PAYROLL SETUP
PROCEDURES

AASBO - Small Group Sessions
August 21, 2019
Hoover Board of Education

Paula Thornton

Vestavia City Schools




NEW HIRES

» Prior to Board Approval

» https://aim.alsde.edu/aim/Index.aspx?Logout=true
» https://tcert.alsde.edu/Portal/Public/Pages/SearchCerts.aspx

* Background Clearance

* Valid Certificate

* Courses



https://aim.alsde.edu/aim/Index.aspx?Logout=true
https://tcert.alsde.edu/Portal/Public/Pages/SearchCerts.aspx
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» Enter employees name and date of birth or
only enter social security number. My
suggestion is social because of multiple
people with same name (i.e. John Smith) or
certificate may be in maiden name.

» If entering name only may receive a list of
multiple people.....make sure to choose the

correct one. (i.e. You enter Paula Thornton
and 3 names populate but you know the one
you are searching for has a middle initial of B
then you choose that one from the list.)




Screen Shot of Certified Employee

Professional Certificate 3/6/2015 - 6/30/2020[ Valid]
Issued on 10/10/2000
Class A, Elementary (764)
Grade Level: K-6
Elementary Education (ON1)

Professional Certificate 3/6/2015 - 6/30/2020[Valid]
Issued on 5/28/1993
(lass B, Elementary (754)
Grade Level: k-6
Elementary Education (ONL)

Highly-Qualified Teacher Eligibility Reviewsd On
Core Academic Subjects, Including Reading (ON1) ; Grades: K-6 (4/13/2004
The endarsements listed in this section reflact Highly-Qualified Teacher (HQT) eliaibility baszd on Alzbama Modsl HQT guidelines. The HOT dsignation is in effect only when full, valid Alzbama Professional Educator, Alternative Baccalaureate-Leval, Special Altemative, or Preliminary
certificate is held and the teaching assignment is in the area(s) and at the grads levels(s) for which Highly Qualified is designated. If the certificate has expired, the HQT status is no longer in effect. Highly Qualified Teacher credentials for some teachers have been revised at
the direction of the U5, Department of Education based on evolving rulings and quidelines under the "No Child Left Behind Act of 2001."

Legend and Terminology
Certificates marked as 'Class B' indicate Bachelor's degree level,
Certificates marked as 'Class A' indicate Master's degres level,
Certificates marked as 'Class A indicate Sixth-year program level,

Disclaimer
Under Alabama Code § 16-23-5 (1975), and Administrative Code nule 250-3-2-.34 (2011), the State Superintendent of Education has the authority to refuse to issue, suspend, revoke, or impose cther appropriate sanctions upan any certificate issued by the Alabama State Department of Education when the holder has
been quilty of immoral conduct or unbecoming or indecent behavior, Please note that it is possible that an individual s listed erronsously, Please contact the Alabama State Department of Education's Section of Teacher Certification if you observe any errors, Ta reduce the risk of any misidentification of an employee o
potential employee, authorized users should login and use the teacher's unique certification identification number or sadal security number for certification verification purpases, A person wha has timely applied to renew his or her certificate is deemed by the Department to have a valid certificate during the pendency
of his or her application even if the old certificate has expired.,

This screen can be considered official documentation of your Certification, Highly Qualified and/ or Background Check Status at the time of its printing.

Background Review
Status

This individual has completed an ASBI / FBI criminal history background check and is suitable and fit to teach under state law.

Highest Degree/Equivalency for Pay Purposes

Degree/Equivalency Earned Recognized
MASTER'S NjA 10/10/2000
1f no valid certificate is held, the recognition of Highest Degree /Equivalency for pay purposes is invalid.




Courses Certified to Teach

Certificate Details

Courses

Courses Properly Certified to Teach

Drag a column header here to group by that column

Cert Desc Endorse Desc Categary Subject Area Coursa Code Course Name Grade Range
(Class A, Elementary (764) Elementary Education (INL) Carcer and Technical Jobs for Albama Graduates (JAG) 580001 JAG- 7th Grade 07-12
(Class A, Elementary (764) Elementary Education (OINL) Career and Tachnical Jobs for Alabama Graduates (J4G) 580002 1AG - Bth Grade 07-12
(Class A, Elementary (764) Elementary Education (INL) Career and Tachnical Jobs for Alabama Graduates (1AG) 580003 161 07-12
(Class 4, Elementary Elementary Education (INL) Career and Tachnical Jobs for Alabama Gradustes (JAG) 580004 il 07-12
(lass A, Elementary (764) Elemnentary Education (ON1) Caresr and Technical Jobs for Alabama Graduates (JAG) 580005 MG 07-12
(Class A, Elementary (764) Elementary Education (OINL) Career and Tachnical Jobs for Alabama Graduates (JAG) 580006 WGV 07-12
(Class A, Elementary (764) Elementary Education (INL) Elementary Arts Elactive, Grades PK-6 100119 Arts Blective, Grades PK-6 OK-06

: English for Speakers of Other English for Spaakers of Other

(lass A, Elementary (764) Elemnentary Education (ON1) Elementary g 100191 Languages (K] PK-06
(Class A, Elementary (764) Elementary Education (INL) Elementary English Language Arts 100021 English Language Arts, Grade PK OK-06
(Class A, Elementary (764) Elementary Education (INL) Elementzry English Language Arts 100022 English Language Arts, Grade K OK-06



Screen Shot of Classified Employee

Certificate Details

Defalls || Courses

The selectad individual appears to hold no certificates, The two most likely scenarios are:

1. This may be a person that works for the Dapartment of Education or 2 school system in 2 non-teaching role.
2. The certificates held by this parson may have been issusd before the current system was implementad (around 1992).

In the later case, certificate information may be stored on microfilm, If you believe this to be the case, and you need more detailed information on the certificate holder, plezsa contact the Department of Education at 334-353-8567.

Legend and Terminology
Certificates marked as ‘Class B' indicate Bachelor's degree level,
Certificates marked as Class & indicate Master's degres level,
Certificates marked as Class AN’ indicate Sixth-year program level,

Disclaimer
UUnder Alabama Code § 16-23-3 (1975), and Administrative Code rule 290-3-2-.34 (2011), the State Superintendent of Education has the autharity to refuse to issue, suspend, revoke, or impase cther appropriate sanctions upon any certificate issued by the Alabama State Department of Education when the h
been guilty of immaral conduct or unbecoming or indecent behavior, Please note that it is possible that an individual is listed erroneously, Please contact the Alabama State Department of Education's Section of Teacher Cartification if you observe any emors, To reduce the risk of any misidentification of an en
potential employes, authorized users should login and use the teacher's unique certification identification number or sodal security number for certification verification purposzs. A persan wha has timely applied to renew his or her certificate is desmed by the Department to have a valid certificate during the |
of his or her application even if the old certificate has expired,

This screen can be considered official documentation of your Certification, Highly Qualified and/ or Background Check Status at the time of its printing.

Background Review
Status

This individual has completed an ASBI / FBI criminal history background check and is suitable and fit to teach under state law.

Highest Degree/Equivalency for Pay Purposes
[No Datz]

Online Fees
[Mo Datz]

Mail Items
[Mo Data]

Memo Notes
[Mo Datz]




Note about Classified Background

» The State Department does not track
classified employees from system to system
so if you hire someone from another system
you may want to require a new background
clearance. Why? If employee commits a crime
you will not be notified; letter will be sent to
employer listed on background registration.
Problem: costis $50.00




After Board Approval

» PeopleAdmin Software

» Email letter/forms
> Instructions for tax forms

Instructions for Form 100 - Designation of
Beneficiary

Technology Agreements/Student Confidentiality
Marketplace Coverage Options

Letter explaining optional Board benefits (i.e.
vision, dental, disability)

(@)

(o)

(o)

(o)




Email Insurance Information:

NEW HIREINFORMATION COMCERNING INSURAMCE

After Board approval as & new hire your personal information will be entered into the
Retirement System/PEEHIP portal. Once your information has been entered PEEHIP — Public
Education Employees Health Insurance Plan — will send you a packet informing yvou how to
enroll in the insurance. You will have 30 days from your hire date (not necessarily the date the
Board approved you; the effective date you start) to enroll.

Current Cost (as of October 1, 2018) per month:

Single Hospital/Medical $30.00
Family Hospital/Medical {no spouse) S207.00
Family Hospital/Medical {with spouse) $307.00
Single Dental $38.00
Family Dental $50.00
Single or Family Vision $38.00
Single or Family Cancer $38.00
Single or Family Indemnity $38.00
. If wyou enrollin Hospital/Medical Insurance you will receive a BCBS PEEHIP insurance card. If you also

enrollin the dental, vision, cancer and/or indemnity you will receive an additional insurance card from
Southland. For prescription drugs, yvou will receive a pharmacy card from Medlmpact.

Pelham City Schools also offers optional dental, vision, and cancer pelicies along with disability
policies. You will hawve the opportunity to sign up for these plans during open enrcllment when

an enroller visits the school.

Optional Dental:
Provider: BCBS

Cost: Single $28.00
Single + 1 $53.00
Family $93.00

. Cost is for 2018-2019 school year — subject to change

. You will receive a card from BCBS




Optional Vision:

Provider: V5P

Cost: Single 57.80
Employee + 1 $11.92
Family £21.37

¢ Cost iz for 2018-2019 schoolyear — subject to change
* Mo cardis provided. Your doctor’s office should know how to file the claim once you let them know you

have V5P insurance.

Optional Cancer, Disability and Life insurance policies are offered through Colonial Life and
Mutual of Omaha. Premiums on these policies depend on the amount of coverage you choose
and some are based upon your salary so the premiums vary from person to person. For

information on these you will need to confer with the enroller.




Email Form Instructions:

» Personnel Paperwork for New Hires

Federal Withhold - Form W-4

WWW.Irs.qov

Currently the W-4 is on the main IRS website screen or
you can search for it. Complete the form, print and sign.

State Withholding - Form A-4
www.revenue.Alabama.gov

Form should be listed under the Forms tab...then
withholding. Complete the form, print and sign

Retirement Enrollment Form - Form 100

You will receive a “Designation of Beneficiary” form for the
State of Alabama. Complete the form and return to the
State - NOT THE CENTRAL OFFICE.



http://www.irs.gov/
http://www.revenue.alabama.gov/

Form 1-9 ( proof of citizenship)
http://www.uscis.gov/i-9

Choose the 1-9 form, and then complete online and print. Be prepared to show
the proper documents (i.e. driver’s license and social security card OR youcan just
provide your passport) so that | can complete the process.

Also please be advised that this information will be entered through the
Homeland Security’'s website for confirmation of citizenship.

If you have sick leave balances you will want to requestthat it be transferred to us

School
System

Address

You will needto complete a form stating how many years of experience you have

and you will need to contact your previous employer(s) and request and EXP form
be sentto

Included in this email is a Technology Agreement form that you will need to read

and sign on bottom of page 3. This form needsto be returnedt_

at the Central Office so that your email account can be activated.

PEEHIP INSURAMCE— You are eligible for insurance through the State. You should
receive a package in the nextfew days with instructions on how to enroll. Please
be advised you only have 30 days from your hire date (the date your contract
begins)to enroll.




If you have not been fingerprinted you will need to do so before you can actually

begin work. Instructions:
https:/ 'www.aps.gemalto.com/alfindex adeNew.htm
If this link does not work you can access it through the State Department of

Education website.
www.alsde.edu

Click on Department Offices (in blue line across the top)

Click on Educator Certification (In yellow box under “Office of Teaching &
Learning”)

Click on Background Clearance (in blue box on left hand side).

| also have a power point on how to register for a
background screening. Please email me if you would
like a copy

thorntonpb@vestavia.k12.al.us

pbt0611@gmail.com



mailto:thorntonpb@Vestavia.k12.al.us
mailto:pbt0611@gmail.com

NEW HIRE WORKSHEET

Contract
Entered In Name Effective Date Position Days for | New Hire TRS Portal
NextGen 2017- Portal
2018

266 8/7/2017 Ridge - Elem Teacher 187 X X
288

6/19/2017 PHS Assist Principal 240 X X
291 7/1/2017 PPMS - Custodian 240 X X
292 7/1/2017 PHS - Guidance Counselor 240 X X
289 7/1/2017 PHS - Custodian 240 X X
276 7/1/2017 PHS - Custodian 240 X X
290 7/1/2017 PPMS - Custodian 240 X X
305 7/1/2017 PHS - Custodian 240 X X
302 8/7/2017 PHS - Guidance Counselor 240 X X
341 8/7/2017 PHS Sp Ed Teacher 187 X X
317 8/1/2017 PHS - CNP Mgr 188 X X
323 8/7/2017 PHS - ELA Teacher 187 X X




National

E-Verify |Fingerpriny] Tier | orll 13 Degree | Years of EX_P Board Salary
Payment | (for Pay) Exp Received .
Certified

X X Rehired from last year complet | complete | complete

X X 1 NA 6th Year 13 13 No $78,498.00
X X 2 NA NA 1 1 No $27,904.80
X X 1 NA Master 21 21 No $72,296.00
X X 1 NA NA 0 0 No $25,958.00
X X 2 NA NA 0 0 No $25,958.00
X X 2 NA NA 0 0 No $25,958.00
X X 2 NA NA 0 0 No $25,958.00
X X 1 NA Master's 12 12 No $68,625.00
X X 2 No Master 2 2 No $44,449.02
X X 2 No NA 1 1 No $27,898.00
X X 1 No Master 14 14 No $53,470.56




NEXTGEN PROCEDURES

» Enter ASAP
» Use correct hire date (8/6/2019)

» Job Pay Record - Use Pay Dates




Entering Employee in NextGen
(without using Position Control)

» Employee Maintenance

8% Harris DSM: ngsqlser Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthormton (PAULA THORNTOM)

File Edit Tools Toolbar MWindows Faworites Help

07 S v 8§

Property List Detail  Favorites  Search

PrScr

O

Exit

¥ Menu

e MCAI
% Budget Work
% Human Resources
wm Payroll
#  FR Setup
=lEmployee Maintenance]
. Employee Check & Input Queries
% PR Check Processing
% | Monthly Procedures
% Quarterly Procedures

% Calendar YE Procedures
. Fiscal YE Procedures
% Miscellaneous Procedures
% | Payroll Site Specific
& Remote PR

% System Control

Application or Transaction Name

=

#. Employee Check & Input Queries
mployee Maintenance

(4 Employee Maint Audit Trail

(4 Test Compute for An Employee

(-4 Mass Change Deduction

{4 Mass Change Deduction Status

(4 Mass Change GL Distribution

{4 Mass Change Employee Jobs

4 Input Leave Adj to History

4 Employee Leave Allocation

4 Move Job Leave/Pay Data

{4 Mass Create deduction records

b o I i P o P o B i B i P i O o e R e B i |

Tuesday T/10/2016

11:55 AM

s LD




Screen #1Name and Address

& Hamis GEN: ngsgls«r Install I Cenoff (PELHAN CITY SCHOOL S¥STEM) User: pthornton (PAULA THORMTON)
File Edr ols Toolbar ‘indows Favorites Help

FO.»BHO 0O =

Enter | AddPers  Change  Mail Save  Inquire  Next Back PrtSer Exit

8 PRAEMNT Ernplovee Maintenance (3,87 ol B | s
Employee #  Mame (Last, First M) S5M Persond  Current Farm Document

T [ R I @ click "Add

]
ocial Security # | Title Address Iype’m ears at Address I—D PerSOI’]
irst Name Sddress .
M{dd.eﬂmﬂa‘} ' ‘| Then enter social, name,

| Gity| address, etc.

Suffix state | Zp
slias 1({Maiden) ‘ Phane Type|Home - [~ Unlisted M t o | d I
Aliag Z[ACA Override)‘ Murnber Sxt ustinciude an emal

Cettified Code mail Address| addFESS |f USIng ESS
Highly Qualified

Reporting Location

Comments nary Employee Type
=ntered By: pthornton i; @
Zntered Date: 077102018

Employee Maintenance Ready to Execute 1203 PM

s )



Screen #2 (for certified)

& Harris DSN: ngsglsur Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthormton (RAULA THORNTOMN)
File Edit Tools Toolbar Windows Favorites Help

Q. v =2 H 6 O C

Enter  Add Pers Change  Mail Save  Inquire  Mext Back Search  PriScr Exit:

i PR/EMNT Name:_Q: Mot Appraved Cert: Non-Certified (43.87) =[x

Employee # Mame (Last, First M) Person |d Current Farm Document

’7’—‘_ ‘ 777 [Eaucation Dats | -l ﬂﬂ Education Data screen is

used for certified

College| - ShowAdd Educatian .
Deged] ] Morhinar employees. Will choose

I Highest Degres Earme © Major  Melor =l _awsenioen || college (most use 999 as

[~ Dates Attended  Minagr

Erom |DW2018 J Thru |U7QU1B J Iajor Cd | Diescriptian | Majar | Iinor | unknown) and then

™ Year Graduated [2015 select degree type.
Years Earned D

Hours Earned

e Credit Hours Earned 0
" Quarter Extra Credit Hours 0

[~ Transcript Received Date Received | 7 /10/2018 I™ Unofficial Transcript Date | 7 /102018 Add/Update Education Cllck "Ad d/U pdate

‘| €| Education"

Erployee Maintenance Ready to Execute

1252 PM

@ 103




Screen #2 cont’d

& Harris DSN: ngsglsvr Install I0: Cenoff (PELHAM CITV SCHOOL SYSTEM) User: pthorntorn (PAULA THORNTOM)
File Edit Tools Toolbar ‘Windows Favorites Help

LY i \ =
g O. BHé o C = QO
Enter  AddPers | Change  Mail Save  Inquite  Mext Back PriScr Exit
i PR/EMNT Name;

(: Mot Approved Cert: Certified (3,87 o || @] &

Employee #  Name (Last, First i) 55N Person Id current Form Document

‘ o 1 |‘ 781 [Eoucaion Daa ]| g ﬂ ¢ Thisis the second screen of the
— education data. If you selected
2l | aspecific college it would show
College | Description |Degree ‘ Eegin‘ End| rs Earn‘ Hrs Earn Graduated‘ Extra | Transcript | High... | St . .
G55 Unknown College 2 0 0 0 v= 1| under Description. The 2 under
Degree indicates this
employee's highest degreeis a

Master's

This screen is very important

K because it must match the
State Dept concerning LEAPS.

Employee Mantenance Ready to Execute




Screen #3 Experience Data

¥ Harris DSN: ngsqlsur Install ID: Cenoff (FELHAM CITY SCHOOL SYSTEM) User: pthomton (PALLA THORNTOR)
File Edit Tools Toolbar Windows Favorites Help

g O. =EH 6 © O = O

Enter  Add Pers Change  Mail Save  Inquire Mext Back PriScr Exit

4 PR/EMNT Mamef g0 Mot Approved Cert: Non-Certified $3.687)

Employee # MName (Last, First M) 5! Persan |d Current Farm Document

o || B |ER
777 [Experience Data || - %ﬂ This screen is for
experience from a prior
system.

Type ‘ Description | Yrs | Mns | Date Beg | Date End... | Job Title | Werifled
OTH  Support Experience 4 0 0572014 1
OTH  Support Experience 19 0 1

This example shows
experience for a classified
employee. They
transferred in 19 years
and have been with the

current system 4 years.

Employee Maintenance Ready to Execute




Screen #3 cont’d

& Harris DSN: ngsqlsvr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthormtan (PAULA THORNTOM)

File Edit Tools Toolbar WWindows Favorites Help
= O

g O. H & O C
PriScr Exit

Enter AddPers | Change  Mail Sawve  Inquire  Mext Back

i BR/ENNT Name= HG: Mot Approved Cert Certified (v3.87)

Employee # Name (Last, First ) SSN Person|d  Current Form

Document

This screen shows a

1 781 |Experience Data  ~ ||

‘ &l | ]

9/

certified employee with

15 years previous

experience and 4 years

Type ‘ Description | frs ‘ Mns| Date Beq. | Date End... | Job Title
ST This State Experience 15 1]
SYS  This System Experience 4

0 062014

‘Ver\ﬁed

] experience with the
current system.
Again, the Education

Data screen and the
Experience Data screen
»| are CRUCIAL information

for the LEAPS report
(State funding).

To add experience click Show/Add Experience

Eniployee Maintenance Ready to Execute




Screen #3 cont’d

& Harris DSM: ngsqlswr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User pthornton (PAULA THORNTOM)

File Edit Tools Toolbar ‘Windows Favorites  Help

g O H o
Enter  Add Pers Change  Mail Save  Inquire
¥ PR/EMNT Marne{f

@« O %&

MNext Back Search  PriSer Exit

¥ Mot Approved Cert: Mon-Certified (v3.87)

Employee # MName (Last, First M)

= || &3

Person [d Current Forrm Docurnent

‘ i

777 [Experience Data ||

S9i

Type | -

[~ Beq gg\H/ [~ Thru Date

Show/Add Experience
*Add!Update Experience
Years 0 saonths 0 Comments

Job Title|PUB
T

Iv Experience erified

3
Superisor ove
Frevious Employer Data
School/Employer Mam

Reason for Leaving

Duties Perormec

sontract Days |0 -andard Contract Days [0

tddress |

Select Show/Add Experience to add a
record. For Type select from Drop

Down box. Must enter at least Years
and will add months if they worked a
partial year. Some systems choose to
enter all info. When finished click

Add/Update Experience (see red star)

Employee Maintenance Ready to Execute

3 1)

10:41 AM




Screen #4 Personnel Data

&% Harris DSN: ngsglsvr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthornton (PAULA THORNTON)
File Edit Toals Toolbar “Windows Fawvorites Help

.y @B O o CH#=0

Enter  AddPers Change  Mail Sawe  Inquire Mext Back Search  PrtScr Exit

# PR/EMNT MNarme HQ: Mot &pproved Cert: Man-Certified (v3.85) = | ==

Employee # Name (Last, First M) SSN Person Id Current Form Document

‘ 5 1 I 1 ‘ EEEllP ersonnel Data K | o @

Gender ~| Female ¥ Tenure Date | 5/1/2017  ~

Birth Date| 6 /1171971 - T Cagls =
Ethﬂicitvm +| Caucasian Certified Code No”,cgmﬂed

Marital Status |8 *|Single ACA Offer of Coverage Code ¥ | Qualifying Offer of Coverage
Retirement Years 0o k Employee Requests Electronic Forms

Person Status |J

CriginalHire Date[ 5 11 ;2014 - ** .

I~ Do Mot Renew Contract Reporting Location 8610 - PELHAM CITY BOARD OF EDUCATIC
I Speaks Spanish Primary Ermployes Type PR I ——

v E-Verified f} ‘ {;] ‘

™ Employee Requests Electronic DD Stmts

Employee Mainterance Ready to Execute




Screen #5 Employee Data

8 Harris DIN: ngsqlsar Install 10: Cenoff (PELHAM CITY SCHOOL SYSTEM) User pthornton (PAULA THORNTOMN)
File Edit Tools Toolbar WWindows Faworites Help

M e o C =

Enter  Add Pers Change  Mail Save  Inquire  Next Back PriScr Exit

& PR/EMNT Name:f JHQ: Not Approved Cert: Non-Certified (+3.87)

Employee # Name (Last, First M) 83N Personjd  Current Form Docurment I do not use HQ,

5 ' ] , | 777 (= E = Document, Certificate
‘ Personnel Data 9 @ or User Defined
HQ & Test Data Screens.

- Document Data
Employae Status Active - cerificate Data |=
User Defined
Employee Hire Date | 5/1 2014 ~

Tax Data . q
Salary Schedules |- Enter Reporting Location,

Reporting Loc. [B70 +] PELHAM CITY BOARD OF EDUCATION Check Location and Default

Pay Period. Also select
Check Location [B510 | PELHAM CITY BOARD OF EDUCATION Retirement option. If you are

Default Pay Perind M +| tlanthly entering a sub select "Do Not
Retirement Withhold".

i | RSA FLAG
# Use Default Contributing Retire Tier _ Use the drop down

Non Participating LAk box to select 01, 02,
Do Not Report or 99

Employee Maintenance Ready to Execute




Screen #6 Tax Data

W8 Harris DSM: ngsqlsur Install IDn Cenoff (FELHAM CITY SCHOOL SYSTEM) User: pthornton (RALULA THORMTOM)
File Edit Tools Toolbar Windows Favorites Help

O - =EH 6 o O i =

Enter  Add Pers Change  Mail Save  Inquire Search  PriScr Exit

¥ PRAEMNT Narmel| gHO: Mot Approved Cert: Non-Certified $3.687) = || £

Employee # Mame (Last, First ) b} Personld  Current Form Document Select the employees

‘ 5 1 ‘ 777 [Tax Data =] -] ﬂ ﬂ tax withholding
|

options. Use drop

down box to select

Federal Tax Data State Tax Data Single, Mal’l’ied, Head
Eederal Tax Status ’ﬂ Exemptions ,_U State Tax Status m Exemptions ,_U Of HOU58h0|d, etc. On

Federal § or % State § or % the federal enter the

[V Tax Table [~ Fixed [V Tax Table I~ Fixed number of exemptions.
[~ Addtional [~ Percent 3% [ Addtional [ Percent % On the State if thev

have more than 2

I~ Exempt From FAH [~ Exempt From SWH exemptions you will

If the employee does not want any taxes enter 2in the

deducted select Exempt from FWH. Same for o Exemptions box an(_:l

State S BrEgR e the number over 2 in

[ Under IRS Regulstion Do Mot Change Settings *S\I\H # of Dependents SWH Addl Allovvances ’_n SWH#H of Dependents.

LAR ]

Employee Mamtenance Ready to Execute




Screen #6 cont’d

» If an employee states the wish to have a set
amount deducted for taxes you will select
Fixed and then enter the amount.

» If they want a percent select Percent then
enter amount.

» If they want to file S-0 +$100.00 enter S and
O then select additional and enter amount.




Screen #7 - Salary Schedule

& Harris DSN: ngsqlswr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: ptharnton (PALLA THORMTOM)

File Edit Tools Toolbar Windows  Favorites  Help
g O. H&é&OoC &
Enter AddPers | Change  Mail Save  Inguire  Next Back PrtScr Exit
#4 PRAEMNT Narne | JH0: Mot Approved Cert: Non-Certiied (v3.67 = (=
Hne S s e VT = You can search salary schedules to find the code, rank and step. After
Employee #  Name (Last, First M) 35N Person | Current Form Document selecting or entering salary schedule click Add/Update Item. You can enter
‘ 5[f 1 b/ 777 [Salary Schedules || - q} Q] multiple salary schedules if they have multiple jobs (i.e. teacher and bus
| | driver)
Related Salary S6h— 7 ad 1 to Step af Year End Suggestion: Make sure to have supplements {coaching, etc) set up on the
Code Rank Step | Cpde Rank Step | Supp Am”“gt Supp. Percent salary schedule. 1f you do not have and you hand key the amount then it
(ERRNUARED (i will not pull to budget works when CSFO starts to work on budget.
Code | Description | Rank | Step | Add 1 | % Code | % Rank | % Step

co Central Offic... 1

19 Yes

& PRSELE. Salary Schedule Look Up

Salary Schedule Code Ta
Salary Schedule Rank Ta

Salary Schedule Sten Ta

Sal 5. | Sal Sch Desc | R

Assistant Pr..
Assistant Pr..

Assistant Pr..
Assistant Pr..
Assistant Pr..

“EELEE

ank ... ‘Rank Desc |‘r’ears .. ‘St Base ... ‘ Other Sal | Maximum  +
EA  Elementary .. 13 5679484 000 000
EA  Elementary .. 14 5679484 000 000
EA  Elementary .. 15 &7 961.30 000 000
EA  Elementary .. 16 &7 961.30 000 000
EA Elementary .. 17 &7.0961.30 000 000 S

Search

Next 500

Previous 500

Exit

Employee Maintenance Performing Requestad Operation




Screen #7 cont’d

& Harris DSN: ngsglsvt Install I0: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthomton (RALLA THORMNTOR)
File  Edit Tools Toolbar Windows

Favarites  Help

g O. HOOCOCNH# =0

Enter AddPers | Chenge Mail  Swe Tnqure et  Back Search  PriScr Bt

8 PREMINT Nl JHQ: Not Appraved Cert Certifed /2.7 [l @ =]
Employes # Name (Last, First ) S50 Personld  Current Form Document

‘ f | ] 778 [Salary Schedules ~ || - %ﬂ

Related Salary Sch

¥ Add 1 to Step at Year End

Code Rank Step | Code Rank Step Supp. Amount Supp. Percent

[ [ Add/Update ltem
Code | Description | Rank | Step | Add 1 [%code  [%Rank | % Step
51 Superintend... AL 4 Yes

Superintend... AL 0 Yes

Emnployee Mantenance Ready to Ezecute

Shows multiple salary schedules




Screen #8 Job Record Data

8 Harrls DSM: ngsqlser Install I0: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: ptharmton (PAULA THORNTOMN)
File Edit Tools Toolbar ‘\Windows Favorites Help

gf‘ﬁ'v .B@vu .2

Enter  Add Pers Change  Mail Save  Inquire  Mext Back PrtsSer Exit

4 PRAEMNT Hame:] lHQ: Mot Approved Cert: Certified (v3.87) X

Screen 1 of adding job record data.
Employee # Mame (Last, First k) 55N Personld  Current Form Document Enter a job number (I enter 1 for their

‘ 139 |‘ 7338 |ob Record Data | | - ﬂﬁ primary job). Select Employee Type {can

use drop down hox to search if you do
not know type). Select lob Type
Job Number| 1 Employee Type |T v Show All Jobs {primary, etc). Employment Date and
Job Type |Primary Job  ~| TEACHER (167 DAYS) Salary Schedule Infarmation Service Date should default. SelectJob
Employment Date|1/2/2015 » Anniversary Date | 1/2/2015 « Status/Date. Pay Period should default
and Job location should default. In the
Senice Date| 1/2./2015 ~ Code-Rank-Step Parcent

- Salary Schedule Information box use
R Eligible For A Substitute | EotUpikie iz v

- drop down box to select salary schedule
Job Status/Date [Active 12005 | 5al Sch | Desc_ | Salary Sche | s (o apede b, Erer Gie

. 1 G- AL-24 9 MO, 2015092414,
Substitute Category percent of that salary schedule to use
{normally 100%). Then select
Pay Perind [Monthly v ‘ b Add/Update Item WITHIN that box

Job Location| 1088 +| PELHAM HIGH SCHOOL % Print On Senice Report realisle fr e ea, e el
Add/Update over the blue arrows.

Add/Upsate fem |

Replace Emp # a0 I~ Paidin Full | 171 /1300 J E:} <:]

Employee Maintenance Ready to Execute




Screen #8 cont’d

% Harris DSM: ngsqlsvr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthorntan (PALLA THORMTOM)
File Edit Tools Toolbar ‘Windows Favorites  Help

FOo.y=EHO © C =

Enter AddPers | Change  Mail Save  Inguire  Next Back PrtScr Exit

4 PRAEMNT Marme] g0 Mot Approved Cert: Certified 3.87) B || &2

loh Record Data screen after

Employee # MName (Last, First M 35N Person Id Current Form Document .

By e ( ) you Add/Update. This screen
{EE] 1 I |‘ 7336 [Job Record Data || & E:} (:] shows this employee is a

‘ l teacher and receives a Board

—_ Showgdd Job Detal paid supplement. | use 70 for
IEHES Ve —I-DW ks Board Paid supplements, 50 is
Job | Type | Description | Status [ D...[ Pay Code | Job Type

for subs, 90 is Pay for unsed
55 SUPPLEMENT Active P Wonthly Supplemental Job Personal days. In previous

SUPPLEMENT Terminated P... Monthly Supplemental Job years this employee also
received a Booster paid
supplement (#75) but did not
this year so that one record is
terminated. To terminate
double click on the record and
then change from active to
terminated and follow
prompts.

Employee Mamtenance Ready to Execute




Screen #9 Job Pay Record

& Haris DSN: ngsglsvr Install 10: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthornton (PAULA THORNTOM)
File Edit Tools Toolbar Windows Favorites  Help

A ) =
B O. Heoc = 0
Enter  AddPers | Change  Mail Save  Inquire  Next Back PriSer Exit
&4 PR/EMNT Harne: I — - [l H(: Mot Approved Cert: Non-Certified (v3.85) o || @ | &

Employee # Name (Last, First h) 53N Person Id current Form Document
‘ 5 1 I 1

| | 777 100 Pay Recors | E ﬂ ﬂ
dob Mumberfl ~| Employee Type: PR | m— duob Status: Active Afte r ad d I n g J 0 b Re co rd

Tatal of All Active Jobs Exempt Fram
Contract Days 240 State Salary Unit 0.00 | Annual: 58564.00 ™ 1 Federal Tax

Percent Worked 100% State Based Salary 0.00 Monty: 490533 r £ State Tax D ata y t h I S S c re e n
Annual Salary| 5886400 Full Time Eamings 490533 [” 3. Social Security . I I I
SummerF‘ayFIagl_L| I 4 Medicare automatlca y popu ates O

Salaried Periods
[~ 5. City Tax

12
Pay Period Salary| 480838 ¥ Include Job in LEAPS Reparting PR YO u Wl I I be p rom pte d on

Hourly/Daily Code | '} OUse oy e & [” 7. Retirement

Hows PerDay| 8.0 e 2| Tl 4naore | rasu whether or not to use the
[~ Use Contract Dates
Rate of Pay 30,66 [” 3. Worker's Camp

R i lalﬁjrtzn;a‘J Thu| 4 /1772018 - I Matching Insurance S al d ry SC h e d u I e th at | S
Accrual Da_\{s’w ﬁ ﬂ attac h e d .

Employee Mantenance Peady to Execute




Screen #9 Job Pay Record

& Haris DSN: ngsglsvr Install 10: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthornton (PAULA THORNTOM)
File Edit Tools Toolbar Windows Favorites  Help

g O. 2HH6 00 = 0

Enter  AddPers | Change  Mail Save  Inquire  Next Back PriSer Exit
&4 PR/EMNT Harne: I — - [l H(: Mot Approved Cert: Non-Certified (v3.85)

Employee # Name (Last, First h) 53N Person Id current Form Document - . . .
_— == e Jﬁ@ If this is a new hire
Job Numberﬂ Employee Type: PR ee——1 Job Status: Active re q u e St I n g -I 3 p ay m e n t S

Tatal of All Active Jobs Exempt Fram

Contract Days 240 State Salary Unit 0.00 | Annual: 55.864.00 I 1. Fedaral Tax c h a n g e S al a ri e d p e ri O d S to
Percent Worked 100% State Based Salary 0.00 Monty: 490533 I 2 State Tax
Annual Salary 55,864.00  Full Time Eamings 4905.33 I" 3. Social Security -I 3 a n d S e I e ct t h e C aI c u I ate

Salaried Periods Summer Pay Flag ’_L| L4 M.ed\care S I 0 b b b I
PayPeriod Salary| 290538 ¥ Include Job in LEAPS Reporting W& @y e dalaries OoX (a ove ue

[” B County Tax

12
Houly/Dslly Code[H = OUSe Pyl 1T I 7. Retiement sta r) AI SO |f y0 u enter an
Hous PerDay| 800 [+n7ome -] Th[an7ome - - -

[~ Use Contract Dat .
RateofPay| 3086 ‘ZEWDQHDTB: je?hm“mrzma 5 I 9, Wotkers Camp em p I Oyee N J une b ut d O hot
Overtime Rate 4599 [ Matching Insurance

oD U %/ || wantto process a payment
until September Select Use

Pay Dates (see red oval).

Employee Mantenance Peady to Execute




Screen #9 Job Pay Record

& Haris DSN: ngsglsvr Install 10: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthornton (PAULA THORNTOM)
File Edit Tools Toolbar Windows Favorites  Help

g O. 2HH6 00 = 0

Enter  AddPers | Change  Mail Save  Inquire  Next Back PriSer Exit
&4 PR/EMNT Harne: I — - [l H(: Mot Approved Cert: Non-Certified (v3.85)

Employee # Name (Last, First h) 53N Person Id current Form Document . . . . .
o = e 1 (¢ If this specific job is exempt
Job Numberﬂ Employee Type: PR ee——1 Job Status: Active fro m Ret I re m e nt O r M atc h I n g

Tatal of All Active Jobs Exempt Fram

Contract Days 240 State Salary Unit 0.00 | Annual: 55.864.00 I 1. Fedaral Tax I n S u ra n C e , etc . t h e n S e I e ct
Percent Worked 100% State Based Salary 0.00 Monty: 490533 I 2 State Tax .
Annual Salary 55,864.00  Full Time Eamings 4905.33 I 3. Social Security t h O S e b O X e S 0 n t h e I e ft S I d e

Salaried Periods Summer Pay Flag ’_L| L4 M.ed\care f h .
PayPeriod Salary| 290538 ¥ Include Job in LEAPS Reporting 3, Bty Lo otT the screen. (I .e.

[” B County Tax

12
i Quermpen 7o) Teacher/bus driver but you

S s s want the entire Insurance
U Rt ﬂﬂ Allocation to come from his
teacher position then you

would checkmark Matching
Insurance on his bus driver

job.

Employee Mantenance Peady to Execute




Screen #10 Job Leave/Fringe

8 Harris DSN: ngsqlsvr Install ID: Cenoff (PELHANM CITY SCHOOL SYSTEM) User: ptharnton (PAULA THORMNTOMN)
File Edit Tools Toolbar ‘“indows Favorites Help

Enter  AddPers | Change  Mhail Save  Inguire  Next Back Search  PrScr Exit

# PR/EMNT Namel IHQ: Mot Approved Cert: Non-Certified (v3.87)

Employee # MName (Last, First M)

335N Person |d Current Form. Document Th I S S c ree n d efau Its acco rd I n g
I T 7P===d 19/4| g Employee Type. If a new
Job Number[1 ~| Employes Type: PR PAYROLL MANAGER Job Status: Active h | re | S COm | N g fro m an Ot h er

Leave Information

Leave ¥r[2019 | Leave Type - Leawe Units: Day Syste m yo u Wi I I h ave to
Allowed 000 Max at EQY 0.00 Accrual Date |5/1/2014 ~| 5 Aeb Add/Update Leave ltem

Beg. Bal| 000 Accued YTO| 000 TakenyTn[ 000 Balance  0.00 manua”y add the SICk Ieave
el el [BeJnlos et e | transferred. You can do it
D, g gmpe omine | from this screen by double

, | clicking on the sick leave and
o s Ot | #| <€l enter a beginning balance. Or
do it through “Input Leave Adj

to History”

Monday 8/6/2018 Employee Mamtenance Ready to Execute 10:17 AM

5 1)




Screen #11 Deduction Data

% Harris DSN: ngsqlsvr Install [D: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthornton (PAULA THORNTOMN)
File Edit Tools Toolbar ‘Windows Favarites Help

g O. =2 H 6 o C = O

Enter  AddPers | Change  Mhail Save  Inquire  Mext Back PrtScr Exit

4 PR/EMMT Marne: 0 Mot Approved Cert: Mon-Certified (23.87) =T

Employee # Name (Last, First M) 35N Person Id Current Form Document

N =] Jﬂﬁ The required deductions will
Job Numberm Employee Level Deductions Employee Status: Active a u to m at I cal Iy g e n e rate i YO u
e ] catendar oar e <] swseveseions || \Will need to add the others

Ded#| Description | hont | Board ‘ Qtrly| Y-T-0 ‘ Lim\t| Tot. Ded. ‘ Active ‘ £ . .
S0C SEC WH 62% B.2% 90854 2129857 795080 212987 VYes M h g |
2 MCARE WH 148%  145% 21273 49614 Yes (I e atc In nsu rance’
MEDICREAMT 0.00 0.00 ) Yes .
FEDERAL WWH 16668 391458 ) Yes PEEH I P, RSA—] ; D| rect
STATE WH SH2E5  1,387.74 ) Yes
MATCH INS 0.00 0.00 Yes

sul ' : 00 Dm0 Yes Dep05|t, etC) To add d hew

RETIREMENT . 1224% 110370 253450 . Ves . .
PEEHIP | n.oa 9000 31000 . ¥

e th om 5% om  am e deduction click on
PEEHIP DEP 0 000 0 Ves

RSA1 . 000 45000 105000 . Yes ShOW/ Hlde DEduct|OnS

Employee Maintenance Ready to Execute

10:26 AM

s ()




Screen #11 cont’d

# Harris DSM: ngsqlsvr Install I0: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: ptharmtan (PALLA THORNTOR] =R <
File Edit Tools Toolbar ‘indows Favotites Help

0. He o o = O This screen is to add a deduction.

Enter  AddPers | Change  Mhail Save  Inquire  Mext Back Priscr Exit
[ N (J ALY \J C | J
i PR/EMMNT Name:= SSH; 416-84-0191 HO: Mot Approved Cert: Mon-Certified (u3.87)

Employee # IName {Last, First M) 55N Personld  Current Form Docurment S e a rc h y C I I C kl n g i n De d u ct I O n
‘ § ‘l ] ‘416—84—0191 ‘ 777 |Deduction Data  ~|| - ﬂ ﬁ

Number box and then click

Job Numherl_L| Employee Level Deductions Employee Status: Active S e a rc h " t h e b OX b e I OW Wi I I a p pe a r
Deduction Num - Calendar Year [2018 Show/Hide Deductions !
Employee Portions

irmil &4 PR/DMLE Deduction Mumber Look -IEI
Monthly 0 Percent “iew Board Portions W . s EI-@

Total Ded. 0
Pay F‘eriud§| 0 | 0 | 0 ‘ 0 | 0 ) endor #|Al Ded Type|All -
Priority -
Quarters 0 0 0 0 0

Rt

I Act [ Future Status Change [12/27/2001 Dresenii Opiiiams . . —
s I SRS B P\ant\ff‘ & Description starts with characters " Characters appear anywhere in Description

Description |

Sheltered Fram Ded # ‘ Desc ‘ Yendar | Print C... | EmprVen... | Mandatory | Routing Nu..[+
F¥WH- Mo MC- Mo GARN - Mo EDUCATORS COMMUNIT... 283 Yes 289 Mo -

SWH- No CITY - Na AddiUpdate ltem PEEHIP (CAF) 7 Yes 7 Mo
55- Mo CNTY - No —_— WELLNESS FEE 7 Yes 7 Mo
RET - Mo SUl- Nao E:} <I|; D. SIMS CRAWFORD 198 Yes 198 Mo
District Court - Tuscaloosa 1082 Yes 1082 Mo
DISTRICT COURT CHILTO... 485 Yes 486 Mo
US DEPT OF EDUCATION 1276 Yes 1276 Mo

m

Search Clear Mext 500 Previous 500

Once you select your deduction
number click Add/Update (above
the blue arrows).

Employee Maintenance Performing Requested Operation 10:36 AM

s ()




Screen #11 cont’d

& Harris DSN: ngsqlsvr Install ID: Cenoff (PELHAR CITY SCHOOL SYSTEM) User: pthornton (PALLA THORMTOM)
File Edit Tools Toolbar ‘Windows Favarites Help

g O. EH6 0 0 = O

Enter AddPers | Change  Mail Save  Inquire  Next Back PrtScr Exit
# PR/EMNT Name:l IHQ: Mot Approved Cert: Mon-Certified (v3.87) o | B £

Employee #  Mame (Last, First b) 33N Ferson |d current Form Document

=] 7= Jﬂﬁ If you are entering a
l = L]
Job Number’—L| Ernployee Level Deductions Employee Status: Active g a r n I S h m e n t yo u WI I I p u t t h e
Deduction Mum|17 =] Dist Court Calendar Year m ShawHide Deductions a m O u nt i n t h e m O n t h Iy b O X

Employee Porions

| 05 A . and put the case number in

Total Ded
PayPerods| 000 | om0 | o000 om | 0@

Cluarters 0 0 0 0 0 Pty m t h e Re f# b OX .

Reft
v Active [ Future Status Change |12/427/2001 F‘\amiff‘
Eenefit Code -
Sheltered From

Divisign 0 FyvH - Mo MC - No GARM- No

SWH - Mo CITY - Mo AddiUpdate ltem
S3- No  GNTY- No
RET- Mo SUI- Mo q} (;

Emploves Maintenance Ready to Ezeoute 10:50 AM

@ [




Screen #11 cont’d

&2 Harris DSN: ngsqlswr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthorrton (RAULA THORNTOM)
File Edit Tools Toolbar ‘“Windows Favorites Help

g O. =EH 6 O &Qt

Enter  Add Pers Change  Mail Save  Inquire Mext EBack PriScr

& PREMNT Name:l I—{Q: Mot Approved Cert: Mon-Certified (03.87)

Employee # Marne (Last, First k) 55N Person Id current Faorm Document
‘ | ] 1 | ‘
| |

777 [Decuction Data ||

S0/

Job Mumber -

Deduction Mum (903 ~| REGIONS

Employee Level Deductions

Calendar Year | -
Employee Partions
Monthly 0.00 Amaount

Pay Peripds| 000 | 000 | 000 | 000 | 000

Employee Status: Active

Show/Hide Deductions
Lirmit 0

Total Ded. 0.00

Priority |

Bef#| 1

Quarters 0 0 0 0 0

¥ Active I” Future Status Change |12/27/2001 F‘Iant\ff|

Sheltered From
[ Savings Acct FyWH - Mo MC- Mo GARNM- Mo
I ACH Motified SWWH - No CITY - Na

Add/Update ttern
>| €]

S5- No CNTY - No
[7 Balance of Net RET- Na SUl- Na

If you are adding a bank for
direct deposit, you will need to
check Balance of Net and if it is a
savings account check that box.
Do not check the ACH Notified
box. The system will generate a
live check the first month and
test the account. If everything is
correct the second month the
system automatically updates
the ACH box and a direct deposit
will generate. You will enter the
ACCOUNT number in the Ref
box.

Employee Mairtenance Ready to Execute 1056 AM

o ()




Screen #12 Job GL Distribution

83 Harris DSM: ngsqlsvr Install I0: Cenaff (PELHAR CITY SCHOOL SYSTEM) User: pthornton (PAULS THORNTOM)
File Edit Tools Toolbar Windows Favorites  Help

Eo.vEHHOOCONM=O0

Enter AddPers | Change  Mail ire Nest Back Search  PriScr Exi

4 PR/EMNT Namel |-|Q: Mot Approved Cert: Non-Certified (v3L.87)

Employee #  Mame (Last, First b) S5N Persan o Current Form Docurnent

B ;ﬁ‘ msos o g4 Enter the GL for this job.
Job Numberm Employee Type: PR PAYROLL MANAGER Job Status: Active E n te r th e pe rce nt fo r th i S
Fiscal Iearm Show/Hide G/L Distribution | G L- Th e n e n te r th e FTE .

Gl Acct \ Add/Update Item ..
,FISCﬂERV\CES‘ BOOKKEEPER L, If It IS ] O O% {o Oone G L
I _ then the FTE is normally
1.00. The Budget total

rolls in from Budget

Works and is not
required. After info is
entered click
Add/Update.

Enployes Marntenance Ready to Execute 1112 AM

W)




Screen #12 cont’d

8 Harris DSM: ngsglsvr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthornton (PAULA THORMNTOM)
File Edit Tools Toolbar SWindows Favorites  Help

g O. =EH 6 © O =

Enter  Add Pers Change  Mail Save  Inquire  Next Back PrtScr Exit

4 PR/EMNT Marnel HQ: Mot Approved Cert: Mon-Certified (3.87) = || &

Employee #  Name (Last, First M) =t Person [d Current Farm Document

‘ 317|| | ‘ 813 [l GILDist || Fl Q} (:] This example shows an employee

whose salary is divided evenly
Job Mumber[l  =|  Employes Type: SP G O SUPERMVISOR Job Status: Active between four cost centers.

Fiscal Year[2018 ~ [ Showitive G/l Distriaition |

Job | Account Mumber | ‘r‘ear‘ Curr. % | Curr. Amt Budget Tut| FYTD Tat

12-5-4210-111-0087-5101-0-8420-0000  20.. 0.00 . 221028
12-5-4210-111-0035-5101-0-8420-0000  20.. 0.00 . 21028
12-5-4210-111-0155-5101-0-8420-0000 20 0.00 22028
12-5-4210-172-0035-5101-0-8420-0000  20.. 0.00 . 23.243.50
11-5-1100-198-5100-6001-0-5100-0000  20.. 0.00 . 250.00
12-5-4210-111-0150-5101-0-8420-0000  20.. 0.00 . 221027

The % must total 100 before you can update this screen
Total Budget: $0.00 Total FYTD Amt: $32, 339 61 ﬂﬂ

Employee Mainteriance Ready to Execute 1121 AM

L)




Screen #12 cont’d

8 Harris DIN: ngsglswr Install ID: Cenoff (PELHAM CITY SCHOOL SYSTEM) User: pthomton (PAULA THORNTON)

File Edit Tools Toolbar ‘éindows Favorites Help
A I P

g O. HOe OO #i=0O
Exit

Enter  Add Pers Change  Mail Save  Inguire  Mext Back Search  PriScr
# PR/EMNT Mamell

g5 231-63-2343 HO: Mot Approved Cert: Mon-Certified (v3.87)
Employee # Name (Last, First M) SSN

‘ aw?l

Person Id

=

Current Form Diocument

B13 ob GALDist  +|

o || B2

19,4

Job Mumber|T -
Fiscal ¥Year|2018 -

Employee Type: 5P C O SUPERYISOR Job Status: Active

ShowHide G/L Distribution |

GIL Acct| | Add/Update ltem

CHILD NUTRITION-SUPPORT/COORDINATOR

Current Percent 28%  Budget Total 0.00

Current Amugnt| 0.00 FTE | 25

Since this employee's GLis split between cost
centers notice that the Current Percent and FTE are
not 100% and 1.

FYTD Total  2.210.28

LK J

After entering the GL,
percent and FTE click
Add/Update. If it is not
100% you will receive an
error message until you
have entered 100% .

Employee Maintenance Ready to Ezecute

11:28 AM

2 ()




QUESTIONS?

» Paula Thornton

» Vestavia City Schools

» 205-402-5131

» 205-294-2995 (personal cell number)

» thorntonpb@Vestavia.k12.al.us
» pbt0611@gmail.com

.



mailto:thorntonpb@Vestavia.k12.al.us
mailto:pbt0611@gmail.com

	PAYROLL SETUP PROCEDURES
	NEW HIRES 	
	Background Clearance 
	Slide Number 4
	Screen Shot of Certified Employee
	Courses Certified to Teach 	
	Screen Shot of Classified Employee
	Note about Classified Background
	After Board Approval 	
	Email Insurance Information:	
	Slide Number 11
	Email Form Instructions:�
	Slide Number 13
	Slide Number 14
	NEW HIRE WORKSHEET
	Slide Number 16
	NEXTGEN PROCEDURES
	Entering Employee in NextGen�(without using Position Control)
	Screen #1Name and Address
	Screen #2 (for certified)	
	Screen #2 cont’d
	Screen #3 Experience Data 
	Screen #3 cont’d
	Screen #3 cont’d
	Screen #4  Personnel Data 
	Screen #5   Employee Data
	Screen #6  Tax Data 
	Screen #6 cont’d
	Screen #7 – Salary Schedule 
	Screen #7 cont’d
	Screen #8  Job Record Data	
	Screen #8 cont’d
	Screen #9 Job Pay Record
	Screen #9 Job Pay Record
	Screen #9 Job Pay Record
	Screen #10  Job Leave/Fringe
	Screen #11 Deduction Data
	Screen #11 cont’d
	Screen #11 cont’d 
	Screen #11 cont’d
	Screen #12 Job GL Distribution
	Screen #12 cont’d
	Screen #12 cont’d
	QUESTIONS?

