PAYROLL SETUP AND USE

LOGON AND MENU SELECTION

1.1 Enter your assigned login name, district number, password and fiscal year.

Note: Fiscal year defaults to the current year.

x|

I | | 2003

Login District Password FY

Erter Cancel |

1.2 Select Payroll, Payroll Updates, Update Employee Payroll Information from the menu.

Il_'Finanl:iaI System

File Tools Help

Illustration 1.1
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“1 Illustration 1.2

1.3 The Payroll Selection screen will appear.

ADDING AN EMPLOYEE

2.1 Select the Pay Cycle and the Month in which you will be working. The choices from the drop down menu
are: E-Emergency, M-Manual, R-Regular, and S-Supplemental. (See Illustration 2.1) Click the Continue

button to advance to the next screen.
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IMlustration 2.1

2.2 The next screen to appear will be the Search Grid. With the selection field blank, hit Enter and the grid will
fill with all of the employees of the District. Should you wish to search terminated employees as well, you
may check the Show Terminated Employees box. (Terminated employees show up with a red background
and having been lined through.) You may also type the SSN or the employee’s last name into the search field
and hit Enter. This will fill the grid, and where only one individual appears, transport you to the Payroll
Update screen.

i i Search for Employee ll

File Help

Fleaze enter a name or Social Security number to search for: Il

— Double Click on Employes ta edit
[~ Show Teminated Employees

SocSecNo Last Name First Name
1 |555-BB-??39 MELYILLE HERMAN

| | Distic: 107 | Fiscal Year: 2003 816 AM

Illustration 2.2

2.3 The Payroll Update screen will default to the Employee Information tab (Illustration 2.3). In the Default
Settings, enter the Monthly Retirement base in the Ret. Base field; this amount may be different than their
Gross. Once you have entered the Retirement Base and tabbed to the next field, the system will ask if you
wish to apply this retirement base to all labor lines.

2.4 Enter the employee’s gross monthly pay in the Gross default field. In the event that the employee has
multiple labor lines, the Gross amount will be proportionately allocated amongst them.

2.5 If the employee has any docks for the month, enter the amount as a positive number in the Docks field.
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2.6 If the employee had any Worker’s Compensation amounts that are being paid by an Insurance Company
through the District’s payroll, enter the total for that month in the Work Comp field.

. Payroll Update x|

File Toaols Help

Employee Information T Labar Distribution T Yoluntary Deductions

‘LastName: MELWILLE First Mame: HERMAN ki Iriit: Hire Date: 07/071/2002 |
— Default Settings

Riet. Base 4 [N Paploc. [1-Generic High School = | wa [F1m2z00z x| FedM x| A
Gross $|3?EIEI.DD Fay Code |1-Eertificated j SU IU'HDHE | State IM j |1
Total Docks $|'| 00.00 Bag Unit [1-Cenlificated Tax Cycle IM ‘l EIC ID.N ane j

wiork Comp $/0.00 Fiet System [1-STRS =

JASONDSFMAM.I
Months Worked "~ [V ¥ ¥ WV V¥V WV Va1 | Clear peteree Fay Total =
Moths Paid v WiV VW IV IV W VIV @il | _Clear d

— Default Labor Distribution % alues

Surivor r

Medicare v Benefitz

Retirement Cades FIEA 5|Q|
Syztem Acct, Code Pap Code Cont Cade I
{01-5TRS ||57-5alaried || m-monthly || M-Narmal [Curr o) = | Pay E am: PF':;J
Beq. End. Deduct?
Retro Amourt $ [0 | | | =] | AddReto by Cycle R-Req Pay
Pay Lines O 5-5up Pay
Update £ Exit I LCancel |
Ready District: 101 | Name: HERMAN MELVILLE | Social: 555667789

lustration 2.3
2.7 Select the Pay Location, Pay Code, Bargaining Unit, and Retirement System in the second column of default
settings. Bargaining units, which are specific to each District, often require certain Retirement Systems to be

coded with them. Note: Review settings with FCOE payroll if you have questions.

2.8 If the W4 date is not present, or if the Federal and State status changes, a W4 date must be input. Use the
drop-down menu to view a calendar from which you may select a date.

2.9 Determine whether there is SUI for the employee; select the appropriate entry from the SUI drop-down menu.

2.10Update the Tax Cycle if necessary. The default is monthly, if at some point you have additional choices they
will appear here.

2.11Ensure that the employee’s Federal and State status is correct. Check their marital status and the
withholdings they’re claiming. If you make changes to these you must update the W4 date in the W4 field.

2.121f an employee claims an Earned Income Credit (EIC), select the appropriate item from the E/C drop-down
menu. (Contact FCOE Payroll department for information.)

2.13Check the Medicare box where the District participates and Survivor Benefits for those employees who
receive them.

2.141In the event that an employee who set aside a portion of their check as Deferred Pay is terminated or resigns,
check the Deferred Pay Total Payout box. (See FCOE recommendation.)
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2.15There are two lines of check boxes, those for Months Worked and Months Paid. The months are set up by
fiscal year, starting with July and continuing through June of the following calendar year. To pay an
employee, you must check the appropriate boxes for months worked and months paid. If you wish to set up
deferred for a 10/12, you would check Months Worked from September to June, and check the Months Paid
for the entire year. To setup a 11/12, you would do the same as a 10/12 except that for Months Worked, you
would not check July; all other situations may be set up as needed.

2.16In the Default Labor Distribution Values, you set up the Retirement Codes, choosing a type from the drop-
down menu.

2.17Choose an Account Code from its drop-down menu as well. (See FCOE Recommendations.)

2.18Select a Pay Code from the four menu options. (See FCOE Recommendations.)

2.19Finally, choose a Contribution Code. (See FCOE Recommendations.)

2.20If the District has SDI, place a check in the box.

2.21Choose a Pay Deduct Cycle from the four listed. This is used for the Voluntary Deductions and indicates on
which pay cycle the system should apply the Vol Deds. Note: If the employee is to apply Voluntary
Deductions on a cycle other than regular for a one time only deduction, after that pay cycle has run, the Pay

Deduct Cycle must be unchecked to keep it from being applied the next time that cycle occurs.

(See FCOE Payroll department training for Retro.)

LABOR DISTRIBUTION

3.1 The Labor Distribution is used to code the type of pay, the labor line, and any special circumstances.

x
File Tools Help
Employes Information T Labor Distribution T Yoluntary Deductions
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Update / Exit I LCancel |
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[Mlustration 3.1
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3.2 Select a Pay Type from the drop-down menu for the employee. The NML-Normal Assignment must be used
for the employee’s normal monthly assignment. Any coaching pay, overtime, mileage or any number of
other situations must also be set up here.

3.3 Enter the employee’s labor line in the appropriate fields. Many employees are multi-funded; each account
code would be entered as it’s own labor assignment.

3.4 Determine the Pay Cycle used; this defaults to the R-Reg Pay cycle. This is where the Payroll department can
determine when to pay the employee.

3.5 If the retirement base does not apply to the labor line that is being entered, it must be changed using the

Change LD RetBase button. Click the button and enter a new amount in the message box that appears.
When the amount has been entered, click the Save button.

ii. Change Labor Dist. Ret. Base - 10| x|

Mew Ret. Baze for thiz ||
Labar Line

Save | Cancel

IMlustration 3.5

3.6 Upon saving, the box will disappear and the retirement base for that line will change. In addition, if the line
had previously been saved, the border around the Labor Distribution window would change from green to
yellow, indicating that it had not yet been updated in the system.

3.7 Select the appropriate Retirement, Account, Pay and Contribution codes from their respective drop-down
menus. (Refer to FCOE Payroll guidance.)

3.8 Enter a percentage in the % field if applicable. If the individual is being paid by an hourly or daily rate, enter
the rate in the Rate field, and the corresponding units of time in the Unit field. This will automatically
calculate the total pay in the blue Extended field.

3.9 If the employee was set up with a default Dock on the Employee Information page, this information will
already be present in the Dock field. Note: If the total of the docks and voluntary deductions exceeds the
amount available to be paid, the employee’s pay will show up as a net negative amount on the Error section
of the Prelist. This must be corrected before payroll can be finalized and run.

3.10If the payment is a one-time only payroll item, the Months Worked should only be checked for the month
for which the individual is being paid, and the Remove At End Of Cycle box should be checked. This lets
the payroll application know that once the expenses have been posted to the General Ledger, it should remove
the Labor Distribution line from the application in order to not pay it again. Note: Do not leave all of the
Months Worked boxes checked and also check the Remove At End Of Cycle. This will continue to pay the
employee on the specified Labor Distribution line for the entire year before removing it.
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3.11If the District makes payments to SDI, check the SDI box. In the event that the specific labor line is not
subject to SDI, remove the check in the box if it is present. Note: If the SDI box is checked on the default
page (lllustration 2.3), it should automatically be checked in the labor distribution line.

3.12When all of the items have been completed, click the Add Line Button to save the information entered. If
you were making revisions to the line, you would click the Update button for the Labor Distribution line.

3.13Continue to enter lines as needed for each individual. Once the line has been saved, a green border will
surround the window; if any changes are made in a green window, the border will change to yellow to
indicate that the changes have not yet been saved. You will also have the option to Update or Delete a line
once it has been entered and initially saved.

3.14To save the employee’s entire Labor Distribution, click the Update/Exit button at the center bottom of the
screen.

3.15You are returned to the Search For Employee screen and may choose another employee to enter, or double-
click in the current employee to enter the Voluntary Deductions.
VOLUNTARY DEDUCTIONS

4.1 The Voluntary Deduction (Volded) screen is the third tab of the Payroll Update function. In it you will
initially see a red border around the data entry area where there are no Voldeds currently set up.

. Payroll Update x|

File Tools Help

Employes Information T Labar Distribution T Yoluntary Deductions
“aluntary Deduction Nurnber Comment Months J & S ONDJ FMAMI
ﬂ | Deducted [ [ ¥ W v [v ¥ ¥ ¥ v [ [+
Employee Amant |$D_DD Employer Smaunt |$D_DD Remove at end of cpcle? [~ I

Add | deatel Delete | LCancel |

—oluntary Deduction

|Nu|Descri|:_|tio| Emglogeel Emploverl Months | Remove |Eomments|

|»

. [+

Update / Exit Cancel |

| Fieady | Distict: 101 | Name: HERMAN MELVILLE | Sacial: 555-66-7769

IMlustration 4.1

4.2 Choose a Volded type from the drop-down menu in the Voluntary Deduction Number field.
4.3 You may enter any comments regarding the employee’s deduction in the Comment field.

4.4 Select the months that this employee will have this deduction from the Months Deducted data area. This lets
the system know on which of the employee’s payroll warrants to apply the Deduction. If it is a one time
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deduction and should not appear again, check the appropriate month and ensure that the Remove At End Of
Cycle box is checked. This will apply the specific deduction once and then remove it from the system to
ensure it does not appear in subsequent payroll periods.

4.5 Enter an Employee Amount to be deducted, and if appropriate, an Employer Amount in the appropriate fields.
4.6 Click the Add button to enter it in the grid below titled Voluntary Deductions.

4.7 Continue entering as many deductions as the employee has requested. Note: If the total of the voluntary
deductions and docks exceeds the amount available to be paid, the employee’s pay will show up as a net
negative amount on the Error section of the Prelist. This must be corrected before payroll can be finalized
and run.

4.8 Once all of the Voldeds have been entered and saved to the grid, click the Update/Exit button at the bottom
center section of the screen to save the information to the employee’s payroll.

VERIFYING AND PRELISTING PAYROLL

5.1 Select the Payroll Prelist/Verification Report from the Payroll Reports, Payroll Prelists Reports menu
options.

11
File Tools Help
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Illustration 5.1
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5.2 Select the Pay Cycle and Month Period Ending for the payroll you are running from the respective drop-
down menus.

. Payroll Prelist/Final =101 x|
File Help
Pay Cycle: IH-HeguIar j
tonth Period Ending: r-.-1ar|::l'| vI
&+ Prelist
" Final Beszet Final |
Enter Comments
PBreview Frint Hueue | E mit |
Status: 934 A .
Status #| Tllustration 5.2

5.3 Select the Prelist radio button, enter any comments for the report that you wish to see. Important: DO NOT
finalize the payroll. (See FCOE Payroll Instructions.)

5.4 Choose Preview, Print or Queue from the buttons near the bottom of the window. Note: Use Queue for
most regular payroll due to the size and complexity of the calculations.

5.5 To Preview or Print, select a printer from the Printer Prompt window that appears or choose cancel.

5.6 To retrieve the report from the Queue, select Report Queue from the main menu options. Double-click in the
application to open it.

il x]
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5.7 The Queue will appear and when the report is completed, you will be able to select it out of all the stored
reports that are present. Highlight the appropriate report and select Print, Preview, Exit or Delete from the
buttons at the bottom.

wmain ~lol x|

File Toals

Date/Time Report | Date/Time Report

sy i Ui Generated Printed/Yiewed

1200330520 Budget Difference 02/14/2003 4:30:42 0211472003 4:40:19

Frirt Preview Exit Delete [~ Delete after Print?

I1lustration 5.6

5.8 The Prelist report will have an additional tab for errors or exceptions; view the report, print any exceptions or
errors that have appeared, return to the Payroll application and fix them. Repeat the Prelist again until Payroll
is correct. Important: DO NOT finalize the payroll. (See FCOE Payroll Instructions.)
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