UTILIZING TECHNOLOGY IN THE
ADMINISTRATION OF
PAYROLL/PERSONNEL

N CITY SCHOOLS
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REASONS TO UTILIZE TECHNOLOGY

® More Efficient

®* Fewer Errors &N

® Better Traceability e @

.S Dlgl’ral 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 Logi

® Employees can make changes to their address, bank
information, and /or tax withholdings without filling out —

1*;7 HARRIS

O paperwork (reduces paperwork and employer entry errors)

oyees can have access fo company documents and

.



EMPLOYEE SELF SERVICE (ESS)
POTENTIAL PROBLEMS

£
=l B
® Some employees aren’t comfortable with technology iy
® Make training material readily available
® Possibly have a public computer set up at Payroll for those who need beginning
assistance 4

e ® Resist the urge to “just do it the old way” because it's what everyone knows

ole don’t like change

e b nefits of having unlimited access to thei g



TES (TIMEKEEPING SYSTEM)

BENEFITS

® Reduces time calculation errors
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¥

® Creates a file that can be imported

® Creates a leave file that can |

® Enters Sub pay for lec

* Helps show ¢




TES (TIMEKEEPING SYSTEM)
POTENTIAL PROBLEMS

SEsc

®* 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 ety

way you deal’
. problems is -
® Train subs to clock in correctly nore important th

® Train employees to enter leave every time

® Run reports that check the information

R

Al
i

riety of Systems for Wide Range of Cost



SUBSTITUTES

* Orientation * Sub Calling System

® Determine if centralized person or employee

®* Make expectations clear from the beginning

will enter Sub need
® Properly train them in the technology they will

o : . 3
utilize Reconcile to Timekeeping system

® Valuable resource — treat them that way ® ESS

. = ° . ° . “
* Timekeeping Just as important for sub to view informati

[ HH A ;
® Make sure employee leave is entered Sub needs ability ICHEEES chqnge,r'r
®* Make sure sub time is entered

® Run reports to reconcile

Ma'age Substitutes Online.
¥



®* Mass Initialize Ei




®* Can also copy ecord, if needed

®* Normally this will be setup differently because of new position

%



#7 PR/MVLY: Move Job Leave/Pay Data (v3.15) (==

Employee # 1456 WI_ Calendar Year |2021 2

dob Fringe

From Job # |1 = Todob# 3 v Copy Fringe Benefit Data
I~ iCopy Job and Pay Record Data  Inactivate From Job Fringe Benefit Data
Deduction
Terminate From IL Co. ¢~ \Data
Term Code ad &~ e »mJob Deduction Data
Salary Schedule Employe™aid 2 will inactive
Copy Salary Schedules ~ Copw! ‘o Paid Benefit Data T 'n on Old iOb qnd

GL Distribution
Copy G/L Distribution Data

Ficcalyr |

Oy it to the new job

Leave _
¥ Copy Leave Data Leave Yr | ': 'humber.

¥ Inactivate From Job Leave Data

® Information will be identical O

P



® Accrued:

® Used for adding Accrual Day(s) to individuals




Fayroll 1d | Input Leave | Taken Accrued | Adjusted |
Cmpioyes ’— - 021 -
Mo Job Mumber

Enter Leave Adjustment Data

Input Date # Units (+~)Leave Type Lo Adjustment Description

2/3p021 ~| | 000 M |

Input Date | Leave. .. | Linits | Liom | Adjustment Description

ve or

il

Enter or Search For a “alid Payroll Run 1D

| _.d);s (+ or -)

° -“A"|- e e
* Anytime you - ® Type of Leave

leave for reasons C THER ——
Ex: Leave from another school system, Transferring to ® Reason for Adjustment
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
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1. G/L Distribution 2. Deductions
Check # BF888 )
P41 J.Account Number Gross Adj Amt
Employee # ‘ T Check Date  12/18/2020 1 12-5-4210-111-0010-5101-0-8420-0000 761.84 -761.84
Quarter Number 4 1 12-5-4210-111-0015-5101-0-8420-0000 761.84 761.84
Chk #| Check Date| Gross Wage Ma Cost Center 8600 1 12-5-4210-111-0020-5101-0-8420-0000 761.14
984...  01-29-2021 702808 1.2 Gross Wage 7.178.08 1 12-5-4210-111-0030-5101-0-8420-0000 761.14
P ' Fringe Benefit 1 12-5-4210-111-0040-5101-0-8420-0000 761.14
978... 12-18-2020 7,178.08 1,2 ﬁgﬂ:mf"fa;( 448.24 1 12.6.4210-111-0050-5101-N-R420-0000 7R1 14
973...  11-30-2020 7,028.08 1,2 e
967... 10-30-2020 7,028.08 1,2 State Tax 296.09 Job | Account #
962... 09-30-2020 7,178.08 1,2 88 Tax 424.91
957... 08-31-2020 7,028.08 1,2 T ta';"g':dﬁitiax s ﬁ’:‘;
07, 06302020 71780817 NG o fesimet e
943, 05-22-2020 7.028.08 1.2

Click on th

Rttt

Select the account numb

* The drop down box under Accou E: : 2en of employee maintenance.

They must wash each other out or the transfer will not take p ace.

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/



A

R side.

® Can be used to balar evious payroll to see changes

( ®* MUST BE RAN BEFORE UPDATE OF RUN ID!



hicole
Payroll Run ID Employee Last Name

nicole
Sort Report By: From Al Thru (Al
- Empl Name - Report Loc - Check Loc Prior Check Dates
* Empl Type ~ Job Loc From 10/01/2020 | Thry |10/31/2020

Check Date 11/20/2020 Period Ending Date 11/20/2020 Payroll Run ID's
v Gross Pay ~ Report Changes Only Payroll Run ID |Check Date | ID Type |

~ Employee Deductions Gross Pay Malone1012020 10/01/2020 Supple...

~ Employer Deductions % Difference j ; SS;E;I\:’YR?OLSLozzoo 18@82838 cR)?f?ular
: rPay ine

™ Fringe Data RETADJ103020 10/30/2020  Offline

Mask SSN on Report

Deductions Employee Types Pay Period Code Job Status
Num \Description | “I | Type |Description | “I IN... | Description N... | Description \
1 FEDERAL WITHHO... “A  ADMINISTRATO... “B Bi-Weekly <A Active
2 STATE WITHHOLDI... “A1 SUPERINTEND... “M Monthly “L On Leave
“3 ADVANCED EARN... “A2 ASSISTANT PRI... “N No-Pay “R Retiree Substitute
4 MEDICARE “Ad4  ASSISTANT PRI... “S Semi-Monthly “8 Substitute
“5 SOCIAL SECURITY “AD TEACHER AIDE... “W Weekly “T Terminated
6 ADDITIONAL MEDI... _| |MAD2 TEACHER ASSI... I




* Give List View w h
® Mass Termination

® Can be tricky to use

%




Job Status Codes Employee Types Job Locations

Ty \ Description it Type | Description \ Days | Ceart | Con | it Loc | Deascription | i
= L A ADMINISTRATOR 240 20 C M0000 Default CCTR Yalue =
L Onleave [ Al SUPERINTEMNDENT 40 C 0001 SYSTEM-WIDE
P Applicant A2 ASSISTANT PRINCIPAL 202 202 C E M 0010 ATHENS ELEME...
R Retiree Substitute L Ad ASSISTANT PRINCIPAL 240 20 C M0015 ATHENS INTERM
T ¥ AD TEACHER AIDES 182 182 N M0020 ATHENS MIDDLE. .
Job Types AD2 TEACHER ASSISTANT 197 197 C M 0025 ATHENS RENAIS...
Type | Description | ¥ AD3 TEACHER AIDES 182 8hour 182 N M0030 ATHENS HIGH S
A Additional.. ¥ AFT AFTER SCHOOL CARE 0 I M 0035 BROOKHILL ELE
[eal=} Primary Job 1 AFTX AFTER SCHOOL CARE-EE 0 N 0040 JULIAN NEWWAN...
s Supplame. . BD BUS DRIVER 182 182 N M00s50 JL COWART ELE
M C1 CLERICAL 240 240 N M0G0 Added from Cory..
FC10 COUNSELOR 10M 202 C M 0120 TANNER HIGHILI..
Summer Pay Flags Mc1z COUNSELOR 12M 20 C M0160 Added from Cornv -
: . Clesl COUNSELCR M 187 C
e | poschplan | - cL CLERICAL 202 202 N ™ Only Jobs Hired Before | 213 12021 -
Ela Print JUUA i ¥ COR CONTRACT - EMPLOYEE 0 I
1Y No Summ. [ CONH CONTRACT - HOURLY - MOM... 0 N ™ Only Jobs Not Paid Since | 213720 J
—_ . . i ¥l Ok CONTRACT . MONTHLY - KO 0 h

-

Only Job Mumber

ew Field Values on Job Record

r

I~ Use Budget Work Schema: BUD2021

" Status Code and Date | = | 2132021 J ~ Annual Salary |
r | IR 2/ 2021 | I Salaried Periods |
~ Job Location | - ~ Pay Period Salary |
I Pay Period Code | - " Hours Per Day |
™ Hire Date 21312021 |  Rata of Pay |
I Senvice Date | 2/3 12021 - I Overtime Rate |
~ Employee Type | = ~ Accrual Days |
~ Summer Pay Flag | - ~ Contract Days |
 Job Type | = I Percent Worked |
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