Messages
listing the number of employees calculated and any errors that were found.

Note: If any errors are found during the payroll calculation, the errors must be corrected and the
batch (or individual employees with the errors) recalculated before continuing.
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Checks

The Checks option is used to print the checks for a Payroll check cycle. When printing the checks, the
default check format for each applicable checking account as defined in the Check Setup - Employees
or Check Setup - Payees option will be used.

Printing Payroll Checks:

Note: Complete the Calculate Payroll option before printing checks.

1.

PoDd

From the Payroll screen, select the Check Cycle menu and then Checks.
The Check Cycle Batch Search screen will appear.
Select the desired batch for which to print checks by double-clicking on the batch description.

At the Checks screen, the description for the selected payroll batch appears in the Batch Description
field. If needed, to change the batch at this time, click the down-arrow button or the Find button to
select the correct one.

If the specified payroll batch is a Pay Off Contracts type with separate date sequences, enter the
number of the date sequence for which to print in the Date Sequence field, or click the down-arrow
button to select the correct one. The default for the first date sequence (1) will appear, but can be
changed.

Enter the ID of the checking account for which to print checks in the Checking Account ID field, or
click the down-arrow button to select the correct one. See Diagram A.
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Diagram A

Enter the check number of the first check to print in the Starting Check Number field, or click the
Search button to view the last check number used for the checking account and specify to use the
next available number. The check number can be up to 9 digits long.

Note: If using the Search button to view the last check number, the next available check number
can be specified as follows: 1) double-click the Last Check Number column to use the next highest
(greatest) check number on file in the system for the specified checking account; 2) double-click the
Last Check Number in Batch column to use the next check number from the last one used while
printing checks within the batch for the specified checking account (for example, use if had a paper/
printer jam and needed to reprint checks starting with the next check number after the ones that
were jammed); or 3) double-click the Last Check Number Printed column to use the next check
number from the last one printed in the system in all but the current batch for the specified checking
account (for example, use if had ordered and use new checks with a lower number than the greatest
number on file in the system).
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8. The system will automatically display the last check number to print in the Ending Check Number
field, based on the total number of checks to be printed for the specified checking account. The
check number entered in this field cannot be changed.

Leave the Starting and Ending Check Sort fields blank to print all the checks for all employees and
payees for the specified checking account.

Note: These fields are typically only utilized if reprinting checks within a batch.

If desired, enter a message to print on the bottom of the employee check stubs in the Message field.
The message can be up to 255 characters long.

Print the specified checks as desired:

10.

11.

12.

a.

To preview the checks on the screen, click the To Screen button.

Note: When previewing the checks on the screen, the employee checks will appear in one
preview screen and the payee checks in another (if applicable), with the payee checks
appearing on the screen last. Minimize the payee checks to print the employee checks first
in order to match the check numbers with the actual checks. To print the checks from the
preview screen, click the Print button.

To print the checks directly to the printer, click the To Printer button.
If using a check-writing software, click the Check Writing Software button (displays in place of
the To Screen button and To Printer button) to print the checks to a file to import into your

check-writing software; when prompted, specify the correct path (drive and folders), edit the file
name if needed, and then click the Save button.

Note: If applicable, the system will prompt multiple times to create separate files for the
employee checks (named "PRCHECK") and the payee checks (named "PAYEECHECK").

Note: When printing the checks, the default check format for the applicable checking account as
defined in the Check Setup - Employees option and Check Setup - Payees option will be used.

Repeat Steps 5-11 until all the checks have been printed for all the checking accounts included in
the batch.
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Direct Deposit Stubs

The Direct Deposit Stubs option is used to print the direct deposit stubs for a Payroll check cycle. This
option is used only if direct deposit is set up for employees and/or payees in Payroll. When printing the
direct deposit stubs, the default direct deposit format for each applicable checking account as defined in
the Check Setup - Employees or Check Setup - Payees option will be used.

Printing Payroll Direct Deposit Stubs:

1.
2.
3.

From the Payroll screen, select the Check Cycle menu and then Direct Deposit Stubs.
The Check Cycle Batch Search screen will appear.

Select the desired batch for which to print direct deposit stubs by double-clicking on the batch
description.

At the Direct Deposit Stubs screen, the description for the selected payroll batch appears in the
Batch Description field. If needed, to change the batch at this time, click the down-arrow button or
the Find button to select the correct one.

If the specified payroll batch is a Pay Off Contracts type with separate date sequences, enter the
number of the date sequence for which to print in the Date Sequence field, or click the down-arrow
button to select the correct one. The default for the first date sequence (1) will appear, but can be
changed.

Enter the ID of the checking account for which to print direct deposit stubs in the Checking Account
ID field, or click the down-arrow button to select the correct one. See Diagram A.

Enter the stub number of the first direct deposit stub to print in the Starting Stub Number field, or
click the Search button to view the last stub number used for the checking account and specify to
use the next available number. The stub number can be up to 9 digits long.

Note: If using the Search button to view the last stub number, the next available stub number can
be specified as follows: 1) double-click the Last Stub Number column to use the next highest
(greatest) stub number on file in the system for the specified checking account; 2) double-click the
Last Stub Number in Batch column to use the next stub number from the last one used while printing
direct deposit stubs within the batch for the specified checking account; or 3) double-click the Last
Stub Number Printed column to use the next stub number from the last one printed in the system in
all but the current batch for the specified checking account.

The system will automatically display the last stub number to print in the Ending Stub Number field,
based on the total number of direct deposit stubs to be printed for the specified checking account.
The stub number entered in this field cannot be changed.
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Leave the Starting and Ending Check Sort fields blank to print all the direct deposit stubs for all

employees and payees for the specified checking account.
Note: These fields are typically only utilized if reprinting direct deposit stubs within a batch.

10. If desired, enter a message to print on the bottom of the employee direct deposit stubs in the
Message field. The message can be up to 255 characters long. The message entered for the
checks will appear as the default, but can be changed.

11. Print the specified direct deposit stubs as desired:

a.

To preview the direct deposit stubs on the screen, click the To Screen button.

Note: If emailing direct deposit stubs, the direct deposit stubs for those employees who will not
be emailed appear in one preview screen and the direct deposit stubs for those employees who
will be emailed appear in another. Furthermore, if you have payees who are also setup for
direct deposit, the payee direct deposit stubs appear in separate preview screens as well for
those that will not be emailed and those that will be emailed, if applicable. If desired, only print a
paper copy for the sets of direct deposit stubs for the employees and payees (if applicable) who
will not have the stubs emailed, and then just close the preview screens for the sets of direct
deposit stubs for those who will be emailed without printing to the printer if a paper copy is not
wanted.

Also, when printing both employee and payee direct deposit stubs during a check cycle, the
payee direct deposit stubs will appear on the screen last. If printing on pre-printed forms,
minimize the payee direct deposit stubs to print the employee direct deposit stubs first in
order to match the stub numbers with the actual direct deposit stubs. To print the direct
deposit stubs, click the Print button on the preview screen.

To print the direct deposit stubs directly to the printer, click the To Printer button.

If using a check-writing software, click the Check Writing Software button (displays in place of
the To Screen button and To Printer button) to print the direct deposit stubs to a file to import
into your check-writing software; when prompted, specify the correct path (drive and folders),
edit the file name if needed, and then click the Save button.

Note: If applicable, the system will prompt multiple times to create separate files for the
employee direct deposit stubs that will not be emailed (named "DIRDEP"), the employee direct
deposit stubs that will be emailed (named "DIRDEPEMAIL"), the payee direct deposit stubs that
will not be emailed (named "PAYEESTUB"), and the payee direct deposits stubs that will be
emailed (named "PAYEESTUBEMAIL"). If desired, import only the files named "DIRDEP" and
"PAYEESTUB" into your check-writing software in order to print the paper stubs for those
employees and payees who will not be emailed (do not import the files named "DIRDEPEMAIL"
and "PAYEESTUBEMAIL" if a paper copy is not wanted for those employees and payees who
will be emailed).

Note: When printing the direct deposit stubs, the default direct deposit format for the applicable
checking account as defined in the Check Setup - Employees option and Check Setup - Payees
option will be used.

12. Repeat Steps 5-11 until all the direct deposit stubs have been printed for all the checking accounts
included in the batch.
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Email Direct Deposit Stubs

The Email Direct Deposit Stubs option is used to email the direct deposit stubs (as a .PDF file
attachment) to employees and payees during a check cycle in Payroll. Only the employees and payees
set up for direct deposit with an email address entered and the usage of Direct Deposit selected for the
email address will be included when the Email Direct Deposit Stubs option is completed.

Complete the steps on the Payroll Email Direct Deposit Stubs Setup Checklist in order to utilize the
Email Direct Deposit Stubs option.

Emailing Payroll Direct Deposit Stubs:

Note: Before emailing direct deposit stubs to the applicable employees and payees, the direct deposit
stubs must first be printed. Also, the Payroll Email Direct Deposit Stubs Setup Checklist must be
completed in order to utilize the Email Direct Deposit Stubs option.

1. From the Payroll screen, select the Check Cycle menu and then Email Direct Deposit Stubs.
2. The Check Cycle Batch Search screen will appear.

3. Select the batch that contains the direct deposit stubs to be emailed by double-clicking on the
desired batch description.

4. At the Email Direct Deposit Stubs screen, the description for the selected batch appears in the Batch
Description field. To change the batch at this time, click the down-arrow button or the Find button.

5. If the specified payroll batch is a Pay Off Contracts type with separate date sequences, enter the
number of the date sequence for which to email the direct deposit stubs in the Date Sequence field,
or click the down-arrow button to select the correct one. The default for the first date sequence (1)

will appear, but can be changed.

6. Enter the ID of the checking " Emel Drect Depost tubs - 0 X
account for which to email direct [ P
deposit stubs in the Checking -
Account |D fleld or C”Ck the Batch Description November 2017 Regular Payroll o &%
down-arrow button to select the BRI L
correct one. See Diagram A. Checking Account ID | 1 v

7. If desired, click the down-arrow Starting Check Sort \Leave the Starting and Ending Check
button for the Starting Check Sort Ending Check Sort =~ Sort fields blank to email all employees

field to select the first employee | = Gopost subs via omai. e T
or payee (and check sequence, if

applicable) for whom to email a

direct deposit stub. Leave this i (3] @i DocumentManagement [ ThE number of stubs to be

fleld blank tO email Starﬁng W|th 14 direct deposit email(s) selected. “ emailed appears here.

the first employee or payee (and Diagram A
check sequence) in the batch for the specified checking account.

8. If desired, click the down-arrow button for the Ending Check Sort field to select the last employee or
payee (and check sequence, if applicable) for whom to email a direct deposit stub. Leave this field
blank to email from the employee or payee specified in the Starting Check Sort field to the /ast
employee or payee (and check sequence) in the batch for the specified checking account.

9. If desired, enter a message to include on the bottom of the employee direct deposit stubs that are
emailed in the Message field. The message can be up to 255 characters long. The message
entered when printing the checks and direct deposit stubs will appear as the default, but can be
changed.

10. Click the Email button to continue emailing the direct deposit stubs.

Note: When emailing the direct deposit stubs for employees, the default email format for each
applicable checking account as defined in the Check Setup - Employees option will be used, and the
default direct deposit format for each applicable checking account as defined in the Check Setup -
Payees option will be used when emailing the direct deposit stubs for payees.

11. The Email Options screen will appear; complete the email options as needed. See Diagram B.

a. Enter the ID of the email address to use when sending the emails in the Email Address ID field,
or click the down-arrow button to select the correct one. If applicable, the ID of the email
address designated in the Email Manager option will appear by default, but can be changed if
needed.

b. The email address from which the emails will be sent for the specified ID appears in the From
Email Address field and cannot be changed on this screen.
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i File Help

Email Address ID
From Email Address
From Display Name

Reply To Email Address

Send Email Copies to
Reply To Email Address

User Name

Password

Update User Password
in Email Manager

Mail Server
Addtional Attachments

Email Subject

BUSOFFICE
office@school k12.us
Business Office
office@school k12.us

None

mail server name
% No Attachments Selected

Payroll Email Stub

Email Message

Attached is your payroll direct deposit stub

Note: A PDF viewer, such as Adobe Reader, must be
installed on your computer in order to view your stub
if you do not have a PDF viewer, download Adobe
Reader free of charge at http://get. adobe.com/reader/

Disclaimer

Recipients

Main Attachment

Results

Email Address A| Recipient Name A [E== A
» | X | dale green@school k12.sd us Green, Dale Stub770_GREEDAL pdf
[ % | Gale green@school k12:5d.us | Green, Dale J | Stub761_GREEDAL paf
X | grace hernandez@school k12.sd.us Hevra?éeiz_iG'racTM"SQBTéZHEﬁPJGPA pdf
; judy parker@school k12.sd.us | Parker. Judy C | Stub765_PARKJUD.pdf
; kathy jackson@school k12.sd.us [Jackson Kathy | Stub771_JACKKAT .pdf
;‘ 7kaith\,"lackson@sc'b"ool ki2sdus | ."aci(son_rK;lhv,' M | S’tub’.‘GZ’_:A'Ckk;iT p::i
T linda king@school k12.sd.us | King. Linda B [ Stub768_KINGLIN.pdf
; olivia.collins@school k12.sd.us | Collins, OliviaA | Stub766_COLLOLI.pdf
? rose.young@school k12.sd.us | Young, Rose M | Stub769_YOUNROS pdf
7 walter.bell@school k12.sd.us | Bell, Walter J [ Stub767_BELLWAL pdf
*[x] ' 1

Each employee and payee to receive a
direct deposit stub via email appears here.

\The default information as entered
\in the Email Manager option
appears here, but can be changed.

The name to show who the emails are from (within the recipient’s inbox) for Diagram B

the specified ID appears in the From Display Name field and cannot be changed on this screen.

The email address that will be used when a recipient replies to an email for the specified ID
appears in the Reply To Email Address field and cannot be changed on this screen.

In the Send Email Copies to Reply To Email Address field, enter the appropriate option (None,
CC, or BCC) for whether or not to send copies of the emails to the email address designated in
the Reply To Email Address field, or click the down-arrow button to select the correct one. To
not send copies to the email address designated in the Reply To Email Address field, select
None. To send carbon copies of the emails to the email address designated in the Reply To
Email Address field, select CC. To send blind carbon copies to the email address designated in
the Reply To Email Address field, select BCC. By default, None is selected.

If the specified email address has the User Name field completed on the Email Addresses tab in
the Email Manager option, the user ID appears in the User Name field and cannot be changed
on this screen; however, if the User Name field is not completed for the email address, enter the
user ID for the email address in the User Name field only if required by your organization’s
SMTP mail server. The user ID can be alphanumeric and up to 128 characters long. Consult
your Technology Coordinator to determine if the field is required and what to enter in the
field.

Note: This field is disabled and blank if using the hosted mail server (as defined in the Email
Manager option); when emails are sent, the proper information for the user name will be
automatically included.

If required by your organization’s SMTP mail server, enter the password for the email address in
the Password field. The password can be alphanumeric and up to 128 characters long. The
password is case sensitive. If the Password field is completed on the Email Addresses tab in
the Email Manager option, the password will appear in the Password field, but can be changed if
needed. Consult your Technology Coordinator to determine if the field is required and
what to enter in the field.

Note: This field is disabled and blank if using the hosted mail server (as defined in the Email
Manager option); when emails are sent, the proper information for the password will be
automatically included.

If desired, select the Update User Password in Email Manager field to have the system retain
the password (and user ID, if applicable) entered in the Password field (and User Name field) for
the specified email address, if applicable. A checkmark will appear in the box if the field is
selected.

Note: This field is disabled if using the hosted mail server (as defined in the Email Manager
option).
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12.

13.
14.

15.

i. The name of the mail server that will be used to send the emails (as entered in the Email
Manager option) appears in the Mail Server field. If using your organization’s SMTP mail server,
the name can be changed if needed.

Note: This field is disabled if using the hosted mail server (as defined in the Email Manager
option).

j.- If desired, click the Attach File button for the Additional Attachments field to browse to and
select one or more files to attach to the emails. If needed, click the Edit Record button for the
Additional Attachments field to view or remove the files selected to be attached to the
emails. The number of files selected will appear to the right of the buttons.

Note: The selected file(s) would be sent in addition to the direct deposit stub automatically
attached.

k. Enter the subject line to use for the emails in the Email Subject field. The subject line can be
alphanumeric and an unlimited number of characters. When emailing direct deposit stubs, the
subject line entered as the default in the Email Manager option appears, but can be changed.

I.  Enter the text for the message (body) of the emails in the Email Message field. The text can be
alphanumeric and an unlimited number of characters. If applicable, a generic default message
appears, but can be changed. When emailing direct deposit stubs (or testing vendors or
employees from within the Email Manager option), the text entered as the default in the Email
Manager option appears, but can be changed.

m. The text to use as the disclaimer as entered in the Email Manager option appears in the
Disclaimer field. If needed, the text can be changed. The text for the disclaimer can be
alphanumeric and an unlimited number of characters.

n. The recipients to receive the emails appear in the Recipients List on the right side of the
screen. The email address and name for each recipient displays, along with the file name of the
main attachment if applicable. If needed, edit the Recipients List as desired.

Tip: When emailing direct deposit stubs in Payroll, only the employees and payees included in
the check cycle batch that are set up with direct deposit and have an email address entered in
the Employee File or Payee File with the Direct Deposit field selected will be included in the
Recipients List.

o |f applicable, to change the email address for a recipient, click in the Email Address field for
the recipient and key the desired email address. The Email Address field is disabled and
cannot be changed when emailing direct deposit stubs.

e To add an email address to the list so that the email message (without an attachment) will
be sent to an additional recipient, complete the Email Address field in the blank line
(indicated with an asterisk) at the bottom of the Recipients List.

e To delete an email address so that the email message will not be sent to a particular
recipient, click the Delete button located to the left of the desired record in the Recipients
List; when prompted to delete the record, click Yes.

Note: As the email messages are sent, the Results column in the Recipients List will be
updated with the status; for example, "Sent mm/dd/yyyy at hh:mm AM/PM" will appear after the
email was sent successfully.

Click the Execute button to email the direct deposit stubs.

Note: If the first email is unable to be sent successfully, a prompt will appear asking to continue
trying to send the remaining emails; click Yes to continue sending the remaining emails, or click No
to quit sending the emails at this time (and, if desired, edit the Recipients List and then resend). If
an email is rejected because an incorrect email address was entered for a recipient, the rejection
notice will be sent to the address entered in the Reply To Email Address field if using the hosted
mail server, or the address entered in the From Email Address field if using your organization’s mail
server.

A message will appear in the status bar once the direct deposit stubs have been emailed.
Click the X in the upper right-hand corner to close the Email Options screen.

Note: If there was one or more emails (direct deposit stubs) that were not successfully sent, the
Cancel button and Retry button appear at the bottom of the Email Options screen. If desired, edit
the Recipients List and then click the Retry button to try resending the emails (direct deposit stubs)
to those employees and payees who did not have one sent initially; otherwise, click the Cancel
button to close the Email Options screen.

Repeat these steps until all the direct deposit stubs have been emailed for all the checking accounts
included in the batch.
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Automatic Payment Stubs

The Automatic Payment Stubs option is used to print the automatic payment stubs for a Payroll check
cycle. This option is used only if automatic payment is set up for payees in Payroll. When printing the
automatic payment stubs, the default direct deposit format for each applicable checking account as
defined in the Check Setup - Payees option will be used.

Printing Payroll Automatic Payment Stubs:

1. From the Payroll screen, select the Check Cycle menu and then Automatic Payment Stubs.

2. The Check Cycle Batch Search screen will appear.

3. Select the desired batch for which to print automatic payment stubs by double-clicking on the batch
description.

4. At the Automatic Payment Stubs screen, the description for the selected payroll batch appears in the
Batch Description field. If needed, to change the batch at this time, click the down-arrow button or
the Find button to select the correct one. See Diagram A.

5. If the specified payroll batch is a % Forteeret S - § =
Pay Off Contracts type with il deickuitus
separate date sequences, enter ¢ Eile Options  Help
the number of the date sequence
for which to print in the Date Batch Description November 2020 Regular Payroll v %
Sequence field, or click the down- Date Sequence L
arrow button to select the correct Checking Account ID | 1 _ “ [Enter the first stub number to print in
one. The default for the first date Starting Stub Number |2 &the Starting Stub Number field. Do
sequence (1) will appear, but can Ending Stub Number |2 +——————not enter an Ending Stub Number as
be changed ) i the system automatically figures what

: _ Starting Check Sort \ the ending stub number should be.
. Ending Check S

6. Enter ”ﬁ ID o;.tr;]etChe.cﬁmg . ekt ~leave the Starting and Ending Check Sort
account for which to print. Mownge fields blank to print stubs for all payees for|
automatic payment stubs in the Review you check stubs carefuly. the specified checking account.
Checking Account ID field, or click
the down-arrow button to select
the correct one. P [Q 4 @ Document Management: The number of stubs to be

. " . — printed appears here.
7. Enter the stub number of the first |1 automatic payment stub(s) selected.

10.

11.

Last Updated 9/29/2020 (PR)

automatic payment stub to print in

the Starting Stub Number field, or click the Search button to view the last stub
number used for the checking account and specify to use the next available number. The stub
number can be up to 9 digits long.

Note: If using the Search button to view the last stub number, the next available stub number can
be specified as follows: 1) double-click the Last Stub Number column to use the next highest
(greatest) stub number on file in the system for the specified checking account; 2) double-click the
Last Stub Number in Batch column to use the next stub number from the last one used while printing
automatic payment stubs within the batch for the specified checking account; or 3) double-click the
Last Stub Number Printed column to use the next stub number from the last one printed in the
system in all but the current batch for the specified checking account.

The system will automatically display the last stub number to print in the Ending Stub Number field,
based on the total number of automatic payment stubs to be printed for the specified checking
account. The stub number entered in this field cannot be changed.

Leave the Starting and Ending Check Sort fields blank to print all the automatic payment stubs for all
payees for the specified checking account.

Note: These fields are typically only utilized if reprinting automatic payment stubs within a batch.

If desired, enter a message to print on the bottom of the employee automatic payment stubs in the
Message field. The message can be up to 255 characters long. The message entered for the
checks will appear as the default, but can be changed.

Print the specified automatic payment stubs as desired:

a. To preview the automatic payment stubs on the screen, click the To Screen button. To then
print the automatic payment stubs to the printer, click the Print button on the preview screen.

b. To print the automatic payment stubs directly to the printer, click the To Printer button.

Diagram A
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c. If using a check-writing software, click the Check Writing Software button (displays in place of
the To Screen button and To Printer button) to print the automatic payment stubs to a file to
import into your check-writing software; when prompted, specify the correct path (drive and
folders), edit the file name if needed (will default to be named "PAYEECHECK"), and then click
the Save button.

Note: When printing the automatic payment stubs, the default direct deposit format for the

applicable checking account as defined in the Check Setup - Payees option will be used.

12. Repeat Steps 5-11 until all the automatic payment stubs have been printed for all the checking
accounts included in the batch.
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Create Direct Deposit File

The Create Direct Deposit File option is used to build the file that is submitted to the bank in order to
process the direct deposit for the specified batch in Payroll. Complete the steps on the Payroll Direct

Deposit Setup Checklist in order to utilize the Create Direct Deposit File option.

Creating a Direct Deposit File for Payroll:

1. From the Payroll screen, select the Check Cycle menu and then Create Direct Deposit File.

2. The Check Cycle Batch Search screen will appear.

3. Select the batch for which to create the direct deposit file by double-clicking on the desired batch.

4. On the Create Direct Deposit File screen, the description for the selected batch appears in the Batch
Description field. To change the batch at this time, click the down-arrow button or the Find button.

5. If the specified payroll batch is a Pay Off Contracts type with separate date sequences, enter the
date sequence for which to create the file in the Date Sequence field, or click the down-arrow
button to select the correct one. The default for the first date sequence (1) will appear, but can be
changed. See Diagram A.

6. Enter the date the file is created in the File Creation Date field. Use the mm/dd/yyyy format or click
the down-arrow button to select the desired date. The current date will appear as the default, but
can be changed to a future date.

Note: Contact your bank to determine how many days in advance to create the file before a check
cycle.

7. Enter the date the transactions will be processed and the money will be deposited into the
employees' and payees' accounts in the Effective Entry Date field. Use the mm/dd/yyyy format or
click the down-arrow button to select the desired date. The date entered as the Check Date for the
specified batch will appear as the default, but can be changed to a future date.

Note: Contact the bank to determine what date should be entered here.

8. Enter the description for the direct deposit in the Company Entry Description field. The description
can be alphanumeric and up to 10 characters long. The default of PAYROLL will appear, but can
be changed. . .

: P Create Direct Deposit File = ] X

9' In the Flle Name : File PinTo Reports Help
field, enter the correct | — - -
path (drive and Batch Description Regular Payroll 11/20/2020 v [
folders) and file name | Date Sequence L Contact your bank to determine how
for the direct deposit | FieCreation Date 11202020 <=—————many days in advance you must create
file. or click the P Effective Entry Date 1120200«=—__|the file before the Effective Entry Date.

Search button to |

select the correct Fie Name Sl doult il 2
path. The name and [ = - -

location specified the | combine i Date Seqvences

last time the direct Use Updated Direct Deposit Account Information =

deposit f||e was Direct Deposit Header Records

created will appear der | DirectDeposi T B mmediate TR mmediate
as the default?%ut D”“‘Eeﬁ:?rsdnlgeav v H%ﬁ%{i‘:{?o:’é Vi Idgntxf‘le:aau'on ¥ I!)es";?:anzm v I ‘g)ﬁgmt v De;t::g:)n v Olngl:?\latme
can be Changed. » ‘ DDHEADER lDlrect Deposit Header | 1426039215 073000228 1426039287 WELLS FARGO ANY SCHOOI

10. Enter the correct 1- Resuts
digit modifier code i A
for the direct deposit Eﬁéb&:n%x? T The name of the file and the total number
file in the File ID (1)3,&3“529.42 2 of entries in the file appear here.

Modifier field. The || ™"

code entered the last 0 313‘51533800

time the direct 0 Addenda Records

deposit file was Fie Creation Date: 11/20/2020

Created W|” appear, Effective Entry Date: 11/20/2020 v
but can be changed. [ # @  Dbocument Management:

Typlcally, the file C:\Temp\DIRDEP.TXT has been created.

modifier code is A. Diagram A
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11.

12.

13.

14.

15.
16.
17.

Select the Uppercase All Fields field if your bank requires that the information included in the direct
deposit file be in all uppercase letters. A checkmark will appear in the box if this field is selected.

If there are multiple date sequences for the selected payroll batch, the Combine All Date Sequences
field is enabled. If applicable, select the Combine All Date Sequences field to create only one direct
deposit file (for each direct deposit header record, if applicable) containing the direct deposit entries
for all the date sequences. A checkmark will appear in the box if the field is selected.

If changes were made to the account number, transaction code, bank, standard entry class code, or
addenda for an employee or payee while in the middle of the check cycle, the Use Updated Direct
Deposit Account Information field will be enabled. If applicable, select the Use Updated Direct
Deposit Account Information field to use the updated information when creating the direct deposit
file. To see the employees or payees with changes to the applicable direct deposit fields, click the
Show Details button.

Note: Only the changes affecting the account number, transaction code, bank, standard entry class
code, or addenda are processed if this field is selected; changes to the amount, activating or
inactivating, or the removal or addition of direct deposit are not processed.

The information for the direct deposit header record (or records, if applicable) utilized when creating
the direct deposit file (or files, if applicable) appears in the Direct Deposit Header Records List. If a
direct deposit header record is defined with the Enable Editing on File Creation field selected in the
Direct Deposit Header Record File, the Company Identification field (column) can be changed as
needed.

Click the Execute button.
A message will appear after the file(s) is created; click OK.

A section for Results will appear in the lower left-hand corner of the screen listing the name of the
file(s) and the total number of entries included in the file(s).

Note: To print the information in the Results section, print the Payroll Messages Report or the
Payroll Options Report under the Reports menu.

16-b



Update Checks

The Update Checks option is used to post (update) a check cycle in Payroll. During the update process,
the entries are posted to the appropriate account numbers in General Ledger, the checks (and direct
deposit stubs and automatic payment stubs, if applicable) are posted to the Checks File Maintenance
option for reconciliation purposes, and the employee and payee information is updated.

Updating Checks:
1. Select the Check Cycle menu from the Payroll screen, and then Update Checks.

2. At the Batch Search screen, select the batch to update by double-clicking on the desired batch
description.

3. The Update Checks screen will appear; verify the information on the screen and then click the
Execute button to continue posting the batch. See Diagram A.

Note: If any information displayed on the screen needs to be changed, click the Cancel button;
then make the appropriate changes and complete the necessary steps before selecting the Update
Checks option again.

4. A message will appear once the batch has been updated (posted); click OK.

Pr Update Checks = O X

: File Help

Batch Description [November 2020 Regular Payroll
Processing Month 11:?20

Verify the batch information before clicking

. ,'_®/the Execute button to update checks.

Diagram A
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Employees

Employees are used to define the personnel (staff members) of the school district paid during a Payroll
check cycle. The Employees option is located in Payroll and Human Resources, but can also be
accessed from Negotiations, if applicable.

Each employee has a record in the Employee File, which contains specific information for that
employee. The following information is included in each employee’s record for Payroll purposes: Name
and Address, ACA 1095s, ACA Hours, Custom Fields, Deductions, Direct Deposit, Emergency
Contacts, Employment, Leaves, Taxes, and Wages. The following information is included in each
employee's record for Human Resources: Name and Address, ACA 1095s, ACA Hours, Benefits,
Certificates, Custom Fields, Demographics, Dependents, Education, Emergency Contacts, Employment,
Employment History, FMLA, Leaves, Military Service, Positions, Trainings, and Workers' Compensation.
For the information that applies to both Payroll and Human Resources, if the data is changed in one
module, the changes are reflected in the other module as well because the data fields (screens) are
shared between the two modules. For example, if a change is made to the middle name for an
employee from within one module, the change is reflected in both modules.

The various screens of information that display within the Employee File and the order is defined within
the Set Screen Preferences option for a user; therefore, if a particular screen of information will not be
tracked (utilized) by the user or even the school district, the screen (tab) can be hidden. Also, a user
can have screen specific rights set (within the User Security option) so that the user does not have
access to a particular screen within the Employee File; and, override rights can be set for the Federal ID
field (Social Security Number field) that appears on the applicable screens, if desired.

Adding an Employee:

Note: If applicable, the Employee File is shared between Payroll and Human Resources, so if an
employee is added in one module, the employee will automatically appear in the Employee File in the
other module as well. Also, the instructions listed below explain each tab (screen) within the Employee
File as they appear when the screen preferences are set to the defaults. If the screen preferences were
changed, the tabs may be out of order as described below and there may even be tabs that do not
appear on your screen. If desired, the default screen preferences can be restored.

1. From the Payroll or Human Resources screen, select the Maintenance menu and then Employees.

Note: If a calculate payroll batch has been created and not yet updated, a message will appear
stating a payroll is in progress and the changes may not take effect until the batch is recalculated;
click OK. Also, if desired, to access the Employee File from Negotiations (if applicable), select the
Payroll menu from the Negotiations screen and then Employees.

2. Atthe Employees screen, click the New Record button.

Note: For any field equipped with the repeat function, click the Repeat button or press the Ctrl+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry.

3. Click the Name & Address tab to complete the name and address information for the employee.
4. Click the ACA 1095s tab to complete the information required on the 1095-C or 1095-B forms.

5. Click the ACA Hours tab to complete the information for utilizing the Affordable Care Act (ACA)
Hours Tracking option.

6. For those school districts with the Human Resources module, click the Benefits tab to complete the
benefit information for the employee.

7. For those school districts with the Human Resources module, click the Certificates tab to complete
the educational certifications/licensure for the employee.

8. Click the Custom Fields tab to complete the custom field information for the employee.
Click the Deductions tab to complete the deduction information for the employee.

10. For those school districts with the Human Resources module, click the Demographics tab to
complete the demographic information for the employee.

11. For those school districts with the Human Resources module, click the Dependents tab to track the
dependents of the employee and the benefits for which the dependent is enrolled (covered).
12. Click the Direct Deposit tab to complete the direct deposit information for the employee.

13. For those school districts with the Human Resources module, click the Education tab to track the
education of the employee, including the degree(s) obtained by the employee and/or any continuing
education for the employee.
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14.

15.
16.

17.

18.
19.

20.

21.
22.

23.
24.

25.
26.

Click the Emergency Contacts tab to complete the emergency contact and medical information for
the employee.

Click the Employment tab to complete the employment information for the employee.

For those school districts with the Human Resources module, click the Employment History tab to
track the employment history of the employee.

For those school districts with the Human Resources module, click the FMLA tab to track any family
and medical leave requests made by the employee, along with any payments made by the
employee, such as for benefits, while on leave.

Click the Leaves tab to complete the leave information for the employee.

For those school districts with the Human Resources module, click the Military Service tab to track
the military service history of the employee, if applicable.

For those school districts with the Human Resources module, click the Positions tab to enter the
position(s) within the school district that the employee holds, and to enter the evaluation information
for a position, if desired.

Note: Employees can also be tied to a position from within the Positions File, if desired.
Click the Taxes tab to complete the tax information for the employee.

For those school districts with the Human Resources module, click the Trainings tab to enter the
trainings that the employee has participated in or is registered to attend, if desired.

Note: Employees can also be added to a training from within the Training Events option, if desired.
Click the Wages tab to complete the wage information for the employee.

For those school districts with the Human Resources module, click the Work Comp tab to track any
workers' compensation injuries incurred by the employee, along with claims, claim payments,
treatments, and lost work information related to the injury.

After all the information is entered for the new employee, click the Save button.

Verify that the Cross References on the Taxes, Wages, and Deductions screens are correct for each
item for the employee.

Changing an Employee:

Note: If applicable, the Employee File is shared between Payroll and Human Resources, so if the
information on a screen that is for both Payroll and Human Resources is changed, the data is updated in
both modules.

1.

From the Payroll or Human Resources screen, select the Maintenance menu and then Employees.

Note: If a calculate payroll batch has been created and not yet updated, a message will appear
stating a payroll is in progress and the changes may not take effect until the batch is recalculated;
click OK. Also, if desired, to access the Employee File from Negotiations (if applicable), select the
Payroll menu from the Negotiations screen and then Employees.

At the Employees screen, enter the ID of the employee to change in the Employee ID field. If the ID
is not known, click the down-arrow button or the Find button to select the correct one.

Note: If the specified employee is included in a calculate payroll batch that has not been updated, a
warning will appear in the status bar stating a payroll is in progress for the employee. If the ID
entered in the field is for an entity not currently flagged with the entity role of Employee, a prompt will
appear asking if the Employee role should be added; click Yes to make the entity an employee and
then specify the correct status when prompted.

Tip: The Find button in the Employee File automatically filters to show only those employees with a
status of Active (unless the Show Inactive on Employee File Search field is selected in the Payroll
System File); to view all employees, change the filters for the Active field and the Employee field on
the search screen.

Make the desired changes to the employee.

a. To make an employee inactive so that the employee no longer gets paid, select the Active field
on the Name and Address screen to remove the checkmark.

Note: If the employee is made inactive and the employee is also a user (as defined within the
User Security option), a prompt will appear (when saving) asking to also inactivate the user tied
to the employee.

b. If the employee has entries included in an unposted data entry batch, or is included in a
calculate payroll batch that has not been updated, the employee cannot be inactivated (the
checkmark cannot be removed from the Active field). If the Active field is selected, a message
will appear stating the employee cannot be inactivated; click OK.
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4.
5.

c. To change the country in the Country field for the employee, do one of the following: 1) click the
down-arrow button for the State/Province field (or press the Ctrl+F keys to access the search
feature), change the filters for the Country Code, and then select the appropriate state or
province within the desired country; or 2) delete the information in the State/Province field,
change the Country field as needed, and then complete the State/Province field again.

d. To delete a record listed (entered) in a grid for the employee (for example, a benefit (only if not a
COBRA benefit or not tied to a dependent), a payment, a dependent, or a degree), click the
Delete button to the left of the desired item; when prompted, click Yes to delete the record. To
delete a record not listed (entered) in a grid for the employee (for example, a certificate, a
deduction, a leave, a pay code, or a previous employer record), first select to bring up the item
to delete by double-clicking the item in the list displayed on the screen and then click the Delete
button located at the bottom of the screen; when prompted, click Yes to delete the record.

Note: If the item has previously been used and has history tied to it, the item cannot be deleted;
however, if applicable, make the item inactive by removing the checkmark from the Active field.

e. If there are information changes made from within the Web Link module that need to be
reviewed and processed for the employee, the Employee Personal Changes button will
appear in green (to the right of the tab name including the pending changes and also at the
bottom of the screen). If applicable, click the Employee Personal Changes button at the
bottom of the screen to process the changes.

f. If there is a checklist instance in Human Resources with tasks still pending for the employee, the
Open Checklist Instance button will appear in green; if desired, click the button to open the
checklist instance for the employee to view and complete the tasks as needed.

After all the changes have been made, click the Save button.

If the ID for the employee was changed, a prompt will appear verifying whether or not to change the
ID. To change the ID for the employee, click the Change button. To not change the ID and revert
to use the original ID, click the Revert to Original button.

Note: If the ID was changed (by clicking the Change button), the system will check to see if the
particular employee is tied to a user in the User Security option in which the User ID matches the
Employee ID, and if so, a prompt will appear stating there is a User ID matching the Employee ID; if
you are a supervisor, click Yes to also change the User ID to match the updated Employee ID (or
click No to leave the User ID as is), or if you are not a supervisor, click OK and then notify a
supervisor to update the User ID within the User Security option.

Deleting an Employee:

Note: If applicable, the Employee File is shared between Payroll and Human Resources, so when an
employee is deleted from the Employee File in one module, the employee is removed from both
modules. If an employee was defined only with an Entity Role of Employee, it will be completely deleted
from the system with this process; however, if the employee had multiple Entity Roles, the ID will remain
valid for the other applicable areas and just the Entity Role of Employee will be deleted. If an employee
has been paid in Payroll or is tied to any positions, training events, or checklist instances in Human
Resources, the system will not allow it to be deleted; however, an employee that will no longer be used
can be made inactive by removing the checkmark for the Active field within the Employee File.

1.

From the Payroll or Human Resources screen, select the Maintenance menu and then Employees.

Note: If a calculate payroll batch has been created and not yet updated, a message will appear
stating a payroll is in progress and the changes may not take effect until the batch is recalculated;
click OK. Also, if desired, to access the Employee File from Negotiations (if applicable), select the
Payroll menu from the Negotiations screen and then Employees.

At the Employees screen, enter the ID of the employee to delete in the Employee ID field. If the ID
is not known, click the down-arrow button or the Find button to select the correct one.

Note: If the specified employee is included in a calculate payroll batch that has not been updated, a
warning will appear in the status bar stating a payroll is in progress for the employee; the employee
cannot be deleted.

Tip: The Find button in the Employee File automatically filters to show only those employees with a
status of Active (unless the Show Inactive on Employee File Search field is selected in the Payroll
System File); to view all employees, change the filters for the Active field and the Employee field on
the search screen.

Once the employee to delete is displayed on the screen, click the Delete button; when prompted to
delete the record, click Yes.
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Name and Address Screen (Employees)

Completing the Name and Address Screen in the Employee File:

1.
2.

From within the Employee File, click the Name & Address tab.

Enter a unique ID for the employee in the Employee ID field. The ID can be alphanumeric and up to
10 characters long (no spaces). See Diagram A.

Note: To have the system automatically assign the ID using the first 10 characters (letters
only) of the name entered in the Last Name field, leave the ID field blank; once the record is
saved, the ID will be assigned. If the ID entered in the field is for an existing entity not currently
flagged with the entity role of Employee, a prompt will appear asking if the Employee role should be
added; click Yes to make the entity an employee and then specify the correct status when
prompted.

The role(s) in which the employee is defined and used within the School Accounting System
appears in the Entity Roles field. When adding a new employee, the system automatically assigns
the entity role of Employee. If more than one entity role appears, the employee can be used and
accessed in all the applicable areas using the exact same ID.

Select the Active field to stipulate the employee is currently active (is working and getting paid by the
district). A checkmark will appear in the box if the field is selected. When adding a new employee,
the Active field is selected by default.

Tip: The employee must be selected as Active in order to get paid or be included in a Payroll check
cycle.

Note: To make an employee inactive so that the employee no longer gets paid, select this field to
remove the checkmark. If an employee is made inactive and the employee is also a user (as
defined within the User Security option), a prompt will appear (when saving) asking to also inactivate
the user tied to the employee.

Enter the appropriate status (Deceased, Disabled, Hired, Leave of Absence, Retired, or
Terminated) for the employee in the Employee Status field, or click the down-arrow button to
select the correct one. If the employee has passed away, enter Deceased. If the employee is
disabled, enter Disabled. If the employee is currently employed at the school district, enter Hired.
If the employee is on a leave of absence, but will be returning to work at the district, enter Leave of
Absence. If the employee retired from working at the school district, enter Retired. If the employee
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

does not work at the school district any longer due to a voluntary or involuntary termination
(however, did not retire from the school district), enter Terminated. The default of Hired will
appear, but can be changed.

Leave the Legal Business Name field blank, as typically the employee will be an individual and will
have the First, Middle, and Last Name fields completed instead.

Enter the last name of the employee in the Last Name field. The last name can be up to 40
characters long.

If applicable, enter the prefix (such as Dr., Mr., or Mrs.) for the person in the Prefix field, or click the
down-arrow button to select the correct one.

If applicable, enter the suffix (such as Jr. or Sr.) for the person in the Suffix field, or click the down-
arrow button to select the correct one.

Enter the first name of the employee in the First Name field. The first name can be up to 30
characters long.

Enter the middle name or the middle initial of the employee in the Middle Name field, if desired. The
middle name can be up to 30 characters long.

If correspondence for the employee should be sent directly to a specific person or department, enter
the name of the person or department in the Attention field. The name can be alphanumeric and up
to 30 characters long.

Enter the address (up to two lines) for the employee in the Address 1 and Address 2 fields. The
addresses can be alphanumeric and each can be up to 30 characters long.

Enter the city for the employee in the City field. The city can be alphanumeric and up to 25
characters long.

Enter the appropriate state abbreviation (or applicable code for the province, if located outside of the
United States) for the employee in the State/Province field. If the state abbreviation or province
code is not known, click the down-arrow button to select the correct one, or press the Ctrl+F keys
to access the search feature.

Note: Only the state abbreviations and province codes for the specified country (as entered in the
Country field, or United States if the Country field is blank) appear by default when searching, but
the filters can be changed if needed in order to view other state or province codes.

Enter the zip code for the employee in the Zip Code field. The zip code can be alphanumeric and up
to 15 characters long. The system will automatically add the dash in the zip code if 9 digits are
entered, using the format of ###HHtE - #iHHE.

Enter the applicable 2-digit code of the country for the employee in the Country field, or click the
down-arrow button to select the correct one. If the State/Province field is completed, the
corresponding country code will appear by default in this field and can only be changed by first
deleting the state or province (or specifying a different state or province).

Enter up to three phone numbers (including a fax number, if applicable) for the employee in the
Primary Phone Number, Secondary Phone Number, and Other Phone Number fields. Then enter
the appropriate type (Business, Cell, Fax, Home, or Other) in the Phone Type field for each phone
number entered, or click the down-arrow button to select the correct one. Each phone number can
be up to 30 digits long. The system will automatically add the dashes for the phone numbers (if
entered with numbers only) using the following formats: 1) ### - #### if 7 digits are entered; 2) ###
- #HHHE x ## if 8 or 9 digits are entered; 3) ### - ##H - #HHHE if 10 digits are entered; or 4) ### - ##H -
H#HHHE x ## if 11 or more digits are entered.

If desired, enter the address of the website for the employee in the Internet Address field. The
website address can be up to 50 characters long.

Note: If your computer is connected to the Internet, click the Go To button located to the right of
this field to launch the Internet browser and display the specified website.

If applicable, enter the name of the person who should be contacted with any questions in the
Contact Person field. The name can be alphanumeric and up to 30 characters long.

Enter any additional information to track for the employee in the Comments field, if desired. The
comment can be alphanumeric and up to 8,000 characters long.

If desired, enter the familiar name used by the employee in the Nickname field. The nickname can
be up to 30 characters long.

If applicable, enter the previous last name of the employee, such as from before a marriage or a
divorce, in the Previous Last Name field. The name can be up to 40 characters long.
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24.

25.

26.

27.

28.
20.

If applicable, enter the date when the last name of the employee changed in the Last Name
Changed Date field. Use the mm/dd/yyyy format or click the down-arrow button to select the
correct date.

The Address Changed Date field is disabled (cannot be changed) and will be updated with the date
when one of the address information fields for the employee is changed after the data is initially
entered and saved. The address information includes the following fields: Address 1, Address 2,
City, State/Province, Zip Code, Country, Attention, Primary Phone Number, Secondary Phone
Number, Other Phone Number, Phone Type, Internet Address, and Contact Person.

Tip: This field is blank for a new employee and will only be updated with a date if one of the
address information fields (previously entered and saved) is changed in the future.

For districts who have licensed the Web Link module, the Web Link 1095 Consent and Web Link W2
Consent fields indicate whether or not the employee has consented to receiving an electronic 1095
and/or W2 via Web Link (no paper copy needed). The consent for each is given by the employee
through Web Link and the fields are updated automatically based on the Web Link responses. A
checkmark will appear in the box if a field is selected indicating the employee has given consent.
Typically, the Web Link 1095 Consent and Web Link W2 Consent fields should not be changed
within the Employee File as any change to the consents should be made by the employee in Web
Link.

If desired, enter the email address(es) for the employee in the Email Addresses List.

a. Enter the employee's work email address in the Business Email Address field. Enter the
employee's home or personal email address in the Personal Email Address field. Enter another
email address for the employee, such as a spouse's email address, in the Other Email Address
field. The email addresses can be up to 50 characters long and must follow the proper format of
"username@example.com".

b. Specify the uses for each email address by selecting the appropriate usage fields (Direct
Deposit, Tax Forms, and/or Other Communication fields). If the employee will be set up for
direct deposit and the direct deposit stub should be emailed to the employee using the particular
email address during a Payroll check cycle, select the Direct Deposit field. If the employee
should be emailed tax forms, including W2s and 1095s, using the particular email address,
select the Tax Forms field. If the employee will be sent other email communications, such as
notification messages or reports, from within the School Accounting System using the particular
email address, select the Other Communication field. A checkmark will appear in the box if the
field is selected.

Click the Save button.
Continue adding the remaining information for the employee if needed.

19-c



Custom Fields Screen (Employees)

Completing the Custom Fields Screen in the Employee File:

1. From within the Employee File, click the Custom Fields tab.

Tip: The different sections of the custom field types can be moved around the screen as desired.
To move a section, click on the handle (line of dots to the left of the section name) and then drag the
section to the desired location. The settings for the section location are saved by user.

2. |If applicable, complete the custom fields in the Date Fields section. Use the mm/dd/yyyy format or
click the down-arrow button to select the desired date. See Diagram A.

3. If applicable, complete the custom fields in the Numeric Fields section. The amounts entered in the
numeric custom fields can be up to 14 digits long (including the decimal point) and will be rounded to
4 decimal places by the system.

4. If applicable, complete the custom fields in the Referenced Fields section. For the referenced
custom fields, enter the ID of the applicable value in the field; or if the ID is not known, click the
down-arrow button to select the correct one, or press the Ctri+F keys to access the search feature.

5. If applicable, complete the custom fields in the Text Fields section. The data entered into the text
custom fields can be alphanumeric and up to 50 characters long.

6. Click the Save button.

7. Continue adding the remaining information for the employee if needed.
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Deductions Screen (Employees)

Completing the Deductions Screen in the Employee File:
Note: If desired, utilize the Adjust Deductions option (instead of following the instructions below) to

quickly add a deduction to a group of employees all at once.

1. From within the Employee File, click the Deductions tab.

2. To add a deduction to the employee, complete the following:
a. Click the New Record button.

b. Enter the ID for the deduction to add in the Deduction ID field. If the ID is not known, click the
down-arrow button to select the correct one, or press the Ctrl+F keys to access the search
feature. See Diagram A.

Note: Only the active deductions appear by default when searching, but the filters can be
changed if needed.

c. If the employee has a unique identification number with this deduction company, enter that
number in the Member Number field. The number can be alphanumeric and up to 20 characters
long. The member number can then be included on various reports, which can be sent to the
company with the payment, or included on the check stub if the detail information is printed on
the payee checks (additional fields must be completed in the Deduction File and/or Payee File in
order to print the member number on the reports and/or checks). For lowa school districts, in
the Member Number field for the retirement deduction, enter the 2-digit occupation class code
to be included on the Retirement Report (11 for Education Related or 28 for Licensed
Teachers); the system assumes 11 for Education Related if this field is left blank. For Idaho
school districts, for employees setup with a deduction which has a share specified under the
Member Invoice Payments column on the Deductions tab within the Idaho Retirement Report
option, enter the invoice number to report for the employee in the Member Number field for the
applicable retirement deduction. For South Dakota school districts, in the Member Number
field for the retirement deduction, enter the appropriate code (see below) for the type (and
status, if applicable) of this employee to be included on the Retirement Report.

South Dakota Employee Type Codes

First Two Digits (Type): Third Digit (Status):

03 = Teacher 1 = New Hire

08 = Non-Certified 2 = Transfer

09 = City 3 = Rehire

10 = City Law 4 = Change in Marital Status
11 = County 5 = Terminated

12 = County Law 6 = Deceased

7 = Non Contributory
9 = On Leave

Note: For South Dakota school districts, if only the first two digits are entered for an active
employee (Active field is selected) and the employee has only one Hire/Rehire Date and it is
within the month for which the report is being generated, 1 (for New Hire) will automatically
generate as the third digit on the Retirement Report; or if the active employee has multiple Hire/
Rehire Dates entered and the most recent Hire/Rehire Date is within the month for which the
report is being generated, 3 (for Rehire) will generate as the third digit. If only the first two digits
are entered for an inactive employee (Active field is not selected) and the Employee Status is
Retired or Terminated, 5 (for Terminated) will automatically generate as the third digit on the
Retirement Report; if the inactive employee has an Employee Status of Deceased, 6 (for
Deceased) will generate as the third digit; or if the inactive employee has an Employee Status of
Leave of Absence, 9 (for On Leave) will generate as the third digit. If a third digit is manually
entered for an employee, be sure to complete the Remove Third Digit from Member Numbers
option after generating the Retirement Report in order to clear the status (indicated by the third
digit).

d. If desired, enter any additional information to track for the employee and the deduction in the
Comments field. The comment can be up to 1,000 characters long.

e. If adding a deduction with Individual Bank Account Deduction specified as the Deduction
Type, the Individual Bank Account Deduction section will be enabled. Complete the Individual
Bank Account Deduction section as follows:

o Enter the account number of the individual account (for example, health savings account)
for where the total from the deduction for the employee should be deposited in the Account
Number field. The number can be up to 17 digits long.
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e Enter the correct 2-digit standard transaction number for the deposit to the 9
account (or 0 for Not Required for Automated File, if applicable) in the Direct Deposit
Transaction Code field, or click the down-arrow button to select the correct one.

Note: Only enter a 0 for Not Required for Automated File to exclude the amount (from the
deduction for the employee) on the direct deposit file, and instead have the amount for the
deduction stay in the designated payable account; typically, 0 should not be entered in
this field.

e Enter the ID of the direct deposit bank where the individual account (for example, health
savings account) is located in the Direct Deposit Bank ID field. If the ID is not known, click
the down-arrow button to select the correct one, or press the Ctrl+F keys to access the
search feature.

o Enter the appropriate code to identify the entry class for the direct deposit payment in the
Standard Entry Class Code field, or click the down-arrow button to select the correct one.
Typically, PPD for Prearranged Payment and Deposit Entry is used if the direct deposit
payment will be made to an account for a person, and CCD for Corporate Credit or Debit is
used if the payment will be made to an account for a business. If unsure, verify with the
deduction provider (or your bank) to determine what class code should be used.

e If required by the deduction provider, enter the additional information regarding the

transaction in the Addenda field. The addenda information can be alphanumeric and up to
80 characters long. Use an asterisk (*) as the delimiter between data elements within the
addenda information, and use a backslash (\) at the end of the addenda information as the

terminator.

Note: The reserved words available within the School Accounting System to be used within
the addenda information in Payroll are: *AMOUNT to include the amount, *CHECKDATE to
include the date of the check formatted in six digits as yymmdd, and *EOM®6 to include the
end of month date (as based on the check date) formatted in six digits as yymmdd. For
example, enter the addenda as *EOM6*AMOUNT\ to have the end of month date and
amount included in the addenda record created with the direct deposit transaction (entry).

Tip: The School Accounting System creates a maximum of one addenda record per direct
deposit transaction (entry).
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If there is an amount due for the deduction for the employee, the amount due displays in the
Amount Due field. The amount due appears if a payroll check had been voided and not
reissued or issued for a different amount. If desired, to increase or decrease the amount of
the next check to be written for the deduction for the employee, enter the amount by which
to increase or decrease the check in this field. The amount can be up to 17 digits long
(including the decimal point) and will be rounded to 2 decimal places by the system if
capable. The amount entered in this field will be added to the amount of the check
calculated during the check cycle; therefore, to increase the check, enter the amount to
increase as a positive number, or to decrease the check, enter the amount to decrease as a
negative number.

Note: The amount entered in the Amount Due field will be zeroed out automatically after
the check is written and updated.

Tip: If there is an amount displayed in the Amount Due field, click the Show Details button
to the right of the field to view the detail information for the amount shown.

If desired, click the Expensed Payroll tab to view the expensed payroll information for this
deduction for the employee. The fields in the Expensed Payroll List are disabled, as the fields
are updated automatically to track the deductions that are expensed at the end of the fiscal
year; if needed, contact Customer Support for assistance to enter or edit the information in the
fields.

If the deduction has a portion withheld from the employee, select the Active field in the
Employee section (a checkmark will appear in the box if the field is selected) and then complete
the remaining fields as follows:

Enter the rate type (Fixed, Fixed Table, Multiplier Percent, Percent, or Percent Table) for
the deduction in the Rate Type field, or click the down-arrow button to select the correct
one. If the deduction rate is a fixed dollar amount and entered individually for the employee,
enter Fixed. If the deduction rate is a fixed dollar amount and set up in a rate table within
the Deduction File, enter Fixed Table. If the deduction rate is a percentage per $1,000 of
the employees’ annual wages (or inflated wages) less a particular limit (if applicable) using
rates entered in a rate table based on the age of the employee, enter Multiplier Percent. If
the deduction rate is a percentage of gross wages and entered individually for the
employee, enter Percent. If the deduction rate is a percentage of gross wages and set up
in a rate table within the Deduction File, enter Percent Table. The default as set in the Rate
Type field in the Deduction File will appear, but can be changed.

Note: If the deduction is defined with a Deduction Type of Percent of Net in the Deduction
File, the Rate Type field is automatically set to Percent of Net and cannot be changed. If
the deduction is defined with a Rate Type of Multiplier Percent in the Deduction File, the
Rate Type field here is automatically set to Multiplier Percent and cannot be changed.

If applicable, enter the date to start withholding the deduction in the Start Date field. Use
the mm/dd/yyyy format or click the down-arrow button to select the desired date.

If applicable, enter the date to stop withholding the deduction in the End Date field. Use the
mm/dd/yyyy format or click the down-arrow button to select the desired date.

Select the Declining field if the deduction for the employee amount will be set up with a
declining balance and stop when the balance is zero. A checkmark will appear in the box if
the field is selected. This field is selected by default if the Declining field is selected for the
deduction in the Deduction File.

If the Declining field is selected, the Balance field is enabled. Enter the total amount to
withhold for the deduction in the Balance field. The amount can be up to 14 digits long
(including the decimal point and comma(s) if applicable) and will be rounded to 2 decimal
places by the system if capable. When a Payroll check cycle is updated, the amount in the
Balance field will be reduced accordingly, and once the balance is zero (0), the deduction
for the employee amount will stop.

If desired, enter the total amount to be withheld for this fiscal year for the deduction in the
Annual Total field. The amount can be up to 14 digits long (including the decimal point and
comma(s) if applicable) and will be rounded to 2 decimal places by the system if capable.
Typically, this field is only completed if the deduction for the employee amount is set up as
declining, so that the total amount withheld for the deduction can be tracked (as the Balance
field is reduced with each Payroll check cycle).

Note: The Annual Total field is also utilized to enter an override amount for deductions, if
needed, when calculating deduction totals within the following options: building the Benefit
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Totals Table in Negotiations; the Nebraska Staff Reporting option; and the lowa BEDS
Report option.

e Select the Regular Pay Period Only field to withhold the deduction only during a regular
payroll. A checkmark will appear in the box if the field is selected. Typically, this field will
not be selected.

Note: A regular payroll for an employee is the first check (check sequence) for the
employee matching the employee’s default checking account during a payroll calculation of
all types including that employee’s pay group except an Extra payroll calculation type.

e Select the Process if No Pay field if the deduction should be withheld during a Regular or
Pay Off Contracts payroll calculation type for the employee's specified pay group even if the
employee will not receive a paycheck. A checkmark will appear in the box if the field is
selected.

Tip: For lllinois and Missouri school districts, this field is not applicable (will not work)
for health insurance deductions that have the Retirement on Board’s Share field (in the
Deduction File) selected.

e Complete the Employee Amounts List for the deduction as applicable.

° In the blank line (indicated with an asterisk) at the bottom of the Employee Amounts List,
enter the period (Every Pay Period, Week 1, Week 2, Week 3, Week 4, or Week 5) for
when to withhold the deduction amount from the employee in the Deduction Frequency
field, or click the down-arrow button to select the correct one. For example, if the
deduction should be withheld each pay period, enter Every Pay Period; or if there are
multiple payrolls in one month and the deduction should only be withheld on a specific
week, enter the appropriate Week number, such as Week 1 or Week 2.

° If Fixed, Percent, or Percent of Net is specified as the Rate Type, the Rate field will
appear to the right of the Deduction Frequency field. Enter the amount (fixed dollar
amount or percentage) to withhold from the employee for the deduction in the Rate field
for the specified frequency. The amount can be up to 14 digits long (including the
decimal point) and will be rounded to 4 decimal places by the system if capable.

° If Fixed Table, Multiplier Percent, or Percent Table is specified as the Rate Type, the
Rate Description and Table Rate fields will appear to the right of the Deduction
Frequency field. Enter the description of the desired rate to withhold for the deduction
(as defined on the rate table in the Deduction File) in the Rate Description field for the
specified frequency, or click the down-arrow button to select the correct one. The
amount for the designated rate description displays in the Table Rate field.

Note: If adding a deduction with a Rate Type of Multiplier Percent, be sure to enter or
select the rate called "Multiplier Rate" in the Rate Description field; during a payroll
calculation, the system will automatically figure the employee's age on the last day of
the tax year (as based on the employee's birthday entered in the Birth Date field in the
Employee File and the last day of the calendar year of the Check Date for the payroll
calculation batch) and then use the appropriate rate from the rate table.

° If the rate for the employee amount of the deduction will change for the employee on a
certain date, the new rate can be entered at this time by entering the date the new rate
is effective in the Rate Change Date field (using the mm/dd/yyyy format or clicking the
down-arrow button to select the desired date), and then entering the new amount in the
New Rate field or the description of the new rate in the New Rate Description
field. Then once a payroll calculation batch is processed using a Check Date on or after
the date entered in the Rate Change Date field, the new rate for the deduction will be
used.

Note: The Rate Change Date, New Rate Description, and New Table Rate fields do not
appear for deductions with a Rate Type of Multiplier Percent.

° If applicable, repeat these steps until all the employee amounts for the appropriate
frequencies have been added for the deduction.

Note: The Employee section is disabled and not applicable for deductions with a Deduction

Type of Add or Payment In Kind.

If the deduction has a portion paid by the employer, select the Active field in the Employer

section (a checkmark will appear in the box if the field is selected) and then complete the

remaining fields as follows:

o Enter the rate type (Fixed, Fixed Table, Multiplier Percent, Percent, or Percent Table) for
the deduction in the Rate Type field, or click the down-arrow button to select the correct
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one. If the deduction rate is a fixed dollar amount and entered individually for the employee,
enter Fixed. If the deduction rate is a fixed dollar amount and set up in a rate table within
the Deduction File, enter Fixed Table. If the deduction rate is a percentage per $1,000 of
the employees’ annual wages (or inflated wages) less a particular limit (if applicable) using
rates entered in a rate table based on the age of the employee, enter Multiplier Percent. If
the deduction rate is a percentage of gross wages and entered individually for the
employee, enter Percent. If the deduction rate is a percentage of gross wages and set up
in a rate table within the Deduction File, enter Percent Table. The default as set in the Rate
Type field in the Deduction File will appear, but can be changed.

Note: If the deduction is defined with a Rate Type of Multiplier Percent in the Deduction
File, the Rate Type field here is automatically set to Multiplier Percent and cannot be
changed.

If applicable, enter the date to start expensing the deduction in the Start Date field. Use the
mm/dd/yyyy format or click the down-arrow button to select the desired date.

If applicable, enter the date to stop expensing the deduction in the End Date field. Use the
mm/dd/yyyy format or click the down-arrow button to select the desired date.

Select the Declining field if the deduction for the employer amount will be set up with a
declining balance and stop when the balance is zero. A checkmark will appear in the box if
the field is selected. This field is selected by default if the Declining field is selected for the
deduction in the Deduction File.

If the Declining field is selected, the Balance field is enabled. Enter the total amount to
expense for the deduction in the Balance field. The amount can be up to 14 digits long
(including the decimal point and comma(s) if applicable) and will be rounded to 2 decimal
places by the system if capable. When a Payroll check cycle is updated, the amount in the
Balance field will be reduced accordingly, and once the balance is zero (0), the deduction
for the employer amount will stop.

If desired, enter the total amount to be expensed for this fiscal year for the deduction in the
Annual Total field. The amount can be up to 14 digits long (including the decimal point and
comma(s) if applicable) and will be rounded to 2 decimal places by the system if capable.
Typically, this field is only completed if the deduction for the employer amount is set up as
declining, so that the total amount expensed for the deduction can be tracked (as the
Balance field is reduced with each Payroll check cycle).

Note: The Annual Total field is also utilized to enter an override amount for deductions, if
needed, when calculating deduction totals within the following options: building the Benefit
Totals Table in Negotiations; the Nebraska Staff Reporting option; and the lowa BEDS
Report option.

Select the Regular Pay Period Only field to expense the deduction only during a regular
payroll. A checkmark will appear in the box if the field is selected. Typically, this field will
not be selected.

Note: A regular payroll for an employee is the first check (check sequence) for the
employee matching the employee’s default checking account during a payroll calculation of
all types including that employee’s pay group except an Extra payroll calculation type.

Select the Process if No Pay field if the deduction should be expensed and paid during a
Regular or Pay Off Contracts (or expensed during an Expense Payroll) payroll calculation
type for the employee's specified pay group even if the employee will not receive a
paycheck. A checkmark will appear in the box if the field is selected.

Note: If the Process if No Pay field is selected, a pay code must be selected as the Primary
Pay Code on the Wages screen of the Employee File for the employee, or an
OVERRIDEGL pay code must be set up on the Wages screen with the appropriate expense
account number(s) entered and be cross referenced to the applicable deduction.

Tip: For lllinois and Missouri school districts, this field is not applicable (will not work)

for health insurance deductions that have the Retirement on Board’s Share field (in the
Deduction File) selected.

Complete the Employer Amounts List for the deduction as applicable.

° In the blank line (indicated with an asterisk) at the bottom of the Employer Amounts List,
enter the period (Every Pay Period, Week 1, Week 2, Week 3, Week 4, or Week 5) for
when to expense the deduction amount for the employee in the Deduction Frequency
field, or click the down-arrow button to select the correct one. For example, if the
deduction should be expensed each pay period, enter Every Pay Period; or if there are

21-e



multiple payrolls in one month and the deduction should only be expensed on a specific
week, enter the appropriate Week number, such as Week 1 or Week 2.

° If Fixed or Percent is specified as the Rate Type, the Rate field will appear to the right
of the Deduction Frequency field. Enter the amount (fixed dollar amount or percentage)
to expense for the deduction in the Rate field for the specified frequency. The amount
can be up to 14 digits long (including the decimal point) and will be rounded to 4 decimal
places by the system if capable.

° If Fixed Table, Multiplier Percent, or Percent Table is specified as the Rate Type, the
Rate Description and Table Rate fields appear to the right of the Deduction Frequency
field. Enter the description of the desired rate to expense for the deduction (as defined
on the rate table in the Deduction File) in the Rate Description field for the specified
frequency, or click the down-arrow button to select the correct one. The amount for the
designated rate description displays in the Table Rate field.

Note: If adding a deduction with a Rate Type of Multiplier Percent, be sure to enter or
select the rate called "Multiplier Rate" in the Rate Description field; during a payroll
calculation, the system will automatically figure the employee's age on the last day of
the tax year (as based on the employee's birthday entered in the Birth Date field in the
Employee File and the last day of the calendar year of the Check Date for the payroll
calculation batch) and then use the appropriate rate from the rate table.

° If the rate for the employer amount of the deduction will change for the employee on a
certain date, the new rate can be entered at this time by entering the date the new rate
is effective in the Rate Change Date field (using the mm/dd/yyyy format or clicking the
down-arrow button to select the desired date), and then entering the new amount in the
New Rate field or the description of the new rate in the New Rate Description
field. Then once a payroll calculation batch is processed using a Check Date on or after
the date entered in the Rate Change Date field, the new rate for the deduction will be
used.

Note: The Rate Change Date, New Rate Description, and New Table Rate fields do not
appear for deductions with a Rate Type of Multiplier Percent.

° If applicable, repeat these steps until all the employer amounts for the appropriate
frequencies have been added for the deduction.

Note: The Employer section is disabled and not applicable for deductions with a Deduction
Type of Percent of Net.

i. Inthe Cross References List, select the taxes that will include the deduction in its taxable gross
and the pay codes that allow this deduction. If the employee’s share of the deduction is to be
included in the taxable gross for a particular tax, the tax must be selected. If the deduction is
allowed to be expensed against a particular pay code, the pay code must be selected. The
defaults from the Deduction File that are applicable to this employee will be selected, but can be
changed. To select a tax or pay code or deduction, click once on the box to the left of the ID.
To select all of the IDs for the taxes or pay codes, click the box located by itself (without a label)
at the top of the taxes and the top of the pay codes. A checkmark will appear in the box if the
tax or pay code is selected.

Tip: In order for the deduction to be withheld or expensed for this employee, at least one pay
code must be selected in the Cross References List.

Note: The retirement deductions (those with the State Retirement System Deduction field
selected) also appear in the Cross References List when viewing other deductions; if the
employee's share of the deduction is to be included in the retirement gross, select the retirement
deduction. When viewing the retirement deduction, all the other deductions appear in the Cross
References List; if the amounts withheld for a deduction should be included as part of the
retirement gross, the deduction must be selected. When viewing a Percent of Net deduction, all
the other deductions also appear in the Cross References List; the amount included in the net
wages is figured after the unselected cross references (deductions and taxes) are reduced. For
Percent of Net deductions, to setup a "true" percent of net, leave all cross references unselected
except for the pay codes.

3. Click the Save button.
4. Repeat Steps 2-3 until all the applicable deductions have been added for the employee.
5. Continue adding the remaining information for the employee if needed.

21-f



Direct Deposit Screen (Employees)

Completing the Direct Deposit Screen in the Employee File:
1. From within the Employee File, click the Direct Deposit tab.

2. To add a direct deposit item to the employee, complete the following:

a. Click the New Record button.

b. Enter the appropriate type (Balance, Fixed, or Percent) for the direct deposit item in the Direct
Deposit Type field, or click the down-arrow button to select the correct one. To deposit the
remaining balance of the paycheck, enter Balance. To deposit a designated dollar amount,
enter Fixed. To deposit a percent of net wages, enter Percent. See Diagram A.

Note: If there is a portion of the employee’s check that is not designated or processed with a
direct deposit item, a check will automatically be issued to the employee for that amount. For
example, if there is not a direct deposit item with a type of Balance defined for the employee,
the remainder of the check will automatically be issued as a check to the employee.
Pr Employees - O X
: File Options Reports PinTo Help ‘Click the Direct Deposit tab.
i Employee ID JACKKAT v &  KathyJackson
Emergency Contacts Employment Employment History FMLA Leaves Military Service Positions Taxes Trainings Wages Work Comp

Name & Address ACA 1085s ACA Hours Benefits Certificates Custom Fields Deductions Demographics Dependents Direct Deposit Education

Applies To: pr
) Direct Deposit Account Information
Direct sit Ty Balance| v Active —
. Dvos hex , Accoint Mber 5147332
eclinin | L :
= S s Direct Depost Transaction Code | 22 |V
Drect Depost Sequence Bank ID FIRSTNATIO
. ., rect sit A M
Start Date There must be a direct deposit|* 2= B
End Date item with a type of Balance. ~
Regular Pay Period Only [] Every Pay Period
Distribution Method Direct Deposit v Week 1
eckS=quence Momatcd pleok2 The Direct Deposit Amounts List is
@Al O Selective _ Week 3 disabled if Balance is specified in the
Check Sequence | | \eek 4 [— Direct Deposit Type field, as the
: remainder of the check will be deposited.
Email Information (7} week 5

Direct Deposit Splits

Direct Direct . - A Direct Deposit[| . | Every Pav
Acive AY| Deosit A Depost A DEvct Depose ek oot Trapsaciion D o | ety | ERa | Week1 | Week2 | Week3 | Week4
> v Balance FIRSTNATIO | First National Bank | 9147332 2 -
¥ | Fixed FIRSTNATIO | First National Bank | 8577671 |32 | 11 W 175.00
Each direct deposit split the employee
currently has set up appears here.
< ] 2
e 6 & X QE i Document Management:| [~ i [ Balance
Diagram A
c. Select the Active field to stipulate the direct deposit item is currently active and used by the

employee. A checkmark will appear in the box if the field is selected. When adding a new direct
deposit item for an employee, the Active field is selected by default.

If Fixed or Percent is specified as the Direct Deposit Type, the Declining field is enabled.
Select the Declining field if the direct deposit item for the employee will be set up with a
declining balance and stop when the balance is zero. A checkmark will appear in the box if the
field is selected.

If the Declining field is selected, the Balance field is enabled. Enter the total amount to deposit
for the item in the Balance field. The amount can be up to 14 digits long (including the decimal
point and comma(s) if applicable) and will be rounded to 2 decimal places by the system if
capable. When a Payroll check cycle is updated, the amount in the Balance field will be
reduced accordingly, and once the balance is zero (0), the direct deposit item will stop.
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If Fixed or Percent is specified as the Direct Deposit Type, the Direct Deposit Sequence field is
enabled. Enter the sequence number of the direct deposit item in the Direct Deposit Sequence
field. For example, if the direct deposit item should be deposited first, enter 1 as the sequence

number; or if this should be the second deposit, enter 2, etc. The number can be up to 3 digits

long.

Note: This field is disabled and not applicable if Balance is specified in the Direct Deposit Type
field; a Balance direct deposit item will automatically be the last direct deposit item processed.

If applicable, enter the date to start including (processing) the direct deposit item in the Start
Date field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired
date.

If applicable, enter the date to stop including (processing) the direct deposit item in the End Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.

Select the Regular Pay Period Only field to process the direct deposit item only during a regular
payroll. A checkmark will appear in the box if the field is selected.

Note: A regular payroll for an employee is the first check (check sequence) for the employee
matching the employee’s default checking account during a payroll calculation of all types
including that employee’s pay group except an Extra payroll calculation type.

Tip: To have all the direct deposit items processed on the first check only (and deposits to only
the direct deposit item with the Balance type for all additional checks), select this field for all the
direct deposit items except the direct deposit item with the Balance type. To have all direct
deposit splits processed for all checks, do not select this field for any direct deposit item.

Enter the appropriate type for how the direct deposit item will be distributed (Check or Direct
Deposit) in the Distribution Method field, or click the down-arrow button to select the correct
one. If the direct deposit item is an actual direct deposit in which the funds are transferred
electronically to the employee (or a check will be written to the bank because the Direct Deposit
Payee ID field is completed for the direct deposit bank, if applicable), enter Direct Deposit. If
the direct deposit item is not an actual direct deposit in which the funds are transferred
electronically, but instead a check is written to the employee for the amount included with the
direct deposit item, enter Check.

Specify the check sequences that the direct deposit item applies for the employee by selecting
either All or Selective in the Check Sequence Information field. To have the direct deposit item
processed for all check sequences for the employee, select All. To have the direct deposit item
processed for only a certain check sequence for the employee, select Selective, and then enter
the number of the check sequence (1 to 99) to which the direct deposit item applies in the
Check Sequence field.

Note: The Check Sequence Information field is disabled if the Regular Pay Period Only field is
selected.

If Direct Deposit is specified as the Distribution Method, the Direct Deposit Account Information
section is enabled. Complete the Direct Deposit Account Information section as follows:

o Enter the account number of the employee’s checking or savings account for the direct
deposit item in the Account Number field. The number can be up to 17 digits long.

o Enter the correct 2-digit standard transaction number for the direct deposit item (or 0 for Not
Required for Automated File, if applicable) in the Direct Deposit Transaction Code field. If
the code is not known, click the down-arrow button to select the correct one. The most
commonly used codes are 22 for a checking account deposit and 32 for a savings account
deposit.

Note: If 0 for Not Required for Automated File is specified as the transaction code, the
direct deposit transaction item will not be included on the direct deposit file created during
the Payroll check cycle; typically, the transaction code of 0 is only utilized by school districts
that are not set up for direct deposit with their bank (do not want the money transferred
electronically, but rather want to write checks to take to each specified bank to have
deposited into the employees' accounts).

o Enter the ID of the direct deposit bank used by the employee in the Direct Deposit Bank ID
field. If the ID is not known, click the down-arrow button to select the correct one, or press
the Ctrl+F keys to access the search feature.
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If Fixed or Percent is specified as the Direct Deposit Type, the Direct Deposit Amounts List is
enabled. Enter the amount (fixed dollar amount or percentage) in the appropriate pay period
field in the Direct Deposit Amounts List. If the direct deposit item should be processed each pay
period, enter the amount in the Every Pay Period field. If there are multiple payrolls in one
month and the direct deposit item should only be processed on a specific week, enter the
amount in the appropriate Week number field. For example, if the direct deposit item should
only be processed the second week of the month, enter the amount in the Week 2 field. The
amount can be up to 14 digits long (including the decimal point) and will be rounded to 2
decimal places by the system if capable.

Note: The Direct Deposit Amounts List is disabled and not applicable if Balance is specified in
the Direct Deposit Type field, as the remainder of the check (or entire check, if there is only one
direct deposit item) will be deposited.

Click the Save button.
Repeat Steps 2-3 until all the direct deposit transactions have been added for the employee.

To set up the direct deposit stub to be emailed to the employee, click the Go To button for the Email
Information field to open the Name & Address screen within the Employee File in order to select the
Direct Deposit usage field for the applicable email address(es).

Continue adding the remaining information for the employee if needed.
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Emergency Contacts Screen (Employees)

Completing the Emergency Contacts Screen in the Employee File:
1. From within the Employee File, click the Emergency Contacts tab. See Diagram A.

2. If desired, complete the Medical Information section for the employee as follows:

o If the employee has any allergies, enter a description of the allergies in the Allergies field. The
description can be up to 100 characters long.

¢ Enter the blood type of the employee in the Blood Type field, or click the down-arrow button to
select the correct one.

¢ If the employee has a medical condition, enter a description of the condition in the Medical
Conditions field. The description can be up to 100 characters long.

¢ Enter any additional medical information to track for the employee in the Comments field, if
desired. The comment can be alphanumeric and up to 1,000 characters long.

3. |If desired, complete the Emergency Contacts List with the person(s) to be contacted for the
employee in case of an emergency. To add an emergency contact, complete the following:

¢ In the blank line (indicated with an asterisk) at the bottom of the Emergency Contacts List, enter
the number (1-10) for the order in which the person should be contacted in the Contact Order
field, or click the down-arrow button to select the correct one. The same number can be entered
as the order for multiple contacts if the people are to be contacted at the same time; contacts
with the same order number will be listed in alphabetical order by name.

e Enter the name of the person to be contacted in the Person field. The name can be up to 100
characters long.

¢ In the Relationship field, enter the relationship between the employee and the emergency contact
person (such as Father, Husband, Mother, or Wife), or click the down-arrow button to select the
correct one.

e Enter up to two phone numbers for the emergency contact person in the Primary Phone Number
and Secondary Phone Number fields. The system will automatically add the dashes for the
phone numbers using the following formats: 1) ### - ###H# if 7 digits are entered, 2) ### - ##HH x
## if 8 or 9 digits are entered, 3) ### - ##H# - ##H#H# if 10 digits are entered, and 4) ##H - ### - #HHH#
x ## if 11 or more digits are entered.

Pr Employees - =] X
© Eile Options Reports PinTo Help |Click the Emergency Contacts tab.‘
Employee ID JACKKAT v i) Kathy Jackson

Employment Employment History FMLA Leaves Military Service Positions Taxes Trainings ages Work Comp

Name & Address ACA1095s ACAHours Benefits Certificates CustomFields Deductions Demographics Dependents DirectDeposit Education Emergency Contacts

Applies To: pr
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Blood Type LB \Complete the medical information and medical

Medical Condttions | contacts for the employee, as desired.

Comments \

N\

Emergency Contacts - Medical Contacts
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Order Person Relationship Nﬁ.‘h:gr Phone Number Doctor Number Comments
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Diagram A
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Note: To remove an emergency contact person, click the Delete button to the left of the desired
record; when prompted, click Yes to delete the record.

4. If desired, enter the medical contacts for the employee in the Medical Contacts List. To add a
medical contact, complete the following:

¢ Inthe blank line (indicated with an asterisk) at the bottom of the Medical Contacts List, enter the
name of the doctor in the Doctor field. The name can be up to 100 characters long.

e Enter the phone number for the doctor in the Phone Number field. The system will automatically
add the dashes for the phone number using the following formats: 1) ### - #### if 7 digits are
entered, 2) ### - #HHH x ## if 8 or 9 digits are entered, 3) ### - ##H - ##H#H# if 10 digits are
entered, and 4) ##H# - ##H - #HHH# x ## if 11 or more digits are entered.

¢ Enter any additional information to track for the medical contact in the Comments field, if
desired. The comment can be alphanumeric and up to 1,000 characters long.

Note: To remove a medical contact, click the Delete button to the left of the desired record; when
prompted, click Yes to delete the record.

5. Click the Save button.
6. Continue adding the remaining information for the employee if needed.
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Employment Screen (Employees)

Completing the Employment Screen in the Employee File:

1. From within the Employee File, click the Employment tab.

2. Enter the employee’s social security number (9 digits) in the Social Security Number (Federal ID)
field. The system will automatically add the dashes, using the format of ### - ## - ####.

Note: The Social Security Number (Federal ID) field may not appear or may be locked if your user
rights to the Federal ID field were overridden within the User Security option to have no access or
read only access.

Tip: If the social security number entered in this field matches the social security number entered
for another employee (or entity), a warning icon will appear to the right of the field; verify the number
entered is correct, and if needed, determine if the new record should continue to be added for the
employee or if a record already exists.

3. Enter the sex (Female or Male) of the employee in the Gender field, or click the down-arrow button
to select the correct one. See Diagram A.

4. Enter the employee’s date of birth in the Birth Date field. Use the mm/dd/yyyy format or click the
down-arrow button to select the desired date.

5. The age (in years) of the employee is automatically calculated and displayed in the Age field. The
age is calculated based on the current date of the computer, and cannot be changed.

6. Enter the actual marital status (Domestic Partner, Married, Qualified Domestic Relations Order,
or Single) of the employee in the Marital Status field, or click the down-arrow button to select the
correct one.

7. If desired, enter whether the employee is Hispanic or Latino or Not Hispanic or Latino in the
Ethnicity field, or click the down-arrow button to select the correct one.

8. Enter the employee's appropriate legal status for living in this country (Citizen, Non-Resident Alien,
or Resident Alien) in the Resident Status field, or click the down-arrow button to select the correct
status.
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Last Updated 7/15/2021 (PR)

24-a

Diagram A




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

If desired, enter a number assigned to the employee in the Employee Number field. For example,
this may be an ID number assigned by the state to each teacher. The employee number can be
alphanumeric and up to 15 characters long.

Enter the type of wages that will be used to pay the employee (Contract or Unit) in the Salary Type
field, or click the down-arrow button to select the correct one. If the employee will be paid a
designated total dollar amount over a specified number of pay periods, enter Contract. If the
employee will be paid with an hourly or daily rate in which the number of units (hours or days) must
be entered for the employee during a pay period, enter Unit.

If applicable, enter the date the employee became a tenured faculty member in the Tenure Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.

If desired, enter the title for the job description of the employee in the Position field. The information
can be up to 30 characters long.

In the EEO-5 Classification field, enter the appropriate category for the employee for inclusion on the
EEO-5 Survey report, which is generated biennially. If the exact category is not known, click the
down-arrow button to select the correct one.

Enter the number of years the employee has worked at this school district in the Years of Service
(Internal) field. The number can be up to 6 digits (including the decimal point), and will be rounded
to 4 decimal places by the system.

Enter the number of years the employee has worked at other school districts located in the state in
the Years of Service (External in State) field. The number can be up to 6 digits (including the
decimal point), and will be rounded to 4 decimal places by the system.

Enter the number of years the employee has worked at other school districts located outside of the
state in the Years of Service (External Out of State) field. The number can be up to 6 digits
(including the decimal point), and will be rounded to 4 decimal places by the system.

The total number of years the employee has worked internally, externally in state, and externally out
of state is automatically calculated and displayed in the Years of Service (Total) field. The number
in the Years of Service (Total) field cannot be changed.

Enter the number of times the employee will be paid in the Tax Pay Periods Per Year field. The
system uses this information to compute the annual salary when calculating the federal and state
income taxes.

Enter the ID of the checking account from which the employee will generally be paid in the Checking
Account ID field. If the ID is not known, click the down-arrow button to select the correct one, or
press the Ctrl+F keys to access the search feature. The checking account entered here will be the
default checking account for this employee.

Enter the ID of the pay group to which the employee belongs in the Pay Group ID field. If the ID is
not known, click the down-arrow button to select the correct one, or press the Ctrl+F keys to
access the search feature. The pay group entered here will be the default pay group for this
employee.

Leave the Last Paid Date field blank when entering a new employee. The system will automatically
track this information after updating a calculate payroll batch in which the employee was paid (from
earnings or deductions) and display the Check Date from the batch in this field.

Leave the Last Worked Date field blank when entering a new employee. The system will
automatically track this information after updating a calculate payroll batch in which the employee
had earnings and display the Last Worked Date from the batch in this field

Leave the Last SSNVS Date field blank when entering a new employee. This field will be updated
as part of the steps to complete the SSN Verification Service option.

If applicable, enter the reason for termination (such as Resignation or Retirement) in the Termination
Reason field, or click the down-arrow button to select the correct one.

If desired, in the Races List, specify the nationality of the employee by selecting the applicable
races. To select a race, click the box for the Selected column to the left of the desired race. A
checkmark will appear in the box if the race is selected.

Complete the Employee Dates List with the applicable dates for the employee. To add a date,
complete the following:

¢ In the blank line (indicated with an asterisk) at the bottom of the Employee Dates List, enter the
appropriate date in the Date Value field. Use the mm/dd/yyyy format or click the down-arrow
button to select the desired date.
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27.

Then enter the type for the date being tracked (Hire/Rehire Date, Probation Date, Termination
Date, or Other Date) in the Date Type field, or click the down-arrow button to select the correct
one.

Note: If an employee leaves and then is later rehired by the school district, enter a second
entry with Hire/Rehire Date as the Date Type, so the initial Hire/Rehire Date will be listed,
followed by the Termination Date, and then a second Hire/Rehire Date; the Hire/Rehire Date
with the most recent date would be considered the rehire date.

If Hire/Rehire Date is specified as the Date Type and the date is after a Termination Date that is
entered for the employee, the Weeks Since Prior Termination Date field will automatically be
updated upon saving to reflect the number of weeks between the newly entered Hire/Rehire
Date and the prior Termination Date. The Weeks Since Prior Termination Date field cannot be
changed.

Note: The Weeks Since Prior Termination Date field will be blank for entries with a Date Type
of Probation Date, Termination Date, or Other Date.

The Track as ACA New Hire field is enabled if Hire/Rehire Date is specified as the Date

Type. If applicable, select the Track as ACA New Hire field for a Hire/Rehire Date to have the
employee reflected as a new hire in the Affordable Care Act Hours Tracking option and also on
the ACA Hours screen (tab) in the Employee File for the corresponding measurement period. A
checkmark will appear in the box if the field is selected. By default, this field will be selected.

Note: An employee will automatically be included as an ongoing employee in measurement
periods that begin after the first Hire/Rehire Date and before the last Termination Date.

Tip: As defined within the Affordable Care Act guidelines, if an employee has had no hours of
service credited for at least 26 consecutive weeks for educational organizations (or 13 weeks for
non-educational organizations), the employee may be considered a new hire (rehire) for
purposes of the Affordable Care Act. Additionally, under a rule of parity within the Affordable
Care Act guidelines, an employee may be considered a new hire (rehire) if the employee has
had no hours of service during a period that is at least 4 consecutive weeks, but less than 26
weeks for educational organizations (or 13 weeks for non-educational organizations), and is
longer than the employee's preceding period of employment (for example, if an employee works
for 3 weeks, terminates, and then 10 weeks later is rehired, the employee can be treated as a
new hire (rehire) because the 10-week break is more than 4 weeks, less than 26 weeks (for
educational organizations; 13 weeks, for non-educational organizations), and is longer than the
employee's preceding period of employment of 3 weeks). Therefore, if an employee leaves and
then is rehired after 26 weeks (for educational organizations; 13 weeks for non-educational
organizations), select the Track as ACA New Hire field for the rehire date, if desired, and if an
employee leaves and then is rehired within 26 weeks (for educational organizations; 13 weeks
for non-educational organizations), do not select the Track as ACA New Hire field for the rehire
date unless the rule of parity applies.

If desired, enter any additional information to track for the date in the Comments field. The
comment can be up to 1,000 characters long.

Tip: To remove a date, click the Delete button to the left of the desired record; when prompted,
click Yes to delete the record.

All the employee groups defined in the system appear in the Employee Groups List. To include the
employee in one or more of the existing employee groups, click the box for the Selected column to
the left of each desired Employee Group ID. A checkmark will appear in the box if the employee
group is selected.

Note: The standard employee group defined with an ID of EMPLOYEES is automatically selected
for all employees and cannot be changed.

28. Click the Save button.
29. Continue adding the remaining information for the employee if needed.
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Leaves Screen (Employees)

Completing the Leaves Screen in the Employee File:
1. From within the Employee File, click the Leaves tab.

2. To add a leave to the employee, complete the following:
a. Click the New Record button.
b.

See Diagram A.

Enter the ID for the leave to add in the Leave ID field. If the ID is not known, click the down-
arrow button to select the correct one, or press the Ctrl+F keys to access the search feature.

P Employees - O X
¢ File Options JCIick the Leaves tab. '
Employee ID JAAKAT v &% Kathy Jackson
Leaves Military Service Positions Taxes Trainings Wages Work Comp
Name & Address ACA 1095s ACAHours Benefits Certificates CustomFields D D grapl D Direct Deposit  Education Emergency Contacts Employment EmploymentHistory FMLA
Applies To: pr
Leave Detail
Leave ID SICK -
Pending Leave Request
ot Dot 07012018 v Start Date End Date Earned Taken Comments Posted Approval Batch Description T
e %00 B » 07012018 [07/01/2018 9200 Earned Adjustment v [~ [ Absences Adjustments [
09/1472 09/15/2 yee A
Feve i ;;;fjilz 16£ zrc::cmm = £ Emololeeienm
Doy ol 200 7120 R 4 v | mployee Absences
r 10/25/2018 \ 8.00| SICKWITH FLU v ] Employee Absences
Maximum Balance 216.00 4
T 117202018 \ 8.00 /' r m Employee Absence
Units Per Pay Period  |0.00
- - \ 92.00] 36.00 /
laxaimum N
Cany Over Maximum | 216.00 \ \ /
Carry Over Balance All entries for the current fiscal year for the selected
e o Check T | leave will display here; the Posted field indicates
Unkt of Tracking Hours whether or not the entry has been posted yet.
Employee Leaves
Leave A nni Posted Posted Posted Unposted or Pendini Total Maximum | Units Per Maximum G
End Date D Leave Description | Active BEe;aﬁlanér;g Earned Taken Balance Approved Apprc;vgl Unsubmitted Balance Ballange Pa';I Period Earlne‘:i b
=| Start Date: 07/01/2018
061302019 | FAM Family Leave 2 00 16.00 400 1200 00 00 00 1200 00 00
061302019 | PER Personal Leave [ 00 300 00 300 00 00 00 300 00 00
061302019 | PRO Professional Leave | [V 00 300 1.00 200 00 00 00 200 00 00
» | 067202019 | SICK Sick Leave v 2200 92.00 28.00 %00fw 800 00 00| 8800 216.00 00
<« N i
: - : z The posted and total balances
E + 5 X E2 : Document Management: @ SICK
CIGIREIRE ) % & e 2 & for the leaves appear here.
Enter the starting date of th t fiscal year for the leave for th loyee i Diagram A
C. nter tne startiing date o € current fiscal year 1or the leave 10r the employee In

Last Updated 9/29/2020 (P

the Start Date field. Use the mm/dd/yyyy format or click the down-arrow button to select the
desired date.

Enter the ending date of the current fiscal year for the leave for the employee in the End Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.
Leave the field blank to default to an ending date as based on a 12-month fiscal year.

Select the Active field to stipulate the leave is currently active and used by the employee. A
checkmark will appear in the box if the field is selected. When adding a new leave for an
employee, the Active field is selected by default.

Enter the number of total units of the leave the employee started with at the beginning of the
fiscal year in the Beginning Balance field. The number can be up to 14 digits long (including the
decimal point and comma(s) if applicable) and will be rounded to 4 decimal places by the
system if capable.

Note: If starting to track leaves in the middle of a fiscal year, enter the number of total units of
the specified leave the employee has as of the point it is being tracked on the system in this
field; in future years, this field will show the balance for the leave as of the beginning of the fiscal
year.

Tip: The description for how the leave is tracked for the employees (for example, in days or
hours) is displayed in the Unit of Tracking field within the Leave File.

If an employee can only accumulate up to a certain number of units in one fiscal year for the
leave, enter the number for the maximum in the Maximum Balance field; otherwise, leave this
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field blank. The number can be up to 14 digits long (including the decimal point and comma(s) if
applicable) and will be rounded to 4 decimal places by the system if capable.

h. If the employee earns units for the leave each pay period (for example, earns one day each pay
period), enter the number of units to accrue each pay period in the Units Per Pay Period field. If
the employee accrues time for the specified leave only once a year (for example, at the
beginning of the school year), leave this field blank. The number can be up to 14 digits long
(including the decimal point and comma(s) if applicable) and will be rounded to 4 decimal places
by the system if capable.

i. If a number greater than zero (0) is entered in the Units Per Pay Period field, the Maximum
Earned field is enabled. If an employee can only accumulate a certain number of units for the
leave accrued for all the pay periods in one fiscal year, enter the number for the maximum in the
Maximum Earned field; otherwise, leave this field blank. The number can be up to 14 digits long
(including the decimal point and comma(s) if applicable) and will be rounded to 4 decimal places
by the system if capable.

j-  If only a certain number of units for the leave can be rolled forward to the next fiscal year, enter
the number for the maximum in the Carry Over Maximum field. The number can be up to 14
digits long (including the decimal point and comma(s) if applicable) and will be rounded to 4
decimal places by the system if capable. If all the units of a leave can be rolled forward to the
next fiscal year, or the leave does not carry forward to the next fiscal year, leave this field blank.

k. If the balance for the leave at the end of the fiscal year for the employee rolls forward to the next
fiscal year (becomes the Beginning Balance for the leave for the next fiscal year), select the
Carry Over Balance field. A checkmark will appear in the box if the field is selected.

[.  If the leave is defined in the Leave File to print summary or detail information on the check
stubs, and also display in Web Link (if applicable), select the Hide on Check & in Web Link field
to exclude the information for the leave from printing on the employee’s check stub and also
from displaying in Web Link. A checkmark will appear in the box if the field is selected.

m. The Unit of Tracking field displays the data entered in the Unit of Tracking field in the Leave File
for the specified leave and cannot be changed. The field is for informational purposes only
(does not affect any entries for the leave).

n. All the entries made for the leave for this employee, including the absence entries in Employee
Absences, Pay Period Entries, or Time Cards, entries posted from the Adjust Leave Balances
option, and entries for leave requests (if applicable), display in the Leave Detail List. The
absence entries included in posted batches of Employee Absences or Pay Period Entries (those
processed as part of an updated Payroll check cycle) and the entries posted from the Adjust
Leave Balances option display here with a checkmark in the Posted column. The absence
entries in unposted batches of Employee Absences or Pay Period Entries (including approved
leave request entries selected and brought into a batch of Employee Absences or Pay Period
Entries) display here without a checkmark in the Posted or Pending Approval columns. The
absence entries in unposted batches of Time Cards display here with a comment of “(Time Card
Entry)” and without a checkmark in the Posted or Pending Approval columns. The leave
request entries that have been approved but not yet selected and brought into a batch of
Employee Absences or Pay Period Entries display here with a comment of "Leave Request
Entry" and without a checkmark in the Posted or Pending Approval columns. The leave request
entries that have been submitted but not yet approved display here with a comment of "Leave
Request Entry" and a checkmark in the Pending Approval column. The unsubmitted leave
request entries display here with a comment of "Leave Request Entry Unsubmitted" and without
a checkmark in the Posted or Pending Approval columns.

Note: If needed, the Start Date, End Date, and Comments fields can be edited for an entry if
displayed in white (rather than gray).

Click the Save button.

Note: Once the leave is saved for the employee, the Posted Balance and Total Balance for the
leave display in the Employees Leaves List located on the bottom of the screen, along with the
Unposted or Approved, Pending Approval, and Unsubmitted totals. The Posted Balance reflects the
Beginning Balance amount, plus the Posted Earned amount, less the Posted Taken amount. The
Unposted or Approved total includes all absence entries (including approved leave request entries)
in unposted batches of Employee Absences, Pay Period Entries, and Time Cards, and approved
leave request entries not yet brought into a batch. The Pending Approval total includes all the leave
request entries that have been submitted but not yet approved. The Unsubmitted total includes the
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leave request entries that have not yet been submitted (and leave requests that have been rejected
or recalled and not yet cancelled or deleted). The Total Balance reflects the Posted Balance, less
the Unposted or Approved amount, less the Pending Approval amount, less the Unsubmitted
amount.

Tip: Entries for leaves with negative units (entered in Pay Period Entries, Employee Absences, or
Time Cards) can be defined to display as a positive Earned amount or as a negative Taken amount
in the Leave Detail List and the Employee Leaves List (and on the employee check and direct
deposit stubs, if the leave is set to display the detail information) by selecting or unselecting the
Show Negative Leave Entries as Earned field in the Payroll System File.

Repeat Steps 2-3 until all the applicable leaves have been added for the employee.

Continue adding the remaining information for the employee if needed.
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Taxes Screen (Employees)

Completing the Taxes Screen in the Employee File:

1. From within the Employee File, click the Taxes tab.
2. To add a tax to the employee, complete the following:
3. Click the New Record button.

a. Enter the ID for the tax to add in the Tax ID field. If the ID is not known, click the down-arrow
button to select the correct one, or press the Ctri+F keys to access the search feature.

Note: Only the active taxes appear by default when searching, but the filters can be changed if

needed.

b. Select the Active field to stipulate the tax is currently active and used by the employee. A
checkmark will appear in the box if the field is selected. When adding a new tax for an
employee, the Active field is selected by default. See Diagram A.

c. If adding Federal Income Tax, complete the Federal W4 Information section.

e If the employee completed a federal W4 in 2019 or prior, select the Use Old W4 Format
(2019 & Prior) field; otherwise, leave the field unselected if the employee completed a
federal W4 in 2020 or beyond. A checkmark will appear in the box if the field is selected.

¢ Inthe Tax Table field, enter the appropriate letter for which table to use to withhold taxes for
the employee, as stipulated on the employee's completed federal W4 Form, or click the
down-arrow button to select the correct one.

o Select the Exempt field to override the tax table (not calculate and withhold the amount
specified from the designated tax table). A checkmark will appear in the box if the field is
selected. Typically, this field is selected for employees who want to override the tax table
and instead have a specific amount or percent withheld (stipulated in the Additional Taxes
section).

e The Allowances field is enabled if the Use Old W4 Format (2019 & Prior) field is selected
and the Exempt field is not selected. If applicable, enter the number of allowances the
employee is claiming as stipulated on the employee's completed federal W4 Form in the
Allowances field. The number can be up to 2 digits long.

¢ Select the Nonresident Alien field if the employee is a nonresident alien. A checkmark will
appear in this box if the field is selected.

pr
i File Options Reports PinTo Help ‘ Click the Taxes tab.
i Employee ID JACKKAT [} Kathy Jackson

Name & Address ACA 1085s ACAHours Benefits Certificates CustomFields Deductions Demographics Dependents tDeposit Education Emergency Contacts Employment

Employment History FMLA Leaves Military Service Positions Taxes Trainings Wages Work Comp
Applies To: pr AdditionalTaxes  Expensed Payroll
Tax ID AT Active

Rate Type Fixed Regular Pay Period Only

State W4 Information Federal W4 Information

Additional Tax Amounts

Use Old W4 Format Use Old W4 Format (2019 & Prior) [

Every Pay Period
Tax Table Tax Table ery Pay Peri
Exempt Exempt @ Week 1

Allowances Allowances \eek 2

Total Alowances Nonresident|Alien ) Week 3 In this example, an additional $75
Addtional Alowances ultiple Joby (Step 2) Week 4 will be withheld from every regular
Percent Local Income Tax (0 Dependents (Step 3) Week 5 pay period for Federal Income Tax.
Override Documentation come] (Step 4)
Annual Withholding Allowance Deductiong (%ep 4)
If adding Federal or State Income
Employee Taxes Tax to an employee, complete the Cross References
TaxID AY Tax Description AY Active A‘lseCtion of additional information. g ID AY r Description Y| Supplemental Rate ¥ =
» | FIT Federal Income Tax v S J j,Pay Codes
FUTA Federal Unemployment Tax v L ’77 |
MEDICARE | Medicare v v co1 20p4 Elem Teach r C
[sma lowa SIT 7 I's 7 [co2 20p4 Cheerlead r [c
SOCSEC | Social Security v [ co3 2004 Volleyball 0O Ic
SUTAIA lowa Unemployment v =z ko4 2074 Drama -
WClA Jows Workers Coinp v ~| —|In the Cross References List, select the pay codes} ~/
< \ i1 [ K1 and deductions that will be included in the taxable
t® @66 (X QR T — : |gross for the tax for this employee.
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The Multiple Jobs (Step 2) field is only enabled if both the Use Old W4 Format (2019 &

Prior) field and the Exempt field are not selected. If applicable, select the Multiple Jobs
(Step 2) field if the checkbox in Step 2 on the employee's completed federal W4 Form is
checked. A checkmark will appear in this box if the field is selected.

The Claim Dependents (Step 3) field is only enabled if both the Use Old W4 Format (2019 &
Prior) field and the Exempt field are not selected. If applicable, enter the amount designated
in Box 3 in Step 3 on the employee's completed federal W4 Form in the Claim Dependents
(Step 3) field. The amount can be up to 14 digits long (including the decimal point) and will
be rounded to 2 decimal places by the system if capable.

The Other Income (Step 4) field is only enabled if both the Use Old W4 Format (2019 &
Prior) field and the Exempt field are not selected. If applicable, enter the amount designated
in Box 4(a) in Step 4 on the employee's completed federal W4 Form in the Other Income
(Step 4) field. The amount can be up to 14 digits long (including the decimal point) and will
be rounded to 2 decimal places by the system if capable.

The Deductions (Step 4) field is only enabled if both the Use Old W4 Format (2019 & Prior)
field and the Exempt field are not selected. If applicable, enter the amount designated in
Box 4(b) in Step 4 on the employee's completed federal W4 Form in the Deductions (Step 4)
field. The amount can be up to 14 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable.

If adding a State Income Tax, complete the State W4 Information section.

The Use Old W4 Format field is only enabled for lowa, Montana, and North Dakota State
Income Tax. For lowa and Montana State Income Tax, if the employee completed a state
W4 prior to 2024, select the Use Old W4 Format field; otherwise, leave the field unselected
if the employee completed a state W4 in 2024 or beyond. For North Dakota State Income
Tax, if the employee completed a federal W4 in 2019 or prior, select the Use Old W4 Format
field; otherwise, leave the field unselected if the employee completed a federal W4 in 2020
or beyond. A checkmark will appear in the box if the field is selected.

Note: If the Use Old W4 Format field is selected for lowa State Income Tax, any additional
taxes (as entered on the Additional Taxes tab) will not be included in the calculation of the
state income tax, as stipulated by the state.

The Tax Table field is enabled for Alabama, Colorado, Idaho, lowa, Kansas, Minnesota,
Missouri, Montana (only if the Use Old W4 Format field is not selected), Nebraska, New
York, North Dakota, and Wisconsin State Income Tax. If applicable, in the Tax Table field,
enter the appropriate letter for which table to use to withhold taxes for the employee, as
stipulated on the employee's completed state W4 Form (or federal W4 form for North
Dakota (as there is not a state W4 form in North Dakota) and Colorado (if the state
withholding certificate was not completed)), or click the down-arrow button to select the
correct one.

Note: The Tax Table field is disabled for lllinois, Michigan, Ohio, and Virginia State Income
Tax. The field is also disabled for Montana State Income Tax if the Use Old W4 Format field
is selected, and for North Dakota State Income Tax if the Use Old W4 Format field is not
selected and the Exempt field is selected.

Select the Exempt field to override the tax table (not calculate and withhold the amount
specified from the designated tax table). A checkmark will appear in the box if the field is
selected. Typically, this field is selected for employees who want to override the tax table
and instead have a specific amount or percent withheld (stipulated in the Additional Taxes
section).

Note: The Exempt field is disabled for Ohio State Income Tax. If the Exempt field is
selected for Montana State Income Tax, any additional taxes (as entered on the Additional
Taxes tab) will not be included in the calculation of the state income tax, as stipulated by the
state.

For Alabama, Colorado, Idaho, lllinois, Kansas, Michigan, Minnesota, Nebraska, New York,
Ohio, Virginia, and Wisconsin State Income Tax, the Allowances field is enabled if the
Exempt field is not selected; for lowa and North Dakota State Income Tax, the Allowances
field is only enabled if the Use Old W4 Format field is selected and the Exempt field is not
selected; and for Montana State Income Tax, the Allowances field is only enabled if the Use
Old W4 Format field is selected. If applicable, in the Allowances field, enter the number of
allowances the employee is claiming, as stipulated on the employee's completed state W4
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form (or federal W4 form for North Dakota (as there is not a state W4 form in North Dakota)
and Colorado (if the state withholding certificate was not completed)). The number can be
up to 2 digits long.

Note: The Allowances field is disabled for Missouri State Income Tax. For Colorado State
Income Tax, the maximum number of allowances is 6, if applicable, and so if a number
greater than 6 is entered into this field, the system will use 6. For Virginia State Income
Tax, enter the number of personal exemptions from Line 1a on the completed state W4 form
in this field.

The Total Allowances field is only enabled for lowa State Income Tax if the Use Old W4
Format field is not selected and the Exempt field is not selected. For lowa State Income
Tax, if applicable, enter the total amount the employee has designated as the Total
Allowances in Line 6 on the state W4 form in the Total Allowances field.

The Additional Allowances field is only enabled for lllinois and Virginia State Income

Tax. For lllinois State Income Tax, enter the number of allowances the employee is
claiming for additional allowances as stipulated in Line 2 on the employee's completed state
W4 form in the Additional Allowances field. For Virginia State Income Tax, enter the
number of exemptions for age and blindness from Line 1b on the completed state W4 form
in the Additional Allowances field. The number can be up to 2 digits long.

The Percent Local Income Tax field is no longer used and is disabled.

The Override Documentation field is only enabled for Nebraska State Income Tax. For
Nebraska State Income Tax, if applicable, select the Override Documentation field to
override the Special Withholding Procedures (LB223) for calculating Nebraska State Income
Tax because of one of the following reasons: 1) the employee has provided the school
district with the appropriate documentation to justify a lower withholding percentage, or 2)
the school district has less than 25 employees. A checkmark will appear in this box if the
field is selected.

Note: If this field is unselected, the system will do additional figuring during the payroll
calculation to determine if the employee's state withholding tax meets the regulations of the
designated withholding rate (which is currently 1.5%) or the threshold for minimum
withholding set by the state tax commissioner (which is 50% of a single person with one
exemption or a married person with two exemptions).

The Annual Withholding Allowance field is only enabled for Colorado State Income Tax. For
Colorado State Income Tax, if the employee completed the state withholding certificate,
enter the amount from Line 2 in the Annual Withholding Allowance field. The amount can
be up to 14 digits long (including the decimal point) and will be rounded to 2 decimal places
by the system if capable.

If adding Federal or State Income Tax, the Additional Taxes section is enabled. If the employee
wants to have an additional fixed dollar amount or percent of gross wages withheld for the
Federal or State Income Tax, complete the following:

Enter the appropriate type (Fixed or Percent) to withhold for the additional taxes in the Rate
Type field, or click the down-arrow button to select the correct one. To withhold an
additional designated dollar amount, enter Fixed. To withhold an additional percent of
gross wages, enter Percent.

Select the Regular Pay Period Only field to withhold the additional taxes only during a
regular payroll. A checkmark will appear in the box if the field is selected. Typically, this
field will be selected.

Note: A regular payroll for an employee is the first check (check sequence) for the
employee matching the employee’s default checking account during a payroll calculation of
all types including that employee’s pay group except an Extra payroll calculation type.

Enter the amount (fixed dollar amount or percentage) in the appropriate pay period field in
the Additional Tax Amounts List. If the additional taxes should be withheld each pay period,
enter the amount in the Every Pay Period field. If there are multiple payrolls in one month
and the additional taxes should only be withheld on a specific week, enter the amount in the
appropriate Week number field. For example, if the additional taxes should only be withheld
the second week of the month, enter the amount in the Week 2 field. The amount can be up
to 14 digits long (including the decimal point) and will be rounded to 2 decimal places by the
system if capable.
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Note: If the Use Old W4 Format field is selected for lowa State Income Tax, any additional
taxes will not be included in the calculation of the state income tax, as stipulated by the state. If
the Exempt field is selected for Montana State Income Tax, any additional taxes will not be
included in the calculation of the state income tax, as stipulated by the state.

f. If desired, click the Expensed Payroll tab to view the expensed payroll information for this tax
for the employee. The fields in the Expensed Payroll List are disabled, as the fields are updated
automatically to track the taxes that are expensed at the end of the fiscal year; if needed,
contact Customer Support for assistance to enter or edit the information in the fields.

g. Inthe Cross References List, select the pay codes and deductions that will be included in the
taxable gross for the tax for this employee. If the wages from a pay code are to be included in
the taxable gross for the tax, the pay code must be selected. If the employee’s share of a
deduction is to be included in the taxable gross for the tax, the deduction must be selected. The
defaults from the Tax File that are applicable to this employee will be selected, but can be
changed. To select a pay code or deduction, click once on the box to the left of the ID. To
select all of the IDs for the pay codes or deductions, click the box located by itself (without a
label) at the top of the pay codes and the top of the deductions. A checkmark will appear in the
box if the pay code or deduction is selected.

Note: If a pay code should be taxed at the supplemental rate (only applicable for FIT and SIT),
click the box for Supplemental Rate that appears to the right of the pay code ID and description
in the Cross References List.

3. Click the Save button.
4. Repeat Steps 2-3 until all the applicable taxes have been added for the employee.
5. Continue adding the remaining information for the employee if needed.
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Completing the Wages Screen in the Employee File:
1. From within the Employee File, click the Wages tab.

Wages Screen (Employees)

2. To add a pay code to the employee, complete the following:
a. Click the New Record button.
b. Enter the ID for the pay code to add in the Pay Code ID field. If the ID is not known, click the
down-arrow button to select the correct one, or press the Ctri+F keys to access the search
feature. See Diagram A.
Note: Only the active pay codes appear by default when searching, as only an active pay code
can be added to an employee. Once a pay code is specified, if it has a default rate and/or

expense account entered in the Pay Code File, the rate and/or note stating the pay code has
default expense accounts displays after the description (when cursor is placed over the Pay

Code ID field).
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c. Select the Active field to stipulate the pay code is currently active and used by the =~ Diagram A
employee. A checkmark will appear in the box if the field is selected. When
adding a new pay code for an employee, the Active field is selected by default.

d. If the pay code being added to the employee is the employee’s main contract or regular rate,
select the Primary Pay Code field. A checkmark will appear in the box if the field is selected.
Note: An employee can have only one pay code selected as the primary (per Fiscal Year End).

e. Enter the 4-digit year of the ending fiscal year date for which the pay code is applicable in the
Fiscal Year End field. The Current Fiscal Year End from the Payroll System File will appear as
the default, but can be changed.

Last Updated 9/30/2022 (PR)
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Enter the description for the pay code that will print on the employee's check stub in the Check
Description field. The description can be up to 15 characters long. The description of the pay
code (from the Pay Code File) will appear as the default, but can be changed to be more
descriptive for this employee.

Note: If two or more pay codes for this employee have the same check description, they will be
combined on the check stubs, the Payroll Register reports, and the Distribution Report by
Expense Account with Detailed Earnings.

If adding a contract pay code, enter the date on which the contract should start to be paid in the
Start Date field, or leave the Start Date field blank to start paying the contract in the next
applicable Payroll check cycle. Use the mm/dd/yyyy format or click the down-arrow button to
select the desired date. Leave the Start Date field blank if adding a unit pay code.

If adding a contract pay code, enter the total amount of the contract in the Total Contract field.
The amount can be up to 14 digits long (including the decimal point and comma(s) if applicable)
and will be rounded to 2 decimal places by the system if capable. If adding a unit pay code,
leave the Total Contract field blank, unless one of the specific state reports included in the note
below will be generated or if using Negotiations (in which case this field will be updated
automatically once the Total Hours field has been completed).

Note: For lowa school districts only, complete this field for any unit pay code to be included
in the compensation totals on the IA BEDS Report. For lllinois school districts only,
complete this field for any unit pay code to be included in the total for Full Annual Rate on the
lllinois Monthly Teachers Retirement Report. For Missouri school districts only, complete
this field for any unit pay code to be included in the total for the Annual Base Salary on the
retirement report, or the Yearly Contract Salary column on the Kansas City Retirement Report.
For Wyoming school districts only, complete this field for any unit pay code to be included on
the Wyoming Staff Member Collection Report.

If adding a contract pay code, the Contract Balance field is enabled. Enter the amount
remaining to be paid to the employee on the contract in the Contract Balance field. The amount
can be up to 14 digits long (including the decimal point and comma(s) if applicable) and will be
rounded to 2 decimal places by the system if capable. The amount entered in the Total
Contract field will appear as the default, but can be changed.

For all contract pay codes and for those unit pay codes used in Negotiations, enter the number

of times the employee will get paid in the Total Payments field; otherwise, leave this field blank.

The number can be up to 14 digits long (including the decimal point and comma(s) if applicable)
and will be rounded to 4 decimal places by the system if capable.

If adding a contract pay code, the Remaining Payments field is enabled. Enter the number of
payments remaining to be paid on the contract in the Remaining Payments field. The number
can be up to 14 digits long (including the decimal point and comma(s) if applicable) and will be
rounded to 4 decimal places by the system if capable. The number entered in the Total
Payments field will appear as the default, but can be changed.

If adding a unit pay code and the employee has another pay code set up for the same year with
the Primary Pay Code field selected and the Pay Rate field completed, the Pay Rate Same as
Primary Pay Code field is enabled. Select the Pay Rate Same as Primary Pay Code field to use
the rate from the pay code defined as the primary as the pay rate for this pay code being added.
A checkmark will appear in the box if the field is selected.

Note: The Pay Rate Same as Primary Pay Code field is disabled if adding a contract pay code
or adding a pay code defined as the primary pay code for the employee.

. If adding a contract pay code, the system will automatically calculate the rate per pay period
(Contract Balance divided by Remaining Payments) and display the amount in the Pay Rate
field. If adding a unit pay code, enter the rate per unit (for example, hourly or daily rate) in the
Pay Rate field, or leave this field blank to have the system use the default rate entered in the
Pay Code File for this pay code, if applicable. The rate can be up to 14 digits long (including the
decimal point and comma(s) if applicable) and will be rounded to 4 decimal places by the
system if capable.

Note: If the Pay Rate Same as Primary Pay Code field is selected, the Pay Rate field is
disabled and shows the pay rate from the pay code defined as the primary.

If a default rate was entered in the Pay Code File for the specified pay code (applicable for unit
pay codes only), the rate displays in the Default Pay Rate field. The default rate cannot be
changed on this screen.

Tip: To use the default rate for the employee, leave the Pay Rate field blank. By leaving the
Pay Rate field blank, the system will know to use the default rate when making entries for the
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employee during a pay period; then if the default rate ever changes, the rate will only need to be
updated in the Pay Code File and the Employee File will not need to be updated.

If desired, enter any additional information to track for the employee and the pay code in the
Comments field. The comment can be up to 1,000 characters long.

Enter the ID of the pay group to use for this pay code for the employee in the Pay Group ID
field. If the ID is not known, click the down-arrow button to select the correct one, or press the
Ctrl+F keys to access the search feature. Leave this field blank to default to the ID of the pay
group entered on the Employment screen for the employee.

Only complete the Total Hours field for unit pay codes used in Negotiations or for the applicable
states included in the note below. If applicable, enter the number of total hours the employee is
estimated to work this fiscal year in the Total Hours field; otherwise, leave this field blank. The
number can be up to 8 digits long (including the decimal point) and will be rounded to 2 decimal
places by the system if capable.

Note: For lowa, lllinois, Missouri, and Wyoming school districts only, if adding a unit pay
code and an amount is designated in the Pay Rate field (or the Default Pay Rate field, if
applicable), enter the number of units the employee will be paid with this particular pay code in
this field and then the system will calculate the total dollar amount and display it automatically in
the Total Contract field for use when printing the applicable state reports (see note above for
Total Contract field).

Enter the ID of the checking account from which the wages for this pay code for the employee
will be paid in the Checking Account ID field. If the ID is not known, click the down-arrow
button to select the correct one, or press the Ctrl+F keys to access the search feature. Leave
this field blank to default to the ID of the checking account entered on the Employment screen
for the employee.

Enter the desired check sequence (1 to 99) for the pay code in the Check Sequence field to
stipulate whether to include the wages for this pay code on only one check or separate checks if
there are multiple pay codes for the employee. If there is more than one pay code for the
employee and separate checks should be printed during the check cycle for each pay code,
enter a different sequence number for each pay code in the Check Sequence field. If there is
more than one pay code for the employee and only one check should be printed during the
check cycle, enter the same sequence number in the Check Sequence field for all the pay
codes. Leave this field blank to default to a check sequence of 1.

Only if the employee will be paid from two different checking accounts or has more than one
check sequence and deductions should be expensed and withheld from all checks, enter the
percentage in the Percent of Deductions field for the share to be expensed and withheld from
this pay code (check sequence). The number can be up to 8 digits long (including the decimal
point) and will be rounded to 4 decimal places by the system if capable. The system will
assume 100% if this field is left blank and will then take the deduction out once for each check
sequence. The calculation for the percent of deductions will only take into account those
deductions that are defined with dollar amounts and will calculate deductions defined with
percentages as normal.

If adding a contract pay code, the Regular Days field is enabled. If desired, enter the regular
number of days the employee is contracted to work in the Regular Days field. The number of
regular days cannot be greater than 9,999, but can be up to 9 digits long (including the decimal
point) and will be rounded to 4 decimal places by the system if capable.

If adding a contract pay code, the Additional Days field is enabled. If desired, enter the number
of additional days the employee is contracted to work (beyond the regular number of days) in
the Additional Days field. The number of additional days cannot be greater than 999, but can be
up to 8 digits long (including the decimal point) and will be rounded to 4 decimal places by the
system if capable.

If adding a contract pay code, the Absence Per Day field is enabled. If desired, enter the rate
per day the employee earns on the contract in the Absence Per Day field. The rate can be up to
14 digits long (including the decimal point and comma(s) if applicable) and will be rounded to 4
decimal places by the system if capable. The default calculated by the system (Total Contract
divided by total of Regular Days plus Additional Days) will appear, but can be changed.

If adding a contract pay code, the Hours Per Day field and the Hours Per Payroll field are
enabled. To track the hours worked for the employee for this pay code, complete either the
Hours Per Day field or the Hours Per Payroll field; both fields cannot be completed.

e |f desired, enter the number of total hours the employee works per day in the Hours Per Day
field. Typically, the Hours Per Day field is only completed for the main contract. The
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number cannot be greater than 24, but can be up to 8 digits long (including the decimal
point) and will be rounded to 4 decimal places by the system if capable. When calculating a
payroll, the number entered in this field is multiplied by the number entered in the Days This
Pay Period field for the payroll calculation batch to reflect the total number of hours worked
in the pay period for the employee for the particular pay code.

o |f desired, enter the number of total hours the employee works in a pay period for the
contract in the Hours Per Payroll field. The number cannot be greater than 2,080, but can
be up to 8 digits long (including the decimal point) and will be rounded to 4 decimal places
by the system if capable. When calculating a payroll, the number entered in this field is
reflected as the total number of hours worked in the pay period for the employee for the
particular pay code.

Note: Tracking hours worked is required if the Affordable Care Act (ACA) Hours Tracking
option within the School Accounting System will be completed. Also, tracking hours worked is
required for inclusion on the applicable government reports for school districts in Idaho (for
applicable employees with pay codes defined with a Pay Type of H for Hourly within the Idaho Retirement Report),
Illinois (for applicable employees to be included on the lllinois Monthly Teachers Retirement Report, including only
employees with absences on contracts or rehired retirees), Missouri (for only employees with a wage type of R for
Retired Working Member, T for Non-Member Sub Teaching WAR Waiver, or X for Non-Member), Nebraska, North
Dakota (for teachers only), South Dakota (for only employees without retirement), and Wyoming.

If workers' compensation classes are defined, the Workers' Compensation Class ID Override
field is enabled. To tie a different workers' compensation class to this pay code for the
employee rather than use the one assigned in the Pay Code File, enter the ID of the class in the
Workers' Compensation Class ID Override field. If the ID is not known, click the down-arrow
button to select the correct one, or press the Ctri+F keys to access the search feature.

Click the Expense Accounts tab (located in the upper right corner of the Wages screen) to
enter the expenditure account number(s) to be debited for the salaries from this pay code for the
employee.

e If a default expense account was entered in the Pay Code File for the specified pay code,
the Use Pay Code Defaults field is enabled and will be selected by default. If applicable,
select the Use Pay Code Defaults field to use the default expense account number(s) from
the Pay Code File. A checkmark will appear in the box if the field is selected.

¢ |If the employee has another pay code set up for the same year with the Primary Pay Code
field selected and the Expense Accounts List completed, the Use Primary Pay Code
Expense Accounts field is enabled. Select the Use Primary Pay Code Expense Accounts
field to use the expense accounts from the pay code defined as the primary for this pay
code being added. A checkmark will appear in the box if the field is selected.

Note: The Use Primary Pay Code Expense Accounts field is disabled if adding a pay code
defined as the primary pay code for the employee.

Tip: Only either the Use Primary Pay Code Expense Accounts field or the Use Pay Code
Defaults field can be selected; both fields cannot be selected.

e To enter an account number, in the blank line (indicated with an asterisk) at the bottom of
the Expense Accounts List, enter the account number in the Chart of Account Number field.
If the account number is not known, click the down-arrow button to select the correct one,
or press the Ctrl+F keys to access the search feature. Then click Enter Percents to
designate what percent of the total rate is to be expensed to the specified account number;
when entering the first account number, 100 will default in as the percent but can be
changed as needed. To specify a fixed dollar amount of the total rate to be expensed to the
specified account number, click Enter Dollars and then key the amount; the system will
then calculate the percentage automatically. If the Use Pay Code Defaults field was
selected, the default expense accounts from the Pay Code File display in the Pay Code
Default Expense Accounts List and cannot be changed; then if the default expense
accounts ever change, the expense account number will only need to be updated in the Pay
Code File and the Employee File will not need to be updated. If the Use Primary Pay Code
Expense Accounts field was selected, the expense accounts from the pay code defined as
the primary display in the Primary Pay Code Expense Accounts List and cannot be
changed.

Note: If a default expense account was entered in the Pay Code File for the specified pay
code, click the Copy From Pay Code button to copy the expense account number(s) from
the Pay Code File into the Expense Accounts List in order to use and save the expense
account number(s) with this pay code for the employee. To copy the expense account
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aa.

bb.

CC.

CC.

dd.

number(s) from another pay code defined for this employee, click the Search Employee
Expense button located at the bottom of the Expense Accounts List and then select the
desired pay code.

In the Cross References List, select the taxes and deductions that apply to the pay code for this
employee. If the wages paid with the pay code are to be included in the taxable gross for a
particular tax, the tax must be selected. If the deduction is to be expensed against the pay
code, the deduction must be selected. The defaults from the Pay Code File that are applicable
to this employee will be selected, but can be changed. To select a tax or deduction, click once
on the box to the left of the ID. To select all of the IDs for the taxes or deductions, click the box
located by itself (without a label) at the top of the taxes and the top of the deductions. A
checkmark will appear in the box if the deduction or tax is selected.

Note: If this pay code should be taxed at the supplemental rate (only applicable for FIT and
SIT), click the box for Supplemental Rate that appears to the right of the tax ID and description
in the Cross References List.

If desired, click the Expensed Payroll tab to view the expensed payroll information for this pay
code for the employee. The fields in the Expensed Payroll List are disabled, as the fields are
updated automatically to track the wages that are expensed at the end of the fiscal year; if
needed, contact Customer Support for assistance to enter or edit the information in the fields.

For Idaho school districts only, click the Idaho tab to complete the applicable information for
use with the Idaho Staff Data Reporting option:

o For employees reported with a Pay Type Group of Contract or Extra Pay in the Idaho Staff
Data Reporting, tie the pay code to the funding source for the employee in the Funding
Sources List; refer to Step 6 of the Idaho Staff Data Reporting Completion Checklist. The
employee's funding sources (as defined on the Employee Funding Source Maintenance
screen (tab) within the Idaho Staff Data Reporting option) display in the Funding Sources
List. For the applicable funding sources, enter the percentage of the salaries for the
selected pay code that applies to an employee's funding source in the Split Percent
field. The total percentage of all the applicable funding sources for the pay code must equal
100%; if the pay code applies to only one funding source, enter 100 as the percentage in
the Split Percent field for the appropriate funding source.

For lllinois school districts only, click the lllinois tab to complete the fields as follows for use
with the retirement report and/or the lllinois Employment Information System option:

o If the employee's retirement payment reason for the pay code is different than the default
designated for the pay code (when generating the retirement report), enter the appropriate 2
-character code to use for the pay code in the Retirement Payment Reason Override field,
or click the down-arrow button to select the correct one. Otherwise, leave the Retirement
Payment Reason Override field blank to use the default designated for the pay code.

¢ Inthe EIS List, enter the employee’s position information for the pay code for use with the
lllinois Employment Information System option.

For Missouri school districts only, click the Missouri Retirement tab and complete the fields
for use with the Missouri Retirement Report as follows:

o |f the employee's payroll (reporting) type for the pay code is different than the default one
entered in the Payroll Cycle custom field (on the Custom Fields screen), enter the ID for the
appropriate 1-digit code to use for the pay code in the Payroll Cycle Override field, or click
the down-arrow button to select the correct one. Otherwise, leave the Payroll Cycle
Override field blank.

o |f the employee's wage type for the pay code is different than the default one entered in the
Wage Type custom field (on the Custom Fields screen), or the default wage type
automatically assigned by the system for the employee if the Wage Type custom field is
blank, enter the ID for the appropriate 1-digit wage type to use for the pay code in the Wage
Type Override field, or click the down-arrow button to select the correct one. Otherwise,
leave the Wage Type Override field blank.

Note: The Wage Type Override field is disabled if the Wage Type field is not completed on
the Report Options screen in the Missouri Retirement Report.

o |f the employee's position code for the pay code is different than the default one entered in
the Position Code custom field (on the Custom Fields screen), enter the ID for the
appropriate 3-digit position code to use for the pay code in the Position Code Override field,
or click the down-arrow button to select the correct one. Otherwise, leave the Position
Code Override field blank.

27-e



Note: The Position Code Override field is disabled if the Position Code field is not
completed on the Report Options screen in the Missouri Retirement Report.

ee. For Wyoming school districts only, click the Wyoming tab to tie the pay code to the
assignments if the employee and pay code will be included on the Wyoming Staff Member

Collection Report (refer to Step 6 of the Wyoming Staff Member Collection Report Completion

Checklist):

e The employee's assignments (as defined on the Employee Assignment Maintenance screen
in the Wyoming Staff Member Collection Report option) display in the Assignments List. For
the applicable assignment records, enter the percentage of the salaries for the selected pay
code that applies to an employee's assignment in the Split Percent field. The total
percentage of all the applicable assignments for the pay code must equal 100%; if the pay
code applies to only one assignment, enter 100 as the percentage in the Split Percent field
for the appropriate assignment. If needed, click the Go To button to add and edit the
assignments defined for the specified employee.

3. Click the Save button.
4. Repeat Steps 2-3 until all the applicable wages have been added for the employee.
5. Continue adding the remaining information for the employee if needed.
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Deductions

The Deductions option, which is in Payroll but can also be accessed from Negotiations (if applicable), is
used to define the deductions and benefits that are withheld from the employees or paid by the employer
during a Payroll check cycle. Deductions are first defined in the Deduction File and then tied to each
employee in the Employee File. A deduction can be paid by the employee, employer, or split between
the two. The rates for deductions can be set up individually in each employee’s record or in a rate table
within the Deduction File if the rates are standard and apply to several employees. If the deduction
rates are set up in a rate table, when the rates change, only the rate table needs to be updated with the
correct amounts.

During a Payroll check cycle, the system subtracts the amounts for each deduction from the employees’
earnings and expenses the amounts paid by the employer. The total amount withheld and expensed for
each deduction is placed in the specified payables account until the check is written. The checks for the
deductions (issued to payees) can be printed automatically during the Payroll check cycle, and multiple
deductions can be set up to print to the same payee, if necessary. Detailed reports can be generated
showing each deduction and the amounts withheld and expensed for each employee for a particular
deduction.

Adding a Deduction:
1. From the Payroll screen, select the Maintenance menu and then Deductions.

Note: If desired, to access the Deduction File from Negotiations (if applicable), select the Payroll
menu from the Negotiations screen and then Deductions.

2. At the Deductions screen, click the New Record button.

Note: For any field equipped with the repeat function, click the Repeat button or press the CtrI+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry.

3. Click the General tab to complete the general information for the deduction.

a. Enter a unique ID for the deduction in the Deduction ID field. The ID can be alphanumeric and
up to 10 characters long (no spaces). See Diagram A.

Note: To have the system automatically assign the ID using the first 10 characters
(letters and numbers only) of the description (as entered in the Deduction Description
field), leave the ID field blank; once the record is saved, the ID will be assigned.

Tip: To help tie the deduction and payee together, use the same IDs for both, if applicable.

b. Select the Active field to stipulate the deduction is currently active and used by the district. A
checkmark will appear in the box if the field is selected. When adding a new deduction, the
Active field is selected by default.

Note: If the Active field is unselected (a checkmark does not appear in the box) for an existing
deduction, the deduction will no longer be withheld or expensed for employees who previously
had the deduction set up.

c. Enter a description for the deduction in the Deduction Description field. The description can be
up to 40 characters long.

d. Enter the appropriate type (Add, Deduction, Individual Bank Account Deduction, Payment
In Kind, or Percent of Net) for the deduction in the Deduction Type field, or click the down-
arrow button to select the correct one. If the deduction is paid by the employer and increases
the gross wages for the employees, enter Add. If the deduction is withheld from the gross
wages of the employees, or paid by the employer as a benefit (does not affect the gross wages
for the employees), enter Deduction. If the deduction is withheld from the gross wages of the
employees or paid by the employer, and then electronically deposited into an individual bank
account for the applicable employees (for example, a health savings account deduction), enter
Individual Bank Account Deduction. If the deduction will increase the taxable gross but not
affect the gross wages, enter Payment In Kind. If the deduction is a percentage of net wages
(amount is withheld from the employee or paid by the employer), enter Percent of Net; the
amount included in the net wages is figured after the unselected cross references (deductions
and taxes) are reduced, and so to setup a "true" percent of net deduction, leave all cross
references unselected except for the pay codes.
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Note: If adding a deduction with Individual Bank Account Deduction as the Deduction Type,
the account number for the individual bank accounts (for example, health savings accounts) and
corresponding bank information for the applicable employees will be entered on the Deductions
screen in the Employee File; direct deposit must be setup in Payroll if deductions with
Individual Bank Account Deduction as the Deduction Type will be utilized as the deposit
amounts to the individual bank accounts will be transferred electronically. If desired, deductions
for health savings accounts can be set up differently without using direct deposit (not using
Individual Bank Account Deduction as the Deduction Type; checks are written to the various
institutions instead). Refer to the Health Savings Account Deductions Setup Checklist for more
information on the different ways to set up health savings account deductions in the School
Accounting System.

e. Enter the description for the deduction that will print on the employee check stubs in the
Deduction Check Description field. The description can be up to 15 characters long.

Note: If two or more deductions have the same check description, those deductions will be
combined on the check stubs, the Payroll Register reports, and the Distribution Report by
Expense Account (with Detailed or Summary Earnings).

f. If applicable, enter the ID assigned to the school district for the deduction in the School ID
Number field. The ID can be alphanumeric and up to 20 characters long.

g. Inthe Payables Mask field, enter the mask for the balance sheet payable account that will retain
the money withheld or expensed for the deduction until the check is written. When entering the
mask, be sure to follow the balance sheet account structure defined for your
organization, key spaces between the account dimensions, and use Xs as placeholders.

Pr' Deductions s m] X

# Eile Options Reports Pin Cjick the General tab.
: Deduction ID v h Travelers Health Ins Co

General4Rate Table Deductions Payable

General Information Cross References
Lol il i e Selected ¥ ID [Select the taxes that will includefee
Deduction Description [Travelers Heath ins Co | Taxes the deduction in its taxable gross.
Deduction Type Deduction = W”
Deduction Check Description @ v~ F)f Federal Income Tax Federal Income Tax
School 1D Number [ | v //FUTA Federal Unemployment Tax | Federal Unemployme
Payables Mask lxx 436 l v / MEDICARE Medicare Medicare
Expense Mok [R0X00X 222 XX XX ] AREL" Illinois SIT State Income Tax
Detchon Samare 500 v SOCSEC Social Security Social Security
o v SUTAIL lllinois Unemployment State Unemployment
Rate Type Fixed Table v Declining O — i
> i v WCIL lllinois Workers Comp Workers Compensati__|
State Retirement System Deduction [] Ef:':m'g gv;ls)oards Share O 5 Pay Codes
Start Date v|  EndDate v I
Exclude from Expense Payroll | Exclude After Date 4 ADD Additional Rate Add
- ADSICKBANK | Admin Sick Leave Sick Bank | Add
Payee Check Infomation r BUS Bus Driver Sub Add
Payee ID TRAVELERS v || Hold Check O My | col Contract 1 Contract
Pay Group ID v C \ co2 Contract 2 Contract
- \coe Contract 3 Contract
WZ' infomation I~ b% Contract 4 Contract
Retirement Plan (Box 13) [] ‘ . = cob§ —r —
Federal Form Box ID Share to Print Box 14 Description v cusT \ Cichdion 2dd
bi| 3¢ 1200 Eoh [7‘ N Miscellaneous Deduction Deduction
x| 4 Employee Health Ins  ___
r ELSUiSelect the pay codes that | Add
*|X [ extr| allow this deduction. Add
v FAM Family Leave Add
Report Options [ HOLIDAY | Holiday Add
Print Gross Wages ™M Print Employee Social Security Number O r pRSUB Junior High Sub Add
Print Employee ID Print Member Number O r MILEAGE Mileage Add
Hide on Check Print Rate Table Description on Check 4 MISC Miscellaneous Add Add =
§ i AT N hi D-s, ANAdA
E‘\Only select this field if the deduction is paid entirely by the employer i
i ®O©6 e oKk X and you do not want to have the informgtion for the deduction print
on the employee check stubs (or appear in Web Link if applicable).
Diagram A
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Note: The Payables Mask field is disabled and not applicable for deductions with a Deduction
Type of Add or Payment In Kind.

If all or part of the deduction is paid by the employer, enter the mask for the expenditure account
to be debited for the employer's share of the deduction in the Expense Mask field; when the
employer's share of the deduction is expensed during a check cycle, the placeholders for the
mask will be replaced with the valid account dimensions from the salary expense accounts
defined for the employees. Leave this field blank if the deduction is only paid by the employees
or the deduction is a Payment In Kind type. When entering the mask, be sure to follow the
expenditure account structure defined for your organization, key spaces between the
account dimensions, and use Xs as placeholders.

Note: The Expense Mask field is disabled and not applicable for deductions with a Deduction
Type of Percent of Net.

Enter the sequence number of the deduction in the Deduction Sequence field. The sequence
number tells the system in what order to process employee deductions and tax withholdings.
The system must calculate the wages and deductions in a certain order to determine the correct
amount of taxable wages and withholdings. Each deduction type carries a sequence value in
the 100 to 900 range. The system processes the lower values first. The deductions with an
Add type are the first deductions processed since they increase the gross wages and thus have
a sequence value in the 100s. The deductions with a Payment In Kind type are the next
deductions processed and carry a sequence value in the 200s. Miscellaneous deductions,
annuities, flex deductions, and percent of net deductions carry a sequence value in the 500s.
The retirement deductions are the last deductions processed (with the exception of the percent
of net deductions) and have a sequence value in the 900s. The sequence number as based on
the Deduction Type will appear by default, but can be changed, if needed.

Note: Two or more deductions can have the same sequence number; however, to control the
order of each deduction, if desired, increment the sequence number (for example, 501, 502,
503, etc.).

If desired, enter the rate type (Fixed, Fixed Table, Multiplier Percent, Percent, or Percent
Table) to use as the default for this deduction in the Rate Type field, or click the down-arrow
button to select the correct one. If the deduction rate is a fixed dollar amount and entered
individually for each employee, enter Fixed. If the deduction rate is a fixed dollar amount and
set up in a rate table within the Deduction File, enter Fixed Table. If the deduction rate is a
percentage per $1,000 of the employees’ annual wages (or inflated wages) less a particular limit
(if applicable) using rates entered in a rate table based on the age of the employee, enter
Multiplier Percent. If the deduction rate is a percentage of gross wages and entered
individually for each employee, enter Percent. If the deduction rate is a percentage of gross
wages and set up in a rate table within the Deduction File, enter Percent Table.

Note: If Percent of Net is selected as the Deduction Type, the Rate Type field is set to Percent
of Net and cannot be changed.

Select the Declining field for the deduction to have the Declining field (on the Deductions screen
in the Employee File) selected by default when adding the deduction to an employee. A
declining deduction is one that is set up with a declining balance and stops when the balance is
zero. A checkmark will appear in the box if the field is selected.

If the deduction is a retirement deduction for your state’s retirement system, select the State
Retirement System Deduction field. A checkmark will appear in the box if the field is selected.

. For Missouri school districts and applicable lllinois school districts only, select the
Retirement on Board’s Share field if the employer’s share of the deduction increases the
retirement taxable gross wages. A checkmark will appear in the box if the field is selected.

If applicable, enter the date to start using the deduction in the Start Date field. Use the mm/dd/
yyyy format or click the down-arrow button to select the desired date.

If applicable, enter the date to stop using the deduction in the End Date field. Use the mm/dd/
yyyy format or click the down-arrow button to select the desired date.

Select the Exclude from Expense Payroll field to not have a deduction expensed as part of an
Expense Payroll or Reversing GAAP (applicable for lowa school districts who reverse GAAP
expense only) payroll batch processed at the end of the fiscal year. A checkmark will appear in
the box if the field is selected.
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Note: If this field is selected, the system will still include (calculate) the deduction during the
Expense Payroll or Reversing GAAP payroll calculation in order to correctly figure the gross
taxable wages for Social Security and Medicare, but the deduction will not be expensed to
General Ledger. The deduction will be reflected on the General Ledger Distribution Report -
Detail as debiting and crediting the Benefit Payables account (essentially canceling each other
out).

If the Exclude from Expense Payroll field is selected, the Exclude After Date field is enabled. If
applicable, to exclude the deduction from only certain expensed pay periods (date sequences),
enter the date on which to start excluding (not expensing) the deduction in the Exclude After Date
field. Use the mm/dd/yyyy format or click the down-arrow button to select the desired date.
Leave this field blank to exclude the deduction for all expensed pay periods (date sequences).
For example, to exclude (not expense) the deduction for both the July and August pay periods,
leave this field blank; however, to include (expense) the deduction for the July pay period but then
exclude (not expense) the deduction for the August pay period, enter August 1 for the appropriate
year (08/01/yyyy) in this field.

If applicable, complete the Payee Check Information section for the deduction.

Note: The Payee Check Information section is disabled and not applicable for deductions with a
Deduction Type of Add, Individual Bank Account Deduction, or Payment In Kind.

e To have the system automatically print a check during the Payroll check cycle for the
amounts withheld and expensed for the deduction, enter the ID of the payee for which to write
the check in the Payee ID field. If the ID is not known, click the down-arrow button to select
the correct one, or press the Ctrl+F keys to access the search feature. If the Payee ID field is
left blank, the system accumulates the amount withheld and expensed in the specified
payable account(s) in General Ledger but will not print a check for the deduction during a
Payroll check cycle.

Note: Only the active payees appear by default when searching, but the filters can be
changed if needed.

e If desired, to not print a check to the specified payee (entered in the Payee ID field) but have
the amount that is withheld and expensed for the deduction accumulate in the specified
balance sheet payable account(s) in General Ledger and tracked in the Deductions Payable
option in Payroll (so that a check can be written from Payroll at a later time), select the Hold
Check field. A checkmark will appear in the box if the field is selected.

Note: If needed, there is also a Hold Check field on the Deductions Payable screen that can
be utilized (selected) instead to not print the check for the deduction for just a particular
checking account and fund.

e To print the check to the specified payee (entered in the Payee ID field) only when completing
a Payroll check cycle for a particular pay group, enter the ID of the desired pay group in the
Pay Group ID field. If the ID is not known, click the down-arrow button to select the correct
one, or press the Ctrl+F keys to access the search feature.

Complete the W2 Information section for the deduction.

e To mark the Retirement Plan checkbox in Box 13 on the W2 for those employees with this
deduction, select the Retirement Plan (Box 13) field. A checkmark will appear in the box if
the field is selected.

¢ If the deduction should have the year-end totals post to the W2s, enter the information for the
applicable W2 box(es) in the W2 Information List. To add a W2 box, complete the following in
the blank line (indicated with an asterisk) at the bottom of the W2 Information List:

°  Enter the box number (and letter, if applicable) for where to post the year-end totals on
the W2 for the deduction in the Federal Form Box ID field, or click the down-arrow button
to select the correct one. For example, 403(b) annuities should post to Box 12E on the
W2.

°  Enter the appropriate type for which share of the deduction (Employee, Employer, or
Both) to print on the W2 in the Share to Print field, or click the down-arrow button to
select the correct one. To only have the share paid by the employee included in the
deduction total on the W2, enter Employee. To only have the share paid by the
employer included in the deduction total on the W2, enter Employer. To have the shares
paid by both the employee and employer included in the deduction total on the W2, enter
Both.
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5.

° If 14 is specified in the Federal Form Box ID field, the Box 14 Description field is
enabled. Enter a short description that will print on the W2 for the total for this deduction
in Box 14 in the Box 14 Description field. The description entered into this field can be up
to 15 characters long, but keep in mind, all 15 characters may not print on the actual W2s
as the field is defined with a set width on the W2 forms, and the number of characters
allowed on the forms varies based on the selected W2 format, whether or not capital
letters are used, and the specific letters included (for example, some uppercase and
lowercase letters are wider than others). The description entered in the Deduction Check
Description field will appear as the default, but can be changed.

Note: Deductions with the same Box 14 Description will be combined together on the
W2.

° If applicable, repeat these steps until all the debit account numbers have been added.

Note: To remove an entry from the W2 Information List, click the Delete button to the left of
the desired entry; when prompted to delete the line, click Yes.

Complete the Report Options section for the deduction.

Select the Print Gross Wages field to print the gross calculated for the deduction on the
Deduction Register and Payroll Register Totals reports. A checkmark will appear in the box if
the field is selected.

Select the Print Employee Social Security Number field to print the social security numbers for
the employees on the Deduction Register for the deduction. A checkmark will appear in the
box if the field is selected.

Select the Print Employee ID field to print the IDs for the employees on the Deduction
Register for the deduction. A checkmark will appear in the box if the field is selected.

Select the Print Member Number field to print the member numbers for the employees (as
entered on the Deductions screen in the Employee File) on the Deduction Register for the
deduction. A checkmark will appear in the box if the field is selected.

Only if the deduction is paid entirely by the employer, select the Hide on Check field to not
print the information for the deduction on the employee check or direct deposit stubs (or
appear in Web Link, if applicable). A checkmark will appear in the box if the field is selected.

Note: If this field is selected and a portion of the deduction is paid by the employee, the
amounts on the employee check or direct deposit stubs will not balance to the amount of the
net check.

If the Hide on Check field is not selected, the Print Rate Table Description on Check field is
enabled. If applicable, select the Print Rate Table Description on Check field to print the rate
table description used for calculating the deduction on the employee check or direct deposit
stubs. A checkmark will appear in the box if the field is selected.

Note: If this field is selected, the W4 Rate Table Description field must be included as a field
in the Stub Deductions section for the desired check formats in the Check Setup - Employees
option.

In the Cross References List, select the taxes that will include the deduction in its taxable gross
and the pay codes that allow this deduction by clicking the box to the left of the desired tax or pay
code ID. A checkmark will appear in the box if the tax or pay code is selected. If the employee’s
share of the deduction is to be included in the taxable gross for a particular tax, the tax must be
selected. If the deduction is allowed to be expensed against a particular pay code, the pay code
must be selected. To select all of the IDs for the taxes or pay codes, click the box located by itself
(without a label) at the top of the taxes and the top of the pay codes.

Note: The retirement deductions (those with the State Retirement System Deduction field
selected) also appear in the Cross References List when viewing other deductions; if the
employee's share of the deduction is to be included in the retirement gross, select the retirement
deduction. When viewing the retirement deduction, all the other deductions appear in the Cross
References List; if the amounts withheld for a deduction should be included as part of the
retirement gross, the deduction must be selected. When viewing a Percent of Net deduction, all
the other deductions also appear in the Cross References List; the amount included in the net
wages is figured after the unselected cross references (deductions and taxes) are reduced.

Tip: For Percent of Net deductions, to setup a "true" percent of net, leave all cross references
unselected except for the pay codes.

4. Click the Save button.

If applicable, click the Rate Table tab to enter limits and/or standard rates for the deduction.
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a. To start or stop the deduction at a certain point, complete the Limits List as follows:

If applicable, enter the amount to use as the lower limit for when the deduction should start
in the Deduction Lower Limit field for the appropriate Deduction Limit Range field (Payroll,
Month, Quarter, Calendar
Year, or Fiscal Year). The |  Deductions
amount can be up to 14 [ Eile Options Reports ;ﬂ Click the Rate Table tab. |

digits long (including the | Deductionid EALTHINS v &  Travelers Health Ins Co
deC'maI pOInt) and W|” be General RateTab[eﬁducnons Payable

rounded to 2 decimal Limits
places by the System_ Deduction Limit Range Deduction Lower Limit Deduction Upper Limit Deduction Limit Type

See Diagram B Payroll
Month

If applicable, enter the Qirtor
amount to use as the S ?nl);]cc:jmgletg the _ll\llevr\: Rates section i_f tr:je rates
upper limit for when the e or the deduction will change on a certain date.

deduction should stop in ) / \

the Deduction Upper Limit I e
fleld for the approprlate I Current Rates ] I U New Rates
DedUCtion lelt Range Rate Employee Employer Rate Rate Ch!nge
f|e|d (Payroll, Mon‘th, Description Ra(é Ralé Total Date
Quarter, Calendar Year, or FAMILY 163.00 259.00) 422,00 ‘ 00
Fiscal Year). The amount SNGLE | w| 200/ %
can be up to 14 digits long SUPT % 20 420 L
(including the decimal
point) and will be rounded
to 2 decimal places by the system.

If a lower or upper limit is used, enter the type for the limit (Employee, Employer, or Gross)
in the Deduction Limit Type field, or click the down-arrow button to select the correct one.
To calculate the limit on the amount paid by the employee, enter Employee. To calculate
the limit on the amount paid by the employer, enter Employer. To calculate the limit on the
gross wages, enter Gross.

Note: For lower limits, the type must be Gross. If adding a deduction with a Rate Type of
Multiplier Percent and a particular limit or amount should be subtracted from the
employees' annual wages (or inflated wages) before calculating the applicable rates, enter
the amount to subtract as a lower limit on the Calendar Year for Gross.

New New New
Employee Employer Rate
Rate Rate Total

v

X

B3
x
X

*

Diagram B

b. To enter standard rates for the deduction, complete the Deduction Rates List as follows:

In the blank line (indicated with an asterisk) at the bottom of the Deduction Rates List, enter
the description for the rate in the Rate Description field; for example, Single Rate, Married
Rate, etc. The description can be alphanumeric and up to 40 characters long. If desired,
the description entered here can be set up to print on the employee check stubs and the
Deduction Register.

Note: The rates will be listed in the Deduction Rates List in alphabetical order.

Enter the amount to be withheld from the employee’s earnings in the Employee Rate field.
The amount can be up to 14 digits long (including the decimal point) and will be rounded to
4 decimal places by the system.

Enter the amount to be expensed and paid by the employer in the Employer Rate field. The
amount can be up to 14 digits long (including the decimal point) and will be rounded to 4
decimal places by the system.

The system will automatically calculate the total of the two amounts and display it in the
Rate Total field. The amount displayed in the Rate Total field cannot be edited.

If the rates for the deduction will change on a certain date, the new rates can be entered at
this time by entering the date the new rates are effective in the Rate Change Date field
(using the mm/dd/yyyy format or clicking the down-arrow button to select the desired
date), and then entering the new amounts in the New Employee Rate field and the New
Employer Rate field. The system will automatically calculate the total of the two amounts
and display it in the New Rate Total field. The amount displayed in the New Rate Total field
cannot be edited. Then once a payroll calculation batch is processed using a Check Date
on or after the date entered in the Rate Change Date field, the new rates for the deduction
will be used.

Note: If adding a deduction with a Rate Type of Multiplier Percent, be sure to enter a rate

called "Multiplier Rate" as the Rate Description with the applicable multiplier for the wages
entered in the Employee Rate or Employer Rate field. For example, if the deduction should be
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calculated on one and one-half times the employees' wages (150% of the wages), enter 1.5 as
the multiplier rate; if calculated on two times the wages (200% of the wages), enter 2; or if
calculated on the actual wages (100% of the wages), enter 1. Then enter the rates for the
various ages using the following specific wording: "Under" at the beginning of the Rate
Description in the first age bracket, "Older" at the end of the Rate Description in the last age
bracket, and the numbers of the ages at the beginning and end of the Rate Descriptions for the
remaining age brackets; for example, use rate descriptions of "Under 25", "25 through 39", "40
through 69", and "70 and Older".

Click the Save button.

If applicable, click the Deductions Payable tab to set up an override payment if the deduction will
require a check to be written for a different amount than what is withheld and expensed for the
deduction.

Changing a Deduction:

1.

o A

From the Payroll screen, select the Maintenance menu and then Deductions.

Note: If desired, to access the Deduction File from Negotiations (if applicable), select the Payroll
menu from the Negotiations screen and then Deductions.

At the Deductions screen, enter the ID of the deduction to change in the Deduction ID field. If the ID
is not known, click the down-arrow button or the Find button to select the correct one.

Make the desired changes to the deduction.
a. If the deduction has been used, the Deduction Type field is disabled and cannot be changed.

b. For the W2 boxes in the W2 Information List, complete the blank line (indicated with an asterisk)
at the bottom of the list to add a new W2 box, or click the Delete button located to the left of the
entry to delete one (when prompted to delete it, click Yes).

c. To add a new standard rate to the deduction, click the Rate Table tab and then complete the
blank line (indicated with an asterisk) at the bottom of the Deduction Rates List.

d. Toremove a standard rate from the deduction, click the Rate Table tab and then click the
Delete button located to the left of the desired rate in the Deduction Rates List; when prompted
to delete the record, click Yes.

Note: If a rate is being used on the Deductions screen of the Employee File, the system will not
allow it to be deleted.

After all the changes have been made, click the Save button.

If the ID for the deduction was changed, a prompt will appear verifying whether or not to change the
ID or add a new one. To change the ID for the deduction, click the Change button. To not change
the ID and revert to use the original ID, click the Revert to Original button. To add a new deduction
with the specified ID that is a duplicate of the current deduction, click the Create New button.

If any taxes, pay codes, or deductions (if applicable) in the Cross References List were selected (or
unselected), the system will prompt to add (or remove) the cross reference for the deduction and the
specified tax, pay code, or deduction for all employees. To add (or remove) the cross reference to
all employees, click Yes; otherwise, click No. Click Yes to All to add (or remove) all the selected
cross references to all employees or click No to All to not add (or remove) all the selected cross
references to all employees.

Deleting a Deduction:

Note: If a deduction has been used, the system will not allow it to be deleted; however, a deduction can
be made inactive by removing the checkmark for the Active field within the Deduction File.

1.

From the Payroll screen, select the Maintenance menu and then Deductions.

Note: If desired, to access the Deduction File from Negotiations (if applicable), select the Payroll
menu from the Negotiations screen and then Deductions.

At the Deductions screen, enter the ID of the deduction to delete in the Deduction ID field. If the ID
is not known, click the down-arrow button or the Find button to select the correct one.

Once the deduction to delete is displayed on the screen, click the Delete button; when prompted to
delete the record, click Yes.

Adding a Deductions Payable or Taxes Payable Entry:

1.

From the Payroll screen, select the Maintenance menu, and then depending on whether the entry
to be added is for a deduction or a tax, select Deductions or Taxes.

Note: If desired, to access the Deduction File or Tax File from Negotiations (if applicable), select
the Payroll menu from the Negotiations screen and then Deductions or Taxes.

28-g



w

Click the Deductions Payable or Taxes Payable tab.
Click the New Record button.

Enter the ID for the deduction or tax in the Deduction ID or Tax ID field. If the ID is not known, click
the down-arrow button to select the correct one. See Diagram C.

Enter the ID of the checking account from which the amount for the deduction or tax will be withheld
or expensed in the Checking Account ID field. If the ID is not known, click the down-arrow button to
select the correct one, or press the Ctrl+F keys to access the search feature.

Enter the number of the fund from which the amount for the deduction or tax will be withheld or
expensed in the Fund Number field. If the ID is not known, click the down-arrow button to select the
correct one.

If there is an amount due to the payee for the specified deduction or tax, the amount due displays in
the Amount Due field. The amount due appears if the payee check for the deduction or tax was not
written in the most recent Payroll check cycle (or is not written every pay period; for example, if it is
only written once a quarter), or if a payroll check had been voided and not reissued or issued for a
different amount. If desired, to . .
increase or decrease the Pl Deductions [Click the Deductions Payable tab. |

amount of the next check to be | Eile Options Reports PinTo Help

written to the payee for the i Deduction ID HEALTHIN v [0} Travelers Health Ins Co
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enter the amount by which to

increase or decrease the check | pyieni HEALTHINS =

for the particular checking e K =
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The amount can be up to 14 A . ;/_,V/—payee for the specified deduction or
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[6.150.00
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: expensed. In this example, the payee check
increase the check, enter the for the specified deduction in checking

amount to increase as a account 1 and fund 10 will be $6,150.

posie umber, or 0 ecre20° | @) ©)/816) 411 %.0 13 exeumgmen - 5, T

decrease as a negative .
number. Diagram C

Note: The amount entered in the Amount Due field will be zeroed out automatically after the check is
written and updated.

Tip: If there is an amount displayed in the Amount Due field, click the Show Details button to the
right of the field to view the detail information for the amount shown.

To have the check for the selected deduction or tax write for an amount other than what is withheld
and expensed, enter the amount for which to write the check in the Override Payment field. The
amount can be up to 14 digits long (including the decimal point and comma(s) if applicable) and will
be rounded to 2 decimal places by the system if capable. The amount entered in this field will replace
the calculated amount of the check during the check cycle.

Note: The amount entered in the Override Payment field will remain here until it is changed or
deleted.

If desired, to not print a check to the payee but have the amount that is withheld and expensed for the
deduction (for the particular checking account and fund) accumulate in the specified balance sheet
payable account(s) in General Ledger and tracked in the Deductions and Taxes Payable option in
Payroll (so that a check can be written from Payroll at a later time), select the Hold Check field. A
checkmark will appear in the box if the field is selected.

Note: If the Hold Check field is selected for the deduction or tax on the General screen, the check
will not print, no matter if this Hold Check field is selected or not.

10. Click the Save button.
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Pay Codes

The Pay Codes option, which is in Payroll but can also be accessed from Negotiations (if applicable), is
used to define the different categories of pay, including both contract and unit (such as daily or hourly)
wages, paid to employees. Pay codes can be set up with a default rate and/or a default expense
account (so no matter which employee gets paid with the particular pay code, the same rate would be
paid and/or the same account number would be expensed), or the pay codes can be tied to each
applicable employee with a different rate and/or expense account specified. If a pay code is entered for
an employee, the pay code is tied to a year to allow the history of pay codes (wages) for past years to
be tracked and for the next year’s rates to be entered using the same ID without affecting the current
rate.

Adding a Pay Code:
1. From the Payroll screen, select the Maintenance menu and then Pay Codes.

Note: If desired, to access the Pay Code File from Negotiations (if applicable), select the Payroll
menu from the Negotiations screen and then Pay Codes.

2. Atthe Pay Codes screen, click the New Record button.

Note: For any field equipped with the repeat function, click the Repeat button or press the Ctrl+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry.

3. Enter a unique ID for the pay code in the Pay Code ID field. The ID can be alphanumeric and up to
10 characters long (no spaces). See Diagram A.

Note: To have the system automatically assign the ID using the first 10 characters (letters
and numbers only) of the description, leave the ID field blank; once the record is saved, the ID
will be assigned.

4. Select the Active field to stipulate the pay code is currently active and used by the district. A
checkmark will appear in the box if the field is selected. When adding a new pay code, the Active
field is selected by default.

Note: If the Active field is unselected (a checkmark does not appear in the box) for an existing pay
code, the pay code cannot be added to an employee in the Employee File or an entry cannot be
made in the Pay Period Entries, Time Cards, or Employee Absences options. Also, if a contract pay
code which was previously set up for one or more employees is made inactive, the contract will not
be paid for the applicable employees even if there is a balance for the contract.
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10.

11.

12.

13.

14.

Enter a description for the pay code in the Pay Code Description field. The description can be up to
40 characters long.

Enter the appropriate type (Add, Contract, Deduction, or Payment In Kind) for the pay code in the
Pay Code Type field, or click the down-arrow button to select the correct one. If the pay code
increases the gross wages and will only be paid if an entry is made within the Pay Period Entries
option for the applicable employees during a check cycle, enter Add. If the pay code increases the
gross wages and will pay a specified dollar amount to the applicable employees each check cycle
until a total amount has been paid, enter Contract. If the pay code decreases the gross wages,
enter Deduction. If the pay code increases the taxable gross but does not affect the gross wages,
enter Payment In Kind.

If applicable, enter the ID of the workers' compensation class with the corresponding rate for which
to calculate (and pay, if applicable) the workers' compensation liability on the gross wages for the
pay code in the Workers' Compensation Class ID field. If the ID is not known, click the down-arrow
button to select the correct one, or press the Ctrl+F keys to access the search feature.

If applicable, enter the box number for where to post the year-end totals for the pay code in the
additional boxes on the W2 for employees in the Federal Form Box ID field, or click the down-arrow
button to select the correct one. Typically, this field is only completed for pay codes with a Pay
Code Type of Deduction or Payment In Kind.

Note: The computer automatically accumulates taxable wages for Boxes 1-6 and 16-19 on the W2s
(as based on the taxes selected in the Cross References List); this is for other reportable information
in additional boxes.

If applicable, enter the ID of the leave for which the pay code is tied in the Leave ID field. If the ID is
not known, click the down-arrow button to select the correct one, or press the Ctrl+F keys to
access the search feature. If an ID is entered here, each time this pay code is used in a check
cycle, the specified units will be deducted from the designated leave.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type field.

Only if the Time Cards option is used in Payroll or the school district uses the Negotiations
module, if the pay code is defined to pay regular rates, enter the ID for the pay code to be used for
paying overtime rates in the Overtime Pay Code ID field. If the ID is not known, click the down-
arrow button to select the correct one.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type field.

If applicable, select the Hours Worked field to have the Hours field for entries in Pay Period Entries
and Employee Absences for this pay code automatically be completed (based on the number in the
Units field) in order to be included in the total hours worked for the employees on the applicable
government reports. A checkmark will appear in the box if the field is selected.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type field.

Tip: Tracking hours worked is required if the Affordable Care Act (ACA) Hours Tracking option
within the School Accounting System will be completed. Also, tracking hours worked is required for
inclusion on the applicable government reports for school districts in Idaho (for pay codes defined with a
Pay Type of H for Hourly within the Idaho Retirement Report for applicable employees), lllinois (for pay codes used by
applicable employees to be included on the lllinois Monthly Teachers Retirement Report, including only employees with
absences on contracts or rehired retirees), Missouri (for pay codes used only by employees with a wage type of R for
Retired Working Member, T for Non-Member Sub Teaching WAR Waiver, or X for Non-Member), Nebraska, North
Dakota (for pay codes used by teachers only), South Dakota (for pay codes used only by employees without
retirement), and Wyoming.

If the Hours Worked field is selected, the Hours Per Unit field is enabled. If applicable, enter the
number of hours worked for each unit included with entries made for the pay code in Pay Period
Entries and Employee Absences in the Hours Per Unit field, or leave the field blank to default to

1. When the entries are made for this pay code in Pay Period Entries and Employee Absences, the
number entered here will be multiplied by the number entered in the Units field for the entry and the
total will be displayed in the Hours field. The number can be up to 14 digits long (including the
decimal point and comma(s) if applicable) and will be rounded to 4 decimal places by the system if
capable.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type field.

If the pay code is defined to pay overtime rates, select the Overtime field. A checkmark will appear
in the box if the field is selected.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type field.

If desired, enter any additional information to track for the pay code in the Comments field. The
comment can be up to 1,000 characters long.
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15.

16.

17.

If applicable, complete the Pay Code Defaults section for the pay code.

a. Enter the rate to use as the default to pay for one unit of the pay code for all employees in the
Default Rate field; otherwise, leave the field blank to enter a specific rate for each employee in
the Employee File. The rate can be up to 14 digits long (including the decimal point and comma
(s) if applicable) and will be rounded to 4 decimal places by the system if capable.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type
field.

b. If desired, in the Default Data Entry Check Sequence field, enter the check sequence (1 to 99)
to use as the default when making entries for the pay code in Pay Period Entries or Employee
Absences (only applicable if the pay code will not be defined for employees on the Wages
screen in the Employee File); otherwise, leave the field blank to enter a specific check sequence
to use for the pay code for each employee in the Employee File.

Tip: The check sequence is used to stipulate whether to include the wages for the entries from
the pay code on only one check or separate checks if there are multiple pay codes or entries for
an employee.

Note: This field is disabled and not applicable if Contract is specified in the Pay Code Type
field.

c. If desired, enter the expense account number(s) to use as the default for the wages paid for the
pay code in the Default Expense Accounts List; otherwise, leave the fields blank to enter the
specific expense account number(s) for each employee in the Employee File. To enter a default
account number, in the blank line (indicated with an asterisk) at the bottom of the Default
Expense Accounts List, enter the account number in the Chart of Account Number field. If the
account number is not known, click the down-arrow button to select the correct one, or press
the Ctrl+F keys to access the search feature. Then click Enter Percents to designate what
percent of the total rate is to be expensed to the specified account number; when entering the
first account number, 100 will default in as the percent but can be changed as needed. To
specify a fixed dollar amount of the total rate to be expensed to the specified account number,
click Enter Dollars and then key the amount; the system will then calculate the percentage
automatically.

In the Cross References List, select the taxes that will include the pay code in its taxable gross and
the deductions that are to be expensed against the pay code by clicking the box to the left of the
desired tax or deduction ID. A checkmark will appear in the box if the deduction or tax is selected.
If the wages paid with the pay code are to be included in the taxable gross for a particular tax, the
tax must be selected. If the deduction is to be expensed against the pay code, the deduction must
be selected. To select all of the IDs for the taxes or deductions, click the box located by itself
(without a label) at the top of the taxes and the top of the deductions.

Note: If this pay code should be taxed at the supplemental rate (only applicable for FIT and SIT),
click the box for Supplemental Rate that appears to the right of the tax ID and description in the
Cross References List.

Click the Save button.

Note: The new pay code will automatically have the Gross Earnings column selected on the Pay
Codes screen in the Balancing Information option; if needed, make changes as necessary.

Changing a Pay Code:

1.

From the Payroll screen, select the Maintenance menu and then Pay Codes.

Note: If desired, to access the Pay Code File from Negotiations (if applicable), select the Payroll
menu from the Negotiations screen and then Pay Codes.

At the Pay Codes screen, enter the ID of the pay code to change in the Pay Code ID field. If the ID
is not known, click the down-arrow button or the Find button to select the correct one.

Make the desired changes to the pay code.

a. If the Active field was unselected (a checkmark does not appear in the box) for a contract pay
code and there are employees with balances on that contract, a message will appear asking to
continue; click Yes to make the contract pay code inactive (the employees will not be paid the
remaining balances), or click No to keep the contract pay code active.

Note: An inactive pay code cannot be added to an employee in the Employee File or an entry
cannot be made in the Pay Period Entries, Time Cards, or Employee Absences options.

b. For the account number(s) in the Default Expense Accounts List, complete the blank line
(indicated with an asterisk) at the bottom of the list to add a new account number, or click the
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Delete button located to the left of the desired account number to delete one (when prompted to
delete it, click Yes).

After all the changes have been made, click the Save button.

If the ID for the pay code was changed, a prompt will appear verifying whether or not to change the
ID or add a new one. To change the ID for the pay code, click the Change button. To not change
the ID and revert to use the original ID, click the Revert to Original button. To add a new pay code
with the specified ID that is a duplicate of the current pay code, click the Create New button.

Note: If adding a new pay code by clicking the Create New button, the new pay code will
automatically have the Gross Earnings column selected on the Pay Codes screen in the Balancing
Information option; if needed, make changes as necessary.

If any deductions or taxes in the Cross References List were selected (or unselected), the system
will prompt to add (or remove) the cross reference for the pay code and the specified tax or
deduction for all employees. To add (or remove) the cross reference to all employees, click Yes;
otherwise, click No. Click Yes to All to add (or remove) all the selected cross references to all
employees or click No to All to not add (or remove) all the selected cross references to all
employees.

If the supplemental rate is selected (or unselected) for an income tax (only applicable for FIT and
SIT) by clicking the box under the Supplemental Rate column located to the right of the tax ID and
description in the Cross References List, the system will prompt to change the supplemental rate
selection for the tax and pay code for all employees. To change the supplemental selection for all
employees, click Yes; otherwise, click No. Click Yes to All to change the supplemental selection for
all employees along with any other cross reference changes for all employees or click No to All to
not change the supplemental rate selection and also any other cross reference changes.

Note: This prompt will not appear if Yes to All or No to All was selected in the previous step.

Deleting a Pay Code:

Note: If a pay code has been used, the system will not allow it to be deleted; however, a pay code can
be made inactive by removing the checkmark for the Active field within the Pay Code File.

1.

From the Payroll screen, select the Maintenance menu and then Pay Codes.

Note: If desired, to access the Pay Code File from Negotiations (if applicable), select the Payroll
menu from the Negotiations screen and then Pay Codes.

At the Pay Codes screen, enter the ID of the pay code to delete in the Pay Code ID field. If the ID is
not known, click the down-arrow button or the Find button to select the correct one.

Once the pay code to delete is displayed on the screen, click the Delete button; when prompted to
delete the record, click Yes.

29-d



Check Setup - Employees

The Check Setup - Employees option is used to define the format of the checks and direct deposit stubs
issued to employees in Payroll. The check measurements, margins, fonts, check print positions, and
stub information are defined within the Check Setup - Employees option. If a signature image is used
when printing Payroll checks, the necessary information is also entered in the Check Setup - Employees
option; for step-by-step instructions on using a signature image, refer to the Signature Image Setup
Checklist topic in the Help File.

Note: If a check-writing software is used to print Payroll checks, use the Check Writing Software option

within the Check Setup - Employees option to define the check setup(s).

Adding a Check Setup for Employees:

Note: If a check-writing software is used to print checks (and direct deposit stubs, if applicable), follow
the instructions for Adding a Check Setup for Employees and Payees for Use with a Check-Writing
Software instead.

1. From the Payroll screen, select the Maintenance menu and then Check Setup - Employees.

2. Atthe Check Setup - Employees screen, click the New Record button.

3. Click the General tab to complete the general information and settings for the new check setup.
a. Enter a unique name for the check setup in the Report Name field. The name can be

alphanumeric and up to 255 characters long. See Diagram A.

b. Complete the Page Settings section for the check setup:

Last Updated 9/29/2020 (PR)

Enter the desired page orientation (Portrait or Landscape) for the new check setup in the
Orientation field, or click the down-arrow button to select the correct one. To print the
checks or direct deposit stubs with the long edge of the paper down the side, enter Portrait.
To print the checks or direct deposit stubs with the long edge of the paper on the top and
bottom, enter Landscape. The default of Portrait will appear (unless Landscape is set as
the default in the Report Writer Defaults option if the district has the Report Writer module),

but can be changed.

Enter the distance in inches from the top edge of the paper to where the information should
start printing on the checks or direct deposit stubs in the Top Margin field. The margin
cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable. The default of 0.50 for
one-half inch (or other specified margin as designated in the Report Writer Defaults option if
the district has the Report Writer module) will appear, but can be changed.

Enter the distance
in inches from the
bottom edge of the
paper to where the
information should
stop printing on the
checks or direct
deposit stubs in the

Bottom Margin field.

The margin cannot
be greater than 2
inches, but can be
up to 4 digits long
(including the
decimal point) and
will be rounded to 2
decimal places by
the system if
capable. The
default of 0. 50 for
one-half inch (or
other specified
margin as
designated in the
Report Writer

Defaults option if the district has the Report Writer module) will appear, but can

be changed.
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o Enter the distance in inches from the left edge of the paper to where the information should
start printing on the checks or direct deposit stubs in the Left Margin field. The margin
cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable. The default of 0.50 for
one-half inch (or other specified margin as designated in the Report Writer Defaults option if
the district has the Report Writer module) will appear, but can be changed.

o Enter the distance in inches from the right edge of the paper to where the information should
stop printing on the checks or direct deposit stubs in the Right Margin field. The margin
cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable. The default of 0.50 for
one-half inch (or other specified margin as designated in the Report Writer Defaults option if
the district has the Report Writer module) will appear, but can be changed.

Enter the desired check and stub format (Check Stub, Check Stub Stub, Stub Check, Stub
Check Stub, Stub Only, or Stub Stub Check) for the new check setup in the Check Layout
field, or click the down-arrow button to select the correct one. To print the check first followed
by one stub, enter Check Stub. To print the check first followed by two stubs, enter Check
Stub Stub. To print just one stub followed by the check, enter Stub Check. To print one stub
first followed by the check and then a second stub, enter Stub Check Stub. To print just the
stub (no check), enter Stub Only. To print two stubs first followed by the check, enter Stub
Stub Check.

Enter the actual height of the check portion in inches in the Check Height field. The height
cannot be greater than 11 inches, but can be up to 5 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable.

Enter the actual height of one stub in inches in the Stub Height field. The height cannot be
greater than 11 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable.

Note: The height of the stub multiplied by the number of stubs plus the height of the check
must equal the size of the paper (or slightly less due to rounding).

Enter the distance in inches from the top edge of the stub (edge of paper or perforation) to
where the first line should print on the stub in the Stub Top Margin field. The margin cannot be
greater than 2 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable.

Select the Print Zero Balance Checks field to have checks and direct deposit stubs print if they
are a zero balance. A checkmark will appear in the box if the field is selected.

Enter the description of the referenced custom field to use to sort the checks when printing in
the Sort Checks by Custom Referenced Field field, or click the down-arrow button to select the
correct one. Specify No Custom Referenced to sort (print) the checks in alphabetical order.

Enter the description of the referenced custom field to print right above the name and address of
the employee on the check in the Custom Referenced Field to Print on Checks field, or click the
down-arrow button to select the correct one. Specify No Custom Referenced to not have a
custom field print on the check.

Only if the new check setup is for direct deposit stubs, enter the desired option for printing the
bank account information (Do Not Print Bank Account Information, Print Bank Name/
Exclude Account Number, Print Bank Name/Full Account Number, or Print Bank Name/
Last 4 Digits of Account Number) in the Bank Account Information on Direct Deposit Stubs
field, or click the down-arrow button to select the correct one. To omit the employee's bank
account information and deposit amount from printing on the direct deposit stubs, enter Do Not
Print Bank Account Information. To print just the name of the employee's bank with the
deposit amount and not the employee's bank account number, enter Print Bank Name/Exclude
Account Number. To print the name of the employee's bank and the employee's entire bank
account number with the deposit amount, enter Print Bank Name/Full Account Number. To
print the name of the employee's bank and only the last 4 digits of the employee's bank account
number with the deposit amount, enter Print Bank Name/Last 4 Digits of Account Number.
Leave this field blank to have the system default to Do Not Print Bank Account Information.

Select the font, font style, and font size to use for the information printed on the stub by clicking
the Search button for the Stub Font field. After selecting the desired font information, click the
OK button and the selected font will appear in this field. The default of Arial, Regular, font size
8 (or other specified font as designated in the Report Writer Defaults option if the district has the
Report Writer module) will appear, but can be changed.
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Select the font, font style, and font size to use for the information printed on the check portion of
the check setup (if applicable) by clicking the Search button for the Check Font field. After
selecting the desired font information, click the OK button and the selected font will appear in
this field. The default of Arial, Regular, font size 8 (or other specified font as designated in the
Report Writer Defaults option if the district has the Report Writer module) will appear, but can be
changed.

In the Checking Accounts List, specify which checking accounts use the particular check setup
as the default when printing checks and/or direct deposit stubs for employees.

o To select the particular check setup as the default when printing checks, select the Default
Check Format field (column) for the desired checking accounts. A checkmark will appear in
the box under the Default Check Format column for the checking account if the field is
selected.

o To select the particular check setup as the default when printing direct deposit stubs, select
the Default Direct Deposit Format field (column) for the desired checking accounts. A
checkmark will appear in the box under the Default Direct Deposit Format column for the
checking account if the field is selected.

o To select the particular check setup as the default when emailing direct deposit stubs, select
the Default Email Format field (column) for the desired checking accounts. A checkmark will
appear in the box under the Default Email Format column for the checking account if the
field is selected.

Note: Only one check setup can be selected as the default for checks or direct deposit stubs
per checking account. If the Default Check Format, Default Direct Deposit Format, or Default
Email Format field is selected for a checking account that also had been previously selected for
a different check setup, the field will be unselected for that other check setup after saving this
check setup.

4. Click the Check Print Positions tab to complete the check print positions for the check setup.

a.

To print the date on the check portion of the check setup, enter the distance in inches from the
top edge of the check (edge of paper or perforation) to where the date should print in the Top
field for Date. Enter the distance in inches from the left edge of the check (paper) to where the
date should start to print in the Left field for Date. Enter the distance in inches for how wide the
date should be in the Width field for Date. The distance cannot be greater than 11 inches, but
can be up to 5 digits long (including the decimal point) and will be rounded to 2 decimal places
by the system if capable. To omit the date from the check setup, leave the Top, Left, and Width
fields for Date blank. See Diagram B.

To print the amount written in words on the check portion of the check setup, enter the distance
in inches from the top edge of the check (edge of paper or perforation) to where the amount in
words should print in the Top field for Amount (Words). Enter the distance in inches from the
left edge of the check (paper) to where the amount in words should start to print in the Left field
for Amount (Words). Enter the distance in inches for how wide the amount in words should be
in the Width field for Amount (Words). The distance cannot be greater than 11 inches, but can
be up to 5 digits long (including the decimal point) and will be rounded to 2 decimal places by
the system if capable. To omit the amount in words from the check setup, leave the Top, Left,
and Width fields for Amount (Words) blank.

To print the amount written in numbers on the check portion of the check setup, enter the
distance in inches from the top edge of the check (edge of paper or perforation) to where the
amount in numbers should print in the Top field for Amount (Numbers). Enter the distance in
inches from the left edge of the check (paper) to where the amount in numbers should start to
print in the Left field for Amount (Numbers). Enter the distance in inches for how wide the
amount in numbers should be in the Width field for Amount (Numbers). The distance cannot be
greater than 11 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable. To omit the amount in numbers from the
check setup, leave the Top, Left, and Width fields for Amount (Numbers) blank.

If desired, select the Display Dollar Sign field located to the right of the fields for Amount
(Numbers) to print a dollar sign with the check amount written in numbers. A checkmark will
appear in the box if the field is selected.

Note: The Display Dollar Sign field only applies to the check amount in the check portion and
does not apply to the check amount included in the stub. If the district has the Report Writer
module, the system will use the applicable settings for printing dollar signs with the amounts in
the stub portion from the Report Writer Defaults option (defaults are applied when saving the
new check setup).
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To print the name and address on the check portion of the check setup, enter the distance in
inches from the top edge of the check (edge of paper or perforation) to where the name and
address should print in the Top field for Name & Address. Enter the distance in inches from the
left edge of the check (paper) to where the name and address should start to print in the Left
field for Name & Address. Enter the distance in inches for how wide the name and address
should be in the Width field for Name & Address. The distance cannot be greater than 11
inches, but can be up to 5 digits long (including the decimal point) and will be rounded to 2
decimal places by the system if capable. To omit the name and address from the check setup,
leave the Top, Left, and Width fields for Name & Address blank.

To print only the name on the check portion of the check setup, enter the distance in inches
from the top edge of the check (edge of paper or perforation) to where the name should print in
the Top field for Pay To The Order Of. Enter the distance in inches from the left edge of the
check (paper) to where the name should start to print in the Left field for Pay To The Order

Of. Enter the distance in inches for how wide the name should be in the Width field for Pay To
The Order Of. The distance cannot be greater than 11 inches, but can be up to 5 digits long
(including the decimal point) and will be rounded to 2 decimal places by the system if

capable. To omit the name from the check setup, leave the Top, Left, and Width fields for Pay
To The Order Of blank.

To print the check number on the check portion of the check setup, enter the distance in inches
from the top edge of the check (edge of paper or perforation) to where the check number should
print in the Top field for Check Number. Enter the distance in inches from the left edge of the
check (paper) to where the check number should start to print in the Left field for Check
Number. Enter the distance in inches for how wide the check number should be in the Width
field for Check Number. The distance cannot be greater than 11 inches, but can be up to 5
digits long (including the decimal point) and will be rounded to 2 decimal places by the system if
capable. To not have the check number print on the check portion of the check setup, leave the
Top, Left, and Width fields for Check Number blank.

Note: Typically, the check number is only included (printed) on the check portion of the check
setup if the check number is not already printed on the check stock.

If the Top, Left, and Width fields are completed for Check Number, select the font, font style,
and font size to use for the check number printed in the check portion of the check setup, by
clicking the Search button for the Font field. After selecting the desired font information, click
the OK button and the selected font will appear in this field. The default of Arial, Regular, font
size 8 (or other specified font as designated in the Report Writer Defaults option if the district
has the Report Writer module) will appear, but can be changed.

Complete the Signature Images section if the signatures to print on the checks have been
scanned and saved as a .gif file. Up to two signature files can be used for each check setup,
with each signature file containing multiple signatures, if desired.

Note: Complete the Signature Image 1 fields for the first signature file and the Signature Image
2 fields for the second signature file, if applicable.
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o Enter the distance in inches from the top edge of the check (edge of paper or perforation) to
where the image should print in the Top field. The distance cannot be greater than 11 inches,
but can be up to 5 digits long (including the decimal point) and will be rounded to 2 decimal
places by the system if capable.

o Enter the distance in inches from the left edge of the check (paper) to where the image should
print in the Left field. The distance cannot be greater than 11 inches, but can be up to 5 digits
long (including the decimal point) and will be rounded to 2 decimal places by the system if
capable.

o Enter the width of the image in inches in the Width field. The width cannot be greater than 11
inches, but can be up to 5 digits long (including the decimal point) and will be rounded to 2
decimal places by the system if capable.

o Enter the height of the image in inches in the Height field. The height cannot be greater than
11 inches, but can be up to 5 digits long (including the decimal point) and will be rounded to 2
decimal places by the system if capable.

o Enter the path (drive and folders) to the signature file in the Image Path field, or click the
Search button to select the correct path and file. The path can be up to 150 characters in
length.

5. Click the Field Selection tab to select the fields of information to include on the stub portion of the
check setup. See Diagram C.

a.

To add fields to the check setup, select the section for where to insert the fields by clicking once
on the line for the desired section in the Report Layout List on the right side of the screen, and
then select the fields (columns) of information to include on the stub by double-clicking on the
desired fields in the Report Fields List on the left side of the screen. The fields displayed in the
Report Fields List will change depending on the section selected in the Report Layout List as the
fields can only be added to particular sections. As the fields are added to the check setup, the
fields will appear under the selected section in the Report Layout List on the right side of the
screen.

Note: The Stub Heading section is the first line of information that prints on the check stub, such
as the name of the employee, check date, and check number. To remove a field from the check
setup, click the Delete button located to the left of the desired field; when prompted to delete the
line, click Yes.

Tip: To print the total number of hours entered in the pay period for Add type pay codes for an
employee, include the Current Hours Worked field in the Stub Wages section. To print the tax
table and number of allowances used for calculating an income tax for an employee (as entered
on the Taxes screen in the Employee File), or the rate table description used for calculating a
deduction, include the W4 Rate Table Description field in the Stub Deductions section; also, verify
the Print Employee W4 Information on Check field is selected for the desired taxes (in the Tax
File) and the Print Rate Table Description on Check field is selected for the desired deductions (in
the Deduction File).

The order the fields are listed on the screen under each section in the Report Layout List is the
order the fields (columns) will print on the stub. If desired, to change the order of the fields, click
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6.

once on the field to move and then click the Top, Up, Down, or Bottom button until the field is
in the desired position.

c. Define the settings for each field included in each section on the check setup as follows:

o Enter the heading description to print for the field (column) on the stub in the Label field, or
leave blank to omit the heading, if desired. The description can be alphanumeric and up to
128 characters long. A default heading description for the field will appear, but can be
changed.

o Enter the number of characters for how wide to print the field (column) on the stub in the
Field Width field. The number for the width can be up to 3 digits long. A default width for
the field will appear, but can be changed.

e The name of the field (column) to print on the stub appears in the Field Name field and
cannot be changed.

Click the Save button.
Note: If the district has the Report Writer module, the system will use the applicable settings from
the Report Writer Defaults option when saving the new check setup. For example, if the default for
how a negative number prints is changed in the Report Writer Defaults option, the setting will be
applied to the new check setup.
If desired, click the Execute button to print a test of the check setup from within the Check Setup -
Employees option.

Changing a Check Setup for Employees:
Note: If a check-writing software is used to print checks (and direct deposit stubs, if applicable), follow

the instructions for Changing a Check Setup for Employees and Payees for Use with a Check-Writing
Software instead.

1.
2.

From the Payroll screen, select the Maintenance menu and then Check Setup - Employees.

At the Check Setup - Employees screen, enter the name of the check setup to edit in the Report
Name field. If the name is not known, click the down-arrow button or the Find button to select the
correct one.

Note: If the district has the Report Writer module and changes were last made to the check setup in
Report Writer, a message will appear stating the changes will be lost if re-saved within the Check
Setup - Employees option; click OK.

Make the desired changes to the check setup.

After all the changes have been made, click the Save button.

Note: If the district has the Report Writer module, the system will use the applicable settings from
the Report Writer Defaults option when saving the changes for the check setup. For example, if the
default for how a negative number prints is changed in the Report Writer Defaults option, the setting
will be applied to the check setup.

If the report name was changed, a prompt will appear verifying whether or not to change the name
or add a new one. To change the name for the check setup, click the Change button. To not
change the name and revert to use the original report name, click the Revert to Original button. To
add a new check setup with the specified report name that is a duplicate of the current check setup,
click the Create New button.

If desired, click the Execute button to print a test of the check setup from within the Check Setup -
Employees option.

Deleting a Check Setup for Employees:
Note: If a check-writing software is used to print checks (and direct deposit stubs, if applicable), follow

the instructions for Deleting a Check Setup for Employees and Payees for Use with a Check-Writing
Software instead.

1.
2.

From the Payroll screen, select the Maintenance menu and then Check Setup - Employees.

At the Check Setup - Employees screen, enter the name of the check setup to delete in the Report
Name field. If the name is not known, click the down-arrow button or the Find button to select the
correct one.

Note: If the district has the Report Writer module and changes were last made to the check setup in
Report Writer, a message will appear stating the changes will be lost if re-saved within the Check
Setup - Employees option; click OK.

Once the check setup to delete is displayed on the screen, click the Delete button; when prompted
to delete the record, click Yes.
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Check Setup - Payees

The Check Setup - Payees option is used to define the format of the checks and direct deposit (and
automatic payment) stubs issued to payees in Payroll. The check measurements, margins, fonts, check
print positions, and stub information are defined within the Check Setup - Payees option. If a signature
image is used when printing Payroll checks, the necessary information is also entered in the Check
Setup - Payees option; for step-by-step instructions on using a signature image, refer to the Signature
Image Setup Checklist topic in the Help File.

Note: If a check-writing software is used to print Payroll checks, use the Check Writing Software option
within the Check Setup - Employees option to define the check setup(s).

Adding a Check Setup for Payees:

Note: If a check-writing software is used to print checks (and direct deposit stubs or automatic payment
stubs, if applicable), follow the instructions for Adding a Check Setup for Employees and Payees for Use
with a Check-Writing Software instead.

1. From the Payroll screen, select the Maintenance menu and then Check Setup - Payees.

2. Atthe Check Setup - Payees screen, click the New Record button.

3. Click the General tab to complete the general information and settings for the new check setup.

a. Enter a unique name for the check setup in the Report Name field. The name can be
alphanumeric and up to 255 characters long. See Diagram A.

b. Complete the Page Settings section for the check setup:

o Enter the desired page orientation (Portrait or Landscape) for the new check setup in the
Orientation field, or click the down-arrow button to select the correct one. To print the
checks or direct deposit stubs with the long edge of the paper down the side, enter Portrait.
To print the checks or direct deposit stubs with the long edge of the paper on the top and
bottom, enter Landscape. The default of Portrait will appear (unless Landscape is set as
the default in the Report Writer Defaults option if the district has the Report Writer module),
but can be changed.

e Enter the distance in inches from the top edge of the paper to where the information should
start printing on the checks or direct deposit stubs in the Top Margin field. The margin
cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable. The default of 0.50 for
one-half inch (or other specified margin as designated in the Report Writer Defaults option if
the district has the Report Writer module) will appear, but can be changed.

o Enter the distance in inches from the bottom edge of the paper to where the information
should stop printing on the checks or direct deposit stubs in the Bottom Margin field. The
margin cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal
point) and will be rounded to 2 decimal places by the system if capable. The default of 0.50
for one-half inch (or other specified margin as designated in the Report Writer Defaults
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o Enter the distance in inches from the left edge of the paper to where the information should
start printing on the checks or direct deposit stubs in the Left Margin field. The margin
cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable. The default of 0.50 for
one-half inch (or other specified margin as designated in the Report Writer Defaults option if
the district has the Report Writer module) will appear, but can be changed.

o Enter the distance in inches from the right edge of the paper to where the information should
stop printing on the checks or direct deposit stubs in the Right Margin field. The margin
cannot be greater than 2 inches, but can be up to 4 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable. The default of 0.50 for
one-half inch (or other specified margin as designated in the Report Writer Defaults option if
the district has the Report Writer module) will appear, but can be changed.

Enter the desired check and stub format (Check Stub, Check Stub Stub, Stub Check, Stub
Check Stub, Stub Only, or Stub Stub Check) for the new check setup in the Check Layout
field, or click the down-arrow button to select the correct one. To print the check first followed
by one stub, enter Check Stub. To print the check first followed by two stubs, enter Check
Stub Stub. To print just one stub followed by the check, enter Stub Check. To print one stub
first followed by the check and then a second stub, enter Stub Check Stub. To print just the
stub (no check), enter Stub Only. To print two stubs first followed by the check, enter Stub
Stub Check.

Enter the actual height of the check portion in inches in the Check Height field. The height
cannot be greater than 11 inches, but can be up to 5 digits long (including the decimal point)
and will be rounded to 2 decimal places by the system if capable.

Enter the actual height of one stub in inches in the Stub Height field. The height cannot be
greater than 11 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable.

Note: The height of the stub multiplied by the number of stubs plus the height of the check
must equal the size of the paper (or slightly less due to rounding).

Enter the distance in inches from the top edge of the stub (edge of paper or perforation) to
where the first line should print on the stub in the Stub Top Margin field. The margin cannot be
greater than 2 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable.

Enter the number of columns to print across the stub (times to repeat the fields) in the Number
of Columns field. The number of columns can range from 1 to 5.

Only if the new check setup is for direct deposit stubs, enter the desired option for printing the
bank account information (Do Not Print Bank Account Information, Print Bank Name/
Exclude Account Number, Print Bank Name/Full Account Number, or Print Bank Name/
Last 4 Digits of Account Number) in the Bank Account Information on Direct Deposit Stubs
field, or click the down-arrow button to select the correct one. To omit the payee's bank
account information and deposit amount from printing on the direct deposit stubs, enter Do Not
Print Bank Account Information. To print just the name of the payee's bank with the deposit
amount and not the payee's bank account number, enter Print Bank Name/Exclude Account
Number. To print the name of the payee's bank and the payee's entire bank account number
with the deposit amount, enter Print Bank Name/Full Account Number. To print the name of
the payee's bank and only the last 4 digits of the payee's bank account number with the deposit
amoun, enter Print Bank Name/Last 4 Digits of Account Number. Leave this field blank to
have the system default to Do Not Print Bank Account Information.

Select the font, font style, and font size to use for the information printed on the stub by clicking
the Search button for the Stub Font field. After selecting the desired font information, click the
OK button and the selected font will appear in this field. The default of Arial, Regular, font size
8 (or other specified font as designated in the Report Writer Defaults option if the district has the
Report Writer module) will appear, but can be changed.

Select the font, font style, and font size to use for the information printed on the check portion of
the check setup (if applicable) by clicking the Search button for the Check Font field. After
selecting the desired font information, click the OK button and the selected font will appear in
this field. The default of Arial, Regular, font size 8 (or other specified font as designated in the
Report Writer Defaults option if the district has the Report Writer module) will appear, but can be
changed.
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In the Checking Accounts List, specify which checking accounts use the particular check setup
as the default when printing checks and/or direct deposit stubs for payees.

o To select the particular check setup as the default when printing checks, select the Default
Check Format field (column) for the desired checking accounts. A checkmark will appear in
the box under the Default Check Format column for the checking account if the field is
selected.

o To select the particular check setup as the default when printing (and emailing, if applicable)
direct deposit stubs and printing automatic payment stubs, select the Default Direct Deposit
Format field (column) for the desired checking accounts. A checkmark will appear in the
box under the Default Direct Deposit Format column for the checking account if the field is
selected.

Note: Only one check setup can be selected as the default for checks or direct deposit stubs
per checking account. If the Default Check Format or Default Direct Deposit Format field is
selected for a checking account that also had been previously selected for a different check
setup, the field will be unselected for that other check setup after saving this check setup.

4. Click the Check Print Positions tab to complete the check print positions for the check setup.

a.

To print the date on the check portion of the check setup, enter the distance in inches from the
top edge of the check (edge of paper or perforation) to where the date should print in the Top
field for Date. Enter the distance in inches from the left edge of the check (paper) to where the
date should start to print in the Left field for Date. Enter the distance in inches for how wide the
date should be in the Width field for Date. The distance cannot be greater than 11 inches, but
can be up to 5 digits long (including the decimal point) and will be rounded to 2 decimal places
by the system if capable. To omit the date from the check setup, leave the Top, Left, and Width
fields for Date blank. See Diagram B.

To print the amount written in words on the check portion of the check setup, enter the distance
in inches from the top edge of the check (edge of paper or perforation) to where the amount in
words should print in the Top field for Amount (Words). Enter the distance in inches from the
left edge of the check (paper) to where the amount in words should start to print in the Left field
for Amount (Words). Enter the distance in inches for how wide the amount in words should be
in the Width field for Amount (Words). The distance cannot be greater than 11 inches, but can
be up to 5 digits long (including the decimal point) and will be rounded to 2 decimal places by
the system if capable. To omit the amount in words from the check setup, leave the Top, Left,
and Width fields for Amount (Words) blank.

To print the amount written in numbers on the check portion of the check setup, enter the
distance in inches from the top edge of the check (edge of paper or perforation) to where the
amount in numbers should print in the Top field for Amount (Numbers). Enter the distance in
inches from the left edge of the check (paper) to where the amount in numbers should start to
print in the Left field for Amount (Numbers). Enter the distance in inches for how wide the
amount in numbers should be in the Width field for Amount (Numbers). The distance cannot be
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greater than 11 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable. To omit the amount in numbers from the
check setup, leave the Top, Left, and Width fields for Amount (Numbers) blank.

If desired, select the Display Dollar Sign field located to the right of the fields for Amount
(Numbers) to print a dollar sign with the check amount written in numbers. A checkmark will
appear in the box if the field is selected.

Note: The Display Dollar Sign field only applies to the check amount in the check portion and
does not apply to the check amount included in the stub. If the district has the Report Writer
module, the system will use the applicable settings for printing dollar signs with the amounts in
the stub portion from the Report Writer Defaults option (defaults are applied when saving the
new check setup).

To print the name and address on the check portion of the check setup, enter the distance in
inches from the top edge of the check (edge of paper or perforation) to where the name and
address should print in the Top field for Name & Address. Enter the distance in inches from the
left edge of the check (paper) to where the name and address should start to print in the Left
field for Name & Address. Enter the distance in inches for how wide the name and address
should be in the Width field for Name & Address. The distance cannot be greater than 11
inches, but can be up to 5 digits long (including the decimal point) and will be rounded to 2
decimal places by the system if capable. To omit the name and address from the check setup,
leave the Top, Left, and Width fields for Name & Address blank.

To print only the name on the check portion of the check setup, enter the distance in inches
from the top edge of the check (edge of paper or perforation) to where the name should print in
the Top field for Pay To The Order Of. Enter the distance in inches from the left edge of the
check (paper) to where the name should start to print in the Left field for Pay To The Order

Of. Enter the distance in inches for how wide the name should be in the Width field for Pay To
The Order Of. The distance cannot be greater than 11 inches, but can be up to 5 digits long
(including the decimal point) and will be rounded to 2 decimal places by the system if

capable. To omit the name from the check setup, leave the Top, Left, and Width fields for Pay
To The Order Of blank.

To print the check number on the check portion of the check setup, enter the distance in inches
from the top edge of the check (edge of paper or perforation) to where the check number should
print in the Top field for Check Number. Enter the distance in inches from the left edge of the
check (paper) to where the check number should start to print in the Left field for Check
Number. Enter the distance in inches for how wide the check number should be in the Width
field for Check Number. The distance cannot be greater than 11 inches, but can be up to 5
digits long (including the decimal point) and will be rounded to 2 decimal places by the system if
capable. To not have the check number print on the check portion of the check setup, leave the
Top, Left, and Width fields for Check Number blank.

Note: Typically, the check number is only included (printed) on the check portion of the check
setup if the check number is not already printed on the check stock.

If the Top, Left, and Width fields are completed for Check Number, select the font, font style,
and font size to use for the check number printed in the check portion of the check setup, by
clicking the Search button for the Font field. After selecting the desired font information, click
the OK button and the selected font will appear in this field. The default of Arial, Regular, font
size 8 (or other specified font as designated in the Report Writer Defaults option if the district
has the Report Writer module) will appear, but can be changed.

Complete the Signature Images section if the signatures to print on the checks have been
scanned and saved as a .gif file. Up to two signature files can be used for each check setup,
with each signature file containing multiple signatures, if desired.

Note: Complete the Signature Image 1 fields for the first signature file and the Signature Image
2 fields for the second signature file, if applicable.

o Enter the distance in inches from the top edge of the check (edge of paper or perforation) to
where the image should print in the Top field. The distance cannot be greater than 11
inches, but can be up to 5 digits long (including the decimal point) and will be rounded to 2
decimal places by the system if capable.

o Enter the distance in inches from the left edge of the check (paper) to where the image
should print in the Left field. The distance cannot be greater than 11 inches, but can be up
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o Enter the width of the image in inches in the Width field. The width cannot be greater than
11 inches, but can be up to 5 digits long (including the decimal point) and will be rounded to
2 decimal places by the system if capable.

o Enter the height of the image in inches in the Height field. The height cannot be greater
than 11 inches, but can be up to 5 digits long (including the decimal point) and will be
rounded to 2 decimal places by the system if capable.

o Enter the path (drive and folders) to the signature file in the Image Path field, or click the
Search button to select the correct path and file. The path can be up to 150 characters in
length.

5. Click the Field Selection tab to select the fields of information to include on the stub portion of the
check setup. See Diagram C.

a.

To add fields to the check setup, select the section for where to insert the fields by clicking once
on the line for the desired section in the Report Layout List on the right side of the screen, and
then select the fields (columns) of information to include on the stub by double-clicking on the
desired fields in the Report Fields List on the left side of the screen. The fields displayed in the
Report Fields List will change depending on the section selected in the Report Layout List as the
fields can only be added to particular sections. As the fields are added to the check setup, the
fields will appear under the selected section in the Report Layout List on the right side of the
screen.

Note: The Stub Heading section is the first line of information that prints on the check stub,
such as the name of the payee, check date, and check number. To remove a field from the
check setup, click the Delete button located to the left of the desired field; when prompted to
delete the line, click Yes.

Tip: To print the school ID numbers for the deductions tied to the payee (only applicable if
Summary by Deduction is set for the Stub Printing Preference), or the employee IDs, social
security numbers, and/or member numbers for the employees (only applicable if Detail by
Employee is set for the Stub Printing Preference), include the Employee Information Deduction
School ID Number field in the Stub Detail section; also, verify the Print School ID Number, Print
Employee ID, Print Employee Social Security Number, and/or Print Member Number fields are
selected for the desired payees (in the Payee File).

The order the fields are listed on the screen under each section in the Report Layout List is the
order the fields (columns) will print on the stub. If desired, to change the order of the fields, click
once on the field to move and then click the Top, Up, Down, or Bottom button until the field is
in the desired position.

Define the settings for each field included in each section on the check setup as follows:

o Enter the heading description to print for the field (column) on the stub in the Label field, or
leave blank to omit the heading, if desired. The description can be alphanumeric and up to
128 characters long. A default heading description for the field will appear, but can be
changed.
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e Enter the number of characters for how wide to print the field (column) on the stub in the
Field Width field. The number for the width can be up to 3 digits long. A default width for
the field will appear, but can be changed.

e The name of the field (column) to print on the stub appears in the Field Name field and
cannot be changed.

6. Click the Save button.
Note: If the district has the Report Writer module, the system will use the applicable settings from
the Report Writer Defaults option when saving the new check setup. For example, if the default for

how a negative number prints is changed in the Report Writer Defaults option, the setting will be
applied to the new check setup.

7. |If desired, click the Execute button to print a test of the check setup from within the Check Setup -
Payees option.

Changing a Check Setup for Payees:

Note: If a check-writing software is used to print checks (and direct deposit stubs or automatic payment
stubs, if applicable), follow the instructions for Changing a Check Setup for Employees and Payees for
Use with a Check-Writing Software instead.

1. From the Payroll screen, select the Maintenance menu and then Check Setup - Payees.

2. Atthe Check Setup - Payees screen, enter the name of the check setup to edit in the Report Name

field. If the name is not known, click the down-arrow button or the Find button to select the correct
one.

Note: If the district has the Report Writer module and changes were last made to the check setup in
Report Writer, a message will appear stating the changes will be lost if re-saved within the Check
Setup - Payees option; click OK.

3. Make the desired changes to the check setup.
4. After all the changes have been made, click the Save button.

Note: If the district has the Report Writer module, the system will use the applicable settings from
the Report Writer Defaults option when saving the changes for the check setup. For example, if the
default for how a negative number prints is changed in the Report Writer Defaults option, the setting
will be applied to the check setup.

5. If the report name was changed, a prompt will appear verifying whether or not to change the name
or add a new one. To change the name for the check setup, click the Change button. To not
change the name and revert to use the original report name, click the Revert to Original button. To
add a new check setup with the specified report name that is a duplicate of the current check setup,
click the Create New button.

6. If desired, click the Execute button to print a test of the check setup from within the Check Setup -
Payees option.

Deleting a Check Setup for Payees:

Note: If a check-writing software is used to print checks (and direct deposit stubs or automatic payment
stubs, if applicable), follow the instructions for Deleting a Check Setup for Employees and Payees for
Use with a Check-Writing Software instead.

1. From the Payroll screen, select the Maintenance menu and then Check Setup - Payees.
2. Atthe Check Setup - Payees screen, enter the name of the check setup to delete in the Report

Name field. If the name is not known, click the down-arrow button or the Find button to select the
correct one.

Note: If the district has the Report Writer module and changes were last made to the check setup in
Report Writer, a message will appear stating the changes will be lost if re-saved within the Check
Setup - Payees option; click OK.

3. Once the check setup to delete is displayed on the screen, click the Delete button; when prompted
to delete the record, click Yes.
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Workers’ Compensation Classes

The Workers' Compensation Classes option in Payroll is used by districts who calculate (and pay, if
desired) the workers' compensation liability during a check cycle. The Workers' Compensation Classes
option is used if different groups of employees have different rates. With the Workers' Compensation
Classes option, classes are defined for each group of employees that perform a specific duty and share
the same rate. Classes are first defined in the Workers' Compensation Classes option and then tied to
the appropriate pay codes in the Pay Code File. If needed, the workers’ compensation class for a
particular pay code for an employee can be overridden on the Wages screen in the Employee File.

After the workers' compensation classes are defined and tied to the appropriate pay code, the system
automatically calculates the workers' compensation liability by multiplying the specified rate for the class
by the gross wages for the pay codes for the employees for each class. If the tax for workers'
compensation is set up to calculate and a payee is specified, a check will print for the amount calculated
and expensed during a check cycle.

Adding a Workers’ Compensation Class:
1. From the Payroll screen, select the Maintenance menu and then Workers' Compensation
Classes.

2. At the Workers' Compensation Classes screen, click the New Record button.

Note: For any field equipped with the repeat function, click the Repeat button or press the Ctrl+R
keys to repeat the previous entry for the specified field. The repeat function is only available after
your initial entry.

3. Enter the ID for the new workers' compensation class in the Workers' Compensation Class ID field.
The ID can be alphanumeric and up to 10 characters long. See Diagram A.

Note: To have the system automatically assign the ID using the first 10 characters (letters
and numbers only) of the description, leave the ID field blank; once the record is saved, the ID
will be assigned.

4. Enter the description for the workers' compensation class in the Workers' Compensation Class
Description field. The description can be up to 40 characters long.

5. Enter the percentage to be calculated for workers' compensation for the class in the Workers'
Compensation Class Rate field.

For example, if the rate is 2. Pr Workers' Compensation Classes — m} X

5%, enter 2. 5 in this field. The [ g gepors PinTo Help

percentage cannot be greater

than 99, but can be up to 11 Workers' Compensation Class ID 9061 <] [

digits long (including the decimal |  workers Compensation Class Description | Teachers

point) and W|” be rounded tO 8 Workers' Compensation Class Rate 0.69

decimal places by the system if \

capable. Enter the percentage to be

. HCICIOMC) : f& | | % | |calculated for the class in this field. Teachers

6. Click the Save button. In this example, the rate is 0.69%.
Changing a Workers’ Compensation Class: Diagram A
1. From the Payroll screen, select the Maintenance menu and then Workers' Compensation

Classes.

2. At the Workers' Compensation Classes screen, enter the ID of the workers' compensation class to
change in the Workers' Compensation Class ID field. If the ID is not known, click the down-arrow
button or the Find button to select the correct one.

3. Make the desired changes to the workers' compensation class.
After all the changes have been made, click the Save button.

5. If the ID for the class was changed, a prompt will appear verifying whether or not to change the ID or
add a new one. To change the ID for the class, click the Change button. To not change the ID and
revert to use the original ID, click the Revert to Original button. To add a new class with the
specified ID that is a duplicate of the current class, click the Create New button.

B
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Deleting a Workers’ Compensation Class:
Note: If a workers' compensation class has been used, the system will not allow it to be deleted.

1.

2.

From the Payroll screen, select the Maintenance menu and then Workers' Compensation
Classes.

At the Workers' Compensation Classes screen, enter the ID of the workers' compensation class to
delete in the Workers' Compensation Class ID field. If the ID is not known, click the down-arrow
button or the Find button to select the correct one.

Once the class to delete is displayed on the screen, click the Delete button; when prompted to
delete the record, click Yes.
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Void Checks

The Void Checks option, which is in General Ledger but also can be accessed from Accounts Payable
and Payroll, is used to void a check, direct deposit stub, or automatic payment stub. When accessing
the Void Checks option from Accounts Payable or Payroll, only the items written in the particular module
from which the option was accessed can be voided.

With the Void Checks option, the original entries that were posted to General Ledger when the item was
written (and updated) are reversed, and the item is marked as voided for reconciliation purposes. Also,
when voiding an Accounts Payable check, the invoices tied to the check are automatically voided, while
the purchase orders (if applicable) can be restored to invoice and pay later, if desired. When voiding a
Payroll check for an employee, the entries for leaves (if applicable) can be reversed, if desired.

Voiding a Check:

Note: Use the instructions below to void a check, direct deposit stub, or automatic payment stub. When
voiding a direct deposit stub or an automatic payment stub, contact your bank to be sure that they are
able to reverse the transaction before voiding the item within the School Accounting System. If a direct
deposit stub is voided, all the direct deposit transactions (splits) included on the stub are voided,
including any transactions (splits) that were written as a check, if applicable.

1. From the General Ledger screen, select the Check Options menu and then Void Checks.

Note: If desired, to access the Void Checks option from Accounts Payable or Payroll, select the
Options menu from the Accounts Payable or Payroll screen, Check Options, and then Void
Checks. When accessing the option from Accounts Payable or Payroll, only the checks written in
the particular module from which the option was accessed can be voided.

2. Atthe Void Checks screen, enter the appropriate type of check (Automatic Payment, Check,
Direct Deposit, or Zero Balance) to void in the Check Type field, or click the down-arrow button to
select the correct one. See Diagram A.

Note: Click the Find button to select the correct check type, checking account, and check number
of the check, direct deposit stub, or automatic payment stub to void; then continue with the Void
Date field.

3. Enter the ID of the checking account from which the check to void was posted in the Checking
Account ID field, or click the down-arrow button to select the correct one.

4. Enter the number of the check to void in the Check Number field, or click the Find button to select
the correct one.

5. The information for the specified check (including the ID, name, and address for the employee,
payee, or vendor to which the check was written, the amount, the date, and the journal code where
the check was posted) will appear in the appropriate fields on the right side of the screen and cannot
be changed.

6. Enter the date the check is voided in |
the Void Date field. The date should |* & #infe Hele

gl Void Checks - m} X

be after the date of the check and T Check S Addtional Information

WIthm the month specified as the Checkng Accere D 1 = o OOTOIEON
VOId Processing Mpnth. (c_:ompleted Check Number [1410 ] CO-OP OIL COMPANY

in next step); also, if voiding a Payroll | veose 1072972020 LT

check, the Void Date cannot be in a Void Processing Morth | 1012020

different calendar year or fiscal year Reverseleaves ek ot [T
from the Check Date. Use the mm/ Restore Purchase Order(s)

Check Date 10/15/2020

ddlyyyy format or click the down- The void date and void processing frocessing Morth |10/2020
arrow button to select the desired month need to be in the same month. lounalCode  |CD
date.

Note: The date entered in this field Fievons Orion

will be used to determine on which

Quarterly 941, Employee W2, or Comments

Vendor 1099 the voided amount will Voided Check

be reflected as those reports are all \

generated based on the Check : The default message of "Voided Check"

Dates. If the date entered in this : f& | # | @will appear, but can be changed.

Diagram A
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10.

11.

12.

13.
14.

field is more than two months different from the current date, or is not in the month specified as the
Void Processing Month, a warning icon will appear to the right of the field; verify the date entered is
correct. If a Quarterly 941 has been electronically submitted for the applicable quarter, the system
will not allow the date to be saved and an error icon will appear to the right of the field; verify the date
entered is correct, and if needed, contact Customer Support for assistance.

Enter the month for which to post the voided check in the Void Processing Month field. Use the mm/
yyyy format or click the down-arrow button to select the desired date.

Note: If the month entered is prior to the current month, all the financials from the specified month
and forward will be affected (changed). If the month entered in this field is more than two months
different from the current month, a warning icon will appear to the right of the field; verify the month
entered is correct. If the month entered in this field is different from the month specified in the Void
Date field, a warning icon will appear to the right of the Void Date field; verify the dates entered are
correct.

If voiding a Payroll check for an employee which included entries for one or more leaves, the
Reverse Leaves field is enabled. Select the Reverse Leaves field when voiding the employee’s
check to reverse the entries for any leaves that are included on the check. For example, select the
Reverse Leave field to reverse the entries if a leave is defined to accrue each pay period and the
units earned for the leaves during the pay period should be subtracted from their current balance
once the check is voided, or if leave was used during the pay period in which the check was written
and it should be added back to their current balance once the check is voided. A checkmark will
appear in the box if the field is selected.

If voiding an Accounts Payable check and the invoice(s) paid with the check were tied to a purchase
order, the Restore Purchase Order(s) field is enabled. Select the Restore Purchase Order(s) field to
restore the purchase order(s) in order to invoice and pay at a later date. A checkmark will appear in
the box if the field is selected.

Tip: Since the invoices tied to the check are automatically voided when the check is voided, utilize
the Copy Invoice option to copy and recreate the voided invoice in order to pay at a later date, if
needed.

If voiding an Accounts Payable check that was written in a prior fiscal year or contains invoices that
were expensed in a prior fiscal year (from operating on an accrual basis or using the Expense
Outstanding Payables option; does not apply to invoices that were reverse GAAP expensed), the
Reversal Option field is enabled. If applicable, enter the option for the entries to make when voiding
the check in the Reversal Option field, or click the down-arrow button to select the correct one.

Note: If Debit Cash and Credit Refund of Prior Years' Expenditures Account in specified Void
Processing Month is selected as the Reversal Option, the Refund of Prior Years' Expenditures
Account field in the Fund File must be completed for the applicable fund(s).

Tip: If the check contained invoices that were expensed in a prior fiscal year and some that were
expensed in the same fiscal year, the Reversal Option is only applicable for the invoices that were
expensed in a prior fiscal year.

If desired, enter a comment for why the check is being voided in the Comments field. The comment
can be alphanumeric and up to 1,000 characters long. The default message of "Voided Check" will
appear, but can be changed.

Note: Once the check is voided, this comment will be reflected in the Comments field in the Checks
File Maintenance for the voided check.

Click the Execute button to continue voiding the check.

Note: If voiding a Payroll check, the system will automatically accumulate the payables in the
Deductions Payable and Taxes Payable options for all deductions and taxes which are tied to payees
(Payee ID field is completed).

A message will appear once the check is voided; click OK.

If desired, print a Check Register from the Reports menu in General Ledger, selecting the Voids
Only report selection to view a listing of the checks, direct deposit stubs, and/or automatic payment
stubs that were voided.

Note: When printing a Check Register, to specify a particular date range for when the voided checks
were written (not voided), use the Check Date parameter; to specify a particular date range for when
the checks were voided, use the Void Date parameter.
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Replace/Reprint Checks

The Replace/Reprint Checks option, which is in General Ledger but also can be accessed from
Accounts Payable and Payroll, is used to reprint a check, direct deposit stub, or automatic payment stub
that was lost. When accessing the Replace/Reprint Checks option from Accounts Payable or Payroll,
only the items written in the particular module from which the option was accessed can be replaced or
reprinted.

The Replace/Reprint Checks option can be used in the following ways: 1) a posted check, direct deposit
stub, or automatic payment stub can be reprinted on plain paper using the same check (or stub) number
as originally used, for purposes of just printing the stub information for a lost check (with a “Copy”
overlay (see Diagram B)); 2) a posted check can be replaced by printing a new check (on check stock)
using a newly assigned check number, for purposes of reissuing a lost check that is outstanding (not yet
cashed); or 3) a posted direct deposit stub containing only one direct deposit transaction (split) that is
outstanding (not yet cleared) can be replaced by printing a check (on check stock) using a newly
assigned check number, for purposes of reissuing a direct deposit stub as a check in the situation where
a bank rejects (is not able to process) a direct deposit. With the Replace/Reprint Checks option, if the
check or direct deposit stub is reissued (example 2 or 3 above), the system marks the original check or
direct deposit stub as voided and then creates an entry in the Checks File Maintenance for the new
check for reconciliation purposes.

Replacing/Reprinting a Check:
1. From the General Ledger screen, select the Check Options menu and then Replace/Reprint
Checks.

Note: If desired, to access the Replace/Reprint Checks option from Accounts Payable or Payroll,
select the Options menu from the Accounts Payable or Payroll screen, Check Options, and then
Replace/Reprint Checks. When accessing the option from Accounts Payable or Payroll, only the
checks written in the particular module from which the option was accessed can be replaced or

reprinted.

2. At the Replace/Reprint
Checks screen, enter the
appropriate type of check

gl Replace/Reprint Checks - O X
: Eile PinTo Help

AT&T

. T Check v
(Automatic Payment, Check, | “** "™ - PO BOX 9548 )
Direct Deposit or Zero Checking Account ID of Lost Check | 1 v JACKSONVILLE FL 32201

i Check Number of Lost Check 1409 L &

.Balance) to replacg or reprint smeree = ,\In this example, check number
in the Check Type field, or Checas Libczia 1409 is lost and being replaced
click the down-arrow button Replacement Check Type CheCkA/ with check number 1503.
to select the correct one. See | gegacement Check Number [1503
Dlagram A Replacement Check Date 10152020 |v
Note: Click the Find button to Comment for Lost Check
SeIeCt_the correct check type7 'Replaced lost check with check number 1503
checking account, and check
number of the check, direct »
deposit stub, or automatic B e e

payment stub to rep|ace or Replaced lost check number 1409
reprint; then continue with the
Check Date field.

3. Enter the ID of the checking i fB | @ [§ &Save i Document Management: | [~
account from which the check

to replace or reprint was
posted in the Checking Account ID field, or click the down-arrow button to select the
correct one.

4. Enter the number of the check to replace or reprint in the Check Number of Lost Check field, or click
the Find button to select the correct one.

Note: If the check, direct deposit stub, or automatic payment stub has been cleared, a warning icon
will appear to the right of the Check Number of Lost Check field.

Tip: The name of the entity to whom the check, direct deposit stub, or automatic payment stub was
issued appears to the right of the Check Type field.

5. The date of the specified check will appear in the Check Date field and cannot be changed.

6. The Replacement Check Type field will only be enabled if the item selected is a direct deposit stub
containing only one direct deposit transaction (split) and is outstanding (not yet cleared). If

Diagram A
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10.

11.

12.

applicable, to replace the direct deposit stub as a check in the situation where a bank rejects (is not
able to process) a direct deposit, enter Check in the Replacement Check Type field (or click the
down-arrow button to select it); otherwise, to reprint the direct deposit for purposes of just reprinting
the stub information, leave Direct Deposit in the Replacement Check Type field.

If applicable, enter the number of the new check in the Replacement Check Number field. The
check number can be up to 9 digits long. To reprint a check that has not yet been cashed for
purposes of just reprinting the stub information, be sure to use the same check number. To replace
a check that has not yet been cashed for purposes of voiding the original check and reissuing a new
check, be sure to use a different check number.

Note: If reprinting a direct deposit stub, an automatic payment stub, or a cleared check, the
Replacement Check Number field will be disabled and cannot be changed.

If applicable, the date of the check will appear in the Replacement Check Date field, but can be
changed if a new date is desired for the replacement check. To change the date, key the new date
over the date that is displayed using the mm/dd/yyyy format, or click the down-arrow button to
select the desired date.

Note: If reprinting a direct deposit stub, an automatic payment stub, a cleared check, or an
uncleared check using the same check number, the Replacement Check Date field will be disabled
and cannot be changed.

If desired, enter a comment for the check that was lost in the Comment for Lost Check field. The
comment can be alphanumeric and up to 1,000 characters long. A default comment will appear, but
can be changed.

Note: Once the check is replaced or reprinted, this comment will be reflected in the Comments field
in the Checks File Maintenance for the lost check.

If applicable, enter a comment for the check that will be written to replace the lost check in the
Comment for Replacement Check field. The comment can be alphanumeric and up to 1,000
characters long. A default comment will appear, but can be changed.

Note: Once the check is replaced or reprinted, this comment will be reflected in the Comments field
in the Checks File Maintenance for the replacement check. If reprinting a direct deposit stub, an
automatic payment stub, a cleared check, or an outstanding check using the same check number,
the Comment for Replacement Check field will be disabled and cannot be changed.

Click the To Screen & Save button to update the Checks File Maintenance with the comments and
new check number (if applicable), void the lost check (if applicable), and print the new check at this
time. If using a check-writing software, click the Check Writing Software button to update and then
print the check to a file; when prompted, specify the correct path (drive and folders), edit the file
name if needed, and then click the Save button. See Diagram B for an example of a reprinted
check.

Note: The check will be printed using the default check (or direct deposit) format for the applicable
checking account as defined in the appropriate Check Setup option.

If a check does not have any detail entries tied to it, a message will appear stating the information
for the check was updated but the replacement check will need to be handwritten; click OK and then
handwrite the check.

ELM JACKKAT Kathv Jackson 10/20/2020 1423
Family Leave 12.00 Personal Leave 3.00 Professional Leave 2.00 Sick Leave 96.00

Included Units Current YTD  Deductions Current YTD Employer YTD Taxable YTD

Cheerlead 1.00 1,166.67 233334 FIT (532.13) (3,390.23) 0.00 0.00 282850 20,518.49
Elem Teach 1.00 1,833.33 18,101.72 MEDICARE (43.35) (316.53 4335 316.53 2,989.50 21,830.06
Drama 0.00 0.00 150000 SITIA (14637 (966.34 0.00 0.00 2,939.50 21,330.06
2.00 3,000.00 2193506 SOCSEC (18535 (1,353.50 185.35 1,353.50 2,989.50 21,830.06
IPERS (111.00) (811.57 17250 1,261.29 3,000.00 21,935.06

CANCER 125 (10.50) (105.00) 0.00 0.00

EQ-LIFE (50.00) (500.00 0.00 0.00

ISEA (35.00) (350.00) 0.00 0.00

PRUD-LIFE 0.00 0.00 425 4250

TRAV-HL 0.00 0.00 - " - -
WTM Copy” overlay will appear if the

check, direct deposit stub, or
automatic payment stub is reprinted
using the same number.

Diagram B

34-b




	CoverPR with Logo for Website Access
	Dividers
	01.Overview
	Dividers
	02.DataEntry
	Dividers
	03.CheckCycle
	Dividers
	04.Employees
	Dividers
	05.Maintenance and Miscellaneous
	Dividers
	06.Exercises



