Utilizing Technology

Helpful Features in
Nextgen

Topics to Cover:

« Salary Schedules

* Prorating schedules

« Increasing salary amounts

+ Changing contract days
Resetting Payroll Variables

« Salary pay periods

+ Contract days

+ Mandatory deductions included
Calculating Contract Payoff
Deduction Adjustment Module
Salary Transfer

Leave Adjustment to History
Prior Period Comparison Report

Updating Salary Schedule

[IMCAT
& 7 Budget Work
%[ Human Resources
= [ Payroll

Employee Maintenance
Position Control Interface
# [ PR Check Processing
#7) Monthly Procedures
Quarterly Procedures
Calendar YE Procedures
Fiscal YE Procedures
Miscellaneous Procedures
{7 Payroll Site Specific
"I Remote PR
# [~ Position Control

[ System Control

Application or Transaction Name

©HR Code Maintenance IIT

o Payroll Code Maintenance I
o Payroll Code Maintenance IT
o Payroll Code Maintenance III
© PR Parameter Maintenance [
©PR Parameter Maintenance 1T
o Tax Table Maintenance

o Deduction Master Maint

o Employee Type Maintenance
o Leave Code Maintenance

edule Maintenance

© Component Mask Maintenance
o Check Validation Tables
©Bank Code Maintenance

o Contract Code Setup
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Prorating Salary Schedule

+ One salary schedule for multiple employee types

» No manual salary calculation for late hire / mid year termination
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» Make manual changes to individual schedules

Break out salary between state and local
Change one or both parts of salary
Change contract days for specific schedule
Choose to prorate
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Mass Change multiple schedules

Increase complete schedules based on SS Code
and rank

Increase by percentage or amount

Increase specific part of salary if needed

Can decrease amount by using a negative (-)
factor
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Resetting Payroll Variables

« Salary pay periods
+ Reset 13 check option or late hire periods to 12

« Contract Days

« Reset prorated contracts days to employee type contract days




Mass Change Employee Jobs
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Helpful Features

« Contract Payoff

« Deduction Adjustment Module
« Salary Transfer

« Leave Adjustments to History

« Prior Period Comparison Report

Contract Payoff

Change contract days under Employee Pay Data

Change to Pay Period Salary to “0.00” under Employee Pay Data

Run Payroll Check Record Report for total paid to date

Check Job Leave/Fringe information for any days owed to the Sick Leave Bank

Complete Calculating Contract Payoff (PR/CTPO) with requested data

Contract Payoff will post as a Pay Adjustment into Input Pay
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Hourly/Daily Code[D | Hourly/Daily Code® 1

Hours Per Day 8.00 Hours Per Day 8.00

Rate of Pay 208.26 Rate of Pay ,—20 8.26

Overtime Rate 312.39 Overtime Rate 312.30
2

Accrual Days 26.25 po— Dws,ﬁ




MCAI 4 [Applic Transaction Name
# 7 Budget Work Payroll Calendar
# 7 Human Resources 5 Payroll Verification Report
= i Payroll 5 W2 Table Maintenance
# PR Setup W2 Table Edit List
% 17 Employee Maintenance 5Generate W2 Data
173 Position Control Interface 5Cale Taxable Fringe Benefit
# 11 PR Check Processing. © W2 Recap Listing
# 171 Monthly Procedures oPrint W2 Report
Quarterly Procedures o Print W2
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Fiscal YE Procedures o Calendar YE Initialization
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5 arDs EE I a0
a8 arcan 10400 0o 200
859 REGIONS 10000 oo 00
513 REGIONS £007 80 oo 200
552 REGIONS 120000 o0 000
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= {7 Payroll
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+-71 Employee Maintenance
|7 Position Control Interface
=1 {71 PR Check Processing
+ TRegular Checks
[71Supplemental Checks
{7 Vendor Deduction Checks
[ Offline Checks
[ Void Checks
" Miscellaneous PR Procedures
[7IPR Check Reports
[ Salary Transfer
@7 Monthly Procedures
71 Quarterly Procedures

Application or Transaction Name ‘ Ap ‘Tran
o Default Input Pay for Hr/Dly PR
o Time Management Interface PR

TMSI

PR CIPO
o Calculate Retro Pay PR CRIP
©Step Increase on Anniversary PR SSIA
o Delete/Update Input Pay Recs PR PIPY
o Time & Attendance Import PR TASI
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GLPercent

untSeleted
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Deduction Adjustment Module

+ Use when needing to make a 1-time change to an existing deduction

# .~ Human Resources

ication or Transaction Name

= 71 Payroll - Deduction Adjustment Maint
% 7] PR Setup ©Deduction Adjustment Report
% 7 Employee Maintenance ©Deduction Adj History Inquiry
+ 1 Position Control Interface
# 171 PR Check Processing
% ") Monthly Procedures

" Quarterly Procedures
) Calendar YE Procedures
Fiscal YE Procedures,

- " Miscellancous Procedures
Miscellaneous PR Maint
Miscellaneous PR Reports
PR Salary Budgeting
Deduction Adjustment Module:

+ 1 Payroll Site Specific

Sk G Tk Teobar Wedows Fawites fab

PR Runld january2019test  january 2019t est
Eaplogee Number 56 Taran Tormes
Job Number -

stment Type [4 *| Adjust Existing Deduction Show/Hide Listview
Date Deduction  Employee Amount Fruployer
1/31/2019 J [os E 12.6% [ Add/Update Listview
DAVIS VISION
Monthly Amt/Perc  PayPer1 PayPer2 PayPer3 PayPerd  PayPer5
Employee $12.62 $12.62 $0.00 $0.00 $0.00 $0.00
Employer

RUN DATE:  09/14/2018
RUNTIME  11.07AM

MCAI PAYROLL SYSTEM
DEDUCTION ADJUSTMENT REPORT
AUBURN CITY BOARD OF EDUCATION
PRRUNID: january20 19test

EMPNUM NAME

1156 TORBERT , TARAN 99 01/31/2018  A- Adjust Existing Deduction 12562

* END OF REPORT "
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EMPL 0.00
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VISION

PHP CHP
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RBC CENT
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Salary Transfer

+ Use to moved pay and benefits between general ledger accounts
* Replaces manual calculations and journal entries
 Payroll and Budgetary report information will match
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PR
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Emplogee # [EE JANE LAUMER SANDERS Bostiag Date [07/31/2018

~PR/SALT: Check Distribution Transfer (v3.19) BEIES

Employee # JANE LAUMER SANDERS Posting Date [07/31/2012

Cri # Check D] GrosaWage| ManDed [NWomMan
158115 07-31-2018 4,538.49 1,066.77

[ Net [Status [Type | 3
0 Pud

W7 06302017 451512 117463
1287 053117 45512 137463
0T 04282017 451512 L1463 334049

ToSelect a Check Number Click in the Listvizu

156615 06252018 453849 106677 0 Paid
152 0531018 45845 108677 0 Pad
154564 0402018 453849 106677 0 Paid
153453 03300018 45845 108677 0 Pad
152559 02282018 45849 106677 0 Paid
11273 013118 45845 108677 0 Pad
104 12182017 45849 118295 0 Paid
usEL TL2LN017 454 18295 0 Pad
1804 0512017 45849 11825 0 Paid
svel 09290017 45845 118295 0 Pad
WEL 08ILN1 456312 LWL 0 Paid
M50 0731017 45112 137463 0 Pad
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Employee # [5326 JANE LAUMER SANDERS Dosting Date [07/31/20

T G/ Disttbution] 2 Deductions
crek# [ 5
Job [ Grose
Check Date. 07/31/2018
e v 5 ||[T 151000100080 1110-0-12000000 253045
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GromWinze BIRAY Fle Edb Tock Tocker Wirdows Faverkes Help
Federal Tex 4280 | || | BO H OC0WM=0
Stte Toc 71630 o] ] e [ =T~
5 Tax
MCARE Tax 6287 Eanplopee [0 JANE LAUMER S ANDERS Botig Deta [7/51/205 7]
B =
Groms o] P me— ot
NetCheek 0 1 e P —

CheckDote 07stjzoty ||| [t Assount Number =
g 00100080 L1010 =
Once in Change Mode - Click in the listviews to Alter Distrl B
o
vy
0 | |||

71630 b [ =] Account & i T100-6100580 1110.6:3206.0008 <]
3m70 -
5 Grosa| 100 Adjustmen] 433845 Add Jtem

Click e i the Listire to Altr
(1tems in Red Are Stale Checks and Cannotbe Altered)
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eting Data [07/31/2018

FR— [reper—
T Dmion | Toatet
Nt o
ChackDate  07/31/2018 i = [ Gros] A A
oo
453649
0 ||| ; sl
21630 Aocowntz [ 1
6287 ransfer (v3.14) [=IES |
JANE LATaER sAaDRRS Eosse e [0 7]
YT I
Chock # [5e115 |
CrackDate  o7/a1/2018 B T
i Dte s PN YT
ConCoer o0
g s
e i
e s ||| !
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et 2w I
oIx e 5 T106-016-0080-1110-0-1200:0000
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Employee # [2326 JANE LAUMER SANDERS

CEx

Eosting Date [07/31/2018 -

1. G/L Distribution

2 Deductions

Check # 5 g

CheckDate  07/31/2018 ... | Account Number Gross| Adj Amt[
st : T 11-51100-010-0080-1110-0-1200-0000 | 4538.49 453549
Cost Center 0080 1 11-5-1100-010-0085-1110-0-1200-0000 000 453849
Gross Wage 453049
Frings Benafit
Federal Tax 47280 o |
Advanced EIC
State Tax 21690 Tob e 5
S5 Tax 26882
MCARE Tax 6287
Total Deductions 3517.10
NetCheck o Gross | Adjustment | Add [tem
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+ ] Budget Work
# "1 Human Resources
Payrol
PR Setup
Employee Maintenance
Position Control Interface
PR Check Processing
egular Che
Computed Reports
Supplemental Checks
Vendor Deduction Checks
Offline Checks
Void Checks
Miscellancous PR Procedures
PR Check Reports
Salary Transfer
4 ) Monthly Procedures

Application or Transaction Name| Ap

©Combined Deduction Report PR
5GL Distribution Report PR

surance Distribution Report PR
slInsurance Remittance Report PR
o Deduction Report PR
oEmployee Leave Accrual Rep... PR
Prior Period Comparison Rep... PR

©Wage Base % Deduction Rep...

Eeping ek 7778 3]

Repon Cotres

a1 e e

© Cuuen? Dz AT | it ol Tl
oy e [gatloen

Commme pwedfE
e
Ccoumas Duet foumme

© b
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e
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e G Ak

I Pt St St
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et e  Togne o
T s HP Laer M P i) =
RUN DATE: 0/14/2019 MCAI PAYROLL SYSTEM Page 1 of |
RUNTIME:  11:40AM Salary & Benefits by GL Report (va.20) PRSBGL
AUBURN CITY BOARD OF EDUCATION
010172018 Thu 07/3172018
EMPLOYER EMPLOYER EMPLOYER EMPLOYER EMPLOYER
GROSSAMT ~ SOCSEC MEDICARE sul RET  PHPEMPR TOTAL
GENERAL 11
11-6-1100-010-0080-1110-0-1200-0000
3328 NDERS, JANE LAUMER 2723084 161292 7722 270 323308 40000 735884
Accourt Total 2723084 161292 7722 270 333308 480000 37.356.84
11-6-1100-010-0085-1110-0-1200-0000
a2t SANDERS, JANE LAUMER 453849 %882 6287 045 56551 s00.00 6.226.14
Account Total 453849 2882 6287 045 55551 0000 826,14
Fund 11 Total 3178043 168174 44008 315 380857 560000 4358298
GRAND TOTALS 31,760.43 168174 44008 315 380857 560000 43 58208

“* END OF REPORT ™

Input Leave Adjustment to History

+ Use When:

+ Making corrections to leave taken
+ Receiving or transferring sick leave from/to another school
+ Donating/receiving days under catastrophic leave

+ Transaction will be included in leave history

* History will include a record of why the change occurred for future reference
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IMCAIL

Application or Transaction Name ‘Ar

# 1 Budget Work
# 1 Human Resources
1 Payroll
# PR Setup
Ll E i ploy
+ 7 Position Control Interface
= 71PR Check Processing
# 7 Regular Checks
1Supplemental Checks
Vendor Deduction Checks
7 Offline Checks
Void Checks
" Miscellaneous PR Procedure
PR Check Reports
“Salary Transfer
# 1Monthly Procedures

iintenance

&

Employee Check & Input Queries

sEmployee Maintenance PR
oEmployee Maint Audit Trail PR
© ACH Ded Changes PR
oTest Compute for An Employee PR
©Mass Change Deduction PR
©Mass Change Deduction Status PR
©Mass Change GL Distribution PR
©Mass Change Employee Jobs PR

PR
oEmployee Leave Allocation PR
oMove Job Leave/Pay Data PR
©Mass Create Job Records PR

©Mass Create Deduction Records PR

SVsHOO0O M=0

Pagroll1a fammsey2019es jamary 2019t st IoputLeave Taken | Accrued | [Adjusted
mployee | [ aisae Job Number[1 <] povs_ 3]
JANE S ANDERS TEACHER 9 MONTH

Ester Leave. Adjustment Data
£ Unit o/ Desve Type Uom. cxip
[~ o000 v D D [etered from Opetia]

[Tl Uan[Uom

Enter Leave Adjus

Payroll [d fjsmary2019tes jammuary 2019 eat TuputLeave Taken | Acormed | [ Adjusted
Lmployee | pots 1]
(Click Save(FS) To Add Lesve Adjustment Record Tar |2 ORI IR
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Prior Period Comparison Report

» Compares current month’s payroll to prior month

Compares gross pay and/or deductions at job level

Option to compare all changes or set thresholds

Should have documentation to support any changes identified

Total Difference from Prior Period should equal the difference from
total gross pay on the current payroll register and total gross pay from
the comparison period

e Eot “ods Toober Widows “aecrtes Help

jecsloood M0

Swve L Mot Bk Cea Sordh Bt

or Period Comparison Report (+3.16)

Sanplopee Las: Namre

may 31,2016 regularpay

o [e1l The [an

szep:nn-y ZcrClerk D

Lt € Rotlon. C hloe Cloboc | [
(Ol (FItgiin ey 1"“1‘ o oajorzms 3] Tne [ogjeeizte o]

CreckDate 95/31/2015  Ferce IndingDat5/0°/20%6 | |5yt n (D

¥ Gross Pay ¥ Repot Changes Crly FayroilFunID | CheskDate | [0 Type
I™ Buglojee Dech u] P 01/06/2. Offine
72, Regular

Sross Pay
™ Ewploge Detuctions S Difecence [ 7| 09%

prizing

I Hringe Deta
I Biask i e Report

ZayPeriod Sode JooStates

Mo | Description
M Uertaly acti

HoPay T e
SermcAlontly P Retine Substtute
Substicate
T —

15



NDATE. 04282016
NTIVE

MCAI PAYROLL SYSTEM
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PRIOR PERIOD: 0310112016 THRU 033172018

LECTED (CURRENT) PAYROLL RUN ID: 8262016  DATED: 2016:04-29

PRIOR  CURRENT OEEFROM  PER
soms DiEE
1 samone saespl 1026
10 794.36 46wty 2012940
' wa7s  anaselhy ‘22220
0 70 76 50-hetwy 78470
0 2268 ssesir 317080
0 2038 2000t § ks 26310
1 T20.11 maw 10000000
1 2125 e Dotz -wase
1 ez amideq 820 2000
1 43808 4252880) 8520 1
1 aema  asmnpl s 2150
1 tosias  srzaovleps  imes  -1vier0
10 6065 00¥ov- 3486 5713810
10 12780 20404wAPY  i0710 8400000
0 21540 QW™ Z1s40 10000000
50 224400 1,535.10 WY 70890 3150000
10 00 135.44 OAP Riveo 13544 100.00000
0 9180 w0y 040 2222220
50 see6e  2:146MA Gub 70518 -19.44440
10 28826 MUET0 L Xby 5944 20.76430
T iowe sl ped a2 s
50 392886 302220 X % 0866 -23.07680
0 w500 12240k aze
1 1,668.07 173765 P\ 6058 447130
0 208 12090 sits 2972070
0 00 1sseaCnp W 15568 10000000
0 10200 8180 2040 2000000
1 asaez asasevlopw|  am 8.158%0
PARISON REPORT o
aTIoN N —
¥3172016 om w  ne msw
DIFFFROM  PERCENT o o oty
PRIOR PERIOD DIFE . e s
650 2564100 m~a
403131 2373940 o
24633 -47.91670 o
820 20630
195020 19535900 -
7948 318
2040 307602 o e s s
9375 2793250 e S e
70890  -67.80490 - R —

12286 2881200

s rasem 3
4419 2906570 =
85.20 161510 =
35000 -70.00000 -
8520 199130 i
23,996.65 e

16



