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Updating Accrual Days

Under PR setup, then Employee Type Maintenance, the accrual days need to be
changed for each employee type first.

== Menu M=] B3
=1 MCAI = | Application or Transaction Name L
™ Budget Work HR Code Maintenance ||
&= Payroll °HR Code Maintenance Il

= EE

" Employee Maintenance
™ PR Check Processing
f Monthly Procedures
“f Quarterly Procedures

f Calendar YE Procedures

"f Fiscal YE Procedures

f Miscellaneous Procedures
"f Payroll Site Specific

f Remote PR

™ System Control

°Payroll Code Maintenance |
°Payroll Code Maintenance |l
°Payroll Code Maintenance Il
OPR Parameter Maintenance |
°PR Parameter Maintenance |l
°Tax Table Maintenance
°Deduction Master Maint
Employee Type Maintenance
°Leave Code Maintenance

°Salary Schedule Maintenance
| |
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Updating Accrual Days
For8H00C #1220

Enter  Add |Change Delete Save Inguire  Mext  Back  Clear Search PrtScr Exit
== PR/ETPM: Employee Type Maintenance {¥3.02) S [T | - i .
O»IHOOCO M=
1. Employee Type I 2. Leave Information T 3 Mandatory | Enter  Add  |Change Delste  Save Inguire Mext  Back  Clear  Search  PriScr Bt
%= PR/ETPM: Employee Type Maintenance {¥3.02)
Employee Type [l ~|  Position Desc [189 Teacher
: 1. Employee Type I 2. Leave Information ] 3. Mandataory Ded I 4. Substitute Info
Cerified Code IC vl Contract Days|189 =
Wark Hrs/Day |7.50 B TypeIT1 v| e Desc|189 Teacher ™ Board Member
Sub's Units ID vl Certified Code lﬂ Contract Dayslﬁ v State Bazed Salary

¥ Use Contract Date Range

Leave Units O

N ' Work FrsfDay [7.50 grluhdas Contract Dates [10/01/2014 | Thru[osmo2015 ~|
Pay Class Codel VI Work Comp Codel VI . a
= 7 I v| 2? o
Sub's Units |D # of Accrual Days Rate Code ¥ Salaied [ Daily [ Hourly

I vl ID?-’
State Empl Type Work Comp Rate 1% [~ Update B Leave Units |0 | Retire Mem. Class Cd U1 [~ Owertime Computation
i IT vl Ip -l .
Sick Bank Type Job Type F gwm Pay Class Codel_'l Work Cornp Code I ,I v Exernpt from Overtirne
Ext Sub Da SID State Supp T el . ¥ Elig Far Sub
= e e I” Pay Adj State Empl Type I 'l Waork Comp Ratelﬂ% g

[ Update Budget hax | Crarfirr?

Sick Bank T eIT vl Joh T eIF' vl
Change Made: Enter the Key Ward for the Reco a A <00 Iyp ? gigl'mar ? gﬂﬁz{ﬁm‘;n&:fa}‘
Ext Sub DaysID State Supp Typel [ Pay Adj [ Leave Adjustments

Record Changed

Click Change, update the “# of Accrual Days” field and then click Save and verify Record Changed.
The Next button in the toolbar will move you to the next employee type.

This only changes default information on an employee type. It does not change the employee’s
job record screen.
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Mass Change Employee Jobs

To change employee’s job records to reflect the new accrual days, go to the
“Mass Change Employee Jobs” under Employee Maintenance Folder
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= Menu H=1E3
=1 MCAI = | Application or Transaction Name =
™ Budget Work ™ Employse Check & Input Queries
& Payroll °Empl0yee Maintenance
o
PR Setup °Fast Input Employees

| Employee Maintenance

f PR Check Processing

f Monthly Procedures

f Quarterly Procedures

f Calendar YE Procedures
f Fiscal YE Procedures

f Miscellaneous Procedures
T Payroll Site Specific

f Remote PR

7 system Control

O Employee Maint Audit Trail
°Test Compute for An Employee
or\ﬂass Change Deduction
or\ﬂass Change Deduction Status
or\ﬂass Change GL Distribution
or\ﬂass Create Job Records

_» Mass Change Employee Jobs
°Update Employee Job Records
°Input Leave Adj to History

| |
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Mass Change Employee Jobs

Select the employee types to change,

Employee Types Iob Status «

Type Description |T3rpe Llses Contract Date Range j Stat |Descriptim SeleCt the Status’ and SeIeCt the Update
Osz 240 Supplem...  No e [Active ”

T 189 Teacher  Yes ML 0On Leave Accrual Days bOX.

Otz 202 Teacher Ma ar Applicant

Or3 212 Teacher Mo Or Retiree Su

ETs 222 Teach M Os Substitut ; ; ;

o et | R Substiute Press Enter and a list view will populate
'}I'TE Comersion._L o | ;lj i — with the Current Accrual Days and New

Accrual Days based on Employee Type
Maintenance.

Hired Before IDBIEBIEU'] 4 v|

[ Update HourlyiDaily Code = Serice

[T Update (Reset) Salary Periods

¥ Update Accrual Days b—

 Employee & Job

[~ Update Contract Days
[~ Erorm Employes Type

[~ From Ealany Schedule

- PRYEMNT Mame: LAST NAME 24

» SUSAN SSN: 000-00-C

Deselect the employees that should not update, if any.

Once verified, click SAVE and the Job Pay Record screen will be

updated in Employee Maintenance.
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B g sy . Employee #  Name (Last, First M
I Update Contract Dates SAT 8 gl B S el S e 27 [LAST f\lAME 24 : s
& :
BFeoeCBHODS M sob Numberll ] Employee Ty
Emter, Defaulk Lask Delete Sawve Inguire [ext Back Clear Search
== PRCCDE: Mass Change Employee Jobs (w3.02) CLITEH BEE 189
Empl #| Mame FPF | Job Hire Curr Accrual Days Relcemvioried 100%
- 189 Teacher m =] Annual Salary 58,861.00
— B =1 LAST MLAR 1 T1 189 Teacher Pl OsM181994 23.25 =rd
37 LAST MAR. .. 1 T1 189 Teacher Wl 09271973 23.25 27 Salaried Periods 12
a8 LAST MLAM 1 T1 183 Teacher Pl Oss201290 23.25 =rd
39 LAST MAkt . 1 T 182 Teacher r o 08/23/1293 23.25 27 Pay Period Salary 4,905.08
B a5 LAST PLAR. .. 1 T1 189 Teacher Il 052041991 23.25 27
46 LAST Pk, 1 T1 183 Teacher Pl asm18s19389 2325 27 Hourly/Daily Code |0 :I'
=3 LAST MLAR 1 T1 189 Teacher Pl 05201290 23.25 =rd Hours Per Da 750
| o Si= ] LAST MLk L. 1 T1 189 Teacher Il a1/ 1/19289 23.25 27 = e

Rate of Pay 311.43

Overtime Rate 467.15

27.00

) Accrual Days
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Extract Payroll Accrual Data

Under Miscellaneous Procedures, Miscellaneous PR Maint, select the Extract Payroll
Accrual Data. This transaction creates a file as well as a two reports for verification.

% Menu [_ O}

T Employee Maintenance =l Application or Transaction Name
f PR Check Processing bRenumber Check Numbers

"i Monthly Procedures xtract Payroll Accrual Data

"i Quarterly Procedures °Update Payroll Info to History
"i Calendar YE Procedures °Update Employee Job Records
"i Fiscal YE Procedures °Mass Change Employee Type
&= Miscellaneous Procedures °Payroll Reset

Elvisostancous PR iaint

f Miscellaneocus PR Reports

E PR Salary Budgeting

™ Deduction Adjustment Modul—
T Position Control Interface
™ Sick Bank Module

A= e - L | N

NOTE: This transaction should be run before any changes are made to
deductions OR salaries for the New Fiscal Year
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Extract Payroll Accrual Data

1. Fiscal Year should
be the year that is
currently ending.

%= PR/EPAD: Extract Payroll Accrual Data (¥3.10)

Fiscal Year [2014 =

Job Pay Period Job Status
“ ” Type | Description Type | Description
2. “No Pay” should EM  Monthly Ha  Active
O~ Mo-Pay FIL  OnLeave
NOT be SeIeCted under ¥l  Semi-Manthly OF  Applicant
Job pay Period. v wweekly Or  Retiree Substitute
Os  Substitute
OT  Terminated
« | 2 |al | 2

3. Select to Print

¥ Print Detail Repart

Select By GL Component |

Detail Report - gives a
detail of employees

Export Path |C:1Dncuments and Settingsinicole\DesktopSTI4PYFLTHT

Feport Destination
" ToPrinter  Office - Fred HP4
{* To Report Viewer

" ToFEile

and accrual days

4. Select Active and

/ Setup |

Browse to a path on
YOUR computer to
place the file. There
will be a PERMISSION
DENIED error if the
wrong location is
entered. You can not
save file to the server.

Press ENTER to create
the two reports and
create the file.

*= Enter Account Selection Criteria

On Leave for Job
Status.

| Fiscal Year
|201 4 vI
Accept Selection Criteria

5. Select By GL

Companent Mame Sort Order  Beginning Yalue

Ending YWalue

IFund - I |3_ I

Component — Sort
order 1 should be

Componernt Contains: Fd

IZZ

Sort Order Must Be Major to Minor (0 Sort Order = Selection Criteria only - Do Mot Sort or Tatal)

Add ttem |

Component Mame | Sort Order | From “alue

| To Yalue

FundSfund and Sort
Order 2 should be

FdSfnd 1
ClassFunct 2

IITIIT
IITIT

ClassFunction.

\
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Extract Payroll Accrual Data

First Report: Payroll Accrual Entries Listing - Shows accrual entries for payroll sorted by the
GL components selected.

RUN DATE: 03/28/72014 MCAI PAYROLL SYSTEM Page 1 of 26
RUHN TIME: 08:53AM GEMERATE ACCRUAL ENTRIES FOR PAYROLL FREPAD
Harriz Board of Education
PAYROLL ACCRUAL ENTRIES LISTING
Fd-C-Func-Obj-CCtr-SFnd-¥-Prog-Spec ACCOUNT DESCRIPTION TY¥PE DEBIT CREDIT
11-2-0211-000-0000-1110-0-0000-0000 SAL&WAGES PAYABLE Credit 120160110
ClassFunet Totals: o.o0 1.801601.10
11-2-0222-000-0000-1110-0-0000-2002 FICAWHH TAXES Credit 111,629 26
11-2-0222-000-0000-1110-0-0000-2007 FICAWHH TAXES Credit 26,123.24
ClassFunet Totals: o.o0 137 ,822.50
11-2-0224-000-0000-1110-0-0000-2010 RETIREMENT WHH Credit 12161625
ClassFunet Totals: o.o0 18161625
11-2-0242-000-0000-1110-0-0000-2109 OTH P/R WHH DEDUCT Credit 1,080 .64
ClassFunet Totals: o.o0 108064
11-5-1100-010-0010-1110-0-1100-0000 INSTRUCTION-TEACHER Debit 20,322 .36
11-5-1100-010-0010-1110-0-1200-0000 INSTRUCTION-TEACHER Debit 152 260 66
11-5-1100-010-0020-1110-0-1100-0000 INSTRUCTION-TEACHER Debit 13,701 .44
11-5-1100-010-0020-1110-0-1200-0000 INSTRUCTION-TEACHER Debit 176516 .46
11-5-1100-010-0020-1110-0-1100-0000 INSTRUCTION-TEACHER Debit 20,428 62
11-5-1100-010-0020-1110-0-1200-0000 INSTRUCTION-TEACHER Debit 266,734.00
11-5-1100-010-0040-1110-0-1200-0000 INSTRUCTION-TEACHER Debit 211,141.20
11-5-1100-010-0050-1110-0-1500-0000 INSTRUCTION-TEACHER Debit 347 152 44
11-5-1100-010-0050-1110-0-2200-0000 INSTRUCTION-TEACHER Debit 1401003
11-5-1100-010-0060-1110-0-1500-0000 INSTRUCTION-TEACHER Debit 368,548 40
11-5-1100-010-0060-1110-0-2200-0000 INSTRUCTION-TEACHER Debit 2,940.39
11-5-1100-011-0010-1110-0-1200-0000 INSTRUCTION-RESOURCE TEACHER Debit 724075
11-5-1100-011-0010-1110-0-2200-0000 INSTRUCTION-RESOURCE TEACHER Debit 5,308 .67
11-5-1100-011-0010-1110-0-2200-0056 INSTRUCTION-RESOURCE TEACHER Debit TaTL.5E
11-5-1100-011-0020-1110-0-1200-0000 INSTRUCTION-RESOURCE TEACHER Debit 6A7477
11-5-1100-011-0020-1110-0-2200-0056 INSTRUCTION-RESOURCE TEACHER Debit 7077

This report’s totals should match with totals on the Employee Detail Report.
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Extract Payroll Accrual Data

Second Report: Employee Detail Listing - Shows detailed information on each
employee. This report is produced only when the “Print Detail Report” is selected.
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RUN DATE 03/28/2014 MCAIPAYROLL 5¥5TEM Page 1of4d
RUN TIME: 09:00AM GENERATE ACCRUAL ENTRIES FOR PAYROLL FREPADDTL
Harris Board of Education
EMPLO YEE DETAIL LISTING
EMP WNUMBER EMPLOYEE HAME JB ACC DAYS HRS/DAY HiD RATE ACCRUAL S5 MATCH MCMATCH RET MATCH SUIMATCH
ACCOUNT NUMBER: 11-5-1100-010-0010-1110-0-1100-0000
1667 TARA LAST NAME 1363 1 23246 750 391 43 677807 420 24 a8 .18 68323 407
2707 SAMMYE LAST MAME 2423 1 23246 750 269 08 62466 11 387 a8 a7 630 62 i)
G663 DIANE LAST NAWME 520 1 23246 750 313 47 Tras s 461 87 105 68 T34 64 437
ACCOUNT TOTALS: 20322 36 204 67 1214
126994 2,048 50
ACCOUNT MUMBER: 11-5-1100-010-0010-1110-0-1200-0000
1408 CYNTHIA LAST NAME 1133 1 23246 750 311 .43 7rd40746 448 83 10499 7087 434
1722 JENHNIFER LAST MAME 1427 1 23246 750 311 .43 7rd40746 448 83 10499 7087 434
2060 AMAMDA LAST NAME 1760 1 23246 750 299 98 6Aa7477 437 44 10113 F03 06 418
2065 JULLA LAST HAME 1765 1 23246 750 311 .43 7rd40746 448 83 10499 7087 434
2235 SHERRY LAST MAME 1832 1 23246 750 311 .43 7rd40746 448 83 10499 7087 434
2460 TIFFANY LAST MAME 2116 1 23246 750 386 A6 i fid8 34 412 20 a6 40 67014 384
2211 LAURA LAST MAME 24325 1 13.26 7.0 386 06 6654824 41220 0640 67015 .04
2280 JESSICA LAST MAME 2501 1 13.26 7.0 340 04 570018 35800 2306 623 64 .47
2004 CAROLINE LAST MAME 2616 1 13.26 7.0 321 84 516778 3o re T4.79 s1040 .09
2030 ASHLEY LAST NAME 2640 1 13.26 7.0 g0z 70420 468 44 107.22 T45 24 4 .d4d
2040 COLLEEM LAST MAME 2650 1 13.26 7.0 321 84 516778 3o re T4.79 s1040 .09
21457 MICHEAL LAST MAME 2768 1 7.0 7.0 38437 407 65 2086 7.1z G016 o.zo
22320 CAROLINE LAST MAME 2004 1 13.26 7.0 105 56 4546877 ag1 a0 6502 458 21 i)
2628 LAMDOM LAST MAME 2267 1 13.26 7.0 340 04 570018 35800 2306 623 64 .47
2623 MARIOM LAST NAME 3272 1 13.26 7.0 PALE] 5110468 316 86 T4.10 61614 207
2671 AMELIA LAST MAME 3206 1 13.26 7.0 104 .41 452002 g0 24 LLEL} 4566 61 aral
37 DANA LAST MAME 34 1 13.26 7.0 370 kR 487 .10 106.90 T4 A6 4.43
260 EMILY LAST MAME 2460 1 13.26 7.0 33220 5.168.24 32042 Td.04 62096 210
2261 CARLA LAST MAME 2470 1 13.26 7.0 30286 To64.51 43800 103.44 Fizan 4.34
2265 JEREMY LAST NAME 2474 1 13.26 7.0 336 87 550722 341 48 .88 66612 230
2264 JEMMIFER LAST MAME 2477 1 13.26 7.0 358100 523724 361496 24 .66 628 45 2460
38 LINDA LAST MAME 26 1 13.26 7.0 370 kR 487 .10 106.90 T4 A6 4.43
32 FHILLIP LAST MAME 36 1 13.26 7.0 370 kR 487 .10 106.90 T4 A5 4.43
45 DEBRA LAST MAME 42 1 13.26 7.0 387 42 668376 41432 9g.00 67262 4.01
48 JEFFREY LAST MAME 42 1 13.26 7.0 387 42 668376 41432 9g.00 67262 4.01
PREPADDTL btk EMPL_NO (Number)l
ACCOUNT TOTALS: 152 260 66 10778 LRk
Q44018 16,347 87




Extract Payroll Accrual Data

Once the reports are generated, the transaction will have two new buttons to show any
errors. Verify that there are no GL errors. Majority of the time, invalid GL numbers are

the reason the two reports don’t balance.

%+ PR/EPAD: Extract Payroll Accrual Data {v3.10)

I Print Detail Report Select By GL Companent

Fizgcal ¥ear |2|:|14 j Showe GL Errars Show Errars
Joh Pay Period Job Status
Type | Diescription Type | Description
[ monthiy e Active
O™ Mo-Pay [FIL  OnLeave
[¥l&  Semi-Manthly OF  Applicant
v wieekly OFR  Retiree Substitute
Os  Substitute
OT Terminated
| | ] |4 | ]

The “Show Errors” button will show
information on employees that may or
may not need to be addressed.

== PR/EPAD: L ‘tract Payroll Accrual Data {v3.10)

Export Path |C:1Dncumen15 and SettingsinicoleiDeskiomSTI4PYFLTHT

Repart Destination

" ToFrinter  Office - Fred HP4

{* To Report Yiewer

" ToFile _Iﬁet”p

Enter Selection Criteria, Click EnteriF1) To Generate Report
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| Ermployee Marme | Joh | Errorr-nessage |

343 {MIE LAST MAME 335 1 X 0

10 AMGELA LAST MAME 8 14 .-‘-\ccrual Davs Equals Zera

27 BUSAM LAST MAME 24 13 HourlwDaily Rate Eguals Zera
29 MAMCY LAST MAME 26 25 HourkwDaily Rate Eguals Zero
28 MARCY LAST NAME 26 14 Accrual Days Equals Zero

M AMM LAST MNAME 28 20 Accrual Days Equals Zero

K| AR LAST MAME 28 13 HourlwDaily Rate Equals Zera
ar DARNA LAST MAME 34 13 HourlwDaily Rate Equals Zera
38 LIMDA LAST MAME 35 13 HourlwDaily Rate Eguals Zera
39  PHILLIP LAST MWAME 36 25 HourkwDaily Rate Eguals Zero
45 CEBRA LAST MNAME 42 25  HourlwDaily Rate Equals Zero
45 DEBRA LAST MNAME 42 13 HourlwDaily Rate Equals Zero
46 JEFFREY LAST MAME 43 28 HourlwDaily Rate Equals Zera
46 JEFFREY LAST WAME 43 13 HourlwDaily Rate Equals Zera
53  LESLIE LAST MAME a0 25 HourlwDaily Rate Eguals Zera
53 LESLIE LAST MAME a0 13 HourkwDaily Rate Eguals Zero
L] MARY LAST MAME 56 13 HourlwDaily Rate Equals Zero
63 KATHERINE LAST MAME B0 13 HourlwDaily Rate Equals Zero
72 CHRISTIMNA LAST MNAME 68 13 HourlwDaily Rate Equals Zera

Enter Selection Criteria, Click Enter(F13 To Generate Repaort




Extract Payroll Accrual Data

If you have errors to fix, you may need to go back into employee maintenance or
Budgetary depending on the errors.

You can go back and extract the Payroll Accrual Data again as long as you have not made
changes for the new year (deductions and/or salary increases).

If the Accrual Data is generated again, you will be prompted that records already exist
and “Do you want to continue?”.

Select YES and the previously ran accrual data will be overwritten with the new
information (“fixes” for GL number and/or employee maintenance).

Statement 34 Records Exist I
P Payroll Accrual Records already Exist for Selected Fiscal Year
‘:J/J Do you wank bo continue?
Yes | | [ I

If you answer NO, the transaction will still run and give you the reports and file with the
original data from the first generate. No new information will be calculated.
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