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SET-UP PROCEDURES FOR NEW
EMPLOYEES i
AASBO NOVEMBER 9, 2021



HUMAN RESOURCES

After logging info Human Resources

* Select Payroll
* Employee Maintenance

* Might have to Select Employee Maintenance a second time

* Select Add Pers



B O.v» =

Hoe oCcC = O

Enter | Add Pers Change  bail Save  Inguire Mext Back Prtscr Exit
#7 PRAEMMT Employes Maintenance fwd 003 = | 3=
Employee #  Mame (Last, First i) Sk Ferson |d Current Form Diocument

%

< 5 @

| Mame & Address j|_

IMPORTANT INFO

Social Security # ||—

Title

Eirst Mame |

Middle/Initial |

Last Mame |

Suffix

Alias 1{Maiden) |

Alias 2(ACA Override) |

Certified Code
Highly Qualified

Comments

Entered By: thorntonpb
Entered Date: 03/09/2021

Address Type |Home - | Years at Address o

&ddreaa|
|
City |
5tate| j dp |
Phone Type [Home ~| ™ Unlisted
Numﬂer| Ext li

Email Addr955|
Reporting Location

Primary Employee Type

| <G

Add Mode: Enter a Mew Record and Click Save When Done

| do not “save” until | am completely finished adding the

employee.

Name should be entered as it
appears on social security card

If last name on application does not
match social then enter the social
last name as Alias 2

Enter Street Address. System will
skip to Zip Code — after entry
system will fill in City and State.
Can change manually if needed

Some exports require a phone
number — can enter generic #

Email address: enter email address
so forms/info can be sent
electronically



¢ PR/EMMNT Ernployee Maintenance (4,000
mployee #  Mamne (Last, First b

(o] & /e

Document

T @

mocial Security ﬁﬁi

Contact Data

ars at Address 0

BN Anplicant Data

First Marne |-

JEducation Data
Experience Data

Middle/nitial | @S

Personnel Data
HC! & Test Data

Last Mame |“
Suffix |

I

Docurment Data &

State[sL ~|  Zip 35226

Alias 1{Maiden) |

Phone Type|Home ~| ™ Unlisted

Ylias 2(ACA Overide) |

Certified Code
Highly Clualified

Comments

Entered By: thamtonph
Entered Date: 03092021

Number| Ext
Ermail Address|

Reparting Lacation
Primary Employee Type

| ¢

To move to the next screen
select the drop down arrow
under “Current Form”.

Contact Data: you have the
option to list a emergency
contact, etc for the
employee. VHCS does not
utilize this screen.

Applicant Data: can add
subjects employee requests,
building requested, grades
requested, etc. VHCS does
not utilize this screen.



& PRAEMMT Ermployee Maintenance (4,000 o || = | &
cmployee #  Mame (Last, First b S50 Persan Id Current Farm Document

| Education Data  +|| M q—; (:3‘
College Show/Add Education |

Degree

@Highegt Degree Earned
[ Dates Attended

Erom |0372021 Thru 0372021
[ Year Graduated |2021
Years Earned ]
Hours Earned
* Semester Credit Hours Earned 0

" Cuarter Extra Credit Hours 0

hajorhlinor

& Major MEIJDF| j Add MajorfMinor ltemn |
" Minar
Major Cd | Descriptian | Mlajor | tlinar |

This section is optional but if you do

add info you must Add Major/Minor
ltem prior to Add/Update Education

[ Transcript Received Date Received| 3 /9 /202 [ Unofficial Transcript Date | 3 /9 /2021 Add/Update Education

| @]

IMPORTANT BECAUSE THIS INFO IS PULLED INTO YOUR LEAPS FILE

Only applies to certified employees

Select College (red oval) = VHCS
has individual colleges entered;
you can use generic as 99999

Select Degree (blue oval) — if you
are unsure of which number applies
to which degree you can use the
search feature (on tool bar)

If employee has multiple degrees
enter them separately. Ex: BS
degree(1) from Auburn
Montgomery and Master’s (2) from
Auburn would require 2 records.
After entering the info for the BS
select Add /Update Education
(green oval)

When entering highest degree
record make sure to select the
Highest Degree Earned box (black
oval)



/r—\ | | ] —_— — 1 |

Coll - | AUBLUREMN LUNMNERSITY i .
College | MR @ﬂfﬂadd Educat@) ShOW/Add Education
De ree% Major/Minar d | d
¥ [Highag1a1s —larned & Majar Majn:ur| j Add Major/Minor ltem | ISplays second screen
D4001016 C Minar shot for you to verify
o01019 —
"M no1020 :I L |':'3f2':'21 tajor Cd | Description | Mlajor | Minor | entry.
001023
[ Meappiozs ~

ears Earned

Credit Hours Earned ]
£ Guarter Extra Credit Hours 1]
[ Transcript Beceived Date Receved| 3 /9 /2024 [ Unofficial Transcript Date | 3 /9 /2021 Add/Update Education |

4 PR/EMNT Marne SR, . 1ot &pproved Cert: Nan-Certified (ud.00) E= =]
Employee # MName (Last, First M) 55N Person Id current Form Document
VHCS college N el R
options. CShowiidd Edication
College | Description |Degree | Eiegin| End| rs Earn| Hrs Eamn Graduated| Extra| Transcript | High... | S¢
Can use Search ooy AUBURM UMMER... 2 0 0 0 Yes Tr
feature in tool
bar to find
college
4 1] | 3
B | &5 |
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[ Iy et B |

nployee #  Mame (Last, First h) S5 Ferson Id Current Form Diocument
| Experience Data  +|| - ﬂ (ﬁ‘
| Show/Add Expenence
Type ‘ g ’ Add/Update Experience
[ Beginning Date [ Thru Date Bars liﬂ Months liﬂ CarEs
Job Title | e '
Supen_risur| Contract Days lﬂi otandard Contract Days lﬂi

Frevious Employer Data
SchoolfEmployer Marme

Eeason for Leaving

Duties Performed

EXPERIENCE DATA SCREEN ALSO IMPORTS TO THE STATE FROM YOUR LEAPS FILE

Addrgss|

Zip |

F'hu:une|

> | €|

Normally you will not manually enter SYS experience. This is updated yearly

when you update tenure.

Select Type
PUB = Non-AL Public School
PRV = Private School Certified

ST = AL Public School System
SYS = Experience in your system

OTH = Support Staff Experience

Enter the Years/Months of EXP
Select EXP verified if you have
received the proper
documentation

Enter the contract days and
standard contract days.

Other information is optional.

AFTER ALL INFO HAS BEEN
ENTERED SELECT ADD/UPDATE
EXPERIENCE



Employee #  Mame (Last, First M 55N Person d  Current Form Daocument
Experience Data || - ﬁ} ﬁ‘

Type | Description | rg | Ml | Date Beq... | Date End... | Job Title “erified

OTH  “estavia Hills Support/Classified .. 0 a 1
PRV Private fied Exp in Al 0 a 1
Wm Cetf.. 0O 0 1
Y Prior Vestavia Hills Certified 1 a 1

< =T Alabama Public Schoal Cerified .. 3 0 0222013 052016 Trusswille City 1
=T Alabama FPublic Schoal Certified ... ] 0 0222011 OR20165 Oxford City 1

o “estavia Hills Certified Experience 5 B 082016 hired 8/5/15 1

4 T 3

i, |

Example of certified employee with multiple experience records




ocument

fployee #  Name (Last, First M) 550 Ferson |d Current Form B
| | Personnel Data j|_

E % @‘ Martial Status: if not on application

refer to the tax withholding documents to
see how they are filing

Gender|M  +| Male
Birth Date| & /92021 ~ [ Tenure Date |1 /1 /1900 Tenure Code -
= E K - Person Status: most common three
Ethnicity - Certified Code - . _ . .
— — Active = employee receiving regular
Marital Status| | ACA Offer of Coverage Code _v| Offer of Coverage Description monthly pay
Retirement Years | Employee Requests Electranic Forms Substitute = regulqr substitute
Ferson Status j | Employee Requests Electronic DD Stmts Retiree Sub = retired TRS employee
Original Hire Date| 3 /3 /2021 | returning to work as a sub
[ Do Mot Renew Contract Reporting Lacation Original hire date = first day of work,
[ Speaks Spanish Primary Employee Type not necessarily the day they were Board

™ E-Verified ﬁ? ‘ {? ‘ approved.

E-Verified: if left unchecked will show as

error on pre compute report.



rnployee #  Name (Last, First b) |§SN Person |d Current Form Document

Personnel Data || - % (:]‘

Gender|M  +| Male

Birth Date| g /92021 j [ Tenure Date | 141 45900 J Tenure Code -
Ethnicity ~ Certified Code | -
barital Status - ACA Offer of Coverage Code ¥ | Ofter of Coverage Description

Retirement Y¥ears

Person 5tatus| j
Original Hire Date| 3 /9 2021~

mployee Hequests Electranic Form

[ Employee Hequests Electranic DD Stmie

[ Do Mot Renew Contract Reporting Location
[ Speaks Spanish Primary Employee Type

[ BE-“arified E:; | <:]‘

Red Oval — make sure your system has a policy in place if you are only
providing electronic information.

Tenure Date: should generate
automatically after you enter
Original Hire Date

Tenure Code: will update yearly
when update is processed. Can
change both of these fields if
necessary

Certified Code:

C = Certified(Teachers, Directors, etc)
N = Non Certified (support staff)

S = Substitute

ACA Offer of Coverage = From drop
down box select the offer that
applies (most common 1A and TH)
1A= Ins is offered to this employee
TH = Ins is NOT offered to this
employee



\pproved Cert: Certified (ed 00)

50m |

Current Form

acLUment

3750

| Expires

HZ & Test Data

HZl & Test Data
Document Data
Certificate Data

ser Defined

Expires

Employee Data
Tax Data

Salary Schedules
Jdob Record Data

e

Add Test

| b

Fas. ..

SCore

Comment

Yes

VHCS does not utilize HQ, Document Dataq,
Certificate Data or User Defined Screens

HQ = enter Highly Qualified Info

Document Data = some systems add |-9
verification

Certificate Data = enter valid dates for
teaching certificates

User Defined = Harris used this screen to
show ACA coverage. No longer used



¥ PREMNMT Ernployes Maintenance (wd,00) =

cmployee #  Mame (Last, First M) |§SN Persan Id Current Farm Document

| | Employee Data =] M % (:]‘

@Euhstitute ) Comments |

Employes Hire Date | 3 /9 2021 -

Feporting Loc. m * | WHHS
Check Location -

Default Pay Period
Retirement R=AFlag
" Retirement Withkheld " Contributing
" Do Mot Withhold " Mon-Participating Retire Tier -
* |se Default Do Mot Report

> | G|

RSA Flag: Active employees select Contributing and select correct Tier (1 or 2)
Substitutes will be Do Not Report — Tier 99
Retirees will be Non Participating and their Tier

Employee Status = Person Status on
Personnel Data Screen (slide 9)

Report Location = Cost Center they
report to first.

Check Location= Cost Center
employee wants to receive their
check

Default Pay Period = most common
is monthly, but however your system

pays

Retirement = most common is Use
Default

Contract Employees (only receive one payment i.e. band camp instructor) Do Not Report



inter | Add Pers Change  Mail Save  Ingquire Mext Back Search  PrScr Exit
T PR/EMNT Ernployee Maintenance (w4000 = || B || ES
cmplowee #  Mame (Last, First b) a0 Ferson Id current Form Document
| e Uk
Federal Tax Data State Tax Data
[v 2020 Form Federal Tax Status hd State Tax Status |S - Exemptions ’_@
State §or %
[ Muttiple Jobs or Spouse Works
v Tax Table | Fixed
Cther Dependents Amount
[ Additional [ Percent 3%

Cther Income Amourt

Other Deductions &mournt

11

Extra wWithholding Amourit

[ Exempt From FvvH

[ Under IRS Regulation Do Mot Change Settings

[ Exempt From SvWH

SWYWH Exempt Amount

=WH # of Dependents @ SWH Addl Allovwwances |

> | €|

Make to sure to enter EXACTLY
what the employee completed
on the forms. If they did not
complete the form | enter S
(single) and O for
exemptions/dependents.

FORM A-4 (State): If an
employee enters O on line one
the Status is S and Exemptions
= 0. If an employee enters S
or MS on line one, Status is S
and Exemptions = 1. If they
enter M or HE(ad) of
Household, Status is M and
Exemptions = 2. For
additional dependents that
number is entered in SWH# of

Dependents box.



o || = || &2 |
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% PREMNT Ernployee Maintenance fwd 00}
smployee #  MName (Last, First b)

55N Person|d  Current Form Document
| | Salary Schedules  +||

Related Salary Sch W Add 1 to Step at Year End

Code Rank Step | Code Rank Step upp. AmountN\ Supp. Percent
| | I | | | | | Add/Update Item
Code | Description | Rank | —=tep | Add 1 % Code % Rank % Step

» | €

If an employee receives a supplement you can enter the additional amount
here. Ex. HS Bookkeeper receives extra $2500.00 due to sports; enter her
regular salary schedule and add the $2500.00 in the supplement box.

HIGHLY RECOMMEND all
employees have a salary schedule
for all jobs.

Select the Code Rank and Step of
the salary schedule you wish to use.
If you do not know it you can use the
Search feature on the tool bar.
Employees can have multiple
schedules.

SIDE NOTE: VHCS has a salary
schedule for all supplements so we
leave the Supp Amount blank and just
enter the salary schedule

code /rank/step for the additional

pay.



% PREMANT Employee baintenance (w00

Smployes #  Mame (Last, First b Ferson Id Current Form

Document

===

Salary Schedules  ~||

] 5 €

v Add 1 to Step at Year End

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

T TR R [ | N 0% | Add/Update tem )
-

Code | Description | Rank [ Step | Add 1 % Code [% Rank T % Step

m— L e T

rrploy : urrent Forrm
Salary Schedules ~||

B ol e L B

»| |

Document

After entering salary
schedule, select
Add/Update Item. This
must be done after each
entry

<] 5| @

Related Salary Sch W Add 1 to Step at Year End

Screenshot of employee with
multiple salary schedules.

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

|| | I | | | | | AddiUndate ltem
Code | Description | Rank | Step | Add 1 % Code % Rank % Step
28 PAYROLL-Z... 03 27 Yes

a9 MISC SCHE... AC 1 Yes




T FRSEMIN | EMPIOYEe IMIZINTENGACE W4 L)

Fersan Id current Form Document

Employee # Narne (Last, First M) 55N

Job Record Data v | ’_

Job Number | Employee Type h

Employment Date | 397201 j

Service Date| 349 2021 -

[ Eligible For & Substitute

Job Status/Date | ~| [3/9m2021 ~]
Substitute Category v
Pay F‘ering| j
Job Location -
Replace Emp #

Job Type:

Show All Jobs
Salary Schedule Infarmation
Anniversary Date W
Code-Rank-Step Percent
| ~] | Add/Update hem |
Jaob | Sal Sch ‘ Desc... | Salary Sche. .. |

14 | m

[ Print On Serice Report AddiUpdate ltem

[ Paidin Full | 1/1 /4900 ~

Additional = second job usually with same monthly pay

Primary = Job Employee spends most of day at
Supplemental = Coaching Jobs/NBCT/Hourly Jobs

Ex: Teacher drives bus and coaches baseball.

Job 1= Teacher
Job 2 = Bus Driver
Job 3 = Coach

Job Type = Primary
Job Type = Additional
Job Type = Supplemental

Job Number is MOST commonly 1.
If you do not use position control do
not change employee type on a Job
Number. Ex: Job 1 = employee
type “T” teacher. Teacher becomes
Assist Principal. Terminate Job 1.
Add Job 2 with an employee type
“AP” assistant principal. This will
track all of the positions that
employee held in your system. If
you use Position Control it will track
the positions for you so you can re-
use Job Number.

Employee Type: Employee’s Position.
Select from dropdown box.



T FREFEIVIN tmpmyee WIAINTENANCE LWwa.00) = | =] &S
Empluyee # MName (I_ast, First M] S5M Persaon Id Current Farm Document
| | Job Record Data j| | * «
Joh Numberl | Employee Typel 'l Showe All Jobs |

Job Ih’lﬂel j
Employrment Datel 3/9.201 vl
Semice Datel 349 20 "l

—Salary Schedule Information

Anniversary Date I11I1:1I2I]13 "I

Code-Rank-Step Percent

! =l

Add/Update ltern |

(il 1] Etatustatel

Substitute Categuryl vl

Pay F'eriugl

Job anatiunl I
Ii

Replace Emp #

Job | Sal Sch

Desc... | Salary Sche... |

4 L

™ Print On Service Repart

Add/Update em |

I Paid in Full [ 1/1 /1900 ~|

LIK 1

Pay Period = should match pay period on Employee Data screen; monthly is

most common

Job Location = CCTR

Replace Emp # = if you know who is leaving you can enter it. This field is

not required

Print on Service Report = Job will print on monthly report sent to schools

Job Status
Active = regular monthly employee

Substitute = Subs  Substitute Category = can
set up different categories LWS — lunchroom
sub BDS — bus driver sub

On Leave — change status when employee
enters unpaid leave status

Terminated — use when you only want to
terminate one job on the employee’s record



—3alary Schedule Information

Code-Rank-Siep Percent

02-01-29 |

Show Al Jobs

| >

Anniversary Qate IB 7115999 v|
Add/lpdate ltem | )
—_—

ach

| Desc... | =alary Sche... |

1 02-01-29

4| m |

RAM...  224500000...

3

¥ Print On Service Repart

mﬂdeate hnam\b

I~ Paid in Full I 141 15900 j I\i q

VHCS pays coaching supplement as a %

of teacher salary. So we select the
teacher salary schedule and then enter
the % so the system will calculate the

supplement.

Anniversary Date is important for systems who grant step raises in the

actual month step occurs. VHCS only does step raises at the beginning
of the contract year.

Code-Rank-Step: dropdown box will show all salaries entered on the
salary schedule screen. Select the one(s) that apply to this record. And
enter the % of the salary schedule you wish to use. Ex: Job is Teacher,
Salary Schedule for Teacher is 02-01-29 and enter 100% because the
employee gets the full salary for this job.

After entering the salary schedule(s) ...Select Add/Update (within this
box)

After entering all info for the Job Record select Add /Update

To see all job records for employee select Show All Jobs



Employee Type

i Show'Add Job Detail

Jah | Type | Description

| otatus | Description | Pay Code

Job Type | Save .

1 T TEACHER

2 =P SUPPLEMENT

3 =P SUPPLEMENT

4 BF BUS DR. FLD. TRIPS

5 =P SUPPLEMENT

25 NBC  MNATIOMAL BOARD CERTIFIED
23 HP HAZARD PAY

Active
Active
Active
Ter...
Artive
Ter...
Ter...

YHELF
YHHS
WYHHS
BUS DRI...
WYHHS
WHELF
WYHELP

Screenshot of employee with multiple jobs:

Job 1 = Teacher at Elementary School as Primary Job
Job 2 = Coach at High School (description) as supplemental job

hlonthly
hlonthly
hlonthly
Manthly
Manthly
Manthly
Manthly

Primary... B8311

Supple...  B4B9¢
Supple...  B4B9¢
Additio... 0
Additio... 3330
Additio...  &000
Additio... 0O

Job 25 = All employees who are National Board have this job record

Job 4 = Terminated — no longer has CDL
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#it PR/EMNT Ernployee Maintenance (v 00)

Employee # MName (Last, First k) SSHN Person |d Current Farm Document | ii |

| |Job Pay Record

Job Mumber|[ll  ~ Employee Type: CONT CONTEACTED EMPLOYEES
|—T|:|tal of All Active Jobs

Contract Days uﬂ State Salary Unit I 0.00

Annual; 0.00
Monthly: 0.00

W

Fercent Worked Im otate Based Salary I—EIEIEI

Annual Salary 0.00 Eull Time Earnings I—EIEIEI
Salaried Periods I—'I?- summer Pay Flag I_L,

Pay Period Salary] 0.0 (J7 Include Job in LEAPS Reparting

Hourly/Daily Céde[H)  ~ ™ Use Pay Dates " Use End Pay Date
Hours Per Day| 000 |3r92021 -] Thru|3sg 2021 -]
[ Use Contract Dates
Eate of F'EI'_-,-'I 0.00
|3792021 -] Thu|3/9/2021 -]

Owertime Ratel 0.00
Accrual Dayal 0.00

[ Calculate Salaries

[ [ I B B
O (0 [ T e W R =

. Federal Tax

. State Tax
Social Security
Medicare

City Tax
County Tax

. Retirerment
s

. WWorker's Comp

atching Insuran

LAk

Contract days and Hourly /Daily Code will default based on Employee Type.

Leaps will default from Employee Type ...if you do not want this job to appear

on the LEAPS report uncheck.

If this particular job is exempt
from taxes, retirement,
unemployment, insurance efc,
you can check the boxes that
apply. Ex. Teacher is also a
coach but you want the insurance
allocation to only be deducted
from their teacher salary you
would check the Matching
Insurance box on the Coaching
Record.



PR/EMMNT Mame:

mployee # Name (Last, First M) Person Id

HC: Mot Approved Cert: Mon-Certified (v4.00)

(= [= =]

Current Form Document

o — —

3994 |Job Leave/Fringe ~||

- ¢

Job Numherl v| Employee Type: CO CLERICAL 12 MONTH

Job Status: Active

—Leave Infarmation
Leave Tyrpel v|

Leave Irl vl
Allowed 0.00 Max at EOYI 0.00

Accrual Date (1213 /2018

Leave Units: Day

| ¥ Active  Add/Update Leave [tem

Beg. Bal. 0.00  Accrued "r’TDI 0.00 Taken %TD I 0.00 Balance 0.00
TyM’Dﬁiptm | Allowed | Beg Bal | Accru... | Takenl Max.l Balance | Active | Acc. D... | Adjust ~
/ SICK 12.00 284.00 10.00 5.00 999.00 289.00 Yes 12/3/20... 0.00
/ 2 PERSOMAL 2.00 0.00 2.00 2.00 2.00 0.00 Yes 12/3/20... 0.00
3 WVACATION 12.00 12.50 10.00 2.00 2000 2050 Yes 12/3/20... 0.00
CA  CATASTROPHIC 0.00 0.00 0.00 0.00 9999.00 0.00 Yes 12/3/20... 0.00
\\(E\ EXTRA PERSOMNAL .. 3.00 0.00 3.00 0.00 0.00 3.00 Yes 12/3/20... 000 w
>

\//
View Fringe Benefit Data |

> |

Ledve I

Leave Ir|2021 vl

3ick Bank Type |S

deg. Bal.l 200  Accrued "r’TDI

0.00 Taken YTD I 0.00

upport Sick BankStatus Date |12/12/2018

Applied
(¥ Member Add/Update Leave ltem

Adjust ¥TD

£

Type | Description | Allowed | Beg Bal | Accru... | Takenl Max.l Balance | Active | Acc. D... | Adjust ~
2 PERSCOMAL 2.00 0.00 2.00 2.00 2.00 0.00 Yes 12/3/20... 0.00
3 WVACATION 12.00 12.50 10.00 2.00 2000 2050 Yes 12/3/20... 0.00
CA  CATASTROPHIC 0.00 0.00 0.00 0.00 9999.00 0.00 Yes 12/3/20... 0.00
E EXTRA PERSOMNAL . 3.00 0.00 3.00 0.00 0.00 3.00 Yes 12/3/20... 0.00
SB  SICK BANK 999.00 2.00 0.00 0.00 999.00 2.00 Yes 12122 000 w

View Fringe Benefit Data

B |

Job Leave /Fringe: Type of /Number
of days allowed will populate
automatically based on Employee
Type. If a new employee is
transferring in sick days it is best to
enter them through Input Leave Adj
to History module.

If an employee decides to be a
member of the sick bank you will
need to enter this leave type on
the employee’s screen. From the
leave type box select your code
for Sick Bank (common = SB)

you have a separate bank for
certified and non certified you will
need to select the correct Bank
Type. If they have the required
number of days to join check the
member box; if they do not check
applied box. Then Add/Update
Leave



' - ' ’ — — e >

To View/Add Fringe Benefits:

Job Numher|1 v| =mployee Type: CO CLERICAL 12 MOMTH ib Status: Active . . .
—— pryEs P Select the View Fringe Benefits
] Data button at the bottom of
_ the screen.
y untl 0.00 T Active Add/Update Item |
Code | Descriptiom_ | Amount | Active Life | fri b fit
2 T T TN 2714 | Yos ife Insurance fringe benefits are
commonly calculated in January and
spread over a 12 month period. So
systems only calculate in December
and deduct the total from the
. : December check.
View Leave Data # ﬁ

Fringe Code:
L = Life Insurance

M = Miscellaneous
V = Vehicle Fringe

If your system has vehicles that are

) i ) used after hours for personal use
Note: | have a completely different PowerPoint that covers the Fringe

. . you will need to set up a vehicle
Benefits topic.

fringe for those employees.

Make sure to select the Add/Update
ltem after making changes.



E

i | o | =[]
Employee # Name (Last, First M) SSN Person Id Current Form Document
— 1 3094 [Deduction Data ~ | ~] B 43 o
| | | | Mandatory deductions will
Job Number| = Employee Level Deductions nployee Status: pOpUIOTe CIU1'0mCﬁ'ICCI”)’ (If
e - 021 <] ; . ; ~ set up correctly).
Juarter Mum Calendar Year (2021 Show/Hide Deductions /)
Ded# | Description |Mont.. | Board|  Qtly| YTD|  Limit| Tot. Ded. | Active | ~
1 FWH 0% 0% 2.,386.81 3,185.08 0.00 0.00 Yes Pleqse double Check Thqf YOU
2 STATE W/H 0% 0% 75126 1.00168 0.00 0.00 Yes )
4 MEDICARE 145% 145% 27570  367.60 0.00 0.00 Yes have the correct retirement
5 SOC SEC 6.2%  62% 117888 157184 885360 157184 Yes ; h |
6 MEDICREAMT 0.9% 0% 0.00 0.00 0.00 000 Yes raré on each empioyee.
11 RETIREMENT 75% 12.36% 143724 191632 0.00 0.00 Yes
16 RSA-1 30000 000  900.00 1,200.00 0.00 0.00 Yes
18 WELLNESS 000 000 0.00 0.00 0.00 0.00 Yes .
23 MEDICAL 3000  0.00 90.00  120.00 0.00 0.00 Yes To add an additional
24 PHIP FLEX 000 000 0.00 0.00 0.00 0.00 Yes deducti | h
25 PEEHIP SUP 3800 000 11400  152.00 0.00 000 Yes eduction select the
26 P.DEP CAR 0.00  0.00 0.00 0.00 0.00 0.00 Yes v Show/Hide Deductions
q} ‘ @ button
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Enter  Add Pers Chz;nge Mail Save Inguire Mext Back Search | PrtScr Exit
Employee # Name (Last, First M) S3NM Person Id Current Form Document
]_hﬁ-| 3564 [peduction Daia ]| < | €

Job Number| -

F'eril:udg[_g/
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To add a deduction select the
deduction number from the
dropdown box beside
Deduction Num

If you do not know the
deduction number you can
search your deductions.

If the deduction is/has a board
portion select the View Board
Portions to see the amount that
will be paid by employer.

If you are adding an ACH
(direct deposit) and additional
box will appear.

If your deduction has a limit you can add it. If it has a reference
number you can add it....these are commonly used for

garnishments. Add/Update when finished
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Ref# is the
employees’ bank
account number. The
routing number is set
up through the
Deduction Master
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Maintenance file.

Savings Account — check this box if the
amount is being sent to a savings acct.

ACH Notified — Unchecked means the first
check will be a live check and if the test file
process the system will automatically check
this box. The next check will be direct
deposit.

Balance of Net — all employees must have
one deduction with this box checked

\ 4

Reminder: after adding
each individual
deduction you will have
to select

Add/Update Item
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For “active” employees, each job will need a GL. Otherwise you will receive an
error on the pre-compute. FYI, substitutes will not have GL because it pulls from the

employee they are subbing for.

To add a GL select Show /Hide GL Distribution
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You can “search” for the GL you wish to use or type it in.
If the job record only has one GL the Percent would be 100
and the FTE would be 1. If the job record is split enter the

percent per GL and prorate the FTE (example on next
slide).
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After entering the GL
and FTE select
add/update.
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12-5-9340-053-0015-5170-0-8420-0000 2021 13% 0.00 0.00 3.
12-5-9340-053-0010-5170-0-8420-0000 2021 13% 0.00 0.00 3.
12-5-8340-053-0020-5170-0-8420-0000 2021 16% 0.00 0.00 4,
12-5-9340-053-0030-5170-0-8420-0000 2021 13% 0.00 0.00 3.
12-5-9340-053-0040-5170-0-8420-0000 2021 13% 0.00 0.00 3,
12-5-9340-053-0060-5170-0-8420-0000 2021 13% 0.00 0.00 3,
12-5-9340-053-0140-5170-0-8420-0000 2021 13% 0.00 0.00 3.
12-5-9340-053-0025-5170-0-8420-0000 2021 7% 0.00 0.00 1,

Screenshot of an employee’s GL distribution with multiple GL’s. Note: if the
GL is set for 13% the FTE is .13. Both totals must equal 100 before you can
save the record.
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Account Mumber
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This example shows employee paid 100% from one GL with an FTE = 1

After entering GL you will select the save button.

You have successfully added a new employee.
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QUESTIONS'

Paula Thornton

pthornton@pelhamcityschools.org

pbt0611@gmail.com

Work: 205-624-3812
Cell: 205-294-2995
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