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USPS-R User Manual
This document explains how to use the USPS-R application.

The user manual is organized by the menus in USPS-R and then alphabetically by program. It contains details and steps for executing the
programs in the USPS-R package.

Core menu contains the central pieces of USPS-R.  Adding and modifying Employee and Employer data.

Payroll menu contains the Initial start up of the Payroll Run (INICAL) and the entering of Payroll Payments - Current (UPDCAL-CUR
and Future (UPDCAL-FUT).

Processing menu contains the Process of Outstanding Payables (PAYDED).

Utilities menu contains information on the user currently logged in.

Admin menu contains programs that control how processing is defined and done on the system and other options that only an administrator would
access

The Report module allows the user to generate a report from either a  listing of predefined reports or create a custom report using the "detail"
option

USAS Integration controls if and how the software is connected to the USAS-R system.

 

Employee Dashboard

Positions:
Leaves:
Pay Distributions:
Payments:
Attendance:
Payroll Items:
Payroll Accounts
Employee Picture and Demographics:
Employee Dashboard Video

The functionality of the Employee Dashboard is used to access information regarding a specific employee. 

To locate an employee using the Employee Dashboard type in either a partial identification number for the employee or a few alpha characters of
the employee's first or last name in the search box.

 

 

Menu options may look different for each user as they will only see the options available to them based up on their user
account's Role/Permissions.



When entering in either a partial ID number or a few characters of the employee's first or last name  a list of employees matching that criteria will
appear. From here you can then select the employee you are searching for from the drop down box 

You will then see multiple screens of information pertaining to this employee:

Positions:

The Positions area will list all of the employee's positions records.

If a change is needed on a specific position, you can click the edit option on that specific position record. This will take you to the Edit

Position X record where the change can be made. When the change has been  made you will then click on the Save button   an
d the change will be saved.



Leaves:

If this employee qualifies for leave the Leave Balances area will list the leave Type, Balance, Date Last Accrued and Leave Units Accum Last
Pay.

If a change is needed to a specific leave record you can click the edit option  on that specific record. This will take you to an Edit Leave

Balances record where the change can be made. When the change has been made you will then click on the Save button   and
the change will be saved.



Pay Distributions:

 The pay distributions section will list the Type, Code, Percent or Fixed, Rate and Priority of each pay distribution for the employee.

If a change is needed to a specific pay distribution you can click the edit option  on that specific record. This will take you to an Edit Pay

Distribution record where the change can be made. When the change has been made you will then click on the Save button   a
nd the change will be saved.

Payments:



The payments are the list of all check history pertaining to an employee. You are able to view each payroll check in detail.

Click on check you wish to view:

This will then open a window detailing the employee's payroll check or Direct Deposit:



Attendance:

The Attendance area will list all attendance and absence information pertaining to an employee. Employees that may have an attendance
record for employees that may be on a default calendar and have no work days defined such as substitutes or regular employees that work
additional days beyond their scheduled calendar work days.

If a change is needed on a specific attendance or absence record you can click the edit option on that specific record. This will take you
to an Edit Attendance record where the change can be made. When the change has been made you will then click on the Save button 

 and the change will be saved.



Payroll Items:

The Payroll Items area will list all payroll item information pertaining to an employee.

 

If a change is needed to a specific payroll item you can click the edit option  on that specific record. This will take you to an Edit Payroll

Item XXX record where the change can be made. When the change has been made you will then click on the Save button   and
the change will be saved.

 



Payroll Accounts

Contains pay account records for each Position that is entered in Core/Position/Compensation. When a payroll is processed the accounts entered
in Payroll Accounts are used to complete the USAS charging of the payroll.

Employee Picture and Demographics:

The dashboard will allow for the uploading of a file containing employee photographs. The employee address information will also be included in
the photo area on the dashboard:

 

Employee Dashboard Video

Core
Core menu contains the central pieces of USPS-R.  Adding and modifying Employee and Employer data.

 

ACH Destination



1.  

1.  

Mass Change

Highlight Viewer
Create ACH Destination
Edit ACH Destination
Delete ACH Destination

The ACH Destination screen is used to add Banking Institution routing numbers.  Once added, a Pay Distribution can then be added for the
employee.   You can either enter in the Routing Number or a few characters in the Description grid heading and all occurrences of that search will

show up and then you can choose the item(s) you are wanting to view or edit.  You can then click on the  next to the ACH

Destination record you are searching for to view the data relating to this ACH Destination record or click on the  to edit the record or 

 to delete the record.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create ACH Destination

Click on  to add a new Routing Number:

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change

An ACH Destination record needs to be added first for a new bank before a Pay Distribution can be added for an Employee.
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Enter in the Routing Number and Description
Click on 'Save' to save new Routing Number or 'Cancel' to exist and return to the Query.

Edit ACH Destination

 An ACH Destination that have been previously posted to the system may be modified.

Query for desired Routing Number or Description

Click on  to open up a window with the employee's information

Once open, click on  to open the desired ACH Destination to be edited

  Click on Save to accept the changes, click on Cancel to not save the changes and return to the ACH Destination grid.

Delete ACH Destination

The Delete function may be used to delete an ACH Destination.

Query for desired ACH Destination.

Click on the   in the query results

Click on   to Delete selected ACH Destination or Cancel to return to the ACH Destination Query.

 

ACH Source



Mass Change

Creating an ACH Source record
ACH Header Record Information 
Batch and Detail Record Information
Direct Deposit Clearing
Payroll Debit Clearance

ACH Source Video

The purpose of this program is to create informational records for the school districts who choose to use direct deposit. These records are used to
create a tape which will be sent either to a local bank or directly to a Federal Reserve Bank. The bank will use the information as a means of
verifying which employee's account is to be credited. It is critical that the bank for each district be contacted to obtain the necessary information

.for processing direct deposit

The   option is used to enter all banking institution information in order for the direct deposit transmission process to be completed.ACH Source
This is a system manager only program

Creating an ACH Source record

From here, you can  either a Payroll ACH or a Health Savings Account ACH Transfer from the option. Once all data is+Create Transfer Type 
entered, select  to accept or  to not create the ACH Source. Save Cancel

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change



Field Definitions

In the  field select from the following:Transfer Type
Payroll ACH Transfer Data
Health Savings Account ACH transfer data

 In the enter the three digit (including any leading zeroes) transfer ID to be used for the ACH transfer ID. The ACHACH Transfer Code 
transfer type along with the 3 digit transfer ID make up the total identifier (key) for this ACH transfer header record. 

ACH Header Record Information 

In the ACH Header Record Information section, enter the . This will be the local bank name if the tape is being sentOriginator Name
directly to a federal reserve bank or the fiscal agent name if the tape will be processed by a local bank. The originator initiates entries into
the Automated Clearing House Network though an originating financial institution. This may be a local bank, a district fiscal agent, etc.
The institute with whom the transfer will occur can assist in what should be entered here.

Enter the . For NACHA compliant tapes, this may be the ACH number of the processing bank. Some banksOriginator Routing Number
may require the fiscal agent or districts federal tax id in this field. Contact the bank for the correct value. This field will be used to make up
the last 9 characters of the Immediate Origin on the ACH file header record.
The  makes up the first character of the Immediate Origin on the ACH file header record. Banks adhering to the NACHAOriginator Type
rules will require a space in this field. At the bank's discretion, they may require another value in this field. Refer to the processing bank
for the proper code. In the Type field, enter the following:

Space
1
9

In the  field, enter the Federal Reserve Bank if the tape is sent directly to a federal reserve bank or the local bank'sDestination Name
name if the tape will be processed by a local bank.
The  field makes up the last 9 characters of the Immediate Destination on the ACH file Header record.Destination Routing Number
Enter the ACH number of the destination bank or the Federal Reserve Bank. Contact the processing bank for the correct value.
The  is provided in the ACH file header record. It permits multiple files that are created on the same date andDestination ID Modifier



between the same participants to be distinguished. In the Destination ID Modifier field enter either A-Z or 0-9.

Batch and Detail Record Information

In the  field enter the name of the district (up to 16 characters) that is transmitting the transactions. This field is usedOrganization Name
for identifying the source of the entry/transaction and also used as a description for the receiver. This is the Company Name on the ACH
file batch header record. This will also appear as part of the information on the employee bank statements.
The  field offers the following options:Organization ID Designator

1 - IRS Employer Identification Number (EIN)
3 - Data Universal Numbering Systems (DUNS)
9 - User Assigned number

In the  field, enter the district's ID number. The district's Federal tax ID (EIN) number is normally used as theOrganization ID Number
District ID Number. The processing bank may require their own customer ID number. This field makes up the last 9 characters of the
Company Identification on the ACH file batch header record.
In the  field, enter the first 8 digits of the routing number for the Depository Financial Institution (DFI) originating theOriginating DFI
entries. This field makes up the Originating DFI Identification on the ACH file batch header record.
The  field offers the following options:Originating Status

0 - ADV file prepared by an ACH operator.
1 - Identifies the Originator as a depository financial institution which has agreed to be bound by the ACH rules.
2 - Identifies the Originator as a Federal government entity or agency not subject to the ACH rules.

In most cases, the Originator status should equal 1. This field makes up the Originator Status Code on the ACH file batch
header record (Position 41).

In the  field enter a description (up to 10 characters) that will be used when displaying back to the Receiver. If this fieldEntry Description
is left blank, the default, PAYROLL, will be used. This field represents the Company Entry Description on the Batch header record.
In the  field enter the first 8 digits of the routing number of the Originating DFI. In some cases the processingTrace Routing Number
bank may require a different routing number be used on the detail PPD entries than what is used on the Batch header record. This
routing number may not be the same as the routing number entered for the Originating DFI. The district trace routing number makes up
the first 8 characters of the Trace Number on the ACH file PPD Entry Detail Record.
In the  field enter the type of file to be generated for ACH submission:Number of batches

S - Single batch file
M - Multiple batch file

Receiving banks have different requirements pertaining to the number of batches that may be in the ACH file they
receive. Some banks require what they refer to as a Balanced File. This type of file contains mixed debit and credit
entries in a single batch. The multiple batch file will place all credit entries into a batch and all debit entries into a batch
(resulting in 2 batches) within the ACH file. ITC should contact receiving bank to determine whether they expect a single
batch file or a multiple batch file.

 

Direct Deposit Clearing

In the  field, enter one of the following: Credit Account Status
 Yes, create a live credit transaction.
 Yes, create a pre-note credit transaction.
 No, DO NOT create a credit transaction.

In the  field, enter one of the following:Debit Account Status
Yes, create a live debit transaction.
Yes, create a pre-note debit transaction.
No, DO NOT create a debit transaction.

In the   field, enter the account number for the direct deposit clearing account.Account Number
In the   field, enter the routing number for the bank where the direct deposit clearing account resides.ACH Number

Payroll Debit Clearance

In the  field, choose from the following:Status
Yes, create a live debit transaction
Yes, create a pre-note debit transaction

The Direct Deposit Clearing fields are generally used only when a district has a third party originate their ACH transfer and the third
party requires the district have a clearing account at their financial institution 

In the Payroll Clearance Information, enter payroll debit and direct depository clearing information. Some financial institutions request
no district debit information be entered. The financial institution should be contacted to determine if the data for the next three fields is
needed. 



No, DO NOT create a debit transaction.
In the  field enter the district's account number with the banking institution that is to be debited.Account Number
In the  field, enter the routing number for the bank at which the payroll clearance account is located.ACH Number

ACH Source Video

 

 

 

 

Adjustments

 

The Adjustments option allows you to Create, delete, and/or modify employees Payroll Items.

Search/View Adjustments

 The Adjustments Grid allows the user to search for existing payroll items for an employee. You can either enter in the Number or a few characters
in any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - First Name is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone

 with San in the first name will appear. You can then click on the  next to the Payroll Item record you are searching for to view the data

associated with the payroll item or click on the  to edit the record or  to delete the record.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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Create an Adjustment

From the Core Menu select Adjustments

Click on Create

Select Employee and the Payroll Item to adjust by clicking on the  arrow

Select the Payroll Item Type by clicking on the arrow

Health Insurance

Moving Expense

Taxable Benefits

Fringe Benefits

Life Insurance

Adoption Assistance

Dependent Care

Third Party pay

Vehicle Lease

Total Gross

Taxable Gross

Amount Withheld

Applicable Annuities

Board's Amount of payroll item

Earned Income Credit Amount

Additional Withholding Amount

Portion of FTD Board Amount that was earned as a rehired retiree

Portion of FTD Board Amount that was withheld as a rehired retiree

Portion of FTD Gross that was earned as a rehired retiree

ODJFS Total Gross

ODJFS Weeks

SERS Retirement Days

SERS Retirement Hours

STRS Retirement Days

STRS Retirement Hours

EMIS Attendance

EMIS Absence 

5.  Enter a Transaction Date, Amount and Description.  The Transaction Date has to be within an open posting period or an error will
occur:
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6.  Click on   to post the Adjustment to the system, click on Cancel to not post the Adjustment and return to
the Adjustments grid.

 

Edit Employees Adjustment
Only fields that are allowed to be edited will be displayed.

Search desired Employee on grid

Click on   to edit the Employees Payroll Item
Make desired changes

Click on  to save desired changes to the Employees payroll Items, click on Cancel to not post changes and return to
the Adjustments grid

Delete Employees Adjustment

Search desired Employee on grid to delete

Click on   to delete the Employee Adjustment

Click on   to confirm deletion or Cancel to not delete Adjustment

 

 

 

Attendance



Mass Change

Search Attendance Option
Highlight Viewer
Create an Attendance Entry
Edit Attendance Option
Delete Attendance Entries
Mass Add Option
Attendance Video

 

The  module is used to track and update employee attendance and absence data. This program is the basis from which leaveAttendance
charges are projected across the USAS accounts.  Accrual's will be tracked under the CORE/LEAVES/ACCUMULATIONS option.
Adjustments are available under the CORE/ADJUSTMENTS option.

The Attendance  option is used to add consecutive days of attendance or absences in a single transaction. Mass Add

The Attendance  option is available for most of the Core option selections.  This option will only be available if theMass Change  Mass Change

 is set up.  The  button will appear next to the '+Mass Add ' option when the mass change module isService Module
  Please refer to the active.  The user has update access to the entity in question and also has the ADMIN_MASSCHANGE permission. Mass

 chapter.Change

Search Attendance Option

 The Attendance Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example - First
Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in the first

 name will appear. You can then click on the  next to the Attendance record you are searching for to view the data relating to this employee

or click on the  to edit the record or  to delete the record.

Highlight Viewer

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create an Attendance Entry

From the Core menu select Attendance
Click on Create
Enter in Attendance or Absence entries
Click on Save

The  can be entered as 00/00/0000 or by clicking on the  calendar symbol, select the day needed or as Date Shortcuts as Activity Date
described below:

Date shortcuts can be enter in the Activity Date field as a single letter or symbol.  For example,  to enter in an Activity Date for today's date, you
would use 'T' for Today.  Once saved, today's date (11/11/2016) will be entered.  This works the same for the  option. Mass Add

 YeaR (Calendar)
Y - Jan 1 of current calendar year
R - Dec 31 of current calendar year

FiscaL
F - July 1 of current fiscal year
L - June 30 of current fiscal year

MontH (based on current system date)
M - first of current month
H - last day of current month

WeeK
W - Sunday
K - Saturday

PerioD (Posting Period)
P - first day of current posting period
D - last day of current posting period

QUarter
Q - first day of quarter
U - last day of quarter

T - today
+ tomorrow
- yesterday

Note:

should be able to support mmdd - assuming the current period's calendar year
is case insensitive
you can use these shortcuts in combination with actual dates

to get the month of November using between operator: Beginning: 11/01/2014 and Ending: h
assumption is November is the current month 

Edit Attendance Option

Attendance Entries that have been previously posted to the system may be modified.
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Click on the desired Entry to be modified 
Make the desired changes
Click on Save or Cancel to not save

Delete Attendance Entries

The Delete Function may be used to delete an Attendance entry. 

Click on the desired entry to be deleted
Once selected, a box will be presented with an option to delete this entry
Confirm by selecting Delete

Mass Add Option

A mass add option is available to post consecutive days of attendance or absences in a single transaction. Press the key to use this[  Mass Add]
feature.  The Number of Days can be entered on the Start and End date fields or by selecting the actual days on the calendar itself.  After the Cre

 key is pressed, a popup window will briefly display the mass add information - Example: 5 Attendance Days Created.ate



Field Definitions:

Select  and  by clicking on the drop down boxesEmployee Compensation
Enter of absence or attendance daysLength 
Enter the Trans Type

Attendance
Absence

Enter the  of:Unit
Hourly
Daily
Weeks
None

Select the  for:Category
Attendance:

Attendance
Substituting

 Absence:



Calamity
Dock
Holiday
Jury duty
Military
Other
Personal
Professional
Sick
Unknown
Vacation

A  is optionalSub Category
Select an  of Classified or CertificateAppt Type
Enter a  (optional)Pay Date
A  is optionalSubstitute For
The  option is whether or not to include weekends.  Unless the employee has weekends scheduled for work days onInclude Weekends
their calendar, leave this prompt unchecked.
Select a Start and End date or click on each day needed
Select a 'Posting Mode'

No Posting
Post Current
Post Future

Once all data is entered, click on  to post the Mass Add or select to start over.

Attendance Video

 

 

 

 

Bank Account

Mass Change

Bank Accounts
Highlight Viewer
Create Bank Account
Search Bank Account
Edit Bank Account
Add Start/Stop Date
Delete

Bank Accounts

Bank accounts are defined and listed under the Core/Bank Account. The user has the ability to add start and stop dates for each bank account.
 Any bank account that is listed and active may be selected from a drop down when  (Checks/Direct Deposits).Processing Payments

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create Bank Account

From the Core menu select 'Bank Account'
Click on 'Create'

Enter in the desired information
Click on Save to create the bank account, click on list to not create the bank account and return to the query list.

Search Bank Account

The  bank account grid allows the user to search for existing bank accounts by clicking in the filter row in the  columns and entering in the grid

desired information. Click on any row of the search results to see a summary view of the record. Click on  beside a bank account to see

the full details.   The  can be utilized by clicking on the  in the upper right side of the grid.Advanced Search

Edit Bank Account

Click on the  in the grid beside the bank account to edit the record. Only fields that are allowed to be edited will be displayed. 

Add Start/Stop Date

From the Core menu select 'Bank Account'
Search for and select desired bank account

https://wiki.ssdt-ohio.org/pages/viewpage.action?pageId=33063050
https://wiki.ssdt-ohio.org/pages/viewpage.action?pageId=33063050
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Click on the beside the desired bank account and input a valid date into either the start or stop date field

Click on   to save the changes, click   to remove the changes and leave the record as it was.

Delete

Click on   in the grid beside the desired bank account . A confirmation box will appear asking to confirm that the bank account be deleted.
 Bank accounts may only be deleted if they have no related transactions.

 

Date Codes

Mass Change

Highlight Viewer
Creating a new date code
Date Codes Video

Date Codes are district used fields to keep track of dates about an employee under the CORE/EMPLOYEE option.  These date codes can

be Created, , Viewed   , Edited  and Deleted .

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change



Creating a new date code

To Create a new Code, click on the  button and enter in the Display Name, Group and Property Name.  The 'Group' name can 
be created or edited for placement of the date within the 'Employee' screen.

Press  to save the changes   Once saved, the new Date Code will be added to the Employee Option screen, under what 'Group'.

name was defined in the creation or press   to cancel out and not save any changes.

The Display Name for the date box will be SPRING BREAK, the Group Name (HEADING) of SPRING BREAK will be 'Break Dates' and the
Property Name will be 'springDate' (abbreviation of the date name). The Property Name is used in the Advance Queries and Detail
Report options. The Property Name has to be combined with the First Letter of each word Capitalized.  A new Date section was created in the
'Employee' screen called 'Break Dates'. 

 

 

Date Codes Video

These Date Codes will also appear in the Custom Field Definition, which can be found under the Admin menu:



EMIS Entry Screen

Mass Change

Search/View EMIS Entry Screen
Highlight Viewer
Employee EMIS
Position EMIS
EMIS Contractor (CJ)
Contracted Service (CC)
EMIS Entry Video

 

The EMIS Entry Screen holds the EMIS related Employee (CI) and Position (CK)  records. Tabs can also be setup to hold the Contract Only Staff
(CC)  records as well as the Contractor Staff Employment (CJ) records. To implement the tabs for the Contract or Contractor data the EMIS
Contracted Service module and EMIS Contractor module will need to be installed through the Admin/ Modules option 

Search/View EMIS Entry Screen

If additional columns on the grid are needed this can be done by create by clicking on the  button in the upper right hand corner
of the grid and check marking the column header name(s0 you want included on the grid. The order of the columns can be changed by simply
dragging them to the desired location.

The EMIS Entry Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example - First
Name  is one of my grid options. If I type in %San% (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in the first

name will appear. You can then click on the next to the desired EMIS Entry record. to view or   to edit 

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Mass Change

To add the Mass Change option to the EMIS Contractor (CJ) and EMIS Contracted Service (CC) record, please click on the Mass
Change documentation link to find the How to Steps: Mass Change



Employee EMIS

When in the EMIS Employee Entry tab, search for the desired employee by typing in either the employee Number or type in a few characters of
either the first name in the First name box or last name in the Last Name box.

All occurrences of this name will appear. You can then click on the desired employee to open up the Employee EMIS record to view   or

edit     If using the edit option your modifications can be made and then click   to save your changes. If do not wish to

keep the changes you made click  



Position EMIS

When in the Position EMIS Entry tab,  search for the desired employee by typing in either the Employee Number or type in a few characters of
either the first name in the First name box or last name in the Last Name box.

All occurrences of this name will appear. You can then click on the desired employee to open up the Position EMIS record to view   or

edit     If using the edit option your modifications can be made and then click   to save your changes. If do not wish to

keep the changes you made click  

EMIS Contractor (CJ)

In order to create Contractor (CJ) records a module must be turned on that will allow you to see the EMIS Contractor (CJ) option on the EMIS

Entry Screen. To turn this module on go to System/Modules and click on the    next to the       A
message will appear 

 confirming that the EMIS Contractor (CJ) option is installed.                        

To modify an existing CJ record, when in the EMIS Contractor (CJ) tab, search for the desired employee by typing in either the employee Number
or type in a few characters of either the first name in the First name box or last name in the Last Name box.

All occurrences of this name will appear. You can then click on the desired employee to open up the EMIS Contractor record to view   or

edit     If using the edit option your modifications can be made and then click   to save your changes. If do not wish to

keep the changes you made click   .

If you wish to create a new Contractor (CJ) record click the  button. You can then enter in the Employee, Position, IRN, Position

Code and FTE. Click  to complete the record creation. If you do not wish to create this record you can click the 



 button.

Contracted Service (CC)

To modify an existing CC record, when in the EMIS Contracted Service (CC) tab, search for the desired record by typing in either the Federal tax
ID or a few characters of the Contractor Name.

You can then click    to view the record or click  to edit the record.   If using the edit option your modifications can be made and

then click   to save your changes. If do not wish to keep the changes you made click  

When in the EMIS Contracted Service (CC) tab, to add a new EMIS Contracted Service (CC)  record click  Populate all fields

and click  to add this record. If you do not wish to add this record  click 

 EMIS only employees should use the EMIS Entry Screen to enter the data for EMIS.  This screen will give them access to the EMIS
reportable fields. Districts can create or choose roles for employees by using ADMIN/ROLE option.  Once created, employees can then



 

EMIS Entry Video

 

 

 

Employee

Mass Change

Search/View Employee
Highlight Viewer
Add New Employee 

Employee
Name
Address
Credential ID
Date Codes
Dates
Email
Evaluation
Experience
Legal Name
Phone
Standard Payroll
Standard Personnel

Creating an Employee Template Record
Utilization of an Employee Template Record  
Edit Employee
Delete Employee
Employee Video

 

Search/View Employee

 The Employee Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example - First

be given access to the EMIS Entry screen by using the ADMIN/USER. 

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in the first

 name will appear. You can then click on the  next to the Employee record you are searching for to view the data relating to this employee 

or click on the  to edit the record or  to delete the record.

The option  employees, if checked, will include concealed employees on the search list.'Include Concealed'

 

Highlight Viewer

 

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

 Add New Employee

 From Core menu select 'Employee'

 Click on
 Enter in Employee information





Employee

Field definitions:

Number is the employee's identification number.
The  is determined by a Configuration Setting under the Admin-Module Configuration option.Under Admin-ModuleNumber
Configuration, there is an option 'Employee Number Automatic Generation Configuration', that will allow the district to set
whether to use employee numbers, the increment for assigning numbers, how many letters to use from the last name, and a
starting value for the employee numbers.  If this configuration is setup, the software should auto-generate the numbers for the
district.  If this is  setup, the user will have to enter in the number manually.NOT

SSN is the social security number of the employee.
An employee's  can be 0 for unstated, 1 for single or 2 for married.Marital Status
Enter a unique four character code in the  field for sorting payroll checks or reports at the employee level.Check Distribution
Degree Type enter in the education level of this employee.

0- Non Degree
1- Associates
2- Bachelors
3- Masters
4- Education Specialist
5- Doctorate
6- Other
7- Less Than High School Diploma
8- High School Diploma
9- GED Diploma

If the  field is checked the  employee  will not be displayed. . If the Concealed field is unchecked the Concealed

employee will be displayed. .
Enter the Early Childhood Education Qualification for persons hired for the Early Childhood programs who do not have a certificate, but
have a degree in the  field.  Indicate their degree major. ECE Qualification

* - Not applicable
1 - Associated in Early Childhood Education or Child Development
2 - Bachelor in Early Childhood Education or Childhood Development

if the employee is eligible for retirement check the associated box. If not eligible for retirement leave
box unchecked.
The  is the employee's State Staff ID. This is only required if the employee is reportable to EMIS and the SSN is not available.EMIS ID
Gender refers to the employee's sex.

F - Female
M - Male
Space - Unstated

The  indicates whether the employee is handicapped.Handicap status
Indicate the number of school days missed because of a long term illness of an employee in the  field. This field isLong term Illness
used if the number of days missed is greater than three weeks for one continuous absence. Use the program called CLRATD at the end
of fiscal year after the June EMIS staff data has been reported to clear this field for the next reporting year.
Whether or not an employee is fluent in at least one foreign language is entered in the  field.Multilingual

Y - Yes, the employee speaks at least one foreign language
N - No, the employee does not speak a foreign language

Indicates in the  check box whether or not this employee has been reported to the Ohio Department
of Human Services.
The  for EMIS reportable non-certified staff this field will contain the ZID assigned during the adding of aNon-Certificate Employee ID
new employee or modifying an employee. 

If the employee is   check the associated box. If the employee is not ODJFS reportable leave this box
unchecked.
The  refers to the Ohio School District Income tax applicable to the employee.OSDI code



Enter the  for persons hired for Early Childhood programs who do not have a certificate or a degree. Indicate theirOther Credentials
credential status.

* - Not applicable
1 - Working toward a CDA (Child Development Associate)
2 - CDA completed
3 - No CDA AND not working toward a CDA
4 - Working toward an Associate Degree

For   employees who qualify for sick leave accrual per HB153. If they are eligible for benefits check the associatedPart-time (benefits)

box   If they are not eligible for benefits leave the box unchecked.
Please note this field is specifically used to determine if the employee should have sick leave accumulated based on
hours of service worked. You should not mark an employee as part time if this alternate sick leave tracking method
does not apply

The racial/ethnic group(s) to which the employee belongs or with he/she identifies with needs to be marked in the correct associated
box(es) Possible values for this field are listed below.

American Indian Alaskan Native
Asian
Black
Native Hawaiian  Pacific Islander
White

The  field is for ethnicity reporting and is a required field. One of the following values needs to be selected fromHispanic Latino Option
the drop down box.

Hispanic or Latino
Not Hispanic or Latino
Information has not been recollected

If this employee record is to be reported to EMIS check the associated box . If this employee record is not

reportable to EMIS leave the associated box unchecked .
For certificated employees only, the total number of semester hours of recognized college training they have received is entered in the Se

 field.mester Hours
Spouse First Name this field can be used to enter in the name of the employee's spouse (If applicable)
The  field contains the days of the week the sub prefers to be called for work.Sub-days

Name

Last Name is the employee's last name.
First Name is the employee's first name.
Middle is the employee's middle name.
Suffix is the employee's name suffix. For example, JR, SR, III, etc.
Full Name populates on Save of the record.

Address

Street 1 mail delivery address of employee.
Street 2 physical address of employee.
City name of the city where this employee resides.
State name of the state where the employee resides in.
Postal Code the postal code is the zip code.
Does the employee have a ? If the employee has a foreign address check the associated box Foreign Address

 if not leave the box unchecked.
Enter the  if applicable.Province
If the employee has a foreign address, enter the applicable country code, in the  field.Country











Credential ID

The field field should contain the Ohio Credential ID in the format XX9999999 for certified staff. Credential Id 

Date Codes

Application Denied enter in the date that the application was denied A comment can be added related to this field by clicking the . Com
 box.ment

Application Received enter in the date that the application was received. A comment can be added related to this field by clicking the C
 box.omment

Date ID Received enter in the date that the employee identification data was received. A comment can be added related to this field by
clicking the  box.Comment
Interviewed enter in the date the employee was interviewed. A comment can be added related to this field by clicking the  box.Comment

Dates

Birth Date enter the employee's birth date.



Hire Date enter the employee's hire date.
The last date the employee was paid will appear in the  field. This field is updated by the system with each payroll run.Last paid
The  field is the date the employee was hired by the district and is the date used for reporting to the Ohio Department ofODJFS Hire Date
Human Services. If this field is left blank, the value in the Hire Date field will be entered by default.
The date the employee is considered no longer employed is entered in the  field. This field is used to determine theTermination Date
length of the employment relationship when calculating service credit for STRS employees.

Email

Enter any email address that is not considered the primary or secondary email address in the  field. Other Email
Enter the employee's  address. This may be used if the district chooses to email direct deposit notices to the employee.Primary Email
This may be a district email address.
Enter the employee's  address. This may be an employee's home email address.Secondary Email

Evaluation

The  field is the date of the employee's last evaluation.Last Evaluation
 The  field is the date of the employee's next evaluation.Next Evaluation

Experience

Accred District Experience enter the years of accredited experience.
For certificated employee's only, indicate the total years of authorized teaching experience in the  field.Authorized Experience
For , enter the years of experience in all buildings.Building Experience
For , enter years of experience in district.In District Experience
For , enter the years of military experience.Military Experience
For    enter the number of years experience in non-Ohio private schools.Non-Ohio Private Experience
For  enter the number of years experience in non-Ohio public schools.Non-Ohio Public Experience 
For , enter the number of years experience in the Ohio Private schools.Ohio Private Experience
For , enter the number of years experience in the Ohio Public schools.Ohio Public Experience
For , enter the number of years purchased experience.Purchased Experience
For , enter the number of years of experience credited to SERS/STRS.Retirement System Experience
For certificated employee's only, indicate the total number of years of all certificated educational service in the  field.Total Experience
For  length of experience, enter the years of trade experience.Trade School

Legal Name

Last Name if the name that needs to be printed on the employee's W2 differs from the employee name desired on the employee's check,
values may be entered in the legal name fields. The regular name fields will be used if the legal name fields are left blank.
First Name if the name that needs to be printed on the employee's W2 differs from the employee name desired on the employee's check,
values may be entered in the legal name fields. The regular name fields will be used if the legal name fields are left blank.
Middle Name if the name that needs to be printed on the employee's W2 differs from the employee name desired on the employee's
check, values may be entered in the legal name fields. The regular name fields will be used if the legal name fields are left blank.
Suffix if the name that needs to be printed on the employee's W2 differs from the employee name desired on the employee's check,
values may be entered in the legal name fields. The regular name fields will be used if the legal name fields are left blank.
Full Name this field will be populated when the record is Saved.

Phone

The  field is used to enter the employee's home phone number. Home Phone
The  field is informational and can be used to indicate whether the employee's home telephone number isHome Phone Unlisted

unlisted.If the employee's home phone is unlisted check the associated box . If the home phone is
not unlisted leave the box unchecked.
The  field is used to indicate the employee's in-district telephone number.Work Phone

Standard Payroll

Payroll Code 1 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the user
desires.
Payroll Code 2 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the user
desires. Can be used to store Affordable Care Act report coding.
Payroll Code 3 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the user
desires.
Payroll Code 4 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the user
desires.
Payroll Date 1 is a field which a district can use for their own information.
Payroll Date 2 is a field which the district can use to enter in a rehire date for an employee.



Payroll Money 1 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Payroll Money 2 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Payroll Money 3 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Payroll Money 4  is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Payroll Text 1 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the user
desires.
Payroll Text 2 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the user
desires. Can be used to store Affordable Care report coding.

Standard Personnel

Personnel Code 1  is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the 
user desires.
Personnel Code 2  is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Code 3 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the 
user desires.
Personnel Code 4 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Date 1 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Date 2 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Money 1 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Money 2 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Money 3 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Money 4 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Text 1 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires.
Personnel Text  2 is utilized to store unique information for the district which is not tracked elsewhere. This may contain any value the
user desires

 

     4.   Click  to post the new employee to the system, click on  to not post the new employee and to return to the
Employee grid.

Creating an Employee Template Record

 An Employee template record can be created by clicking on the  button. You will then populate any recurring field that may be
 needed on the record. You can setup multiple template records for different types of employees.  Once these fields have been populated you can

 then click on the button. You will then receive a prompt to 

 You will type in the name of your template and then click.  .

Utilization of an Employee Template Record  

Dark Gray fields can not be added or updated by the user.

Light Gray fields can be selected for other options



1.  

2.  
3.  

4.  

1.  

2.  
3.  

To create a new Employee record using the Employee Templates click .  You can then click on  

The data that was previously stored when you which will allow you to select from the template(s) you created. 
created this template will populate on the Employee record you are creating. You can then add the remaining Employee data needed and click 

 to complete the creation of this record. If you do not want this record saved you can click the  button.

 Edit Employee

To edit a current Employee

Search desired Employee on grid

Click on  to edit the Employee
Make desired changes

Click on  to save desired changes to Employee, click on  to not post changes and return to the Employee
grid.

Delete Employee

 Search desired Employee to delete

 Click on    to delete the Employee
 Click on "delete" to confirm deletion

Employee Video

 

 

 

It is not recommended to delete old employees since this might destroy an audit trail.  We recommend using the 'Conceal' option to hide
old employees from view. 
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Employees (Personnel)

Highlight Viewer
Search/View Employee (Personnel) 
Edit Employee (Personnel)

 

 The Employees (Personnel) option contains personal information about the employee.  Employees would need OECN_PPS or OECN_PPS_RO
to view or edit these records.

Employee Name
Address
Dates
Legal Name
Race

The 'Include Concealed' option allows the district to include Concealed Employees on the grid.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Search/View Employee (Personnel) 

 

 The Employee (Personnel) Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any
of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - First Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with 

 San in the first name will appear. You can then click on the  next to the Employee record you are searching for to view the data relating to

this employee or click on the  to edit the record or  to delete the record.

The  can be utilized by clicking on the   in the upper right side of the grid.  To add more columns to your grid, click on theAdvanced Search

https://wiki.ssdt-ohio.org/x/XgHfAQ
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 in the upper right hand side of the grid and check marking the column header name, as well as the order of the columns by simply dragging
and dropping them in the desired order.

Edit Employee (Personnel)

Only fields that are allowed to be edited will be displayed in White.  Blue fields can not be updated by the user.

Search desired employee on grid

Click on   to edit the employee
Make desired changes

Click to save desired changes to employee, click on  to not post changes and return to the Employee
(Personnel) grid



4.  

 

 

Job Calendars
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Purpose of a Job Calendar
Search/View/Edit/Delete Job Calendars
Add new Job Calendar
Edit/Modify a Calendar Day
Mass Change a Calendar Day
Copy Job Calendars

Job Calendars are used to indicate the work schedule of an employee. Included in the work schedule are holidays, calamity days and make-up
days. Each Compensation in the USPS system will reference a certain job calendar.

Purpose of a Job Calendar

Job Calendars used in conjunction with the attendance programs will determine retirement service days, ODJFS work weeks and EMIS
attendance/absence days. The rules used by USPS in figuring contract days worked, retirement service days, ODJFS work weeks and EMIS
attendance/absence days can be found in the  Chapter of this manual.Calculating Days and Weeks for Reporting Purposes

Job Calendars will also be used to determine which, if any, holiday and calamity accounts in USAS should be charged during a given period.
USPS does not post to the USAS accounts, but will create a file that will be used to post to the USAS accounts.

Job Calendars is used to add, delete, modify, copy and mass change calendars. The copy function allows you to copy a calendar from one
calendar type to another. Mass change allows you to enter things such as holidays and calamity days across many calendars at once.

Job Calendars can be added at any time before the payroll in which they will be used.

Search/View/Edit/Delete Job Calendars

 The Job Calendars Grid allows the user to search for existing Job Calendars. You can either enter in the Type or a few characters in any of the
 grid headings and all occurrences of that search will show up and then you can choose the item(s) you want to view or edit.   You can then click

on the   next to the Employee record you are searching for to view the data relating to this Job Calendar or click on the   to edit the

record or   to delete the record.

 A Calendar with days on it cannot be deleted.  An Error will occur:

 

Add new Job Calendar

From Core menu select 'Job Calendar'

Click on   
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Enter in the:

 Type

 Description

 Start and Stop Date

 Type of day

W - Work Day

H - Holiday

C - Calamity Day

M - Make-Up for Calamity Day

Blank - Non-Work day or Unpaid Holiday

Should Weekends be included?

Once all Calendar information is added, select 
Click on 'Save'
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Edit/Modify a Calendar Day

Select the Calendar to be updated

Click on 
To Change a single date on the Calendar, simple right click on the calendar day and select the new Type Or enter the Start and End Date

and the Type and click on   to add or update the Type of day.

 



     4. click on  or 'Cancel' to not save the change
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Mass Change a Calendar Day

The Mass Change option allows the type of day to be updated across several calendar types with a single entry. For example, a district had a
calamity day and multiple calendars need marked accordingly.

Select 
Enter in the date to be updated in the  field Date
In the field offers the following options: Update to 

Work
Holiday
Calamity
Makeup
Blank = Non=work day or Unpaid holiday

Select  or Calendars by holding down the Shift + down arrow key and then click on the  to move then to Available Calendar Selec



4.  

5.  
6.  

7.  

ted Calendars

Click on 'Save'
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Copy Job Calendars

Click on 
Select the calendar you wish to copy from in the  fieldCopy From
Enter the starting date of the range you wish to copy from in the Start Date field.  This is a required field
Enter the ending date of the range you wish to copy from in the End Date field.  This is a required field
Select from the Available Calendars listed you wish to duplicate, by highlighting one or more by holding down the Shift + Down Arrow

key and clicking on   
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Leaves

Mass Change

Search/View Employee Leaves
Highlight Viewer
Leaves

Create a Leaves Record
Creating a Leaves Template Record
Utilization of a Leaves Template Record  
Edit Employee Leaves
Delete Employee Leaves

Accumulations
Search/View Employee Accumulations
Create a Accumulation Record
Delete Employee Accumulation Leave

Leaves Video

 

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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This option allows you to add, delete, and/or modify employee sick, vacation, personal leave accrual information and view current leave balances.

Search/View Employee Leaves

 The Leaves Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example - First
Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in the first

 name will appear. You can then click on the  next to the Leaves record you are searching for to view the data relating to this employee or

click on the  to edit the record or  to delete the record.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Leaves

Create a Leaves Record

From the Core menu select 'Leaves'

Click on  

Select Employee and the Payroll Item to add by clicking on the  arrow.

Grayed out fields are calculated values that can not be added or updated by the user.



      4.  Enter in desired information for the Employees Leave

      5.  Click on   to create the Employee Leave, click on Cancel to not create the Employee Leave and return to the Leaves Query.

Creating a Leaves Template Record

 A Leaves template record can be created by clicking on the  button. You will then populate any recurring field that may be
 needed on the record. You can setup multiple template records for different types of leave.  Once these fields have been populated you can then

 click on the button. You will then receive a prompt to 

 You will type in the name of your template and then click.  .

Utilization of a Leaves Template Record  

To create a new Leaves record using the Leaves Templates click .  Select the employee you are creating this Leaves record for.

The data that wasYou can then click on   which will allow you to select from the template(s) you created. 
previously stored when you created this template will populate on the Leaves record you are creating. You can then add the remaining Leaves

data if needed and click  to complete the creation of this record. If you do not want this record saved you can click the 

 button.
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Edit Employee Leaves

Only fields that are allowed to be edited will be displayed.

Search desired Employee on grid

Click on   to edit the Employee
Make desired changes

Click on  to save desired changes to the Employees Leave, click on Cancel to not post changes and return to
the Leaves grid

Delete Employee Leaves

Search desired Employee on grid to delete

Click on   to delete the Employee Leave

Click on   to confirm deletion or Cancel to not delete Leaves
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Accumulations

Accruing leave will be reflected on the employees' Balance field on the CORE/LEAVES record.

Search/View Employee Accumulations

 The Accumulations Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any of the
grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example -
First Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in the

 first name will appear. You can then click on the  next to the Accumulation record you are searching for to view the data relating to this

employee or click on the  to edit the record or  to delete the record.

Create a Accumulation Record

From the Core menu select 'Leaves'
Then select 'Accumulation'

Click on 

Select Employee, Position and Leave to add by clicking on the  arrows.
The Leave Unit will automatically being added.
Can enter a 'Description' or leave blank
Enter a 'Length' for the Accrual
Enter a 'Transaction Date' for the posting date

Click on  to save desired changes to the Employee's Accumulation, click on Cancel to not post changes and return to
the Accumulations grid.
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Edit Employee Accumulation Leave
Only fields that are allowed to be edited will be displayed.

Search desired Employee on grid

Click on   to edit the Employee
Make desired changes

Click on  to save desired changes to the Employees Accumulation, click on Cancel to not post changes and return to
the Accumulations grid.

Delete Employee Accumulation Leave

Search desired Employee on grid to delete

Click on   to delete the Employee Accumulation

Click on   to confirm deletion or Cancel to not delete Accumulation

Leaves Video

 

 



 

Organization

The Organization option maintains district data.



Pay Distributions



Mass Change

Search/View Pay Distributions
Highlight Viewer
Create Pay Distributions
Edit Pay Distribution
Delete Pay Distribution
Pay Distribution Video

Search/View Pay Distributions

The Pay Distributions Grid allows the user to search for existing Payroll Distributions. You can either enter in the Number or a few characters in
any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - First Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with 

San in the first name will appear. You can then click on the  next to the Pay Distribution record you are searching for to view the data

relating to this Payroll Distribution record or click on the  to edit the record or  to delete the record.

 

Highlight Viewer

 

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps:  Mass Change

 

If a new bank is added, the Routing Number has to be added to the ACH Destination first before the employee can be added to Pay
Distributions.



 

Create Pay Distributions

1.  Click on  to select an employee from the drop down box and click on 'Continue':

2.  Click on  :

3. Once open, select the Type of Pay Distribution, DIRDEP or CHECK, from the drop down box and click on 'Continue':

Pay Distributions are to be created for each employee. This will determine how an employee should be paid, either by Direct Deposit or
Check:
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4.  Enter in the required Information:

 

5.  Click on Save to create the Pay Distribution, click on cancel to not create the Pay Distribution and return to the Query.

Edit Pay Distribution

 Pay Distributions that have been previously posted to the system may be modified.

Query for desired Employee 
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Click on  to open up a window with the employee's information

Once open, click on  to open the desired Pay Distribution to be edited

 4.  Click on Save to accept the changes, click on Cancel to not save the changes and return to the Pay Distribution.

Delete Pay Distribution

The Delete function may be used to delete a Pay Distribution.

Query for desired Pay Distribution

Click on the   in the query results

Click on   to Delete selected Pay Distribution or Cancel to return to the Pay Distribution Query.
If employee has more than one Pay Distribution and only one needs to be deleted, they can be selected and deleted by using the Edit
option.

Pay Distribution Video
 

Payee



Mass Change

Search/View Payee
Highlight Viewer
Create Payee 
Edit Payee
Delete Payee
Payee Video

 

The Payee option is used to create Payee records that can be used for Single or Multiple Vendors with the same address using a single Vendor
Number.  The Payroll Item Configuration is connected with a payee. The Vendor Number is stored in the Payee. The Payee holds the address
information and Vendor Number while the Payroll Item Configuration option allows you to add, change, delete, or view Payroll Item Company's
Information.  A Payee will need to be created first before a Payroll Item Configuration can be added.

Search/View Payee

The Payee Grid allows the user to search for existing Payee records. You can either enter in the Number or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item you are wanting to view.  Example - Name is one of
my grid options. If I type in %Stat% (% is used as a wildcard)in the Name field, all occurrences of any Payee that has Sta in the name will appear.

You can then click on the  next to the Payee you are searching for to view the data relating to this Payee or click on the  to edit

the record or  to delete the record.

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create Payee 

From the Core menu select Payee
Click on Create
Enter in the Payee Number, Name, Second Name, If this is to be setup as an Electronic Payment check the appropriate box. Complete
Address, Phone and fax information.

Click on   to create the Payee account, click on cancel to not create the Payee and return to the Payee Query.

Edit Payee 

The Payee Grid allows the user to search for existing Payee records. You can either enter in the Code or a few characters in any of the
grid headings and all occurrences of that search will show up and then you can choose the item you are wanting to edit.  Example -
Name is one of my grid options. If I type in %Sta% (% is used as a wildcard) in the Name field, all occurrences of any Payee that has Stat
in the name will appear.

You can then find the Payee you are wanting to edit and Click on   to edit the Payee.
Make desired changes

Click on to save desired changes to Payee, click on  to not posted changes and return to the Payee grid.   
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Delete Payee 

The Payee Grid allows the user to search for existing Payee. You can either enter in the Code or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item you are wanting to edit.  Example - Name is
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one of my grid options. If I type in %Sta% (% is used as a wildcard)in the Name field, all occurrences of any Payee that has Stat in the
name will appear.

Find the Payee you are wanting to delete and Click on   to delete the Payee.

Click on "delete" to confirm deletion  if you do not want to delete this Payee click .

Payee Video

Pay Group

  

Mass Change

Search/View Pay Groups 
Highlight Viewer
Create Pay Groups
Edit Pay Groups
Delete Pay Groups
Pay Group Video 

 

The function of pay groups is to divide employees into logical groups in order to apply mass changes to employee information, process payroll
and generate reports.

The Pay Group module allows you to add, modify, or delete Pay Group Codes and Descriptions. Pay Group Codes must be established with this
module before other USPS programs can access these codes.

Search/View Pay Groups 

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change
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 The Pay Group Grid allows the user to search for existing pay groups. You can either enter in the Number or a few characters in any of the grid
headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view,edit or delete.  Example -
Job Calendar Type  is one of my grid options. If I type in %12%  as a wildcard in the Job Calendar Type field, all occurrences of any job calendar

 that contains 12 in the name will appear. You can then click on the  next to the Pay Group record you are searching for to view the data

relating to this pay group or click on the  to edit the record or  to delete the record.  The  option can be utilizedAdvanced Search

by clicking on the  in the upper right side of the grid.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create Pay Groups

From the Core menu select 'Pay Groups' 

Click on 
Enter in desired information for the New Pay Group

    5.   Click on   to post the Pay Group to the system, click on Cancel to not post the Pay Group and return to the Pay Group grid.

Edit Pay Groups

Pay Group Code is a required field.

https://wiki.ssdt-ohio.org/x/XgHfAQ


1.  

2.  
3.  

4.  

1.  

2.  
3.  

Only fields that are allowed to be edited will be displayed.

Search desired Pay Group on grid

Click on   to edit the Pay Group
Make desired changes

Click on  to save desired changes to , click on  to not post changes and return to the Pay Group grid.

Delete Pay Groups

Search desired Pay Group to delete

Click on   to delete the Pay Group.
Click on "delete" to confirm deletion.

 

Pay Group Video 

 

Payments

Highlight Viewer
Search/View Payroll
Search/View Payee
Re-issue payments in Check Register
Void/Un-void Payroll, Payee and Refund Payments
Check Register
Void
Un-void
Check Reconcile/Unreconcile/Auto-Reconcile/Payment Reconcile Extract

Reconcile
Unreconcile
Auto-Reconcile

 Sample Automatic Payment Reconciliation setup
Example of CSV file

Auto-Reconciliation Summary 
Automatic Check Reconciliation Summary Report

Payment Reconcile Extract
Extract Reconciliation File setup

Example of a Payment Reconcile Extract File
Payment Reconciliation Extraction Report

Payroll and Payee Payment Checks
Print Checks
Resequence

Refund Payment Checks
Direct Deposits
Payments Video

Payments has 5 options -   Payroll, Payee and Refund Payments, Check Register and Payee Payment Checks. 

Payroll Payments are the Payroll checks or direct deposits for employees that were paid.  These can then be Voided and Un-Voided at this
point.



Payee   are the Deductions paid out.  In this option, Payee's can be Voided and Un-Voided.Payments

Refund Payments are refund of deductions that were paid separately from a Regular Payroll. These can be Voided or Un-voided. 

The program is designed to automatically reconcile a district's payroll and deduction company checks, or payroll, Check Register  Void  Unvoid 
direct deposit, electronic transfer, deduction checks or refund of deduction checks. The program handles  of single checks orReconciliation
ranges of checks. A reverse reconciling option  is also available for checks that are reconciled in error and must be reversed.The (Unreconcile)
program also consists of two options, Auto-Reconcile and Payment Reconcile Extract.  The  option, reconciles the checks on theAuto-Reconcile
file returned by the bank or created from sources outside the payroll system (such as EXCEL, ACCESS, LOTUS). The import file must be saved
in either a sequential, comma separated value, (CSV) or a TAB delimited format. The  outstanding check Payment Reconcile Extracts 
information and copies it to a file in a format that can be used by the district's bank.

Payroll Payment Checks are the list of just checks paid to the employees.  These can be Voided, Un-voided and Re-issued.  The Print Checks
option is for creating the Output Form Files for printing and Resequence Check option is for renumbering checks if damaged or entered in wrong.
The 'Old Checks' can be Voided during this time.

Payee Payment Checks are a list of Payee Check paid to companys. These can be Voided, Un-voided and Re-issued.   The Print Checks option 
is for creating the Output Form Files for printing and Resequence Check option is for renumbering checks if damaged or entered in wrong.  The
'Old Checks' can be Voided during this time.

The are the list of deduction checks refunded separately from an employee's regular payroll. These can be Voided,Refund Payment Checks 
Un-voided and Re-issued.   The Print Checks option is for creating the Output Form Files for printing and Resequence Check option is for 
renumbering checks if damaged or entered in wrong.  The 'Old Checks' can be Voided during this time.

The  option are a list of Direct Deposits and Electronic Transfer items. Direct Deposits

An error is issued and the check will not be reconciled if the:

check is a direct deposit
check is already reconciled
check is already voided
bank check number is invalid
check amount is not numeric
check was voided by bank
void code and flag do not match
check amounts do not match

In order to extract data in a form that can be read by the bank, a special initialization file must first be created by your DAS. This file is required for
both export and import of data. The initialization file is required since different banks may have different formats for the data.

Highlight Viewer

To use the 'Highlight Viewer' for Payroll and Payee Payments, select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will
appear:



Search/View Payroll
Payroll query allows the user to search for existing Employee's Paycheck/Direct Deposit paid, on the system. 

To add more detail to the query, click on the  in the lower right hand corners of each section.



Search/View Payee

Payee query allows the user to search for existing Electronic Transfers and Payee Checks paid on the system.  

After the user has selected the Payee to view, a box will open up on the right, displaying Electronic Transfer or Deduction Check
information:     



Re-issue payments in Check Register

To Re-issue a payment, the check will need to be Voided first and then can be Re-issued with the next available number.  The New Check
Number will automatically be filled in.  A Reissue date will need to be entered.    A payment can only be reissued as a check for now.



Void/Un-void Payroll, Payee and Refund Payments

Select item to Void/Un-void by clicking on the  next to the item number and select Void or Un-Void.  Enter in the date for the
void:

Click on 'Confirm' to Save or 'Cancel' to exit.

Will receive a message stating 'Info - Payment 501689 voided':



To Un-Void, click on the  next to the Voided item. This will remove the Voided Date:

Check Register

The Check Register has the options to:

Void
Un-Void
Re-issue
Reconcile

Unreconcile

Auto-Reconcile

Payment Reconcile Extract

Void

 To Void and Un-Void a check/direct deposits, select the item and then click  on Void/Un-void:

Enter in the Void Date and Click on   to Save or  to not save.



The Status will change from 'Paid' to 'Void':

 

Un-void

To Un-void a check/direct deposit, select the item and click on Un-void:

The status will change from 'Void' to 'Paid':

Check Reconcile/Unreconcile/Auto-Reconcile/Payment Reconcile Extract

The Check Reconcile program handles reconciliation of single checks or ranges of checks. A Unreconciling option is also available for checks that
are reconciled in error and must be reversed.

The 'Auto-Reconcile' option is designed to automatically reconcile a district's payroll and deduction company checks.  The 'Payment Reconcile
Extract' option extracts outstanding checks information and copies it to a file in a format that can be used by the district's bank.

Note: Electronic transfer checks are automatically set to reconciled status when created. An error will occur if these check types are entered in
either the reconcile or reverse reconcile modes of the program.

Reconcile



Unreconcile

Select Item  and click on Unreconcile:

Auto-Reconcile

The district must first create an initialization file in  option,  that will define all the data that is to beSystem/Automatic Payment Reconciliation
extracted and placed on the sequential file to be sent to the bank. This initialization file will also define all data that is returned from the bank to be
reconciled by the district.

The File Format must be equal to one of the following:

 CSV - Indicating comma separated delimited file
 Fixed Length - All information is formatted with either valid data or spaces. Fixed Length fields are filled with spaces to a specified width.
Each field has an offset from the start of the line, and a length in number of characters.

Example:
SMITH, TODD                        10004A 12000.00 155 ESTELLINE RD.
123456789012345678901234567890123456789012345678901234567890

The start of the Name field is at position 1 and the length is 24. The Number field starts at position 25 and its
length is 6. Notice how the name starts at character position 1, and there is room for a long name, although not
all of the space is used with this one. The length of the name field is 24 characters.  Then the account number
starts at character position 25 in the file, and is 6 characters wide.  When you import Fixed Length files, you will
need to know the starting position and width of every field you want to import.

 

The  file can include these data fields to be extracted and imported, the starting position of the data withinAutomatic Payment Reconciliation
each record, the field length, picture, and field type as shown below:

Field Types options -

Amount
Bank Account



Check Date
Check Day
Check Month
Check Number
Check Year
Payee Address
Payee Name
Void Flag 

The Import Fields can be saved using the  option.  Once saved, clicked on , select file'Saved Formats'

type and click on .

 Sample Automatic Payment Reconciliation setup

Example of CSV file

  (the Field Name titles are not necessary for exporting or importing.  File will indicate 'Failed Checks',  'Check Null' unable to determine check
number from record', on the Summary report created):



Enter in requested data:

 Auto-Reconciliation Summary



To Download Summary, click on   to save report or   to not download and exit.

Automatic Check Reconciliation Summary Report



Payment Reconcile Extract

Extract Reconciliation File setup



 Date needs to be before the Transaction Date of the check in order for it to be included in the Extract File -Specific Date

 This will need to be setup under the Core/Bank Accounts option first.Bank Account -

 The Extract file needs to be created under the System/  option. (The Import andFile Format - Automatic Payment Reconciliation Configuration
Extract file can be the same file format).

 Payment Transaction Type -

All
Payroll Check
Deduction Check
Group Deduction

Example of a Payment Reconcile Extract File

Payment Reconciliation Extraction Report



Payroll and Payee Payment Checks

Have the options to Void, Un-Void, Re-issue and Print Checks and to Resequence checks.

Print Checks

Select check(s) to Print

Click on the 'Print Checks' option

Output Format: XML (Export)

                           PDF (Print)

Bank Account:  Select desired account

Starting Check Number:  Enter in check number

File Name:  XML (Checks.xml)

                    PDF (Checks.pdf)

Form:  Only is an option for PDF format

Once all selections have been made, click on   or to cancel select  .

Resequence



Enter in Original Start Number of bad checks

Enter in Original End Number of bad checks

Enter in the New Start Number

This is an option to 'Void Old Checks' at the same time they are being Resequenced.

Once all data has been entered, select   ,   or   to Exit.

If the option to 'Void Old Checks' has been selected, the output Message will be created:



Select 'Post' to create New Checks:



Refund Payment Checks

Direct Deposits

List of Employees Direct Deposits and Electronic Transfers

Payments Video

 

 

Payroll Accounts

Search/View Payroll Accounts
Create Payroll Accounts
Delete Payroll Accounts

Payroll Accounts contains pay account records for each Compensation that is entered. When a payroll is processed the accounts entered in
Payroll Accounts option are used to complete the USAS charging of the payroll.  

Search/View Payroll Accounts

 The Payroll Accounts Grid allows the user to search for existing employee Accounts. You can either enter in the Number or a few characters in
any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - First Name is one of my grid options. If I type in %San% (% is use as a wildcard) in the First name field, all occurrences of anyone with



1.  

 'San' in the first name will appear. You can then click on the  next to the Payroll Account record you are searching for to view the data

relating to this employee or click on the  to edit the record or  to delete the record:

Create Payroll Accounts

To create a new pay account for an employee, the employee and Position number must already exist.

Select the  and  number to add the new Payroll Account and click on Continue:Employee Position

Click on  to add a new Payroll Account:

 

Select the  by clicking on the  :Expenditure Account



1.  

2.  
1.  
2.  

3.  

4.  

1.  
2.  

5.  
1.  
2.  

6.  

7.  

8.  

The refers to the method by which this account is to be charged:Rate Type  
Percent - indicates a percentage of gross to be charged to this account.
Fixed - indicates a fixed dollar amount to be charged to the account:

Restrictions on the use of the Fixed Option are as follows:
The purpose of the Fixed Option is to accommodate special funding where a set amount is to be
charged to a particular account for a job.
Pay accounts for each job must total 100 percent. Therefore if a fixed rate is used, there must be at

 Failure to have aleast one percentage rate record on file for the job totaling 100 percent.
percentage rate record or records totaling 100 percent will result in the job not being included in the
payroll. Users will receive a warning message in this case.
Active fixed rate accounts for a job will be charged first. Once the fixed amount is charged, the active
percentage rate account or accounts are then charged based on the percentages assigned.
Benefits (sick, vacation, jury duty etc.) will not be charged to a fixed amount account.

Status allows the user to set the status of the account.  Options are:
A - Active
I - Inactive
S - Specific Miscellaneous
M - Maximum amount in effect. (Used with fixed rate option only.)

Note: To determine whether an account is active or not the system will check both the Account Status field AND the Pay Start
and Stop Dates. A pay account with an inactive status but with an active start date will NOT be charged.
Leave Projection determines whether or not an account can be used by Leave Projection to charge out the leave entered in
CORE/ATTENDANCE:

Check if account should be used for Leave Projection?
Leave blank if account should not be used for Leave Projection?

The  determines whether this is a Board Pay Account: Employer Distribution
Check if account should be used for Board Distribution?
Leave blank if account should not be used for Board Distribution?

The Charge Amount or Percent is the percentage or fixed amount that is to be charged to this account. Whether a percentage or fixed
amount is entered is dependent on what is entered in the Percent or fixed field.
The Maximumto charge field contains a maximum dollar amount to be charged to a specific pay account. 
The maximum amount is set up as a declining balance method. This method reduces the maximum to charge field each payroll by the
amount set up in the Amount to Charge field until the maximum amount is totally depleted. The system then begins to use the percentage
rate accounts. This field operates only when using the fixed rate option and when the Account Status is set to `M' - Maximum amount in
effect. When the status is set to 'M' and the maximum to withhold equals zero, the account is inactive.
The Sort Order 

Delete Payroll Accounts

Click on    in the grid beside the desired account number to be deleted.  A confirmation box will appear asking to confirm that the Account
will be deleted:



Payroll Item

  

Mass Change

Payroll Items
Search/View Payroll Item
Highlight Viewer
Create a Payroll Item
Creating a Payroll Item Template Record
Utilization of a Payroll Item Template Record   
Edit Payroll Items
Delete Payroll Items
Payroll Items Video 

Payroll Items

The Payroll Item module of The Core Menu is used to add, modify or delete Payroll Items for an employee. These may include tax Payroll Items,
association dues, health insurance premiums, retirement Payroll Items as well as others.

Search/View Payroll Item

 The Payroll Item Grid allows the user to search for existing payroll items for an employee. You can either enter in the Number or a few characters
in any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - First Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with 

 San in the first name will appear. You can then click on the  next to the Payroll Item record you are searching for to view the data

associated with the payroll item or click on the  to edit the record or  to delete the record.

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps: Mass Change

Before Payroll Items can be added for an employee, the Payroll Item type must be setup first by going to the Core/Payroll Item
Configuration program. Please refer to the  chapter of this manual for details on setting up Payroll Items.Payroll Item Configuration 



1.  

2.  

3.  

4.  

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create a Payroll Item

From the Core Menu select Payroll Items

Click on Create

Select Employee and the Payroll Item to add by clicking on the  arrow

The Position option is used for Payroll Items by Positions.  The user does not have to select a position if the payroll item is for all
positions, but can select a Position to apply the Payroll Item if needed.

 

     4.  Fill in data for the new Payroll Item for the employee:



    5.  Click on   to post the Payroll Items to the system, click on Cancel to not post the Payroll Items and return to the Payroll
Items grid.

Creating a Payroll Item Template Record

 A Payroll Item template record can be created by clicking on the  button. You will then populate any recurring field that may be
 needed on the record. You can setup multiple template records for different types of payroll items.  Once these fields have been populated you

 can then click on the button. You will then receive a prompt to 

 You will type in the name of your template and then click.  .



1.  

2.  
3.  

4.  

Utilization of a Payroll Item Template Record   

To create a new Payroll Item record using the Payroll Item Templates click .  Select the employee and the Payroll Item you are

creating this record for. You can then click on   which will allow you to select from the template(s) you created. 
The data that was previously stored when you created this template will populate on the Payroll Item record you are creating. You can then add

the remaining Payroll Item data needed and click  to complete the creation of this record. If you do not want this record saved

you can click the  button.

Edit Payroll Items

Only fields that are allowed to be edited will be displayed.

Search desired Employee on grid

Click on   to edit the Payroll Items
Make desired changes

Click on  to save desired changes to the Payroll Items, click on  to not posted changes and return to the Payroll



4.  

1.  

2.  
3.  

Items grid.

Delete Payroll Items

Search desired employee Payroll Item to delete

Click on  to delete the Payroll Item
Click on "delete" to confirm.

 

Payroll Items Video 

 

Payroll Item Configuration

  

Mass Change

Search/View Payroll Item Configuration
Highlight Viewer
Create Payroll Item Configuration
Edit Payroll Item Configuration

Delete Payroll Item Configuration
Payroll Item Configuration Video

 
If wanting to delete Payroll items for employees, if the employees have no current data on
the Payroll Items record,  these can be deleted without any adverse affect on the Payroll
Items_history.  Payroll Items_History records will remain out there and if ERNREG is ran for a
specific period when this Payroll_Item was being withheld it will include it on the report.
 

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps:  Mass Change



The Payroll Item Configuration program allows you to add, change, delete, or view Payroll Item company information. The information contained
in this program is used to print the Payroll Items company addresses on the Payroll Item checks and to determine how often the Payroll Item
Configuration company is to be paid as well as other valuable information pertaining to this type of Payroll Item. Employee Payroll Item
information is maintained in the Core/Payroll Items option.

The Payroll Item Configuration information is setup based on its Payroll Item type.  The following table alphabetically lists the Payroll Item
Configuration types available:

Once a Payroll Item Configuration Type is selected, assignment of a Payroll Item Code is necessary.  The code number selected is arbitrary
except for certain restricted Code numbers that must be used with the Deduction Types shown in the table below:



Search/View Payroll Item Configuration

The Payroll Item Configuration Grid allows the user to search for existing Payroll Items. You can either enter in the Code or a few characters in
any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - Payment Cycle is one of my grid options. If I type in %mont% (% is used as a wildcard) in the Payment Cycle field, all occurrences of

any Payroll Item that is paid Monthly will appear. You can then click on the  next to the Payroll Item Configuration record you are

searching for to view the data relating to this Payroll Item Configuration record or click on the  to edit the record or  to delete the
record.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

 A Payee record must exist before creating a Payroll Item Configuration record.



1.  

2.  

3.  

Create Payroll Item Configuration

From the Core menu select 'Payroll Item Configuration'

Click on  

Select the Type of Payroll Item Configuration by clicking on the  button

      4.  Enter in the Code (this is a field), Name, Abbreviation, W2 Abbreviation, from the drop down box choose the Payment Cycle.  REQUIRED 
If the SSN is to be suppressed and you want the Employee Id used on Payroll Item reports check the box next to Suppress SSN ID. The Payroll
Item Type can be chosen from the drop down box, the Annuity Type can be chosen from the drop down box. If this is a board paid Payroll Item
enter in the Certified Obj, Classified Obj and Other Obj codes that should be charged in the corresponding boxes. If this Payroll Item qualifies as
Employer Health Coverage check the appropriate box. Do you want to Print the Employer Amount on the check stub or have this Payroll Item
Show on the Create Wizard? If either are applicable check the corresponding box. Is this considered a Voluntary Payroll  Item? If so check the
associated box. Is this a Required Payroll Item?  If so check the corresponding box. Choose the Payee information from the drop down box.

      5.  Click on   to post the Payroll Item Number to the system, click on Cancel to not post the Payroll Item Number and return to
the Payroll Item Configuration grid.

The  is a required field - Payee Information



1.  

2.  
3.  

4.  

Edit Payroll Item Configuration

Only fields that are allowed to be edited will be displayed.

The Payroll Item Configuration Grid allows the user to search for existing Payroll Items. You can either enter in the Code or a few
characters in any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are
wanting to edit.  Example - Payment Cycle is one of my grid options. If I type in %mont% (% is used as a wildcard) in the Payment Cycle
field, all occurrences of any Payroll Item that is paid Monthly will appear.

Find the Payroll Item you are wanting to edit and Click on   to edit the Payroll Item.
Make desired change.

Click on to save desired changes to the Payroll Item, click on  to not post changes and return to the Payroll Item
Configuration grid.



1.  

2.  

3.  

Delete Payroll Item Configuration

The Payroll Item Configuration Grid allows the user to search for existing Payroll Items. You can either enter in the Code or a few
characters in any of the grid headings and all occurrences of that search  will show up and then you can choose the item(s) you are
wanting to delete.  Example - Payment Cycle is one of my grid options. If I type in %mont% (% is used as a wildcard) in the Payment
Cycle field, all occurrences of any Payroll Item that is paid Monthly will appear.

Find the Payroll Item you are wanting to delete and Click on   to delete the Payroll Item.

Click on "delete" to confirm deletion  if you do not want to delete this Payroll Item Configuration click 

.

 



Payroll Item Configuration Video

 

Position

  

 

Mass Change

Search/View Positions
Highlight Viewer
Create Position
Create Compensation
Creating a Position Template Record
Utilization of a Position Template Record  
Edit Compensation
View Payroll Accounts
Delete Position
Positions Video

 Positions summarizes the non-contract information.  From here, a Compensation can then be created for each Position.

Search/View Positions

 The Position Grid allows the user to search for existing position records for an employee. You can either enter in the Number or a few characters
in any of the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit. 
Example - First Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with 

 San in the first name will appear. You can then click on the  next to the Position record you are searching for to view the data relating to

this employee or click on the  to edit the record or  to delete the record.

Mass Change

To add the Mass Change option, please click on the Mass Change documentation link to find the How to Steps:  Mass Change



1.  

2.  
3.  

1.  
4.  

 

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create Position

From the Core menu select 'Positions'

Click on 
Search for Employee to add and click on 'Continue':

Enter in desired information for new Positions:



1.  
2.  

3.  

4.  

      5. Click on   to create the Position to the system, click on Cancel to not create the Position and return to the Positions grid.

Create Compensation

Once a Position has been added, a Compensation can then be created.  A Compensation defines how it's going to be paid.

From the Core menu select 'Positions'
Search for Employee to add Compensation

Click on  or  to open up Position
 

Select    at the bottom

 

From here, a Create Compensation for... box will open up:



A choice of Contract or NonContract Compensation is optional.  Select and then click on . 

     6.  Enter in the required information

 

     7.  Click on  to create the New Compensation, click on cancel to not create the Compensation and return to the Position Query

 

Creating a Position Template Record

 

 A Position template record can be created by clicking on the  button. You will then populate any recurring field that may be
 needed on the record. You can setup multiple template records for different types of positions.  Once these fields have been populated you can

 then click on the button. You will then receive a prompt to 

 You will type in the name of your template and then click.  .

  

Utilization of a Position Template Record
 

To create a new Position record using the Position Templates click .  Select the employee you are creating this Position record

Grayed out fields are calculated values that can not be added or updated by the user



1.  

2.  

3.  

4.  

The data that wasfor. You can then click on   which will allow you to select from the template(s) you created. 
previously stored when you created this template will populate on the Position record you are creating. You can then add the remaining Position

data needed and click  to complete the creation of this record. If you do not want this record saved you can click the 

 button.

Edit Compensation

Select the Employee to Edit

Click on  or  to open up Position

 To edit a Compensation once added, click on

Then click on the  to make desired changes

 Grayed out fields are calculated values that can not be added or updated by the user
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.Click on   to accept the changes,  click on cancel to not save the changes and return to the Positions Query

View Payroll Accounts

If need to create or make changes to the pay accounts, go to Core/Payroll Accounts:

Positions that have been previously posted to the system may be modified.

Search desired employee on grid
Query for desired Position

Click on the  to modify the position

Click on  to accept the changes, click on Cancel to not save the changes and return to the position

Delete Position

 

Search desired position to delete

Click on   to delete the Position
Click on "delete" to confirm deletion

Positions can be deleted if desired, the Positions history will be stored; but it is not recommended.
We recommend that the positions be concealed using the Conceal flag on the Employee option.



3.  

 

Positions Video

 

Position (Personnel)

Search/View Positions
Highlight Viewer
Edit Positions

Search/View Positions

 The Positions (Personnel) Grid allows the user to search for existing employees. You can either enter in the Number or a few characters in any of
the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example -
First Name  is one of my grid options. If I type in %San (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in the

 first name will appear. You can then click on the  next to the Employee (Personnel) record you are searching for to view the data relating

to this employee or click on the  to edit the record.

 

After selecting   to view, the following screen comes up:

The Positions (Personnel) option is for employees with OECN_PPS role only.  If an employee only has the PPS role, then they would
only see the Position (Personnel) option in their menu and not the Position option.
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Highlight Viewer

 

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Edit Positions

Search desired Employee on grid

Click on   to edit the Position
Make desired changes

Click on to save desired changes to the Position, click on  to not posted changes and return to the Position
grid. 



Posting Period

 

Highlight Viewer
Create Posting Period
Open/ Re-Open Posting Period
Close Posting Period
Make Posting Period Current
More Information 
Posting Period Video

 

Posting period is a period within a fiscal year for which transaction figures are updated. Transaction dates will be required to be in an open (not
necessarily current) posting period. A posting period can be open or closed. To process a payroll, the pay date must fall within an open posting
period.  More than one period can be open at a time, but there can only ever be one  posting period open.  Users can make aposting current
posting period current on the posting period screen.  Historical payrolls or posted payrolls are marked with the posting period that they were
processed under so districts can find posted payrolls for a given posting period.

In the Posting Period option, you can Create , Open a period, Close a period or make a period current:

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:
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Create Posting Period

From the Admin menu select 'Posting Periods'

Click on 
Enter in the required information:

Check the  box if the user wishes to make this new posting period the current one.

Click on    to create the posting period, click on  X to not create the posting period and return to the Posting period grid.   

Open/ Re-Open Posting Period

  It will no longer be necessary to completely close out before opening the next reporting period.  A user can re-open prior posting periods when
corrections need to be made.

From the Admin menu select 'Posting Periods'
Search for desired posting period

Click on  beside the posting period the user wants to open

The function on the grid have now changed beside that posting period to show the option to close the period 

Close Posting Period

From the Admin menu select 'Posting Periods'
Search for desired posting period

Click on   beside the posting period the user wants to close

The function on the grid have now changed beside that posting period to show the option to open the period 

Make Posting Period Current

From the Admin menu select 'Posting Periods'
Search for desired posting period

Opened date should be the original open date and should not change. The Reopened date is the last date the period was reopened (is
changed on subsequent reopens for the same period). The Date Closed is cleared on reopen and set when reopened period is close



3.  

1.  

4.  

Click on   beside the posting period the user wants to make current

The functions on the grid have now changed beside that posting period to show the column as blank.  When another posting period is

made current the  will appear again giving the user the option to make it current once again.

More Information 

 

The import process will create 'previous' posting periods. Any posting period not in the current fiscal year will be set to archived with the exception
of the last month (June) in the year just prior to the current fiscal year. Archived posting periods can not currently be 're-opened'.

If a posting period exists in a future fiscal year it will not be archived either.

Posting Period Video

 

 

 

 

 

 

 

 

Payroll
The Payroll Menu is where payrolls may begin to be processed and to view previously posted payrolls

Payroll Processing

Start Payroll Processing
Pay Report

Payroll Report Example
Error Report 

Error Report Example
Post Payroll

Budget Distribution Report
Payroll Account Distribution Detail Report

Process Payments
Checks XML (Export) Example:
Checks.pdf Example:
Direct Deposits XML (Export) Example:
Direct Deposits.pdf Example:

Warning Messages
Payroll Processing Video

 

Payroll Processing is the start of a payroll.   The options for the payroll are:

  payrolls:In Progress 

Only one period can be made current at a time



1.  

or prior payrolls Posted 

 

 

 

Start Payroll Processing

To begin a new Payroll Click on the  button

 

You will see the following screen:

 The Payroll Processing program is the first program to be run in the payroll processing sequence. It initializes all active
status employee records for the pay groups and pay dates specified in the program



 

     2.  Enter a (this can be the date of the payroll or whatever you choose to name this payroll,)Payroll Description 

     3.  Choose the from the drop down box (Biweekly, Semi-monthly, monthly,) Pay Plan 

     4.  Chose the  from the drop down box (First Pay of Month, Second Pay of Two pay Month, etc,Pay Cycle )

    5.   Using the pop up calendar choose your payroll    Start Date.

    6.   Using the pop up calendar choose your payroll    Stop Date.

    7.   Using the pop up calendar choose your payroll    Pay Date.

If you want to  in this payroll your will want to check the box Suppress Voluntary Deductions

If you want to  you will check the box  Ignore Direct Deposits

If this payroll be being ran for a  your will check the box Special Pay

   8.  The pay groups you want to be included in this payroll need to be in the  box. To exclude a pay group that you do not want includedSelected



in this payroll  click on the pay group and then click the button to move this pay group to the  box on the left. If there are multiple   Available
pay groups that you do not want included on this payroll you can hit the CNTRL key on your keyboard and click on the pay groups you do not

want included and then click the  to move all of these pay groups to the  box. Available

If a pay group needs to be added back to the  box click that pay group n the Selected box and click the  to move that pay Selected
group into the  box.Selected

    9.  You will then click the  to initialize the payroll.

You will then see that the payroll is in progress and there will be a spinner   in the Status field by each pay group that is processing . Once

the pay group has processed there should be a ndicator button    next to the pay group in the Status field. This indicates the payigreen 

group processed successfully.  If a ndicator button   is in the Status field this indicates that this pay group failed during processing. ired

From here you can Modify the payroll by clicking on or you can Delete the payroll by clicking on orModify Payroll  Delete Payroll  Delete Payroll
and Exceptions.

The  Option appears after a payroll has been started. This option can be used to include multiple beginning and ending payrollAdd Pay Group

dates for groups of employees as long as they all have the same pay date.  Select the  Option and supply different
beginning and ending payroll dates and the applicable pay group for these dates. The pay date is the same in all cases. The  OptiAdd Pay Group
on is also used to add missed pay groups to an existing payroll. Simply supply the missed pay groups in the appropriate fields:



To return to all Payroll's in Progress, click on  in the top left hand corner. You can then click on the  button to
return to that specific payroll.

Pay Report

The   is to view employee earnings, deductions and accounts for the current payroll. It is used as a control sheet for payroll balancingPay Report
purposes. The report also displays counts for various totals and a listing of any problems detected during the payroll process.

When you click on   the Payroll Report Options are as follows:  

 

Payroll Report is the default file name for the Pay Report.  This can be changed by entering a new file name in the   field.Report Title

Click on the drop down box options (Employee ID, Employee ID, Building/District, Name, etc.)to select your Sort By 

The  offers several output options. Click on the drop down box to choose your report formatting option (PDF download, CommaReport Format
Separated Values, Excel, etc.}

When generating the Payroll Report there is an option to If you want each employee on a new page youBegin Each Employee on New Page? 

will check the box 

The offers the option to print board paid If you want to include board paid payroll itemsInclude Employer Payroll Item Amounts  Payroll Items. 



check the box 

The option will only show the Report Summary of the Payroll Report. If you want only a report totals page click  theShow Only Report Totals 

box   

Payroll Report Example





Exit out of your Pay Report then go back to the Payroll/Payroll Processing tab and click on the  button next to your current payroll. 
 

Error Report 
The  documents any errors encountered during the 'Initialize New Payroll' processing:Error Report

Error Report Example



Post Payroll

,Once payroll is ready to be Posted  click on the  button:

 

Click on  to continue with posting of payroll or  to stop the posting of payroll and revert back to the Payroll List.Post Cancel

Once selected to Post payroll, the Posting Status at the left hand corner will complete in a few seconds.



There are reports that are created during the Posting Payroll process:

Pay Report
Error Report
Budget Distribution Report
Payroll Account Distribution Report

Budget Distribution Report





Payroll Account Distribution Detail Report

If the payroll is not correct, there is an option to '  the payroll.  The Payroll to be , has to be in the Current Period or an error willUnpost'  'Unpost'
be created:



Process Payments

The option creates the employee's Checks or Direct Deposit printing files:Process Payments 

 

Select the  of the Payments: Processing

Checks
Direct Deposits

Output Format:

XML (Export)
PDF (Print)

Bank Account:

Default Bank Account

Click on the drop down box to select your options Sort By  (Employee ID, Employee ID, Building/District, Name, etc.)

Leave blank to automatically increment highest current number. Starting Check Number 

The will automatically fill in according to what  and  has been selected:File Name Process Output Format

Checks
Checks.xml
Checks.pdf

Direct Deposits
DirectDeposits.xml
DirectDeposits.pdf

Once all is entered, click on to process the payments or click on  to exit out.Done

A Bank Account needs to be added first under Core/Bank Account before processing payments can continue.

A Void Message can be added by going to ADMIN/CONFIGURATION option and selecting 'Check Void Message Configuration'  



Checks XML (Export) Example:

Checks.pdf Example:



Direct Deposits XML (Export) Example:



Direct Deposits.pdf Example:



Warning Messages

 No compensation to calculate hours in a day for potential partial dock absence for employee number XXXXXXXXXX, activity date: Thu Feb 14
00-00-00 EST 2013, unit: Daily, length: 1.000

Payroll Processing Video

 

 

 

 

 

Payroll Payments-Current



1.  

2.  
3.  
4.  

5.  

6.  

Create a Payroll Payments-Current Entry
Payroll Payments-Current Video

Payroll Payments - Current

The  module is used to add payroll information for employees not included in the regular payroll (during initialization)Payroll Payments-Current
or to modify or delete payroll information for employees already included in the current payroll.

A Warning will be issued if no current payroll is IN PROGRESS:

View Payroll Payments Current Entry

If additional columns on the grid are needed this can be done by create by clicking on the  button in the upper right hand corner
of the grid and check marking the column header name(s0 you want included on the grid. The order of the columns can be changed by simply
dragging them to the desired location.

The Payroll Payments-Current grid allows the user to search for existing records. You can either enter in the Number or a few characters in any of
the grid headings and all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example -
First Name  is one of my grid options. If I type in %San% (% is use as a wildcard) in the First name field, all occurrences of anyone with  San in

the first name will appear. You can then click on the next to the desired Payroll Payments-Current record. to view or   to edit 

Create a Payroll Payments-Current Entry

From the Payroll  Menu, select 'Payroll Payment-Current' option

Click on  
In the Payroll field from the drop down box, choose the payroll that you want this payment or modification for.
In the Employee field type in either a partial identification number for the employee or a few alpha characters of the employee's first or
last name.
When entering in either a partial ID number or a few characters of the employee's first or last name  a list of employees matching that
criteria will appear. From here you can then select the employee you are searching for from the drop down box.

In the Compensation field from the drop down box select the position you are wanting to pay or modify for this employee in this payroll.

Click 



   7.You will then need to enter in the desired pay information by clicking on in the  button in the bottom left hand corner:

 

  8. Choose the  this current record is being added for (MIS, REG, DCK, etc)Pay Type

  9. Choose the  record you are wanting to use for this payment from the drop down box.Compensation

10. Enter in the  (hours/days) you are paying the employee for.Units

11. The  for the job is the amount an employee earns per unit they work. This amount could be for a day, hour, etc.If the Rate field is leftRate
blank it will automatically default to the Position screen rate.

12. The  will automatically be populated when the record is saved.Gross

13. The  would be pulled in if this was a stretch paid employee.Contracted Gross

14. Enter in the This field is important for retirement reporting as well as Affordable Care Act reporting purposes.Hours Worked. 

15. A  brief  can be entered to reference what the payment is for.Description

16. Does this payment count toward retirement?  If so check the  next to the  field. If this payment does not countApplies for Retirement

toward retirement uncheck the   next to the  field. Applies for Retirement

17. Is this to be taxed as a Supplemental payment? If it should be taxed as a supplemental payment check the box  next to  ifSupplemental

it is not to be taxed as  a supplemental payment uncheck  the box next to .Supplemental

18. Once data is added for the employee, click on       If you do not want to add this record click on 

Once the posting has been Saved if this posting needs to be deleted  click on the  button at the top left of the screen and then click the  



next to the entry. You will be prompted asking if you are sure you want to delete this entry   if you click Delete the
entry will be removed.

 

Once the posting has been Saved but needs to be Modified, click on the  button at the top left of the screen and then click the next to

the entry. You can then make your changes and click  to save the changes made to the record.

 

Payroll Payments-Current Video

 

Payroll Payments-Future

Highlight Viewer
Create a Future Entry
Payroll Payments-Future Video

 

Payroll Payments - Future

Future allows a user to enter payroll exceptions before starting a payroll.  Exceptions can be entered days, even months ahead of time.

Future works in the same manner as Current. The only difference is that an effective date field appears in Future. This field allows the user to
direct a Future record into a specific payroll. The effective date must be inclusive of payroll period begin and end dates in which the payment
needs to be made.

Future pay records entered using the FUTURE option will be included in the current payroll only if the effective date falls within the
payroll beginning and ending dates specified in the Initializing of the new payroll or if the effective date is all zeroes. Future pay records
pulled into the current payroll will be deleted from the FUTURE screen the next time your new pay is INITIALIZED.

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:
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Create a Future Entry

 

From the Payroll  Menu, select 'Payroll Payment-Future' option

Click on  
In the Employee field type in either a partial identification number for the employee or a few alpha characters of the employee's first or
last name.
When entering in either a partial ID number or a few characters of the employee's first or last name  a list of employees matching that
criteria will appear. From here you can then select the employee you are searching for from the drop down box.

In the Compensation field from the drop down box select the position you are wanting to pay or modify for this employee in this payroll.

Click  

You will then need to enter in the desired pay information by clicking on in the  button in the bottom left hand corner:
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A  brief  can be entered to reference what the payment is for.Description
Select the  from the drop down box for this future record -(MIS, REG, DCK, etc)Pay Type
An is the date when the record should be paid. When this date is included within the run of the current payroll beginningEffective Date 
and ending dates, the record will be included in the payroll. If no date is entered in the Effective Date field, the record will be included in
the next payroll run.
The  field contains the number of units that the employee should be paid by. This could be the number of hours/days the employeeUnits
worked.
The  for the job is the amount an employee earns per unit they work. This amount could be for a day, hour, etc.If the Rate field is leftRate
blank it will automatically default to the Position screen rate.
The field will be populated when the record is saved.Gross 

Does this payment count toward retirement?  If so check the corresponding box  next to the  field. If thisApplies for Retirement

payment does not count toward retirement uncheck the  next to the  field.corresponding box  Applies for Retirement
Enter in the This field is important for retirement reporting as well as Affordable Care Act reporting purposes.Retire Hours. 

Is this to be taxed as a supplemental payment? If it should be taxed as a supplemental payment check the corresponding box  next

to  if it is not to be taxed as a supplemental payment uncheck the corresponding box    next to .Supplemental Supplemental
Choose the from the drop down box.Supplemental Tax Option 

If a Specific Pay Account is to be used for this payment click the  in the lower left hand box 
 a. Choose the   from the drop down box specifying if this is a Fixed or Percent .Rate Type  
 b. Choose from the drop down box which  is to be used. Expenditure Account
 c. Enter in either a percentage or fixed amount to charge to this account in the field.Amount Charged 
 d. Should this account be used to charge out leave entered in USPSCN/ATDSCN and the job calendars to the corresponding leave

account. If leave should be charged to this account check the corresponding box If  i next to  Leave Projection.  Leave Projection

s not to be used  to charge this account, uncheck the corresponding box  next to . Leave Projection

e. Is this an If benefits are to be charged to this account check the corresponding box . IfEmployer Distribution Account. 

benefits are not to be charged to this account uncheck the corresponding box  next to the t field.Employer Distribution Accoun

The trash can  icon can be used to remove an account from the Specific Pay Account field.



18.  Once data is added for the employee, click on    If you do not want to add this record click on      
 

Once the posting has been Saved but needs to be Modified, click on the  button at the top left of the screen and then click the 

next to the entry. You can then make your changes and click  to save the changes made to the record.

Payroll Payments-Future Video

 

Processing
Processing menu contains Outstanding Payables

Benefit Update and Projection

Overview
 Accrual Option

Benefit Accrual Report
Reset Personal Leave Option

Personal Leave Reset Report 
Convert Personal Leave To Pay Option

Convert Unused Personal Leave To Pay Report
Convert Personal Leave to Sick Leave Option

Convert one personal leave day to one sick day report
Convert 50% of the unused personal leave to sick days report
Convert the unused personal leave balance minus 1 to sick days report
Carry over one personal leave day, and convert the remainder of the personal leave days minus 1 sick days report

Part Time Sick Leave Accrual Option
Part Time Sick Leave Accrual Report

Overview

The Benefit Update and Projection program provides features that facilitate the tracking of employee vacation, sick leave, and personal leave
amounts. The program can be run once each month or as needed to keep balances current.

The Benefit Update and Projection program also assists in converting unused personal leave to sick leave or payment to the employee and in
converting Part Time Sick Leave balance for Part-time employees.

Posting Period must be open in order for leave or payment to be posted. Will produce an Error message when ran in Actual:



The  Option allows you to create a projection report or actually perform the accrual calculations for employee vacation, sick leave, and/or'Accrual'
personal leave. The accrual amounts are based upon the values entered in the Accum/month fields in the CORE/LEAVES record. For the
accumulation fields, a value must also be entered in the Maximum field. During the accumulation process, any maximum field that is left blank will
set the employee balance to zero. An error message will also be listed for any employee that has reached the maximum during the accumulation.

The  allows you to create a projection report or reset the employee personal leave balance as setup in'Reset Personal Leave'
the CORE/LEAVES record. When Benefit Update and Projection is run, the leave type specified will be reset by the value entered in the Personal,
Reset value field. The report includes the previous personal leave balance, the amount that will be added to the current personal leave balance to
bring the balance to the reset value, and the new balance.

Accruing or resetting leave will be reflected on the employees' CORE/LEAVES record. Accumulation (AC) records will automatically be added for
employees in CORE/ATTENDANCE.

The  employees for unused personal leave. When the amount is calculated, partial days may be included or'Convert Personal Leave To Pay'
excluded from the payment. When the actual option is processed, Accumulation (AC) for personal leave (PL) and sick leave (SI) records are
automatically added in CORE/ATTENDANCE.

The allows for unused personal leave days to be converted to sick leave. When the actual option is'Convert Personal Leave to Sick Leave' 
processed, Accumulation (AC) for personal leave (PL) and sick leave (SI) records are automatically added in CORE/ATTENDANCE.

The  allows you to first create a Projection report and then complete the Actual calculations for the employees'Part Time Sick Leave Accrual'
'Part Time Sick leave'.  The accrual amounts are based upon the values entered in the employee's Current Service Hours, Service Hours
Accumulator and by checking the box for, 'Accumulate Based On Hours' field, in the CORE/LEAVES/SICK record.  On the 'EMPLOYEE' screen,
the box needs to be checked in order to be included on the 'Part Time Sick Leave' accrual. 'Part Time' 

 Accrual Option



The  is the default file name for the Accrual report. This can be changed by entering a new file name in the   'Benefit Accrual Report' Report Title
field.

The  The projection (P) option is the default option and is recommended to be ran first to allow for verification of dataAccrual or Projection?:
before the accrual is made.

Select the type of benefit to be accrued in the field. The following type of leave are available:Benefit Accrual Options 

Vacation leave
Sick leave
Personal leave
All leave types

If a date is entered in the  field, the Attendance records will be added with the date specified. If a date is not entered, theSpecific Accrual Date
system date will be placed on the Attendance records.

The  field offers the following options:Include ineligible Positions

Check to Include ineligible jobs. Jobs not eligible for benefit(s) will be included on the report.
Leave Unchecked if to Exclude ineligible jobs. Only jobs eligible for benefit(s) selected will be included on the report.

The  field offers the following options:Sort

Employee Name
Employee Number

The   field allows you to select specific Pay Groups for reporting purposes. Highlight to select those pay groups that you wishSelect Pay Groups  

to report on from the Available box and move it over  to the Selected box.  You can choose none or any number of pay groups to report

on.  To remove from the selected box use   to move it back to the available box.

After you have all the selections entered, you will want to 

sample reports

Benefit Accrual Report



Reset Personal Leave Option

The  The projection option is the default option and is recommended to be ran first to allow for verification of data before theReset or Projection: 
reset takes place.



If a date is entered in the  field, the Attendance records will be added with the date specified. If a date is not entered, theSpecific Accrual Date
system date will be placed on the Attendance records.

The field offers the following options:Include ineligible Positions? 

Check to Include ineligible jobs: Jobs not eligible for benefit(s) will be included on the report.
Leave Unchecked if to Exclude ineligible jobs: Only jobs eligible for benefit(s) selected will be included on the report.

The  field offers the following options:Sort

Employee Name
Employee Number

The  field allows you to select specific Pay Groups for reporting purposes. Highlight to select those pay groups that you wishSelect Pay Groups

to report on from the Available box and move it over  to the Selected box.  You can choose none or any number of pay groups to report

on.  To remove from the selected box use   to move it back to the available box.

After you have all the selections entered, you will want to 

Personal Leave Reset Report 

 



Convert Personal Leave To Pay Option

The is the default file name for the report. This can be changed by entering a new file name in the     'Personal Leave To Pay Report'  Report Title
field.

The  field allows a report to be generated prior to the converting taking place. The projection option is the default optionAccrual or Projection?
and is recommended to be ran first to allow for verification of data before the conversion is made.

The   field offers the following options:Sort By

Employee Name
Employee Number
Pay Group
Building/Department
Check Distribution
Appointment Type

The offers the following:Post to Future payroll? 

Check to Include in Future payroll
Leave unchecked if to Exclude from Future Payroll

In the  field:Set the personal leave balance to zero

Check to zero Personal leave balance
Leave unchecked to retain Personal leave balance

The  field offers two options:Convert personal leave option



FlatRate - Pay a flat daily/hourly rate for unused personal leave days.  Enter up to 4 rates:

Four rates may be entered when using the flat rate option. For example, $50 may be entered in the Rate 1 field to pay the first
unused personal day and $25 in the Rate 2 field for the second unused personal day payment. 
In the field indicate whether the following:Rate Type 

Daily - Process the rates as daily rates
Hourly - Process the rates as hourly rates

PositionRate - Use the daily/hourly position rate from to calculate the pay for unused personal leave days.
 If using the daily/hourly job rate option, the payment will be based on the CORE/POSITION information. If the job is paid daily,
the payment will be based on the daily rate value. If the job is paid hourly, the payment will be calculated by multiplying the hours
per day times the hourly rate.

In the  field enter a percent from .01-100.00 of the personal leave balance you wish to convert to pay. ThePercentage of Balance to Convert
percentage may be a fraction or whole number, but it may not be negative. The percentage is not a required field. 
If you wish to NOT include partial days, the partial days are taken off right away, then the percentage will be calculated. If the user selects to zero
out the personal leave balance, no matter what percent is entered, the personal leave balance will be set to zero.

In the  enter the minimum value of personal days/hours required to qualify for converting theMinumum balance to qualify for converting to pay
personal days to sick days. The employee's personal leave balance in CORE/LEAVES is compared to the minimum value entered when
converting. If blank, any employee with a personal leave balance in CORE/LEAVES will be included.

The  field allows the following options:Include partial days/hours

Check to Include partial days/hours
Leave unchecked to Exclude partial days/hours 
If the option to include partial days/hours is selected, the entire balance of personal leave days will be used in the processing. If the
option to exclude partial days/hours is selected, only whole days will be converted and the partial days are forfeited.

The  offers the following options:Include positions ineligible for personal leave

Check to Include positions ineligible for personal leave
Leave unchecked to exclude positions ineligible for personal leave

 In the  field select from the following:Appointment type

Certified employees
Classified employees
All Appointment Types

The  fields allow a range of contract start dates in be entered. Only those employees with a contract start date withinSpecific Contract Start Date
the specified range, and that meet the other selection criteria, will be included.

The  fields allow a range of contract stop dates in be entered. Only those employees with a contract start date withinSpecific Contract Stop Date
the specified range, and that meet the other selection criteria, will be included.

The  field allows you to select specific Pay Groups for reporting purposes. Highlight to select those pay groups that you wishSelect Pay Groups

to report on from the Available box and move it over  to the Selected box.  You can choose none or any number of pay groups to report

on.  To remove from the selected box use   to move it back to the available box.

The  field allows for the selection of specific employees. Highlight to select those employees that you wish to report on fromSelect Employees

the Available box and move it over to the Selected box.  You can choose none or any number of employees to report on.  To remove from

the selected box, use   to move it back to the available box.

After you have all the selections entered, you will want to 



sample reports

Convert Unused Personal Leave To Pay Report



Convert Personal Leave to Sick Leave Option



The  is the default file name for the report. This can be changed by entering a new file name in the 'Personal Leave To Sick Leave Report' Repo
   field. rt Title

The  field allows a report to be generated prior to the converting taking place. The projection option is the default optionAccrual or Projection?
and is recommended to be ran first to allow for verification of data before the conversion is made.

The   field offers the following options:Sort By

Employee Name
Employee Number
Pay Group
Building/Department
Check Distribution
Appointment Type

The  field offers four options:Create Personal Leave Option

Convert one personal leave day to one sick day
Convert 50% of the unused personal leave to sick days
Convert the unused personal leave balance minus 1 to sick days
Carry over one personal leave day, and convert the remainder of the personal leave days minus 1 to sick days

In the  enter the minimum value of personal days/hours required to qualify for convertingMinumum value of personal days/hours to convert
the personal days to sick days. The employee's personal leave balance in CORE/LEAVES is compared to the minimum value entered when
converting. If blank, any employee with a personal leave balance in CORE/LEAVES will be included.

The  field allows the following options:Include partial days/hours

Check to Include partial days/hours
Leave unchecked to Exclude partial days/hours 
If the option to include partial days/hours is selected, the entire balance of personal leave days will be used in the processing. If the
option to exclude partial days/hours is selected, only whole days will be converted and the partial days are forfeited.

The  offers the following options:Include jobs ineligible for personal leave

Check to include jobs ineligible for personal leave
Leave unchecked to exclude jobs ineligible for personal leave

The  offers the following options:Include jobs ineligible for sick leave



Check to include jobs ineligible for personal leave
Leave unchecked to exclude jobs ineligible for personal leave

In the  field select from the following:Appointment type

Certified employees
Classified employees
All appointment types

The  fields allow a range of contract start dates in be entered. Only those employees with a contract start date withinSpecific Contract Start Date
the specified range, and that meet the other selection criteria, will be included.

The  fields allow a range of contract stop dates in be entered. Only those employees with a contract start date withinSpecific Contract Stop Date
the specified range, and that meet the other selection criteria, will be included.

The  field allows you to select specific Pay Groups for reporting purposes. Highlight to select those pay groups that you wishSelect Pay Groups

to report on from the Available box and move it over  to the Selected box.  You can choose none or any number of pay groups to report

on.  To remove from the selected box use   to move it back to the available box.

The  field allows for the selection of specific employees. Highlight to select those employees that you wish to report on fromSelect Employees

the Available box and move it over to the Selected box.  You can choose none or any number of employees to report on.  To remove from

the selected box, use   to move it back to the available box.

After you have all the selections entered, you will want to 

Convert Unused Personal Leave To Sick Leave Sample
Reports:
Convert one personal leave day to one sick day report



Convert 50% of the unused personal leave to sick days report



                            

 

Convert the unused personal leave balance minus 1 to sick days report



                            

Carry over one personal leave day, and convert the remainder of the personal leave days minus 1 sick
days report



                            

Part Time Sick Leave Accrual Option



The '  is the default file name for the Accrual report.  This can be changed by entering a new file name inPart Time Sick Leave Accrual Report'
the  field.Report Title

The   The projection (P) option is the default option and is recommended to be ran first to allow for verification of data Accrual or Projection?:
before the accrual is made.

The  field offers the following options:Sort By

Employee Name
Employee Number

The  field allows you to select specific Pay Groups for reporting purposes. Highlight to select those pay groups that you wish Select Pay Groups

to report on from the Available box and move it over   to the Selected box.  You can choose none or any number of pay groups to report

on.  To remove from the selected box use   to move it back to the available box.

After you have all the selections entered, you will want to 

sample reports

Part Time Sick Leave Accrual Report



 

New Contracts

New Contract Maintenance
Copy
Mass Delete 
Mass Activate 

Mass Copy Compensations
Import New Contracts

Import New Contracts option:

The New Contracts program is designed to calculate and update new contract information for employees. Features of the program include:

The ability to build new contracts from existing contracts

Multiple mid-year contract changes with or without retroactive amounts

Support of non-contracted jobs

Storage of historical contract information

Activate of pay account data



Activate data by pay group, contract start date, contract type (user defined), appointment type, and calendar type

Multiple report sort options

Auditing feature

Mass delete option

Build new contracts from an outside spreadsheet

New Contract Maintenance

This option is used to and  new contract data: Copy, Mass Delete  Mass Activate

You can view, edit, delete or activate one or more contracts.

Copy

The following four contract processing options are available in the Copy/New Contract Maintenance option..

New contract built from existing contract information

Mid-year contract change with no retroactive payment

Mid-year contract change with a retroactive payment spread over the remaining pays

Mid-year contract change with a lump sum retroactive payment

 



Mass Delete 

This option deletes the new contract information from the New Contract maintenance file. If no specific selection options are entered, all new
contracts will be deleted. A count of the number of contracts deleted will appear on the screen after the program runs to completion:

Mass Activate 

This option activates the new contract information into the Compensation and Payroll Account records, then deletes it from the New Contract
maintenance file:



The Old and New Contracts will show under the employees Compensation:

Mass Copy Compensations

This option is used to mass build new contracts into New Contract based upon pay groups and job status.

The new contract records will be created using the existing Compensation information. The following fields will be cleared or set to zero when the
new contract record is built:

Unit Amount
Amount Paid
Amount Docked
Amount Earned
Accrued Wages
Contract Days Worked
Contract Work Days
Retro Next Pay

The total number of compensations added will be displayed in the processing window and a list of the employees selected upon program
completion.

The  field indicates whether the compensation is: Job Status

Active
Inactive
Active and Inactive

Select Pay Groups options using the   to select  Pay Groups to  Pay Groups.Available  Selected

Enter in the  and  (Contract Stop Date is an optional field). The   is usually the firstContract Start date Contract Stop Date Contract start date
day for which the job is paid. This is a required field used in the contract amount calculations. The New hire date used for Ohio Department of
Human Services new hire reporting will be set to the contract start date.

Click on   to build the new contracts for the employees.



The New Contracts will then show in the  option:New Contract Maintenance

Click on   to activate all contract information into the Compensation records, then deletes it from New Contract
maintenance file.

Import New Contracts
In order for the Import option to properly build new contract records, the data columns must contain a heading in Row One. The heading allows
the Import program to determine what the data in that column represents. These headings must match what is defined below in order for the
Import program to recognize and load the data.

There are three required fields: EMPLOYEE_ID, JOB_NO, and CONTRACT_TYPE. The remainder of the data is optional and will be dependent
upon the contract type being imported. For example, if importing a mid-year contract change with retro-spread, the days since raise should also
be included in the import file. Information not specified in the fields for the spreadsheet will be pulled in from the existing Compensation.

The following is a list of valid import field and valid values:

employeeID

jobNo

compensationLabel

contractType
1-Mid-year change with no Retro
2-Mid-year change with Retro spread over pays
3-Mid-year change with lump sum retro
4-New Contract from existing Compensation

contractAmount
Required for stretch paid jobs

contractualObligation

payUnit
Hourly, H, or 1
Daily, D, or 2

hoursInDay
Required for contracted hourly jobs

retireHours

unitAmount
Will be calculated for contracted jobs if Compensation start and Compensation Stop dates are populated.

paysInContract

equalPays
True - Stretch paid
False - Not stretch paid

calendarType

contractStartDate
If importing a New Contract (Contract-Type=4)  a Contract Start Date is needed to determine from the job calendar the work
days associated with this position.

contractStopDate
If importing a New Contract (Contract-Type=4)   a Contract Stop Date is needed to determine from the job calendar the work
days associated with this position.



salaryScheduleID

salaryScheduleColumn

salaryScheduleStep

calendarStartDate

calendarStopDate

userContractType

Import New Contracts option:

Click on   to search for New Contract Import File

Enter a default contract start date in the   field. This date will be used if a contract start date is not provided in the import file.Contract start date

Click on   to Import the file into New Contract Maintenance option.

Payroll Item Refund

Payroll Item Refund is used to process a refund of a Payroll Item for an employee. For example, a Payroll Item Refund would be necessary if an
employee had an insurance deduction withheld for $80.00 and it should not have been deducted. The Payroll Item Refund allows you to
reimburse the total amount or a portion to the employee and reduce the amount sent to the deduction company.

To refund an employee, the amount must be set up in the employee's  field as a negative amount.  If having toPayroll Item Error Adjustments
deduct more money from the employee, the amount will need to be a positive.



Once the amount is entered, go to Processing/Payroll Item Refund

Click on 'View' to view the Payroll Item to be refunded or 'Edit' to update the record



Select the employee to be refunded by enter a the box.  

Then click on  :

Bank Account:  Can use the   to select Bank Account for processing

Starting Check Number:  Leave blank to automatically increment highest current number

Output Format:  XML (Export)

                            PDF (Print)

Payment Option:  Check Payment

                               ACH Electronic Payment

ACH Source:  Use the   to select ACH source for processing

File Name:  A File Name will be automatically entered 'PayrollItemRefund2017/06/15.XML' or this can be modified by the users.

Once all has been selected, click on  to process the output file for printing

Example .XML Check Payment:

<?xml version="1.0"?>

-<CompleteRefunds>

-<CompletePaymentTransactions>

-<checkPaymentDetail>

<number>10274</number>

<organizationName>JUNIT CITY SCHOOLS</organizationName>



<organizationIRN>999999</organizationIRN>

-<organizationAddress>

<street1>SCHOOL ST</street1>

<street2/>

<city>SAMPLE CITY</city>

<state>OH</state>

<postalCode>4444</postalCode>

<foreignAddress>false</foreignAddress>

</organizationAddress>

<name>BROCKOVICH, ERIN H.</name>

<reportName>ERIN H BROCKOVICH</reportName>

-<address>

<state>OH</state>

<postalCode>44330</postalCode>

<foreignAddress>false</foreignAddress>

</address>

<employeeSsn>888888889</employeeSsn>

<employeeNumber>888888889</employeeNumber>

<amount>10.00</amount>

<payDate>2017-06-15T00:00:00-04:00</payDate>

<written1>Ten Dollars and 00/100 Cents</written1>

<voidMessage>Void After 90 Days</voidMessage>

</checkPaymentDetail>

</CompletePaymentTransactions>

</CompleteRefunds>

Example of a PDF Check Payment:

Process Outstanding Payables

Payables by Payee
Payables by Item Type
Payables by Item Detail
Payables by Item Full Detail

Process Outstanding Payables Video

 

The Processing-Process Outstanding Payables option lists all Unpaid Payables from prior payrolls.



Payables by Payee

The  option allows you to select and pay Unpaid Payables from prior Payroll Cycles.  The payroll items will be grouped together by thePayee
payee that each is associated with and will list the total employee and employer amount that is owed to the payee.  To process your outstanding
payables you will need to select the payroll cycle that you are wanting to pay from the drop down box under Select Payroll Cycle 

Options available are None, Every Payroll, Monthly, Quarterly, Annually, User defined 1, User defined 2, User defined 3, User defined 4, User
defined 5, User defined 6, User defined 7, User defined 8, and User defined 9.

You will then select which items you wish to pay by either clicking on the box next to each item 

or if all items are to be paid you can click the box next to the Name field and all items will be checked automatically.

Your selected items to be paid will now appear on the Selected Payables Detail area.

You can choose from the drop down   if you want a separate payment for each payroll item type (ignoring the
grouping by the same payee).

 

or choose from the drop down  if you want a payment generated based on the same payee, (all payroll items with the
same payee will be paid with one payment)



 

The button creates the payments and saves them in the database. There is no print file produced yet. 

Payables by Item Type

The option allows you to select and pay Unpaid Payables from prior Payroll Cycles.  The Item Type option will list the total employeeItem Type 
and employer amount that is owed to the payee.  To process your outstanding payables you will need to select the payroll cycle that you are

wanting to pay from the drop down box under Select Payroll Cycle  Options available are None, Every
Payroll, Monthly, Quarterly, Annually, User defined 1, User defined 2, User defined 3, User defined 4, User defined 5, User defined 6, User
defined 7, User defined 8, and User defined 9.

You will then select which items you wish to pay by either clicking on the box next to each item 

or if all items are to be paid you can click the box next to the Name field and all items will be checked automatically.

Your selected items to be paid will now appear on the Selected Payables Detail area.

You can choose from the drop down   if you want a separate payment for each payroll item type (ignoring the
grouping by the same payee).



or choose from the drop down  if you want a payment generated based on the same payee, (all payroll items with the
same payee will be paid with one payment)

The button creates the payments and saves them in the database. There is no print file produced yet. 

Payables by Item Detail

The option allows you to select and pay Unpaid Payables from prior Payroll Cycles.  The Item Detail option will list all employeeItem Detail 
information for each payroll item as well as the  total employee and employer amounts that is owed to the payee.  To process your outstanding
payables you will need to select the payroll cycle that you are wanting to pay from the drop down box under Select Payroll Cycle

  Options available are None, Every Payroll, Monthly, Quarterly, Annually, User defined 1, User defined
2, User defined 3, User defined 4, User defined 5, User defined 6, User defined 7, User defined 8, and User defined 9.



You can choose from the drop down   if you want a separate payment for each payroll item type (ignoring the
grouping by the same payee).



or choose from the drop down  if you want a payment generated based on the same payee, (all payroll items with the
same payee will be paid with one payment)

The button just creates the payments and saves them in the database. There is no print file produced yet. 

Payables by Item Full Detail

The  option allows you to select and pay Unpaid Payables from prior Payroll Cycles.  The Item Full Detail option will list allItem Full Detail 
employee information for each payroll item as well as the  total employee and employer amounts that is owed to the payee.  To process your
outstanding payables you will need to select the payroll cycle that you are wanting to pay from the drop down box under Select Payroll Cycle

  Options available are None, Every Payroll, Monthly, Quarterly, Annually, User defined 1, User defined
2, User defined 3, User defined 4, User defined 5, User defined 6, User defined 7, User defined 8, and User defined 9.



You can choose from the drop down   if you want a separate payment for each payroll item type (ignoring the
grouping by the same payee).

or choose from the drop down   if you want a payment generated based on the same payee, (all payroll items with the
same payee will be paid with one payment)



Process Outstanding Payables Video

 

 

 

 

 

 

Utilities
Go to start of metadata

        

If the user knows their old password they can change their password using the 'change password' link found on the USPS-R Login page or by the
'change password' option under the Utilities Menu.

https://wiki.ssdt-ohio.org/display/usasrdoc/Change+Password#page-metadata-start


 

Account Mapping

Create a Mapping Account Entry
Edit Mapping Account Entry
Delete Mapping Account Entries
To 'Reorder' the sequence of the mapping accounts

The  module controls how accounts are charged in Leave Projection and Board DistributionAccount Mapping

Example: A teacher is paid through a grant. This grant allows pay for the teacher's salary. When a sick day is taken it will be charged to the sick
leave account which corresponds to the salary account. This would not be correct as the grant should not have leave charged to it. Account
mapping could be used in this case to charge all leave against the regular teacher's salary account.

Account Mapping is used to 'reroute' accounts that board amounts are being distributed to

Any account dimension can be changed

2XX objects are for BRDDIS and BRDRET



1.  

2.  
3.  
4.  

Order of accounts in MAPPING is important

More detail needs a lower number

More detail is fewer wildcard entries

Less detail needs a higher number

Used often for grant accounts

Benefits sometimes can not be charged to these

Used often to consolidate benefit accounts

Mapping can move multiple benefits accounts into one

Each account is only mapped once

Wildcards can be used

Be careful of wildcards in the object codes due to various programs using the mapping entries

Use 2XX objects for BRDDIS and BRDRET

Account on left is “from” account

Object code has already been changed to 2XX code for board benefit before it gets to read the “from” account mapping entries

Account on right is “to” account

Final account used for distribution

Adding mapping lines

Use modify, enter number one less where you want the entry inserted

For example:

If you want to add a new order 14, enter as order 13

Think of it as add after 13

Delete mapping lines

Space over order number

Remaining orders are renumbered upon accept

Mapping lines are not changed by USAS programs ACTCHG or FNDCHG 

Implementation of mapping

First see what BRDDIS/BRDRET are doing with accounts before mapping

Determine what account the district wants the amounts charged to

Add mapping lines to accomplish what districts want

Rerun BRDDIS/BRDRET

Create a Mapping Account Entry

From the Utilities menu select Account Mapping

Click on 
Enter in the Original Account and the Mapped Account too
Click on 'Save'



1.  
2.  
3.  

1.  

1.  

Edit Mapping Account Entry

Select Account Mapping 
Go to Account that needs changing and enter in new Mapping Account number
Click on 'Save'

Delete Mapping Account Entries

The 'Remove' Function is used to delete a Mapping Account Entry

Click on the 'Remove  option next to the desired account. 

To 'Reorder' the sequence of the mapping accounts

Click on the 'REORDER' option at the end of the account row.  Click and Drag to the new order line and click on 'Save'



 

 

Attendance Import

 Overview
USPS Attendance Import SPECS

Attendance/Absence Specific Record Formal
ATTERR

 Overview

The Utilities/Attendance Import option allows data obtained from third party software to be imported into USPS. The information is imported
into Attendance and may be used to automatically load information into Current or Future.

The import file supplied by the third party software must conform to a specific format. It must be a comma delimited or a comma separated values
(CSV) file. There are certain fields that are required and the data must be in a certain format/order.

The Attendance Import option has the ability to import records into both Attendance and CURRENT/FUTURE.  A specific budget account can be
specified to be charged for the CURRENT/FUTURE record.

 

Attendance Import File- can import file supplied by a third party software.  Must be a comma delimited or a comma separated values
(CSV).
Location Code - prompt is used to determine the job number to post the transaction to if a job number is not supplied. The location code
may contain either a Building IRN or Building/Department code. If you are using the location code field, enter one of the following codes: 

 Building IRN
 Building/Department Code
 None

Post to Payroll Processing Options offers the following options:
 Post to Payroll Processing Future
 Post to Payroll Processing Current
 None - No Payroll Processing Current/Future posting will take place. The "Calc gross" parameter from the CSV file is ignored as
well

Combine Attendance Entries

In order to use Attendance Import, the user will need to have the default USPS_STANDARD or
USPS_STANDARD_ATTENDANCE_IMPORT role. (can be added under ADMIN/ROLE)

The header line on the csv file must be removed before importing the file.



Check if AT entries charged to CURRENT/FUTURE will be combined for an employee. In order to combine entries
in CURRENT/FUTURE, the EMPID, job number, pay type, unit, unit amount, tax option, retirement flag, budget account, leave
projection flag, and the BRDDIS flag must match
Leave unchecked if AT entries will not be combined when posted to CURRENT/FUTURE 

Allow Negative Leave Balance prompt offers the following options:

Check if AB entries for Sick, Vacation and Personal Leave will be allowed to go negative.  It will appear as a WARNING on the
report.

Leave uncheck if AB entries for Sick, Vacation and Personal Leave will NOT go negative. It will appear as a FATAL Error on the
report

Payroll Account to Charge prompt offers the following options:
Defined Payroll Account for Position -Pay account defined in Payroll Account for the job will be use 
Sub for SSN -the regular employee's pay account(s) will be charged.

 

USPS Attendance Import SPECS

Attendance/Absence Specific Record Formal

 This record is used to import attendance and absence information into USPS.

Field Name Spreadsheet
Column

CSV
Position  

Description Format Max.
Size 

Record Indicator A 1 Literal record indicator must contain "AA" to indicate Absence/AttendanceLiteral  XXXX 4 

Employee ID or
SSN

B 2 NumberEmploy XXXXXXXXX 9 

Position Number C 3 Optional: Compensation number. Either the job number or a location code must
be provided to permit posting into CURRENT or FUTURE. This job number
would be matched directly to the COMPENSATION record for the
employee.Option

99 2 

Location Code D 4 Optional: Buidling IRN or Building/Department code. If a job number is not
provided, the location code may be used to determine which job the record is to
be posted to.

XXXXXX 6 

Date E 5 Transaction posting date YYYYMMDD 8 

Transaction Type F 6 Valid values are: AB = absence AT = attendance XX 2 

Transaction
Category

G 7 Valid values for type AT: AT = Attendance SB = Substituting Valid values for type
AB: CA = calamity DO = dock HO = holiday JD = jury duty MI = military OT =
other PL = personal leave PR = professional leave SI = sick UN = unknown VA =
vacation

XX 2 

Length/HoursLeng H 8 Length of absence or attendance (+/-)99999.999 10 

Tracking Unit I 9 Valid values for unit of attendance or absence: H = hourly D = dailyValid XX 1 

Unit amount J 10 Optional: If supplied, this rate will be used for paying the job.  If not supplied, the
job will be paid using the unit amount from the POSITION record same location
code.Optional

(+/-)9999.999 9 

Appointment type K 11 Optional: Valid values for appointment type: Space = not defined 1 = Certified 2
= Classified

XX 1 

Sub for ID L 12 Optional: Employee ID Number for absent employee. ID of employee whose
position the sub is filling in for. May be used to determine pay account charging.

XXXXXXXXX 9 

Sub category M 13 Optional: User defined. May be used to further define the transaction category. XX 9 

Budget account or
XREF code

N 14 Optional: Budget account to charge during payroll. An XREF code may be used
rather than the full budget account code.

Alphanumeric 28 



    Budget
code:

     

    Fund XXX    

    Function XXXX    

    Object XXX    

    Special
Cost Center

XXXX    

    Subject XXXXXX     

    Operational
Unit

XXX     

    Instructional
Level

XX     

    Job
Assignment 

XXX     

     XREF code XXXXXX     

Calculate gross O  15  Optional: Valid values for gross flag are: Y = yes N = no space = user defined at
run time The user will be asked at run time, "Post to Current, Future, or None?" If
none, this flag is ignored and no transactions will be posted to Payroll Payments
- Current or Future. If the user answers Current or Future, the space and "Y" will
provide the same result. The transaction will be posted to Payroll Payments -
Current or Future. If "N", the transaction will not be posted to Payroll Payments -
Current or Future.

 X 1 

Retire hours P  16  Optional: Retirement hours will be imported to CURRENT or FUTURE,
depending on what the user chooses. If retirement hours are not specified for a
REG or OT pay type, the COMPENSATION Hours In Day fields (if populated) will
be used to automatically calculate a value.

 (+/-)999.999 8 

Pay Type Q  17  Optional:  REG, MIS, OT, DCK, SHP, IRR, BCK, TRM, POF, NC1, NC2, NC3 XXX  3 

Tax Option R  18  Optional: 1, 2, 3 or space
If left blank in csv file:

•  If POSITION Supplemental Type = SUP1, then 1 is automatically assigned

•  If POSITION Supplemental Type = SUP3, then 3 is automatically asssigned

•  If POSITION Supplemental Type not SUP1 or SUP3, then 2 is automatically
assigned

 X 1 

Retirement option S  19  Optional: Y, N or space 
Y or Space = Yes 
N = No

X  1 

Pay Amount
Description

T  20  Optional  Alphanumeric  25 

Attendance
posting Flag 

U  21  Optional: Y, N or space
Y or Space = Yes

N = No

 X 1 

Board Distribution
Flag

V  22  Optional: Y, N or space
Y or Space = Yes

N = NO

X  1 

Leave Projection
Flag

W  23  Optional: Y, N or space
Y or Space = Yes

N = No

X  1 

Effective Date X  24  Optional: The effective date only applies to FUTURE entries. This date must be a
vaild date in the format of YYYYMMDD and should be in the future. CURRENT
entries will always contain zeroes since it is for the current payroll.

YYYYMMDD  8 

Label Y 25 Optional: The Label for a compensation record can be defined. Alphanumeric 

 



ATTERR

All errors will be displayed in the error report file  that is generated when running the Attendance Import. When a record is not(ATTERR.CSV)
valid it will be added to the error report as a CSV line with a ' I ' character at the end.  Everything after this is the error message:

AA,XXXXXXXXX,01,,20160520,AB,VA,1,D,320.000,1 | "Error message here"

The following fatal errors may be encountered during the import and are displayed on the ATTERR report.

Fatal Messages

Attendance for the day cannot total more than 1 day.
 If the tracking unit is "D" (daily) and the transaction length is greater than 1 or less than -1.

Attendance for the day cannot total more than 24 hours
 If the tracking unit is "H" (hourly) and the transaction length is greater than 24 or less than -24.

An Attendance entry cannot be posted to a position for which the job status is deceased.
An ATTENDANCE entry cannot be posted to a position for which the Job Status is deceased in POSITIONS

An Attendance entry cannot be posted to a position for which the job status is terminated.
An ATTENDANCE entry cannot be posted to a position for which the Job Status is terminated in POSITIONS

Appropriation account does not exist for budget account
Budget account to be charged does not have a corresponding appropriation account. ATDSCN record and UPDCAL records are
not written.

Board distribution flag must be Y, N or blank.  If not specified the default is Y
Can not determine compensation for posting transaction to payroll.  More than 1 active non-contract compensation. 
Date of transaction is not in YYYYMMDD format or is invalid based on the month and the number of days in the month (ie.
19990231 would be invalid since February does not have 31 days.)

Correct date formatting on the csv file would be YYYYMMDD.
Days worked = work days in contract.

The days worked cannot equal work days in the contract
Days worked exceeds work days in contract.

The days worked cannot exceed the work days in the contract.
District not set up to use XREF codes

XREF code has been supplied in the CSV record but the district's USAS configuration information indicates the district does not
utilize XREF codes. The record is not written to ATDSCN or UPDCAL.

 Invalid Activity Date. 
Date must be in YYYYMMDD format.  Date on the csv file is blank. 

Invalid (insert budget account related item here)
For example, invalid function per the current Blue Book standards. Budget account to be charged is invalid. Record is not written
to ATDSCN or UPDCAL.

Invalid Effective Date
Effective Date must be in YYYYMMDD format.

Invalid job number
If posting to UPDCAL and the job number is zero or not found, or a job number was supplied in the CSV file, but there is no
corresponding JOBSCN record on file for the SSN and job number.

Invalid pay type
Posting to UPDCAL and an invalid pay type (other than spaces) is found.

Invalid special cost center
Special cost center in budget account to be charged is not valid. Record not written to ATDSCN or UPDCAL.

Invalid transaction category
If an AT transaction type, the category must be either AT or SB. If an AB transaction type, the category must be one of the
following: CA, DO, HO, JD, MI, OT, PL, PR, SI, UN, VA.

Invalid transaction date
Transaction date is prior to 1970/01/01. Date of transaction is not in YYYYMMDD format or is invalid based on the month and the
number of days in the month (ie. 19990231 would be invalid since  February does not have 31 days.)

Invalid transaction type
Transaction type must be either AB or AT.

Invalid record indicator on record:
The record number specified does not contain a record indicator of AA.  Verify the information listed on the CSV file.

No Employee found for Employee #: XXXXXXXX
There was no match found in the employee master file for the SSN/Employee ID supplied in the CSV file. 

No position number provided or determined for payroll posting
A position number is not defined on the csv file for the related record.

The Appointment Type in the CSV file must match the Appointment Type on Position View. Employee #: XXXXXXXX
 The appointment type in the csv file must match the appointment type in POSITION screen.

The value supplied in the CSV file for the calculate gross option was invalid.  This field is optional.  If supplied it must be either
Y, N OR Space.
This Position / Employee is not eligible for personal leave

According to CORE/POSITION, the job/employee is not eligible for personal leave.
This Position / Employee is not eligible for sick leave

Corrections can be made to the ATTERR.CSV file, saved and then the ATTERR.CSV file can be uploaded in Attendance Import to load
the remaining records that initially showed as errors.



According to CORE/POSITION, the job/employee is not eligible for sick leave.
This Position / Employee is not eligible for vacation leave

According to CORE/POSITION, the job/employee is not eligible for vacation leave.
Leave Projection flag must be Y, N or blank.  If not specified the default is Y. 
Leaves records do not exist for Employee #: XXXXXXXXX

There is no CORE/LEAVES record on file for the SSN. This record must be present to post an absence for sick, vacation, or
personal leave.

No acct code, but has BRDDIS/LEVPRO.
Account code is needed if BRDDIS or LEVPRO flags are specified.

Pays paid = number of pays.
Pays paid cannot equal number of pays.

Position number could not be determined for payroll posting.
 Position number must be specified for this type of transaction.

String index out of range: XX
Account code needs to equal 28 digits

Too large. The unit amount on the csv file cannot be greater than 9999.999.
Tracking unit not equal to benefit unit

The tracking unit supplied in the CSV file (hours/days) does not match the tracking unit defined on the employee's
USPSCN/BENSCN record.

Transaction length cannot equal zero 
Unable to write ABSDET record

An error occurred while trying to write the ABSDET record. This generally means there is already a record on file with the same
key values.

XREF code not found
XREF code supplied on CSV record could not be found on the district's XREF file. Record not written to ATDSCN or UPDCAL.

 

Change Password

Change Password Video

 

If the user knows their old password they can change their password using the 'change password' option under the Utilities Menu.

 

Change Password Video

 

Import from Classic



Mass Load

MASS LOAD Criteria
Example of an Absence .CSV file:
 Example of an Attendance .CSV file:

The  program allows a district to import data into the USPS Redesign from an outside source. This may include, but is not limited to,Mass Load
Excel, Access, Lotus and other third party software's that have the option to export data in a CSV (Comma Separated Values) format. The Mass

 program reads the data, imports and validates it, then writes it to the USPS file structures, thus eliminating manual entry. This might beLoad
useful for a district converting to USPS or for a district processing mass updates to varying fields.

All possible field values are outlined in the Miscellaneous notes section, under the  Criteria. Any records with fields not meeting theMass Load
USPS possible values validity checks are rejected. A message is written to the reports indicating what record included invalid data.

The CSV being read by the  options can include the fields in any order. The file must contain a header record which includes all theMass Load
pre-defined field names (Req Column Desc) as the first record in the import file. The pre-defined field names are included in the  CriterMass Load
ia found in the Miscellaneous notes section of this chapter. The remaining records in the file represent the data values being loaded.

The   (If need more help with creating Detail Reports, Click ' ') can be used to create the header fileCustom Report Writer Custom Report Writer
for you. To do so,  you wish to import. Once the object is selected, add the necessary to import the object.Select the Object   'Identifying Fields'  (
These will be the required headers needed to correctly import the records. This list can be found below.) 



Once you have selected the correct identifying fields (view table below), you can also  you want to import.Select Properties

The detail report writer will also allow you to filter current records in the  tab.Configure Filters

Last, select the  tab.Generate Report

Select the Excel-FieldNames options, give the file a name and click generate report. This will create an Excel file you can now edit and export to
CSV to load data into Mass Load:



 

USPS Load File - can import file supplied by a third party software.  Must be comma separated values (CSV).
Importable Entities - object to be imported.

MASS LOAD Criteria

Object to be imported Identifying fields that must be included in the file

Employee number

Position number

employee.number

Each , has to be created on a separate .CSV file. The  below have to entered exactly howObject to be imported Identifying Fields
they are written. For more Identifying fields, please use the Custom Report Writer to find the field names. 'Select Object' to open up the
Property names and hover over the name with your mouse pointer: example. ('RegularItemConfig' Object - Employer Health Coverage
identifying field would be .employerHealthCoverage



Adopt Assistance Item Config

Annuity Item Config

Child Support Item Config

City Tax Item Config

Dependent Care Item Config

Employer Sers Item Config

Employer Strs Item Config

Federal Tax Item Config

Health Savings Account Item Config

Medical Saving Item Config

Medicare Tax Item Config

Ohio State Tax Item Config

Osdi Tax Item Config

Regular Item Config

Savings Bond Item Config

Sers Annuity Item Config

Sers Buy Back Annuity Item Config

Sers Item Config

Social Security Tax Item Config

State Tax Item Config

Strs Annuity Item Config

Strs Buy Back Annuity Item Config

Strs Item Config

code



Adopt Assistance Item

Annuity Item

Child Support Item

City Tax Item

Dependent Care Item

Employer Sers Item

Employer Strs Item

Federal Tax Item

Health Savings Account Item

Medical Saving Item

Medicare Tax Item

Ohio State Tax Item

Osdi Tax Item

Regular Item

Savings Bond Item

Sers Annuity Item

Sers Buy Back Annuity Item

Sers Item

Social Security Tax Item

State Tax Item

Strs Annuity Item

Strs Buy Back Annuity Item

Strs Item

configuration.code

employee.number

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Absence employee.number

activityDate

length

category

unit

category options include;

Calamity

Dock

Holiday

JuryDuty

Military

Other

Personal

Professional

Sick

Unknown

Vacation

Unit options include;

Daily

Hourly

Weeks

None



Attendance employee.number

activityDate

length

category

unit

 

category options include;

Attendance

Substituting

Unit options include;

Daily

Hourly

Weeks

None

Sick Leave

Personal Leave

Vacation Leave

Currently not implemented

Pay Account Currently not implemented

Date Master

Date Text Field Definition

name

propertyName

appliesTo

Applies To must be org.ssdt_ohio.usps.model.employ
ee.Employee

for each record

Date Detail

Select 'Employee' from the select box

number

customFields.testDate.date (Date to be imported)

customFields.testDate.dateText (Description)

 

In this example 'testDate' is the property name of the
Date Detail to be loaded. This part of the header will be
different for each Date. This can be found on the Date
Codes view.

 

Multiple dates can be imported per employee per file as
long as each date has the correct header.

Example of an Absence .CSV file:



 Example of an Attendance .CSV file:

 

 

 

 

Show Profile

 

        

User Profile will give detailed information about the user account currently logged into the USPS-R application.

 

It contains the username and the organization the user is logged into as well as any assigned roles to that user.



 

System
System menu contains programs that control how processing is defined and done on the system and other options that only an administrator
would access.

Automatic Payment Reconciliation Configuration

The  program is used to create an initialization file, that will define all the data that is to be Automatic Payment Reconciliation Configuration
extracted and placed on the sequential file to be sent to the bank.  This initialization file will also define all data that is returned from the bank to be
reconciled by the district. This file allows you to define the specifics of your import/extract routine - what and how you want to import or extract.
When setting up or  you specify the type of file layout (fixed length or comma separated) and what records are contained in importing  extracting,
the file. 

The Automatic Payment Reconciliation file must include all data fields to be extracted, the starting position of the data within each record, the field
length, picture, and field type as shown in the examples below.

The File Format must be equal to one of the following:

Import/Extract Type:

 - Indicating comma separated delimited file.  The Length is preset for each fieldCSV
Comma separated files place quotes around text fields and separate fields with commas. These files are simpler to work with
compared to fixed length files, as only the field order needs to be known.

 - All information is formatted with either valid data or spaces. Fixed Length fields are filled with spaces to a specified width.Fixed Length
Each field has an offset from the start of the line, and a length in number of characters.

Example:
SMITH, TODD                        10004A 12000.00 155 ESTELLINE RD.
123456789012345678901234567890123456789012345678901234567890

The start of the Name field is at position 1 and the length is 24. The Number field starts at position 25 and its
length is 6. Notice how the name starts at character position 1, and there is room for a long name, although not
all of the space is used with this one. The length of the name field is 24 characters.  Then the account number
starts at character position 25 in the file, and is 6 characters wide.  When you import Fixed Length files, you will
need to know the starting position and width of every field you want to import.

The Import and Extract file can be the same file format



1.  

2.  

The   file can include these data fields to be extracted and imported, the starting position of the data withinAutomatic Payment Reconciliation
each record, the field length, picture, and field type as shown below:

Field Types options -

Amount
Bank Account
Check Date
Check Day
Check Month
Check Number
Check Year
Payee Address
Payee Name
Void Flag

Length - The L  is how many characters the field can be. This will only relate to if the file is Fixed Length. Iength f the length for Bank Account is
12, then the field might contain 12 characters

Format - The  determines what characters can go in that field. i.e. Bank Account is defaulted to ([0-9]+) which means the data has to beFormat
any combinations of digits 0-9. Example; 4123456733 would be valid 32134A1344 would fail the constraint check

The Import Fields can be saved using the   option.  Once saved, clicked on  , select file'Saved Formats'

type and click on  .

Batch Jobs

Configuration

View Configuration
Edit Configuration

 

 This option allows the user to enter in Configuration details for any installed modules.

View Configuration

From the Admin menu select 'Configuration'



2.  
3.  

1.  

2.  
3.  

4.  

5.  

Click on Description of the one you would like to view.  It will highlight in Blue
A description box will open up to the right

Edit Configuration

 From the Admin menu select 'Configuration'

Click on  beside desired module
Make any necessary changes

Click on  to save the changes, click on  to leave as it was.

Custom Field Definition

Search Custom Field Definition
Highlight Viewer
Create Custom Field Definition
Edit Custom Field Definition

Inactivate a Custom Field Definition
Delete Custom Field Definition
Custom Field Definition Video



 

A "Custom Field" is a field that the district defines that is seen in the different interfaces when creating, editing, or querying a record.  Custom
fields are also available for reporting purposes.

Search Custom Field Definition

If additional columns on the grid are needed this can be done by clicking on the  button in the upper right hand corner of the grid
and check marking the column header name(s0 you want included on the grid. The order of the columns can be changed by simply dragging
them to the desired location.

The Custom Field Definition grid allows the user to search for existing records. You can enter in a few characters in any of the grid headings and
all occurrences of that search will show up and then you can choose the item(s) you are wanting to view or edit.  Example - Display Name  is one
of my grid options. If I type in %FI% (% is use as a wildcard) in the Display Name field, all occurrences of  the letters FI in the Display Name will

appear. You can then click on the or  delete  to perform the desired action on the Custom Field Definition to view the  to edit 
record.

The  can be utilized by clicking on the  in the upper right side of the grid. Advanced Search

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create Custom Field Definition

A Custom Field may be a code, date, money, text, web address, or a Boolean (true/false) field, as defined by the "type" selected when
the Custom Field is created.  Each Custom Field applies to a single type of data, for example, Vendor.   A Custom Field which has an
"applies to" of Vendor will only appear in the Vendor interface and when generating Vendor reports.

Some of the types have unique restrictions or capabilities:

https://wiki.ssdt-ohio.org/x/XgHfAQ


1.  

2.  

3.  

4.  

5.  

From the Admin menu select 'Custom Field Definition'

Click on 

Select the 'Type' of custom field from the drop down
 

Select the record that this custom field will apply to from the 'Applies To Record' drop down
 

Click on  

Money - will not accept dollar signs or commas

WebAddress - http:// or https:// is required at the beginning

BooleanType - will typically be represented as true or false, or as a checkbox which may be checked (true) or unchecked (false) 

Code - Allows optional entry of a list of valid codes and their related description.  When this Custom Field is used in a create or
edit, the user is presented with a drop down list allowing them to select from the list of valid codes.  If no valid codes are entered,
then this is just a text box where the user can enter their desired code.



5.  

 

The  is what appears as the field label when viewing, creating, or editing a record Display Name

 The  is already defaulted from your previous Custom Field Definition type setup.Type

The can be used to specify where in the selected area you would like your Custom Definition to appear.Order 

The field is already defaulted from your previous Custom Field Definition Applies to Record setup.Applies To 

If you wish for this Custom Definition to be  you will need to check Active

The is an abbreviation of the display name Ex-Display Name=Fingerprint Date  Property Name=FgrprtDate. The Property NameProperty Name 
is used in other places in the software where the field may be selected, such as in the advanced query and report properties selection boxes.

The refers to which group on the screen you wish this new field to be added to. Example- If I am adding a new Date on the Employee Group 
record and I want this to appear in the Dates section I would enter Dates in the Group field.

If you want this field to you will want to check  Display in Basic Query  

If you want this field to  you will want to check Display in Grid  

    6.  Click on to save the custom field to the system, click on to not save the custom field and return to the Custom
Field Grid



1.  
2.  

3.  

4.  

1.  
2.  

3.  

4.  

 

Edit Custom Field Definition

.Click on   in the grid beside the custom field to edit the custom field. Only fields that are allowed to be edited will be displayed

From the Admin menu select "Custom Field Definition"
Search for and select the desired custom field.

Click on the  beside the custom field you are wanting to modify.

Make the desired changes and click  to save the changes,  click   to remove the changes and leave the
record as it was.

Inactivate a Custom Field Definition

 If you wish for the custom field to no longer appear on the user interface.

From the Admin menu select 'Custom Field Definition"
Search for and select desired custom field

Click on the beside the custom field and uncheck the active box 

Click on   to save the changes, (the custom field will no longer appear in the 'applies to' interface), click   t
o remove the changes and leave the record as it was.

Delete Custom Field Definition

Click on the   in the grid beside the desired custom field.  A confirmation box will appear and you will be asked to confirm that you really
do want to delete this custom field.

 The Custom Field may be reactivated at a later time if desired by clicking the box next to Active  



Custom Field Definition Video

 

 

 

DBA

Database Administration

Modules

EMIS Contracted Service Module
EMIS Contractor Module
Email Notification Services
File Storage Module
Http Notification Services
LDAP Directory Authentication
Legacy Password Migration
Mass Change Service
Twitter Notification Services
USAS Integration Module
Windows Active Directory Service Authentication

Certain modules in the system can be turned on and off accordingly. To turn on a module you will click the  next to the module you

would like installed. To turn off a module you will click the  next to the module you would like to uninstall. 

Once selected, a green message box will appear at the top that informs the user that installation of the module may not take full effect until page
is refreshed and gives them a link to manually refresh.

EMIS Contracted Service Module

This module is used to setup the EMIS Contracted Service option on the EMIS Entry Screen.



To setup the EMIS Contracted Service option click the  next to the EMIS Contracted Service Module. The following message will be
displayed:

The EMIS Contracted Service Module will now be displayed as a tab on the EMIS Entry Screen

EMIS Contractor Module

This module is used to setup the EMIS Contractor option on the EMIS Entry Screen.

 

To setup the EMIS Contractor Module option click the  next to the EMIS Contractor Module. The following message will be displayed:



The EMIS Contractor Module will now be displayed as a tab on the EMIS Entry Screen

Email Notification Services

File Storage Module

Http Notification Services

LDAP Directory Authentication

Legacy Password Migration

Mass Change Service

The Mass Change Service Module will set up the Mass Change button option within most of the Core Menu selections.  A new button will appear
when mass change module is active.  The user has update access to the entity in question and also has the ADMIN_MASSCHANGE permission.

To setup the Mass Change Service Module option click the  next to the Mass Change Module. The following message will be displayed:



Once the process has been installed you will then see the 'Mass Change' option next to the 'Create' button on most of the Core menu Selections:

Twitter Notification Services

USAS Integration Module

The USAS Integration Module will set up the USAS Integration option on the main menu.

To setup the USAS Integration Module option click the  next to the USAS Integration Module. The following message will be displayed:

Once the process has been installed you will then see the USAS Integration option on the main menu.

Windows Active Directory Service Authentication

 

 

 

 

 

 

 

Monitor



Role

Highlight Viewer
Permissions
Create a Role
Search for a Role
Edit a Role
Delete a Role

 

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Roles are defined by the district to represent the basic functions, responsibilities, or tasks of users in the district.  Each role is granted one or more
"Permissions", each of which allows a specific functionality within the software.   For example, there are separate permissions which allow create,
update, delete, and/or view access to each main interface in the system.  Each user is then assigned one or more roles, thus granting them the
permissions related to those roles.

Roles are defined by the entity. Below are a few examples:

TREASURER

SUPERINTENDENT

SECRETARY

ASSISTANT_TREASURER

ACCOUNTS_PAYABLE

ACCOUNTS_RECEIVABLE



1.  

2.  

SECRETARY

TECH_COORDINATOR

TEACHER

Permissions

Permissions allow a user to perform certain functions within the software. Permissions are set up in a hierarchy. Granting access to the top level
grants all the access below it.  For example, employee's granted the PERSONNEL_USER  ROLE have the ability to access 'personnel' related
modules and some reports.  Can create, delete, update and view: 

 

In order to utilize the payroll software, your ITC must provide you with the necessary privileges to run the programs. You may have certain
employees in your district who need to utilize the contract information and other employees that are only involved with reporting EMIS data on
staff members, and should not be allowed to see contract information. USPS provides security mechanisms to allow your ITC to grant what is
called an "identifier" to each user. In this system, the user can be granted a "USPS" identifier and/or a "Personnel" identifier. The "USPS" identifier
allows the person access to all fields in the system pertaining to the contract information. The "Personnel" identifier would be granted to the
person who should only see the fields which need to be maintained for reporting information for EMIS, which would exclude information pertaining
to the contracts and other specific payroll data. An employee can also be granted identifiers to access both types of data, which is typical for the
Treasurer in the district.

Create a Role

From the Admin menu select 'Role'



2.  
3.  

1.  
4.  

1.  

2.  

5.  

Click on 
Enter in an Id and description

Grant the Role Permissions
Highlight the desired available permission

Click the arrow to the right to assign a permission and click the arrow to the left to unassign a permission

Click on   to create the Role, click on   to not create the Role and return to the Role grid

Search for a Role

The Role grid allows the user to search for existing account filters by clicking in the filter row in the  columns and entering in the desired grid
information. Click on any row of the search results to see a summary view of the record.  The  can be utilized by clicking on the Advanced Search

  in the upper right side of the grid.  

Edit a Role

Click on the  in the grid beside the Role to edit it. Only fields that are allowed to be edited will be displayed. Any user that is granted the
Role that is being updated will automatically assume the updates done to that Role once the changes are saved. 

To select more than one permission at a time hold the control key and click on each one

To select more than one permission in consecutive order highlight the first permission, hold the shift key and highlight
the last permission

https://wiki.ssdt-ohio.org/x/XgHfAQ
https://wiki.ssdt-ohio.org/pages/viewpage.action?pageId=33063050
https://wiki.ssdt-ohio.org/pages/viewpage.action?pageId=33063050


Delete a Role

Click on   in the grid beside the desired Role . A confirmation box will appear asking to confirm that the Role should be deleted.

 

 

 

 

 

Rules

Rule
Highlight Viewer
Create
Activate
Search
Edit
Disable Rule
Enable Rule
Delete 
More Information

 

Rule

A "Rules Engine" allows various types of business rules to be written in a text format and easily applied to the system "on the fly" – without even
logging out or shutting it down.  USPS-R comes with its own set of required business rules, as well as a number of optional business rules that the
district may enable or disable as they desire.  Customized rules can also be written for each district, either by district personnel with the
appropriate access to do so, or with help from their ITC or the SSDT.  A few examples of using customized business rules are custom validations,
sending email or Twitter notifications, or even updating fields based on certain criteria.  These can also be used in conjunction with Custom
Fields.

 

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

 Roles may only be deleted if the role is not assigned to any user record

Bundled means it came with USPS-R, mandatory means it can not be disabled.



1.  

2.  
3.  

Create

From the Admin menu select 'Rules'

Click on 
Enter in required rule information:



 

     4.  Click on   to ensure rule is correct

     5.  Click on   to create the rule, click on   to not create the rule.

Activate

Rules do not take affect as soon as they are saved.  In order to make a new or changed rule take affect, the user would click on 
.  This will reload all of the enabled rulesets and they will become effective immediately.

Check the enabled box if the user wants it to be in affect the next time the rulesets are activated



1.  
2.  

3.  

4.  

5.  

6.  

1.  
2.  

3.  

4.  

5.  

6.  

Search

The Rules grid allows the user to search for existing Rules on the system by clicking in the filter row in the  columns and entering in the grid
desired information. Click on any row of the search results to see a summary view of the record.  The  can be utilized by clickingAdvanced Search

on the   in the upper right side of the grid.

Edit

The options listed will depend if the rule is bundled and/or mandatory. If the rule is bundled and mandatory a user will only be able to view it. If the
rule is bundled and not mandatory the user will be able to view or disable it. If the rule is not bundled then the user will be able to edit, delete or
disable it. 

Click on the   in the grid beside the Rule to edit the record.

Disable Rule

A rule may be disabled if it is not mandatory.

From the Admin menu select 'Rules'
Search for desired Rule

Click on 

Uncheck the 

Click on  and close the pop up window

Click on  in order for the change to go into affect

Enable Rule

A disabled rule may be enabled at any time.  

From the Admin menu select 'Rules'
Search for desired Rule

Click on 

Check the 

Click on  and close the pop up window

Click on  in order for the change to go into affect

Delete 

Click on the    in the grid beside the desired rule.  A confirmation box will appear and you will be asked to confirm that you really do want
to delete this rule. A rule may be deleted if it is not bundled.

More Information

https://wiki.ssdt-ohio.org/x/XgHfAQ
https://wiki.ssdt-ohio.org/x/XgHfAQ
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2.  
3.  

Customized rules can also be written for each district, either by district personnel with the appropriate access to do so, or with help from their ITC
or the SSDT.  A few examples of using customized business rules are custom validations, sending email or Twitter notifications, or even updating
fields based on certain criteria.  These can also be used in conjunction with Custom Fields

 

User

User
Highlight Viewer
Create a User
Search
Edit
Change User Password
Delete 

 

User

 A "user" is a person that the software is designed for and is using it.  The username entered when creating the user is the username they will use
to log into USPS-R.    

Users are assigned one or more . Roles  The roles assigned to the user thus determine the access that user will have in the system.

 

Highlight Viewer

To use the 'Highlight Viewer', select the row in the grid to view.  The 'Highlight Viewer' on the right hand side will appear:

Create a User

From the Admin menu select 'User'

Click on 
Enter in required user information



1.  

    4.  Select a Filter from the drop down

    5.  Grant the User one or more roles

highlight desired roles

    6.  Click on   to create the user, click on   to not create the user.

Search

The User grid allows the user to search for existing account filters by clicking in the filter row in the columns and entering in the desired grid 
information. Click on any row of the search results to see a summary view of the record.  The  can be utilized by clicking on the Advanced Search 

  in the upper right side of the grid.

Edit

 Click on   in the grid beside the user to edit the record. Only fields that are allowed to be edited will be displayed.

To select more than one role at a time hold the control key and click on each one.

To select more than one role in consecutive order highlight the first role, hold the shift key and highlight the list permission.

https://wiki.ssdt-ohio.org/display/uspsrdoc/Grid
https://wiki.ssdt-ohio.org/display/uspsrdoc/Grid
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Change User Password

A user's password may be changed for them or if the user knows their password, they may also change it themselves by clicking on the Change
 link on the login page.Password

From the Admin menu select 'User'
Search for desired user

Click on 
Enter in the new password and verify it

Click on   to make the change, click to   to not change the password.

Delete 

 Click on   in the grid beside the desired user. A confirmation box will appear asking to confirm that the user should be deleted.

 

 

 

Reports
The Report module allows the user to generate a report from either a  listing of predefined reports or create a custom report using the "detail"
option.

ACH Submission

ACH Submission Report Options
ACH Submission Video

 

ACH Submission Report Options
It creates a file which is sent to the bank by some magnetic means. This file includes the employee name, transit routing numbers for the financial
institution, account numbers, and pay amounts for all the direct deposit employees.  Also, creates an ACH submission file for Health Savings
Account withholdings. Separate ACH file created for each HSA deduction processed, HSAACHXXX.SEQ.  The 'XXX' represents the deduction
code.

 

http://ssdt-web-26.nwoca.org:8090/display/uspsrdoc/Change+Password
http://ssdt-web-26.nwoca.org:8090/display/uspsrdoc/Change+Password


 

Pay Date:  Select a pay date from the calendar
Select the appropriate ACH Source from the drop-down boxACH Source: 

Default is Employee SSN will be includeInclude Employee SSN: 
         Drop-down options include:

Employee SSN will be included
Employee SSN will not be included
Replace employee SSN with employee ID

Sort By:  In the drop-down box you can select to sort by Employee Name or Employee Number
Report Format:  Default is PDF or you can open the drop-down box and choose another output option

Select, by placing a check mark in the box, of one or many payrolls from which to include Historical Payrolls: 

After you have selected your options, you can run the report by selecting 

Once you have reviewed the report, you can  

 

ACH Submission Video

 



 

 

 

 

Afford Report

Afford Report Options
Afford Report
Afford CSV
AFFORD Report Video

Afford Report Options

The AFFORD Report will assist in determining if an employee will exceed 30 hours per week or 130 hours per month and therefore, be classified
as full-time under the Affordable Care Act (ACA).  The report will be available in .pdf format.

The report file created is called Retire Hours For Affordable Care Act Report.pdf

Report Title:  The default is "AFFORD Report", but can be modified
Sort By:  Employee Number or Employee Name
Beginning Date:  This is the beginning date of your measurement period.

For the WEEKLY option, the beginning date should always be the first period beginning date from the first payroll you want
included.  Select a date from the calendar or enter the payroll beginning date for the start of the measurement period in
MM/DD/YYYY format. 



For the MONTHLY option, you should enter the first days of the month for the first payroll you want included in the measurement
period.  Select a date from the calendar or enter the first day of the month for the start of the measurement period in
MM/DD/YYYY format.

Ending Date: This is the ending date of your measurement period. 
For the WEEKLY option, the ending date should always be the last period ending date from the last payroll you want included in
the measurement period.  Select a date from the calendar or enter the payroll ending date for the end of the measurement period
in MM/DD/YYYY format.
For the MONTHLY option, the ending date should be the last day of the month for the last payroll you want included in the
measurement period.  Select a date from the calendar or enter the last day of the month in MM/DD/YYYY format.

 

Exclude based on termination date?  If this box is checked and an employee's termination date is prior to the ending date entered, the
employee will not be included on the report.  This will allow the district to optionally exclude terminated employees from being reported
since they would not be eligible for coverage per ACA rules.

 = Exclude employees whose termination date is prior to the ending date

 = Include ALL employees (even if terminated) if they meet all other specifications

Exclude employees with insurance?  If this box is checked and an employee currently has an active health insurance deduction set up,
the employee will not be included on the report.  It will use the Payroll Item Configuration Menu "Employer Health Coverage"  with a value
of "true" to determine which payroll item types to consider as health insurance.  A payroll item will be considered active if the start date of
the payroll item is before the ending date entered and the stop date on the poll item is after the ending date entered.  A payroll item is
also considered active when no starting or ending date is present on the payroll item.  

 = Exclude employees who have Employer Sponsored Insurance

 = Include ALL employees (with or without Employer Sponsored Insurance)

Calculate based on number of weeks or months?  This drop-down box allows for Weeks (based on 30 hours per week) or Months
(based on 130 hours per month)

Weekly = All calculations will be based on a per WEEK calculation
This option is required when 26 pays (bi-weekly) is used for payroll processing

Monthly = All calculations will be based on a per MONTH calculation
This option should only be used when 24 pays (semi-monthly) is used for payroll processing because a semi-monthly
payroll would include the first day of the month and last day of the month respectively.  The monthly option will NOT
provide accurate amounts when ran for a district with 26 pays since a single pay period may stretch across multiple
months.

Calendar for calculating breaks: This drop-down box provides a list of all calendar types available.
Per the ACA, any break of 4 or more weeks cannot be included in the counts used to determine if an employee has averaged 30
or more hours per week (or 130 hours per month) in a given measurement period.  
If you enter a calendar type, it will use it to determine if there is a break stretching more than 27 days and will exclude these days
from the calculated average.  Any combination of 28 consecutive days with a blank, C (calamity), or H (holiday) on the calendar
will be excluded in the calculations.
In theory, you could create and use one or more calendars to be used specifically for this report.

Select Pay Groups: Highlight to select those pay groups that you wish to report on from the Available box and move it over  to

the Selected box.  You can choose none or any number of pay groups to report on.  To remove from the selected box use   to
move it back to the available box.

Select Employees: Highlight to select those employees that you wish to report on from the Available box and move it over to the

Selected box.  You can choose none or any number of employees to report on. To remove from the selected box use   to move it
back to the available box. 

  For Semi-Monthly districts that don't use the 15th and last day of the month as your pay dates, you will want to use
the Beginning Period Date of your first payroll of the month.  

For Semi-Monthly districts that don't use the 15th and last day of the month as your pay dates, you will want to use the
Ending Period Date of your last payroll of the month.



   or  .After you have all the selections entered, you will want to

Afford Report

The Afford Report is a detail report that is reported at the employee level to help the user in determining if the employees average hours are >= 30
hours per week or >= 130 hours per month.  If the employee averages 30 or more hours per week or 130 hours or more per month, a double
asterisk ( ) will print next to the Total hours per week or month for the employee.  In addition, the report will provide a Total Number of**
Employees Exceeding 30 hours per week or 130 hours per month count at the bottom of the report.

The hours per WEEK calculation is: Total Hrs / (Total days / 7).
The Total Hrs is the total retirement hours from Payroll Payments  + the adjustment retirement hours taken from Adjustments for SERS/STRS
hours.
The Total days are determined by taking the beginning date used for AFFORD or the calendar start date from Positions (it uses the date from
whichever position is most recent).  It then subtracts the ending date used for AFFORD or the employees termination date (if checked to use the
termination date as a criteria) and uses whichever is LEAST recent).  If there are any breaks of 28 or more consecutive days from the BREAK
calendar, those days are also subtracted from the total days.  It divides the total days by 7 (it includes weekend days and there are 7 days in a
week).

The hours per MONTH calculation is:  Total Hrs / (Total days / number of months between beginning and ending date).
The Total Hrs is the total retirement hours from Payroll Payments  + the adjustment retirement hours taken from Adjustments for SERS/STRS
hours.
The Total days are determined by taking the beginning date used for AFFORD or the calendar start date from Positions (it uses the date from
whichever position is most recent).  It then subtracts the ending date used for AFFORD or the employees termination date (if checked to use the
termination date as a criteria) and uses whichever is LEAST recent).  If there are any breaks of 28 or more consecutive days from the BREAK
calendar, those days are also subtracted from the total days.  It divides the total days by the number of months between the beginning and ending
date.

You must select at least one pay group OR one employee in order to create a report.



Afford CSV

 

AFFORD Report Video

 

Custom Report Creator

 

Detail Report

The detail reports option allows for dynamic reporting of all data objects in USPS-R.  It allows the user to filter the data using basic or advanced
query criteria, determine which columns to include on your report and the order of the columns, and do control breaks with totals.  You can output

Theto a variety of formats including text, pdf, excel, and csv format, along with other lesser known formats, and select page size and orientation.  
report criteria can be saved under a given name on the Configure Filters option by selecting 'Save Query'.  A list of saved reports is available
under the 'Restore'   option.  All report criteria will be restored as defaults and can then be overridden as needed before generating the report. The 



detail report options will allow the user to jump ahead to any screen (or back to a prior screen) so long as required information has already been
selected (i.e., the object and properties have been selected).

Select Object

'Select Object' or choose a saved report from the drop down .  A file can be imported by using the  option.  'Restore'  'Import Report'

The 'Report Manager' option gives you a listing of all report definitions saved from the detail report view:

The  option will allow users to load the properties into the detail report view

The  option is a download button.  Users can download and share their report definitions with anyone by sending them the
downloaded file.  The recipient could then Import the File (from Detail Report view) and save it to their reports:

The  option is used to delete the 'Saved Report Definitions':

Select Properties

Select the properties to be included on the report by double-clicking the properties from left or Drag and Drop them into the box.  Reportabl
e properties are available for nearly all possible related data types.  The properties within those related data types are expandable by

Once the user has selected the desired properties, they can sort the columns as they wish to appear on the report. clicking on the . 



Sorting Properties

Properties that are selected are displayed in a column on the right hand side as they were chosen. If desired, included properties
may be re-ordered using the drag and drop method or as well as the priority of the sort by selecting a number from the 'Sort Priority'

drop down box .  Properties selected can be sorted in Ascending or Descending (lowest to highest) order by using the 'Sor
 option.t Order'



Customize Properties

 For each property, the user may customize the following:

Suppressed: the property will not appear on the report. This is useful if the user selects a property for control break purposes
but does not want it to appear on each detail line of the report.
Sort Order: sort the property in ascending (lowest to highest) order
Suppress Repeating: If the same value appears on consecutive detail lines, suppress the repeating value. Example: This may
be useful if the user were creating a listing of employee checks.  They may want the employee number and name to print on the
first line, but not print again until the employee changes.
Control Break: if the property changes, it will bold the change. For example if you run a budget report and sort/control break on
the fund every time there is a new fund it will bold the fund number. 
Page Break: advance to the next page when the property value changes
Function: available on a numeric property which will allow the user to get subtotals, average, min or max. 
Remove: to delete a property field

 

Configure Filters

Allows the user to include or exclude specific properties within the object to be included on the report by double-clicking the properties from left or
Drag and Drop them into the box.  For example when selecting 'Hire Date', the user only wants to see the employee's Hired after 01/01/1995, they
can use the 'Filter Value' to include only employees Greater_Than 01/01/1995. Please refer to the  for more information on how toQuery chapter
query.

The  option is used to save the query generated. 'Save Query'
The 'Load Saved Query' are prior saved queries for that Property. 
 

Display Name is the properties selected

Operation is a process or validation to determine a particular presence or quantity:

Equals- equal
One of - list of possible values; must be separated by commas
Not equals-not equal

If the user wants to 'Control Break' by a particular property it must be included in the 'Sort Priority' column.

https://wiki.ssdt-ohio.org/display/uspsrdoc/Query


Like - begins with
Contains -  consists of

Positions example: "positionDescription.contains sub" will search for Positions with the word "sub" anywhere in
the Position Description field.

Between - range; values must be separated by commas
Payments/Payroll:"paymentTransactions.payment.number.between 10247,10273" will search for Payroll numbers
between 10247 and 10273

is Null() - blank
Not Null() - not blank
Greater than- greater than
Greater or equal - greater than or equal to
Less than- less than
Less or equal- less than or equal to
Not one of - exclude list of possible values; must be separated by commas
sort - to place in order; always places in ascending order only 

attendance example: "activityDate.sort" will sort attendance by activity date
Type-See Property Fields below

Filter Value - is a value entered by the user based on what they are searching for and the property field type; for some operations this may
be a list or range with the values separated by commas.

Remove  is used to delete a property field

Generate Report

Report Options

 The report options contains the following options:

Format: the report can be saved as: PDF (download), PDF (inline), Comma Separated Values, Excel, View (html), Plain Text, XML or
Jasper Report Design
Page Size: Letter, Legal, Halfletter, Note, Ledger
Orientation: Portrait or Landscape
Name: Enter the name to be displayed on the top of the report
Save As: To save the report settings to be recalled, enter a name in the 'Save As' box (Top of Page) and click on 'Save Report'
Generate Report: to create the report using the format specified



Employee Report Example: 

 

 

 

ODJFS Report

 

ODJFS Report Options
Warning Messages:

ODJFS Report Video

ODJFS Report Options

 

This program is used by the System Manager to generate the ODJFS Form JFS 66117, Transmitter Report of Magnetic Media. This report along
with the ODJFS magnetic media is forwarded to the Ohio Department of Job and Family Services on or before the 28th day of the month following
the end of the quarter being processed.

The files created by districts using the ODJFS Report program are named ODJFS.YYQ#, where YY refers to the last two digits of the reporting
year and Q# refers to the quarter number being processed. For example the file for the First quarter of the 2016 reporting year would be called
ODJFS.16Q1.

 

 

This option can only produce a Report for now, in the near future, an option to Generate a File will be added



Warning Messages:

No compensation to calculate hours in a day for potential partial dock absence for employee number XXXXXXXXX, activity date:  Tue Mar 01
00:00:00 EST 2005, unit: Daily, length: 1

Number of weeks for ODJFS exceeds the maximum possible number of weeks for the quarter (13).  Maximum number of weeks for quarter will be
reported to ODJFS.

ODJFS Report Video

 

Quarter Report

Quarter Report
Sample Quarter Report
Quarter Report Video

Quarter Report

The Quarter Report program generates a report of quarter-to-date figures for employees and provides information necessary to complete the IRS
Form 941 Quarterly statement.

Sample Quarter Report

 







Quarter Report Video

 

SERS Monthly Report

 

SERS Monthly Report Options
SERS Monthly Report 
Warning Messages
SERS Monthly Report Video

SERS Monthly Report Options

The payroll system is setup to run/process/submit pay to SERS on a monthly basis.  SERS will be changing this process here in the near future to
a PERPAY basis, similar to STRS. But for now, the districts will run the SERS Monthly Report to generate a report and make corrections as
necessary.  Once the data is correct, run Generate File to create a  file for monthly reporting of information to SERS.

 

Report Title: Default title is SERS Monthly Report, but can be changed
Select the SERS reporting month from the drop-down boxMonth:  

Select the SERS reporting year from the drop-down boxYear:  
Select Employee Name or Employee SSN from the drop-down boxSort By:  

Default is set with PDF, but can be changed from the drop-down boxReport Format: 



After selecting your options you can then 

After you are verified the report and made any necessary changes, you will then .  This will create a .csv file that can be
uploaded to SERS through their website.  

SERS Monthly Report 

Warning Messages



1.  

2.  

3.  

No compensation to calculate hours in a day for potential partial dock absence for employee number XXXXXXXXX, activity date: Sat Feb 01
00:00:00 EST 2014, unit: Daily, length: 1 

SERS Monthly Report Video

 

SERS New Hire Report

SERS New Hire Report Options
SERS New Hire File Layout 

Header Record Layout 
Enrollment Detail Record Layout

SERS New Hire Report Video

SERS New Hire Report Options

This option allows the user to create a new employee enrollment file to upload to the SERS website. SERS New Hire will create a report and can
create a submission file for new employees, rehired employees and employees who have had a lapse in service. 

 

Enter the SERS New Hire Report Options if you choose to change the Report Title.

Generate the Report by clicking  

Generate the submission file by clicking  and then go to the SERS website to upload and submit to SERS.

 

SERS New Hire File Layout 

Header Record Layout
Detail Record Layout

Criteria needed for an employee to be on the SERS New Hire report- An employee has to have a SERS payroll item with the new

employee box checked  and hold a position that has SERS as the retirement code and a position hire date no
more than 60 days before today's date for the employee to be eligible for the report.



Header Record Layout 

Field

Nbr 

Start
Position 

Field
Description 

Field
Length  Comments

1 1 Record Identifier 2 Identifies file header record

The value must be "EH"
Mandatory 

2 3 Employer ID 5 A unique five digit number
assigned to each employer by SERS.

3 8 Field 3 8 For future use

Must contain eight zeroes 

 

4 16 Field 4 8 For future use

Must contain eight zeroes 

5 24 Record Count 6 Indicates the number of detail (Enrollment)
records present under the header

Must be numeric
Mandatory
(This field has a unique identifier, i.e. 
Datetime stamp of the file in 
yyymmddhhmmss format. It is used to
reject the file if another file with the same
unique identifier is submitters to SERS.)

6 30 Unique ID 14 Hours is 24 hours layout.
(The ID should be generated based on the
following information: Current date with hours,
minutes, seconds and is left justified. e.g.
20120614010434). 

7 44 Field 7 328 For future use

Must contain spaces 

Record size = 371

Enrollment Detail Record Layout

Field
Nbr 

Start
Position 

Field
Description 

Field
Length  Comments

1 1 Record Identifier 2 Identifies Enrollment Detail record.

The value must be "ED"
Mandatory

2 3 SSN 9 The Social Security Number of the 
employee. 

It must be numeric
It cannot be blank 

3 12 Last Name 25 Employee's last name

It cannot be blank 

4 37 First Name 25 Employee's first name

It cannot be blank 



5 62 Middle Name 25 Employee's middle name

It can be blank 

6 87 Name Prefix 14 Employee's prefix name

It can be blank

Valid values include:

Ms.
Mr.
Mrs.
Dr.
Miss
Sister
Honorable
Council Person 

7 101 Name Suffix 4 Employee's suffix name

It can be blank

Valid values include:

Jr.
Sr.
I
II
III
IV
V
MD
CPA
ESQ 

8 105 Employer ID 5 A unique five-digit number assigned to 
each employer by SERS.

It cannot be blank 

9 110 Address1 50 Address 1 line of the employee's address.

It can be alphanumeric
It cannot be blank 

10 160 Address2 50 Address 2 line of the employee's address.

It can be alphanumeric
It can be blank

11 210 Suite 10 The suite, apartment, unit or building of 
the employee's address.

It can be blank. 

12 220 City 50 The city where the employee resides.

It can be alphabetic
It cannot be blank 

13 270 State 2 The two letter state code of the employee's
address.

It must be two character alphabetic.
It must follow the standard two character
code, e. g. OH or Mo.
It cannot be blank. 

14 272 Zip 5 Zip code of the employee's address

It must be numeric
It cannot be blank 



15 277 Zip4 4 Zip +4 of the employee's address

It must be numeric
It can be blank 

16 281 Date of Birth 8 Date of Birth of the employee.

It must be numeric
It cannot be blank
Format is CCYYMMDD

Example: 19750101 (The first four digits 
should represent the year, followed by a 
two-digit month and a two-digit day.

For single digit months like January, the 
month value should be preceded by a 0, 
as in January = 01. The same applies to
the day. 

17 289 Gender 1 Gender of the employee

M for Male or F for Female
It cannot be blank 

18 290 First Date of Service 8 Employee's first date of service

It must be numeric
It cannot be blank
Format is CCYYMMDD 

Example: 19750101 (The first four digits 
should represent the year, followed by a 
two-digit month and a two-digit day.

For single digit months like January, the 
month value should be preceded by a 0, 
as in January = 01. The same applies to
the day. 

19 298 Job Classification 2 Job classification of the employment

Allows two-digit numbers
It cannot be blank 

Valid values include:

01 Administrative
02 Clerical/Secretarial
03 Custodial/Maintenance
04 Educational Aide
05 Food Service
06 Transportation
07 School Board Member
08 Supplemental
09 Other 

20 300 Field 20 1  For future use

It must contain the letter N.
It cannot be blank. 

21 301 Marital Status 3  Marital Status of the employee.
*It can be blank

Valid values include:

SIN - Single
MAR - Married
SEP - Separated
DIV - Divorced
WID - Widowed 

22 304 Field 22 8  For future use

Must contain eight zeroes 



23 312 Phone number 10  Phone number of the employee

It can be blank
Only numbers are allowed
Must be 10 numeric digits 

24 322 Email 50  Email address of the employee

It can be blank
If not blank, it must be alphanumeric
and dot (.) and at symbol (@) are required 

Record size = 371

 

SERS New Hire Report Video

 

STRS Monthly Report

STRS Monthly Report Options
Warning Messages
STRS Monthly Report Video

 

STRS Monthly Report Options

Once the last payroll for the month is complete, you can run the STRS Monthly Report option for balancing purposes. This report, called STRS
Monthly Report will list month to date earnings, contributions, days, and fiscal to date earnings, contributions, and days.

Report Title: Default title is STRS Monthly Report, but can be changed
Select the STRS reporting month from the drop-down boxMonth:  

Select the STRS reporting year from the drop-down boxYear:  
Select Employee Name or Employee SSN from the drop-down boxSort By:  

Default is set with PDF, but can be changed from the drop-down boxReport Format: 

After selecting your options you can then 

Warning Messages



1.  

2.  
3.  

1.  

1.  
2.  

1.  

1.  

2.  

3.  

 No compensation to calculate hours in a day for potential partial dock absence for employee number XXXXXXX, activity date: Sat Feb 01
00:00:00 EST 2014, unit: Daily, length: 1

STRS Monthly Report Video

 

STRS New Hire Report

STRS New Hire Report Options
STRS New Hire Record Layout
STRS New Hire Report Video

 

STRS New Hire Report Options

This option allows users to create a New Employee Enrollment file to send to STRS.  STRS New Hire Report will create a report and can create a
submission file for new employees and employees who have had a lapse in service.  A rehired retiree MUST be reported manually on the

 The user will run STRS New Hire Report if they do not wish to enter the new employee enrollment information in the STRSSTRS website.
website. 

Enter the STRS New Hire Report Options if you choose to change the Report Title.

Generate the Report by clicking on    
Generate the submission file. There are 2 options available:

To generate the submission file immediately:

Click on   to send the Submission file  to STRS. immediately
 To generate the submission file at a later date:

Click on   and then at a later time you can submit it to STRS.  At a later date you
would perform the following:

Find the STRS New Hire csv file and click the  

Upload the file by clicking 

Submit the file by clicking  

 

 



STRS New Hire Record Layout

Field

Nbr 

Field
Name  Description

Start
Loc 

Field
Length  Format Required

Valid
Values 

1 Record Type Identifies record for STRS Ohio processing  1 4 Char(4) Required NM=New Hire

2 Employer Id Assigned by STRS. (The first digit for city
school districts is the letter "c") 

5 4 Char(4) Required STRS Ohio
Employer Nbr 

3 First Date on Payroll Date employee starts work 9 10 Date
MM/DD/CCYY 

Required Date

4 Social Security 
Number

Social Security Number of employee 19 9 Integer(9)
ZZZZZZZZ9 

Required Numeric

5 Last name Last name of employee 28 25 Char(25) Required No punctuation
except dash 

6 First name First name of employee 53 15 Char(15) Required No punctuation
except dash 

7 Birth Date Birth date of employee 68 10 Date
MM/DD/CCYY 

Required Date

8 Gender Gender of employee 78 1 Char(1) Required F=Female
M=Male 

9 Address Delivery address 79 40 Char(40) Required No punctuation
except dash 

10 City Name City Name 119 20 Char(20) Required  

11 State Code United States Postal Service (USPS)
abbreviation for state 

139 2 Char(2) Rquired USPS assigned
State Code
** = Foreign address 

Criteria needed for an employee to be on the STRS New Hire report- An employee has to have a STRS payroll item with the new

employee box checked  and hold a position that has STRS as the retirement code and a position hire date no
more than 60 days before today's date for the employee to be eligible for the report.



12 Zip Code Code assigned by United States Postal
Service (USPS) to identify a specific geographic
delivery area 

141 5 Integer(5)
ZZZZ9 

Required 
(Domestic
address) 

Numeric

13 ARP Identifies higher education faculty eligible to 
elect an alternative retirement plan (ARP). Note:
Only applicable to college & university employers 

146 1 Char(1) Optional Y= Eligible for ARP
N=Ineligible/Not
applicable 

14 Reserved Space reserved for future use 147 110 Char(110) Reserved Spaces

Total record length = 256

 

STRS New Hire Report Video
 

 

STRS Report

STRS Report Options
STRS Report Video

 

STRS Report Options

 



1.  
2.  

3.  

4.  
1.  

1.  
2.  

1.  

1.  

2.  

3.  

 

After you have completed a payroll, you have five working days from the pay date to submit a file to STRS that is created using the
STRS Report of the STRS Report Options program.

Select a payroll from the Historical Payrolls section that is to be reported and submitted to STRS.
Enter all the STRS Report Options such as the report title, sort by, payment method, check or transaction number and the report format.

Generate the Report by clicking on  .  This report will list employee earnings, contributions and days
pertaining to the specified pay date.
Generate the submission file. There are 2 options available:

To generate the submission file immediately:

 Click on to send the Submission file  to STRS. immediately
 To generate the submission file at a later date:

Click on   and then at a later time you can submit it to STRS.  At a later date you
would perform the following:

Find the STRS csv file by clicking on  and finding the STRS Report you wish to upload.

Upload the file by clicking on 

Submit the file  by clicking on

 



STRS Report Video

 

ODJFS New Hire Report

ODJFS New Hire Report Options 
ODJFS New Hire Report Video

 

ODJFS New Hire Report Options 

 

The ODJFS New Hire Report is designed to assist in the reporting of new employees to the Ohio Department of Human Services. This reporting
is to be done within 20 days of the employee's hire date.

When employees are added to the Payroll files, the 'New Hire Reported ODJFS' field in the Employee module is either blank or a check mark.  A
blank indicates the employee has not been reported to the Ohio Dept of Human Services yet and a check mark shows that the employee has
been reported. 

Before you can generate a ODJFS New Hire Report you need to select the employees from the grid.  Employees who appear on the left column
of the grid are those who have NOT been reported to ODJFS .  To select employees individually, click on the employee and hit the right arrow and
they will move to the right column for employees to be reported.   To select several employees, you can click on the selected employees while
holding down the ctl key and and then click the right arrow.  If you want to select a large group or the entire group, click the first employee you
want to select, then click ctl + shift and then click on the last employee to be included and then click the right arrow.  To remove employees from
the report and move them back to left side of the selection, select the employees on the right side of the grid and hit the left arrow key.

After you have selected your employees , click on the 'Generate Report' button and a PDF file will be created for the district to review.  If the
report looks correct, then you need to generate a CSV submission file.  The submission file that is created should be submitted to the Ohio New
Hire Reporting Center.  The CSV submission file will have the name HIRE then the Districts Federal EINHIRE123456789ccyymmdd.CSV 
number, then the current date and .CSV.  Please refer to the Ohio New Hire Reporting website for further details on transferring the file
electronically. 

The 'New Hire Reported ODJFS' field for those submitted to Ohio New Hire will now have the flag checked in the employee module (prior to
running this program, it was a blank).

Note: The true SSN of the employee will be reported to The Department of Human Services.

 

 

ODJFS New Hire Report Video



 

W2 Report

The W2 Report module creates a report used for reporting W2 wage information at calendar year end.

 

W2 Report Options
Creating a W2 Report

W2 Report sample:
Creating the Submission File 

Creates W2TAPE Submission file:
Creates CCA W2 Submission file:
Creates RITA W2 Submission File:

Create W2 Forms
Example of a W2 Form:

Create W2 XML:
Example of a W2 Form Data XML:

W2 Report Video

W2 Report Options

Output Type - 

Reports
Submission
Forms
XML

Creating a W2 Report

 



Format - Output format desired.  Default is PDF.

PDF (download)
PDF (inline)
Comma Separated Values (CSV)
Excel
View (html)
Plain Text
XML
Jasper Report Design
Excel-Data
Excel-FieldNames

Report Title - Default is W2 Report, but can be modified.

Federal ID Number - Defaulted to district's Federal ID Number.

State ID Number - Defaulted to district's State ID Number.

Kind of Employer - Available choices from the drop-down box: 

F,  Federal Government
S, State and Local Governmental Employer (non 501c)
T, Tax Exempt Employer
Y, State and Local Tax Exempt Employer (501c)
N, None apply

Sort Options - Available choices from the drop-down box:

Employee SSN
Employee Name
Building/Department and Employee Name
Building/Department, Pay Group and Employee Name
Pay Group
Zip Code and Employee SSN
Zip Code and Employee Name
Check Distribution and Employee Name

Report for Year - Select reporting year from available choices from the drop-down box.

W2 Report sample:







Creating the Submission File 

Employer Name - Enter your school district name

Employer Address first line - Address of your school district

Employer Address second line - Additional address info for your school district

Employer City - City of your school district

Employer State - State of your school district

Employer Zip Code - Zip Code of your school district

Contact Name - The contact name information will be used on the W2Tape file and should be the contact person at the district (treasurer, payroll
clerk) that would be able to address any questions from the IRS regarding the W2Tape. The contact name can only contain A-Z, a-z, 0-9, space,
period, hyphen and apostrophe. ***REQUIRED***

Contact Phone Number - Enter the employer’s contact telephone number with numeric values only (including area code). This would be the



contact telephone number of the person (treasurer, payroll clerk) that would be able to address any questions from the IRS regarding the
Do not use any special characters. Example: 1112223333W2Tape. 

Contact Phone Extension - Enter the employer’s contact telephone extension with numeric values only. This would be the contact telephone
Do not use anyextension of the person (treasurer, payroll clerk) that would be able to address any questions from the IRS regarding the W2Tape. 

special characters. Example: 4444

Contact Fax Number - If applicable, enter the employer’s contact fax number with numeric values only (including area code). This would be the
Docontact fax number of the person (treasurer, payroll clerk) that would be able to address any questions from the IRS regarding the W2Tape. 

not use any special characters. Example: 5556667777

Contact Email Address - Enter the employer’s contact E-Mail/Internet address. This would be the contact e-mail address of the person
This field may be upper and lower(treasurer, payroll clerk) that would be able to address any questions from the IRS regarding the W2Tape. 

case.

If you are providing an Employer Contact E-Mail address, then the rules for entering a valid E-Mail address are as follows:

 Must contain only one @ symbol
 Must not contain consecutive periods to the left or right of the @ symbol
 Must not contain empty spaces to the left or right of the @ symbol
 Must not contain a period in the first or last position
 Must not contain a period immediately to the left or right of the @ symbol
 Must not contain an @ symbol in the first or last position
 Must contain a top-level domain approved by Internet Assigned Numbers Authority (IANA)
 Must not contain characters other than alphanumeric, hyphens or periods to the right of the @ symbol
 Must not contain hyphens immediately to the right of the @ symbol, or before or after a period
 Must contain either alphanumeric characters, or the following keyboard characters, to the left of the @ symbol: (~!#$%^&*_+{}|?’-= / `)

After selecting your choices, you are ready to:

Creates W2TAPE Submission file:

Creates CCA W2 Submission file:

Creates RITA W2 Submission File:



Create W2 Forms

Example of a W2 Form:



Create W2 XML:



Example of a W2 Form Data XML:



W2 Report Video

 

Report Manager

Generate and Download Report/Share Saved Report
View Saved Report
Edit Name, Description and Tags
Delete Saved Reports
Download Report Definition
Share Saved Report via a Role
 Favorite

Users have the ability to create a customized detail report and save the report definitions. Any saved report definitions will show under the 'Report



1.  

2.  
3.  

4.  

1.  

2.  

1.  

2.  
3.  

Manager' grid.  Previously saved report definitions may be viewed, deleted and downloaded. If the user views the report definition it will take them
to the ' ' option where they can generate the report or make changes to the previously saved report definition and generateCustom Report Creator
a new report.

Generate and Download Report/Share Saved Report

 From the Report Menu select 'Report Manager'

Click on  beside the desired report
Enter in the printing report options

 Click on 

     5.  Once it is saved it can be sent to others via email where they can then import it into the Report/  to be generated asCustom Report Creator
well as save the report to show in their 'Report Manager' grid.

View Saved Report

From the Report Menu select 'Report Manager'

Click on beside the desired report

Edit Name, Description and Tags

To edit the Report Name, Description and Tags, click on   .

Enter in desired data and select 'Save' to update the requested information or select 'Cancel' to return to Report Manager Grid.

Delete Saved Reports

From the Report Menu select 'Report Manager'

Click on beside the desired report
The user will be given a confirmation box to confirm the deletion. 

We recommend saving the file and not opening it. If the user chooses to open the file they need to be careful not to make any changes
to it as it could corrupt it and not allow it to be imported.

This will take the user to the Report  interface where they can see all the options chosen for that Saved Report 'Detail'



1.  
2.  

3.  
4.  

1.  

5.  

Download Report Definition

To download and save report definitions, select  beside the desired report

From here you can either 'Open' the report or 'Save' it to your computer or 'Cancel' to return the 'Report Manager' Grid

Example of a 'Report Definitions':

Then this can be sent to other employees to be revised and generated for their use.

Share Saved Report via a Role

From the Report Menu select 'Report Manager'
Search for desired saved report via the filter row on the grid or the advanced search

Click on . A window will open listing all the Roles currently on the user's system
Check beside the desired Roles to grant access to this saved report

Any user with the checked Role will now see the report in their
'Report Manager'.

Click on to save the change or click on to return to the Report Manager grid and not assign the report to
a role.

 Favorite

A report can be marked as a 'Favorite'  and it will show up on the  option page under the 'Report Links' Favorites'Home'



 

 

Employee Master

Create an Employee Master Listing
Sample Report of Employee Master Listing

 

The Employee Master Listing is a report that reflects the Core program data element fields. The report may be run for all employees or specific
employees. Selection choices determine which employees will appear on the report. Only those employees meeting all criteria selected will be
reported.

Create an Employee Master Listing

Go to Reports/Employee Master:



Sort By:  Employee Number
                Employee Name

Print one employee per page? 

= Prints one employee per page

= Prints more then one employee per page

Include concealed employees?

= Includes concealed employees 



= Excludes concealed employees

Print biographical (Employee) information?

= Print biographical (Employee) information

= Do not print biographical (Employee) information

Print contract (Position/Compensation) information?

= Print contract (Position/Compensation) information

= Do not print contract (Position/Compensation) information

Print benefits (Leaves) Information?

 = Include benefits (Leaves) information

 = Exclude benefits (Leaves) information

Print To-Date totals by pay type?

= Print To-Date totals by pay type

= Do not print To-Date totals by pay type

Print pay account information?

= Print pay account information

= Do not print pay account information

Print Payroll Item Information?

= Print Payroll Item information

= Do not print payroll Item information

Print User Defined Fields?

= Print User-defined Information

= Do not print User-defined information

Pay plan

Biweekly
Semi-monthly
Monthly

Marital Status

Single
Married
Unstated

Gender

Male
Female
Unstated

Pay Unit

Daily



Hourly

Appointment Type

Certificated
Classified

 Pay Activity

All Activity
Current Quarter
Current Fiscal Year
Current Calendar Year

Contract Start Date range FROM:

Contract Start Date range TO:  

= Exclude specific Employees?

= Include specific Employees? Select Employee   and click on ADD:

= Exclude specific Buildings?

= Include specific Buildings? Enter in the Building Code needed and click on ADD:

= Exclude specific Departments?

= Include specific Departments?  Enter in the Department needed and click on ADD:



= Exclude specific Job Statuses?

= Include specific Job Statuses?  Select Job Status needed by clicking on the to move from Available to the Selected
category:

= Exclude specific Pay Groups? 

= Include specific Pay Groups?  Select Pay Groups by clicking on the to move from
Available to the Selected category:

 

= Exclude specific Payroll Item Configurations?

= Include specific Payroll Item Configurations? Select Payroll Item Configurations by clicking

on the to move from Available to the Selected category:

 



 After you have all the selections entered, you will want to

Sample Report of Employee Master Listing



 



 

STRS Advance

The STRS Advance program provides you with a report and tape file of the STRS annual report information. It also provides you with a report of
all the jobs that will not be advanced. This report can be used for verification purposes.

 

 

Employee Master Report

The Employee Master is a report that reflects the Core program data element fields. The report may be run for all employees or specific
employees. Selection choices determine which employees will appear on the report. Only those employees meeting all criteria selected will be
reported.



Employee Earnings Register

The Employee Earnings Register program can be run for one or all Employees and Pay Groups receiving a pay check. By leaving the 'Selected'
box empty, will include all Employees or Pay Groups.  The report is based on payroll pay dates.

You may also enter ranges of dates. For example, activity for an entire quarter or calendar year can be generated by specifying the applicable
dates.

You may also select to Include Concealed Employees and Employer Paid Amounts. 

The program generates a report file called Employee Earnings Register Report.



Pay Date Earnings Register Report





 

Perfect Attendance Report



Report Title - Perfect Attendance Report is the default file name.  This can be changed by entering a new file name in the Report Title
field
Single Date Selection field offer the option of entering a single date for report generation.  The Single Date field may be left blank.
Begin Date field offers the option of entering a Begin Date
End Date field offers the option of entering an End Date
Use FYTD?  fiscal year to date information up to and including the ending date selected
Use CYTD? current year to date information up to and including the ending date selected
Sort By field offers the following choices:

Employee ID
Employee Last Name
Building/Department
Pay Group
Building Only
Department Only

Job Status field offers the following choices:
Blank to include all employees
Inactive
Active
Deceased
Terminated

The following options are available in the  field: Appointment Type



Certificated
Classified

The following options are available in the field. Attendance Item Category  
Blank to include all employees
Calamity
Dock
Holiday
Jury Duty
Military
Other
Personal
Professional
Sick
Unknown
Vacation
Attendance
Substituting

In the field, enter the field you wish the report to pagebreak on:  Page Break On 
Blank to have no page break
Building/Department
Pay Group
Building Only
Department Only

USAS Integration

USAS Integration

USAS Integration controls if and how the software is connected to the USAS-R system. 

You will see the USAS Integration option in the main Menu:

 

 

To synchronize the USPS system with the USAS system you will want to click on   A
message will be displayed stating 'Account Synchronization request successfully sent to USAS'.

When this option is setup you will be able to post your payroll to USAS by choosing the correct file and then clicking on 

 



 

The USAS Integration Test Connection will allow you to test your connection with the USAS system

 

The USAS Integration Security Configuration screen:

 



 

How to Add a New Employee

To add a New Employee to the system, the screens listed below are required to
be added in order:

1-Employee

The Employee option is the first step in adding a new employee.  Here you will enter in the employee's personal information.

 Please  to the  Chapter in the USPS-refer  Employee .   R documentation for further help  https://wiki.ssdt-ohio.org/display/uspsrdoc/E
mployee 

Go to the Employee Dashboard to add the required options below:

2-Positions 

A Position will need to be created first, save the position and then modify this position to create a Compensation record (defines how it will be
paid).

 Please refer to the Chapter in the USPS-R documentation for further help Positions  .      https://wiki.ssdt-ohio.org/display/uspsrdoc/
Positions

3-Payroll Accounts
 Create Payroll Accounts for the employee

Please refer to the  Chapter in the USPS-R documentation for further help. Payroll Accounts

4-Leaves 

 A Leave can be entered for the employee that they are eligible for.

Please refer to the  Chapter in the USPS-R documentation for further help.   Leaves  https://wiki.ssdt-ohio.org/display/uspsrdoc/Leav
es 

5-Payees

https://wiki.ssdt-ohio.org/display/uspsrdoc/Positions


If an employee has a new  information is not currently setup in the system then a new  repayroll item that needs to be added and the Payee Payee
cord will need to be created. This step would needs to be completed first before adding a payroll configuration  record.

Please refer to the  Chapter in the USPS-R documentation for further setup assistance. Payee    https://wiki.ssdt-ohio.org/display/usp
srdoc/Payee

6-Payroll Item Configuration

The record will need to added in order to setup the Payroll Item information for an employee. Payroll Configuration 

 iPlease refer to the Payroll Item Configuration Chapter n the USPS-R documentation for further setup assistance.  https://wiki.ssdt-oh
io.org/display/uspsrdoc/Payroll+Item+Configuration

7-Payroll Items

Enter in the Payroll Items for the employee.

Please refer to the  Chapter in the USPS-R documentation for further help.  Payroll Items   https://wiki.ssdt-ohio.org/display/uspsrdoc
/Payroll+Items

8-Pay Distributions 

Create Pay Distributions for the employee, CHECK or/and DIRDEP 

Please refer to the Chapter in the USPS-R documentation for further help.  Pay Distributions   https://wiki.ssdt-ohio.org/display/uspsr
doc/Pay+Distributions

Mass Change

Adding the Mass Change Module
Create Mass Change using 'Script Definition'
Create Mass Change using 'Script Parameters'

The Mass Change option is available for employees that have the Module 

 checke
d under the  section.  The Mass Change option will then be available to employees with  Administrator or Group_Manager RolesADMIN/MODULE
granted under .  ADMIN/ROLE

The Mass Change Roles available are:

ADMIN_MASSCHANGE
ADMIN_MASSCHANGE_CREATE
ADMIN_MASSCHANGE_DELETE 
ADMIN_MASSCHANGE_EXECUTE - able to run/execute any pre-existing Mass Change definitions but cannot create new ones to
execute
NON-ADMIN_MASSCHANGE users will only be able to select existing (saved or predefined) definitions to run

The Mass Change button will be available within most of the Core Menu selections. 

Adding the Mass Change Module

To add the Mass Change Service module, go to and click on  .  ADMIN/MODULE 

https://wiki.ssdt-ohio.org/display/uspsrdoc/Payees
https://wiki.ssdt-ohio.org/display/uspsrdoc/Payees
https://wiki.ssdt-ohio.org/display/uspsrdoc/Payroll+Items


Once selected, the   will change to a   next to the Mass Change Service option:

An Info message will appear 

.  'Click on the 'Refresh Page' to finished installing the new Module.

Once the process has been installed, you will then see the 'Mass Change' option next to the 'Create' button on most of the Core menu Selections:

Example of Positions screen:

Menu Core options that have the 'Mass Change' Available:

ACH Destination

ACH Source

Adjustments

Attendance

Bank Account

EMIS Entry/EMIS Contract Service (CC)

Date Codes

Employee - Under 'Load Definition' option, are Mass Change definitions that are commonly used:

Change Concealed Flag (SSDT)
Change Email Direct Deposit Flag (SSDT) 

Leaves and Accumulations

Pay Group

Payroll Item - Under 'Load Definition' option, are Mass Change definitions that are commonly used:

Change Rate (SSDT) 
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Payroll Item Configuration

Position - Under 'Load Definition' option, are Mass Change definitions that are commonly used:

Clear EMIS Contract Fields (SSDT) 

Pay Distributions

Payee

Create Mass Change using 'Script Definition'

From the Core menu select the record to be changed
Click on 'Mass Change':

Once selected, a box will open at the bottom:

Select the employees in the grid to be changed before continuing.  The Mass Change will change every employee that is listed
on the grid otherwise.

From here, select the 'Script Definition' by clicking on the   button
Enter in the New Value needed

If making the change through the 'Script Definition' option, the 'New Value' needs to be in quotes "    ".

At this time you can  the Definition Name for later use and will be saved under 

 option or Select   to save to your desktop and
email to other employees

The   can be used to Import a saved definition from an outside source Or click on 

 to start over on your change
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After your change has been entered, select .  At this time, employees can be filtered in the grid for the
change if not done early.  The system will then bring up how many positions will be modified by this change:

 Then click on   to submit changes or select   to return to the Grid:

The change will be made to all 25 Positions that were selected:
Positions Example change:

Create Mass Change using 'Script Parameters'

From the Core menu select the record to be changed
Click on 'Mass Change':

Once selected, a box will open at the bottom:
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Select the employees in the grid to be changed before continuing.  The Mass Change will change every employee that is listed
on the grid otherwise.
Enter in the 'Script Parameters' Name (there is no restriction or limit in the 'Name' of the Script parameter)

From here, select the Script Definition by clicking on the   button
Enter in the 'New Value' the 'Name' of the 'Script Parameters'

For example, the Name in the Script Parameters was called 'var1' so the 'New Value' under Script Definition has to match.

At this time you can   the Definition Name for later use and will be saved under 

 option or Select   to save to your desktop and
email to other employees

The   can be used to Import a saved definition from an outside source or click on   to start
over on your change
After your change has been entered, select on 'Execution Mode'.  At this time, employees can be filtered in the grid for the change if not
done early. The system will then bring up how many positions objects will be modified by this change:

Enter in the  Value name to be changed or added: (certified). Then click on   to submit changes orvar1

select   to return to the Grid



11.  

12.  
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The change will be made to all 25 Positions that were selected:
Positions Example change:

Home Page

Generate Saved Reports
Report Options
Account History Report

Example of Account History Report
Payroll Item Detail

Example of Payroll Item Detail Report
SSDT Audit Trail

The Home option holds 'Predefined' (Report Manager style) reports that have been created by SSDT or by the user and saved as favorite reports:

A report can be Imported or Created under the option.  Once the report is Saved, it will then show under the 'Reports/'Report Reports/Detail 

Manager' option.  Place a check  under the Favorites to have this report show under the Home/Reports Links Favorites:



Generate Saved Reports

 From the Home Menu, click on 'Show All Reports' to show all reports that are available.  Click on 'Show Only Favorites' to show only 'Favorite'

reports that were saved.  Then select next to the report you would like to generate:

Report Options

Format:

PDF (download)
PDF (inline)
Comma Separated Values
Excel
View (html)
Plain Text
XML
Jasper Report Design
Excel-Data
Excel-FieldNames

 Page Size:

Letter
Legal
Halfletter
Note
Ledger

 Orientation:

Portrait
Landscape

    The default is "DetailReport", but can be modified.Name:

Specific Configuration Code:  (for Payroll Item Detail report)

 The  report can be generated for only   by entering them on the provided lines:Payroll Item Detail Specific Configuration Codes



Query Parameters:

Start and End Date: Enter in a Start and Stop date as 00/00/0000 or Date Shortcuts can be used:

Date short cuts that have been implemented in the redesign:

YeaR (Calendar)
Y - Jan 1 of current calendar year
R - Dec 31 of current calendar year

FiscaL
F - July 1 of current fiscal year
L - June 30 of current fiscal year

MontH (based on current system date)
M - first of current month
H - last day of current month

WeeK
W - Sunday
K - Saturday

PerioD (Posting Period)
P - first day of current posting period
D - last day of current posting period

QUarter
Q - first day of quarter
U - last day of quarter

T - today
+ tomorrow
- yesterday

Note:

should be able to support mmdd - assume the current period's calendar year
case insensitive
you can use these shortcuts in combination with actual dates

to get the month of November using between operator:  11/01/2014, h
assumption is November is the current month

Username: The U  of the employee running the report needs to be entered when running the SSDT Audit Trail:sername

Once all desired options have been added, select  .

Account History Report



Example of Account History Report



Payroll Item Detail



Example of Payroll Item Detail Report







SSDT Audit Trail
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