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REASONS TO UTILIZE TECHNOLOGY

• More Efficient

• Fewer Errors

• Better Traceability

• Digital Documentation



EMPLOYEE SELF SERVICE (ESS)
BENEFITS

• Employees can view their paychecks

• Employees can view W2, Truth In Salary, and 1095C without 
Employer printing a copy

• Employees can make changes to their address, bank 
information, and/or tax withholdings without filling out 
paperwork  (reduces paperwork and employer entry errors)

• Employees can have access to company documents and 
employee documents

• Note:  Changes are coming to the ESS Portal from Harris.  



EMPLOYEE SELF SERVICE (ESS)
POTENTIAL PROBLEMS

• Some employees aren’t comfortable with technology
• Make training material readily available

• Possibly have a public computer set up at Payroll for those who need beginning 
assistance

• Resist the urge to “just do it the old way” because it’s what everyone knows

• People don’t like change
• Stress the benefits of having unlimited access to their information

• Remind payroll personnel that it will save time once everyone has adjusted



TES (TIMEKEEPING SYSTEM)
BENEFITS

• Reduces time calculation errors

• Creates a file that can be imported to NextGen

• Creates a leave file that can be imported

• Enters Sub pay for leave (discuss more later)

• Helps show compliance with Employee Leave Laws

• Digital File makes it easier to pull past data



TES (TIMEKEEPING SYSTEM)
POTENTIAL PROBLEMS

• Some feel like they lose control of the information with an import
• Run reports that check the information

• If leave isn’t entered correctly, sub pay won’t import
• Train employees to enter leave every time
• Train subs to clock in correctly
• Run reports that check the information

• Wide Variety of Systems for Wide Range of Cost
• Research
• Look at actual needs – Don’t get caught up in flashy options if you don’t need them 



SUBSTITUTES

• Orientation
• Make expectations clear from the beginning

• Properly train them in the technology they will 
utilize

• Valuable resource – treat them that way

• Timekeeping
• Make sure employee leave is entered

• Make sure sub time is entered

• Run reports to reconcile

• Sub Calling System
• Determine if centralized person or employee 

will enter Sub need

• Reconcile to Timekeeping system

• ESS
• Just as important for sub to view information

• Sub needs ability to make changes, too



PAYROLL OPTIONS AND REPORTS 

• Move Job Leave Pay Data

• Input leave adjustment to history

• Salary Transfer

• Prior Period Comparison

• Mass Initialize Employee jobs



MOVE JOB LEAVE/PAY DATA (PR/MVLV)

• When an employee moves jobs to another job number
• Example:  Teacher to Assistant Principal

• MVLV will copy Fringe and Leave from old job to new job number.

• Must have new job created first

• Can also copy GL, Salary Schedules, and Pay Record, if needed
• Normally this will be setup differently because of new position



• Moving leave and fringe 
from Job 1 to Job 3

• Deselect options not needed

• Deduction and Employer 
Paid options are not for 
Alabama users

• Pressing Save will inactive 
information on old job and 
copy it to the new job 
number.

• Information will be identical 
from old job.  



INPUT LEAVE ADJUST TO HISTORY (PR/ILVA)
• Multiple uses

• Prints on Employee Leave Detail Report

• Adjusts employee’s leave screen in Employee Maintenance

• Adjusted:
• Used for transfers in and out of the system, Sick Bank Donations

• Taken:
• Used for recording Taken leave during the year, can be positive or negative 

• Accrued:
• Used for adding Accrual Day(s) to individuals



• Must enter Run ID (Just a 
formality)

• Select 
Taken/Accrued/Adjusted

• Date of the leave or 
Transfer date

• # of Days (+ or -) 

• Type of Leave

• Reason for Adjustment

• “Adjusted” will be mostly used
• Anytime you want to increase or decrease the balance of 

leave for reasons OTHER than earned or taken
Ex:  Leave from another school system, Transferring to 
another school system, donated days (if applicable)

• “Taken” can be tricky.  Taken is deducting from the leave balance.  
When entering a 3, that means 3 days will be deducted.  If under 
Taken and you put -3, then 3 days will be added back.  

• PAY ATTENTION! 
• “Accrued’ is rarely used



SALARY TRANSFER (PR/SALT)

• Moves gross wages and board deductions to new GL number

• Does all journal entries on budgetary side AND changes check records

• Widely used at end of year to move employees from Federal Funds over budget

• Can change individual checks or Lump Sum change (Not recommended)

• Old GL and New GL must be on the Job GL Distribution screen of Employee 
Maintenance

• Can NOT transfer over jobs! 



• From the list view select the check that needs the transfer

• Select CHANGE

• Review your Posting Date (Watch crossover of Fiscal Years!)

• Click on the GL that needs to be adjusted.  Adjustment amount will be negative

• Select the account number that should receive the adjustment.  This will be a positive amount. 
• The drop down box under Account # will show you account numbers on the GL distribution screen of employee maintenance.

• They must wash each other out or the transfer will not take place.  

• Press SAVE 
• 3 reports will be available for print.  The Before Register, The After Register, and the Journal Entries. 

• The reports will drop to the bottom and a prompt will ask you if you printed them. 

• Be sure to print them before answering prompt.  

• It is recommended that you close the reports after printing because they will remain on your screen until you do.  This may cause confusion with further Salary 
Transfers/



PRIOR PERIOD COMPARISON (PR/PPCR)

• Compares current payroll to previous payrolls 

• Catches errors before printing of checks! 

• CSFO review of changes in system from previous payroll

• Can be ran multiple ways for verifying data

• Can verify changes in gross pay and deductions, both EE and ER side. 

• Can be used to balance deductions from previous payroll to see changes

• MUST BE RAN BEFORE UPDATE OF RUN ID!  



• The following screen shot is recommendation only.
• Current run ID compared to previous REGULAR run ID only.

• Transaction can be ran for any previously updated run ID based on Prior Check Dates entered
• Various sort methods.  Select what is best for you
• Selection of deductions, employee type, pay period code, and status varies

• For job status, recommend all statuses for verification of terminations and sub amounts



MASS INITIALIZE EMPLOYEE JOBS (SC/MCET)

• Relatively new transaction

• Transaction under System Control
• Request transaction from Harris Support 

• Mass updates information on employee jobs

• Different from Mass Change Employee Jobs under Employee Maintenance Folder

• Give List View with changes for review

• Mass Termination 

• Can be tricky to use 





PLEASE FEEL FREE TO CONTACT US

Serena.Owsley@acs-k12.org

256-431-1592

Nrobinson@cullmancats.net

QUESTIONS
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