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Chapter 1.
Introduction

This chapter coversthe following main topics:

TOPIC PAGE
About This Manual 1-1
Vocabulary 1-3
Documentation Conventions 1-7
Significance of Typography 1-7
User Interface 1-11

About This Manual

Sequencing of Tasks in This Manual

This manual providesinstructions for transitional procedures that are carried out
before, during, and after the change from one fiscal year to another. The descriptions
and explanations of tasks are grouped into chapters according to the various software
systems offered by QSS. This may or may not be in the same order in which adistrict
will decide to perform those tasks.

Purpose of Examples and lllustrations

While not every exampleillustrated in this manual may seem realistic to any one dis-
trict, this manual gives widely varying examplesin order to show what is possible. It
isup to each district to decide what does and does not work for the district’s unique
situation.

Audience for This Manual

Most of the manual isfor ageneral audience. The overview of personnel and instruc-
tions for using programs are written for personnel staff members. This manual
assumes that these readers already understand what kind of information is needed to
maintain their personnel records.

These chapters do assume some familiarity with using computers, either through pre-
vious experience or training from QSS. Specifically, this manual assumes the follow-
ing knowledge:

¢ How to log on to the HP €3000.

05/2011
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¢ How to select menus and programs with the QSS/OASIS Menu System.
¢ How to print and retrieve reports according to the internal procedures for your site.

¢ How to navigate through a screen with the <TAB> key, arrow keys, space bar and
other such keys.

¢ How to read and interpret self-evident messages such as this:
No records found for given criteria.

These instructions also assume that your site has a system administrator as a resource
person. The screen menus and print procedures are different at every site. The system
administrator can customize both according to local operational needs. Therefore,
your system administrator is the person to ask about where to find a particular pro-
gram on your Menu System screens.

1-2
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Vocabulary

List of Terms

The following defines a number of terms as they are used in this manual.

Choose: To pick from alarge, indefinite list that cannot be defined precisely in the
documentation. For example, choose the detail lines that you want to print. Contrast
with select.

Delta: A consistent percentage of increase between one salary schedule step and the
next step, or between one range and the next range.

Dialog box: A box that pops up in response to some action taken by you, that then

requires input from you, the user. The input may be as ssmple as clicking [OK] to con-
firm an instruction, as demonstrated in Figure 1-1, or it may involve several selections
that you must make before you click the final approval button, as shown in Figure 1-2.

Confirm Directory Choice

& “write Output Files to CAPROGRAM FILESSQSS-PCW 0T 72

Yes Ma

Figure 1-1: Simple Dialog Box

'z Year End Processing

—ear End Rolloverfbcemal

Repart Title: I

7 Hall "R" Transactions ta Invoices in Mest Year

" Set up Remaining Open Invoices as Accruals

Select Receipts entered by uzer: I

Update? I_ M = Froduce Repart [only]

Y = Update 'R’ ranzactions and
create Mew lnvoices in the nest
Fizcal Year, and produce report.

Process vear End

Figure 1-2: Complex Dialog Box
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Field: A discrete piece of information, such as a portion of an account string. Most
screens for QSS/OA SIS software have a series of fields for typing in or displaying
information, such as Description or Report class.

Filter: A set of criteriawhich restricts the data that can be made available.

Flag: A signal for aparticular field that indicates a certain status, frequently a yes or
no, on or off switch.

Group box: In aGUI environment (such as Invoicing/Billing Management), an out-
lined box within alarger dialog box, containing related choices.

- SonBy

Jepartment: I—1
Customer: |_2
I, Date: |_3
Inwaice #: I—"-1

Figure 1-3: Group Box
GUI: Graphical user interface.

Job number: Anidentification number assigned by the operating system to a batch
job, including reports you launch.

Launch: To submit a stream file to the computer’s batch job queue.

Launcher, launch screen: A program that displays afill-in screen and captures your
input. It then builds a stream file.

1-4 Copyright © QSS, 2011 05/2011
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List box: A box in which you can select pre-existing items, but in which you cannot
type any new entries.

5w Chooze Directory [C:AQSSAWWO1]

FEBD5200.qsd A
nogrom Files Select Dir
vl
Cancel
= -

Figure 1-4: List Boxes

Message line: On Reflection screens, aline below the main screen and above the
function key names, where instructional messages, confirmation messages, error mes-
sages, or warning messages appear when the software is performing a process or
responding to your request. Various dialog boxes may also display message lines.

EDI‘-‘II]H] A.01.00 compiled 10/21/99 08:34

|Uerificatiun Complete....Errors present

|HE ort security found...

Figure 1-5: Message Lines
P-files: Reports coming from LSPOOL.

Option button: Thistype of button is distinctive in that you can select only one at a
time. Unlike check boxes which may all be checked, an option button indicates an
either/or selection. You can select only one at atime.

. Change Log-on Year =] E3

" Year 93

" Year 01

Change ear

Figure 1-6: Option Buttons
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Pseudocode: A name for an account, which is used as a substitute for the correspond-
ing account number on screens that prompt for individual accounts.

Roll: To copy, but with the built-in ability to make changesin the process of copying,
so that the copy is not identical to the original.

Select: To pick from an explicitly defined set of choices. For example, some dialog
boxes require a user to select fields from a set list of fields. Contrast with choose.

Stream File: A script of commands the computer uses to produce output such asa
report. It runs in the background so you can continue to do other work on the
computer. Also called batch file or job stream.

Text box: A box which may or may not contain text. You can either accept the exist-
ing text or replace it with text that you type.

:uj AJR - AJR History Year: 00 07 - Q55 UNIFIED SCHOOL DISTRICT A55/0A5IS
From Inw. Diate:  To lny. Date: Customer Customer Name: A/F Balance:
07/01/1999 0E£30/2000

Feport Title:

Figure 1-7: Text Boxes

Type: To use the computer keyboard to key in characters or numbers that appear on
the computer screen.

Validated account: An open account that can be used for tracking financial activity.

1-6 Copyright © QSS, 2011 05/2011
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Documentation Conventions

NOTE: This document represents the current fiscal year as Y1
and the next fiscal year as Y2. For this reason, many screen
shots display Y1 and Y2, although in reality actual numeric year
input is required.

Significance of Typography

This heading identifies the typographic conventions for the following areas:

¢ Emphasized Points

¢ Page-Width and Two-Column Text

¢ Field Names

¢ Keysto Press: Function Keys and Key Names
¢ Screen Display and Sample Reports

¢ Information to Be Typed

Emphasized Points
Thismanual uses two ways to emphasize points.

¢ Emphasized phrases are in bold italic: emphasized phrase.
¢ Notes, cautions, and warnings are in small table format, like the following:

NOTE: A note is a point to notice.
CAUTION: A caution is stronger, guarding against a small problem.
WARNING: A warning is strongest, guarding against a large problem.

Page-Width and Two-Column Text

This manual isdivided into two kinds of text.

¢ Page-Width Text for introductions, overviews, explanations, and procedures.
¢ Two-Column Text for instructions on how to fill in the fields on a screen.

A chapter may consist of alternating sections of page-width and two-column text.

05/2011 Copyright © QSS, 2011 1-7
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Page-Width Text for Explanations

Introductions, overviews, explanations, and procedures are in text that goes from the
right to the left margin. Thisformat of text normally starts chapters, provides
overviews, or gives background information. Some entire chapters are in page-width
text. For example, overview chapters usualy are entirely in page-width text. Chapters
that give instructions for filling in fields use two-column text for that purpose, as
described in the next heading.

Two-Column Text for Screen Descriptions

Descriptions of how to fill in fields are in two columns.

o Left Column: Names of fieldsto fill in and buttons to click.
* Right Column: Explanation of what to do.

Field Names, Buttons, and Boxes

The names of onscreen buttons are capitalized as for titles and enclosed in square
brackets, for example: [Select Data File] button. The names of function keys as dis-
played in Reflection screens are capitalized as for titles and enclosed in angle brack-
ets, for example: <Update Data>.

The names of text boxes, list boxes, combo boxes, check boxes, and fields on
QSS/OASIS screens are in bold type, including those found in instructions, like:

If you type a user-defined name in the Name field, leave the Type field blank.

Menu items and the names of dialog boxes and group boxes are capitalized as for
titles but are not in bold type.

Field names listed in the left column of two-column text have one of the following
notations:. (R), (O), or (D).

CODE MEANING
(R)  Required. All required fields must be filled in before you can
update a screen.
(O) Optional. You can leave optional fields blank and still apply
changes. Thiswould include check boxes such as Summary Only?.
(D) Display. Thefield displaysinformation that is already on file. You
cannot directly change information in a display field.

Keys to Press: Function Keys and Key Names

Besides|listing field names, the left column also lists the keysto press. Key names are
in angle brackets, asin the following examples: <ENTER>, <Update Data>, and
<Start Over>.

1-8
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Documentation Conventions Keys to Press: Function Keys and Key Names

This heading discusses two categories of keysto press. After filling in a screen, these
keystell the computer that you have finished filling in agroup of fields:

¢ <ENTER> and <RETURN>
¢ Labeled Function Keys

<ENTER> and <RETURN> Keys
The <ENTER> and <RETURN> keys serve two distinct purposes.

<ENTER> Key
Press <ENTER> after filling in aformatted screen.

Pressing <ENTER> signifies that you have finished filling in a screen. That key tells
the computer to read the screen and process what you have typed in the fields.

The location of the <ENTER> key is different on terminals and personal computers.

¢ On Hewlett-Packard 2392A terminals, one <ENTER> key is at the lower |eft cor-
ner of the keyboard and the other is next to the <9> key on the numeric keypad.

¢ On personal computer-type keyboards, the <ENTER> key is the <+> key or the
<ENTER> key to the right of the numeric keypad. (It is not the <ENTER> or ..
key to theright of the letters <J> <K> <L> <:> <">))

<RETURN> Key

Press <RETURN> only when logging on and when explicitly told to do so in the
instructions.

¢ On both Hewlett-Packard 2392A terminalsand personal computer-type keyboards,
the <KRETURN> key isto theright of the alphabetic keys <J> <K> <L> <:> <">,

¢ On personal computer keyboards, it is often labeled the <ENTER> key or just the
A key.

Labeled Function Keys

Theleft column lists labeled function keys. Their names are in angle brackets, such as
<Return to Menu> or <Update Data>. These names refer to the labels above function
keys 1 through 8, or <F1> through <F8>.

The instructions refer to the function key label, rather than the number, because
QSS/OA SIS makes extensive use of the ability to display only the function keys that work
for a particular screen and to display different names for the same function key number.

05/2011 Copyright © QSS, 2011 1-9
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Updating most screens requires pressing <ENTER>, then <Update Data> or the
<F7> key. After you press <ENTER>, the program verifies what you have typed into
the fields. Pressing <Update Data> posts the information on the screen to the
computer’s database. However, some screens update after you press <ENTER>. See
the instructions for each screen for more details.

Screen Display and Sample Reports

Information displayed on the screen is represented in this manual as atypewritten-like
monospaced font Courier New type.

Information to be Typed

Information that you type is represented in this manual as atypewritten-like
monospaced font Courier New underlined type. Thefollowing example
illustrates this convention:

Type a JCW such asDISTNO or SITENO.

1-10 Copyright © QSS, 2011 05/2011
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User Interface

The QSS/OASIS Financial Companion/PC System uses a graphical user interface,
often referred to as GUI (pronounced goo’ -we).

Things You Already Know

GUI applications run on Windows operating systems, and employ a simple point-and-
click technique to use. You manipulate the software by pointing your mouse cursor at
the desired screen location and clicking the left or right button on your mouse. This
documentation uses three different terms for the kinds of mouse clicks you can make:
click, double-click, and right click.

* Click means one click on the left mouse button.

%j * Double-click means two clicks on the left mouse button.

d.-_,-‘a'-""
* Right-click means one click on the right mouse button.

You can point and click on any input field in any Windows
dialog box to move the cursor to that field.

Alternatively, you can press the <Tab> key to move the

m cursor forward from one input field to the next; and press
AnE—— <Tab> and <Shift> simultaneously to move the cursor
backwards.

05/2011 Copyright © QSS, 2011 1-11
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Chapter 2
Tasks for the Fiscal Year
Transition

NOTE: This document represents the current fiscal year as Y1
and the next fiscal year as Y2. For this reason, many screen
shots display Y1 and Y2, although in reality actual numeric year
input is required.

WARNING: The system operator must check the capacity of a
number of datasets before many of the end-of-year procedures
can be carried out. See the Technical Notes chapter for details.

This manual providesinstructions for transitional procedures that are carried out
before, during, and after the change from one fiscal year to another. The descriptions
and explanations of tasks are grouped into chapters according to the various software
systems offered by QSS. This may or may not be in the same order in which adistrict
will decide to perform those tasks.

Fiscal Year Transition Tasks

Task Timeline | Status System
Checking Dataset Capacities (Adager) continualy R MPE/iX
Maintaining Security Settings (MEN020) continualy R Utilities
Updating District Account Code Structure (GLMTO02) Dec-Feb R Core Financial
Rolling Year-Specific Account Field Descriptions (FDUPDT) Dec-Feb R Core Financial
Defining Clearing Rules (GLMTO03) Dec-June R Core Financial

05/2011 Copyright © QSS, 2011
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Fiscal Year Transition Tasks

Task Timeline | Satus System
Setting Up Budget Control Record (BOUPDT) Dec-Feb R Core Financial
Updating User Logons for the New Year (MENQ20) Jan-June R Utilities
Creating New Payroll Bonus (BC) Codes (PP0010) June-July R Payroll
Creating New Position Control Bonus (PB) Codes (PP0010) June-July R Positn. Ctrl.
Creating New Work Calendars (PP0035) Jan-May R Positn. Ctrl.
Creating New Benefit Definitions (PPO050) Jan-May R Positn. Ctrl.
Creating New Salary Schedules (PPO030) Jan-May R Positn. Ctrl.
Rolling Authorized Positions and Employee Assignmentsto New Year (PP0O800) Jan-May R Positn. Ctrl.
Updating Projection Amounts on Position Screen (PCT900) Jan-July R Positn. Ctrl.
Updating Salary Amounts on Position Screen (PAF300 and PAF305) Jan-July R Positn. Ctrl.
Validating Account Strings Jan-June R Core Financial
Manually Entering Each Account Through Account Maintenance (ACUPDT) Jan-June (0] Core Financial
Transferring Budgets to Budget Devel opment (BDEOO5) Jan-June R Budget Devel.
Rolling Development Budget to Working Budget of Financial System (BDEOO6) Jan-June R Budget Devel.
Manually Entering Each Account Through Working Budget Update (BGUPDT) Jan-June (@) Core Financia
Creating New Pay Schedules (PP0010) Feb-June R Payroll
Creating New Deduction Schedules (PP0010) Feb-June R Payroll
Linking Pay Schedules and Deduction Schedulesto Districts (PXLINK) Feb-June R Payroll
Setting Up Autonumbering for the New Year (GOUPDT) Apr-May R Utilities
Reviewing Program Options Using Query Apr-June R MPE/iX
Maintaining Program Options with Utility Maintenance (GOUPDT) Apr-June (0] Utilities
Setting Up The Batch Environment (BCUPDT) Apr-Jdune R Accts. Payable
Defining Fiscal Year Control Master File (FCUPDT) Apr-June R Stores
Running Fiscal Year Maintenance Program (STRY RE) Apr-June R Stores
Creating New Budget Thresholds (BWUPDT) May-June @) Core Financia
Creating New Payroll Names (PAY NAM) May-June R Payroll
Running Back Issue Resolution (BIUPDT) May-Jdune R Stores
Rolling Selected Pay Linesto New Year (PL0900) May-June R Payroll
Summer Pay Payroll Processing June R Payroll
Summer Pay for Enhanced Payroll Processing June R Payroll
Summer Pay for Enhanced Payroll: Roll Balances Forward (DED900) June-July R Payroll

2-2
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Fiscal Year Transition Tasks

Task Timeline | Satus System
Loading Payroll Data from Standard Position Control (PL0400) May-Jduly @) Payroll
Loading Payroll Data from Enhanced Position Control (PL0402) May-Jduly (0] Payroll
Updating Dates in Personnel Text Files May-Jduly @) Personnel
Resynchronizing Stores Counters (RC1100) June-July (0] Stores
Reviewing and Updating California Retirement Setup (TXR010) June-July (@) Payroll
Reviewing and Updating PERS (TXR010) June-July (@) Payroll
Reviewing and Updating STRS (TXR010) June-July (@) Payroll
Rolling Over Year-End Employee Control Data (RCA740) June-July R Retirement
Initialize Employee Accumulators Window June-July R Retirement
Rolling Working Budget to Approved/Revised (BGRQST) June-July R Core Financial
Adjusting Dates in Job Streams June-July R Utilities
Manually Entering Accounts Through Beginning Balance Update (BBUPDT) June-indef. (0] Core Financia
Beginning Balances via Budget Development June-Sept @) Budget Devel.
Running Reset And Balance Forward Process (ABT020, ABT920) July R Abs. Tracking
Running Absence Accrual (ABT000) Using Annua Rollover Code July R Abs. Tracking
Creating Job History Records (JH0900) July R Job History
Manual Deferred Deductions July-Aug R Payroll
Updating Voluntary Deductions (DEDCSB) for Standard Payroll July-Sept. (0] Payroll
Updating Voluntary Deductions (DEDCSB) July-Sept. @) Payroll
Mass Recal culate Pay Position (PAY 910) July (@) Payroll
Updating Employee Experience (PER680) July (0] Personnel
Closing Out All Outstanding Purchase Orders May-June R Accts. Payable
Entering Estimated Payables (EP) June R Accts. Payable
Roll Forward Accruals Using Invoicing/Billing Management (AROL) June R Accts. Recvhl.
Setting Up Receivables for Next Year (ARS010) June R Accts. Recvhl.
Roll Account Summary Rules (ACS010) June R Core Financia
Roll Indirect Cost Rules (GLIC50) June R Core Financial
Posting Payables Payments (CL) after July 1 R Accts. Payable
Copying PO Requisitions from Prior Year after July 1 R Accts. Payable
Posting Cash Against Receivables from the Prior Year (ARS020) after July 1 R Accts. Recvhl.
Rolling Employee Benefitsto New Plan Year (BM0800) End of plan R Benefits Mgmt.

year
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Fiscal Year Transition Tasks

Task Timeline | Satus System
Mass Benefit Plan Add/Change/Delete End of plan (@] Benefits Mgmt.
year
Recal culating Employee Benefit Amounts (BM0850) End of plan R Benefits Mgmt.
year
Changing Sales Tax Rate Differentials End of (@] Accts. Paybl.
calendar year Accts. Recvhl.
Stores
Utilities
Copying WEBTOools Viewing and Entry Groupsto Next Year June-July R WEBTOoo0ls

2-4
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Chapter 3:
Tasks Related to
Core Financial

Overview

Thefirst part of preparing for anew fiscal year is setting up that year on your system.
Thisinvolves setting up your account structure (GLMTO02) for the new year and
moving validated accont strings forward. The budget control record should also be set
for the new year before work can begin on developing the budget for the new year.

This chapter covers the following procedures involved in the fiscal-year transition
with their alternate options (main procedures are in bold type; options are indented):

TASK PAGE
Updating District Account Code Structure (GLMTO02) 3-2
Rolling Year-Specific Account Field Descriptions (FDUPDT) 3-12
Transfer Desc Subtab 3-14
Global Desc Xfer Subtab 3-15
Defining Clearing Rules (GLMTO03) 3-20
Setting Up Budget Control Record (BOUPDT) 3-24
Validating Account Strings 3-29
Manually Entering Each Account Through Account Maintenance (ACUPDT) 3-31
Transfer Selected Budgets to Budget Development (BDEOO5) 3-38

Rolling Development Budget to Working Budget of Financial System (BDE0O06) 3-42
Manually Entering Each Account Through Working Budget Update (BGUPDT) 3-49

Manually Entering Accounts Through Beginning Balance Update (BBUPDT) 3-54
Beginning Balances via Budget Development 3-63
Rolling Working Budget to Approved/Revised (BGRQST) 3-74
Creating New Budget Thresholds (BWUPDT)* 3-81
Rolling Account Summary Rules (ACS010)* 3-85
Rolling Indirect Cost Rules (GLIC50)* 3-88

*These are optional tasks for those who use Budget Thresholds, Account Summarization, and/or
Indirect Cost Rules.
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Updating District Account Code Structure
(GLMTO02)

@ Account Structure [GLMTOZ] l

Disrict: |24 - EI Pina Grande USD |
District Masterfile T Account Sting T Field Spec. T Copy Dist. Records T Copy All Dist.
Mame: |EI Fino Grande USD
G/L Dishrict: |24

Online Account Balancing: 'W‘
Override Password: '7

Twin District: ’_

DG Status 1: i_

DG Status 2: ’_

DG Status 3: ’_

Figure 3-1: Account Structure (GLMTO02) tab after being selected as the active tab

Annual Maintenance

Each district must have an account structure, or account string definition, for every
year during which it uses the QSS/OASIS Financial System or Budget Devel opment
System. The Account Structure (GLMTO02) tab on the General Ledger Maintenance
window allows you to define each district’s account structure.

Purpose

The Account Structure (GLMTO02) tab allows you to define the account string for
each district. This definition applies to a specific district and a specific fiscal year. In
other words, each district must have a separate financia account string definition for
every fiscal year in which it tracks a budget, posts to the general ledger, or does bud-
get development.

¢ The Copy Dist. Records subtab allows you to copy the account string for one dis-
trict to one or more districts. Thus, you can set up the account string for one dis-
trict, then copy it to al districts that with an identical or similar account string.

¢ The Copy All Dist subtab allows you to copy all account string definitions from
one fiscal year to the next. This processis useful for setting up the general ledger
for anew fiscal year.

3-2 Copyright © QSS, 2011 05/2011



Updating District Account Code Structure (GLMT02) District Masterfile, Account String, and Field Spec Subtabs

District Masterfile, Account String, and Field Spec Subtabs

The District Masterfile subtab, Account String subtab, and Field Spec. subtab
allow you to define the account string for a district and year. You must define a
new set of account string definitions for each fiscal year.

HINT: The only time you need to add is the first time you define the account structure for a
district. To set up the district's account structure for the next year, you can copy it to the new
fiscal year, then make any needed changes.

WARNING: Once you start posting transactions for a year, the only things you should
change are the Online Account Balancing and Override Password on the District Master-
file subtab. Do not change anything on the Account String subtab or the Field Spec. subtab.

WARNING: Delete with caution. Do not delete the account string definition for a past year if
accounts for that year are still in the general ledger database or in archives you have of that
database. The system needs the definition of the account string to format the display on
reports and windows properly.

@ Account Structure [GLMTOZ] l

"T’IE District: |24 - El Pino Grande USD j
District Masterfile T Account Sting T Field Spec. T Copy Dist. Records T Copy All Dist.
Mame: |EI Fino Grande USD
G/L Dishrict: |24

Online Account Balancing: 'W‘
Override Password: '7

Twin District: ’_

DG Status 1: i_

DG Status 2: ’_

DG Status 3: ’_

Figure 3-2: District Masterfile subtab in Change mode

District Masterfile Subtab

The District Masterfile subtab allows you to define the name of a district, the posting
option, and online account balancing options.

Online Account Select an option from the following list to control the pro-
Balancing cessing of online transactions, such as purchase orders, pay

vouchers, and travel claims.
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@ Account Structure [GLMTOZ] l

%' District [24 - El Fino Grande USD ~|

District Masterfile T Account Sting T Field Spec. T Copy Dist. Records T Copy All Dist.

Mame: |EI Fino Grande USD

G/L District: [24
Online Account Balancing: 'W‘
Override Password: '7

Twin District: ’_

DG Status 1: i_

DG Status 2: ’_

DG Status 3: ’_

Figure 3-3: District Masterfile subtab subtab for the General Ledger Maintenance window

Do not leave thisfield blank. You must choose one of the
following options for the software to work correctly.

CODE RESULTING BALANCE POSTING

PS Post Soft. When an online transaction goes over bud-
get, the screen issues a warning, but allows the trans-
action. The message line displays the budget for the
account and the amount by which the budget is
exceeded.

PH Post Hard. An override password is required to enter
a transaction that exceeds the budget for an account.
For example, a clerk is entering a purchase order that
goes over budget for an account. The transaction can-
not be completed unless you type the Override Pass-
word defined on this screen.

P Post. Online transactions are posted against the
online balances for accounts. However, the screens in
the Accounts Payable System do not display any
errors or warnings when a transaction goes over bud-
get.

N No Post. This option is rarely used. You cannot post,
check, or view online account balances.

OverridePPassword FOR POST HARD ONLY. If you choose the post hard
option, this password is required to enter an online transac-
tion that goes over budget.

The password can include any combination of letters and
numbers. All letters must be upper case.

3-4
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Updating District Account Code Structure (GLMT02) District Masterfile, Account String, and Field Spec Subtabs

Account String Subtab

Field Field ID Start Size Name Delimiter | Control Level | FY| Sig | Link Bal A
1 FUND 1 2 Fund - Counky Mo [Yes ‘fes
2 RESC g 4 Resource |- Counky Mo [Yes ‘fes
3 PRYR. 7 1 ProjectYear |- Counky Mo [Yes ‘fes
4 QBT g 4 Object = Counky Mo [Yes Mo
46 PROG 1z 4 Goal - County es|Ves Mo w

Account Presets
Account Title: |Fd Resc P COhijt Goal Func 3ch

Sample Account: |xx—xxxx—x—xxxx—xxxx—xxxx—xxx

Account Entry Preset: | >

Request Screen Acct Preset: | 1

Unformatted account length: |22

Figure 3-4: Account String subtab for the General Ledger Maintenance window

Purpose
The Account String subtab allows you to select the account fields to include in adistrict’s account
Field Field ID Start Size Name Delimiter Control Level FY| Sig | Link Bal
. FUMD 1 2 Fund - County Mo |Yes Yes
string.

Figure 3-5: Columns in the Account String subtab

Account Presets Area

Account Pregets

Account Title: |Fd Resc P Objt Goal Func Sch

Sample Account: |x:-:—xxxx—x—xxxx—xxxx—xxxx—xxx

Account Entry Preset: | =

Request Screen Acct Preset: | 1
Unformatted account length: |22
Figure 3-6: Account Presets area for the Account String subtab

Field Spec. Subtab

| Fieldspec. |

Usage Local Field Size Bal ~
** Fund 1 - Fund 2 Yes

Sub-Fund

Resource Z - Resource 4 es

Project Year 3 - ProjectYear |1 Yes

Pragram/izoal 5 - Goal 4 Mo

Sub-Program

Function/Ackivity & - Function 4 Mo

* Object 4 - Object 4 Mo

Sub-Cbiject

School 7 - Schoal 3 Mo

Location/Site .

Figure 3-7: Field Spec. subtab for the General Ledger Maintenance window
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Purpose
The Field Spec. subtab allows you to define the usage that corresponds to each field
in the account string. At the very least, you must define the account fields that corre-

spond to the fund and object usage. You can define additional usages for other
account fields.

Columns in the Subtab

Usage Local Field Size Bal
* Fund 1 - Fund 2 Yes

-

Figure 3-8: Columns for the Field Spec. subtab

Copy Dist. Records Subtab

Copy Dist. Records ]

From Fiscal rear: 1% From District |24 - ElPino Grande USD ﬂ
GL Dist: |24 Acct Bal: |PS Oweride:
Fiscal Year Dist Name GL Dist Acct Bal Override
0g 24 El Pino Grande USD |24 PS - SoftPost

Figure 3-9: Copy Dist. Records subtab for the Field Master (GLMTO01) tab

The Copy Dist. Records subtab allows you to copy the account string from one dis-
trict to another or from one fiscal year to another. This subtab is useful for a county
office that needs to set up account strings for multiple districts. Once you create an
account string for one district, you can copy it to other districts with this subtab.

NOTE: When you are setting up a new year, use the Copy All Districts subtab to do a mass
copy of all account strings from the year ending June 30 to the new year starting on July 1.

Copy All Dist Subtab

Copy All Dist.

Saunce Fiscal Year W'I
Y2
Optior: | Preserve records in arget FY M

Figure 3-10: Copy All Dist subtab for the Field Master (GLMTO01) tab

The Copy All Dist subtab allows you to copy all account string definitions from one

fiscal year to another. This subtab isuseful for setting up anew fiscal year. It provides
aconvenient way for a county office to copy all account strings from the year ending
June 30 to the new year beginning on July 1.

3-6
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Updating District Account Code Structure (GLMT02) District Report Window

District Report Window

The instructions for this window focus on the following areas:

¢ Launching the Report
¢ Sample General Ledger District Report (GLDIST)

Launching the Report

District Report 24 - SS DEMONSTRATION DISTRICT assioasis  [C)(0][K]
File Help

GLDIST -1 lEresets] Submit Job

District: 24 - Oss Demonstration District District Report Q55/04515
‘ear OF

Fepart title: |Sample for Documentation

District: |§

Figure 3-11: District Report window for launching the General Ledger District Report (GLDIST)

Sample General Ledger District Report (GLDIST)

The General Ledger District Report (GLDIST) prints one page for each district and
year that you select. Each page lists the account string definition for adistrict and
year.
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QSS DEMONSTRATION DISTRICT GENERAL LEDGER DISTRICT REPORT J9923 GLDIST H.00.00 01/02/07 PAGE 51

District: 57 SMARTVILLE UNIFIED SAMPLE DIST FY: 00

G/L District: 57 Online Account Balancing: PS Overide password:

Account String Definition:

Field ID Start Size Name c/D/M FY SIG Link Bal
1. FUND 1 2 Fund D N Y Y
2. RESC 3 4 Resource D N Y Y
3. YEAR 7 1 Year D N Y Y
4. OBJT 8 4 Object D N Y N
5. GOAL 12 4 Goal D N Y N
6. FUNC 16 4 Function D N Y N
7. SCHL 20 3 School D N Y N
8. BDGR 23 3 Responsblty D N Y N

Delimiters: -------

Field Specification Maintenance:

Field

Number Usage Defined name Size Bal

1 Fund Fund 2 Y
2 Project (Resource) Resource 4 Y
3 Project Year Year 1 Y
5 Program/Goal Goal 4 N
6 Function/Activity Function 4 N
4 Object Object 4 N
7 School School 3 N
Account Title: Fd-Resc-Y-Objt-Goal-Func-Sch-Bdg
Sample Account: XX -XXXX-X - XXXX - XXXX - XXXX - XXX - XXX
Normal Account Preset: >
Request Screen Acct Preset: >
Raw account length: 25
Formatted account length: 32
3'8 Copyright © QSS, 2011 05/2011




Updating District Account Code Structure (GLMT02)

Traditional Screens

Traditional Screens

The traditional screens are very similar to those in QCC. This heading illustrates the
screens for the following:

¢ Defining the District Masterfile
¢ Copying District Records

Defining the District Masterfile

Thefollowing screensillustrate how to define the account string for a district with the

traditional software. For more details, see Chapter 2 of the QSSOAS S Core
Financial Manual.

District: 07 Update District Masterfile QSS/0ASIS

District: 07 FY: ¥2

Name :
G/L District:

online Account Balancing:
override password:

TWin:

QSS UNIFIED SCHOOL DISTRICT

Maintain Account $tring Definition: [§ (v/N)

start ‘ ‘ ‘ ‘ ‘

Update
over

Exit ‘

Figure 3-12: District selection

05/2011
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District: 07 Account String Definition QSS/0ASIS
District: 07 QS5 UNIFIED SCHOOL DISTRICT FY: y2
Field 1ID start Size Name c/D/M FY SIG LINK Bal
01 02 Fund Y
03 03 BdgtRespons i
06 03 site/school N
09 04 Resource v
13 01 Project Year u
14 04 Program Goal il
18 04 Function il
22 04 object il
26 04 Type i

oooooO00O0
[ cccceccc]

1
2
3
4
5
6
7
8
9.
10,
11
12
13
14
15
16

Delimiters: SECEEEEE
Move

start continue| Exit
over
Figure 3-13: Account String Definition
District: 07 Field Specification Maintenance QSS/0ASIS
District: 07 0SS UNIFIED SCHOOL DISTRIGT Fy: v2
Field
Number Usage Defined name $Size Bal

* Fund Fund
Sub-Fund
Project (Resource) Resource
Project Year Project Year
Program/Goal Program Goal
sub-Program
Function/Activity Function

* Object Object
Sub-0Ohject
school site/School
Location/site
User/Type Ty pe

Fiscal Year

Go To Previous continue Exit
option

Figure 3-14: Field Specifications Maintenance
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Updating District Account Code Structure (GLMT02)

Traditional Screens

District: 07 Account Presets QSS/0ASIS

District: 07 Q@SS UNIFIED SCHOOL DISTRICT F¥: 97

1 o 3 a
1034567890123456789012345678901234567890123456
Account Title:
Sample ACCOUNT: XX = XXK= XHK = XHHK = K= XX KK = KHHK = KHHK - XHHK
Normal Account Preset: 0000
Request Screen Acct Preset: ?T??

Raw account length: 29
Formatted account length: 37

Go To Previous Gontinue| Exit
option

Figure 3-15: Account Presets

Copying District Records

If there are no changes in the account string, you can copy it from one year to the
next. For details, see Chapter 2 of the QSSYOAS S Core Financial Manual.

District: 07 Copy District record to other District/F¥ QSS/0ASIS
Source District: FY¥: QSS UNIFIED SCHOOL DISTRICT

DI FY Name GL Dist AcctBal Ooverride
source: 07 97 Q8s UNIFIED SCHOOL DISTRICT OVERRIDE

Target: District 07 ‘ ‘ ERLAG

Go To Update Exit
option Dists

Figure 3-16: Copy District Record to Other District/FY

05/2011
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Rolling Year-Specific Account Field
Descriptions (FDUPDT)

© Field Maint. [FDUFDT] |

Field M aint: T Transfer Desc T Global Desc xfer T Diszt Field Mapping

Field ID Size Type FY Sig Control Link Bal ~
LAt Object 4 Murneric Mo ‘fes Counky Mo

9 Type 4 Murneric Mo ‘fes Districk Mo

v

Yalue |Name Abbr. Ref |Type GL Type 5

3400 [HEALTH AMND WELFARE BEMEFITS [Ha4 BEM

3401 HEALTH & WELFARE-CERTIFICATE |H&MWCERT

3402 [HEALTH & WELFARE-CLASSIFIED  [HEMWCLASS

3500 [STATE UNEMPLOYMEMT INSURAMC| ST

3501 STATE UMEMPLOYMENT INS-CERT | SUICERT

3502 [STATE UNEMPLOYMEMT INS-CLASS|SUICLASS

3520 [MISC SUL MISC SUI 3

Figure 3-17: Field Maint. (FDUPDT) tab after being selected as the active tab

Overview

You may not need to follow this step.

¢ Skip thisstep for account fields that are not fiscal year controlled. The field values
are not tied to afiscal year, so no action is required. For example, the Fund field is
not fiscal year controlled. Fund 01 is the General Fund in every fiscal year.

¢ Follow this step for fiscal year controlled account fields. For them, the field defini-
tions aretied to aspecific district and fiscal year. This step explains how to roll the
field definitionsfrom Y1 into Y 2.

The FY box in the Account String subtab determines whether an account field is
fiscal year controlled.

Each district must have a set of field values for each year. There is a separate set of
field values for each account field: alist of valid funds, objects, resources, and all
other account fields. Each list of field values can be linked to a particular district and
fiscal year. When the district beginsanew fiscal year, it must create anew list of field
valuesfor every fiscal year dependent field in its account string.

The Field Maintenance (FDUPDT) tab on the Chart of Accounts window allows a
district to create new field values in the new year and to copy existing field values
from one year to the next.

There are two ways to copy field values with the Field Maintenance (FDUPDT) tab:
individual field definitions and mass copy.

3-12
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Rolling Year-Specific Account Field Descriptions (FDUPDT) Checking Database Capacities

¢ Individual Field Definitions. The Transfer Desc subtab allows you to copy an
individual field value, such as a specific fund or function code, from one year to
the next.

¢ Mass Copy. The Global Desc Xfr subtab allows you to copy al field definitions
for an account field from one year to another. For example, this screen allows a
district to copy all values for the responsibility or object field from FY 08 to FY
09. Once the copy is completed, you can add or change individual field values as
needed in FY 09 with the Field Maintenance subtab.

i Checking Database Capacities

Before entering field descriptions (FDUPDT), check the capacity of the CA-FIELD-
DEF dataset in the GLDSY S database. In most cases, doing so requires that you get
help from data processing or your system administrator.
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Transfer Desc Subtab

Qs ControlCenter 07 - QSS DEMONSTRATION DISTRIC.... (= |(B]fX]

File ‘“iew District Year Go Messages “Window Help

Go ,

+ Print Manager [ Job Menu | Utilities

Finance
AR (AR, ¥R, RR - Mo invoicing)
AR (Invoicing and Billing Management - RI, RP)

RS Budget Development

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

= Finance Job Menu

ﬁ“ Journals, Transfers (DC, JE, TF, TV}
B’ Manual Payroll Encumbering
@ Payroll Transfers [Preview Available 30.x]
E’ YL Payment Processing
+ AP | Purchasing
+ Lookups

( — Settings | Master Files )

? Account Mainbenance

Chart of Accounts | Beginning Balances
Clearing Rules, Contral Objects, District Definitions

Cptions, Odarmeters, Contral Dates, SACS Tables, Fund xRef

+ Fixed Assets [ Stores

Figure 3-18: Selecting the Chart of Accounts window from the tree view

Transfer Desc
In the top part,
select the Field: [1 - Fund =
aCCOUm, source Enter year of existing description: ’?
year, and target Enter year to receive description: ’W
year. REIEH 11 - ADULT EDUCATION

T_he window Name: [ADULT EDUCATION
displays the
Mame Abbr: 'W
code you select.
You can change Reference:
any of these Tyee: | =
bOXes for the General Ledger Type: | j
copy.

Figure 3-19: Transfer Desc subtab for the Chart of Accounts window

Transferring Descriptions

The Transfer Desc subtab allows you to copy an account field description for your
district from one fiscal year to the next.

In the Control field on the Field M aintenance subtab, each account field is either Dis-
trict-controlled, County-controlled, or Mapped.
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Rolling Year-Specific Account Field Descriptions (FDUPDT) Global Desc Xfer Subtab

¢ If youarelogging in asadistrict, you can transfer descriptions only for District
fields.

¢ If you arelogged in as the county, you can transfer the description for all account
fields: District, County, and Mapped.

Account Description Boxes
The following figure focuses on the part of the Transfer Desc subtab that displays the
definition of the source account field. You can change any of thisinformation for the
copy of the account field that you are creating.

M ame: |I:EF|TIFID3.TED FUPIL SUPP SaLaRY

Mame Abbr: [PUP SLIPP

Reference: |
Type:! |i j
General Ledger Type: | j

Figure 3-20: Account description boxes for the Transfer Desc subtab

Global Desc Xfer Subtab

[ Global Desc Xfer I
Transfer? | Field No. Field Mame FY Controlled Source Year Target Year
es 1 Fund Mo o7 08
es 2 Responsblty Mo o7 03
es 3 Site Mo o7 03
Ves 4 Resource Mo o7 03
Yes 5 ProjectYear Mo o7 03
es 6 Goal Yes o7 08
Ves 7 Function Mo o7 03
Ves g Object Mo o7 i)
F|Yes 9 Program Mo a7 0s

Figure 3-21: Global Desc Xfr subtab for the Field Maintenance (FDUPDT) tab

Columns in the Subtab

Transfer? | Field No. Field Name FY Controlled Source Year Target Year

Yes 1 Fund Mo a7 03

Figure 3-22: Columns in the Global Desc Xfr subtab

Traditional Version

The traditional program is Update Chart of Accounts (FDUPDT). For detailed
instructions, see Chapter 5 of the QSSYOAS S Core Financial Manual.
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This heading illustrates the following:

¢ Individua Field Description Transfers
¢ Global Field Description Transfer

Individual Field Description Transfers
The following series of screensillustrates the process of maintaining individual field

values with Update Chart of Accounts (FDUPDT).

District: B5 Update Chart of Accounts O55/0A5I5
Field to update (H for help): [l
Select the # to update from this list:

FUND
RESOURCE
PROJECT YEAR
OBJECT

LOCAL GRANT
GOAL
FUNCTION
SCHOOL
RESPONSBLTY
LOCAL

SO0~ @M L WA -

—_

Start Go to Help Global Back Field Exit
Over Option Transfer Up Happing To Henu

Figure 3-23: Option Screen in Update Chart of Accounts (FDUPDT) with List of Fields

Type afield number and press <ENTER>.

3-16
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Rolling Year-Specific Account Field Descriptions (FDUPDT) Traditional Version

District: 65 Update Chart of Accounts O55/0A51S
Field: 02 Hame: RESOURCE
Option (H for help): i

Valid options are:

A - Add a record

C - Change a record

D - Delete a record
I
R

- Inspect a record
- Request master file report

5 er Ti1le
« - Transfer Descriptions betueen years

Start Go to Help Global Back Field Exit
Over Option Transfer Up Mapping To HMenu

Figure 3-24: Update Chart of Accounts Screen with 'T'ransfer Option

To transfer field values, type T and press <ENTER>.

District: B5 Update Chart of Accounts 055/0A515

Field: 02 Hame: RESOURCE

Option (H for help): [
Enter year of existing description: [§l
Enter year to receive description: [
RESOURCE value: [rEll

Start Go to Help Global Back Field Exit
Over Option Transfer Up Mapping To HMenu

Figure 3-25: Individual Description Transfer Screen in Update Chart of Accounts (FDUPDT)

Press <ENTER> to display information about the selected field values.
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District: BS Update Chart of Accounts 055/0A51S
Field: 02 Hame: RESOURCE
Option (H for help): [
Enter year of existing description: &l

Enter year to receive description:

RESOURCE value:
Name:

Abbr:

Reference:

Type:

General Ledger Type:

RANSPORTATION HOME TO SCHOOL

Start Go to Help Global Back Field Exit
Over Option Transfer Up Happing To Henu

Figure 3-26: Update Chart of Accounts Screen with All Fields Displayed

Press <ENTER> to save your changes in the target year. The source year is
unchanged.

Global Field Description Transfer

District: B5 Update Chart of Accounts 055/0A5IS

Field to update (H for help): [l

Exit
To Menu

Field
Mapping

Start
Over

Go to
Option

Help ‘ Global ' Back
Jransfer) Up

Figure 3-27: Update Chart of Accounts Screen (FDUPDT)

Press <Global Transfer> to display the Global Description Transfer screen.
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Traditional Version

District: BS Global Description Transfer 055/0ASIS
Field Field Fiscal Year Source Target
Transfer? Ho. Name Control led? Year Year
01 FUND H
02 RESOURCE H
03 PROJECT YEAR hd 1
04 OBJECT H
05 LOCAL GRANT H [ x
06 GOAL Y 1
F 07 FUNCTION H
N 08 SCHOOL N
# 09 RESPONSBLTY H
10 LOCcAL H

Start Go To Explain Back Field Start Exit
Over Option Up Mapping | Transfer| To Henu

Figure 3-28: Global Description Transfer Screen in Update Chart of Accounts (FDUPDT)\
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Defining Clearing Rules (GLMTQ03)

Copying and Reviewing Clearing Rules

Every district hasaset of clearing rulesfor processing liabilitiesfor accounts payable,
payroll, and benefit expenses. Each set of rulesislinked to a specific district and fis-
cal year. A district can copy these rules from one year to another, then make any
needed adjustments. If you want to make any changesto these rules, do so before you
begin to post actual accounts payable, payroll, or benefit transactions to the general
ledger.

Before adistrict can set up clearing rules, it must create a set of “skeleton” accounts
that contain only the balance sheet fields. All other field values must be zeros. You

can establish these accounts by using the Budget Development System to copy them
into the new fiscal year or by creating them with the Account Maintenance window.

The Clearing Rules (GLMTO03) tab alows a district to define accounting rules for
posting liabilities for accounts payable and payroll to the general ledger. These rules
allow avariety of waysfor processing these expenses: clearing accounts, liability
objects, or due to/due from objects. The clearing accounts can be in avariety of
places: the same fund as the expense, a different fund in the same district, or a special
County Schools Services Fund (CSSF) district—a special clearing district that allows
a county to consolidate Accounts Payable and Payroll expenses from all districtsinto
asingle set of clearing accounts for payment.

A district must define these clearing rules every year. This requirement exists because
the district definition on the Account Structure (GLMTO02) tab isfor a specific district
and year. Likewise, the clearing rules on the Clearing Rules (GLMTO03) tab are also
for aspecific district and year. However, you do not need to rebuild each year’s clear-
ing rules from scratch, as you can copy clearing rules from year to year, then make
any modifications needed for the new year.

Prerequisites

Before you can create clearing rules for a district and year, the following items must
already bein place:

¢ District Account Definition. The Account Structure (GLMTO02) tab allows you to
create the district record for each district and year. Thisrecord definesthe structure
of the financial account that your district uses.

¢ Chart of Accounts. The Field Maintenance (FDUPDT) tab on the Chart of
Accounts window allows you to define the field values, or lists of funds, objects,
and other account fields from which to choose when creating an account string.
The chart of accounts must include the field valuesfor the funds, resources, project
year, and objects for the clearing accounts on the Clearing Rules (GLMTO03) tab.
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Defining Clearing Rules (GLMTO03) Order for Setting Up Clearing Rules

¢ Validated Accounts. Each clearing account must be avalid account created with
the Account Maintenance window. These clearing accounts are skeleton accounts
that include only the fields that post to the general at the balance sheet level. The
Account Structure (GLMTO02) tab specifies which fields post to the general ledger
and which are used only for tracking revenues and expenses in the subsidiary led-
gers.

Order for Setting Up Clearing Rules
When setting up clearing rules for ayear, do so in the following order.

¢ Always create the global clearing rulesfor District 00 first. These rules apply to all
districts that do not have a set of district-specific clearing rules.

¢ Createdistrict-specific rulesfor districtsthat require exceptions. Copy the clearing
rules from District 00 to an individual district, then make any needed district-spe-
cific exceptions.

For example, District 08 requires special processing for some transactions. First, copy

the clearing rules from District 00 to District 08. Second, make any needed modifica-
tions for the special needs of District 08.

Copy/Del Clearing Rules Subtab

]/ Copy/Del Clearing Rules

W Copy AP Clearing Rules

Fram District: |D?-QSS UNIFIED SCHOOL DISTRICT j

To Fiscal Year: |07

To District: |D?-QSS UNIFIED SCHOOL DISTRICT j

Figure 3-30: Copy/Del Clearing Rules subtab for the Maintain APY/BEN/PAY Clearing Rules (GLMTO03)

The Copy/Del Clearing Rules subtab allows you to copy the accounts payable clear-
ing rule from one year to another and to del ete the clearing rule for the ayear. To copy
the clearing rules, run the copy processfor all 3 sets of rules.

Traditional Version

Figure 3-31 illustrates the option screen for the traditional software after you select
Maintain APY/BEN/PAY Clearing Rules (GLMTO03) from the Menu System. The
optionsfor year-end processing are highlighted. For more details, see Chapter 5 of the
QSSOAY S Core Financial Manual.
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£ @S5 ControlCenter 07 - SS DEMONSTRATION DISTRICT... [= |[B[X]

File Wiew District Year Go Messages ‘Window Help

Go

+
+
+

+

Print Manager | Job Menu | Utilities
Finance

= | AR (AR, KR, RR - Mo irvoicing)

= Budget Development

2= Finance Job Menu
G Journals, Transfers {DC, JE, TF, TY)
G Manual Payroll Encumbering
:‘@s Pavroll Transfers [Preview Awailable 30.x]
G YLD Payrent Processing
4P ! Purchasing
Lookups
Settings [ Master Files
i &‘ Account Maintenance

i "&‘ Chatt of Accounts [ Beginning Balances

©

Fixed Assets | Stores

AR {Invoicing and Biling Management - RI, RF)

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

efinitions

ﬂ:; Cptions, Odometers, Control Dates, SACS Tables, Fund xRef

Figure 3-29: Selecting the General Ledger Maintenance window from the tree view

District: BS

Maintain APY/BEN/PAY Clearing Rules 055/0AS515

Option (H for Help): Y

Fiscal year:

District: [ (Use 00 for Global settings)

Copy
From

Fiscal year:

District: m_ (Use 00 for Global settings)

Valid options are:

A - Haintain APY/PAY Clearing Rules
XA - Copy APY/PAY Clearing Rules
B - aintain Benefit Clearing Rules

DR - Delete  Renefit CI i

IXB - Copy Benefit Clearing Rules I
H - This help message

E - Exit progran

Start Help

Over

Return
to Henu

Figure 3-31: Option Screen (GLMTO03)
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Defining Clearing Rules (GLMTO03) Traditional Version

Figure 3-32 illustrates the screen for copying Accounts Payable and Payroll clearing
definitions from one district and fiscal year to another. The screen for copying benefit
clearing rules works the same way.

District: B9 Haintain APY/BEN/PAY Clearing Rules 055/0A51I5

Option (H for Help): @3

Fiscal year: |
District: [ (Use 00 for Global settings)

Copy Fiscal wyear:
From District: (Use 00 for Global settings)

S5tart
Over

Return
to Henu

M R |

Figure 3-32: Copy APY/PAY Clearing Rules
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Setting Up Budget Control Record (BOUPDT)

@ Settings l

Budget Control Rec [BOUPDT)

Dishrict : ’F
Figcal vear W
Status: |'T' M aintain accounts via transfers. j
Approved: ,Hij Uzer D : l_
Revised: ,Hij User D l— Revision number: ,D—
Copied from Budget Dew: 'Hij Uzer D : l_ Counter: 'D_
Actuals copied to Budget Dew: ,Nij

Figure 3-33: Budget Control Rec (BOUPDT) subtab for the Settings tab

Introduction

The budget control record keeps track of when the working budget isrolled to
approved and revised and which user rolled the budget. It will not allow the working
budget to be rolled to approved more than once. It also will not allow you to do
budget transfers prior to rolling the budget to approved if the control record is set to
transfers. If the control record is set to detail, you cannot maintain the budget with
transfers.

Each year, you must decide whether you want to maintain the working budget
through Update Working Budget (allows details) or viathe Transfer program. Make
this decision for each district.

Each district must have a budget control record defined with the Budget Control Rec
(BOUPDT) subtab for every fiscal year in which it uses the QSSYOA SIS Budgeting
System. Thisrecord must exist before a district can do any of the following for afis-
cal year:

¢ Roll abudget model from the QSS/OASIS Budget Development System into the
general ledger’s working budget with the Transfer Development Budget to Finan-
cial System (BDEOO6) window.

¢ Maintain the unapproved working budget on the Maintain Budget tab with the
Module, Task, and User Security for QCC and the Budget Detail Records
(GLDDET) subtab. You cannot use the Budget Transfers (BD02BT) subtab for an
unapproved budget.

¢ Approve the working budget with the Transfer Working Budget to
Revised/Approved (BGRQST) window. Thiswindow launches a process that rolls
the working budget to the revised and approved budgets. The approved budget isa
snapshot of the working budget as of the time it was approved.
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Setting Up Budget Control Record (BOUPDT) Introduction

¢ Usethe Financial Activity Report Writer (FARSUB) window to create a Financial
Activity Report (FAR110).

After the working budget is approved, the budget control offers the following choices
for how to maintain the working budget:

¢ TheBudget Transfers (BD02BT) subtab.QSS recommends this option, as budget
transfers provide an audit trail of changes and show up on financial reports.

¢ The Update Working Budget (BGUPDT) subtab and the Budget Detail Records

(GLDDET) subtab. These two subtabs allow you to update budgets without pro-
viding any record of what changes were made.

O PressALT+S.

#°QsS ControlCenter 07 - Q5SS DEMONSTRATION DISTRICT... (= |(8][X]

File Wiew District Year Go Messages ‘Window Help

a0
+ Print Manager | Job Menu | Ukilities

— Finance
| AR (AR, ¥R, RR - Mo invoicing)
| AR (Inevoicing and Billing Management - RI, RF)

E% Budget Development
5 Budget (Transfers, Settings, Summary Rules, Ind Cast Rules)

==
= Finance Job Menu

=l

Figure 3-34: Selecting the Budget Maintenance window from the tree view
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Creating a Budget Control Status Report (BO0100)

NOTE: QSS strongly recommends that you select 'T’ - Maintain accounts via transfers.
Budget transfers provide an audit trail of all changes made to the approved budget. You can
create transaction reports of budget transfers, and budget transfers show up on financial
reports that list the full details of transactions.

Figure 3-35 illustrates the report launch screen that displays after you click the <=
(Report [Ctrl+F11]) icon.

Budget Operation Records 07 - Q5SS DEMONSTRATION DISTRICT gssioasis  [T)[0X)
File Help

l Presets ] Submit Job ]

District: 07 - Qss Demonstration District Beginning Balance pdate Report Q55/04515
ear 07

Fizcal Year: W

Feport Type: | j

Fepart title: |

Figure 3-35: Launch screen for the Budget Control Status Report (BO0100)

The resulting report looks like this.

07 QSS DEMONSTRATION DISTRICT BUDGET CONTROL STATUS REPORT J4857 B0O0100 H.00.01 04/19/Y2 PAGE 1

SANPLE
REPORT FOR ALL DISTRICTS FISCAL YEAR: Y2

Control Approval Opr Revision Opr Revision BDE->GL Opr BDE->GL Actuals
District Status Date ID Date ID Counter Working ID Counter Rolled
4 PREFECT QUATRE T 07/01/20Y2 JMzT7 06/30/20Y2 JMT7 6 07/01/20Y2 DY 2 09/19/20Y2
6 PREFECT SIX T 07/01/20Y2 JMT7 05/08/20Y2 JMT7 8 07/01/20Y2 KMA6 4 09/18/20Y2
7 PREFECT SEPT T 06/30/20Y2 smgr 06/30/20Y2 MGR 8 07/01/20Y2 JD 2 04/01/20Y2
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Traditional Screens

This heading illustrates the screens for adding a budget control record with the

traditional software. For more details, see Chapter 6 of the QSSOAS S Core
Financial Manual.

Figure 3-36 illustrates the option screen for Maintain Budget Operations Control
Record (BOUPDT).

District: 07 Haintain Budget Operations Control Record 055/0ASIS

Option: Enter "H" for help.
Fiscal Year:

Start Start Return
over over to nenu

Figure 3-36: Option Screen for Maintain Budget Operations Control Record (BOUPDT)

Figure 3-37 illustrates the screen for adding a new record after you type an Option of
A, then press<ENTER>.
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District: 07 Haintain Budget Operations Control Record 055/0ASIS
Year: Y2
Status: [I "D" To maintain accounts via detail and updates.

"T" To maintain accounts via transfers.
approved: [ vser ID: _
Revised: User ID: _ Rewision number: D00
Copied from Budget Dev: User ID: _ Counter: 00

Actuals copied to Budget Dev:

Start Start Update
over over

Return
to menu

Figure 3-37: Add, Change, or Inspect Screen for Maintain Budget Operations Control Record (BOUPDT)
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Overview

Validating Account Strings

Overview

Each district must have a separate set of validated accountsfor each fiscal year before
any transactions can be posted. A valid, or validated, account is an open account that
can be used for tracking financial activity. Each account islinked to afiscal year and
isvalid only for that year.

All transaction programs check the AC-MASTER dataset to see if the account
number existsin the fiscal year before posting the entry.

You can validate accounts through ACUPDT, Budget Development, or viathe
function keys within either the GL Application window or Budget Transfers
(BDO2BT) subtab on the Budget Maintenance window. There are five wasto validate
accountsin the financial system. The following five methods are not mutually
exclusive. You can use one or more of them.

Ways to Validate Account Strings

There are five ways to validate account strings.

¢ Manually enter each account through the Account Maintenance window. This may
be an ongoing process, done at any time of year, but especially after the new year’s
budget is approved.

¢ Transfer the budget from Budget Development to the next year’s working budget
with BDEQOO6. Thisis abatch job and is the most commonly selected method.

¢ Manually enter each account through Update Working Budget (BGUPDT) subtab
on the Budget Maintenance window. Thisisusually donein the spring so adistrict
can produce purchase orders for the next year’s supplies that will be charged to the
next year’s budget. This can also be done at any time until the next year’s budget is
approved.

Thelast two methods are reserved for the beginning balances of 9xxx objects, general
ledger accounts only.

¢ Manually enter accounts through the Beg. Balance Upd (BBUPDT) tab on the
Chart of Accounts window.

¢ Roll Beginning Balances through Budget Development with BDEOOS. See "Begin-
ning Balances via Budget Development” on page 3-63 for more information.
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Creating Validated Accounts

The two most common ways to create validated accounts are by validating individual
accounts, or by batch copying from Budget Devel opment.

¢ Validating Individual Accounts. The Account Maintenance window allows you
to open, or validate, individual accounts. This online program allows you to vali-
date one account at atime. This option is useful for creating new accounts during
the fiscal year.

¢ Batch Copy from Budget Development. If your district uses the QSS/OASIS
Budget Development System, it can use a batch process (BDEOO6) to create most
of the validated accounts in the new fiscal year. Budget Development allows adis-
trict to experiment with avariety of budget models, then select one model as the
starting point for the new fiscal year. Near the end of the budget devel opment
cycle, adistrict rolls, or copies, a budget model from the Budget Devel opment
System into the working budget of the general ledger. This action creates a set of
validated accounts in the new fiscal year.

For more information, see the discussion of budgeting in the QCC Core Financial
Manual and the QCC Budget Devel opment Manual.

TIP: Budget Development can be a shortcut for validating accounts in a new year.
Even if your district does not use the QSS/OASIS Budget Development System to prepare
the budget, you can use that system to create a set of validated accounts. For example,
suppose it is the start of FY 03 (July, 2002 to June, 2003). You can follow these steps to
quickly create a set of validated accounts:

» Transfer financial accounts from the general ledger budget for FY 02 into a budget
model in the Budget Development System.

» Transfer the budget model into the general ledger working budget for FY 03. This
action creates a set of validated accounts.

See the QCC Budget Development Manual for more information.
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Manually Entering Each Account Through
Account Maintenance (ACUPDT)

This method will allow you to validate each account, but no budget amounts are set
up. You must be logged into the fiscal year for which you are validating accounts.
These instructions focus on the following areas.

i3 Checking Database Capacities

Before performing a manual entry of accounts through Validate Accounts
(ACUPDT), make sure that the AC-MASTER and ACCOUNT datasets in the
GLDSY S database have adequate room. Check also the PSEUDO-CODE dataset if
you will be entering pseudo codes. In most cases, doing so requires that you get help
from data processing or your system administrator.

Prerequisites for Using This Program
Before you can use this program, the following preparation is required:

¢ Define the account structure for the current fiscal year.
¢ Create the chart of accounts.

See "Rolling Year-Specific Account Field Descriptions (FDUPDT)" on page 3-12 for
more information about Update Chart of Accounts (FDUPDT).

Overview of the Account Maintenance Window

Figure 3-38 illustrates the Account Maintenance window that displays after you open
it from QCC or from the GL Account Lookup window. This heading provides an over-
view of how to use the window.
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LUEY U < Account Maintenance 07 - QS5 DEMONSTRATION DISTRICT
Menu bar File Options Help
Toobar | df O [ = g%y X | B
Message bar
Account area District - ’F
Fizzal Year : ’F
Fd BdrSch Resc ¥ Goal Func Chit Type
st e [ |
Status :
Pseudo Code
Follover Flag: [~
Description : |
State Code :
Status bar | AcuPDT : Yoovyyyw

assioasis [T)[E)X)

Inspect

472242007 | 20:52

Figure 3-38: Parts of the Account Maintenance window

SACS Field Relationship Checking

The California Department of Education (CDE) has published tables that define the
valid combinations of the following fields for its Standardized Account Code Struc-

ture (SACYS):

Fund and Function
Fund and Goal

Fund and Object
Fund and Resource
Function and Object
Resource and Object

*® & & 6 o o

For districts that are using the California SACS account structure, the QSS/OASIS
Financial System can check each account that you create against these field relation-

ship tables.

Your system administrator has set up one of the following options:

¢ No checking. By default, there is no account field checking when you add an
account. You can enter any combination of account field values without regard for
whether they meet the SACS requirements. There is no warning when an account

contains an invalid combination of fields.
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¢ Soft checking. With this option, each new account is checked against the field
relationship tables. The screen issues a warning when an account contains an
invalid combination of field values, such as acombination of fund and object field
valuesthat is not in the relationship table. However, you can override the error and
update the account.

¢ Hard checking. With this option, each new account is checked against the field
relationship tables. Every account must pass all field relationship tests. You cannot
add an account that contains an invalid combination of field values, such asthe
wrong revenue object for aresource, or an invalid combination of function and
object codes.

Before your district can use soft or hard checking, your system administrator must
download the field relationship tables for SACS and set up the ACUPDT user secu-
rity to enable checking against those tables. For details, see the discussion of
ACUPDT in Chapter 2 of Modules, Tasks, and User Security for QCC.

Traditional Screens

Options Screen
Figure 3-39illustrates the Account Maintenance Screen. Thisscreenisdisplayed after
you select Account Maintenance (ACUPDT) from the Menu System. Thisisthe
option screen, which allows you to change, open, or close financial accounts. For
detailed instructions, see Chapter 5 of the QSS'OAS S Accounts Payable Manual.

NOTE: Figure 3-39 illustrates the standard function keys for this screen. If a function key is
not displayed on your screen, your security profile does not allow access to that function.
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District: 07 Account Maintenance Q55/0ASIS
Year: ¥2

(Choose a function key)

FI02AC H.00,01 compiled 03/26/98 20:05 S=Y00Y¥YY
OPTIONS Change Open Close Reports]| Return
Info Account|| Account] To Menu

Figure 3-39: Account Maintenance Screen (ACUPDT)

Open Accounts Option Screen

District: 07 Open Account Option 085/0AS1IS
Year: Y2

District Fd Bdr Sch Resc ¥ Goal Func 0Objt Type
07 01-500-400-0000-0-0000-0000-5800-0000

Return
To Menu

Options Continue

Back
Up

Figure 3-40: Open Account Option Screen (1 of 2)
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District: 07 Open Account Option 0SS/0ASIS
Year: ¥2

District Fd Bdr Sch Resc Y Goal Func 0Objt Type

07 01-500-400-0000-0-0000-0000-5800-0000
Pseudo-code:
Rol lover flag:
Description:
State Code:

This account is not on file
Options

Back Continue| Return
Up To Menu
Figure 3-41: Open Account Option Screen (2 of 2)
Change Info Option Screen
District: 07 Change Info Option ASS/0ASIS

Year: ¥2

District Fd Bdr Sch Resc ¥ Goal Func Objt Type
o7 01500400901877 110000058000000=

Options Return

To Menu

Back
Up

Figure 3-42: Change Info Option Screen (1 of 2)
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District: 07 Change Info Option
Year: ¥2

District Fd Bdr Sch Resc Y Goal Func Objt Type

07 01=-500-400-9018=-7=-7110-0000-5800-0000
Pseudo-code:
Rollover flag:
Description:
State Code:

Options Back Return
Up To Menu

0SS/0ASIS

Figure 3-43: Change Info Option Screen (2 of 2)

Close Account Option Screen

District: 07 Close Account Option
Year: ¥2

District Fd Bdr Sch Resc Y Goal Func Objt Type
o7 03500400000077110000058000000>

0SS/0ASIS

Options Back Return
Up To Menu

Figure 3-44: Close Account Option Screen (1 of 2)
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District: 07 Close Account Option Q55/0A515
Year: Y2

District Fd Bdr Sch Resc Y Goal Func Objt Type

o7 03500400000077110000053000000=

Really Close this account? I

Figure 3-45: Close Account Option Screen (2 of 2)
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Transfer Selected Budgets to Budget
Development (BDEOO5)

Purpose of Process

The Transfer Selected Budgets to Budget Devel opment (BDEOOS) window launches a
batch process that alows you to copy any of the following into a budget model:

¢ Working, revised, or approved budget in the Financial System.
¢ Actual revenues and expenses from the Financial System.

¢ Up to 20 budget models.

¢ Upto 20 actuals models.

Thereisone additional source for budget data. The Import Accountstab allows you to
import budget accounts and amounts from an Excel file or delimited text file.

Y our site can configure this process to honor or ignore the Rollover Flag for an
account. When your site creates accounts on the Account Maintenance window, each
account hasaRollover Flag that controlswhether to roll the account forward from one
fiscal year to the next. The BDE5S00 user security controls whether the Budget
Development System honorsthis flag.

Launching the Process

Table 3-1: Tabsfor the Transfer Selected Budgets to Budget Development (BDEO0O5) window

TAB

There are two operations in launching a process:

¢ Opening the process window.
¢ Filling in the process window and launching the process.

PURPOSE

Main Selection tab

budget model. The source can be a budget in the general ledger, up to 20
actuals models, or up to 20 budget models. You can also select whether to

clear the target budget model before transferring or merging the transferred

accounts and amounts with the target budget model.

Select the source from which to copy accounts and amounts into the target

Accounts tab

field ranges. This tab is the same for every report.

Select the accounts to include on a report or process by account masks and

3-38
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Main Selection Tab

Main Selection Tab

Figure 3-46 illustrates the Main Selection tab for the Transfer Selected Budgets to

Budget Devel opment (BDEOO5) window.

Transfer Selected Budgets to Budget Development (BDEODS)
File Options

H2 2QO2PF

@ Main Selection l Qccounts]

District: |07
Source Py |08 !

o]

- Developrent

Transfer Selected Budgets to Budget Development
CHOOL DISTRICT

Target FY: \

Maove account details: [

Transfer accounts if amt iz zero: [w
Set dollars in target model to zero: [

07-QSS DEMONSTRATION DISTRICT  ass/oasis  [2)[E][K)

If acct exists in target model; |N -Moeraze j
FTE: |EI -FTE zet to zero in target j
Founding rule: |N - Mo rounding j
GLDSYS Accounts: |D -Open j
Source Model Options Source Model Options ~
¥l 2
3 4
5 b
7 &
9 10
11 12
13 14
15 16
17 T w

Default Usersec: ¥

Yr:2008 Dist:07 Site:1

4/9/2008 22:19

Figure 3-46: Main Selection tab for the Transfer Selected Budgets to Budget Development (BDEO005) window

Sample Copy from Budget dev or Gldsys to Budget dev

(BDE520)
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07 QSS DEMONSTRATION DISTRICT COPY from Budget dev or Gldsys to Budget dev Jg8so07 BDE520 H.00.07 05/21/08 PAGE 0

The following are the parameters the copy (BDE520)
was run with.

Account classifications selected Field ranges selected
Fd Bdr Sch Resc Y Goal Func Objt Type FI RANGE

1. - - - - - - - -

2. - - - - - - - -

3. - - - - - - - -

4. - - - - - - - -

5. - - - - - - - -

6. - - - - - - - -

7. - - - - - - - -

8. - - - - - - - -

9. - - - - - - - -

10. - - - - - - - -

Budget Source: D

From fiscal year: 08
Source model/option: 00/A

To fiscal year: 08

Target model number: 04

Accounts selected: Y

Move account detail: N

Zero budget amounts: N

Erase previous data: N

Transfer zero accounts: Y

How to setup FTE: 0

Special rules for fy field:
Include which GL Accts: O

Extract budget from source in Budget Developement
District: 07
Fiscal Year: 08
Source Model/Option: 00/A

Load budget into target budget model
District: 07
Fiscal Year: 08
Fiscal Model: 04

TIME EVENT

08:30:20 Start Extract

08:30:20 Source budget records read: 11

08:30:20 Source budget records extracted: 11

08:30:20 Target budget records remaining after duplicates removed: 0
08:30:20 Target budget details added:

08:30:20 Target masters added: 0

08:30:20 Process complete

Traditional Screens
For the traditional softw

are, you can launch Transfer Selected Budgets to Budget Devel opment (BDEOO5S)
from Budget Development (BDEOQO). The processisvery similar to that for the QCC
version. For details, see Chapter 4 of the QSS/OA SIS Budget Development Manual.
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District: BS Budget Dewvelopnent 055/0A5IS
Year: vy

(Choose a function key)

Report Help Next odel Budget/ | Budget Comp Bdg| Return
Screen Keys ontrol Actuals | Actions | Report to Henu
Percent { Help Hext Resynch TFR to FR to TFR to Return
Adjust Keys Models Bud Dev en Ledg{ Dev Actl{ to HMenu

e

Figure 3-47: Budget Development Main Screen (BDE0OO)

Press <Next Keys>, then press <TFR to Bud Dev>.

Figure 3-48 illustrates the screen that displays after you pressthe <TFR to Bud Dev>
function key.

District: 07 Transfer Selected Budgets to Development Budget 055/0A518
(Press F2 for expanded help)
Source: @ D=Deve lopment ,H=6L Horking,R=GL Revised, A=GL Approved, ¥=Dev Actuals

Source FY:

Source Model/0ptions(A/S): /| /| /| /| /| /| /| /| /| /|
/| /| /| /| /| /| /| /| /| /|

Target FY: Target Model:
Select accounts?
Move account details? (Y,N)
Transfer accounts if amount is zero? (Y.HN)
Set dollars in target model to zero? (Y.H)
If account exists in target model? A=Erase, S=Erase selected, H=No erase
FTE: ] 0 = FTE set to zero in target
1 = Preserve FTE in target - FTE of new accounts uwill be zero
2 = Erase target FTE - Copy FTE values from source to target
3 = Preserve FTE in target - FTE of neuw accounts added from source

Rounding rule? [J ('H'o rounding, 'D' nearest dollar,
'U'p to next dollar, 'T'runcate)
GLDSYS Accounts? [l (Dpen/closed/both)

BDEODS H.00.15 compiled 11/03/04 13:41:04 Opt:Y

Start He lp Start Launch Return
Over Over Job to Menu

Figure 3-48: Transfer Selected Budgets to Budget Development (BDEOO5S)
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Rolling Development Budget to Working
Budget of Financial System (BDEOOG6)

Overview

If abudget was developed in the Budget Devel opment system for the new fiscal year,
atransfer of the budget from Budget Development to the working budget of the
Financial System can be done. This process automatically validates any account
which istransferred.

This option may be performed more than once if needed. It copies the budget model
you have devel oped within Budget Development to the working budget within the
genera ledger.

> Checking Database Capacities

Before you request the transfer from budget development (BDEOO6), make sure that
the GLDSY S database has been expanded. Check the capacity of the AC-MASTER
and ACCOUNT datasets. Check also the PSEUDO-CODE dataset if you will be
entering pseudo codes. If you will be transferring budget details, check also the AC-
BDG-DETAIL dataset. In most cases, doing so requires that you get help from data
processing or your system administrator.

Purpose of Process

The Transfer Devel opment Budget to Financial System (BDEOO6) window transfersa
budget model from the Budget Devel opment System to the working budget of the
Financial System. Y ou can transfer all of a budget model or only selected accounts.

Y ou can also select whether to erase the working budget before transferring or overlay
the budget model on existing Financial System accounts.

There are a couple of important notes about this process:

¢ Before using BDEOO6, make a back-up copy of the Financial System budget in the
Budget Development System. To do so, use the Transfer Selected Budgets to Bud-
get Development (BDEOO5) window to copy the budget from the Financial System
to abudget model.
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Rolling Development Budget to Working Budget of Financial System (BDE0O6) Launching the Process

¢ You cannot use BDEQOG after the working budget has been approved. The process
updates the budget approval date in the budget control record. However, you can
continue to use a budget model as a basis for updating the working budget. The
Create Budget Transfers/ Proof Report (BTXSUB) window launches a process that
compares the working budget against a budget model, then creates the budget
transfers needed to synchronize the working budget with the budget model. For
instructions, see Chapter 9 of the QCC Core Financial Manual.

WARNING: The BDEOO6 window allows you to erase all revenue and expense accounts in
the Financial System. Before using this window, back up the Financial System budget to a

budget model. Be sure the window is filled out the way you want before selecting the
Launch Job command.

Launching the Process

These instructions tell how to transfer a budget model to the general ledger with the
Transfer Development Budget to Financial System (BDEO006) window.

There are two operations in launching a process:

¢ Opening the process window.
¢ Filling in the process window and launching the process.
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Main Selection Tab
Table 3-2: Tabsfor the Transfer Selected Budgetsto Budget Development (BDEQO5)

TAB PURPOSE

Main Selection tab Select the budget model to roll into the general ledger and the options for
replacing any existing budgets.

Accounts tab Select the accounts to include on a report or process by account masks and
field ranges. This tab is the same for every report.

Figure 3-49 illustrates the Main Selection tab for the Transfer Development Budget to
Financial System (BDEQOO6) window.

Transfer Development Budget to Financial System (BDEO0S)  07-QSS DEMONSTRATION DISTRICT  ass/oasis [T][5)[E%]
File Options

HR2QO®PF
D Main Selection” l Qccounts]

Transfer D | t Budget to Fi 1al Syst

p ¥

District: |07 «| Q55 UNIFIED SCHOOL DISTRICT

Source FY: |09

3 -BUDGET FOR TRANSPORTATION

Target FY: |09

Actior: | () Clear All - Zero budget amaunts [Waorking, Revised, Approved) for all accounts in target.

() Merge - Add missing accts to target and change existing acct amts (Working) to match budaet amts.
() Delete Subsidiary - Delete all revenue and exp accts from target before adding budget amts to karget.
() Delete All - Delete all reverue, exp and GL accts from target before adding bud amts to target.

Move account detail: [~

Transfer accounts if amount is zera; v

Usersec: YYYYYY ¥r:2008 Dist:07 site:1 | 10/8/2007 16:45

Figure 3-49: Main Selection tab for the Transfer Development Budget to Financial System (BDE0OO6)

Sample Report
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07 QSS DEMONSTRATION DISTRICT COPY from Budget dev TO Gldsys - Results J8s806 BDE610 H.00.05 05/21/08 PAGE 0
The following are the parameters for the copy (BDE610)
was run with.

From budget development year: 08
From budget development model: 00
To fiscal year: 09
Action: Zero all budget accounts(working, revised, approved)
Move account detail: N
Transfer zero accounts: Y
Special rules for fy field:

Accounts selected:

07 QSS DEMONSTRATION DISTRICT COPY from Budget dev TO Gldsys - Results J8806 BDE610 H.00.05 05/21/08 PAGE 0
Confirmation

Account classifications selected Field ranges selected
Fd Bdr Sch Resc Y Goal Func Objt Type FI RANGE

**%%%* Start ZERO Budget/GL accounts and detail section ** (BDE600)

Budget records read:

GL records read:

Budget records zeroed:

GL records read:

Budget records deleted:

GL records deleted:

Budget detail records deleted:
GL detail records deleted: 0

*%%%% End ZERO Budget/GL accounts and detail section ** (BDE600)

ococoookroORr

*%%%* Start extract section ** (BDE600)

Budget records read: 11
Budget records found: 11
Budget records extracted: 3

*x**%* End extract section ** (BDE600)

*%%%* Start update section ** (BDE610)
GL detail records added:
GL records updated:
GL records Added:
GL records remaining:
*%%%* End update section ** (BDE610)

wwo o

**k%**k* Process complete *****
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Traditional Screens

For the traditional software, you can launch Transfer Development Budget to
Financial System (BDEOO6)from Budget Development (BDEOQO). The processis
very similar to that for the QCC version. For details, see Chapter 4 of the QSS/IOASIS
Budget Development Manual.

District: B5 Budget Developnent A55/0A515
Year: ¥1

(Choose a function key)

Report Help ‘ Next odel Budget/ | Budget Comp Bdg| Return

Screen Keys yControl Actuals | Actions | Report to Menu
o

Percent | Help Next Resynch TFR to TFR to JFR to Return

Adjust Keys Hodels Bud Dew\] Gen Led ev Actl| to Henu

e~

Figure 3-50: Budget Development Main Screen (BDE0OO)

Press <Next Keys>, then press <TFR to Gen Ledg>.
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Traditional Screens

District: 07 Transfer Developnent Budget to Financial Systen 055/0A51S
(Press F2 for expanded help)
Source FY: [H Source Hodel : @ Target FY: (B

Aiction: (1 - 4)

-- List of actions to be applied to the accounts selected on the next screen --

1) Zero budget amounts (Horking,Revised,Approved) for all accounts in target
before adding budget development amounts to target. (Clear all)

2) Add missing accounts to target and change existing account's amounts(Horking)
to match budget development amounts. (Herge)

3) Delete All revenue and expenditure accounts from target before adding

budget dewvelopment amounts to target. (Delete Subsid.)
4) Delete All revenue, expenditure and general ledger accounts from target
before adding budget development amounts to target. (Delete all)
Hove account detail? ¥ = Yes, N = No
Transfer accounts if amount is zero? ¥ = Yes, N = No

BDEODG H.00.09 conmpiled 06/23/00 10:15:48 Getsec: YYYYYY
Start Help Start Continue| Return
Over Over to Hain

Figure 3-51: Transfer Development Budget to Financial System (BDEOOG)

Press <ENTER> and <Continue> to select accounts.

Transfter Development Budget to Financial System 085/0A515

—Field Sort/8election Items

Fd Resc ¥ Objt Gr Goal Fnct Sch Rsp Lcl
10-2P2?-P=0PPP-PP-2PPP-2PPP-PP7-277-777

FD=FUND
RS=RESOURCE
PJ=PROJECT YEAR
0B=0BJECT
GR=LOCAL GRANT
G0=G0AL
FH=FUNCTION
SC=5CHOOL

RP=RESPOMSBLTY
LC=L0CAL

Start
Over

?9-5684-72297-77
?9-PPPP-PP2P-77
29-9PPP-7229-77

29-9PPP-7229-77
29-9PPP-7229-77
29-9PPP-7229-77
29-9PPP-7229-77
29-9PPP-7229-77
P9-PPPP-P-2PPP-PP-PPPP-PP77-777

Field Range Field Range Field Range
ﬁ B { I ._. I ._.

Launch
Job

-999

-999
299-297

Return
to Menu

Figure 3-52: Transfer Development Budget to Financial System Select Accounts Screen (BDEQO6)

Press <ENTER> and <Launch Job> to display the confirmation screen.
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District: B5 Transfer Development Budget to Financial System 0S8/0AS1IS

Source FY: 01 Source Model: 00 Target FY: 02
Action: 1 Move detail: N Transfer if $0: Y

% 2% s o spe o e o e e ok ok ofe sk ook ok ok o ok ok ofe s sk e ok sk ok ok ok sk ke ok ok e ok sheode ofe sk e ke s ok ok ok sk e ok ok o ok sk skoofe sk sk ok ook ok ok sk ok kok kool ks skeok
¥k W A RN IMNG: This will change the financial system budgetl #***

ke s sk sk sk ok kool s ok sk sk sk ok ook o sk sk sk skeak ke ok s sk sk sk ok ok ok o sk sk sk sk ok feok o sk sk sk skeak kol o sk sk sk ok ok ook o sk sk sk sk sk skl s ok sk sk ok sk

Transfer Developement budget to the financial system budget? B ('Y'es,'N'o)

Figure 3-53: Transfer Development Budget to Financial System Confirmation Screen (BDEOOG6)

To launch the job, type Y and press <ENTER>.
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Manually Entering Each Account Through Working Budget Update (BGUPDT)

Purpose

Manually Entering Each Account Through
Working Budget Update (BGUPDT)

[ Update Working Budget (BGUPDT) |

District : ’F
Fizzal Year : ’F

Fd Bdr Sch BEesc ¥ Goal Func Chit Type

Account Number : H 01-000-000-0000-0-0000-0000-43500-0000 g

wiorking: 5.444.00
Approved: 0.00

Revised: 0.00

Pseudo Code : |SUPP4300

Follover Flag: [

Description : |General Supplies Fund 01

State Code :

Figure 3-54: Update Working Budget (BGUPDT) subtab after being selected as active subtab

Purpose

This program allows you to validate an account and enter the working budget for that
account in one step. You must be logged into the fiscal year which you are
maintaining.

TIP: To make it easier and faster to enter the accounts, organize the source document so
that you need change only one field in the account string.

i3 Checking Database Capacities

Before you begin entering accounts with Working Budget Update (BGUPDT), make
sure that the AC-MASTER and ACCOUNT datasets in the GLDSY S database have
adequate room. Check also the PSEUDO-CODE dataset if you will be entering
pseudo codes. In most cases, doing so requiresthat you get help from data processing
or your system administrator.

Selecting a District and Year

The District and Fiscal Year boxesidentify the working budget that you are main-
taining. Your user security determines whether you can maintain the budget for your
logon district or year or whether you can select another district or year.

05/2011 Copyright © QSS, 2011
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£ QSS ControlCenter 07 - QSS DEMONSTRATION DISTRICT.... [ |[B]fX]

File Wiews District Year Go Messages ‘Window Help

' | — Finance

3

o _Budget Development

Print Manager | Job Menu [ Utilities

AR (AR, ¥R, RR - Mo invaicing)

AR (Invoicing and Biling Management - RI, RP)

:E Finance Job Menu

e

Figure 3-55: Selecting the Budget M

Updating the Working Budget

aintenance window from the tree view

The pattern for using this subtab works like this. First, you select an account. Second,

you can replace the working budget and
account.

Account Number :

change the descriptive information about an

Fd EBEdrSch Resc ¥ Goal Func Chijt Type
L

[

Working:§|
Boxes that become (I | :
available when you Revised: 0.00
select an Account
Number that is on
file/
Pseudo Code : W
Rallover Flag : [
Description : |Supplies for Manager 200
State Code ,7

Figure 3-56: Boxes for maintaining budgets and account information

Traditional Screens

Figure 3-57 illustrates the option screen that is displayed after you select Working
Budget Update (BGUPDT) from the Menu System. For instructions on using these
screens, see Chapter 6 of the QSS'OAS S Core Financial Manual.
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Manually Entering Each Account Through Working Budget Update (BGUPDT) Traditional Screens

District: 07 Update Working Budget QSS/0ASIS

Option (H for help): m

BGUPDT H.00.00 compiled 02/24/98 38
Back to Help Back to Exit
Option Option Program

Figure 3-57: Option Screen for Working Budget Update (BGUPDT)

Figure 3-58 illustrates the Account Selection Screen for Working Budget Update
(BGUPDT) that displays after you type aU and press <ENTER>.

District: 07 Working Budget Update QSS/0ASIS

District: 07 055 Unified School District

Fd Bdr Sch Resc Y Goal Func Objt Type

01140204635006000100043001762>

Horking:
Approved:
Revised:

Pseudo Code:
Rollover Flag:
Description:
State Code:

Back To]| Account Help Start Exit
Option Lookup Over

Figure 3-58: Account Selection Screen for Working Budget Update (BGUPDT)

Figure 3-59 illustrates the screen for maintaining working budget with Working Bud-
get Update (BGUPDT) that displays after you type an account and press <ENTER>.
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District: 07 Working Budget Update Q8S/0ASIS

District: 07 Q53 Unified School District

Fd Bdr Sch Resc ¥ Goal Func Objt Type
01-140-204-6350-0-6000-1000-4300-1762

Working: 6,267 .00

Approved: 6,267.00
Revised: 6,267.00

Pseudo Code:
Rollover Flag:
Description:
State Code:

Back to Help Print sStart Update Exit
Option Screen Over

Figure 3-59: Budget Maintenance Screen for Working Budget Update (BGUPDT)

After making any needed changes to the budget or account description, press
<ENTER> and <Update>.
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General Ledger Control Accounts (9000 Series) Traditional Screens

General Ledger Control Accounts (9000
Series)

Fiscal year beginning balances need to be set up for many of the General Ledger Control
Accounts (9000 seriesin California). This can be done through one of two programs:

¢ Beg. Balance Upd (BBUPDT) tab
¢ Budget Development System

All components of the account line must be valid before entering the beginning balances or
you will get an error message when you try to enter the data. These amounts are set up in the
new fiscal year. It is possible that you will not know what these balances should be until
September after the prior year's books have been closed. You should aready have the names
and abbreviations for these control accounts set up in your chart of accounts so they have
meaningful descriptions on the general ledger.

In California, the following basic General Ledger Control Accounts often need
beginning balances. Many districts also have other General Ledger Accounts which
will require beginning balances, such as Prepaid Expenditures and Deferred Revenue.

California OBJECT Account
General Ledger Control Account Account Field Type
Pre-SACS SACS
Cash in County Treasury 9110 9110 Asset
Cash in Banks 9120 9120 Asset
Revolving Cash 9130 9130 Asset
Accounts Receivable 2 9160 9200 Asset
Due From Other Funds 9170 9310 Asset
Stores Inventory 9210 9320 Asset
Accounts Payable P 9510 9500 Liability
Due To Other Funds 9520 9610 Liability
Deferred Revenue 9650 Liability
Unappropriated Fund Balance © 9790 9790 Fund Balance
Beginning Balance Fund n/a 9791 Fund Balance

a If you use Accounts Receivable (ARS) or Client/Server Accounts Receivable (C/S AR), your ending balance in Accounts
Receivable Setup from the prior year is the anount of your beginning balance for Accounts Receivable.

b. If you use Payables/Current Liabilities (PCL), the ending balance in Accounts Payable Setup in the prior year is your beginning
balance for Accounts Payable.

c. When you roll your budget from working to approved, two records are posted as offsets to Estimated |ncome/Revenue and Bud-
get Appropriations. The net of these two recordsis the Unappropriated Fund Balance. You may want to adjust this amount. Each
time you roll from working to revised, any change between Budget Appropriations and Estimated Income/Revenue will update
Unappropriated Fund Balance.
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Manually Entering Accounts Through
Beginning Balance Update (BBUPDT)

Introduction

Beginning balances should be set up for each control object, each resource, and each
year in each combination of balance sheet accounts you have (fund, resource, project
year—sometimes called "skeleton™ accounts). All other fields in the account line are
zero. Beginning balances are not appropriate for Function, Site, Goal, etc. Although
you may have entered values for those fields, the general ledger will not reflect them.
You must be logged into the year you are maintaining.

Enter the amount in either the Debit or Credit column, depending upon which is
appropriate. Asset accounts usually have debit amounts. Examples are:

¢ Cash

¢ Revolving Cash

¢ Accounts Receivable
¢ Due From Other Funds
¢ StoresInventory

Liability accounts normally have credit amounts. Examples are:

¢ Accounts Payable
¢ Deferred Revenue
¢ Due To Other Funds

The Unappropriated Fund Balance may have either a debit or a credit amount,
depending upon the district's financial position.

NOTE: If you change amounts in these general ledger control accounts, the new amount
immediately replaces the previous amount. There is no audit trail.

Purpose of Program

Beginning Balance Update (BBUPDT) allows you to set up and review the beginning
balances for general ledger accounts. Use this program at the start of the year to
define the beginning balances for accounts like cash, revolving cash, accounts receiv-
able, stores, accounts payable, due to other funds, deferred revenues, and unappropri-
ated fund balance.

There are two options for Beginning Balance Update (BBUPDT):
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¢ Update Beginning Balances. This option allows you to display general ledger
accounts and define their beginning balances.

¢ Request Entry Report. This option launches the Beginning Balance Entry
Report (BB0100). This report lists the beginning balances for a district.

NOTE: If you are using the QSS/OASIS Budget Development System, you can automate
the process of setting up the beginning balances for the year. TFR Development Beginning
Balances to Financial System (BDD012) allows you to update the beginning balances in
the general ledger to match a budget model in the Budget Development System. You can
launch this process from the third level of function keys in Budget Development (BDEOQO).

i Checking Database Capacities

Before entering accounts, make sure that the AC-MASTER and ACCOUNT datasets
in the GLDSY S database have adequate room. Also, check the PSEUDO-CODE
dataset if you will be entering pseudo-codes. In most cases, doing so requiresthat you
get help from data processing or your system administrator.

Purpose

The Beg. Balance Upd (BBUPDT) tab allows you to define and review the beginning
balances for general ledger accounts. Use this program at the start of the year to
define the beginning balances for accounts like cash, revolving cash, accounts receiv-
able, stores, accounts payable, due to other funds, deferred revenues, and unappropri-
ated fund balance.

You can also get areport of beginning balances from the Job Menu window. The
Beginning Balances Report (BB0100) can list the beginning balances sorted by any
combination of balance sheet fields.

NOTE: If you are using the QSS/OASIS Budget Development System, you can automate
the process of setting up the beginning balances for the year. The Transfer Development
Beginning Balances to Financial System (BDE012) window allows you to make the begin-
ning balances in the General Ledger to match a budget model in the Budget Development
System. You can launch this process from the Finance Job Menu window.

Activating the Tab
0
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QS5 ControlCenter 07 - QSS DEMONSTRATION DISTRIC... [= |(B][X]

File ‘“iew District Year Go Messages “Window Help
[eTu] ’
+ Print Manager [ Job Menu | Utilities

( — Finance >
AR (AR, ¥R, RR - Mo invoicing)

i AR (Invoicing and Billing Management - RI, RP)

Budget Development

2= Finance Job Menu

ﬁ“ Journals, Transfers (DC, JE, TF, TV}

B’ Manual Payroll Encumbering

@ Payroll Transfers [Preview Available 30.x]
ﬁ’ YL Payment Processing

+ AP | Purchasing
+ Lookups
( — Settings | Master Files )

] /° Account Maintenance
.y

_' Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

Chart of Accounts | Beginning Balances

+ Fixed Assets [ Stores

Clearing Rules, Contral Objects, District Definitions

Cptions, Odarmeters, Contral Dates, SACS Tables, Fund xRef

Figure 3-60: Selecting the Chart of Accounts window from the tree view

Filling in the Tab

@ Beq. Balance Upd (BEUPDT)

Fd Bdr Sch Resc ¥ Goal Func Chjt Type %

7 H|D1—???—???—????—?—????—????—9???—???? -

Fd BEdr Sch Besc Y Goal Func 0Objt Type Status (Pseudo Debit Credit Description A

[ 1f01-000-000-0000-0-0000-0000-3100-0000 o) 1.00

2(01-000-000-0000-0-0000-0000-5110-0000 o] 000,000,00 testksts

3(01-000-000-0000-0-0000-0000-5120-0000 o) 01484

4(01-000-000-0000-0-0000-0000-3125-0000 o)

5(01-000-000-0000-0-0000-0000-31&1-0000 o)

6(01-000-000-0000-0-0000-0000-31&Z-0000 o) 1.00

7(01-000-000-0000-0-0000-0000-3200-0000 o) 100,00

§(01-000-000-0000-0-0000-0000-3203-0000 o)

9(01-000-000-0000-0-0000-0000-5410-0000 o) 1.00

10| 01-000-000-0000-0-0000-0000-24Z0-0000 o] 1.00

11|01-000-000-0000-0-0000-0000-2440-0000 o) 1.00 W

Recs Qualified: 829 Total Debits:

16,337 97360 Total Credits: 8.052,156.82

Difference: 7.285.816.78

Figure 3-61: Beg. Balance Upd (BBUPDT) tab for the Chart of Accounts window

The Beg. Balance Upd (BBUPDT) tab allows you to display and update the begin-
ning balance for one or more general ledger accounts.
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Manually Entering Accounts Through Beginning Balance Update (BBUPDT) Columns in the Tab

Columns in the Tab

Fd Bdr Sch Besc ¥ Goal Func Objt Type Status

Pseudo Debit Credit Description
1f0l-000-000-0000-0-0000-0000-53100-0000 o]

1.00

Figure 3-62: Columns in the account grid for the Beg. Balance Upd (BBUPDT) tab

Chart of Accounts Dialog Box

The Chart of Accounts dialog box allow you to add or change accounts while using

the Beg. Balance Upd (BBUPDT) tab. Fill in the dialog box as described below. Use
the commandsin

f# Chart of Accounts

File  Options
OkHXJ
Change

Line Mumber: {430

Fd Bdr Sch Besc ¥ Goal Fune Chijt Type

Account Number : H| J
Debit Credit
|
Pzeudo Code: ! ||
................... HD"D\,E,HC.,Q .
Description: |
State Code: ’7

BBUPDT : Y110 Y0 ¥r:2007 Dist:07 Site:1 | 471272007 |18:20

Figure 3-63: Chart of Accounts dialog box for adding or changing accounts

Beginning Balance Entry Report (BB0100)

Launching the Report

These instructions tell how to launch the Beginning Balances Report (BB0100) with
the Beginning Balances (BBUPDT) window.

There are two operations in launching a process:

¢ Opening the process window.
¢ Filling in the process window and launching the process.
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Table 3-3: Tabsfor the Beginning Balances (BBUPDT) window

TAB PURPOSE

Main Selection tab Select the district, date range, options for accounts to report, and which of the
6 report formats to use. This tab is different for every report.

Sort tab Select the account fields for sorting the report, page breaks, and rollups. Also
select whether to report restricted, unrestricted, or both kinds of accounts.
This tab varies from report to report.

Main Selection Tab
Figure 3-64 illustrates the Main Selection tab for the Budget Activity Report Writer
(BDXSUB) window.
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Beginning Balances (BBUPDT) 07-QSS DEMONSTRATION DISTRICT assioasis [T][E]K]
File  Options

H? BQO P

@ Main Selection l gort]

Beginning Balances

(55 UNIFIED SCHOOL DISTRICT

Feport Title:

Usersec: Y110 YO0 ¥r:2007 Dist:07 Site:l | 6/27/2007 |19:35

Figure 3-64: Main Selection tab for the Beginning Balances (BBUPDT) window

Sort Tab

Figure 3-65 illustrates the Sort tab for the Beginning Balances (BBUPDT) window.
You can sort the report on any account field.

Sort Sequence and Rollups

Edit Sorts and Rollups Dialog Box

Figure 3-66 illustrates the Edit Sorts and Rollups dialog box for defining the sort,
rollup, and page break options for areport. For reports, you define a Sort Sequence
that includes up to 9 account fields. The Rollup L evel and Page Break boxes display
for the reports that allow you to select those options.

Traditional Screen

This heading provides samples of the traditional screensfor Update Beginning
Balances (BBUPDT). For more details, see Chapter 5 of the QSSYOAS S Core

Financial Manual. Figure 3-67 illustrates the option screen for Beginning Balance
Update (BBUPDT).
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Beginning Balances {BBUPDT)

File  Options

Main Selection @ Sort l

Sort
FD - Fund

O (0 [ [ [ [ & [ [P fr

H? PQOPF

07-Q5S DEMONSTRATION DISTRICT

assioasis [T)E)K]

Usersec: Y110 YO0

Yr:2007 Dist:07 Site:l | 7/2/2007 16:57

Figure 3-65: Sort for the Beginning Balances (BBUPDT) window

District: 07

BEEUPDT H.00.02 compiled 02/24/98 23:12 Option:

Beginning Balances

Option (H for help): |

Start
Over

00

055/0A518

Back
Up

Exit
To Menu

Figure 3-67: Option Screen for Update Beginning Balances (BBUPDT)
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Manually Entering Accounts Through Beginning Balance Update (BBUPDT) Traditional Screen

=, Fdit Report Sorts and Rollups E|
2 Xy
- Sort Seguence - - Rollup Level - - Page Break -

|FDr - Fund ] [ r

|F|S - Resource j ’_ r

I E1 I r

| = | —

| | L

| = [ H

| | W —

| = [ -

I =l T r

Figure 3-66: Edit Sorts and Rollups dialog box

Figure 3-68 illustrates the screen that is displayed after you select the U Option
(update).
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District: 07 Beginning Balance Update 055/0A518

District: 07 088 Unified School District

Fd Bdr Sch Resc ¥ Goal Func 0Objt Type

01220500000000000000093400000 >

Debit Credit

Pseudo Code:
Rollover Flag:
Description:
State Code:

‘ Back tn‘ ﬂccuunt| Help ‘ ‘ Start ‘ ‘ | Exit

Option Lookup Over

Figure 3-68: Select Account for Update Beginning Balances (BBUPDT)

Figure 3-69 illustrates the screen for entering the beginning balance after you type an
account and press<ENTER>.

District: 07 Beginning Balance Update N85/0A818

District: 07 085 Unified School District

Fd Bdr 8ch Resc ¥ Goal Func 0Objt Type
01-000-000-0000-0-0000-0000-9340-0000

Debi t Credit

13000

Pseudo Code:
Rollover Flag:
Description:
State Code:

Back to Help Print Start Update Exit
Option Screen Over

Figure 3-69: Entering Beginning Balance with Beginning Balance Update (BBUPDT)

After filling in the Debit or Credit amount, press <ENTER> and <Update> to save
the changes.
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Beginning Balances via Budget Development

Overview

At the start of each year, adistrict should specify the beginning balances for accounts
associated with general ledger control objects, such as Cash, Accounts Receivable,
and Stores. These beginning balances are required for each group of balance sheet
accounts. For districts that use California SACS, the balance sheet accounts are each
Fund/Resource/Project Year combination associated with the general ledger control
objects.

Before a district can define beginning balances, it must create a set of general ledger
accounts that contain only the object and the balance sheet fields. All other field
values must be zeros.

There are three ways to create these accounts:
¢ Define them with Account Maintenance (ACUPDT).

¢ Create the accounts with Update Beginning Balances (BBUPDT). Thisisthe
traditiona way.

¢ Copy them from one fiscal year to the next through the QSS/OA SIS Budget
Development System. Thisisthe preferred way.

Rolling beginning balances through Budget Development to the General Ledger with
BDEOQO allows you to automate the process of turning ending balances from one year
into beginning balances for the next year. This procedure allows you to set up
beginning balances for a new fiscal year, and it automatically creates the skeleton
accounts of Fund, Resource, Project Year, and Object.

Launched from the main "Budget Development"” driver module (BDEOQO), this
includes the ability to:

¢ Load ending balances for assets and liabilities for the closing fiscal year into a
budget model with “Copy Ending Balances to Budget Development”,

¢ Automatically adjust that budget model to reclassify balances, for example moving
the balance from 9209 into 9210, and cal cul ating the beginning fund balance asthe
result of assets minus liabilities, and finally

¢ Load that budget model into the next fiscal year as beginning balances via*“ Trans-
fer Development Budget to Financial System”.

Hereis the step-by-step process:
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1 Work with your System Administrator to set up the CTBDESOO0.DATA control file.
This control file defines the object ranges to be excluded, the objects to be reas-
signed, and the objects to be combined.

2 When the district’s books are closed and all transactions have been approved, roll
ending balances from the closed fiscal year into a budget model for the new fiscal
year by using the Copy GL Ending Balances to Budget Devel opment (BDEOOS)
window.

3 Roll the budget model into the new fiscal year by using the Transfer Beginning
Balances from Devel opment to GL (BDE012) window to establish your beginning
balances.

4 Use the Beginning Balance Report (BB0100) and the General Ledger Recap
Report (GLD115) to check and verify your work. Both reports are documented in
the QCC Core Financial Manual.

5 Usethe Beginning Balances (BBUPDT) window to make any needed changes to
the datain the financial system.

Copy GL Ending Balances to Budget Development (BDEOOS)
Window

Purpose of Process

The Copy Ending Balances to Budget Devel opment (BDEOO8) window allows you to
copy the year-end balances for balance sheet accounts in the general ledger to a bud-
get model in the Budget Development System. This action is part of the process of
closing out Y 1 and opening Y 2. After your site has closed the books for Y1, use this
process to copy the ending balance for the balance sheet accounts to a budget model.
After you have done this, you can create the starting balances for Y 2 with the Trans-
fer Beginning Balances from Development to GL (BDE012) window.

IMPORTANT: Before launching this process, be sure that your system administrator has set
up the CTBDES8O0O control file. This file filters out accounts that are not needed for the
beginning balances. For details, see page 14-136.

Launching the Process

These instructions tell how to transfer ending balances to the general ledger with the
Copy GL Ending Balances to Budget Devel opment (BDEOO8) window.

There are two operations in launching a process:

¢ Opening the process window.
¢ Filling in the process window and launching the process.
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Copy GL Ending Balances to Budget Development

Main Selection Tab

Table 3-4: Tabsfor the Copy GL Ending Balances to Budget Development (BDEOO8) window

TAB

PURPOSE

Main Selection tab

Select the date range in the general ledger to use as the basis for computing
ending balances and the budget model that will hold those balances.

Accounts tab

Select the accounts to include on a report or process by account masks and
field ranges. This tab is the same for every report or process. For this process,

select the 9xxx objects.

Figure 3-70 illustrates the Main Selection tab for the Copy GL Ending Balances to

Budget Development (BDEOOS8) window.

Copy Ending Balances to Budget Development (BDEODB) 07-Q55 DEMONSTRATION DISTRICT

H2 Q0>

@ Main Selection l Qccounts]

gssioasis (2B

Copy Ending Bal to Budget D

MH ~| G55 UNIFIED SCHOOL DISTRICT
Target Year: |08

Model: |DD - Production Model ﬂ
Saurce from date: [07/01/2007 j To date: [06/30/2008 j
Clear model: [v

Include unapproved transactions: [~

Rounding Rule: |M - Mo round hd

Default Usersec:

Yr:2008 Dist:07 Site:1 | 4/9/2008 22:08

Figure 3-70: Main Selection tab for the Copy GL Ending Balances to Budget Development (BDEOO8) window
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Sample Copy Ending balances. GLDSYS to Budget Development (BDES800)

07 QSS DEMONSTRATION DISTRICT Copy Ending balances. GLDSYS to Budget Development J16092 BDE800 H.00.03 10/12/07 PAGE 0
Confirmation
Account classifications selected Field ranges selected
Fd Bdr Sch Resc Y Goal Func Objt Type FI RANGE
1. ??-2?22-2?22-2222-2-2222-222?2-9222-222?
2. - - - - - - - -
3. - - - - - - - -
4. - - - - - - - -
5. - - - - - - - -
6. - - - - - - - -
7. - - - - - - - -
8. - - - - - - - -
9. - - - - - - - -
10. - - - - - - - -
07 QSS DEMONSTRATION DISTRICT Copy Ending balances. GLDSYS to Budget Development J16092 BDE800 H.00.03 10/12/07 PAGE 1
CONTROL EDIT LISTING
Template: CTBDE800.DATA.QSSUSER updated: MON, OCT 4, 2004, 2:34 PM
XX 9800 -9999
RR 9510 ,9509
XX 9791
SSs 9791 ,9110 -9499 ,9500 -9699
Comments contained in the control file:
Cols 1-2: Action
XX Objects to be excluded [object(s)]
RR Objects to be reassigned [target object source object (s
SS Objects to be summarized [target object source object (s
Cols 7-68: Object code(s)
The first Object is the target object for Reassignment and
summarization operations.
Example: RR 9510 ,9509
Reassigns 9509 to 9510
Example: SS 9791 ,9110 -9499 ,9500 -9699
Sums 9110 thru 9499 with 9500 thru 9699 to derive 97
Example: XX 9800 -9999
Excludes 9800 thru 9999
Model being cleared.
Delete Pre-existing District 07 records: 622
Pre-existing Records Deleted: 622
Detail records sorted: 27,860
Records added to D-BUDGET dataset: 910
Records added to D-ACCOUNT dataset: 85
Process now complete...
3-66 Copyright © QSS, 2011 05/2011




Beginning Balances via Budget Development Transfer Development Beginning Balances to Financial

Transfer Development Beginning Balances to Financial System
(BDEO12) Window

Purpose

The Transfer Beginning Balances from Development to GL (BDE012) window allows
you to create the beginning general ledger balances for Y 2 from a budget model in
Budget Development System. This process uses a specia budget model that contains
only the ending balancesfrom Y 1. BEDO12 rollsforward these ending balances to the
Financial System as the beginning general ledger balances for Y 2. You can transfer
al accountsin a budget model or just some accounts and choose whether to overlay
the transferred accounts in the general ledger or clear all beginning balances before
the transfer.

IMPORTANT: BDEO12 is the last step for rolling forward general ledger balances from Y1 to
Y2. Make sure you complete all of the preparatory steps before using BDE012 to create
beginning balances for Y2.

To use BDEO12 to roll forward general ledger balances:
1 Create anew budget model to be used solely for holding ending balances from Y 1.

2 After closing the books for Y 1, use the Copy GL Ending Balances to Budget
Development (BDEOO8) window to copy the ending balances for Y 1 into the bud-
get model created in the previous step. The only accounts that get transferred are
bal ance sheet accountsin the general ledger range.

3 Usethe Projection Summary Report (BUDSB3) window to review the ending bal-
ances in the budget model.

4 If needed, use the Budget Development window to adjust the ending balancesin
the budget model.

5 Oncethe ending balancesfor Y 1 are correct, use the Transfer Beginning Balances
from Development to GL (BDEO012) window. Transfer the ending balancesfor Y1
in the budget model to the beginning balances for Y 2 in the Financial System.

WARNING: BDE012 allows you to zero out or delete all general ledger accounts for the
target year in the Financial System before the transfer begins. Before choosing either of
these options, be sure you have selected the correct budget model and target year for the
Financial System.

Launching the Process

These instructions tell how to create beginning balances with the Transfer Beginning
Balances from Development to GL (BDE012) window.
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Main Selection Tab
Table 3-5: Tabsfor the Transfer Beginning Balances from Development to GL (BDE012) window

TAB PURPOSE

Main Selection tab Select the budget model to roll into the general ledger and the options for
replacing any existing budgets.

Accounts tab Select the accounts to include on a report or process by account masks and
field ranges. This tab is the same for every report.

Figure 3-71 illustrates the Main Selection tab for the Transfer Beginning Balances
from Development to GL (BDEO012) window.

Transfer Beginning Balances from Development to GL (BDEO12) 07-QSS DEMONSTRATION DISTRICT ass/oasis [Z](E](X]

File  Options
H? 2002 F
@ Main Selection l gccounts]

T fer Beginning Bal from Development to GL

[ ~| Q55 UMIFIED SCHOOL DISTRICT
- |08
Source Model: |DD-Production Model ﬂ

Target Fy: |09

Action: | (@ Zero Selected - GL account amaunts in target befare transfer.

() Zero &ll - GL account amounts in target before transfer.
() Delete selected - GL accounts in target before transfer.

() Delete &l - GL accounts in target before transfer.

Transfer accounts if amount iz zero; [~

Usersec: Y YYYY Yr:2008 Dist:07 Site:1 | 572172008 7:50

Figure 3-71: Main Selection tab for the Transfer Beginning Balances from Development to GL (BDE012) window

Sample Copy from Bud dev Beg Bal to GL - Results (BDE670)
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07 QSS DEMONSTRATION DISTRICT COPY from Bud dev Beg Bal TO GL - Results J798 BDE670 H.00.00 10/31/07 PAGE 0
The following are the parameters for the copy (BDE670)
was run with.

From GL development year: 08

From GL development model: 22

To fiscal year:
Action:
Transfer zero accounts:

09
Zero selected GL amounts
N

Accounts selected:

07 QSS DEMONSTRATION DISTRICT COPY from Bud dev Beg Bal TO GL - Results J798 BDE670 H.00.00 10/31/07 PAGE 0

Confirmation

Account classifications selected Field ranges selected

Fd Bdr Sch Resc Y Goal Func Objt Type FI RANGE

1l. 88-??2?2-2?22-2227-2-222?2-222?2-22?2°?2-227?°?
2. - - - - - - - -

3. - - - - - - - -

4. - - - - - - - -

5. - - - - - - - -

6. - - - - - - - -

7. - - - - - - - -
8. - - - - - - - -

9. - - - - - - - -
10. - - - - - - - -

**%%%* Start ZERO GL accounts ** (BDE660)
GL records read: 856

GL records zeroed: 521

GL records deleted: 0

*%*%%% End ZERO GL accounts ** (BDE660)

**%%% Start extract section **(BDE600)

GL records read: 568
GL records found: 541
GL records extracted: 441

**%%* End extract section ** (BDE600)

***** Start update section ** (BDE670)

GL records updated: 441
GL records Added: 0
GL records remaining: 52

****%*% End update section ** (BDE670)

**%%* Process complete ****%*

Traditional Screens

For the traditional software, use Budget Development (BDEOOO) to launch TFR
Development Beginning Balances to Financial System (BDD012) and Copy Ending
Balances to Budget Development (BDEOOBO. For details, see Chapter 4 of the
QSS/OAS S Budget Development Manual.
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Launching BDEOO8

The following figure illustrates the screen that displays after you select Budget
Development (BDEOOO) from the Menu System.

District: B5
Year: Y1

Budget Developnent

(Choose a function key)

BDEDOD H.00.13 conpiled 07/27/00 14:43:12 Opt:YLAAYYYYYY YYY

055/0A5I5

Figure 3-72: Budget Development Main Screen (BDE0OO)

To access the launch screen for this new program, press <Next Keys> twice to move

Report Help Next Pﬂudel Budget/ | Budget Comp Bdg| Return
Screen Keys A Control Actuals | Actions | Report to Henu
Percent | Help ( Next Resynch TFR to TFR to TFR to Return
Adjust Keys Hodel s Bud Dev | Gen Ledg| Dev Actl| to Henu
Acct Fld| Help Next Benefit TFR End[FR Beqg Return
HapMaint Keys Haps Bals2DeylBals 2GL to Henu

to the third level of function keys on the main Budget Devel opment screen. Press

<TFR End Bals2Dev>.
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Traditional Screens

District: 07

Rounding rule?

BDEDDS

Start
Over

Help

Target year:
Clear nodel?

Copy Ending balances to Budget Development

FIH] To date: [EEIRE

Select accounts? [J

H.00.00 conpiled D5/15/00

Hodel :

Include unapproved transactions?
('"N'o round, 'D'
'U'p to next dollar,

Source From date:

nearest dollar,
'T'runcate)

16:34:09

055/0ASIS

Return
to Main

Launch/
Continue

Figure 3-73: Launch Screen for Copy Ending Balances to Budget Development

The account and field range boxes displays after you type Y in Select Accounts? and

press <ENTER>.

District: 07

Rounding rule?

FD=Fund
BR=Responsblty
5C=5chool
RE=Resource
PY¥=ProjectYear
GO=Goal
FH=Function
0B=0bject

Target year:
Clear model?

Copy Ending balances to Budget Development

WRIRR  To date: [UES[IIES
N

Select accounts? {j

TY=Type

Hodel :
Include unapproved transactions?
('N'o round, "D’
'U'p to next dollar,
rField Sort/Selection Itenms

00| Source From date:

nearest dollar,
'T'runcate)

Fd Bdr Sch Resc Y Goal

Field

Start
Over

Ran

i

Field Ran

i

Func Objt Type

Field

Ranie

055/0AS5IS

L

SRR ON R R N N

Return
to Henu

Launch
Job

Figure 3-74: Copy Ending Balances to Budget Development

Launching BDEO12

The following figure illustrates the screen that displays after you select Budget
Development (BDEOOO) from the Menu System.

05/2011

Copyright © QSS, 2011

3-71



QSS/OASIS Fiscal Year Transition Training Notes Chapter 3: Tasks Related to Core Financial

District: B5 Budget Developnent 055/0A5I5
Year: ¥1

(Choose a function key)

BDEDOD H.00.13 conpiled 07/27/00 14:43:12 Opt:YLAAYYYYYY YYY

Report
Screen

Help ‘ Next Pﬂudel Budget/ | Budget Comp Bdg| Return
Keys A Control Actuals | Actions | Report to Henu

Percent | Help ( y Resynch TFR to TFR to TFR to Return
Adjust A Models Bud Dev | Gen Ledg| Dev Actl| to Henu

_g.
Acct Fld| Help Hext Benefit TFR Eng{ TFR Beg) Return
MapMaint Keys Haps Bal s2De als 26 to Menu

Figure 3-75: Budget Development Main Screen (BDE0OO)

To access the launch screen for this new program, press <Next Keys> twice to move
to the third level of function keys on the main Budget Development screen. Press
<TFR Beg Bals 2 GL>.
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Traditional Screens

District: 57 TFR Developnent Beginning Balances to Financial System 055/0A5I5
(Press F2 for expanded help)

Source FY: Source Model : ? Target FY:

Action: (1 - 4)

-- List of actions to be applied to the accounts selected on the next screen --
1) Zero selected general ledger account amounts from target before transfer.

2) Zero nll general ledger account amounts from target before transfer.
3) Delete selected general ledger accounts from target before transfer.
3) Delete all general ledger accounts from target before transfer.

Transfer accounts if amount is zero? [ ¥ = ¥Yes, H = No

BDED12 H.00.00 conpiled 05/16/00 14:42:53 Getsec: Y YYyY

Return
to Hain

Start Cont inue

Over

Help

5tart
Over

Figure 3-76: Launch Screen for Transfer Development Beginning Balances to General Ledger
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Rolling Working Budget to Approved/Revised
(BGRQST)

Overview

Once the Board has approved the working budget, it should be moved to approved
and revised. Any changes made by the Board prior to rolling to approved/revised
should be made in either:

¢ Working Budget Update (BGUPDT), or
¢ Budget Development; then that budget should be rolled to the general ledger again.

Although thisis the next step after the procedure of validating account strings for the
new year, it may be performed before "Manually Entering Accounts Through
Beginning Balance Update (BBUPDT)" on page 3-54.

i Checking Database Capacities

Before rolling the budget (BGRQST), make sure that the CONTROL dataset in the
GLDSY S database has adequate room for the rollover. In most cases, doing so
requires that you get help from data processing or your system administrator. Four
entries are created for every balance sheet (Fund/Resource/Project year) combination
you have.

Purpose of Report

The Transfer Working Budget to Revised/Approved (BGRQST) window allows you to
transfer the working budget to the approved and revised budgets. This process
updates every account for which the budget has changed since the last roll to the
revised budget. You cannot select accounts. The Budget Approval/Revision Report
(BG0900) provides a listing of the changes made to the budget since the last time the
budget was rolled to revised.

The district’s budget control record determines which budget is updated: approved or
revised.

¢ Approved Budget: The working budget is approved the first time a district uses
the Transfer Working Budget to Revised/Approved (BGRQST) window during a
fiscal year. The approved budget is a snapshot of the working budget on the date
the budget was adopted at the start of afiscal year. This approval takes place only
once, at which time the working budget updates both the revised and approved
budgets. The budget control record records the date the budget was approved and
prevents the budget from being approved a second time.
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¢ Revised Budget: Therevised budget is asnapshot of the working budget as of the
most recent board approval. You can update the revised budget as many times as
you want during the year. Every time you update, the budget amounts in the work-
ing budget replace the previous revised budget. The budget control record keeps
track of the most recent date when the working budget was rolled to the revised
budget.

The Budget Approval/Revision Report (BG0900) works in two ways: report only
mode and report and update mode.

¢ Report Only Mode: The page headingsread (Prelist). Thisoption allows
you to preview the changesto the budget without updating. The report lists each
line of the working budget that differsfrom the revised or approved budget and the
amount of change that will take place when you roll the working budget to revised
or approved.

¢ Report and Update M ode: The page headingsread (Update) . Thisoptionrolls
the working budget to the revised or approved budget. The report lists each line of
the working budget that updates the approved or revised budget.

For both report only mode and report and update mode, the report lists the following
information for each account:

¢ Financia account

¢ Current working budget

¢ Current revised budget

¢ Change (the dollar amount of budget increase or decrease as aresult of the update)

The report groups the financial accounts by balance sheet field. For example, the bal-
ance sheet fields for adistrict are fund, resource, and project year. The report groups
the budget accounts by fund/resource/project year combinations. Within this group-
ing, accounts are sorted in numerical order. The report begins a new page for each
fund/resource/project year combination.

The report summarizes the effect of the budget changes on the general ledger for each
group of balance sheet fields. The budgetary changes effect three general ledger
objects:

¢ Estimated Income. Anincrease or decrease in budgeted revenues.

¢ Estimated Expense. An increase or decrease in budgeted expenses.
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¢ Unappropriated Fund Balance. This object represents the difference between the
assets and liabilities at the start of ayear. It can also include budgetary elements
from the excess of estimated revenue over estimated expenses (appropriations) or
vice versa. If Estimated Income and Estimated Expense do not equal each other,
the budget update process makes any necessary adjustments to Unappropriated
Fund Balance.

Adjustments to the fund balance may be needed if the Budget Transfer Mainte-
nance (BD0002) window is set up with the option for entering budget transfers that
do not balance. This option allows you to enter budget transfers that increase or
decrease estimated expenses without a corresponding adjustment to estimated rev-
enues. Similarly, this option allows you to enter transfers that increase or decrease
estimated revenues without a corresponding adjustment to estimated expenses.

When an unbalanced transfer does this: Result in Unappropriated
Fund Balance:
Increases budgeted expenses Decrease
Decreases budgeted expenses Increase
Increases budgeted revenue Increase
Decreases budgeted revenues Decrease

Launching the Report
These instructions tell how to approve or revise the budget with the Transfer Working
Budget to Revised/Approved (BGRQST) window.
There are two operationsin launching a process:

¢ Opening the process window.
¢ Filling in the process window and launching the process.

Main Selection Tab

Figure 3-77 illustrates the Main Selection tab for the Transfer Working Budget to
Revised/Approved (BGRQST) window. Fill in the boxes on this tab as described
below. See page A-5 for general instructions on typing in text boxes, selecting options
from drop-down lists, selecting dates, checking boxes, and selecting option buttons.
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Sample Budget Approval/Revision Report (BG0900)

Transfer Working Budget to Revised/Approved (BGRQST)

07-QSS UNIFIED SCHOOL DISTRICT

HP? 53002 F

@ Main Selection l ]

assioasis = [E)X)

Revized/A d

Transfer Working Budg

District: |07 =

Budget transfer cutoff date:

Date of Approval: 07/19/2006

Transfer Type: R - Revizion

Date: |08/11/2005 j
r
i j

Latest revision:

PP

G55 Unified 5chool District

Default Usersec: YYAOD

Yr:2007 Dist:07 Site:0 | 7/23/2006 21:45

Figure 3-77: Main Selection tab for the Transfer Working Budget to Revised/Approved (BGRQST) window

Sample Budget Approval/Revision Report (BG0900)

The samples include the following:

¢ Sample Report
¢ Columns on the Report
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Sample Report

BUDGET REVISION 07/01/1996 (Prelist)

Fund :01 GENERAL FUND

Resource :7270 STAFF DEV-MENTOR TEACHER PGM

ProjectYear :0 N/A

Current TFRS since Working 02/20/97 Current

Fd Bdr Sch Resc Y Goal Func Objt Type Working 02/20/97 (New revised) Revised Change
01-270-500-7270-0-5001-3600-3802-9040 6.00 3.00 3.00 6.00 3.00-
01-270-500-7270-0-5001-3600-3802-9047 1,144.00 66.00 1,078.00 638.00 440.00
01-270-500-7270-0-5001-3600-3802-9050 1,538.00 539.00 999.00 1,538.00 539.00-
01-270-500-7270-0-5001-3600-3802-9060 382.00 685.00- 1,067.00 382.00 685.00
01-270-500-7270-0-5001-3600-4300-0000 60.00 8,567.00- 8,627.00 40.00- 8,667.00
01-270-500-7270-0-5001-3600-4300-0620 676.00- 161.00 837.00- 676.00- 161.00-
01-270-500-7270-0-5001-3600-4300-1510 4,396.00- 801.00 5,197.00- 4,396.00- 801.00-
01-270-500-7270-0-5001-3600-4300-1890 1,420.00- 39.00 1,459.00- 1,420.00- 39.00-
01-270-500-7270-0-5001-3600-5710-1965 4,664.00- 43.00 4,707.00- 2,526.00- 2,181.00-
01-270-500-7270-0-5001-3600-5710-2120 974.00- 1,413.00 2,387.00- 974.00- 1,413.00-
01-270-500-7270-0-5001-7205-7320-0840 138,788.00 3,301.00 135,487.00 138,788.00 3,301.00-
01-270-500-7270-0-5001-8210-7325-1205 43,506.71 758.15- 44,264.86 20,956.53 23,308.33
01-270-500-7270-0-5001-8220-7325-1205 43,493.66 757.92- 44,251.58 20,950.25 23,301.33
01-270-500-7270-0-5001-8230-7325-1205 43,493.63 757.93- 44,251.56 20,950.22 23,301.34
01-270-500-7270-0-5001-8700-7310-1724 109,188.00 0.00 109,188.00 54,594.00 54,594.00

Adjustments to GL accounts:

Estimated income 9810 16,576.00
Estimated expense 9820 142,717.00-
Fund balance 9790 126,141.00-

The report groups accounts by balance sheets groups (fund, resource, and project year
for California SACS). At the conclusion of each balance sheet group, the report pro-
vides asummary of the adjustments to the following budgetary control accounts.

¢ Estimated income 9810 summarizesthe net change to budgetsfor revenue
accounts. A positive number is anet increase, and negative number is a net
decrease.

¢ Estimated expense 9820 summarizesthe net change to appropriations for
expense accounts. A positive number is a net decrease, and a negative number isa
net increase.

¢ Fund balance 9790 representsthe net effect of 9810 and 9820. A negative
number represents the amount by which appropriations exceed revenues, and a
positive number represents the amount by which revenues exceed appropriations.
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Rolling Working Budget to Approved/Revised (BGRQST) Sample Budget Approval/Revision Report (BG0900)

Columns on the Report

Each detail lineincludes a expense or revenue account and 5 columns of data about it.
This heading explains each of those columns.

Table 3-6: Report headings for Budget Approval/Revision Report (BG0900)

REPORT HEADING EXPLANATION

[account] An expense account or a revenue account.

Current The current working budget.

Working

TFRS since The total for budget transfers made on or before the Budget
[date] Transfer Cutoff Date on the launch window. The transfers

change the balance of the budgetary account associated with
each revenue or expense account.

For expense accounts, a positive number is a reduction in appro-
priations (debit to the budgetary account), and a negative number
is an increase to appropriations (credit to the budgetary account).

For revenue accounts, a positive number is an increase in bud-
geted revenues (debit to the budgetary account), and a negative
number is a decrease to budgeted revenues (credit to the budget-
ary account).

Working The working budget as of the Budget Transfer Cutoff Date on
[date] (New the launch window.
revised)

This column is the Current Working column minus the TFRS
since [date] column. A positive number in the TFRS since
[date] column decreases the Current Working budget, and
a negative number in the TFRS since [date] column
increases the working budget.

Subtracting a negative number is the same thing as adding. For
example, the following pair of equations have the same result.

9-(9) =18
9+9=18
Current The current revised budget.
Reviged
Change The difference between the Working [date] (New Revised)

and Current Revised budgets. A positive number is a debit to
the budgetary account, and a negative number is a credit.

For expense accounts, a positive number means an increase in
appropriates, and a negative number means a decrease in
appropriations.

For revenue accounts, a positive number means a decrease in
budget, and a negative number means an increase in budget.
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Traditional Screen

The following figureillustrates the traditional version of Transfer Working Budget to
Revised/Approved (BGRQST). For detailed instructions, see Chapter 6 of the
QSS/OAS S Core Financial Manual.

District: BS Transfer Horking Budget to Revised/fApproved 055/0ASIS

District: B5

Transfer type: A Approval
Date:
Update? (N = Report only / ¥ = Report and Update)

Budget transfer cutoff date: (Leave blank to include all)

Date of Approval: Latest rewvision:

BGROST H.00.00 compiled 02/21/98 21:14 Option/00

Start Help Launch
Over Job

Return
to menu

Figure 3-78: Transfer Working Budget to Revised/Approved Screen

3-80 Copyright © QSS, 2011 05/2011



Creating New Budget Thresholds (BWUPDT) Purpose

Creating New Budget Thresholds (BWUPDT)

Budget Thresholds (BWUPDT)

District : ’?

Effective Through: |DS.-"D‘I S2007 j

Object From Dbject To Pcnt Lev 1 Pcnt Ley 2 Pcnk Lev 3 ~
1{1000 1000 15 25 50
2 (4000 4999 25 35 S0

NE
4
5

Figure 3-79: Budget Control Rec (BOUPDT) subtab on the Settings tab

Purpose

At the change of the fiscal year is agood time to reconsider the appropriate
percentage levels used in Budget Early Warning Thresholds (BWUPDT). While this
program can be modified at any time of the year, this may be something you want to
review at thistime.

The Budget Thresholds (BWUPDT) subtab allows you to define budget thresholds
for use with the Budget Report (BDX110) launched from the Budget Activity Report
Writer (BDXSUB) window. These thresholds can be county-wide or district-specific.
If you define budget thresholds, the report flags areas in the budget that exceed the
threshold. Thresholds are defined for ranges of objects and accounting periods.

For example, you are running areport for the first quarter of the fiscal year. The
threshold for 9/30/fy has three warning levels, such as 25%, 35%, and 50%. The year-
to-date percentage column in the Budget Report (BDX110) flags the budget for
objects with year-to-date expenditures that exceed the thresholds. The report prints
one asterisk ( * ) for exceeding the first threshold, two asterisks ( ** ) for exceeding
the second threshold, and three ( *** ) for exceeding the third. You can even specify
that the Budget Report (BDX110) list only accounts that exceed the budget thresh-
olds.

The report automatically selects the closest budget threshold. For example, adistrict
defines end-of-month thresholds for 7/31/fy, 8/30/fy, 9/30/fy, 10/31/fy, 11/30/fy, and
so on, until 6/30/fy. The Budget Report (BDX110) uses one of the following
thresholds: the threshold for the same date as the report, or the closest threshold after
the report date. EXAMPLE #1: The district runs areport on 9/30/fy. The report uses
the budget thresholds for the 9/30/fy. EXAMPLE #2: The district runs areport for
10/15/fy. There are no thresholds for that date. The report uses the nearest available
thresholdsin the future: those for 10/31/fy.

There are two kinds of thresholds: global and district.

05/2011
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¢ District 00 isthe global district. The thresholds for the global district apply to
every district that does not have its own thresholds.

¢ Districts 01 through 99 can define their own thresholds. For example, District 72
defines a complete set of budget thresholds. Whenever it runs the Budget Report
(BDX110), the report uses District 72’ s thresholds. However, District 12 does not
define any of itsthresholds. District 12's reports always use the global thresholds
for District 00.

You can mix global and district thresholds. For example, there are global thresholds
for the end of each month of the fiscal year. However, District 19 definesits own
thresholds for 9/30/fy. When that district runs a Budget Report (BDX110) for 9/15/fy,
the report uses the district-specific thresholds. However, when District 19 runs the
report for 2/18/fy, the report uses the global threshold because there is no district
threshold defined for that reporting period.

#°QsS ControlCenter 07 - Q5SS DEMONSTRATION DISTRICT... (= |(8][X]

File Wiew District Year Go Messages ‘Window Help

a0
+ Print Manager | Job Menu | Ukilities
— Finance

S AR (AR, ¥R, RR - No invoicing)

== | AR (Inevoicing and Billing Management - RI, RF)
(s

%

Budget Development

«RBudget (Transfers, Settings, Summary Rules, Ind Cast Rules)

==
= Finance Job Menu
f=="1

Figure 3-80: Selecting the Budget Maintenance window from the tree view

Traditional Screens

Figure 3-81 illustrates the option screen for Budget Early Warning Thresholds
(BWUPDT). For detailed information, see Chapter 8 of the QSSOAS S Core
Financial Manual.
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Creating New Budget Thresholds (BWUPDT) Traditional Screens

District: 07 Budget Early Warning Thresholds SCHOOL/3000
Option: !
BLHUPDT H.00.00 compiled 08/19/97 14:31
Start Start Return
Over Over To Menu

Figure 3-81: Option Screen for Budget Early Warning Thresholds (BWUPDT)

Figure 3-82 illustrates the first of two screens for adding, changing, or inspecting a
threshold table with Budget Early Warning Thresholds (BWUPDT). Fill in the screen
as described below.

District: OF Budget Early Warning Thresholds SCHOOL/3000

Option: [«
District: [ Q355 Unified School District
Date Effective Through: [kt

Start Start Return
Over Over To Menu

Figure 3-82: First Add, Change, or Inspect Screen for Budget Early Warning Thresholds (BWUPDT)

Figure 3-83 illustrates the second of two screens for adding, changing, or inspecting a
threshold table with Budget Early Warning Thresholds (BWUPDT).
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District: 07 Budget Early Warning Thresholds SCHOOL/3000

District: 07 QS8 Unified School District
Effective Through: 09/30/ Y2

Object Range Percent of Budget Object Range Percent of Budget
From To Levl Lev2Z Lev3 From To Levl Lev2 Lew3
9

0000 | I I I I I

Start Print Start Update ||Return
Over Screen Qver Data To Menu

Figure 3-83: Second Add, Change, or Inspect Screen for Budget Early Warning Thresholds (BWUPDT)
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Rolling Account Summary Rules (ACS010)

© Acct Summ./Bdat Blck [AC5010) 1

ffiscal Yeari[07  Distict: [07 - 055 UNIFIED SCHOOL DISTRICT |
Acct Summ Bules T Acct Summ Dverrides T Maint Account Lockouts T Review Over/Lockouts T Copy FY

Pri__|Fd Bdr Sch Resc Y Goal Func Objt Type Error Type »

3 1| Ol-###-##4-0000-0-2222-2222-d4§§-2222 5 - Soft Error

2| #F-FFF-22-#dg-#-2220-2220-5220-2222 H - Hard Error

3|01-000-000-0000-0-0000-0000-4722-1234 5 - Soft Error

4| 33-32r-222-2222-7-2222-2222-2222-2222 3 - Soft Error

5| OF-#$#-222-#§#§-§-2222-2222-3272-2727 H - Hard Errar

6| 33-333-333-3333-3-3333-3333-3333-3333 5 - Soft Error

F|33-333-333-3333-3-3333-3333-3333-3331 5 - Soft Error

§|?r-rrr-222-2227-7-2222-2227-4222-2227 3 - Soft Error

9| 33-#4#-222-#§#§-§-2222-2222-3272-2727 5 - Soft Error

10| 22-222-222-2222-2-2222-2222-2222-2111 5 - Soft Error

11| 33-333-333-3333-3-3333-3333-3333-3333 5 - Soft Error

12| 12-121-212-1212-1-2123-3333-3333-3333 5 - Soft Error

v

Figure 3-84: Acct Summ./Bdgt Blck (ACS010) tab on the Budget Maintenance window

Purpose

If your site is using Account Summarization, copy the rulesfrom Y1 to Y2. Each
fiscal year hasits set of summarization rules.

The Acct Summ./Bdgt Blck (ACS010) tab allows you to create rules that specify
which groups of accounts are summarized for balance checking. ACS010 can also be
used to create temporary overridesfor the summarization rules, or to create temporary
lockouts that can prevent certain accounts from being used for further postings of
expenditures or encumbrances.

For more information:

¢ See Chapter 3 of the QSSOAS S Core Financial Manual for the QCC version.

¢ See QSSYOAS S Account Summarization Training Notes for the traditional version.

Copy FY Subtab

f Copy FY

Enter fiscal year to copy from: |07
Enter fizcal pear to copy to: [ilz]

Figure 3-86: Copy FY subtab for the Acct Summ./Bdgt Blck (ACS010) tab

The Copy FY subtab copies the account summarization rules on the Acct Summ
Rules subtab from one fiscal year to another. It does not copy the lockouts and over-
rides on the Acct Summ Overrides subtab and Maint Account L ockouts subtab.
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#°QsS ControlCenter 07 - Q5SS DEMONSTRATION DISTRICT... (= |(8][X]
File Wiew District Year Go Messages ‘Window Help

a0

+ Print Manager | Job Menu | Ukilities

— Finance

AR, {Invvoicing and Billing Management - RI, RF)

Budget Development

«RBudget (Transfers, Settings, Summary Rules, Ind Cast Rules)

: Finance Job Menu

Figure 3-85: Selecting the Budget Maintenance window from the tree view

Traditional Screen

For the traditional software, select Account Summary and Lockout Maintenance
(ACS010) from the Menu System.

District: 07

Account Summary and Lockout Maintenance 0S5/0ASIS
Year: 00

Select Function

ACS010 H.00.03 compiled 07/09/04 13:27

Acct Sum| Acct Sum| Account Request] | Copy hange Return
Rules Override| Lockouts Report Rules FY|Dist/¥r | to Menu
N —

Figure 3-87: Account Summary and Lockout Maintenance (ACS010)

Press <Copy Rules FY > to open the Copy Account Summarization Rules For Fiscal
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Rolling Account Summary Rules (ACS010)

Traditional Screen

District: 07 Account Summary and Lockout Maintenance 0S5/0A51S
Year: 00 Copy Account Summarization Rules For Fiscal Year

Enter fiscal year to copy from:
Enter fiscal year to copy to:

Start Print | | | Copy Return

Over Screen Rules to Menu
Figure 3-88: Copy Account Summarization Rules For Fiscal Year

Type the appropriate yearsfor Y1 and Y 2, then press <ENTER> followed by <Copy
Rules>.

05/2011
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Rolling Indirect Cost Rules (GLIC50)

Overview

Maintain Indirect Cost Rules (GLIC50) isthe set-up program for distributing indirect
costs with Request Indirect Costs Processing (GL1C00).

¢ If you are using traditional screens, see Chapter 5 of the QSSYOAS S GL4 Release
Notes for details on how to set up Indirect Cost Rules.

¢ If you are using QSS Control Center, see the QCC Core Financial Manual for details.

Since each fiscal year hasits own set of indirect cost rules, this program provides a
convenient way to roll a set of rules forward to a new fiscal year.

Copy Rules FY to FY Subtab

" QsS ControlCenter 07 - QSS DEMONSTRATION DISTRICT... [= |[8][X]

File Wiew Districk Year Go Messages ‘Window Help

G0
+ Print Manager | Job Manu | Utilities
= Finance
5‘,== AR (AR, ¥R, RR - Mo invoicing)
o= AR {Invoicing and Billing Management - RI, RF)
HEH Budget Development

wQBudget (Transfers, Settings, Summary Rules, Ind Cost Rules)

#= Finance Job Menu

=]
Figure 3-89: Selecting the Budget Maintenance window from the tree view

]/ Copy Rules FY to FY

Figure 3-90: Copy Rules FY to FY subtab for the Indirect Cost (GLIC50) tab

The Copy RulesFY to FY subtab allowsyou to copy all of theindirect cost rulesfrom
one fiscal year to another. Each fiscal year hasits own set of indirect cost rules, and
this subtab provides a convenient way to roll a set of rules forward to a new fiscal
year.

Traditional Screens
Select Maintain Indirect Cost Rules (GLIC50) from the Menu System.

3-88 Copyright © QSS, 2011 05/2011



Rolling Indirect Cost Rules (GLIC50) Traditional Screens

District: 07 Maintain Indirect Cost Rules 0SS/0ASIS
Year: 00

Enter indirect cost rule-id: I

Rule Rule Sel| Rule Grp| Copy Rules Copy FY Return
Define Criteria| Criterial| Rule Report Rules to Menu
e Sy

Figure 3-91: Maintain Indirect Cost Rules (GLIC50)

Press <Copy FY Rules> to open the Copy Rules From Fiscal Year to Fiscal Year
screen.

District: 07 Maintain Indirect Cost Rules n58/0A8TS
Year: 00 Copy Rules from Fiscal Year to Fiscal Year

Copy from fiscal year: !

Copy to fiscal year: [

Return
to Menu

Copy
Rules

Start
Over

Figure 3-92: Copy Rules from Y1 to Y2 (GLIC50)

Type the appropriate yearsfor Y1 and Y 2, then press <ENTER> followed by <Copy
Rules>.
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Keyboard Shortcuts for QCC

Table 3-7: Command summary for the Budget Maintenance window

MENU COMMAND ICON KEYBOARD DESCRIPTION
Options | Capy . Ctrl+F7 Create a new transaction by copying from an existing
| one, then making changes to the copy.
Options | Change ‘ﬂ Ctrl+F9 When a subtab is in Inspect mode, activate Change
i mode so that you can change unapproved transactions.

Options | Add CE; Ctrl+F6 Add a new transaction. This command is available only
when a subtab is in Inspect mode.

Options | Inspect Ctrl+F5 When a subtab is in Change mode, return to Inspect

4 mode so that you can no longer add or change any data.

Options | Save F9 Save the data that you have added or changed on the

ll ‘ current subtab. If you attempt to exit a tab without
saving, the system prompts you to save or abandon
your changes.

Options | Search fi’j] F3 Search for budget transfers.

Options | Report Shift+F11 Open a report window so that you can create a

@ transaction report for the active subtab.
Options | InstaPrint ] Ctrl+F11 Print the transaction that you are viewing on the default
é Windows printer for your PC.

Options | Approval IELT F4 Open the Approval Maintenance (FIO2AT) window so

Maintenance that you can approve selected transactions.

Options | Process - F2 After making a selection, such as a district or fiscal year,

L select this command to make the subtab display the
selected data.

Options | Clear ? F6 On the Budget Control Rec (BOUPDT) subtab, clear the

Approval Date budget approval date so you can approve the budget a
second time. Use this command only in rare
circumstances. There are serious consequences from
approving the budget more than once during a fiscal
year.

Options | Move Down Ctrl+F3 On the Acct Summ Rules subtab, move an account
summarization rule up one row in the grid.

Options | Move Up =f= Ctrl+F4 On the Acct Summ Rules subtab, move an account

— summarization rule down one row in the grid.

Options | Delete x Ctrl+F8 Delete an unapproved budget transfer, cash transfer, or
cash deposit. This command is active only when the
window is in Inspect mode.

Options | Print Screen F11 Print a copy of the window on the default Windows

©

printer for your PC.

3-90
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Keyboard Shortcuts for QCC

Traditional Screens

Table 3-8: Command summary for the Chart of Accounts window

MENU COMMAND

ICON

KEYBOARD

DESCRIPTION

Options | Change
Option

i

]

CTRL+F9

When a tab or subtab is in Inspect mode, activate
Change mode so that you can add, change, or delete
records.

Options | Add Option

CTRL+F6

Add a new record.

Options | Inspect

CTRL+F5

When a tab or subtab is in Change mode, return to
Inspect mode so that you can no longer add or change
any data.

Options | Save

L |+

F9

Save the data that you have added or changed on the
current tab or subtab. If you attempt to exit a tab without
saving, the system prompts you to save or abandon
your changes.

Options | Grid Output

il

SHIFT+F11

Copy the contents of the grid in the current tab or subtab
to the Grid Output window. From there, you can output
the contents of the grid to a delimited text file, a Word
document, a PDF file, or an Excel spreadsheet.

Options | Report

CTRL+F11

Open a Beginning Balances (BBUPDT) window that
allows you to launch the Beginning Balance Entry
Report (BB0010) for a fiscal year.

Options | Process

F2

After making a selection, such as a district or fiscal year,
select this command to make the tab or subtab display
the selected data.

Options | Search

F3

On the Beg. Balance Upd (BBUPDT) tab, search for all
accounts that match the account mask in the account
selection box. After the search completes, the tab dis-
plays all matching accounts, along with their total debits,
total credits, and balance.

Options | Account
Maintenance

il

F7

Open an Account Maintenance window that allows you
to display information about a financial account. If your
user security allows, you can also open and close
accounts.

Options | Delete
Option

CTRL+F8

Delete the selected record in a grid or the data displayed
in the current form. This command is available only
when a tab or subtab is in Change mode.

Options | Print Screen

F11

Print a copy of the window on the default Windows
printer for your PC.

Copyright © QSS, 2011
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Table 3-9: Command summary for the General Ledger Maintenance window

MENU COMMAND

ICON

KEYBOARD

DESCRIPTION

Options | Copy

CTRL+F7

This command is not available for the General Ledger
Maintenance window.

Options | Change

=}

L

CTRL+F9

When a tab or subtab is in Inspect mode, activate
Change mode so that you can add, change, or delete
records.

Options | Add

CTRL+F6

Add a new record. This command is available only when
a tab or subtab is in Change mode.

Options | Inspect

o

CTRL+F5

When a tab or subtab is in Change mode, return to
Inspect mode so that you can no longer add or change
any data.

Options | Save

=l

F9

Save the data that you have added or changed on the
current tab or subtab. If you attempt to exit a tab without
saving, the system prompts you to save or abandon
your changes.

Options | Report

v

CTRL+F11

While the Account Structure (GLMTO02) tab is active, you
can select this command to launch a General Ledger
District Report (GLDIST) that displays the account defi-
nition for a district.

Options | Grid Output

il

SHIFT+F11

Copy the contents of the grid in the current tab or subtab
to the Grid Output window. From there, you can output
the contents of the grid to a delimited text file, a Word
document, a PDF file, or an Excel spreadsheet.

Options | Process

b
[

F2

After making a selection, such as a district or fiscal year,
select this command to make the tab or subtab display
the selected data.

Options | Move Field
Down

SHIFT+CTRL+F4

On the Account String subtab, move an account field
down one row in the list of account fields.

Options | Move Field

T
Iy

SHIFT+CTRL+F5

On the Account String subtab, move an account field up

Up — one row in the list of account fields.

Options | Delete x CTRL+F8 Delete the selected record in a grid or the data displayed
in the current form. This command is available only
when a tab or subtab is in Change mode.

Options | Print Screen F11 Print a copy of the window on the default Windows

©

printer for your PC.
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Chapter 4.
Tasks Related to
Accounts Payable

Overview

This chapter covers the following procedures with their steps and options (main

procedures are in bold type):

TASK PAGE
Setting Up The Batch Environment (BCUPDT) 4-2
Closing Out All Outstanding Purchase Orders 4-6
Step 1: Identifying and Analyzing Open Purchase Orders (POR110) 4-9
Step 2: Assigning Payment Action Codes 4-17
Step 3: Rolling Y1 Purchase Orders to Y2 Purchase Orders (POR510)  4-27
Step 4: Rolling Y1 Purchase Orders to Y2 Payables (POR520) 4-30
Step 5: Closing Out and Liquidating Open Purchase Orders (PCL920) 4-33
Entering Estimated Payables (EP) 4-37
Posting Payables Payments (CL) 4-48
Running Payables Reports 4-58
Open Payables Report (PCL300) 4-58
Payables History Report (PCL400) 4-62
Payables Financial Report (PCL500) 4-65
Payables Reconciliation Report (PCL510) 4-68
Changing Sales Tax Rate Differentials 4-73
Copying PO Requisitions from Prior Year 4-80
Dealing with Cross-Year AP Warrant Cancellation 4-88
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Setting Up The Batch Environment
(BCUPDT)

Overview

The instructions for QCC and the traditional software are different. Both QCC and
traditional software allow you do standard and revolving batches. But thereis athird
option that is available only in QCC. It allows date controlled batches where you can
specify a due date for each payment and use that date as the basis for selecting when
to release individual payments for processing.

Each fiscal year, the batch environment must be defined for each district. Many times
itis set up on acounty level. The two choices are standard batching and revolving

batching. The environment definition is done through County Batch maintenance.
You must be logged into the year you are maintaining.

NOTE: You cannot enter any accounts payable transactions into the system before you set
up the batch environment.

Your system manager can set up the batch environment in one of two ways:
¢ Allow for revolving batches and standard batches.

¢ Allow for only standard batches.

Revolving Batches and Standard Batches

Using standard batches allows better control of AP payments. For astandard batch to
be paid, it must be closed and released for audit. Once audited, it is released for
payment.

If you are using revolving batches, batch number 0000 is aways the control record
for the batching environment, the default revolving batch. Revolving batch number
0000 isavailablein addition to standard batches (1-8999). Any unpaid transactionsin
batch 0000 are paid automatically on the next accounts payable warrant run. No
audit or release for payment isrequired.

When your systemis set up for revolving batches, you can still access any standard
batches between 0001 and 8999 that have been set up in the system. Only authorized
County Users can access the 9000 to 9999 batches.

4-2
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Setting Up The Batch Environment (BCUPDT) Overview

Standard Batches Only

In thistype of environment, revolving batches are not allowed. Each payment must be
associated with a specific standard batch defined in the system. When accounts
payable warrants are run, unpaid transactions in standard batches are not
automatically processed for payment.

At the start of each fiscal year, do these procedures again:

1 Set up the batch environment.
2 Set up odometer control recordsif you are autonumbering.

Iy Checking Database Capacities

Before setting the environment (BCUPDT), make sure that the BATCH dataset in the
GLDSY S database has adequate room. In most cases, doing so requires that you get
help from data processing or your system administrator.

[y Setting Estimated Payables Odometer (GOUPDT)

Before running these programs, set the Estimated Payables odometer. In most cases,
doing so requires that you get help from data processing or your system
administrator.

These instructions focus on the following areas:

¢ Setting Up the Batching Environment
¢ Using Date Controlled (X) Batches

¢ Selecting an Option

¢ Accounts Payable Batch Environment

Setting Up the Batching Environment

These instructions tell how to set up the batching environment for one of the
following choices:

¢ Allowing only standard batches 1 to 8999.

¢ Allowing both revolving batch 0 and the standard batches.
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Batching for Traditional Software

. QsS ControlCenter 07 - QSS DEMONSTRATION DISTRICT... [= |[B]X]

File Wiew District Year Go Messages “Window Help

— ao
+ Print Manager | Job Menu | Utilities
Bk p (4R, ¥R, RR - No invoicing)
§! AR (Invoicing and Biling Managerent - RI, RP)

Budget Development

® Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

= Finance Job Menu

E[’ Journals, Transfers (DC, JE, TF, TV)

E[’ Manual Payroll Encumbering
%, Payroll Transfers [Preview Awvailable 30.x]
ﬁ VYLD Payment Processing

(— &P | Purchasing )

Accounts Payable

Figure 4-1: Opening the AP Batch Maintenance window from QCC

Selecting an Option

At the start of ayear, use Update Batch Control to set up the batching environment for
each district.

District: 07 Update Batch Control Q55/0A51S

Option (H for help): |
Val id options are:

A - Add/Open a batch in range 1 - 8999

B - nAdd/Open a correction batch in range Oxx
C - Close a batch

D - Release a batch for audit
I - Inspect a batch

P - Release a batch for paynent
R

- Set up batch enviromment
= —RoeoperT—-ba BT tor audit

- Re-hold for audit a batch released for payment
- WVoid a batch released for audit

- Re-hold for audit a batch voided

- Void a batch (Batch without transactions)

- Modify a batch description

- Re-open a closed batch

- Exit progran

- This help message

IMxIX-cMNIZ =

he BATCH dataset can hold 25 more entries. Have DP enlarge the dataset.
Start Help S5tart Return
Over Ower to Henu

Figure 4-1: Update Batch Control Screen with All Options
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Setting Up The Batch Environment (BCUPDT) Batching for Traditional Software

The Set Up Batch Environment Screen of Update Batch Control (Figure 4-2) will be
displayed after you type S on the option screen (Figure 4-1) and press <ENTER>.

NOTE: The s option is available only to those individuals with the proper security settings.

District: 07 Update Batch Control 055/0A5I5

Option (H for help): i
District:

Set district batch environment: J) 5 - Standard batches
R - Allou revolving batches

]
Back to | ‘ ‘ Start ‘

Option Over
Figure 4-2: Update Batch Control—Set Up Batch Environment Screen

Return
to Henu

Accounts Payable Batch Environment

If the Accounts Payable batch environment is not set for the new fiscal year, new
transactions go to Batch 0000 (zero) by default. To resolve this snafu, either:

¢ Enablerevolving batching, the process the batch, then enable standard batching, or

¢ Enablerevolving batching, then use APTMNT to move all transactions from Batch
0 to anon-zero batch, then enable standard batching.
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Chapter 4: Tasks Related to Accounts Payable

Closing Out All Outstanding Purchase Orders

At the end of each fiscal year, you will have purchase orders (POs) that have not been
completely filled. You must decide what to do with these open purchase orders before
you can close out the year.

Each account line on the purchase order is treated separately. You have four options
for resolving an open account line:

Option | Scenario Action

1 You have received both the goods and the invoice. Make final payment in Y1.

2 You have received neither the goods nor the invoice, Create a PO in Y2 for part or all of the
but you do want the order to be filled. You roll the pur- remaining balance with POR510.
chase order to the new fiscal year.

3 You have received the goods but not the invoice. Create a Payable in Y2 for part or all of

the remaining balance with POR520.

4 You have received neither the goods nor the invoice, Close out and liquidate the remaining
and you do not want the order to be filled. You do not balances in Y1 with PCLFXR.
roll the purchase order to the new fiscal year.

Option 1 isdescribed in the QCC Accounts Payable Manual. Options 2 through 4 are
described in the following sections of this chapter.

You can apply more than one of these options to a purchase order, because each
account line on the purchase order is treated separately. For example, if you had a
purchase order with two open account lines, you could create anew Y 2 purchase
order for one account line, then create a payable for a portion of the second account
line, and close out the remainder of the second account line.

Step-by-Step Treatment of Open Purchase Orders

Briefly, these are the steps involved in end-of-year processing of open purchase
orders.

PROGRAM
STEP ACTION USED
1 | Identify and analyze open purchase orders. POR110

Run the Open PO Report, then analyze each open
account line to decide whether you want to pay it, roll it,
set it up as a liability, or close it.

Copyright © QSS, 2011
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Closing Out All Outstanding Purchase Orders

Step-by-Step Treatment of Open Purchase Orders

STEP

ACTION

PROGRAM
USED

Assign payment action codes to open account lines using
the PO Payments program.

The codes you are most likely to use are:
= Final Payment

Partial Payment

Roll to Y2 as PO

Roll to Y2 as Payable

207U
I

For F and P codes, transactions will be processed on the

next AP production run. For R and L codes, you must

execute steps 3 and 4 below to complete the transactions.

POPYMT

Roll Y1 POs to Y2 POs using the PO Rollover program.

This rolls the account lines you marked as ‘R’ in the
previous step.

POR510

Roll Y1 POs to Y2 Payables using the PO to Liabilities
program.

This rolls the account lines you marked as ‘L’ in the
previous step and sets them up as payables.

POR520

Close out and liquidate all remaining open purchase
orders using the Close Open POs program.

When you are satisfied that all payments and rollovers are
completed, you must execute this step to close all Y1

POs. Any open account lines will be closed and liquidated.

WARNING: There is no ‘undo’ command. The POs cannot
be reopened.

Each step is described in the following sections.

The flowchart on the next page illustrates the same process.

PCLXFR

05/2011
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Flowchart for Purchase Order Procedures

The following flowchart offers avisual guide to the steps and choices outlined in the
previous section.

Fun Open PO Repaort.
Iderfify Oper POs.
(POR11D

Amount to rall 3

Aralyze Oper POs. Amount to pay™ F2 Payables?

Enter gayment EnterF‘.an payment EnterR payment action EnterL payment action
: action codes. codes, codes.
Fofion codes far i
epen Focout lines. CPOFYMT) (P OPY MT) (POPYMT)
b ¥ ¥

Resolve agen hdake payments on Roll F1 POs to Faoll F1 POs to
Focaunf ines by next AF production run. F2 POs=. F2 Payable=.
making aaynrents or
rofling POs. (AP Y 200> (PORS1D [PORS2O)

Entar mare es
payment action
codes?

Iderfify and analyoe
remIining egen POs.

Claze and liquidate
Close and Ngwidafe open POs.

remt@iming agen POs.
[FCLXFR)

* APY200 refers to the warrant production pro-
cess described in the Operator’s Guide of the
QSS/OASIS Accounts Payable Manual.

Figure 4-3: Flowchart for Purchase Order Procedures
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Step 1: Identifying and Analyzing Open Purchase Orders (POR110) Purpose of Report

Step 1: Identifying and Analyzing Open
Purchase Orders (POR110)

Purpose of Report
The Purchase Order Payment Transactions (PORSUB) window allows you to launch
avariety of reportsfor purchase orders.

¢ The Open Purchase Orders (POR110) report is a summary report that lists the
encumbrances, payment status, liquidated amount, and outstanding balance for
open POs.

Print thisreport to identify purchase ordersthat are open at the end of Y 1. You can
use thisinformation to decided what to do withthemin Y1 or Y2.

¢ The Purchase Order History (POR120) report is adetailed report that lists the
encumbered amount for each account in a PO, payments made against the account,
and the balance of the encumbrance.

¢ The Purchase Order Encumbering Transactions (POR130) report lists the amount
encumbered for each account line in a PO.

¢ The Open Purchase Order History (POR140) report lists encumbrances, payments,
dates entered, and date paid for open POs.

Launching the Report

These instructions tell how to launch purchase order reports with the Purchase Order
Payment Transactions (PORSUB) window.

There are two operations in launching a process:

¢ Opening the process window.
¢ Filling in the process window and launching the process.

Main Selection Tab

Figure 4-4 illustrates the Main Selection tab for the Purchase Order Payment
Transactions (PORSUB) window.
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Chapter 4: Tasks Related to Accounts Payable

Purchase Order Payment Transactions (PORSUB)

07-QSS DEMONSTRATION DISTRICT

gssroasis (= BIX]

File  Options
H> 50023
@ Main Selection® l gort] Qccounts]
Purchasze Order Report Writer
Repart Title : §|SAMLE FOR DOCUMENTATION
................. HEDD[”}IDE |1 T j
Frimary Sort : |‘I - Account Sort Sequence j
Detail Order : |‘I - Purchaze Order Mumber j
PO Detail Order : |‘I - Purchaze Order Mumber j
Include Current Liabilities : [~
PO MNumber : l— - ’—
FODate: [/ / RAREE ]
Yendor Mumnber : l— - ’—
Yendor Name : | - |
Code Range Selection Individual Code Selection
casom [ | e [ [ [ [ [ [T
Yendor Type : l_ - ’_ Yendor Type: l_ ’_ ’_ ’_ ’_ ’_ ’_ ’_ ’_ ’_
POTwe:[ [ Potee:[ [ [T [ [ [ [ [
¥r:1997 Dist:07 Site:1 | 10/22/2008 22:14

Figure 4-4: Main Selection tab for the Purchase Order Payment Transactions (PORSUB) window

Sort Tab

Figure 4-5 illustrates the Sort tab for the Purchase Order Payment Transactions
(PORSUB) window. Thistab allows you to select the account fields for sorting the
financial accounts within each primary sort group. By default, the report sorts
accounts by fund. If you have chosen another sort order, the tab bar reads Sort *
(with an asterisk) to indicate you have chosen different account fields for sorting.

4-10
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Step 1: Identifying and Analyzing Open Purchase Orders (POR110)

Edit Sorts and Rollups Dialog Box

Edit Sorts and Rollups Dialog Box

Purchase Order Payment Transactions (PORSUB) 07-QSS DEMONSTRATION DISTRICT gssioasis [T)E)X)

File  Options

Sort
FD - Fund

W[ [ [ [ [ & [ [P Fr

H? 20028F

Main Selection i @ Sort l Qccounts]

Mote: Sort settings configured on thiz tab are only used with ‘Primary Sort’ selection 1 - Account Sort Sequence’.

¥r:1997 Dist:07 Site:1l | 1072272008 | 22:23

Figure 4-5: Sort tab for the Purchase Order Payment Transactions (PORSUB) window

Figure 4-6 illustrates the Edit Sorts and Rollups dialog box for defining the sort,
rollup, and page break options for a report. For reports, you can define a Sort
Sequence that includes up to 9 account fields. The Rollup L evel and Page Break
boxes display for the reports that allow you to select those options.

Table 4-10: Toolbar iconsfor the Edit Sorts and Rollups dialog box

ICON DESCRIPTION KEYBOARD ACTION
g Print Screen F11 Print a graphic image of the dialog box on the default
L Windows printer for your PC
@ Return F2 Close the dialog box and update the sort and break
options on the Sorts/Rollups tab
x Cancel F12 Close the dialog box without updating the sort and break
options on the Sorts/Rollups tab
P Reset SHIFT+F1 Blank out all of the options in the dialog box

05/2011
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=, Edit Report Sorts and Rollups @

(=W e
- Sort Sequence - == Rollup Level - - Page Break ---
|FD - Fund ~| | -
|FIS - Resource LJ [_‘ B
| = I r
| I -
| i -
| H -
| i -
| FIN I~
| ~) r

Figure 4-6: Edit Sorts and Rollups dialog box

Accounts Tab

Figure 4-7 illustrates the Account tab for the Purchase Order Payment Transactions
(PORSUB) window. Thistab allows you to define up to 10 account masks for select-
ing the accountsto include on the report. By default, this tab selects all accounts. You
can define up to 10 account masks to select accounts.

Sample Open Purchase Orders Report
The first page shows the selection criteria. The last page shows grand totals.
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Step 1: Identifying and Analyzing Open Purchase Orders (POR110)

Sample Open Purchase Orders Report

Purchase Order Payment Transactions (PORSUB)

H? 80O F

Main Selection ] Sort

Fd Bdr Sch Resc ¥ Goal Func Chjt Type

il e il il B R i el B i el B e B e i

i— |i—

27-770-00R-7229-7-2227-0227-2222-2777

E“??_???_???_????_?_????_????_????_????

H|??—???—???—????—?—????—????—????—????

E“??_???_???_????_?_????_????_????_????

E“??_???_???_????_?_????_????_????_????

H|??—???—???—????—?—????—????—????—????

E“??_???_???_????_?_????_????_????_????

E“??_???_???_????_?_????_????_????_???7

4

E“??_???_???_????_?_????_????_????_???? -

LelLefLeflef LeflafLefLefLe L]

07-QSS DEMONSTRATION DISTRICT

gssioasis (2]

¥r:1997 Dist:07 Site:l

1072242008 | 22:27

Figure 4-7: Accounts tab for the Purchase Order Payment Transactions (PORSUB) window

05/2011
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Chapter 4: Tasks Related to Accounts Payable

65 QSS UNIFIED SCHOOL DISTRICT

OPEN PURCHASE ORDERS J156 POR110 H.00.13

Account Strings Selected:

Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl

10. - - -

Account Breaks on:
Select PO'S from:

Select PO dates from:
Select vendors from:
Select vendor names from:
Primary sort:

Detail line order by:

PO detail order by:

Include Current Liabilities:

* None specified *
To

To
To
To
Account break values
Purchase order number
Purchase order number

N

03/17/10 PAGE 0

4-14
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Step 1: Identifying and Analyzing Open Purchase Orders (POR110) Traditional Screens

65 QSS UNIFIED SCHOOL DISTRICT OPEN PURCHASE ORDERS Jl56 POR110 H.00.13 03/17/10 PAGE 4
NUMBER VENDOR NAME DESCRIPTION
Line Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl ENCUMBERED STAT LIQUIDATED BALANCE ENTERED
000301 000007 Utility Company by the Bay Monthly Payment
1. 01-0000-0-4300-00-0000-0000-000-000-000 3,337,333.99 3,337,333.99 07/01/2000
2. 01-0000-0-4500-00-0000-0000-000-000-000 3,336,333.00 3,336,333.00
3. 02-0000-0-4300-00-0000-0000-000-000-000 3,336,333.00 3,336,333.00
TOTAL AMOUNT 10,009,999.99 0.00 10,009,999.99
040201 000001 Bay Area Food Services Office Supplies
1. 01-0000-0-4300-00-0000-0000-000-000-000 990.00 990.00 07/01/2000
040204 000001 Bay Area Food Services
1. 01-0000-0-4300-00-0000-0000-000-000-000 990.00 990.00 07/01/2000
222222 000001 Bay Area Food Services ANOTHER SAMPLE
1. 01-0000-0-4300-00-0000-0000-000-000-000 77,810.00 77,810.00 07/01/2000
333333 000001 Bay Area Food Services ANOTHER SAMPLE
1. 01-0000-0-4300-00-0000-0000-000-000-000 77,810.00 77,810.00 07/01/2000
444444 000001 Bay Area Food Services
1. 01-0000-0-4300-00-0000-0000-000-000-000 990.00 990.00 07/01/2000
555555 000001 Bay Area Food Services
1. 01-0000-0-4300-00-0000-0000-000-000-000 99.00 99.00 07/01/2000
20,189,610.82 1,005,865.39 19,183,745.43
20,189,610.82 1,005,865.39 19,183,745.43
GRAND TOTALS 20,189,610.82 1,005,865.39 19,183,745.43

Traditional Screens

Open the Purchase Order Report Writer (PORSUB) from the Menu System. Type 1in
the Report type field to select the Open Purchase Orders (POR110) report. For
detailed instructions, see Chapter 7 of the QSS'OAS S Accounts Payable/ Purchasing
Manual.
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District: 07 Purchase Order Report Hriter QSS/0ASIS

Report Title:
Report Type: 1=0pen POs, 2Z=History., 3=Enc trans, d=History-open POs only

5=History-open P0Os only including P0Os w/zero total

Primary Sort: 1=Acct sort seq, 2=Category, VYnd type, 3=Und type, 4=P0 type
Detail Order: 1=P0#, 2=Date., 3=Vendor name, 4=Vendor remit name
PO detail Order: 1=P0#, 2=P0 type, PO#
Current Liabs: Y¥=Include, M=Do not include
PO Number: - ro pate: |-

Yendor Mumber: -
Yendor MName: -

=--Range--»  =--------------- ndividual Codes----------------
Category:
Vendor Type:
PO Type:
PORSUB H.00.07 compiled 10/31/068 14:068
Start Help Retrieve Continue| Return
Over Preset To menu

Figure 4-8: Purchase Order Report Writer—Launch Screen One

The Second Report Writer Screen (Figure 4-9) is displayed after you compl ete the
First Report Writer Screen and press <Continue>.

District: 07 Purchase Order Report Hriter 055/0A515
Ssortsequence: I B BB BEBEBE
Choose from these FD = Fund BR = Responsblty SC = School
sort items: RE = Resource PY = ProjectVYear GO = Goal
FH = Function OB = Object TY = Type

Fd Bdr 5ch Resc Y Goal Func Objt T

W

SO~ O LW —
R Y L )

|
Start S5tart Launch Return
Over Over Report to menu

Figure 4-9: Report Writer Screen—Launch Screen Two
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Step 2: Assigning Payment Action Codes

Purpose

Step 2: Assigning Payment Action Codes

Title bar —

& Accounts Payable - PO Payments (PO)

07 - QS5 DEMONSTRATION DISTRICT

assioass  [C]EIX)

™™ Fil=  Options  Help
— e oy o=
Menu bar and toolbar e @= | D E|
= Accounts Payable EL
PO Payments [PO)
Pay Youchers [PY) uick Search
i Travel Claims [TC
Tree view for ey — :EM'] Purchase Order #: Fleduistion H:
i Revolving Cash [RC = - Advanced Search
selectmg payment St o) C -1 1]
et Up Payables (EP)
Payables Payments [CL)
Liahilities [LB)
& Transaction Maintenance earch Results (Double-Click a cell ar Contral-Enter ta view details]
Move / Hold Payments =
1099 Maintenance [AA) FO Number Date Entered xi:‘d‘fer' Wendar Mame Amaurt Remote Req Date Pr—|
T 1 | o000z 114132/2008 o002 Acme Products Inc $1.24576 1.2
2 ] 030003 11413/2008 000113 Acme Praducts Inc $149.21
S h F3 | f 3 11414/2008 000072 Andrew Jackson $102.02
earc ( ) pane or 4 1 030005 11417/2008 000113 Acme Praducts Inc $81.30
se|ect| ng transacnons 5 Jogomo 1/24/2009 oomz7 Dffice Depat $500.00
6 f 09001 1/24/2009 o029 Home Depot $500.00
7 Jogomz 1/26/2009 000113 Acme Products Inc $51.80
el LEE] 1/26/2009 00013 Acme Products Inc: $79.98
Search Results gr|d — 3 | msonie 1/30/2003  DOI2E Legal Services Ltd $350.00
H . 10 § osom? 24242003 000123 Home Depat $132.05 By
for displayin
p y g 11 | 030018 2/4/2003 000 23 Home Depot $8053 21
12 § nsoma 2/5/2003 oooe Jahirnzon Smith & Jones $7293
13 | 030021 2/5/2003 000113 Acme Products Inc $161.62
- | »
Message bar — [¥r: 2009 Dist: 07 Site: L | 4/21,/2009 | 15:04

Purpose

The Accounts Payable window allows you to assign payment actions to POs that are

Figure 4-10: Parts of the Accounts Payable window

open at the end of Y 1. You can choose to pay them in Y1 or carry them forward as

liabilitiesin

Checking Database Capacities

Y2

Before entering any rollover transactions (POPY MT), make sure that the PO-

PAYMENT dataset in the GLDSY S database has adequate room. In most cases, doing

SO requires that you get help from data processing or your system administrator.

Opening the Accounts Payable Window

PO Payments (PO)

Overview

The PO Payments (PO) transaction allows you to make payments against purchase
orders created on the Purchase Orders/ Requisitions window. The processisthe
same for POs with no requisition from the Purchase Orders tab and those with

requisitions from the Requisitions tab.

05/2011
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 4: Tasks Related to Accounts Payable

| AR (Invoicing and Biling Management - RI, RF)

E Budget Development

5- Budget (Transfers, Settings, Summary Rules, Ind Cast Rules)
EE Finance Job Menu

6’ Journals, Transfers (DC, JE, TF, T4}

ﬁ‘ Marwal Payroll Encumbering

@ Payroll Transfers [Preview Awvailable 30.x]

ﬁ YLD Payment Processing

'i AP Batch Maintenance

Figure 4-11: Selecting the Accounts Payable window from the tree view

Search (F3) Panel

The Search (F3) panel allows you to select the POs that display in the Search
Results grid.

Search [F3]

[uick Search

Purchaze Order #: Requizition #:

Advanced Search

: Search (F3) panel for PO Payment (PO) transactionsSearch Results

After the search completes, the Search Results grid displays the POs that match the
search criteriain the Search Pane.

PO Mumber [ate Entered \h:lri?ndboerr Yendor Mame Amount Remote Req
L 11/13/2008 000113 #eme Products Inc $1.080.70
2 | 090003 11./413/2008 00113 Acme Products [ne $100.55
3 | 090004 11/414/2008 000013 Andrew Jackson $54.00
4 090005 11/A7/2008 ooomi13 Acme Products [nc $43.85
5 | 090006 11417/2008 0oo113 Acme Products [ne $188.33

Figure 4-12: Search Results panel for PO Payments (PO) transactions (left side)

4-18
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Step 2: Assigning Payment Action Codes

PO Payments (PO)

Table 4-11: Summary of commandsfor the Accounts Payable window

MENU COMMAND ICON KEYBOARD DESCRIPTION

Options | Retrieve L ) F3 After filling in the Search (F3) panel, initiate the search for

Data transactions that match the selection criteria you have supplied.
After the search completes, the Search Results grid displays the
matching transactions.

Options | Add C% Ctrl+F6 Open a blank add dialog box for creating a new transaction for
the type selected in the tree view.

Options | Add From @ Ctrl+Shift+F6 Open an add dialog box that contains a copy of the transaction
that you have selected in the grid. You can modify the copy as
needed before saving it.

Options | Increase E’ Shift+F6 For Revolving Cash only, increase the balance in the revolving

RC Balance cash checking account. This icon does not display on the
toolbar for other transactions.

Options | Delete x Ctrl+F8 Delete the transaction that you have selected in the grid. The
only transactions that you can delete are those that are not paid,
have no holds, and belong to a batch that you have access to.

Options | Clear P Ctrl+F1 Clear the selection criteria in the Search (F3) panel. Thus, you

Selection - can start with a blank slate and define a new set of search
criteria.

Options | Report = Ctrl+R Open a Job Menu window that lists only the reports for the

= transactions on this window. For a complete list of financial
reports, select the Financial Reports/Processes command
from the QCC menu.

Options | Select For EP and CL transactions, select the fiscal year to use for

Fiscal Year 2008 setting up transactions and posting payments. For all other

Alt+D transactions, this command is disabled because they are
always in the current fiscal year.

Options | Select none  Alt+T Highlight the transaction type in the tree view. You can press the

Invoice Type UP ARROW and DOWN ARROW keys to select another
transaction type. The Search (F3) panel and Search Results
clear whenever you select a new transaction type.

Options | Select none  Alt+S Move the cursor to the first box in the Search (F3) panel. You

Search Panel can fill in new search criteria and search for transactions.

Options | Select none Alt+R Move the cursor to the first row of the grid in the Search Results

Search Results area.

Options | Print g F11 Print a copy of the Accounts Payable window window to the

Screen = default Windows printer for your PC.

Options | Grid IE Shift+F11 Open a Grid Output window for exporting of the Search Results

Output grid to Excel, Word, PDF, or a delimited text file.
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Date Printed Site Mo Site Description Items
oao2 WASHINGTON SCHOOL 03
ooo2 WASHINGTON SCHOOL oo
oao2 WASHINGTON SCHOOL 0o
ooo2 WASHINGTON SCHOOL o
oooz WASHINGTON SCHOOL o

Figure 4-13: Search Results panel for PO Payments (PO) transactions (right side)

Purchase Orders - Accounts Dialog Box

The Purchase Orders - Accounts dialog box displays after you select a PO from the
Search Results grid on the Accounts Payable window. This dialog box displays a

summary of the selected PO.

Inspecting Summary Information

The dialog box displays a summary of POs. When you first open the dialog box, it
displays the PO selected in the Sear ch Results grid.

Purchase Orders - Payments Dialog Box

% PO Payment - Payments

File  Options
o e ] PEZ D000
|Inspect

Summary of the Requisition Mumber: |555557 PO Number: 09000z Description;  |FRED
current PO. Wendar No/Addiess: |gop11z | / |02 | |acme Products Ine Discount |z.00 | %
Up fo 40 accounts | Fd Bdr Sch Reac ¥ Goal Func Objt Type Original Amount Statug Pl
encumbered for b1
the PO. Double- 2 | 01-000-000-0000-0-0000-0000-4310-0000 $226.94 $226.94 | F
click an account to — 3 |01-000-500-0000-0-0000-0000-4300-0000 $260.00 $280.00 | P —
inspect add 4 01-000-200-0000-0-0000-0000-4300-0000 $356.65 $356.65 | P -
Change, or delete 1 Statuz | Date Invaice Description Liquidate FPayment Eliassount Dizcount % Met Balance
payments' 1 1/14/2009 | Make a partial payment $100.00 “m

2 P BA1/2009 | Payment 2 $50.19 $50.19 M 200 $50.19
Payments for the 3 |P BA/2009 | Payment §3 $18.98 $18.98 M 200 $18.98
Selected account 4 P BA1/2009 | Payment #4 $88.00 $88.00 M 200 $88.00
You can add, T
change, or delete
payments that have
not been issued on
vendor warrants. . | ,

[¥r: 2009 Dist: 07 Site: 1 [5/1,/2009 | 11:56:47

Figure 4-14: Dialog box for adding, changing, deleting, and inspecting PO payments
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Step 2: Assigning Payment Action Codes PO Payments (PO)

To inspect payments for an account:
1 You can usethe VCR iconsto display the payments for a different account line.

Display payments for the first account—— ? ? — Display payments for the last account.

Display payments for the previous account Display payments for the next account.

If you have added or changed payments, press the k- (Save and Stay [F9]) icon to
save your changes before clicking one of the VCR buttons.

2 Inthelist of accountsfor the PO, double-click an account to display all of the pay-
ments already made for the account.

Fd Edr Sch Resc ¥ Goal Func Objt Type Original Amount Statug
r1 01-000-000-0000-0-0000-0000-4300-0000 27017 $27017

Figure 4-15: List of accounts for a PO

3 Thelist of payments displays any payments already made against the PO.

Status  Date Invoice Description Liquidate Payment Elggounl Dizcount % Net

2 P 1/22/2008 | Second payment $33.00 $44.00 M 200

Figure 4-16: List of payments against a PO (left side)

Ealance ¥:§ Utrate  Usmount | 1093 DatePaid  Warant | Batch Hgg it Shatus

I O

$16094 | N 0.000 30000 W 00000000 |1

Figure 4-17: List of payments against a PO (right side)

Add PO Payment and Change PO Payment Dialog Boxes

Adding and Changing Payments
These instructions tell how to add or change payments against the account that you
have selected for a PO.
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§ Add PO Payment E[@@
File  Options
O H 82
Add
Balance: $13.00
Status: | P - Partial payment v

Ihvoice date: | 05/01/09_ | »

Invoice Description; | Payment #5

Batch number: 0003 - Sawple Batch 0003 w
Liguidate:
Payment: §11.21
UzeTaw (W “
1093 |7 -
Diggount: 7] Digcourt: 200) =

Remit Payments:

Address Mo |00 w | |Acwe Products, Inc
Locounting Department
500 Main Street
Your City, Ca 12345

[ [ ¥r: 2009 Dist: 07 Site: 1 | 5/1/2009 | 11:45:34

Figure 4-18: Dialog box for adding payments or changing an unpaid payment

Example of E and Z Payment Types
The E and Z payment types create two new lines of transactions. The only difference
between the two is when they take effect.

Elscount Discount % Met Balance

Status  Date Invoice Description Liquidate Payrnent lag

1 F 141442003 | Make a partial papment $100.00 $100.00 M 200 $00.00 §7017

Figure 4-19: Payment history before applying E transaction

Before applying an E payment transaction, the PO has one partial payment for
$100.00 and an unliquidated balance of $170.17.

The E payment transaction closes out the existing encumbrance and re-encumbers the
account for $500.
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Add PO Payment
File  Options  Help
G H 8
Add
Balance: 170,17
Status: E - Encuwbrance change immed %
Invoice date: | AFWEEVENIE
Invoice Descriphion. | 444 £ trans for $500
Batch number: 0001 - Sauple Batch One v
Liquidate: $500.00
Payment: $0.00
Use Tax |y ~
109% |w w
Discount: ] Discount: 200| %=

Address Mo |go s | |Acme Products Inc
100 Main 5t
Tnit 100
Four City, CA 12345

[ ¥r: 2000 Dist: 07 Site: 1 | 1/14,/2009 | 14:06:19

Figure 4-20: E transaction applied to the PO

After adding this E transaction to the PO, the payment history looks like this.

Dizcount

Status | Date Invoice Description Liquidate Payment Flag Digcount % Met Balance
1/14/2009 | Make a parial payment siooo| N | 200 | $100.00 $170.17
2 C 1/14/2009 |AddE trans for $500 $170.17 $0.00 M 200 $0.00 $0.00
3|0 1/414/2009 | AddE trans for $500 $500.00 $0.00 M 200 $0.00 $500.00

Figure 4-21: Payment history after applying E transaction

The E and Z transactions add two lines:
¢ Line 2 closes out the account. It liquidates the remaining balance of $170.71.

¢ Line 3 reopens the account with a new encumbrance amount of $500.00. The Lig-
uidate amount is added to the Balance, giving the account a new encumbered bal-
ance of $500.00.

The E and Z payment transactions differ in when to apply the new encumbrance:

¢ The E transaction takes effect when you do awarrant run that includes the batch to
which the transaction is assigned. When you create an E transaction, the Date Paid
is blank because the transaction has not been processed. After you cut vendor war-
rants for the batch, the Date Paid will be the same date as that on the vendor
warrants.

¢ The Z transaction takes effect immediately. When you add the transaction, the
Date Paid is updated with the current date.

05/2011 Copyright © QSS, 2011 4-23



QSS/OASIS Fiscal Year Transition Training Notes Chapter 4: Tasks Related to Accounts Payable

Duplicate Invoice Checking

The system can check for duplicate invoices if your site turns on that option. When
you save a payment, the system searches for other payments that have an I nvoice
Description identical to the one you just entered for the current vendor. The
following message displays when the system finds a duplicate:

Duplicate Invoice detected ||

9 Invoice (unpaid) was entered 02/20/09 on PC:090003 FY:09 For $10.00
H—‘srj Do ol wank bo add this PO record?

[ Yes l [ Mo

Figure 4-22: Duplicate invoice message

This sample message displayed after saving a payment against PO 090002. It pro-
vides awarning that the same I nvoice Description was aready used on PO 090003.

Do either of the following:
¢ Click [Yes] to save the payment with the duplicate invoice number.

¢ Click [No] to return to the Add PO Payment dialog box. At this point, you can
modify the payment and save it again or press F12 to close the payment dialog box
without saving the payment.

By default, duplicate invoice checking is turned off. For set-up instructions, see the
POPYMT program option in Chapter 2 of the Modules, Tasks, and User Security for
QCC.

Traditional Screens

For the traditional software, use Purchase Order Payments (POPYMT) to set up
payment flags at the end of the year. For detailed instructions, see Chapter 6 of the
QSSOAS S Accounts Payable / Purchasing Manual.
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Traditional Screens

District: 07

Purchase Order Payments

Option (H for help):

POPYHMT H.00.02 compiled 03/24/98 19:30 Option=

ASS/0ASIS

Back to j{Wendor Help Exit
Option Lookup

Figure 4-23: Purchase Order Payments—Option Screen

Type P in the Option field and press <ENTER> to display the Purchase Order
Selection Screen (Figure 4-24).

District: 07 Purchase Order Payments QSS/0ASIS

Purchase Order number: Year: Y1
Line:

Back to Help Back to Exit
Option Option Program

Figure 4-24: Purchase Order Payments Option—Purchase Order Selection Screen

Type a PO number, then press <ENTER> to display it.

05/2011
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District: 0¥ Purchase Order Payments 0SS /0ASIS

Purchase Order number: Year: Y1
Line:
Requisition number: Date: [l
Vendor number: [JUuss

VYendor name/address
CS INCORPORATED

EST SACRAMENTO

n Fd Bdr Sch Resc ¥ Goal Func Objt Type Status
|0 1 -220-500-0000-0-0000-0000-4300-0000
2.
3.
4,
Page amount:
Total PO amount:
<EMTER= a line # or a <F-KEY> to continue: |

|
Back to Page Page Exit
Option Backuwardi|Foruard Program

Figure 4-25: Purchase Order Payments Option—Purchase Order Information Screen

The top portion of the screen displays the information for the purchase order you
entered. Type aline number and press <ENTER> to display and make payment
actions.

District: 07 Purchase Order Payments QSS/0ASIS

Requisition: I3k Purchase Order: 001614
Vendor: 000038 GCS INCORPOBATED

Discount: [N
Ln Fd Bdr Sch Resc ¥ Goal Func Objt Type Encumbered Status
01 -220-500-0000-0-0000-0000-4300-0000 B 10,938.32 P

Ln & Date Invoice Desc Lig/Balance Payment/U-Tax Paid Harr# Batch H
1ihmm_mm
10,928.32 0.73 7.25% UT:¥ 1099:N D:VY
1 I
I D D D N S e

Payment action (H for help):
TUTCeE- D tey TImber

| ¥
Batch

Line:

Back to j|Mext Help uUT-1099/ Page Page Update Exit
Option Keys Har Stat Backwardj|Forward Program

Figure 4-26: Purchase Order Payments Option—Account Line Screen

Go to PO:
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Step 3: Rolling Y1 Purchase Orders to Y2
Purchase Orders (POR510)

Purpose

Report-Only and Update Modes

The PO Rollover Report/Update (POR510) window allows you to launch a batch
process for rolling PO account linesflagged asL - Roll toliability to CL transactions
that show up on the Accounts Payable window as Payables Payments (CL)
transactions for Y 2. The process creates a PO Rollover Report (POR510).

¢ QSS recommends that you run this process in report-only mode first. Review the
PO Rollover Report (POR510) to verify the list of accounts that you have flagged
for rolling forward as POs. If the list is inaccurate, you can make any needed
adjustments and run the process in report-only mode again.

¢ Onceyou have verified the list of accountsto roll forward, run the report in update
mode. Save the PO Rollover Report (POR510) as arecord of the PO transactions
rolled forward to Y 2.

Dataset Capacities for HP e3000 Server

If your site is using the HP €3000 as a server, check to make sure that the GLDSY S
(general ledger) database has enough room to hold the POs that the process creates.
The PURCHA SE-ORDER and PO-PAYMENT datasets need to have enough space
for the new POs created in Y 2.

Duplicate PO Numbers

The PO Rollover Report/Update (POR510) window creates POsin Y 2 that have the
same number as the source POsin Y 1. If Y2 contains a PO number that duplicates
onethat is being rolled from Y 1, the report prints the following message:

ERROR: PO number already used

Launching the Report
There are two operations in launching a report:

¢ Opening the report window.
¢ Filling in the report window and launching the report.
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Table 4-12: Tabsfor the PO Rollover Report/Update (POR510) window

TAB PURPOSE SEE PAGE

Main Selection Select the users for which to roll POs forward and whether to 4-28
run the process in update or report-only mode.

Accounts Type account masks and field ranges for selecting the POs to B-30

update.

Main Selection Tab

Figure 4-27 illustrates the PO Rollover Report/Update (POR510) window. See page

A-5 for general instructions on typing in text boxes, selecting options from drop-
down lists, selecting dates, checking boxes, and selecting option buttons.

£ PO Rollover Report/Update (POR510) Year: 09 Dist: 07 - 0SS DEMONSTRATION DISTRICT QSSIOASIS CEX

File  Options

W oz Bk

Main Selection | Accaunts

Fieport Title SAMPLE FOR DOCUMENTATION
Select Payments Entered By User : [Leave blank tor all users]
Update?  |M - Praduce report [only] 3
Fizcal vear Update

Increment P Field Duiing Update {M - Roll accounts as they are he
Mote:  Thiz question iz anly relevant to sites that hawve a FY' field in the account sting.
Important Motice

‘When this jobislaunched in "Update” mode. each "‘R”transaction will be "rolled” into a purchase
order in the newyear and can potentially update volumes of data.

( | ¥r: 2000 Dist: 07 Site: 1 [6/16,/2009 | 15:01

Figure 4-27: Main Selection tab for the PO Rollover Report/Update (POR510) window
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Report Sample
04 QUINTESSENTIAL SCH DIST PO Rollover Report J74 POR510 G.00.02 04/07/-- PAGE 1
SAMPLE REPORT FOR EOY MANUAL ** Prelist **
Vendor Name PO Num Line num FN SF SI PROG SPRG OBJT SO TYPE Amount Message
""" 9 AMERICAN GUIDANCE SERVICE 10 1 => 1 01-00-00-4000-1000-4500.00-0000 ®5.00

8 CA STATE DEPARTMENT OF ED 9 3=> 101-01-00-1000-0000-4310.00-0000 23.07

2 OFFICE CLUB 11 1 => 1 01-01-00-1000-0000-4310.00-0000 30.00

Report total: 88.07

Traditional Screen

For the traditional software, the launch screen for the PO Rollover Report (POR510)
is Request PO Rollover Report/Opiate. For details, see Chapter 10 of the QSSOAI S
Accounts Payable / Purchasing Manual.

District: 07 Request PO Rol lover Report/Update 055/0n51S
Year: Y1

Report title: E

Select payments entered by user: [ (Leave blank for all users)

Update? J] N
y

Produce report (only)

Update 'R" payments uith date
paid, create PURCHASE ORDERS in
next FY and produce report.

Roll accounts as they are
Change FY field values 97 to 98

Increment FY field during update? ] N
¥

NOTE: This question is only relevant to sites that have a FY field
in the account string.

PFYSUB H.00.00 compiled 09/11/797 0Option/01 User: Y097

S5tart Help Launch Return
Over Report to menu

Figure 4-28: Request PO Rollover Report/Update Screen
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Step 4: Rolling Y1 Purchase Orders to Y2
Payables (POR520)

Purpose

Report-Only and Update Modes

The PO to Liabilities Report/Update (POR520) window allows you to launch abatch
process for rolling PO account linesflagged asL - Roll toliability to CL transactions
that show up on the Accounts Payable window as Payables Payments (CL)
transactions for Y 2. The process creates a PO to Liabilities Report (POR520).

¢ QSS recommends that you run this process in report-only mode first. Review the
PO to Liabilities Report (POR520) to verify the list of accounts that you have
flagged for rolling forward as liabilities. If the list isinaccurate, you can make any
needed adjustments and run the process in report-only mode again.

¢ Onceyou have verified the list of accountsto roll forward, run the report in update
mode. Save the PO to Liabilities Report (POR520) as arecord of the PO transac-
tionsrolled forward to Y 2.

Dataset Capacities for HP e3000 Server

If your site is using the HP €3000 as a server, check to make sure that the GLDSY S
(general ledger) database has enough room to hold the estimated payables that the
process creates. The EST-PAYABLES dataset needs to have enough free space to
create one record for each payable that isrolled forward to Y 2.

Accounts Payable Odometer

If you have not done so already, set up the estimated payables (EP) odometer for Y 1.
This odometer must be present for the batch update to assign reference numbersto the
transactions that you are rolling forward.

For detailed instructions, see the description of the Program Options tab in Chapter 7
of the QCC Core Financial Manual.

If the odometer is not defined, the report displays the following message:
ERROR getting odometer

Launching the Report

These instructions focus on the specific instructions for launching the PO to
Liabilities Report (POR520) from the PO to Liabilities Report/Update (POR520)
window.
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Table 4-13: Tabsfor the PO to Liabilities Report/Update (POR520) window

TAB PURPOSE

Main Selection Select an optional user for whom to roll POs to liabilities and whether to tun
the process in update mode.

Accounts Type account masks and field ranges for selecting the accounts to report and
update.

Main Selection Tab
Figure 4-29 illustrates the PO to Liabilities Report/Update (POR520) window.

PO to Liabilities Report/Update (POR520) Year: 09 Dist: 07 - 0SS DEMONSTRATION DISTRICT) QSSI0ASIS CDEX

File  Options

Main Selection | Accounts

Report Title: | SAMPLE FOR DOCUMENTATION
Select Payments Entered By User : [Leave blank for all ugers)
Update?  |M - Produce report [only] 3
Fizcal v'ear Update
Increment FY Field During Update 1M - Roll accounts as they are b
MOTE: This question is only relevant ta sites that have a FY field in the account string,

Important Notice

‘When this jobislaunched in ‘Update” mode. each ‘L’ transaction will be "rolled” into a payable in the
new year and (! update vol of data.

| | ¥r: 2009 Dist: 07 Site: 1 |6/16,/2009 | 15:09

Figure 4-29: Main Selection tab for the PO to Liabilities Report/Update (POR520) window

Report Sample

07 QSS DEMONSTRATION DISTRICT PO to Liabilities Report J7237 POR520 H.01.00 06/11/09 PAGE 1
Sample for Documentation ** Prelist **
Vendor Name PO Num Line EP Num Fd Bdr Sch Resc Y Goal Func Objt Type Amount Message
113 Acme Products Inc %0012 2 => 01-000-200-0000-0-0000-0000-4310-0000 15.88
113 Acme Products Inc 90027 1 => 01-000-000-0000-0-0000-0000-4310-0000 57.30
129 Home Depot 90017 1 => 01-000-000-0000-0-0000-0000-4300-0000 51.83
Report total: 125.01
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In this report sample, the EP Num is blank because the report isrun in Prelist mode.
Numbers are assigned when you run the report in Update mode.

Traditional Screen
In the traditional software, the launch screen for the PO to Liabilities Report
(POR520) is Request PO to Liabilities Report/Update. For details, see Chapter 10 of
the QSSOAS S Accounts Payable / Purchasing Manual.

District: 07 Request PO to Liabil ities Report/Update 055/0ASIS

Year: Y1

Report title: [

Select payments entered by user: (Leave blank for all users)
Produce report (only)

Update ‘L' payments uith date
paid, create Liabilities,

and produce report.

Update? J N
v

PFY5UB H.00.00 compiled 09/11/97 Option/02 User: ¥097

Return
to menu

Launch
Report

Start Help

Over

Figure 4-30: Request PO to Liabilities Report/Update Screen
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Step 5: Closing Out and Liguidating Open
Purchase Orders (PCL920)

Purpose

The Close Out Open Purchase Orders (PCL920) window closes out all POsfor Y1
with aremaining balance. This process creates a PO Disencumbrance Report
(PCL920) that list the encumbrances remaining for each individual account line for
open POs.

¢ Inprelist mode, the report allows you to get alisting of open POs and review them
before running the process in update mode.

¢ In update mode, the report isalisting of the POs that have been closed and
liquidated.

WARNING: Before running the process in update mode, be sure that you really are ready to
close out all POs for Y1. Once this process is done, all open POs are closed and liquidated.
There is no undo.

Launching the Report
These instructions focus on the specific instructions for launching the PO
Disencumbrance Report (PCL920) from the Close Out Open Purchase Orders
(PCL920) window.
There are two operations in launching a report:

¢ Opening the report window.
¢ Filling in the report window and launching the report.

Table 4-14: Tabsfor the Close Out Open Purchase Orders (PCL920) window

TAB PURPOSE
Main Selection Select the posting date and description for closing out POs.
Accounts Select the accounts for which to close POs for the fiscal year.

Figure 4-31 illustrates the Close Out Open Purchase Orders (PCL920) window. See

page A-5 for general instructions on typing in text boxes, selecting options from drop-
down lists, selecting dates, checking boxes, and selecting option buttons.

¢
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: 07 - QS5 DEMONSTRATION DISTRICT QS5/0A515

File  Options

o 2 B J

tain 5 election | Accounts

Posting Date ; | 06/30/2003
Invoice Date : | 06/30/2009

Irvenice Description : | |

Select Purchase Orders Dated :|_j_r"_ |" | - |_,-’_j_ |" |

Update Mode :

[ [ ¥r: 2009 Dist: 07 Site: 1 |6/16,/2009 | 14:37

Figure 4-31: Main Selection tab for the Close Out Open Purchase Orders (PCL920) window

Report Sample

07 QSS DEMONSTRATION DISTRICT PO Disencumberance Report J3382 PCL920 H.01.00 03/27/09 PAGE 2
EOY MASS CLOSE *%* Prelist **
Vendor Name PO Num Ln Fd Bdr Sch Resc Y Goal Func Objt Type Amount PO Date
113 Acme Products Inc 10056 2 01-000-000-0000-0-0000-0000-4300-6666 45.00 11/11/2007
12 Aggressive Accounting 10064 1 01-800-500-4230-0-4760-2490-5710-0256 43.60 03/09/2008
12 Aggressive Accounting 10064 2 01-600-110-6500-0-5110-1000-4300-1892 26.73 03/09/2008
1 John Dough Enterprises 46 3 01-000-000-0000-0-0000-0000-4310-1234 134.91 06/30/2008
1 John Dough Enterprises 46 4 01-000-000-0000-0-0000-0000-4300-6666 134.91 06/30/2008
1 John Dough Enterprises 1746 1 01-010-500-0000-0-8600-7150-5300-0215 425.75 07/01/2007
1 John Dough Enterprises 1746 2 01-010-500-0000-0-0000-7150-5300-0215 87.80 07/01/2007
1 John Dough Enterprises 1746 3 01-010-500-0000-0-0000-7150-5800-1140 442.00 07/01/2007
1 John Dough Enterprises 1746 4 01-010-500-0000-0-8600-7150-5800-1140 441.00 07/01/2007
1 John Dough Enterprises 1746 5 01-010-500-0000-0-0000-7150-5800-1140 459.00 07/01/2007
Total 7,916,623.45
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Traditional Screens

For the traditional software, the launch screen for the PO Discencumbrance Report
(POR920) is Close Open Purchase Orders (PXCXFR). For details, see Chapter 10 of
the QSSOAS S Accounts Payable / Purchasing Manual.

District: 07 Close Open Purchase Orders 055/0A51S

Posting date:
Invoice date:
Invoice desc:
Select Purchase Orders dated:

PCLXFR H.01.01 compiled 07/10/06 13:54:08

Start
Over

Return
to menu

Help Continue

Get Start
Preset Over

Figure 4-32: Close Open Purchase Orders Screen (1 of 2)

Thefields for selecting accounts and ranges display after you fill in the screen, then
press <ENTER> and <Continue>.
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District: 07 Close Open Purchase Orders 055/0A515

Date paid: 0G630F1
Invoice date: 0630F1
Invoice desc: EOY MASS CLOSE I
Purchase Orders dated: 0701F1 - 0G630F1

Update wmode? N (Y/N)
—Field Sort/Selection Items

Fd Bdr Sch Resc ¥ Goal Func Objt Type
PP-PPP-PPP-TRRV-P-PYP-VAVP-9VRY-PVYY
FD=Fund TY=Type PO -PPP-PPP-FVRV-V-XPVI-AYVP-9VRI-YY
BR-BdgtRespons PP-PPP-PPP-TRRV-P-PYP-VAVP-9VRY-PVYY
5I=5ite/School PO PPP-PPI-FVRV-P-PPIP-VIPP-799Y-

RS=Resource

77-797-277-7P77-7-0777-7777-2727- 2777
Y¥=Project Year ?7-777-777-7777-7-7777-7777-2777-2777
PG=Program Goal 77-777-277-777P7-P- 777 7-0777- 77777271
FN=Function ?7-777-777-7777-7-7777-7777-2777-2777

0B-0bject ?9-277-777-7779-7-707P-72PP-77P7- 7777
77-777-777-2777-7-7272-7277-7777- 7777

Field Range

Save

Previous
Preset

| Screen

Launch
Report

Return
To Menu

Over |

Figure 4-33: Close Open Purchase Orders Screen (2 of 2)
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Entering Estimated Payables (EP)

Overview

This section discusses how to process end-of-year payables that are not associated
with open purchase orders and that will not be paid in the current fiscal year. For
example, at the end of the year you may have expense obligations such as utilities,
accrued vacation, or employee benefits that will not be paid until the next fiscal year.
These payables need to be set up asliabilities at the end of the current fiscal year, so
the expenditures are posted to the current year, but you do not make payments against
them until the following fiscal year. This processis referred to in accounting as the
accrual of liabilities.

The three main tasks described in this section are shown below. It isimperative that
you are logged onto the proper fiscal year for the task you are performing as shown

in the table below:
TASK Y1 Y2
Add/Delete/Inspect Payables X
Make Payments on Payables X
Request Payables Reports X

General Ledger Control Accounts

The Payables/Current Liabilities System is used to reflect expenditures that were
incurred and recorded in Y 1, but will not be paid until Y 2. Liabilitiesareset upinY1l
and posted in Y2 when they are paid. Two general ledger control accounts are used:

» Accounts Payable Setup (9509 in California) (in'Y1)
» Accounts Payable Payment (9510 in California) (inY?2)

The following illustration shows how the general ledger is affected:

Payables Set Up in Y1

Accounts Payable Setup Expenditure/Income
(9509) Account

DR CR DR CR

X X
Payables Posting in Y2

Cash Account
(9110)

DR ‘ CR

Accounts Payable Payment
(9510)

DR ‘ CR
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Payables Set Up in Y1
X X

Posting Difference Amounts

When the amount paid in Y 2 is different from the amount set up in Y 1, the way the
difference is posted depends on whether you are operating under CaliforniaFMAC
guidelines or the guidelines from another state.

FMAC Sites

For sites operating under the California FMAC guidelines, the difference amount will
be posted at the time of final payment to the originating account, but in the new year
(Y2). If the original account has not been created for Y 2, it will be created by the
system at the time the difference amount is posted. Use tax will be posted to the
original account asit is paid on both partial and final payments.

If you want to post the difference amount to an account other than the original
account, you will need to make ajournal entry to move the difference to the proper
account. (The QSS'OAS S Core Financial Manual describes journal entries.)

= See the Technical Notesin the QSSOAS S Accounts Payable Manual for instructions
on setting up FMAC options.

Non-FMAC Clients

If you are not operating under California FMAC guidelines, any difference between
what was set up and what was paid will be posted to Unappropriated Fund Balance
(9710). Thiswill be a credit if moreis paid than anticipated, or adebit if lessis paid
than anticipated. If you want to post the difference amount to a different account, you
will need to make ajournal entry to move the difference to the proper account. (The
QSSOAS S Core Financial Manual describes journal entries.)

Step-by-Step Treatment of Payables
Briefly, these are the steps involved in the setting up and posting of payables.

PROGRAM
STEP ACTION USED
1 | Set up control accounts if they have not already been set up. GLINIT

This is usually done in GLINIT when a client is first installed. Note,
for example, that the Accounts Payable Setup Control Object
(95009) is different from the Accounts Payable Control Object
(9510/9500).

The QCC Core Financial Manual describes this process in detail.
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PROGRAM
STEP ACTION USED
2 | Add Y1 payables (not associated with POs) that will be paid in the Estimated
next fiscal year (Y2). Payables
(EP)
The previous section discusses how to process payables associ-
ated with purchase orders.
3 | Set up beginning balance for Y2 Accounts Payable Control BBUPDT
Account (9510/9500). & or
BDEO0O08
This is normally the ending balance from the Y1 Accounts Payable
Setup Account (9509).
See the previous section of this chapter for a list of accounts you
need to set up. See the Update Beginning Balance chapter of the
Core Financial Manual for instructions on setting beginning bal-
ances.
4 | Make payables payments. Payables
Payments
You must be logged onto Y2 in order to make payable pay- (CL)
ments.
a. Thiswill not be finalized until after the year-end audit.
Estimated Payables
Title bar e ) Accounts Payable - PO Payments (PO} 07 - QS5 DEMONSTRATION DISTRICT, gssionsis  [2][E)X]
= e Options  Help
Menu bar and toolbar [ =8 =
[ = Accounts Payable Sear
Pay Vnunl{ers PY]1 uick Search
Tree view for e ) Rl R
se|ecting payment g:l"ﬁ';igga;::s['[}'ﬂ] I N O
Payables Payments [CL)
Liabili}ies [Ll?]
= Tm;‘:::?"ﬂ:r‘;r::;:;zi Elle iuls [Double-Click & cell ar CantrolEnter to visw details]
1099 Maintenance (AA) PO Murber Date Entered \Pﬁ?&oﬁlr Wendor Name: Amount Remate Reg Date P
,T 1 030002 111372008 000113 Acme Products Inc $1.245.76 172
2 fosooo: 11/13/2008 000113 Acme Products Inc $149.21
L K 11/14/2008 000013 Andrew Jacksan $1023.03
Search (F3) panel for 4 Josoos 1MA7/2008 000113 Aeme Praducts Inc $81.30
selectlng transactlons 5 1030010 1/24/2003 000127 Office Depot $500.00
& fJosoonm 1/24/2003 000123 Horne Depat $500.00
7 foaooiz 1/26/2003 000113 Acme Products Inc $51.80
/'—r 090013 1/26/2009 000113 Acme Products Inc $79.98
1 9 fosooie 1/30/2009 ooo128 Legal Services Ltd 450,00
SearCh ReSUItS grld / 100 §030017 2/2/2009 000123 Home Depat $132.08 2n—
fOI' dlsplaylng 11 fJosoois 2/4/2003 0oo129 Horne Depat 420,59 21
12 030013 2/5/2003 000118 Johnzon Smith & Jones $7283
13 fJosoo1 2/5/2003 000113 Acme Products Inc $161.62
y = | (]
Message bar — | ¥e: 2009 Dist: 07 Site: 1 [4/21/2009 [15:04

Figure 4-34: Parts of the Accounts Payable window

05/2011 Copyright © QSS, 2011 4-39



QSS/OASIS Fiscal Year Transition Training Notes Chapter 4: Tasks Related to Accounts Payable

Purpose

REMINDER: Select the proper fiscal year in the year selection list on the title bar. For
example, you are setting up payables for pay vouchers created in FY 09 that will not be paid
until FY 10. Select FY 2009 for setting up the estimated payables (EP transactions).

Use the Set Up Payables (EP) command on the Accounts Payable window to set up
current liabilitiesfor unpaid Y 1 payables that are not associated with purchase orders.
The records you create with this program are for payables that have not been
previously encumbered.

Estimated payables allow you to set up liabilities for pay vouchers and travel claims
created in Y1 (the current fiscal year) that will not be paid until the next fiscal year
(Y2).InY2, you use the Accounts Payable - Current Liabilities (CL) window to make
payments against the estimated payables created on the Accounts Payable - Setup Up
Payables (EP) window during Y 1.

55 Checking Database Capacities

Before entering any liability transactions (PCL010), make sure that the EST-
PAYABLES dataset in the GLDSY S database has adequate room. In most cases,
doing so requires that you get help from data processing or your system
administrator.

Creating and Maintaining Estimated Payables

The security profile for your QCC user ID may not allow you to do all of these tasks.
For example, you may be able to inspect and change estimated payables, but not add
or delete them. The menu commands and icons for tasks that you cannot do appear
dimmed.

Selecting the Correct Fiscal Year

Estimated payables are liabilities for pay vouchers and travel claimsincurred in the
current fiscal year (Y1) that will not be paid until the next fiscal year (Y 2). For
example, it isthe end of FY 2009, and you have some pay vouchers for that year that
will not be paid until FY 2010. Select FY 2009 from the list of fiscal yearsto create
liabilitiesfor FY 2009. In FY 2010, you will be using payables payment (CL)
transactions to pay these liabilities

Accounts Payable - Set Up Payables (EP) When setting up payables,
select the fiscal year in
File Opkions Wimda HEIFI which pay vouchers and

e ¢ ‘:Ei x «? = | ‘:;l | 2009 . /travel claims were created.
I = | L

Figure 4-35: Year selection for EP and CL transactions
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Table 4-15: Summary of commandsfor the Accounts Payable window

MENU COMMAND ICON KEYBOARD DESCRIPTION
Options | Retrieve L ) F3 After filling in the Search (F3) panel, initiate the search for
Data transactions that match the selection criteria you have supplied.

After the search completes, the Search Results grid displays the
matching transactions.

Options | Add Ctrl+F6 Open a blank add dialog box for creating a new transaction for

the type selected in the tree view.

Options | Add From Ctrl+Shift+F6 Open an add dialog box that contains a copy of the transaction
that you have selected in the grid. You can modify the copy as

needed before saving it.

Shift+F6 For Revolving Cash only, increase the balance in the revolving
cash checking account. This icon does not display on the tool-
bar for other transactions.

Options | Increase
RC Balance

Ctrl+F8 Delete the transaction that you have selected in the grid. The
only transactions that you can delete are those that are not paid,
have no holds, and belong to a batch that you have access to.

Options | Delete

X| @ @) +

Options | Clear P Ctrl+F1 Clear the selection criteria in the Search (F3) panel. Thus, you

Selection - can start with a blank slate and define a new set of search
criteria.

Options | Report = Ctrl+R Open a Job Menu window that lists only the reports for the

= transactions on this window. For a complete list of financial

reports, select the Financial Reports/Processes command
from the QCC menu.

Options | Select For EP and CL transactions, select the fiscal year to use for

Fiscal Year 2008 setting up transactions and posting payments. For all other

Alt+D transactions, this command is disabled because they are

always in the current fiscal year.

Options | Select none  Alt+T Highlight the transaction type in the tree view. You can press the

Invoice Type UP ARROW and DOWN ARROW keys to select another
transaction type. The Search (F3) panel and Search Results
clear whenever you select a new transaction type.

Options | Select none  Alt+S Move the cursor to the first box in the Search (F3) panel. You

Search Panel can fill in new search criteria and search for transactions.

Options | Select none Alt+R Move the cursor to the first row of the grid in the Search Results

Search Results area.

Options | Print g F11 Print a copy of the Accounts Payable window window to the

Screen = default Windows printer for your PC.

Options | Grid IE Shift+F11 Open a Grid Output window for exporting of the Search Results

Output grid to Excel, Word, PDF, or a delimited text file.
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Accounts Payable - Set Up Payables (EP) Window

These instructions tell how to use the Accounts Payable window to select and display
estimated payables. They focus on the following areas.

¢ The Search (F3) panel that alowsyou to fill in selection criteria
¢ The Search Results grid that displays the matching transactions

Search (F3) Panel

The Search (F3) panel allows you to select the estimated payables that display in the
Search Results grid.

After you havefilled in the selection criteria, click the «z» (Search [F3]) icon to start
the search.

Search [F3)
FPapable # Fange: ta Date Entered Range: |_ /4 /. (w | W |_/ [/ |+
Yendor # Range: to Date PaidBange: |__/ 7/ |» |t |_/_/ |+
Description:
Audit 1D:
Figure 4-36: Search (F3) panel for Estimated Payable (EP) transactions
[year selection] In the toolbar, select the set-up year from the year selector

| 2009 =

For example, you are setting up pay vouchers and travel claimsfor FY 2009 that will
not be paid until FY 2010. Select FY 2009 when setting up the estimated pay-
ables.Search Results

After the search completes, the Search Results grid displays the estimated payables
that match the search criteriain the Search (F3) panel. You can sort the grid on any

column. Click once to sort in ascending order. Click again to sort in descending order.

HINT: Right-click a row to get a shortcut menu for the transaction. Default Column Order
returns the columns to their normal order. Default Column Width resizes the columns to fit
their data.

Search Results [Double-Click a cell or Contral-Enter to view details]

Payable # Description PO # “Yendor B “endor Name [rate Entered Date Paid
1 0o0aa1 Books ordered by not received o093 000113 - 00 Acme Products Ine 06/3042008
CERN 000002 [ Hours used but ot paid far 934 000128-00 | Legal Services Ltd 05/30/2008 I

3 000003 Supplies received at EOY 000432 000125 - 00 Home Depat 06/30/2008

Figure 4-37: Search Results panel for Estimated Payable (EP) transactions (left side)
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Entering Estimated Payables (EP) Estimated Payables

Acct Class Amnount Status Paid Amourt Audit 1D Audit Date Audit Time
01-000-000-0000-0-0000-0000-4310-0000 4555 0.00 | DEAM 0140942009 18:42:46
01-000-000-0000-0-0000-0000-4310-0000 54.66 0.00 | DEAM 01/09/2009 15:45:54

Figure 4-38: Search Results panel for Estimated Payable (EP) transactions (right side)

Setup Payables Dialog Box

[ Setup Payables

File  Options  Help

i 1 0B EE DDA

[Change

Payables # (000002 | Date; |06/30/2008 [ |

Description: |Hours used but not paid far ‘

ki
Header information endor Nodadress /
for the transaction. ittt Rt

Legal Services Ltd
1050 Main St
Utapia, C4 12345

Status summary
(Change mode and | EP last updated 1/9/2009 at 18:44:24 by DEAM
InpspeCtMOde Only) || Fd Bdr Sch Resc ¥ Goal Fune Obit Type Amount Status

» 01-000-000-0000-0-0000-0000-4310-0000 250.00

Set-up account for
liability for Y2

¥r: 2009 Dist: 07 Site: 1 | 1/23/2009 | 12:57:46 .©

Figure 4-39: Setup Payables dialog box

Header Information

Figure 4-40 illustrates the header information for a estimated payable. Fill in the
boxes with a white background. You cannot change any boxes with a shaded
background.

Payables #: Date:

Description: |Book received but not paid. |

Yendor Mo/tddress: |UUU113 | 4 | m - » |
Wendor name/address Remit name/address
Acme Products Inc Acme Products Inc
100 Main St Accounting Departrent
Unit 100 500 Main Street
“our City, CA 12345 “our City, CA 12345

Figure 4-40: Header information for payment transactions
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Account Line

Each estimated payable has one account string for setting up a payable that carries
froward fromY1ltoY2.

Fd Edr 3ch Reac ¥ Goal Func Objt Type Arnont Status
» [p1-000-000-0000-0-0000-0000-4310-0000 W 4555

Figure 4-41: Account detail lines and totals for estimated payables

Launching the Payables Transactions Report (PCL100)

Purpose

The Payables Tranactions (PCL 100) report lists the Set Up Payables (EP)
transactions for Y 1 that are defined on the Accounts Payable window. You can
created EP transactionsin either of the following ways:

¢ Adding them directly on the AP Batch Maintenance window with the Set Up Pay-
ables (EP) transactions.

¢ Rolling unpaid POsto liabilities at the end of Y 1 with the PO to Liabilities
Report/Update (POR520) window.

Run thisreport in Y 1. For example, the objectiveisto get areport of Set UP
Payables (EP) transactions that were set up in FY 09 (Y1) and will be paid with the
Current Liabilities (CL) transaction in FY 10 (Y 2) on the Accounts Payable
window.

You can run thereport in Y1 in either of the following ways:
1 Loginto QCC with auser namethat is set up for Y 1.

2 If your user security allows, change the fiscal year to Y 1 on the QSSControl Center
window before opening the Job Menu window.

To open the Settings dialog box, select File and Settings from the menu bar. If the
Year box has awhite background, you can select the fiscal year for which to run
the report. Click the [OK] button to close the dialog box.

Launching the Report

These instructions focus on the specific instructions for launching the Payables
Tranactions (PCL 100) report from the Estimated Payables Transactions (PCL100)
window.

There are two operations in launching a report:

¢ Opening the report window.

4-44
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Entering Estimated Payables (EP) Launching the Payables Transactions Report (PCL100)

¢ Filling in the report window and launching the report.

Main Selection Tab
Figure 4-42 illustrates the Estimated Payables Transactions (PCL100) window.

Estimated Payables Transactions (PCL100) Year: 09 Dist: 07 - Q5SS DEMONSTRATION DISTRICT... [= |[B][X]

Fle  Options

e o F Jof

Report Title ; SaMPLE FOR DOCUMEMNTATION
Fieference [PO) Humber Range :
Payable Mumber Range :

Sart By 1 - Reference [PO) Mumber, Payables Murmber w

[ [ ¥r: 2009 Dist: 07 Site: 1 [6/16/2009 | 14:40

Figure 4-42: Main Selection tab for the Estimated Payables Transactions (PCL100) window

Report Sample
04 QUINTESSENTIAL SCH DIST PAYABLES TRANSACTIONS #J114 PCL100 G.00.00 04/08/Y1 PAGE 1
SAMPLE REPORT FOR EOY MANUAL FROM 000000 - 999999
PO#: 000000 - 999999
EP NO PO NO REQ NO VE NO VENDOR NAME TAX ID NO EP DATE DATE PAID STATUS
FN SF SI PROG SPRG OBJT SO TYPE AMOUNT
000001 F19999 000030 GENERAL OFFICE SUPPLY 186787187 06/30/Y1
01-01-00-1000-0000-4500-00-0000 76.22
000002 F19998 000013 QUINTESSENTIAL SCHOOL SYSTEMS 06/30/Y1
01-00-00-5000-2000-5800-00-0000 5,000.00
000003 F19997 000019 PACIFIC BELL 06/30/Y1
01-00-00-4001-1000-5504-00-0000 1,250.00
000004 F19996 000010 AMES COMPANY 52001 06/30/Y1
01-00-00-1000-1000-4510-00-0000 60.00
000006 F19995 000030 GENERAL OFFICE SUPPLY 186787187 06/30/Y1
01-00-00-1000-0000-4310-00-0000 25.00
GRAND TOTAL 6,411 .22%%%**
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Traditional Screens

In the traditional software, Update Payables (PCL010) allows you to set up estimated
payables. The R (report) option allows you to create a Payables Transactions Report
(PCL100). For details, see Chapter 11 of the QSSOAS S Accounts Payable /
Purchasing Manual.

Type an H in the Option field and press <ENTER> to display the available options
(Figure 4-43).

District: 07 Update Payables 055/0n515
H.00.00

Option (H for help): 1
Val id options are:

Add payables

Delete an unpaid payable
Inspect a payable

Request transaction report
Change account and/or amount
Exit program

Mx DD

PCLO10 H.00.04 compiled 07/30/98 Option= 01

Back to Exit

Option

Vendor

Help
Lookup

Figure 4-43: Update Payables—Available Options Displayed

The following sample illustrates the screen for adding, changing, and inspecting
transactions.
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District: 07 Update Payables QsS/0a51IS

Payable number: 970313
Date: 0B30:'Y1

PO rumber: 000001
Vendor number: 007702

Vendor nane/address Remit Nane/Address
ACHE NOVELTY CO. ACHE NOVELTY CO.
9999 5ZHND AVYEHUE P 0 BOX 700

50. S5AN FRAMNCISCO Ca 95222

Ln Fd Bdr Sch Resc ¥ Goal Func Objt Type Anount Status
L0 1 -220-500-0000-0-0000-0000-4300-0000 B 100.00 [ |
[ 1

kkWARNING** account will be overdrawn. Data will be accepted.

Back to Hext Back to
Option Keys Option

Exit
Programn

Open
Account

Help

|Update

Figure 4-44: Update Payables—Add, Change, or Inspect Screen

The following sample illustrates the screen for launching the Payables Transactions
(PCL100) report.

District: 07 Update Payables 055/0A515
H.00.00

Option (H for help):

i
Report title: [

Reference (P0) number range: [ - T
Payable nunber range: [N -
Sort by: f] 1 = Ref (PO) number, Pay. #
2 = Ref (PO) number, Ven. nane
3 = Payable number
4 = VYendor name

- 0|
Back to Help Back to Launch Exit
Option Option Report

Figure 4-45: Update Payables Report Request Screen
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Posting Payables Payments (CL)

Title bar b © Accounts Payable - PO Payments (PO 07 - Q55 DEMONSTRATION DISTR QSSI0A [=]
M b d t |b File  Options  Help
enu dar and toolbar . [
i <o & =ik s
= Accounts Payable
PO Payments (PO)
. Pay Youchers [PY)
Tree view for Travel Claims (TC)
. — Cradit Memos [CH)
selecting payment Revolving Cash (AC) [ E—
Set Up Payables [EP)
Payments [CL)
(LB)
Maintenance )
Mowe 7 Hold Papmonts | sl Double Cick a ool o Contro Erie o view detls)
1093 Maintenance (AA] PO Number DateEnieed el Vendor Name Amount Remote Req Date Pr]
1 Josoooz 111372008 | 000113 Aeme Products Ing $1.246.75 102
2 |oaoon 11/13/2008 | 000113 Acme Produsts Ing $14321
(B 11147008 | ooooi3 Ao ackson #0203
Search (F3) panel for .
030005 114772008 | 000113 Aeme Products Ing $81.30
Se|ECtlng transactions 3 e a0 | oomz Difice Depot 150000
& Joaoon 142402003 | 000123 Home Dept 50000
|2 o2 142602009 | 000113 Acme Products Ing $51.80
/ g Josoms 1262009 | 000113 #cme Products Inc 479.98
Search Results grld SR 9 Josomie 1430/2009 | 000128 Legal Services Ltd $350.00
; ; 10 Jogoo? 20202009 | 000129 Hame Dapat #3208 21—
for displaying
11 Jogoos 20402009 | 000129 Home Depat $80.69 2
12 foaoms 252003 | 000118 Jnhaon Smith & Jones 7293
13 Joannzy BRI | 000113 Acme Products Ins $161 B2
Message bar — [ ¥r: 2009 Dist: 07 Site: 1 [4,/21/2009 | 15:04

Figure 4-46: Parts of the Accounts Payable window

Overview

The Accounts Payable - Payables Payments (CL) window allows you to make
payments against estimated payments (EP) transactions from the previous year. For
example, you arelogged in to FY 2010. When you use the Accounts Payable -
Payables Payments (CL) window, you are making payments against estimated
payables created during FY 2009 with the Accounts Payable - Estimated Payables
(EP) window.

= YOU MUST BELOGGED ONTO Y2IN ORDER TO MAKE PAYMENTS ON
Y1 PAYABLES.

= Check with your system manager before you perform any new fiscal year functionsto
make sure the new fiscal year has been defined in the database.

i3 Checking Database Capacities

Before entering any payables payments (PCL 020), make sure that the EP-PAY MENT
dataset in the GLDSY S database has adequate room. In most cases, doing so requires
that you get help from data processing or your system administrator.

Posting Payables Payments

These instructions tell how to post payables payments (CL) transactions against
estimated payables (EP) transactions from the previous year.
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On the toolbar, make sure that the correct fiscal year is selected. CL transactions are
payments against EP liabilities from the previousfiscal year. For example, you select
fiscal year 2010. The grid displays EP transactions (liabilities for pay vouchers and
travel claims) from FY 2009.

Select the fiscal year after
the set-up year. For
Files Options Wirdio HEll:l (:‘\Xa.mpkel payments made

< dp 5 X P IS | B [ 2o .~ inFY 2010 are posted
T = e :

Figure 4-47: Year selection for EP and CL transactions

Accounts Payable - Set Up Payables (EP)

Accounts Payable - Payables Payments (CL) Window

Search (F3) Panel
The Search (F3) panel allows you to select the payables payments that display in the
Search Results grid.

¢ Leavethe Search (F3) panel blank to select all payables payments for the district
and year in the lower right corner of the window.

¢ Fill in one or more boxes to select the payables paymentsto display. If you fill in
more than one selection, a payables payment must match all of the selectionsto

display in the grid.

After you havefilled in the selection criteria, click the «s (Search [F3]) icon to start

the search.
Search [F3)
Payable # Range: to Date Entered Range: |/ / ¥l [/ f W
Yendor # Range: to Date Paid Range: |/ 7 ¥l [/ W
Dezcription;
Audit 1D:

Figure 4-48: Search (F3) panel for Estimated Payable (CL) transactions

Search Resultz [Double-Click a cell or Control-Enter to view details]

Payable # Dezcription PO # “Wendar “endar Name [rate Entered Date Paid
M1 000001 Books ordered by not received aona3d 0013 -00 Acme Products Inc 06/30/2008
2 ao0noonz Hours uged but nat paid for 000934 000128 - 00 Leqgal Services Ltd 0643042008
3 ooooo3 Supplies received at EOY noo43z2 000129 - 00 Home Depot 0B/30/2002

Figure 4-49: Search Results panel for Payables Payments (CL) transactions (left side)
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Table 4-16: Summary of commandsfor the Accounts Payable window

MENU COMMAND ICON KEYBOARD DESCRIPTION

Options | Retrieve L ) F3 After filling in the Search (F3) panel, initiate the search for

Data transactions that match the selection criteria you have supplied.
After the search completes, the Search Results grid displays the
matching transactions.

Options | Add C% Ctrl+F6 Open a blank add dialog box for creating a new transaction for
the type selected in the tree view.

Options | Add From @ Ctrl+Shift+F6 Open an add dialog box that contains a copy of the transaction
that you have selected in the grid. You can modify the copy as
needed before saving it.

Options | Increase E’ Shift+F6 For Revolving Cash only, increase the balance in the revolving

RC Balance cash checking account. This icon does not display on the tool-
bar for other transactions.

Options | Delete x Ctrl+F8 Delete the transaction that you have selected in the grid. The
only transactions that you can delete are those that are not paid,
have no holds, and belong to a batch that you have access to.

Options | Clear P Ctrl+F1 Clear the selection criteria in the Search (F3) panel. Thus, you

Selection - can start with a blank slate and define a new set of search
criteria.

Options | Report = Ctrl+R Open a Job Menu window that lists only the reports for the

= transactions on this window. For a complete list of financial
reports, select the Financial Reports/Processes command
from the QCC menu.

Options | Select For EP and CL transactions, select the fiscal year to use for

Fiscal Year 2008 setting up transactions and posting payments. For all other

Alt+D transactions, this command is disabled because they are
always in the current fiscal year.

Options | Select none  Alt+T Highlight the transaction type in the tree view. You can press the

Invoice Type UP ARROW and DOWN ARROW keys to select another
transaction type. The Search (F3) panel and Search Results
clear whenever you select a new transaction type.

Options | Select none  Alt+S Move the cursor to the first box in the Search (F3) panel. You

Search Panel can fill in new search criteria and search for transactions.

Options | Select none Alt+R Move the cursor to the first row of the grid in the Search Results

Search Results area.

Options | Print g F11 Print a copy of the Accounts Payable window window to the

Screen = default Windows printer for your PC.

Options | Grid Shift+F11 Open a Grid Output window for exporting of the Search Results

Output grid to Excel, Word, PDF, or a delimited text file.
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Acct Class Amnount Statug Paid Amnourt Audit 1D Audit Date Audit Time
01-000-000-0000-0-0000-0000-4310-0000 4555 0.00 | DEAM 01/03/2009 18:42:46
01-000-000-0000-0-0000-0000-4310-0000 250,00 0.00 | DEAM 01/03/2009 15:44:24
01-000-000-0000-0-0000-0000-4310-0000 54,66 0.00 | DEAM 01/09/2009 18:45:54

Figure 4-50: Search Results panel for Payables Payments (CL) transactions (right side)

EP Payment Dialog Box

The EP Payment dialog box opens after you select a payable from the grid on the
Search Results grid for payables payments (CL) transactions.

& EP Payment |Z”E‘E‘
File — Options Help
R oM I 8BS dadd
‘Inspect
Payables i Dste:
Description: |EDﬂkS ordered by nat received ‘
Header O B
information from P4 Bar Sch Mesc ¥ Coal Fumc Ob3u Type Estaished: Status
the Set Up Of the Account : |01—000—D00—0000—0—0000—0000—4310—0000 v| ‘ 445 55‘ E
transaction from Vendor No/tddress /
Set Up Payables Wendor hame/address Remit name/address
Acme Products Inc Acme Products Inc
100 Main G Accounting Department
Unit 100 500 M ain Street
“our City, Ca 12345 “Vour City, CA 12345
Status summary R EP last updated 1/9/2009 at 18:42:46 by DEAM
. Status Date Irvvoice Desc Li Payment Balance Paid Warkt Batch = Hold icel Ut
List of payments : ! sl
L /672009 | Papment #1 $23.00 $23.00 32255 00000000 | 0oot oo M
already posted  _]
against the
estimated payable
in the current fiscal < C
Il ¥r: 2009 Dist: 07 Site: 1 | 1/15/2009 [ 13:49 I
Figure 4-51: EP Payment dialog box
How to Use

The EP Payment dialog box allows you to inspect payments, add payments, and
delete the last unpaid line.

Inspecting Payments

The EP Payment dialog box displays the header information and any payments
already posted against estimated payablesfor pay vouchers and travel claimsfrom the
previous fiscal year.

Adding Payments

You can add payment lines to an EP transaction that has a status of blank (no
payments) or P (partial payments). Asyou add each payment line, it is added to the
bottom of the grid.
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Deleting the Last Unpaid Payment

NOTE: Your site may use duplicate invoice checking. If it does, the system checks whether
there is another payment to the same vendor with an Invoice Description identical to the
one you are adding. A message box warns of the duplicate invoice number and allows you
to decide whether to add the duplicate invoice.

These instructions tell how to delete the last payment line on the grid in the EP
Payment dialog box. The ability to delete is subject to the following limitations:

¢ Theonly line you can delete is the one at the bottom of the grid.
¢ You cannot delete payment lines that have a payment date in the Paid column.

Header Information

Thetop of the dialog box displays the set-up information from the set up payable (EP)
transaction from the previous fiscal year. When making payments with the payables
payment (CL) transaction, you cannot change any of this information.

Papables #: | 000001 Date: |06/30/2008 | »

Description: | Books ordered by nat received

PO#: 001934
Fd Bdr Sch Pesc ¥ Goal Func 0Objt Type E stablizhed: Statuz:
Account: |0l-000-000-0000-0-0000-0000-4310-0000 $45.55) E
Wendor Modéddress: | 000113 do00 W
Wendor name/address Remit name/address

Acme Products Ine Acme Products Inc
100 Main 54 Accounting Department
Unit 100 500 Main Street
“Your City, CA 12345 “Your City, CA 12345

Figure 4-52: Header information for payables payments (CL) transactions

List of Payments

Statuz Date Iwaoice Desc Lig Faprient Balance Paid Warlh Batch | Haold
k1 7852009 | Payin full $54.66 $52.73 $0.00 oo

Figure 4-53: List of payments in EP Payment dialog box (left side)

Wendor L-trate: Dizc| Discount  Dizcount
addr # Ut u-amount o 1053 flag | % art et W status

0o i W 1] $0.00 $52.73

Figure 4-54: List of payments in EP Payment dialog box (right side)
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Dialog Box for Payments

Figure 4-55 illustrates the dialog box that opens after you click the == (Add
[CtrI+F6]) icon.

File  Cptions  Help

@ H &

add

Balance: £250.00

Status: 3
Ivoice date: b "
Iwaice Description:

Batch number: ELI

Liquidate:
Payment:
UzeTaw |y v
1099 z Recon object: 2790
Discount: ] Digcourt: $0.00|
Address Moo -

[ [ ¥r: 2009 Dist: 07 Site: 1 [1/9/2009 [22:25:49

Figure 4-55: Dialog box for posting payments against receivables

Launching the Payables Payments Transactions (PCL200)

Purpose

The Payables Payments Transactions (PCL 200) report liststhe Set Up Payables (EP)
transactions for Y 1 that are defined on the Accounts Payable window. This report
lists transactions that are still open as Current Liabilities (CL) transactionsfor Y 2.

Thisreport is atransaction report for payments posted against liabilities during Y 2 on
the Accounts Payable window.

You can create EP transactionsin either of the following ways:

¢ Adding them directly on the AP Batch Maintenance window with the Set Up Pay-
ables (EP) transaction.

¢ Rolling unpaid POsto liabilities at the end of Y 1 with the PO to Liabilities
Report/Update (POR520) window
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Run thisreport in Y 2. For example, the objectiveisto get areport of Set Up Payables
(EP) transactions that were set up in FY 09 (Y 1) and will be paid with the Current
Liabilities (CL) transaction in FY 10 (Y 2) on the Accounts Payable window.

You can run the report in Y 2 in either of the following ways.
1 Loginto QCC with auser namethat is set up for Y 2.

2 If your user security allows, change the fiscal year to Y 2 on the QSSControl Center
window before opening the Job Menu window.

To open the Settings dialog box, select File and Settings from the menu bar. If the
Year box has awhite background, you can select the fiscal year for which to run
the report. Click the [OK] button to close the dialog box.

Launching the Report

These instructions focus on the specific instructions for launching the Payables
Payments Transactions (PCL 200) report from the Payables Payments (PCL200)
window.

There are two operations in launching a report:

¢ Opening the report window.
¢ Filling in the report window and launching the report.

Main Selection Tab
Figure 4-56 illustrates the Payables Payments (PCL200) window.

Payables Payments (PCL.200) Year: 09 Dist: 07 - QS5 DEMONSTRATION DISTRICT QSSIDASIS

File  Options

A S Nade I0 2" T

Report Title : | SAMPLE FOR DOCUMENTATION
DateEntered Range: |—/'—/_  |¥| - |/_/_ |¥
Payable Mumber Range :
Sort By : |1 - Date Entered, EP Mumber -
Batch Status : | & - All batches w
From Batch :

To Batch :

[¥r: 2009 Dist: 07 Site: 1 [6,/16/2009 | 14:54

Figure 4-56: Main Selection tab for the Payables Payments (PCL200) window
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Traditional Screens

Report Sample

65 QSS UNIFIED SCHOOL DISTRICT PAYABLES PAYMENT TRANSACTIONS

SAMPLE REPORT Date: 00/00/0000 - 99/99/9999
PO#: 000000 - 999999
EP NO PO NO REQ NO VE NO/ADDR VENDOR NAME TAX ID NO
INV DATE  INV DESC Fd Resc Y Objt Gr Goal Fnct Sch
1099  ENTERED PAID  STATUS PAYMENT
000001 000001 000007/00  Utility Company by the Bay
06/30/2001 Final Payment 01-0000-0-4300-00-0000-0000-000-
N 06/30/2009 F 951.45
TOTAL AMOUNT: 951.45*
000002 000002 000008/00  XYZ Waste Disposal
06/30/2001 Relieved 01-0000-0-4500-00-0000-0000-000-
N  06/30/2009 06/30/0002 R 300.00
06/30/2001 Final Payment 01-0000-0-4500-00-0000-0000-000-
N 06/30/2009 F 2,000.00
TOTAL AMOUNT: 2,300.00*
000004 000004 000002/00  Acme Office Supply
06/30/2001 Partial Payment 01-0000-0-4300-00-0000-0000-000-
N  06/30/2009 P 500.00
06/30/2001 Relieved 01-0000-0-4300-00-0000-0000-000-
N  06/30/2009 06/30/0002 R 100.00
TOTAL AMOUNT: 600.00*%

000005 000005 000007/00  Utility Company by the Bay
06/30/2001 Final Payment 01-0000-0-4500-00-0000-0000-000-
N 06/30/2009 F 3,456.00
TOTAL AMOUNT: 3,456.00*
TOTAL FOR 06/30/2009 7,307.45%*

GRAND TOTAL

7,307 .45%***

J132 PCL200
EP DATE DATE PAID
Rsp Lcl * UT UT O0BJ
USE TAX AMT DIS
06/30/2009
000-000 N
0.00
0.00*
06/30/2009 06/30/0002
000-000 N
0.00
000-000 N
0.00
0.00*
06/30/2009
000-000 N
0.00
000-000 N
0.00
0.00*
06/30/2009
000-000 N
0.00
0.00*
0.00**
o_oo****

H.02.01 01/31/03 PAGE 1
STATUS
RATE DISC RT
C AMT NET PAYMENT
F
0.00 951.45
0.00* 951.45*
R
0.00 300.00
0.00 2,000.00
0.00* 2,300.00*
P
1.25%
6.25 493.75
0.00 100.00
6.25* 593.75*
F
0.00 3,456.00
0.00* 3,456.00*
6.25%* 7,301.20**
6.25%*** 7,301.20%***

Traditional Screens

In the traditional software, Payables Payments (PCL 020) allows you to post payables
and launch the PCL 200 report. For details, see Chapter 11 of the QSSOAS S Core

Financial Manual.

The opening screen of the program displays the available options after you type an H

in the Optionsfield and press <ENTER>.
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District: 07 Payable Payments 055/0A515
H.00.00
Option (H for help):

Yal id options are:

- Inspect payments

- Payable payments

Request transaction report
- Exit progran

mo=H-
|

he EP-PAYMENT dataset can hold 39 wore entries. Have DP enlarge the dataset.

Back to j|Vendor Help Back to Exit
Option Lookup Option to Henu

Figure 4-57: Payables Payments—Available Options Displayed

The following screen illustrates the P (Payables paymentsO option.

District: 07 Payahle Payments QSS/0ASIS
EEVEDNEEY 2 011 0fvHE1 0038 GG FE OIS0 002 7650 0EMPOR IA OF KAHNSAS CITY

Header
Fd Bdr Sch Resc Y Goal Func Objt Type Established Status information
01-120-500-9010-0-8100-5000-4300-0000 $ 103. 56

Date Invoice Desc Lig/Balance Payment/] Paid Harrs Batch H
1 | 0625Y2REIMB (PV100389) hm 072696[03503480)
uT

Desc: Discount:

‘N 1099 v D N Payments
I I _ I B B already posted
I D D DN D N e
Action:
Invoice date/desc: | Place for

Batch number:

Liquidate: $ posUng new
Payment: $ Recon-object: pawnenm
Addr No: Use tax: 1099: [l pisc:
Back to | Toggle Help uUT-1099/ Page Page Update Exit
option Use/Disc War Stat Backward| Foruard Program

Figure 4-58: Payable Payments—Payment Data Screen

The following screenillustrates the | (Inspect payments) option. This screen lists
payments already posted.
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Traditional Screens

District: o7 Payable Payments 0SS/0ASIS

Payable: SLLEPIS PO: 000000 Ven #/Addr: 009883/00

pesc: [N Ciscount: IR
Fd Bdr Sch Resc ¥ Goal Func Ohjt Type Established Status
01-210-500-0000-0-8600-7710-5200-0363 $ 33. 39
Ln § Date Invoice Desc Lig/Balance Payment/U-Tax Paid Warri Batch H
ilrR0630960TC REINB m hm 072696j0350348500009
0.00 UT:N 1099:N D:N

Back to | Toggle Help uT-1099/ Page Page Exit
option Use/Disc Har stat Backward| Foruward Program

Figure 4-59: Payables Payments—Inspect Payments screen

The following screen illustrates the R (Request transaction report) option for
launching the PCL 200 report.

District: 07 Payable Payments 055/0A515
H.00.00
Option (H for help):

R
Report title: HE

Date entered range: [N - TR
Payable number range: - - -
Sort by: f] 1 = Date entered. EP number
2 = Date entered, vendor name
3 = Payable number
4 = Vendor namne

Batch status: ﬁ

From batch:
To batch:

I
I

= All batches

0 00|
Back to Help Back to Launch Exit
Option Option Report Prograin

Figure 4-60: Payments Transaction Report Screen
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Running Payables Reports

Payables Reports Included
Several reports are useful in the fiscal year transition. They are:

¢ Open Payables Report (PCL300)

¢ Payables History Report (PCL400)

¢ Payables Financial Report (PCL500)

¢ Payables Reconciliation Report (PCL510)

NOTE: You must be logged into Y1 to run each of these reports, even if the payments were
made in Y2.

Open Payables Report (PCL300)

ey YOU MUST BELOGGED ON TO Y1 TO RUN THISREPORT, EVEN
THOUGH THE PAYMENTSWERE MADE IN Y2.

Purpose

The Open Payables (PCL 300) report lists the Set Up Payables (EP) transactions for
Y 1 that are defined on the Accounts Payable window. This report lists transactions
that are still openas Current Liabilities (CL) transactionsfor Y 2. Open payables are
those that have not had afinal payment posted or have been closed.

Run thisreport in Y 1. For example, the objectiveisto get areport of Set UP
Payables (EP) transactions that were set up in FY 09 (Y 1) and will be paid with the
Current Liabilities (CL) transaction in FY 10 (Y 2) on the Accounts Payable

window.
Table 4-17: Tabsfor the Open Payables (PCL300) window
TAB PURPOSE
Main Selection Select the payables to include in the report.
Sort/Break Select the account fields for sorting the report. If you do not specify a sort
order, the report sorts by reference number.
Accounts Type account masks and field ranges for selecting the accounts to report.
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Open Payables (PCL300) Year: 09 Dist: 07 - QS5 DEMONSTRATION DISTRICT! QSS/0ASIS |Z E‘El
File  Options

PEEXE

Main Selection | Sart/Break | Account

From Payable Number I:l
(I

To Payable Number :

Feport Title : SAMPLE FOR DOCUMEMTATION]|

Select Aocounts :
Sort By 1-Payable Number  »

Exclude Open Papables That Have a $0 Remaining Balance :

| ¥r: 2009 Dist: 07 site: 1 [6/16/2009 | 14:43

Figure 4-61: Main Selection tab for the Open Payables (PCL300) window
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Sample Open Payables Report
The following is a sample Open Payables Report. The Setup amount column shows

the original amount of the payable.

07 QSS DEMONSTRATION DISTRICT Open Payables J1696 PCL300 H.00.00 09/23/98 PAGE 1
FROM 000000 TO 999999

Number Vendor Name Fd Bdr Sch Resc Y Goal Func Objt Type Setup amount Liquidated Balance PO Num
970006 008128 CPUG

01-220-500-0000-0-0000-0000-9514-0000 123.57 100.00 23.57 000000
970007 008154 WHOPPING CRANE FOUNDATION

01-220-500-0000-0-0000-0000-9514-0000 5,176.32 0.00 5,176.32 000000
970008 002436 KINSEY FOUNDATION

01-220-500-0000-0-0000-0000-9514-0000 1,616.92 500.00 1,116.92 000000
970009 002082 VISION SERVICE INC

01-220-500-0000-0-0000-0000-9514-0000 740.07 0.00 740.07 000000
970010 008888 SPCA

01-220-500-0000-0-0000-0000-9514-0000 116.37 0.00 116.37 000000
970011 008154 SF FOUNDATION

01-220-500-0000-0-0000-0000-9514-0000 4,945.33 0.00 4,945.33 000000
970012 002436 FILMORE MILLARD

01-220-500-0000-0-0000-0000-9514-0000 1,318.64 0.00 1,318.64 000000
970013 002082 ADAMS SAMUEL

01-220-500-0000-0-0000-0000-9514-0000 712.66 0.00 712.66 000000
970014 008128 GENERAL OFFICE SUPPLY

01-220-500-0000-0-0000-0000-9514-0000 220.68 0.00 220.68 000000
Totals 14,970.56 600.00 14,370.56

Traditional Screens
This heading providesiillustrations of the traditional launch screens for the Open
Payables (PCL300) report.
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Open Payables Report (PCL300)

From payables number:
To payables number:

Report title:
Select Accounts:

District: 07 Request Open Payables Report

001003

002003

SAMPLE FOR DOCUMENTATION
¥ (v/N)

QSS/0ASIS

Sort by: { 1 = Payables number
2 = Vendor name

Exclude open Payables that
have a $0 remaining balance? |

sort/Break Sequence: [l H N EI N NN EEEEEER

Choose from these FD = Fund BR = BdgtRespons SI = Site/School
sort items: RS = Resource ¥Y = Project Year PG = Program Goal
FN = Function 0B = Object TY = Type

Start Help Start Launch Return
over Over Report to menu

Figure 4-62: First launch screen for Open Payables Report (PCL300)

Fill in the first screen, then press <ENTER> and <Launch Report> to display the
second screen if you are selecting accounts.

District: 07 Request Open Payables Report QSS/0ASIS

Payables number-From: [NENOE To: [(HEDIG
Report title: SELIANSEge eV IS RS ] Sort by: m 1 = Number, 2 = Name
Exclude open Payables that have a $0 remainini balance? I

Sort/Break Sequence:
—Flileld Sort/Selection Items—— Fd Bdr Sch Resc ¥ Goal Func Objt Type

PR=FVI=TIV=VRVVR=NVRV=VVVR-0VYV-02?
FD=Fund TY=Type EN N N A R o N E Y E o Y C Y B Y S o i o S oY Y
BR=BdgtRespons ??-? 7227 7?-7777 7
sI=site/school ??-1 777 ?T-T7?7 TR
RS=Resource ??-7 227 ?2-77?7 TR
¥¥=Project Year ?77-7 777 77-7777 77T
PG=Program Goal ??-7 727 ?7-7777 ???7?
FN=Function PP-FTI-TRP-7PT- PIT-TIPT-PRVR-7?R
0B=0Object (N N Al N Nl o o O e O A e Y e oY g

PP-PPP-77- 27T T-7- 799927 P-2222- 7777

Fiei Ranie Fiei Hanie Fiei Range

Launch Return
Report To Menu

start Previous
over screen

Figure 4-63: Second launch screen for Open Payable Report (PCL300)

Select account masks and ranges, then press <ENTER> and <L aunch Report> to crete
the report.
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Payables History Report (PCL400)

= YOU MUST BE LOGGED ON TO Y1 TO RUN THISREPORT, EVEN
THOUGH THE PAYMENTSWERE MADE IN Y2.

Purpose

The Payables History (PCL400) report lists the Set Up Payables (EP) transactions
for Y1 that are defined on the Accounts Payable window. This report lists
transactions that are still open as Current Liabilities (CL) transactionsfor Y 2. This
report lists the details of transactions posted against the payables during Y 2.

Launching the Report

Table 4-18: Tabsfor the Payables History (PCL400) window

TAB PURPOSE

Main Selection Select the range of payable numbers and order for sorting transaction
details.

Sort/Break Select the account fields for sorting the report. If you do not specify a sort

order, the report is sorted by reference number for the liabilities.

Accounts Type account masks and field ranges for selecting the accounts to report.

Main Selection Tab
Figure 4-64 illustrates the Payables History (PCL400) window.
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Running Payables Reports Payables History Report (PCL400)

Payables History (PCL400) Year: 09 Dist: 07 - Q55 DEMONSTRATION DISTRICT QSS/0ASIS
File  Options

3 Nmde A0 2

Main Selection | Gort/Braak | Accounts

FiomPapableNumber: | |
(I

To Payable Number

Report Title |5AMPLE FOR DOCUMENTATION

Select Accaunts
Detall Sort By . |1 - Payable Number v

[¥r: Z009 Dist: 07 Site: 1 |6/16/2009 | 14:49

Figure 4-64: Main Selection tab for the Payables History (PCL400) window
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Report Sample
The following is a sample Payables History Report.
04 QUINTESSENTIAL SCH DIST PAYABLES HISTORY
SAMPLE REPORT FROM 000000 TO 999999
NUMBER DATE VENDOR NAME FN SF SI PROG SPRG OBJT SO TYPE
000001 06/30/-- 000030 GENERAL OFFICE SUPPLY 01-01-00-1000-0000-4500.00-0000
1. R 07/05/-- 908-A
BALANCE
000002 06/30/-- 000013 QUINTESSENTIAL SCHOOL SYSTEM 01-00-00-5000-2000-5800.00-0000
1. P 07/01/-- 87541
BALANCE
000003 06/30/-- 000019 PACIFIC BELL 01-00-00-4001-1000-5504.00-0000
1. R 07/05/-- 867
BALANCE
000004 06/30/-- 000010 AMES COMPANY 01-00-00-1000-1000-4510.00-0000
1. F 07/01/-- 18697
BALANCE
000006 06/30/-- 000030 GENERAL OFFICE SUPPLY 01-00-00-1000-0000-4310.00-0000
BALANCE
000007 04/08/-- 000009 AMERICAN GUIDANCE SERVICE 01-00-00-4000-1000-4500.00-0000
BALANCE
000008 04/08/-- 000008 CA STATE DEPARTMENT OF ED 01-00-00-1000-0000-4310.00-0000
BALANCE
TOTAL BALANCE

#3707

ESTIMATED

25.
25.

25.
25.

54.
54.

2,979

PCL400

.00*

00
00*

00
00*

98
98%*

.98%*

G.00.00 05/05/-- PAGE 1

PAYMENT PO/ENT PAID
F19999
76.22 05/05/00 05/05/00

F19998
3,250.00 04/08/00

F19997
125.00 04/18/00 04/18/00

F19996
60.00 04/08/00

F19995

000010

000009

Traditional Screens
This heading providesiillustrations of the traditional launch screens for the Payables

History (PCL400) report.

From payables number: [QIERN
To payables number: [[eiE]

Select Accounts: \ (Y/N)

Start Help Start
over Over

District: 07 Request Payables History Report

choose from these FD = Fund BR = BdgtRespons
sort items: RS = Resource ¥Y = Project Year
FN = Function 0B = Object

SI
PG
TY

Report title: LNl iRslelv]V] [='R i N@e]]

Detail sort by: [ 1 = Payables number
2 = vendor name

sort/Break Sequence: [l H N N H N B EEEEEEER

= Site/School
= Program Goal
Type

Launch
Report

QasSsS/0ASIS

Return
To menu

Figure 4-65: First launch screen for Payables History (PCL400) report)

4-64

Copyright © QSS, 2011

05/2011



Running Payables Reports Payables Financial Report (PCL500)

Fill in the first screen, then press <ENTER> and <L aunch Report> to display the
second screen if you are selecting accounts.

District: o7 Request Payahles History Report QSS/0ASIS

Report title: 2 = Name
sort/Break Sequence:

—Field Sort/Sselection Items

FD=Fund TY=Type
BR=BdgtRespons
8I=8ite/School
RS=Resource

Y¥=Project Year 77-772-7P-2TTT-2- TR P-T2RD-290P- 2927
PG=Program Goal 29-277-727-2927-2-7279-2227-2727-2277
FN=Function 77-777-727-2729-2-7272-7297-2727-277%

0B=0Object ST T T S L T LT L L
29-277-PP7- 7777 7- 2999227 P-2PPP-7277

Field Ranie Field Ranie Field Range
start Previous Launch Return
over screen Report To Menu

Figure 4-66: Second launch screen for Payables History (PCL400) report

Select account masks and ranges, then press <ENTER> and <L aunch Report> to crete
the report.

Payables Financial Report (PCL500)

= YOU MUST BELOGGED ONTO Y1 TO RUN THISREPORT, EVEN
THOUGH THE PAYMENTSWERE MADE IN Y2.

Purpose
The Established Liabilities Financial Report (PCL500) lists the Set Up Payables
(EP) transactions for Y 1 that are defined on the Accounts Payable window. This
report summarizes each liability in asingle line that includes the following
information: number, vendor, account, amount, and PO number (if applicable).

Table 4-19: Tabsfor the Payables Financial Report (PCL500) window

TAB PURPOSE
Main Selection Select whether to select accounts and include liability payrolls on the report.
Sort/Break Select the account fields for sorting the report. If you do not specify a sort

order, the report sorts by reference number for the CL transactions.

Accounts Type account masks and field ranges for selecting the accounts to report.
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Main Selection Tab
Figure 4-67 illustrates the Payables Financial Report (PCL500) window.

Open Payables (PCL300) Year: 09 Dist: 07 - Q5SS DEMONSTRATION DISTRICT QSS/0ASIS =3
File  Options

12 Nnde A0 8= Tm;

Main Selection | Sert/Break || Account

From Payable Mumber l:l
Ta Papable Murmber l:l
Repart Titke SAMPLE FOR DOCUMENTATION

Select Accounts
Sort By 1 -Payable Mumber

Exclude Open Payables That Have a $0 Fiemaining Balance

[ ¥r: 2009 Dist: 07 site: 1 [6,16/2009 | 14:46

Figure 4-67: Main Selection tab for the Payables Financial Report (PCL500) window

Report Sample

07 QSS DEMONSTRATION DISTRICT ESTABLISHED LIABILITY FINANCIAL REPORT J3825 PCL500 H.00.07 04/08/10 PAGE 0
SAMPLE FOR DOCUMENTATION

Account classifications selected Field ranges selected
Fd Bdr Sch Resc Y Goal Func Objt Type FI RANGE

CWVWONAU B WNR
1
'
1
'
'
1
1
1

=

Report Type:
Print Liab/Bene Payr: N

Report prepared : THU, APR 8, 2010, 6:32 PM
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Payables Financial Report (PCL500)

07 QSS DEMONSTRATION DISTRICT ESTABLISHED LIABILITY FINANCIAL REPORT J3825 PCL500 H.00.07 04/08/10 PAGE 3
SAMPLE FOR DOCUMENTATION
Fund GENERAL FUND

NUMBER VENDOR NAME Fd Bdr Sch Resc Y Goal Func Objt Type AMOUNT PO NUMBER
970090 000175 Acme Vendor Dance Fashions 01-825-442-2420-0-3510-1000-4300-0000 123.06 1558
970091 000175 Acme Vendor Dance Fashions 12-700-700-6147-0-8500-0000-4300-0854 56.31 1492
970091 000175 Acme Vendor Dance Fashions 12-700-704-6147-0-5001-0000-4300-0854 56.31 1492
970091 000175 Acme Vendor Dance Fashions 12-700-707-6147-0-8500-0000-4300-0854 56.31 1492
970091 000175 Acme Vendor Dance Fashions 12-700-710-6147-0-8500-0000-4300-0854 56.30 1492
970092 000175 Acme Vendor Dance Fashions 01-650-140-6500-0-5250-3150-4300-1894 83.44 1286
970093 000175 Acme Vendor Dance Fashions 01-220-500-0000-0-0000-7300-4300-0000 446.43 1565
970094 000175 Acme Vendor Dance Fashions 01-800-500-4230-0-4760-2490-4300-0000 300.00 1577
970095 000175 Acme Vendor Dance Fashions 01-280-500-0000-0-0000-7450-5800-0401 95.00 390
970373 000271 Acme Vendor Fashions 01-000-000-0000-0-0000-0000-4310-0000 123.00 1
970380 000271 Acme Vendor Fashions 01-000-000-0000-0-0000-0000-4310-0000 123.00 1
970096 005885 Acme Vendor Records 12-700-700-6055-0-8500-1000-4300-0000 6.49 405
970096 005885 Acme Vendor Records 12-700-704-6055-0-5001-1000-4300-0000 6.49 405
970096 005885 Acme Vendor Records 12-700-707-6055-0-8500-1000-4300-0000 6.49 405
970096 005885 Acme Vendor Records 12-700-710-6055-0-8500-1000-4300-0000 6.50 405
970097 005885 Acme Vendor Records 01-600-110-6500-0-5110-1000-4300-0000 18.84 427
970098 005885 Acme Vendor Records 01-840-500-2500-0-3110-1000-4300-0000 10.60 591
970099 005885 Acme Vendor Records 01-600-110-6500-0-5160-1000-4300-2784 33.62 791
970100 005885 Acme Vendor Records 01-650-120-6500-0-5160-1000-4300-2642 33.68 825
970101 005885 Acme Vendor Records 01-600-110-6500-0-5110-1000-4300-1892 44.52 943
970102 005885 Acme Vendor Records 01-650-120-6500-0-5160-2110-4300-3770 11.65 1333
970103 005885 Acme Vendor Records 01-600-110-6500-0-5130-1000-4300-4761 125.00 1377
970104 005885 Acme Vendor Records 01-600-110-6500-0-5110-1000-4300-3760 114.00 1380
970105 005885 Acme Vendor Records 01-600-110-6500-0-5110-1000-4300-0000 188.34 1430
970106 005885 Acme Vendor Records 01-800-500-4230-0-4760-2490-4300-0000 180.21 1491

Traditional Screens

This heading illustrates the traditional screens for launching the Established Liability

Financial Report (PCL500). For details, see Chapter 11 of the QSSYOAS S Accounts
Payable / Purchasing Manual.

District: 07 Request Payables Financial Report 055/0A5I5

Report title:

Select Accounts:

E (¥/7N)

Print liability payroll and benefits?: [J

If '¥'es,
1.

enter payroll
2.

dates to extract:

. 4

(¥/N)

N - BN . .

Sort Sequence: [l H N B NN EEEEEEEER

Choose from:

FD = Fund BR = BdgtRespons §I = S5ite/School RS = Resource
¥Y¥ = Project Year PG = Program Goal FN = Function OB = Object
TY = Type

iled 05/20/09 08:55:24 /0004 Stream file: PCLS00ST
Start Help Start Launch Return
Over Over Report to menu

Figure 4-68: Request Payables Financial Report Screen (Screen 1 of 2)
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Fill in this screen, then press <KENTER> and <L aunch Report> to go to the second
screen.

District: 07 Request Payables Financial Report 055/0ASIS

Report title: EELINSNELIITEIETSEE]]
Include liability payrolls?
If yes, then 1.
Sort/Break Sequence:

—Field Sort/Selection Items Fd Bdr Sch Resc ¥ Goal Func Objt Type

PP-7PT-PPI-VVVPI-V-VVIV-9vRV-9999-997

FD=Fund TY=Type 27-277-297-2797-7-2922-7902-2797-277%
BR-BdgtRespons 27-277-297-2790-7-7922-7902-2797-777%
§I=5ite/School P7-PPP-PPP-PPTP-F-7PPP-7PPP-PPPP-7777
RS=Resource PP-PPP-PPP-PPTP-T-7PPP-TPPP-PPPT-7777
YY=Project Year PP-PPP-PPP-PPTP-T-7PPP-TPPP-PPPT-7777
PG=Program Goal I 29-P77-277-7707-7-7777-79P7-7797-7777

FN=Function PP-7PT-PPI-VVVPI-V-VVIV-9vRV-9999-997
0B=0bject P?P-TIP-FPV-FVVV-F-0F9°-799V-99I9-7977
?7-FFP-FPV-VVVV-F-PF90-79V-99V9-7777

Field Range Field Range Field Range

Start | | | | Previous

Return
To Menu

Launch

Over Screen Report

Figure 4-69: Request Payables Financial Report Screen (Screen 2 of 2)

To launch the report, select account masks and field ranges, then press <ENTER> and
<Launch Report>.

Payables Reconciliation Report (PCL510)

= YOU MUST BELOGGED ON TO Y1 TO RUN THISREPORT, EVEN
THOUGH THE PAYMENTSWERE MADE IN Y2.

Purpose

The Payables Payments Transactions (PCL 200) report liststhe Set Up Payables (EP)
transactions for Y1 that are defined on the Accounts Payable window. This report
lists the following amounts for each liability: the set-up amount, paid amount,
liquidated amount, balance, and amount by which the paymentsis over or under the
Set-up amount.
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Table 4-20: Tabsfor the Payables Reconciliation Report (PCL510) window

TAB PURPOSE
Main Selection Select the range of payable numbers to report and report type.
Sort/Break Select the account fields for sorting the report. If you do not specify a sort

order, the report sorts by reference number.

Accounts Type account masks and field ranges for selecting the accounts to report.

Main Selection Tab
Figure 4-70 illustrates the Payables Reconciliation Report (PCL510) window.

Payables Reconciliation Report (PCL510) Year: 97 Dist: 07 - Q55 DEMONSTRATION DISTRICT assioass [2)B)K)

File  Options

N Nade AC 2 i

Main Selection | Sorts | Accounts

From Payable Nurber: | 100
To Payable Mumber: | 1000
Fieport Title SAMPLE FOR DOCUMENTATION

DatePadFrom: |/ |¥ | Te: /A A =

( [ ¥r: 1997 Dist: 07 Site: 1 GS: W | 3/25/2011 | 20:24:59

Figure 4-70: Main Selection tab for the Payables Reconciliation Report (PCL510) window
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Sample Payables Reconciliation Report
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Thefollowing is asampleis sorted by account FUND, GOAL and OBJECT.

07 QSS UNIFIED SCHOOL DISTRICT ECONCILIATION REPORT J7303 ict 01 07P 04/17/-- PAGE 28
SAMPLE REPORT - TYPE 1 Payables number from: 000000 to: 999999 Date from: / / to: / /
Fund : 01 GENERAL FUND Goal 7110 *%*%* NOT ON FILE ***
Number Vendor Name Fd Bdr Sch Resc Y Goal Func Objt Type Ref.
Setup Paid Liquidated Balance Over/Under
970053 001051 MCI 01-500-400-9018-8-7110-8220-5500-1920
199.27 0.00 0.00 199.27 0.00
970185 001453 PACIFIC BELL 01-500-400-9018-8-7110-8220-5500-1920
265.75 0.00 0.00 265.75 0.00
* TOTAL Object 465.02 0.00 0.00 465.02 0.00
e e TOTAL Goal 465.02 0.00 0.00 465.02 0.00
07 QSS UNIFIED SCHOOL DISTRICT ECONCILIATION REPORT J7303 ict 01 07P 04/17/-- PAGE 33
SAMPLE REPORT - TYPE 1 Payables number from: 000000 to: 999999 Date from: / / to: / /
Fund : 12 CHILD DEVELOPMENT Goal 0000 GOAL 0000
Number Vendor Name Fd Bdr Sch Resc Y Goal Func Objt Type Ref.
Setup Paid Liquidated Balance Over/Under
970261 001286 CALIFORNIA DEPARTMENT OF 12-700-700-6055-0-0000-0000-8590-0000
4,284.00 0.00 0.00 4,284.00 0.00
* TOTAL Object 4,284.00 0.00 0.00 4,284.00 0.00
970027 005558 STATE OF CALIFORNIA/E.D.D. 12-700-700-0000-0-0000-0000-9515-0000
14.64 0.00 0.00 14.64 0.00
* TOTAL Object 14.64 0.00 0.00 14.64 0.00
Lad TOTAL Goal 4,298.64 0.00 0.00 4,298.64 0.00
07 QSS UNIFIED SCHOOL DISTRICT ECONCILIATION REPORT J7303 ict 01 07P 04/17/-- PAGE 37
SAMPLE REPORT - TYPE 1 Payables number from: 000000 to: 999999 Date from: / / to: / /
Fund : 63 CPUG Goal 0000 GOAL 0000
Number Vendor Name Fd Bdr Sch Resc Y Goal Func Objt Type Ref.
Setup Paid Liquidated Balance Over/Under
970129 007541 QUINTESSENTIAL SCHOOL SYSTEM 63-250-500-0000-0-0000-6040-5800-0237
5,980.00 0.00 0.00 5,980.00 0.00
970249 007541 QUINTESSENTIAL SCHOOL SYSTEM 63-250-500-0000-0-0000-6020-5800-0000
640.00 0.00 0.00 640.00 0.00
970251 007541 QUINTESSENTIAL SCHOOL SYSTEM 63-250-500-0000-0-0000-6040-5800-0000
149.00 0.00 0.00 149.00 0.00
970252 004126 MAIN COUNTY OFFICE 63-250-500-0000-0-0000-6010-5800-0000
3.40 0.00 0.00 3.40 0.00
* TOTAL Object 6,772.40 0.00 0.00 6,772.40 0.00
970253 008687 THEIRTOWN UNIFIED 63-250-500-0000-0-0000-6050-8699-0257
195.00 0.00 0.00 195.00 0.00
* TOTAL Object 195.00 0.00 0.00 195.00 0.00
*x TOTAL Goal 6,967.40 0.00 0.00 6,967.40 0.00
*%*% (TOTAL Fund 6,967.40 0.00 0.00 6,967.40 0.00
*%*%* TOTAL DISTRICT 885,627.41 25.00 50.00 885,577.41 25.00-
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Traditional Screens

This heading illustrates the traditional screensfor the Payables Reconciliation Report
(PCL510). For details, see Chapter 11 of the QSSYOAS SCore Financial Manual. The
version below differs slightly from that in Chapter 11.

District: 07 Request Payables Reconcilation Report 0SS/0ASIS
From payahbles number: [IEEIN
To payables number: [QEEEE
GED SRS RSEHESAMPLE FOR DOCUMENTATION
Select Accounts: (Y/H)
pate paid from: [N to: I
sort/Break Sequence: [l H H N E BB EEEEEEER

Choose from these FD = Fund BR = BdgtRespons SI = Site/School
sort items: RS = Resource ¥Y = Project Year PG = Program Goal
FN = Function 0B = Object TY = Type

Start Help Start Launch Return
over Over Report to menu

Figure 4-71: First launch screen for the Payables Reconciliation Report (PCL510)

Fill out the first screen, then press <ENTER> and <L aunch Report> to select accounts
with account masks and field ranges.

District: 07 Request Payahbles Reconcilation Report QSS/0ASIS

payables number [FRELL To: [CEEEE Paid fronm: [N o

Report title: RENINNSvIvIslGV ]SRN @]

sort/Break Sequence:
—Field Sort/selection Items

Bdr Sch Resc ¥ Goal Func Objt Type

FD=Fund TY=Type
BR=BdgtRespons
sI=site/School
RS=Resource

¥¥=Project Year
PG=Program Goal
FN=Function

0B=0Object 777-7777
29-777-277-22272-7-7227-2227-2227-2227
Field Range Field Hanie Field Rani
start Previous Launch Return
over screen Report To Menu

Figure 4-72: Second launch screen for the Payables Reconciliation Report (PCL510)

After selecting accounts, press <ENTER> and <Launch Report> to create the report.
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Changing Sales Tax Rate Differentials

|f the salestax rate for your tax jurisdiction changes, only then do you need to change
the use tax rate differentials in the Vendor Maintenance window.

In some states, school districts are required to pay the full amount of local sales tax
even if the vendor does not collect this tax at the time of the sale. The difference
between the tax due and the tax collected by the vendor is referred to as “ use tax.”
When use tax must be added to an invoice, the tax accruesin aliability account until
payment is due to the local taxing agency.

For example, a school buys from an out-of-state vendor. The vendor does not collect
any salestax. However, the local salestax for the school is 7%. Therefore, the school
owes the state 7% use tax.

In another case, the same school buys goods from a vendor in a county with 6.5%
salestax. For this purchase, the use tax is 0.5%, which is the difference between the
7% local salestax and the 6.5% sales tax that the vendor collects.

Therefore, athough the PXENCM program option record sets the default tax rate for
what the district pays, you must calculate the use tax rate differential, which isthe
difference between what each vendor charges and what you owe in your county.
Since thisis set by each individual vendor, you need to check the use tax on each
individual vendor.

Vendor Use-Tax Rate Information Report

Launching from QCC
There are two ways to launch this report:

¢ Launching from the QCC Vendor Maintenance Window
¢ Launching from the QCC Job Menu Window

File Qptions Help
EEE Fl G "; x g f::..:;';

[Report [Shift+Chrl+F11]]

Figure 4-74: Command for launching vendor reports
Launching from the QCC Job Menu Window

Request Vendor Listing (VENDOR) Window

Figure 4-76 illustrates the Main Selection tab for the Request Vendor Listing
(VENDOR) window.
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File Wiew District Year G@o Messages ‘indow Help

AR (AR, ¥R, RR - Mo invoicing)
AR, (Invoicing and Biling Management: - RI, RP)
FEEE Budget Developrient
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
2= Finance Job Menu
ﬂ’ Journals, Transfers (D, JE, TF, T4}
ﬂ’ Manual Payrall Encumbering
@ Payroll Transfers [Presiew Available 30,x]
F‘j’ YLD Payment Processing
(— AP | Purchasing )
6’ Accounts Payable

AP Batch Maintenance

Purchasing Master Files
Purchase Orders | Requisitions

f&? Receiving/PO [Preview dvailable 300x]

Requisition Routing Master Files

Yendor Maintenance

+ Loakups

Figure 4-73: Selecting the Vendor Maintenance window from the tree view

QS5 ControlCenter 07 - QS5 DEMONSTRATION DISTRICT... [= |[B][X]

File Wiew District Year Go  Messages indow Help

— Go
+ Print Manager | Job Menu [ Utilities

— Finance

AR (AR, ¥R, RR - Mo invoicing)
AR (Invoicing and Billing Management - RI, RP)

Budget Developrent

" Budget (Transfers, Settings, Summary Fules, Ind Cost Rules)

Finance Job Menu
ﬁ’ Journals, Transfers (DC, JE, TF, TY)

ﬁ fManual Pavroll Encumbering

Figure 4-75: Selecting the Job Menu window from the tree view
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Vendor Use-Tax Rate Information Report

Request Vendor Listing (VENDOR) 07-Q5S DEMONSTRATION DISTRICT gssioasis [T]H)X)
File Options

H? 2Q00F

@ Main Selection® ]

Request Yendor Listing
Distict: |07 »| Q55 UNIFIED SCHOOL DISTRICT

|Sample for Documentation|

Heport Farmat: |1 Active Vendors j

Wendor H: | ta | Wendor Mame: | ta |

Category: | to | Type: | to |
Category: | | | | | | | | | I
Type: | | | | | | | | | I
Direct Deposit: ’_
eCammerce [D: ’7

Comm Fange: | ta | | ta |

Commadity Codes: | | | |

Address Type:
Feport Sart: |1 -Vendaor - Wendor Sort: |1 -Wendaor Mumber +
Print:

[~ AddlAddresses [~ AddlContacts [~ Addl Comments [~ Commodity Codes [~ Direct Deposit Settings [~ eCommerce Settings

Select Zip: | ° | | . | | . | | . | | ) | |

Default Usersec: YOYYYYYYY Yr:2008 Dist:07 Site:1 | 8/1/2008 17:39

Figure 4-76: Main Selection tab for the Request Vendor Listing (VENDOR) window

District: |07 »| Q55 UMIFIED SCHOOL DISTRICT

Fiepu:-rt Title: § |Sample for Documentatior

Repart Format: |1 - Achive Vendors 7 |

Figure 4-77: Report type boxes

Wendor #: | ta | Wendor Name: | to |

Category: | to | Tope:; | to |

Categor: | | | | | | | | | |
Type: | | | | | | | | | |

Direct Deposit:
eCommerce |D:

Comm B ange: | [{s] | | ta |

Commodity Codes: | | | |
Address Type:

Figure 4-78: Vendor selection boxes

Repart Sart: |1 - Yendor - Yendor Sort: | 1 - Yendar Mumber +
Frint:

[~ AddlAdddesses [ &ddlContact: [ Add|Comments [~ Commodity Codes [~ Direct Deposit Settings [ eCommerce Settings

Select Zip: | . | | : | | : | | : | | : | | ’ |

Figure 4-79: Vendor selection boxes for detail reports and cross-reference reports
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Report Sample

The following is the resulting vendor report showing vendors having use tax, as
reflected in the Use tax 1 and Use tax 2 fields on the Change Vendor Master File
screen (VEUPDT), as shown in Figure 4-83.

07 QSS DEMONSTRATION DISTRICT J3478 VE0210 H.02.02 08/04/08 PAGE 1
Sample Format 7

VENDOR USE-TAX RATE INFORMATION

NUMBER  NAME 1-RATE/OBJECT 2-RATE/OBJECT UT DFT
000030 Aaron's Art Mart 6.650 9512 6.650 9512 N
000028 Aaron's Music Store 5.900 9512 6.900 9512 N
000029 Aaron's Nursery 7.800 9512 9.800 9512 N
123123 Aaron's Stationery 7.400 9512 6.650 9512 N
000293 Acme Art Supplies 1.234 9599 .000 9512

000012 Acme Beauty Supplies 6.650 9512 6.650 9512 N
000260 Acme Cooking Utensils 8.753 9512 9.852 9512 Y
000269 Acme Drawing Supplies 6.650 9512 6.650 9512 Y
000283 Acme Furniture 8.753 9514 9.852 9515 Y
000013 Acme Garden Supplies 6.650 9512 6.650 9512 N
000007 Acme Home Restoration 6.650 9512 6.650 9512 Y
000032 Acme Industrial Equipment 6.650 9512 6.650 9512 N
000311 Acme Janitorial 6.650 9512 6.650 9512 N
000309 Acme Landscaping 6.650 9512 6.650 9512 N
000019 Acme Moving Supplies 6.650 9512 6.650 9512 N
000278 Acme Pool Supplies 1.234 9512 9.876 9512 Y

Traditional Screens

For the traditional software, open Update Vendor Master File (VEUPDT) from the
Menu System. For details, see Chapter 4 of the QSS'OAS S Accounts Payable /
Purchasing Manual.
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District: 07 Update Vendor Haster File 055/0ASIS

Option (H for help): (L

VEUPDT H.01.05 compiled 11/15/00 Option= 00 1099: (1234 67 DE )

Start Help Exit

Over To Henu
Figure 4-80: Update Vendor Master File (VEUPDT) with R Option

For the Option, type R and press <ENTER> to launch the report.

District: B5 Request Wendor File Listing 0S5/0ASIS

LI AR SR A EHESAMPLE FOR DOCUMENTATION

(:Repurt format : E :)Chnnse from the follouwing...)

factive Vendors (VED100)
Deleted Vendors "
Active/Deleted Yendors

Changed on/after [

fictive VYendors, short numeric (VEO200)
Active Vendors, short alpha "

Vendors uith use tax rates (VED210)
Vendor/Supplier cross-ref (VED220)

5
B
" 7
8

B Ry =

Start
Over

Select
Preset

Return
To Menu

Help Start
Over

Figure 4-81: Select the VE0210 Format

By specifying Report format 7, you can get alist of all vendors with use tax rules.

05/2011 Copyright © QSS, 2011 4-77



QSS/OASIS Fiscal Year Transition Training Notes Chapter 4: Tasks Related to Accounts Payable

District: B5 Request Vendor File Listing A85/0A8IS
Additional Selections

Report format: 7 Vendors with use tax rates

Vendor #:
VYendor name:
Category:
Type:
Category:
Type:

Direct Dep:
eCommercelID:
Comm range:
Commodity:
Addr type:

to
(enter a range andfor specific category/type codes)

¥=direct deposit vendors only, N=no direct dep)

(blank=all,

Return
To Menu

Launch
Report

Save

Start
Preset

Over

Help Previous
Screen

Figure 4-82: Additional Choices for VE0210 Format

Use Tax Rates for Vendors
In the following illustrations, the place for vendor-specific use tax ratesis circled.

District: B5 Change Vendor Master File 085/0AS1S

Vendor: 020038
UETI-HEACHME VIRTUAL COMPANY
Address: [RINIEGERL R

City, S5t Zip:
Remit name: [IE ISR T[]

Remit address: [({SHSIRGEIRSEINREEHI]]
200 MAIH ST

City, S5t Zip:

Contact: Phone: (EEH) BEE-EEEE  Fax: () EHE-EEE]
10997 [ Preset:|] Tax ID: Ecodccd: HEJOHH SHITH
uT? SSH(opt.):
Comment : ing: Terms: [JI-IATE:
Category: [ | [ | B u = n Shipping Pct: [N
Type: tax 1: [WELib R
Accty: Use tax 1. 750449508

Return
To Henu

Addt |
Address

Update
Data

Comments eCommerc| Optional
Screen Screen Info

Yendor
Commodty

Start
Over

Figure 4-83: Change Vendor Master File (VEUPDT) for Traditional Software
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** ¥endor Maintenance E]@E]

File Options Help

NELPHawX 0 xEQ

Change
Contact [nfarmation 1 Optional \nlormation] Add' &ddresses [1]] Commodilies] Comments]
Distict: |[E5
Mame: |DFFIEE DEPOT Femit Name |DFFIEE DEFOT
Address: |PD BOx 1234 Remit Address: |INVD\CING DEPOT
[ [P0 B 4321
City: [YOUR CITY State: |Cé Zip: (12345 City: |YDLIF| Ming State: |4 Zip: {12345
Phane: ] Fam: [ ]
Contact: |
1095: [ Yes =] Mame: | Preset: | | TaxlD: 950033350 S5M: |

Use Tax Preset

<JClse Tax1: [01.2500 % [sB0R - UseTax2 017500 % [3508 |>

Acct Number: Rating: X
e[ Cor[ | | | | | | | —
Terms: Shipping %: ’_
Comments: |
VEUPDT: Wwww' WiwX00E ¥r:2002 Dist:65 Site:75 | 4/7/2010 18:07

Figure 4-84: Vendor Maintenance Window for QCC

For more details on this program, see Chapter 4 of the QSSOAS S Accounts Payable
/ Purchasing Manual or Chapter 3 of the QCC Accounts Payable/ Purchasing
Manual.
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Copying PO Requisitions from Prior Year

Introduction

= When you run Roll Y1 POsto Y 2 POs (POR510) to roll POs entered with PXENCD,
only the basic PO information isrolled from Y1 to Y 2. It creates new Y 2 POs with
accounts, amounts, vendor 1D, etcetera, that can be paid in Y 2. However, the
requisition line item details from Y 1 are not brought forward to Y 2. The new Y 2 POs
do not contain line item description, quantity, unit of issue, unit cost, or tax status.
This, of course, means you cannot change the requisition line item information for the
Y 2 POs. If you want the flexibility to change the requisition information, copy the
line items from one year to the next.

¢ For the traditional software, use Copy PO Requisitions from Prior Year
(POCOPY).

¢ For QCC, use the Copy Requisition command on the Requisitions tab of the Pur-
chase Orders/ Requisitions window.

Copying requisitionsis an optional step. Use it for the following cases:

1 You are using change orders to make changes to purchase orders after POs have
been sent to vendors. These POs are created with the Purchase Order tab of the
Purchase Orders/ Requisitions window or with Requisition Entry for PO.’s
(PXENCD).

2 You have a PO that will be on-going in Y 2 and you want to continue to use
POCO010in Y 2. You should roll the PO with POR510, and then copy the requisi-
tion information fromY1to Y 2.

3 You do not use change orders, but you want the line-item details of various PO'sto
be available in the new year. You should roll the PO with POR510, and then use
copy the requisition detail to set up the selected POsin Y 2.

There are severa things to remember:

¢ Copy requisition information after all other end-of-year processing for Purchase
Orders has been compl eted.

¢ The PO to be copied must exist in both Y1 and Y 2. Therefore, it must have been
flagged for rolling forward to next year as a PO when you ran Roll Y1 POsto Y2
POs (POR510).

¢ Therequisition information must exist in Y1 only. If the Y2 PO contains any
requisition information, the copy will not be allowed.

¢ You can copy only one PO at atime. After you have copied the requisition
information from the prior year to the Y 2 PO, you can use change orders or
requisitions to change the requisition information in Y 2.
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Copy Requisition Dialog Box

£ 0SS ControlCenter 07 - Q55 DEMONSTRATION DISTRICT,

File Wiew District Year Go Messages ‘Window Help

— Go
+ Print Manager { Job Menu [ Utilities
— Finance
. AR (AR, ¥R, RR - Mo invoicing)
- AR {Invoicing and Biling Management - RI, RPY

Budget Development

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

# = Finance Job Menu

-
rj Journals, Transfers (OC, JE, TF, TW)
ﬁ Manual Payroll Encumbering
;@ Pavroll TransFers [Preview Awailable 30.:x]
ﬁ YLD Payrment Processing
— AP ! Purchasing
ﬂ’ Accounts Payable

AP Batch Maintenance

Purchasing Master Files

4 &“ Receiving/PO [Preview Availablz 30.x]
i

Figure 4-85: Selecting the Purchase Orders / Requisitions window from the tree view

atl Capy Requisition 07 - District 07 year 98 QSS/0ASIS =NACN X

File  Options

@ Process Save Edit First r"* Close

Source Requisition No: 001962 Source PO No: Fiscal Year:

Figure 4-86: Copy Requisition dialog box
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File  Options

OSEVE and Return H Save [:’Fclose E Ttems :g

Motes Eﬂl Options -

[addrode
Requisition
Requisition: “Mew™ Purchase Order: \Warehouse: Stores Order:
\endor/Addr# 000113 / [00-100 Main St - 07/01/1997
PO Type: Confirming: [D- No corfimation message v]
Description: Sample for Rollover 10250 % %hipTﬁ' Doon [Dstﬁd Receiving {0000} V]
Submitted by:  Ludwig Beethoven Met 30 Commedity: l -]
Site: 0001 LINCOLN SCHOCL (0001) - LinkLabel1
Buyer:  ADD Misc Date: Misc:
Shipping %: 1
¢ Delete Selected Row
Ln Fd Bdr S5ch Rsc Y Goal Func Obj Typ Percent Budget Balance
1 D 01-000-000-0000-0-0000-0000-4310-0000 40.00 -6,173.68
F| 2. D 01-000-000-0000-0-0000-0000-4310-0001 €0.00 m
*| 2. ] .00
Address (00) |Addnional ISh\pp\ng I Bag Message I End Message
Vendor Remit

Acme Products Inc

100 Main 5t

Unit 100

Your City Here, CA 12345

Acme Products, Inc
Accounting Department
500 Main StreetX

Your City, CA 12345

[ ¥r: 1998 Dist: 07 Site: 1 GS: W | 4/12/2011 [ 7:26:52 PM

Figure 4-87: Dialog box for editing requisition information

Thisdialog box isthe same as the one used for creating requisitions.

Traditional Screens

Opening from the Menu System

Logon to Y 2, and run POCOPY to display the PO Selection Screen (Figure 4-88).

4-82
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Copying PO Requisitions from Prior Year

Traditional Screens

District:

07 Copy PO Requisition from Prior Year 088/0A81IS

Year: 390
Purchase Order Number: I

POCOPY H.00.01 compiled 08/17/04 08:01

PO Copy Screen

Search Return
POs to Menu
Figure 4-88: PO Selection Screen (POCOPY)
District: 07 Copy PO Requisition from Prior Year 055/0A518
Requisition: 001783 PO#: 001752 Stores Ord: Year: 98 Harehouse:

Date: [FEIENE Confirming order: Date paid: Unpaid
Ynd/Add: uuuauuxmm Shp loc: Q]

Description:
Submitted by: Tax: [N
Site: LNl  Buyer: | Deliver by: Printed: H/A

Terms:

Beg message:
End message:
Commodity:

Type: I FOB:

Requisition: [IJINNEE
Fd Bdr Sch Resc Y Goal Func Objt Type

Pri Encumber Remaining Bal

Ln

01 -600-110-3385-0-5130-1000-6400-0000 74.90

=01 -600-110-3385-0-5130-1000-4300-0000 74.90

3.

4.

5.

6.

7.

8.

Start Previous| Hext Copy Return
Over Page Page PO To Menu

Figure 4-89: PO Copy Screen (POCOPY)
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PO Search Screens

District: 07 Find Purchase Orders 0SS/0ASIS
Find for year:

98
Ranges: POu: - Regy: [IE- StoresStocks: -
Dates: Ent: - Prntd: |
Paid: -

Amounts:
Total: - Up: -
LnItms: - Oty: -
Flags: PDStatus: POType: RelForProc: | Budget: | Board: i
Purchasing: fisset:

Buyer Codes:
VYendor Humbers:
Ordering Sites:

Unit 0Of Issue

Description Text: Can use these chars:
Submitter: ? = S8ingle Hildcard
Line Item Desc: * = Multiple HWildcards

6

Start
Over

Display
Results

Select 3 4 Select
Vendor ficcounts

Return

Figure 4-90: PO Search Screen (POCOPY)

All fields are optional, and may be blank.

Search Results Screen

Figure 4-91 illustrates the screen that displays when you press <Display Results> on
the PO Search Screen (Figure 4-90).

Type X next to the PO you want to select, then press <ENTER> followed by
<Return Choice>. The PO you selected will be displayed on the PO Copy Screen
(Figure 4-89).
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Copying PO Requisitions from Prior Year

Traditional Screens

District: 07 Purchase Order Search Results 055/0A518
Matches Found: 0028
S POu Regt Date/Prt Vendor/Site/Description Amount
[ 001750 001750 06/30/97 000014 HADLEY AUTO TRANSPORT 0.01
ul:01
B 001751 001782 06/30/97 000300 R HENNIG SALES 5.00
#1:03
| 001752 001783 06/30/97 000300 R HENNIG SALES 149.80
#1:03
] 001805 001836 06/30/97 000014 HADLEY AUTO TRANSPORT 1.,944.00
0001 ADMINISTRATION BUILDING #Il:03
| 001845 001876 06/30/97 000300 R HENNIG SALES 151.20
06/26/97 7040 INFORMATION & TECHNOLOGY SERV #I1:03
] voi1848 001888 06/30/97 000014 HADLEY AUTO TRANSPORT 250.75
#I:03
] 001852 001900 06/30/97 000014 HADLEY AUTO TRANSPORT 158.00
ul:02
] 001858 001891 06/30/97 000014 HADLEY AUTO TRANSPORT 216.00
#I:02
] 001862 001895 06/30/97 000002 RODRIGUEZ, JEANNE 2.00
#I:01
Cannot select more than 1 item(s)
Start f2 3 4 Previous| Hext Return Return
Over Page Page Choice
Figure 4-91: Search Results Screen (POCOPY)
Vendor Lookup Screens for PO Search
Search Text fillou Deletes? Category Type Date
g (¥Y/H) |
? = Bingle uildcard character
* = Multiple uildcard character
Preface your search text with one of the follouing special characters
to apply your search against the listed field:
@ - Address line 1
# - Phone number
& - Comment line
T - TIH
GETVHD H.00.17 compiled 12/12/03
Start Select Start Return
Over By Comm Over

Figure 4-92: Vendor Lookup Screen (GETVND)
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 4: Tasks Related to Accounts Payable

Selection by Commodity Codes - Range

From: NN To: I
ar
OFFICE SUP CATERING LANDSCAPING CONSULTING [ ]

GETYHD H.00.16 compiled 05/12/02
Start f2 3 Select Start
Over By Hame Over

6 I 7 Return

Figure 4-93: Vendor Commodity Code Lookup Screen

Vendor Selection Screen. The Vendor Selection Screen (Figure 4-94) lists the vendors

that match your
search criteria

Address

876 Laurel Avenue
San Carlos ChA 94402

693 Mission Street
San Francisco CA 94101

Ln VYendor Hame Humber

1 000002
ficme Specialties
Hiley Coyote (650) 345-6890

2 000001
Joe Smith (408) 123-4567
Pay before 10th of wmonth

3 000057
Tax ID: 555667777
ANJANELLE (530) 892-1111

SUMMERS OMLY

1009 POPPY STREET
CHICO CA 95928

a uooous
Tax ID: 111447777
John Doe
John Doe
Financial consultant

(415) 752-4477

100 Market Street
San Francisco CA 94105

E@Uti lity Company by the Bay ooooo?
Utility Company by the Bay
Jerry Broun 415) 345-7890

[{@VEHDOR TO BE DETERMINED 9999499

100 Embarcadero Center
Suite 201
San Francisco CA 94100-1122

Start
Over

Shou
Addr

VYendor
Select

Select a vendor by line # or use <F1>, <F5>, or <F6>: [

Page
Backuard

Page: 1 of 2

Page
Foruard

Figure 4-94: Vendor Selection Screen
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Copying PO Requisitions from Prior Year

Traditional Screens

Pay before 10th of month

Ln Vendor Hame Humber Address
1 000002 876 Laurel Avenue
Acme Specialties San Carlos ChA 94402
Hiley Coyote (650) 345-6890
2 000002700 PO Box 1287
San Francisco CA 84105
3 000002/02 100 EI Camino
fAicme Specialties Be lmont CA 94401
q 000001 693 Mission Street
Joe Smith (408) 123-4567 San Francisco CA 94101

5 I, 000001 /00

PO Box 999
Dakland Cha 97222

i@Bay fArea Food Services ooooo1 /o1

Joe's Sanduich Shop #1
PO _address for San Mateo location.

2002 El Camino Real
San Mateo CA 84403

F@Bay firea Food Services ooooot /fo2
Joe's Sanduich Shop #2

PO address for Reduood City location.

1100 Marshall fivenue
Reduood City CA 94402

Select a vendor by line s or use <F1>, <F5>, or <F6>: I

Page: 1 of 3

Start VYendor Hide Page Page Return
Over Select Addr Backward{ Foruard
Figure 4-95: Additional Addresses on Vendor Selection Screen
District: 07 Find Purchase Orders 088/0ASIS

Find for year:
Select Accounts:
—Field Sort/Selection Items

FD=Fund
BR=Responsb Ity
SC=8chool
RE=Resource
PY¥=ProjectYear
GO=Goal
FH=Function
0B=0bject

TY=Type

Field Range Field Range Field Range

Start

f2 3 4
Over

98

Fd Bdr Sch Resc Y Goal

Func 0Objt Type

Save and| Return

5 6
Return

Figure 4-96: Accounts Selection Screen (POCOPY)
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 4: Tasks Related to Accounts Payable

Dealing with Cross-Year AP Warrant
Cancellation

When you cancel an AP warrant, the system may or may not reverse the financial postings
depending on how your system is set up. AP warrants are cancelled with the WARAPC
(Cancel AP Warrants) program in the Accounts Payable/Purchasing System. There are
menu options and security parameters that control how the WARAPC handles cross-year
cancellations.Your system administrator can set up the system in the following ways:

¢ Do not allow cross-year AP warrant cancellations.

¢ Allow cross-year AP warrant cancellations, but do not reverse financial postings.
You must manually post a cash deposit or cash transfer to bring the money back
into the current-year.

¢ Allow cross-year AP warrant cancellations, and automatically transfer amounts
from the previous year to the current year using the previous year’s expenditure
accounts.

4-88 Copyright © QSS, 2011 05/2011



Chapter 5:

Tasks Related to Accounts

Overview

Recelvable

There are two separate and distinct methods of end-of-year processing for Accounts
Receivable: one with invoicing and the other without invoicing. These are separate
applications on the QCC tree as shown below.

7 QSS ControlCenter 65 - QS5 UNIFIED SCHOOL DISTRICT ass/oasis = |[B]X]
File Wiew Change ¥ear Go [ W] Help

_?}g
+
+

Print Manager | Job Menu [ Utilities
Systern Admin

Finance

D' 4R (AR, ¥R, RR - No invaicing) Qgithout Invoicin®d

§ AR (Ireeoicing and Biling Management - RI, RP ith Invoici nD

=

Budget Development

_' Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

#== Finzarca Dararkc iDvmeaccac

Figure 5-1: Two Separate Accounts Receivable

Your district may use only one method or may use both.

TASK PAGE

Using Accounts Receivable Without Invoicing (GLAR) 5-2
Setting Up Receivables for Next Year (ARS010) 5-9
Running the Established Receivables Financial Report (ARS500) 5-23
Posting Cash Against Receivables from the Prior Year (ARS020) 5-11
Running the Open Receivables Report (ARS300) 5-27
Running the Receivables History Report (ARS400) 5-30
Running the Receivables Reconciliation Report (ARS510) 5-33

Roll Forward Accruals Using Invoicing/Billing Management 5-37

(ARO1)

Changing Sales Tax Rate Differentials 5-53

Additional Information 5-54
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 5: Tasks Related to Accounts Receivable

Using Accounts Receivable Without Invoicing
(GLAR)

i Checking Database Capacities

Before setting up receivables (ARS010), make sure that the AR-EXPECTED dataset
in the GLDSY S database has adequate room. In most cases, doing so requires that
you get help from data processing or your system administrator.

i Setting the Accounts Receivable Odometer (GOUPDT)

Before running these programs, set the Accounts Receivable odometer. In most cases,
doing so requires that you get help from data processing or your system
administrator.

Accounts Receivable (ARS010)

The Accounts Receivable System is used to reflect revenue which is generated in one
fiscal year but will not be received until the next. Two general ledger control accounts
are used: Accounts Receivable Setup (9209 in California) and Accounts Receivable
(9210 in California). Receivables are set up in the originating fiscal year (Y1) and
posted in the new fiscal year (Y 2) after the monies are received. The following shows
how the general ledger is affected.

Receivables Set-Up (Fiscal Year 1)

Accounts Receivable Set I ncome/Expenditure
Up Account (9209) Account
DR CR DR CR
X X

Receivables Posting (Fiscal Year 2)

Accounts Receivable
Cash Account (9110) Account (9210)
X X

5-2 Copyright © QSS, 2010 05/2010



Using Accounts Receivable Without Invoicing (GLAR)

Step-by-Step Treatment of Receivables

Step-by-Step Treatment of Receivables
Briefly, these are the steps involved in the setting up and posting of receivables.

STEP ACTION PROGRAM USED
1 | Setup estimated receivables. ARS010
You must be logged onto Y1.
2 | Identify what income is due but will not be received until after the ARS500
close of the fiscal year. Amounts may be known or may be estimates
only. You must be logged onto Y1.
3 | Post receivable receipts. ARS020
You must be logged onto Y2.
4 | Run reports. For these reports, you must be logged onto Y2. ARS300
ARS400
ARS510

Thefollowing isachart of steps 2-4, the program used to accomplish the task, and the

necessary fiscal-year logon.

Fiscal-Year Logon for Treatment of Receivables

TASK PROGRAM Y1 Y2
Add/delete/inspect receivables ARS010 X
Request established receivables report ARS500 X
Post cash to receivables ARS020 X
Request all other receivables reports ARS300 X
ARS400
ARS510

Receivables may be autonumbered. Refer to " Setting Up Autonumbering for the New

Year (GOUPDT)" in the Technical Notes for instructions on setting up

autonumbering. The odometer used will befor Y 1.

For those districts operating under the California FMAC guidelines, where the
difference amount is posted depends upon whether or not the FMAC option record
has been set up in the database. If so, any difference will be posted at the time of final
receipt to the originating account line (but in Y 2). If the option record has not been set
up, the difference will post to Unappropriated Fund Balance. If you want the amount
to post to an account different than the original account, make a journal entry to the
proper account. If the original account is not valid for Y 2, you will have to validate it
before you can do the journal. See the Technical Notes in the QSSYOAS S Core
Financial Manual for instructions on setting up the FMAC options.

05/2010
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 5: Tasks Related to Accounts Receivable

Flowchart for Accounts Receivable Procedures

The following flowchart offers avisual guide to the steps outlined in the previous

section.

| START |

x

ARSO10
Set up estimated receivables
Logged onto ¥1

B

ARSS00
|dentify amounts to be
received in ¥2
Logged onto ¥1

B

ARS020
Post receivable receipts
Logged onto ¥2

Fiscal Year Process for
Accounts Receivable

v

ARS300
ARS400
ARS510
Rurn reports
Logged onto Y2

Accurata?

I Y

Flowchart for Accounts Receivable Procedures
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Prior-Year Receivables Overview

Prior-Year Recelvables

Overview

The GLAR - Accounts Receivable (No Invoicing) window allows you to set up and
post to two different kinds of receivables:

¢ Current year receivables (type XR) are those for which you expect to collect cash
receipts in the same fiscal year as the one in which the receivable was created.

¢ Accrual receivables (type AR) cross fiscal year boundaries. The cash receipts are
posted in the fiscal year after the receivables are set up.

This document deals exclusively with the prior-year receivables. For a discussion of
current-year receivables, see Chapter 8 of the QCC Core Financial Manual.

Procedure for Prior Year Receivables

F1 and F2

Prior year receivables alows adistrict to set up estimated receivables at the end of F1
(fiscal year 1), then record the monies collected in F2 (fiscal year 2). For example, it
isthe end of 2001-2002 fiscal year (F1). A district has receivables at the end of the
2001-2002 year that will not be collected until the 2002-2003 fiscal year (F2). Prior
year receivables allow you to create estimated receivables at the end of F1, then
record cash receipts when they are collected in F2.

Setting Up and Collecting Receivables

To set up and collect prior year receivables:

1 Set upreceivable (F1). The Setup Receivables - AR/XR (ARS010/11) tab allows
you to set up accrual type receivables for income earned during F1 that will not be
collected until the next year (F2).

2 Record cash receipts (F2). The Post Receipts - AR/RR (ARS020/21) tab allows
you to record cash receipts in F2 for receivables created during F1. Each receiv-
able can have an unlimited number of partial payments and one final payment.
When you post the final payment, the receivableis closed.

3 Produce reports (F1 and F2). There are four reports for prior year receivables:

¢ Open Receivables Report (ARS300)

¢ Receivables History Report (ARS400)

¢ Established Receivables Financial Report (ARS500)
¢ Receivables Reconciliation Report (ARS510)

05/2010
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 5: Tasks Related to Accounts Receivable

GLAR - Accounts Recelivable (No Invoicing)

Window

Overview of Window

GLAR Dialog Box

GLAR - Accounts Receivable (Mo Invoicing)

07 - QSS DEMONSTRATION DISTRICT

Title bar
File  Options  Help
Menu bar |. = =
Toobar [ L9 @ PE X | H
Message bar 336 of 336 .quallﬁed Inspect
Tab bar Setup Receivables - ARAR [ARS00M11) | Post Receipts - AR/RR [AR5020421)
Filter
Receivable Type: [] Accrual [AR to be Received in Py 2008)
[#] Current Year [<R]  Via: [#] Reserve  [#] Revenue Fd Bdr Sch Besc T Goal Func Obit Type
Receivable Numbsr: AEEmTE |??—???—???—????—?—????—????—????—???? j
Date: |4/ M A * | Rcv Object:
Reference:
Descriotion: Audit Date: | —/—/___ - A ~
escrption;
Amount Audit 10
E stablizhed Receivables [FY 2007): Total:
Type Mumber Date Fieference Fd Bdr Sch Reac ¥ Goal Func 0Objt Type Description -
41 &R 970011 4/21/2007 01-210-500-0000-0-8600-0000-8689-1917 HY70E1708343 —
42 AR 97002 4/21/2007 01-240-500-0000-0-0000-7570-8650-0256 HIETET-121
43 AR 970013 4/21/2007 01-240-500-0000-0-0000-7570-8650-0256 HIETET-130
44 AR 970014 4/21/2007 01-240-500-0000-0-0000-7570-8650-0256 HIETET-138
45 AR 97005 4/21/2007 01-240-500-0000-0-0000-7550-56589-0269 #14-97060
Status bar [ ¥r: 97 Dist: 07 Site: 0001 [8/14,/2007 [ T:19 PM

Figure 5-2: GLAR - Accounts Receivable (No Invoicing) window

The GLAR dialog box allows you to define the tab that displays when you open the

window and set defaults for the tabs.

5-6
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GLAR - Accounts Receivable (No Invoicing) Window

Overview of Window

assioasis [=)0]fX)

07 - QSS DEMONSTRATION DISTRICT

File  Options  Help

O X J

Default Start Tab

() Setup Receivables - AR <A [ARSO10/11) () Post Receipts - AR/AR [AR5020/21)

Setup Receivables - AR R [ARS010/11] Post Receipts - AR/RR [ARS020/21)

Filter Maintenance Filter
Accural [AR] () Accrual [4R) Accural [AR]
Expected [<R] () Expected [#R) Expected [<R]
Yia Reserve Via Revenus Yia Reserve
Yia Revenus Yia Revenus

| | ¥r: 97 Dist: 07 Site: 0001 | 8/15/2007 | 8:18 AM

Figure 5-3: GLAR dialog box for the GLAR - Accounts Receivable (No Invoicing) window

/

g Pp P X (M

Opkions
/ add Chrl+F&
/ Inspeck Chrl+FS
/ Search F3
/ Clear Selection Zkr+F
/ aarid Cukpuk Ckrl+3hift+F11
/ Report Shift+F11
|~ Delete Ckrl+FS
| —" Prink Screen F11

Figure 5-4: Options menu and toolbar commands for the GLAR - Accounts Receivable (No Invoicing) window
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 5: Tasks Related to Accounts Receivable

Table 5-21: Menu bar and toolbar commands
for the GLAR - Accounts Receivable (No I nvoicing) window

MENU COMMAND ICON KEYBOARD

DESCRIPTION

Options | Change & Ctrl+F9 When a subtab is in Inspect mode, activate
| Change mode so that you can change unapproved
transactions.

Options | Add C% Ctrl+F6 Add a new transaction. This command is available
only when a subtab is in Inspect mode.

Options | Inspect Ctrl+F5 When a subtab is in Change mode, return to

s Inspect mode so that you can no longer add or
change any data.

Options | Search <50 F3 Search for receivables that match the criteria in the
Filter area.

Options | Clear ? Ctrl+F Clear the selections in the Filter area and reset

Selection the Receivable Type selection to the default
defined with the Settings command on the File
menu.

Options | Grid IE Ctrl+Shift+F11 Open a Grid Output window that allows you to

Output export the detail lines to Word, Excel, a delimited
file, or a PDF file.

Options | Report Shift+F11 As of August 2007, this command is not

= implemented.

Options | Delete x Ctrl+F8 Delete an unapproved budget transfer, cash
transfer, or cash deposit. This command is active
only when the window is in Inspect mode.

Options | Print g F11 Print a copy of the window on the default Windows

Screen G printer for your PC.

5-8
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GLAR - Accounts Receivable (No Invoicing) Window Setup Receivables - AR/XR (ARS010/11) Tab (Y1)

Setup Receivables - AR/XR (ARS010/11) Tab (Y1)

Setup Receivables - AR/=R [R5010/11)
The Filters area allows you Fiter
to select rece|vab|es to Rieceivable Type: [#] Accrual [4R to be Received in Fy 2008]
dISp|ay ] Currert Year 6R] - Viar (7] Reserve Revenue Fd Bdr Sch Resc ¥ Goal Func Obit Type
Receivable Number: Account: ‘??f???f???f????f?f????f????f????f???? ﬂ
Date: | /1 v L “ | Rov Object
Reference:
T AuditDate: |/ v ™
eschption:
Amount: Audit 1D:
Established Receivables (FY 2007 Totak
l i Type Mumber Date Reference Fd Bdr Sch Resc ¥ Goal Func Objt Type Description -
id display
receivables that match the 41 AR 370011 4/21/2007 01-210-500-0000-0-8600-0000-5659-1917 HI7061708343 —
. B . 42 AR 570012 4/21/2007 01-240-500-0000-0-0000-7570-8650-0256 HIBTH1-121
filter. From this grid, you
. 43 AR 370013 442172007 01-240-500-0000-0-0000-7570-5650-0256 HIE7E1-130
can SE|eCt a recelvable tO 44 AR 970014 442172007 01-240-500-0000-0-0000-7570-5650-0256 #96761-138
change, |nspect, or delete. 45 4R 970015 442172007 01-240-500-0000-0-0000-7550-8689-0269 #14-87060
e o1 nen ron ofen o oo o v oven | aeer o ;IJ

Figure 5-5: Setup Receivables - AR/XR (ARS010/11) tab

Accrual and Current Year Receivables

The Setup Receivables- AR/XR (ARS010/11) tab allows you to set up the following
types of receivables.

¢ Accrual receivables crossfiscal year boundaries. The receivables are set up at the
end of one fiscal year, and the cash receipts are posted during the following fiscal
year. This chapter focuses on how to set up such receivables as part of the fiscal
year transition.

¢ Current year (expected) receivables are those for which you expect to receive cash
during the same fiscal year in which the receivableis set up.

When cash receipts come in, post them with the Post Receipts - AR/RR (ARS020/21)
tab.

Filter
Receivable Type: [] Azcrual [AR to be Received in FY' 2008)

v| C kY R ia
umentVear [<R] - Via [V] Reserve  [v] Revenue Fd Bdr Zch Besc Y Goal Func Objt Type

Beael Mee Acoount: |??—???—???—????—?—????—????—????—???? j
Date: | _/_/___ i [ * | Rev Object:
Reference:
Description: Audit Date; | —/—/___ - [ ~
escrphion:
Amount: Audit |D:

Figure 5-6: Selection criteria for receivables to display in the grid

Date: |O07/01/2007 w 0¥A5/2007 ~

05/2010 Copyright © QSS, 2010 5-9



QSS/OASIS Fiscal Year Transition Training Notes

Chapter 5: Tasks Related to Accounts Receivable

Feceivable Murmber; | 000550

Aot 100.00
E stablizhed Receivables (Fv' 2007): Total:
Type Humber Date Reference Fd Edr Sch Resc ¥ Goal Func Objt Type Description -
41 AR 37001 442172007 01-Z10-500-0000-0-8600-0000-8689-1917 #7061 708343 —
42 AR 9700 2 44212007 01-240-500-0000-0-0000-7570-5650-0256 HABTET-121
43 AR 97003 4/21/2007 01-240-500-0000-0-0000-7570-5650-0256 HIE7E1-130
44 AR 970014 4421/2007 01-240-500-0000-0-0000-7570-5650-0256 HI5761-138
45 AR 97005 4/21/2007 01-240-500-0000-0-0000-7550-5689-0269 #14-97060
X o1 mn ron o o oo e o e _LI_J

Figure 5-7: Columns in the receivables grid

GLAR - Accounts Receivable (No Invoicing) Box

GLAR - Accounts Receivable (No Invoicing) 07 - QSS DEMONSTRATIONDISTRICT  @ss/oasis [2][E]K)

File:

Options  Help

Feceivable Type:

Receivable Mumber:

Date: | 06/30/2007
Diescription: | |
Fd Bdrich Besc ¥ Goal Func 0bjt Type
Account: | - - - - - - - Zoooo j

Amount:
Ficy Object:

Wendaor:
PO Mumber:

Audit Date : 0:00 Audit Time : 00:00 Audit 1D :

Add

(&) Acciual
() Current Year [<R)

[ ]

9210 ACCOUNTS RECEMABLE

[ 1
[ 1

|AR5I]1I] t Y1 YYNYX

| ¥r: 07 Dist: 07 Site: 0001 | 8/29/2007 | 5:47 PM

Figure 5-8: GLAR - Accounts Receivable (No Invoicing) dialog box

for adding, changing, and deleting receivables
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GLAR - Accounts Receivable (No Invoicing) Window Post Receipts - AR/RR (ARS020/21) Tab (Y2)

Table 5-22: Commandsfor adding, changing, and inspecting receivables
in the GLAR - Accounts Receivable (No I nvoicing) dialog box

MENU COMMAND ICON KEYBOARD DESCRIPTION

Options | Save and O F2 When adding or changing, save the changes to the

Close Window receivable, then close the dialog box.

Options | Save and H F9 When adding or changing, save the changes to the

Stay L receivable and keep the dialog box open so you
can add or change additional receivables.

File | Exit x F12 Close the dialog box without updating the current
detail line.

Options | Print g F11 Print a graphic image of the dialog box on the

Screen k2 default Windows printer for your PC.

Options | Prev F5 When changing or inspecting, display the previous

Record detail line in the dialog box.

Options | Next ri. F6 When changing or inspecting, display the next

Record detail line in the dialog box.

Post Receipts - AR/RR (ARS020/21) Tab (Y2)

Accrual and Current Year Receivables

The Post Receipts - AR/RR (ARS020/21) tab allows you to post receipts to the fol-
lowing types of receivables that were set up on the Setup Receivables - AR/XR
(ARS010/11) tab.

.Searching for and Displaying Receivables

Filker
Receivable Type: Accrual (&R - Setupin Py 2007 ears back to include:
Current Year bR) - Via: ISR Reverue Fd Edr Sch Besc Y Goal Func Obit Type
Fieceivable Humber: Account: |??—??:r—?:r?—????—?—????—????—????—?? v
Date; |_/_/ b A ¥ | Rev Object:
Fieference:
T Audit Date: [—"—/ b i &
Drescription:
AT Avdit [D:

Figure 5-14: Selection criteria for receivables to display in the grid

Date: |O07/01/2007 w 0¥A5/2007 ~

Feceivable Murmber; | 000550
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Chapter 5: Tasks Related to Accounts Receivable

Post Receipts - AR/RR [ARS5020/21)

Filter
Receivable Typpe: [¥] Accual [AR - Setupin Fr 2007) ‘rears back to include:
The Filters area (] Cutent Yoar [(¥R)  Via: [7] Reserve  [7] Revenue e
a”OWS yOU to SeleCt Receivable Mumber: Account; |??—???—???—????—?—????—????—????—???? j
the receivables for ~ — pae | 8 | |8 revobiect
which to post or look e
i i it “ i v
up receipts. Diescriptior: Audit Date: |/ i
Amount: Audit |0
b E stablished Receivables (Fy 2007 Total

After yOU preSS F3 tO Type Number Fr Date Reference Fd Bdr Sch Resc ¥ Goal Func 0bjt Type Description -
search. the arid v 1 o (o s 01-210-500-0012-0-0000-0000-8689-1917  Tech Center Classes,

) ! Y 2 AR 070002 o7 £/30/2007 01-210-500-0012-0-0000-0000-5659-1917 Tech Center Classes:
dlsplays the 3 AR 070003 a7 6/30/2007 01-210-500-0012-0-0000-0000-8689-1917 Tech Center Clazses.
receivables that 4 &R 070004 07 £/30/2007 01-210-500-0012-0-0000-0000-8659-1917 Tech Center Classes:
match the selections 5 AR 070005 07 6/30/2007 01-210-500-001Z-0-0000-0000-3659-1917 Tech Center Classes:
: H E AR 070006 07 £/30/2007 01-210-500-0012-0-0000-0000-5659-1517 Tech Center Classes:
in the Filters area.

7 AR 070007 a7 6/30/2007 01-210-500-0012-0-0000-0000-8669-1917 Tech Center E\assejﬂ
L | »
t

Figure 5-9: Searching for receivables on the Post Receipts - AR/RR (ARS020/21) tab

GLAR - Receivable Summary and History

07 - Q55 DEMONSTRATION DISTRICT

File  Options  Help
G O XX/ E a0
Inspect
The top of the dialog el e
box displays a Date
summary of the _ Fieceivable Number Description:
. bl Reference: Wendor.
receivanle. Fd Bdr Sch Resc ¥ Goal Func 0Obijt Type PO Number-
Account; = -
s et Receipts to date:
Audit Date : 10/1/1995 Audit Time ; 00:00 Audit 1D Flemaining:
Dale P/F | Desciption AmountFiecyd  O/UAmount | O/U0bE | DepositMo. | AudtDate  AudtiD ]
The grid disp|ays 1 |5/51997 P CKHOE-848837 ST OF CALIF 4655.00 0.00 | 0000 5/2/1997 rs?

h 2 6/30/1997 [P 1 1.00 0.00| 0000 1 2/27/2007 | DA02
receipts that are » 3 B0/1997 P 2] 2m 000 | 0000 2 22702007 |Da02
already posted and 4 |e/20M397 |P 4 349 0.00| 0000 a 82202007 |Ms
allows you to select 5 | 6/30/1397 | P 6 £.00 0.00| 000 6 2270007 |pADz  —

; 6 6/30A997 [P 5 5.00 £.00| 0000 5 /007 |DAIZ o
one to _add or inspect i | _»H
in detail. | ¥r: 97 Dist: 07 Site: 0001 | 8/24/2007 |3:58 PM

Figure 5-10: Selecting a receipt to maintain or delete
AmoLnt: 100.00

5-12

Copyright © QSS, 2010

05/2010



GLAR - Accounts Receivable (No Invoicing) Window Post Receipts - AR/RR (ARS020/21) Tab (Y2)

GLAR - Receipt Detail 07 - QS5 DEMONSTRATION DISTRICT

File  Options Help

OHXEK0E

Add

Receivable Type:

Summary information for

. . Date:
the receivable that is N . =
. . . ecelvable Nurmber: escrphon:
identical to that in the o ) pd
. —— elerence: endor.
GLAR - Recelva_bles Fd Edr Sch Desc ¥ Goal Func Objt Type PO Number:
Summary and History Aecount =l ot
. mount
dlalog bOX. s @l Receipts to date:
Remaining:
Fost Receipt
Line No:
Receipt Type: Ok
. ) Final
Post Receipt area for ot Do |06/3071397 | »
adding a new cash receipt.
Over/nd. Amount: Description:

Over/Und. Objsct:

Deposit Humber:

[ ¥r: 97 Dist: 07 Site: 0001 [8/24/2007 | 4:51 PM

Figure 5-11: GLAR - Receipt Detail dialog box for posting a new receipt

kel GLAR - Receipt Detail - QS5 DEMONSTRATION DISTRICT

File  Options  Help

Ok x a0

Change
) . Receivable Type:
Summary information for
: . Daie; (06201355 ]
the receivable that is ) B
. . . Receivable Number. l:l Description: ‘
identical to that in the
. — Refoernce: || Vendor [
GLAR - Recelvables Fd Bdr Sch Pesc ¥ Goal Func Objt Type PO Humber l:l
S_ummary and History sccount: ||| = | amourt [ 57e01]
dlalog box. Ficv Object: |:| Recsints to date: l:l
Remaing | 105151
Post Receipt
Line Mo: l:l
Receipt Type: gpallial
. Final
Post Recelpt_area fqr —_— Date:
Changlng partlal recelpts Over/Und. Amount: l:l Description: |4
Over/lnd, Objeet: 0000 |
Deposit Humber:
Audit Date : 872272007 Audit Time : 23:13 Audit 1D : M5

[ ¥r: 97 Dist: 07 Site: 0001 | 8/29,/2007 | 6:03 PM

Figure 5-12: GLAR - Receipt Detail dialog box for changing partial receipts
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 5: Tasks Related to Accounts Receivable

GLAR - Receipt Detail

07 - Q55 DEMONSTRATION DISTRICT

File  Options  Help
OHX 2K
Inspect
. . Receivable T
Summary information for e e
the receivable that is o [0 [
|dent|ca| to that |n the Receivable Mumber: l:l Description |
: ofeence: ] Ver [ ]
GLAR - Receivables e
. Fd Bdr &ch Pesc Y Goal Func Objt Type PO Murber l:l
Summary and History decount: || =
- amunt; [ 575000]
dialog box. o —
g Beabie Receipts to date: I:l
Remaring | 105151
Post Receipt
Line Mo: l:l
Receipt Type:
Post Receipt area for EERETE
. . . Amount: l:l Date:
changing partial receipts.
Over/Und. Amount: l:l Description: |
Over/lind Objeet: 0000 | Labelt
Depozit Mumber: I:l
Audit Date : 2/27/2007 Audit Time : 14:35 Audit 1D : DAGZ
[ ¥r: 97 Disk: 07 Site: 0001 | 8/29,/2007 | 6:09 PM

Figure 5-13: GLAR - Receipt Detail dialog box for changing partial receipts

GLAR - Receivables Summary and History Dialog Box

ES GLAR - Receivable Summary and History 07 - QS5 DEMONSTRATION DISTRICT gssroasis  [T)EK]
File  Options  Help
c sy 15
4 OXEIX 2 a0
Inspect
Feceivable Type:
Dae: [5/30/13%__[+]
Receivable Mumber: l:l Description: |
Reference: | | vendor ||
Fd Bdr Sch Besc ¥ Goal Func Objt Type PO Mumber: l:l
Account:
| J st [ 570001
RevObiect (00 | Reocpistodae: | 4562 4a]
Audit Date - 10411996 Audit Time : 00:00 Audit 10 : Remairing: l:l
Drescription Amount Recwd 0/ Amount 0/l Obit Deposzit Mo. Audit Date Audit ID
|2 F CKHOB-848537 ST OF CALIF 4 E55.00 0.00 | 0000 B/2/19597 nsl7
2 B/30M1997 | P 1 1.00 0.00 | 0000 1 24272007 Dan2
3 BA30M1997 | P 2 200 0.00 | 0000 2 20272007 Da02
4 B/30M1997 [P 4 349 0.00 | 0000 4 /22,2007 M5
5 B/30M1997 [P E E.00 0.00 | 0000 E 20272007 Da02
E  E/30/M1997 | P 5 5.00 0.00 | 0000 5 24272007 Dan2
7 BA30M1997 | P 10.00 0.00 | 0000 EA/2007 Da02
] >|
[ ¥r: 97 Dist: 07 Site: 0001 [8/26,/2007 [6:31 AM

Figure 5-15: GLAR - Receivables Summary and History dialog box
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GLAR - Accounts Receivable (No Invoicing) Window

Traditional Screens

AR RN

]

Cpkions

hange

* 0
CL
(=

Zancel

Grid Cukpuk
Delete
Print Screen

Prew Record

Mext Record

Ctrl+F3
Ctrl4+-Fe

Flz
Chrl+Shift+F11

Ctrl+Fa

F11

FS
F&

////// prd

4 XX 2 a3

Figure 5-16: Options menu and toolbar commands

for the GLAR - Receivables Summary and History dialog box

Receivables Summary

A summary of the receivable that you selected appears below the toolbar.

Receivable Tope:

Receivable Number:

Reference:

Fd Bdr &Sch PBesc T Goal Func 0Objt Type

Account: J

Rcv Object:

Drate:
Description:
Wendar:

PO Murnber:

Amount:

Receipts to date:

Audit Dabe ;10411996 Audit Time ; 00000 Audit 1D :

Remaining:

Figure 5-17: Summary of receivables on the GLAR - Receivables Summary and History dialog box

Traditional Screens

For more information, see Chapter 9 of the QSS'OAS S Core Financial Manual.

Set Up Receivables for Nest Year (ARS010)

Option Screen

Figure 5-4 illustrates the screen that displays after you select Setup Receivables for

Next Year (ARS010) from the Menu System.

05/2010 Copyright © QSS, 2010
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Chapter 5: Tasks Related to Accounts Receivable

District:

ARS010

Start
Over

07

H.00.08 compiled 12/14/99 0Option/0000

Help

Setup Receivables for next year

Dption (H for help): |

YOOYYYY

Start
Over

055/0ASIS

Exit
to Main

Figure 5-18: Option Screen for Set Up Receivables for Next Year (ARS010)

Add or Change Screens

Figure 5-19 illustrates the first screen for adding or changing a prior year receivable.
This screen allows you to assign the date, reference number, and description.

District: 07 Setup Receivables for next year 055/0ASIS
Receivable nunmber:
Date:

Reference:

Description:

FACILITIES RENTAL

Start Update Exit
Over to Hain

Previous
Screen

Figure 5-19: Add or Change Option for Set Up Receivables for Next Year (ARS010) - 1 of 2
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GLAR - Accounts Receivable (No Invoicing) Window

Traditional Screens

Figure 5-20 illustrates the second screen for adding or changing a prior year

receivable. This screen alows you to specify the financial account and the amount of
the receivable. The change option allows you to change the account, amount, and

General Ledger object.

Receivable number:
Date:

Reference:
Description:

FACILITIES RENTAL

Fd Bdr Sch Resc Y Goal Func Objt Type Amount GL-0B
D1-000-456-0000-0-4565-1556-4310-0000
Vendor: PO:

Date Used: 10/27/2004 Operator ID: PGMR

Start Previous
Over Screen

to Main

‘Update ‘Exit

District: 07 Setup Receivables for next year 0S5/0ASIS

60  oolillo 150 |

Figure 5-20: Add or Change Option for Set Up Receivables for Next Year (ARS010) - 2 of 2

Delete Screen

Figure 5-21 illustrates a completed screen for deleting aprior year receivable with no
payments posted against it. You cannot delete a receivable after payments have been

posted against it.

05/2010
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 5: Tasks Related to Accounts Receivable

District: 07 Setup Receivables for next year 0S85/0ASIS
Option (H for help): I

Receivable number:
Date:

Reference:
Description:

AGUU FACILITIES REMTAL

Is this the correct receivable? [

Exit

Start Previous
to Main

Over Screen

Figure 5-21: Delete Option for Set Up Receivables for Next Year (ARS010)

Inspect Screen

Figure 5-22 illustrates the completed screen for the inspect option. The screen allows
you to look at any prior year receivable, regardless of whether it has receipts posted
against it. The inspect screen isthe only option that allows you to look at areceivable
after receipts have been posted against it.

District: 07 Setup Receivables for next year QSS/0ASIS
Option (H for help): Qi

Receivable number:
Date:

Reference:
Description:

Fd Bdr Sch Resc Y Goal Func Objt Type Amount GL-0B

$ 453.00

Date Used: 04/09/2010 Operator ID: DEAM

Pregss the <ENTER> key to continue: _

Exit
to Main

Update
Over Screen

Start ‘ ‘ ‘ ‘ Previous

Figure 5-22: Inspect Option for Set Up Receivables for Next Year (ARS010)
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GLAR - Accounts Receivable (No Invoicing) Window Traditional Screens

Report Screen

Figure 5-23 illustrates the screen that is displayed after you select the report option.
This screen allows you to produce a Receivables Transaction Report (ARS100). This
report isaproof list of estimated receivables that you have created with Set Up
Receivables for Next Year (ARS010).

District: B5 Setup Receivables for next year 055/0AS15

Option (H for help): §

BENL SR SR AN:-FCAHPLE FOR DOCUMENTATION

Date From: To:
Receivable From: To:
Reference From: To:
Yendor From: To:
PO From: To:

Sort by: ﬂ Date, receivable number

1 =
2 = Heceivable number
3 = Heference number
4 = VYendor number
5 = PO number
I
Start Previous Exit
Over Screen to Main

Figure 5-23: Report Option for Set Up Receivables for Next Year (ARS010)

Post Cash Against Receivables from the Prior Year (ARS020)

Option Screen
Figure 5-24 illustrates the screen that is displayed after you select Post Cash Against

Receivables from the Prior Year (ARS020) from the Menu System. Select an option
as described below.
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District: 07 Post Cash against Receivables from the prior year 085/0ASIS

Option (H for help): |j

ARS020 H.00.09 compiled 12/14/799 10:30 Option: 00 (FMAC)
Start Help Start Exit
Over Over to Main

Figure 5-24: Option Screen for Post Cash Against Receivables from the Prior Year (ARS020)

Add Screen

Figure 5-25illustrates the completed screen for posting cash in Y 2 against receivables
created during Y 1.

District: 07 Post Cash against Receivables from the prior year QSS/0ASIS

Receivable number:
Date:

Reference:

VYendor MNumber:

PO Number:
Description:

Fd Bdr Sch Rsc Y Goal Func Obj Typ
01-000-000-0000-0-0000-0000-5100-0000
Receipts to date:

Remaining:

Amount Recv-0B

453. 00

Description Date Type Receipt Recon Amt Recon-0B

p 07242 P 110.33
Deposit number:

Start Previous Update Exit
Over Screen to Main

Figure 5-25: Add Option for Post Cash Against Receivables from the Prior Year (ARS020)
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GLAR - Accounts Receivable (No Invoicing) Window Traditional Screens

Inspect Screen

Figure 5-26 illustrates the completed screen for inspecting a prior year receivable.
This option allows you to look up both open and closed receivables. The screen
displays asummary of all receipts posted against the receivable. However, it does not
tell you whether there are multiple payments, nor doesiit tell you whether a final
payment has been posted. For more detailed information, produce a Receivables
History Report (ARS400).

District: 07 Post Cash against Receivables from the prior year QSS/0ASIS
Option (H for help): §

Receivable number:
Date:

Reference:

Vendor Number:

PO Mumber: 7%
Description:

Fd Bdr Sch Rsc Y Goal Func Obj Typ Amount Recwv-0B

453.00

Receipts to date:

Remaining:

Press the <ENTER> key to continue:

Exit
to Main

Start Previous
Over SCreen

Figure 5-26: Inspect Option for Post Cash Against Receivables from the Prior Year (ARS020)

Report Screen

Figure 5-23 illustrates the report option screen. It alows you to launch a Receivables
Receipts Report (ARS200). Thisreport isaproof list of receipts recorded with Set Up
Receivables for Next Year (ARS010). See page 5-44 for a sample report.
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pDistrict: 07 Post Cash against Receivables from the prior year QSS/0ASIS

option (H for help): [

OIS RO RO HSAMPLE FOR DOCUMENTATION

Date From: To:
Receivable From: To:
Reference From: To:
Deposit From: To:
Vendor From: To:
PO From: To:
sort by: 1 = Date, receivable number
2 = Receivable number
3 = Reference number
4 = Fund, Object,
Receivable number
5 = Deposit number
6 = Vendor number

7 = PO number

over screen to Main

start ‘ ‘ ‘ ‘ Previous

‘ ‘Exit

Figure 5-27: Report Option for Post Cash Against Receivables from the Prior Year (ARS020)
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Running the Established Receivables Financial Report (ARS500) Purpose

Running the Established Receivables
Financial Report (ARS500)

Purpose

The Established Receivables Financial Report (ARS500) isalisting of receivables set
up with Set Up Receivables for Next Year (ARS010) for the traditional software and
the GLAR - Accounts Receivable (No Invoicing) window for QCC. By default, the
report lists all receivables by receivable number order. However, you can select the
range of receivable numbers to report and the account fields by which to sort the
report.

@ NOTE: Log into Y1 to produce this report. For example, suppose prior year receivables
were created at the end of the 2002-2003 fiscal year (Y1). The actual cash receipts will not
come in until the 2003-2004 fiscal year (Y2). To produce this report, log into the fiscal year
during which the receivables were created with Setup Receivables for Next Year
(ARS010).

Launching the Report
These instructions tell how to launch the Established Receivables Financial Report.

Table 5-23: Tabsfor the Receivables Financial Report (ARSSUBO04) window

TAB PURPOSE
Main Selection tab Select the receivables to report by number or date.
Sorts/Rollups Select the account fields for sorting the report and the account fields for roll-

ing up, or summarizing.

Main Selection Tab
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Receivables Financial Report (ARSSUBO4)

65-CPI 1099 DEMO DISTRICT

QSSI0ASIS

File  Options

H2> HQOPZ

@ Main Selection l Sortg/Rollups ]

Digtrict: |B5

Receivables Financial Report

| Q55 UNIFIED SCHOOL DISTRICT

i Report Title: |

Receivables From: |

ho: |

Uzed Mapped Accounts: [

Receivables Date: | I

jt0:|x’£

A

Usersec:

Yr:2011 Dist:65 Site:1 | 373172011 1512

Figure 5-28: Main Selection tab for the Receivables Financial Report (ARSSUB04) window
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Running the Established Receivables Financial Report (ARS500)  Sample Established Receivables Financial Report

Sample Established Receivables Financial Report

07 QSS UNIFIED SCHOOL DISTRICT ESTABLISHED RECEIVABLES FINANCIAL REPORT J1054 ARS500 H.00.07 10/23/01 PAGE 7
SAMPLE FOR DOCUMENTATION FROM 000000 TO 999999

Number Description Fd Bdr Sch Resc Y Goal Func Objt Type Amount Reference
010149 FRED ASTATRE(UPS)#14-01089 01-240-500-0000-0-0000-0000-4300-1560 aes
010150 ANDREW JOHNSON #43433 01-240-500-0000-0-0000-0000-4300-1560 3.40

010151 ABE LINCOLN (UPS)#14-01091 01-240-500-0000-0-0000-0000-4300-1560 4.20

010152 ANDREW JOHNSON (UPS) 1401092 01-240-500-0000-0-0000-0000-4300-1560 3.88

010153 BETH MIDLER(UPS) 14-0043 01-240-500-0000-0-0000-0000-4300-1560 4.45

010154 ZACHERY TAYLOR #44-9934 01-240-500-0000-0-0000-0000-4300-1560 3.39

010155 INSTA-TOUCH PAGE (REFUND) 01-270-110-0000-0-0000-8220-5500-1920 3.46

010156 APR-JUN INTEREST APPORT 01-220-500-0000-0-0000-0000-8660-0000 32,820.99

010157 APR-JUN INTEREST APPORT 67-280-500-0000-0-0000-0000-8660-0000 1,375.04

010158 APR-JUN INTEREST APPORT 12-700-700-6055-0-0000-0000-8660-0000 730.27

010159 APR-JUN INTEREST APPORT 14-270-500-0000-0-0000-0000-8660-0000 3,141.97

010160 APR-JUN INTEREST APPORT 63-250-500-0000-0-0000-0000-8660-0000 2,675.14

010161 APR-JUN INTEREST APPORT 75-220-500-0000-0-0000-0000-8660-0000 1.97

010162 APR-JUN INTEREST APPORT 24-270-500-9010-0-0000-0000-8660-0000 1,740.01

010163 TIRE SALE (TRANSPORTATION) 01-270-500-0000-0-5001-3600-8676-1275 98.00

010164 SAN DEVO CONTRACT #3434 01-500-400-9018-8-7110-0000-8677-1845 10,659.58

010165 SAN SIMEON USD 01-140-500-3515-0-3800-0000-8290-2151 35,679.00

010166 SXPSD #7-960003 (RESET) 01-210-500-0000-0-8600-0000-8689-1515 100.00 960191
010167 ONCSD #7-960015 (RESET) 01-210-500-0000-0-8600-0000-8689-1515 1,230.83 960197
010168 MPUSD #9-96019 (RESET) 01-210-500-0000-0-8600-0000-8689-1515 300.00 960269
010169 YPUSD #8-960016 (RESET) 01-210-500-0000-0-8600-0000-8689-1515 300.00 960234
010170 OAKWOOD CO (DESKS) #40-102 01-240-500-0000-0-0000-0000-8631-1805 150.00

Traditional Screen

The following figure illustrates the traditional screen for launching the ARS500

report.
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District: 07 Request Receivables Financial Report Q55/0ASIS

Report title: N
Receivable Fron: [ to:

Sort Sequence=I---------------

Page Break by

Choose from:

FD = Fund BR = BdgtRespons 5I = Site/School RS = Resource
¥Y = Project Year PG = Program Goal FN = Function 0B = DObject
TY = Type
nRSSUB H.00.04 compiled 07/22/05 /0004 StreanzARS5005T
Start Help Start Launch Exit
Over Dver Report

Figure 5-29: Traditional launch screen for the Established Receivables Financial Report (ARS500)
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Running the Open Receivables Report (ARS300)

Purpose

Running the Open Receivables Report
(ARS300)

Purpose

The Open Receivables Report (ARS300) lists prior year receivables that are till
open.

Main Selection Tab

=

NOTE: Log into Y2 to produce this report. For example, suppose prior year receivables

were created at the end of the 2002-2003 fiscal year (Y1). When you run this report, log
into the 2003-2004 fiscal year (Y2). The report summarizes payments made during Y2
against receivables created during Y1.

Open Receivables Report (ARSSUBO1) 65-CP1 1099 DEMO DISTRICT assroasis (2 [B)X)

H? 300>

D Main Selection l

Open Receivables Report

District: |65 «| Q55 UNIFIED SCHOOL DISTRICT

Receivables From: to: |

SortBy: | @ Receivable Mumber
(w) Reference Mumber

Used Mapped Accounts: [

Usersec: Yr:2001 Dist:65 Site:l | 3/31/2011 15:40

Figure 5-30: Main Selection tab for the Open Receivables Report (ARSSUBO01) window
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Sample Open Receivables Report

07 QSS UNIFIED SCHOOL DISTRICT OPEN RECEIVABLES J1966 ARS300 H.00.05 07/15/01 PAGE 1
SAMPLE FOR DOCUMENTATION FROM 000000 TO 999999
NUMBER DESC Fd Bdr Sch Resc Y Goal Func Objt Type ESTIMATED RECEIVED BALANCE GL-OB REFERENCE
010003 CONFERENCE EXPENSES

01-240-500-0000-0-0000-7570-5800-1878 8.00 0.00 8.00 9209
010004 MIDTOWN USD#2-01031

01-100-500-0001-0-8600-2150-8699-1870 40.00 20.00 20.00 9209
010006 CREEKSIDE SD#202

01-140-500-0002-0-8600-0000-8699-0023 500.00 250.00 250.00 9209
010008 CREEKSIDE SD#3-01021

01-270-500-0000-0-5001-3600-8676-0480 316.20 0.00 316.20 9209
010009 SAN SIMEON SD #11981

01-240-500-0000-0-8600-7560-8689-0094 219.34 225.00 5.66- 9209
010011 EL NORTE SD#01061708343

01-210-500-0000-0-8600-0000-8689-1917 75.00 0.00 75.00 9209
010013 JDF ED PROG #96761-130

01-240-500-0000-0-0000-7570-8650-0256 115.00 55.00 60.00 9209
010014 JDF ED PROG #96761-138

01-240-500-0000-0-0000-7570-8650-0256 115.00 0.00 115.00 9209
010015 SAN ANTONIO #14-01060

01-240-500-0000-0-0000-7550-8689-0269 33.00 0.00 33.00 9209
010016 NORTH S.D. #96711-102

01-240-500-0000-0-0000-7530-4300-0563 315.32 100.00 215.32 9209
010017 WHARTON SCH INS #14-01067

01-280-500-0000-0-0000-7340-5800-1275 2,516.00 0.00 2,516.00 9209
010018 EL SUD COE #14-01070

01-240-500-0000-0-0000-7570-5800-1878 11.40 0.00 11.40 9209
010019 LOS ALIMOS SD#01052009402

01-210-500-0000-0-8600-0000-8689-1917 45.00 0.00 45.00 9209
010020 EL GRANADA DEL SUD SD

63-250-500-0000-0-0000-6040-8699-1770 187.50 0.00 187.50 9209
010021 PINE VALLEY HIGH SCHOOL

01-240-500-0000-0-0000-7570-5800-1878 11.40 0.00 11.40 9209
010022 NORTH VALLEY USD

01-012-500-9018-0-5050-2160-5800-0263 3,265.85 0.00 3,265.85 9209
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Running the Open Receivables Report (ARS300) Traditional Screen

Traditional Screen

The following figure illustrates the traditional screen for launching the Open
Receivables Report (ARS300).

District: 07 Request Open Receivables Report Q83 /0ASIS

Report title: glygu=ggeigguisevy i) rypie]

Receivable From: D] to: fieesle

Receivable number

Sort by: [ 1
2 Reference number

ARSSUB H.00.03 compiled 06706700 /0001 Stream=ARS300ST

Launch Exit

Start
Report

Over

Help Start
Over

Figure 5-31: Launch Screen for Open Receivables Report (ARS300)
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Running the Receivables History Report
(ARS400)

Purpose

The Receivables History Report (ARS400) provides a complete history of activity
against receivables.

Main Selection Tab

@ NOTE: Log into Y2 to produce this report. For example, suppose prior year receivables

were created at the end of the 2002-2003 fiscal year (Y1). When you run this report, log
into the 2003-2004 fiscal year (Y2). The report lists receivables created during Y1 and
itemizes all year-to-date receipts during Y2.

Receivables History Report (ARSSUB02) 65-CPI 1099 DEMO DISTRICT ass/oasis [ )[B]X)
File  Options

H> HOQO P

@ Main Selection® l

Receivables History Heport

District: |E5 = | G55 UNIFIED SCHOOL DISTRICT

i Report Title:: |Sample for Documentation

Receivables From: | bo: |

Uzed Mapped Accounts: [

Usersec: Yr:2001 Dist:65 Site:1 | 3/31/72011 | 16:57

Figure 5-32: Main Selection tab for the Receivables History Report (ARSSUBO02) window
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Running the Receivables History Report (ARS400) Report Sample

Report Sample

07 QSS UNIFIED SCHOOL DISTRICT Receivables History J2079 ACCOU 10/02/01 PAGE 11
SAMPLE FOR DOCUMENTATION FROM 000000 TO 999999
Number Date Desc Fd Bdr Sch Resc Y Goal Func Objt Type Estimated Received Recon amt Object Ref. Yr

010101 06/30/2001 COPIES (EL GRANADA)

01-240-500-0000-0-0000-7550-8689-0269 59.99 97
1. 07/15/2001 PAYMENT IN FULL 59.99 98
TOTALS 59.99 59.99
BALANCE 0.00 *

010102 06/30/2001 MOZART (REIMBURSE DUE)

01-210-500-0000-0-8600-0000-8689-0861 125.00 97
1. 07/15/2001 PAYMENT IN FULL 125.00 98
TOTALS 125.00 125.00
BALANCE 0.00 *

010103 06/30/2001 CONSULTING EXPENSES REIMB

01-240-500-0000-0-0000-7570-5800-1878 8.00 97
TOTALS 8.00
BALANCE 8.00 *

010104 06/30/2001 EL FARO SD #2-97031

01-100-500-0001-0-8600-2150-8699-1870 40.00 97
1. 07/15/2001 PARTIAL PAYMENT 20.00 98
2. 07/30/2001 REVISED FINAL PAYMENT 15.00 5.00 8699 98
TOTALS 40.00 35.00 5.00
BALANCE 0.00 *

010105 06/30/2001 EL FARO SD #2-97010

01-210-500-0000-0-8600-0000-8689-1515 137.50 97
1. 07/15/2001 PAYMENT IN FULL 137.50 98
TOTALS 137.50 137.50
BALANCE 0.00 *

010106 06/30/2001 EL NINO USD #202

01-140-500-0002-0-8600-0000-8699-0023 500.00 97
1. 07/15/2001 PARTIAL PAYMENT 250.00 98
2. 08/15/2001 REVISED FINAL PAYMENT 300.00 50.00- 8699 98
TOTALS 500.00 550.00 50.00-
BALANCE 0.00 *

010107 06/30/2001 EL NINO USD #3-97018

01-270-500-0000-0-5001-3600-8676-0480 210.80 97
1. 07/15/2001 PAYMENT IN FULL 210.80 98
TOTALS 210.80 210.80
BALANCE 0.00 *

010108 06/30/2001 EL NINO USD #3-97021

01-270-500-0000-0-5001-3600-8676-0480 316.20 97
1. 07/15/2001 PAYMENT #1 100.00 98
2. 08/15/2001 FINAL PAYMENT 216.15 0.05 8676 98
TOTALS 316.20 316.15 0.05
BALANCE 0.00 *

Traditional Screen

Figure 5-33 illustrates the launch screen for the Recelvables History Report
(ARSA400) for the traditional version.
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District: 07 Request Receivables History Report QsSS/0ASIS

[sTelo]lu RS R A ESHRSAMPLE FOR DOCUMENTATION

Receivable From: [UJUiill] to: geileiels

ARSSUB H.00.03 compiled 06/06/00 /0002 Stream=ARS400ST
Start Help Start Launch Exit
Over Over Report

Figure 5-33: Launch Screen for Receivables History Report (ARS400)
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Running the Receivables Reconciliation Report (ARS510) Purpose

Running the Receivables Reconciliation
Report (ARS510)

Purpose

The Receivables Reconciliation Report (ARS510) summarizes year-to-date receipts
for prior year receivables. By default, the report lists all receivables in receivable
number order. However, you can select the range of receivable numbers to report and
the account fields by which to sort the report.

Launching the Report

@ NOTE: Log into Y2 to produce this report. For example, suppose prior year receivables
were created at the end of the 2002-2003 fiscal year (Y1). When you run this report, log
into the 2003-2004 fiscal year (Y2). The report lists the setup amounts for Y1 and summa-
rizes year-to-date receipts during Y2.

Table 5-24: Tabsfor the Receivables Reconciliation Report (ARSSUBO03) window

TAB PURPOSE
Main Selection tab Select the range of receivables to report by date and receivable number.
Sorts/Rollups tab Select the account fields for sorting the report and for rolling up (summarizing)

financial activity.
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Main Selection Tab

Open Receivables Report (ARSSUBO1)
File Options

H? 300>

D Main Selection l

Open Receivables Report

Digtrict: |65 -

65-CP1 1099 DEMO DISTRICT

Q55 UNIFIED SCHOOL DISTRICT

assroasis (= ][B]X]

i Report Titl

Hecei\.rables From:’| b |

Sort By: Receivable Mumber

®
(o]

Reference Mumber

Uszed Mapped Accounts: [~

Usersec:

Yr:2001 Dist:65 Site:1 | 3/31/2011 15:40

Figure 5-34: Main Selection tab for the Receivables Reconciliation Report (ARSSUBO03) window

Report Sample
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Running the Receivables Reconciliation Report (ARS510)

Report Sample

07 QSS UNIFIED SCHOOL DISTRICT

RECEIVABLES RECONCILIATION REPORT

J1057

ARS510 H.00.04 10/23/01 PAGE 19

SAMPLE FOR DOCUMENTATION FROM 000000 TO 999999 Date from: 00/00/0000 to: 99/99/9999
NUMBER DATE Fd Rsp Sch Resc Y Goal Func Objt Type ESTABLISHED RECEIVED OVER/UNDER BALANCE REF
010310 6/30/2001 1Inv#2-010024 00/1 Excess C
01-220-500-0050-0-5001-0000-8710-0493 57,486.00 57,486.00
010311 6/30/2001 Inv#2-010024 00/1 Excess C
01-220-500-0050-0-5200-0000-8710-0350 51,037.00 51,037.00
010312 6/30/2001 Inv#2-010024 00/1 Excess C
01-220-500-0050-0-5100-0000-8710-1835 62,412.00 62,412.00
010313 6/30/2001 Inv#3-010017 00/1 Excess C
01-220-500-0050-0-5001-0000-8710-0493 32,609.00 32,115.00 494.00
010314 6/30/2001 Inv#3-01007 00/1 Excess C
01-220-500-0050-0-5200-0000-8710-0350 2,472.00 79.00 2,393.00
010315 6/30/2001 Inv#3-010017 00/1 Excess C
01-220-500-0050-0-5100-0000-8710-1835 9,456.00 13,463.00 4,007.00-
010316 6/30/2001 Inv#4-010023 00/1 Excess C
01-220-500-0050-0-5001-0000-8710-0493 46,495.00 45,359.00 1,136.00
010317 6/30/2001 1Inv#4-010023 00/1 Excess C
01-220-500-0050-0-5200-0000-8710-0350 13,377.00 350.00 13,027.00
010318 6/30/2001 1Inv#4-010023 00/1 Excess C
01-220-500-0050-0-5100-0000-8710-1835 70,924.00 90,205.00 19,281.00-
010319 6/30/2001 Inv#5-010022 00/1 Excess C
01-220-500-0050-0-5001-0000-8710-0493 28,490.00 27,797.00 693.00
010320 6/30/2001 Inv#5-010022 00/1 Excess C
01-220-500-0050-0-5200-0000-8710-0350 2,181.00 59.00 2,122.00
010321 6/30/2001 Inv#5-010022 00/1 Excess C
01-220-500-0050-0-5100-0000-8710-1835 10,402.00 16,156.00 5,754.00-
010322 6/30/2001 Inv#6-010020 00/1 Excess C
01-220-500-0050-0-5001-0000-8710-0493 187,769.00 187,769.00
010323 6/30/2001 Inv#6-010020 00/1 Excess C
01-220-500-0050-0-5200-0000-8710-0350 51,182.00 51,182.00
010324 6/30/2001 Inv#6-010020 00/1 Excess C
01-220-500-0050-0-5100-0000-8710-1835 156,032.00 156,032.00
010325 6/30/2001 Insurance Pymnt
01-860-302-2500-0-3110-1000-5600-0000 1,282.27 1,282.27
010326 6/30/2001 Refund on Overpymnt
01-270-110-0000-0-0000-8220-5500-1920 10.19 10.19
The OVER/UNDER column is the difference between the estimated and actual
receipts for a closed receivable (one which has had a final payment posted).
The BALANCE column indicates the amount still to be collected on an open
receivables (one which has not had afina payment posted).
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Traditional Screen

Figure 5-35 illustrates the traditional version of the launch screen for Receivables

Reconciliation Report (ARS510) for the traditional software. For details, see Chapter

9 of the QSSYOAS S Core Financial Manual.

District: 07 Request Receivables Reconciliation Report 0SS /0ASIS

2= olol e s R A ESHRCAMPLE FOR DOCUMENTATION

Receivable From: MUY to: Siieisies]

Receivable Date: [N co: I

sort/Break Sequence: 1B B B BB BEBEBEEBEEERERER

Choose from these FD = Fund BR = Responsblty 8C = School
sort items: RE = Resource PY = ProjectYear GO = Goal
FM = Function OB = Object Y = Type

ARSSUB H.00.03 compiled 06/06/00 /0003 Stream=ARS5103T

Start Help Start Launch Exit
Over Over Report

Figure 5-35: Launch Screen for Receivables Reconciliation Report (ARS510)
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Roll Forward Accruals Using Invoicing/Billing Management (AR01) Checking Database Capacities

Roll Forward Accruals Using Invoicing/Billing
Management (ARO1)

This Invoicing/Billing Management is separate and distinct from the previously-
discussed Accounts Receivable Without Invoicing (ARS010). However, you may use

both methods.

i3 Checking Database Capacities

Before using Invoicing/Billing Management (AR0000), make sure that a number of
datasets in the ACTRCV database have adequate room. In most cases, doing so
requires that you get help from data processing or your system administrator.

Accounts Receivable History Dialog Box

The first thing you need in making the fiscal year transition is the Accounts
Receivable History Report.

Year: 97 07 - Q55 DEMONSTRATION DISTRICT = I DI}]

&; Invoicing/Biling Management
| File Tools Help

mleipt Entry T Irvaice Print T Aging/Statements T Receipts Rpt/4pp T Dep Ltr/Sales Tax
Master Files Chrl+M

Customer Search e t  Reference Mumber: Temns Code:  Terms: el s
Show Status Chrl+5 I I .l |

Address: Currertt via Reverue

‘Year End Processing  Cerl4+-Y ‘

Curent via Besewe € ‘

Exit Chrl+F4 Acerusl

Cust Search Dept: Department:

(F3) | B - |
TaxD: Authority: Tax Rate:
[ ] | |

|Line||tem |Descﬂ3tion | Qty| Unit Eost|Type | T= | Line TQ{ Line Toti\{
o 1] | | | | | |

Ling|Fd Bdr Sch RBesc ¥ Goal Func Objt Type Fd Edr Sch Resc ¥ Goal Func Objt Type Pt Split $ Split
o1

Figure 5-36: A/R - AR History Dialog Box
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Use this dialog box to view alisting of invoices and payments for a selected customer or

customers.
42 Inv/Blg Mgmt - AR History Year: 04 07 - Q5SS DEMONSTRATION DISTRICT ... [= |[B[X]
File Help
From e, Date:  Taolnw. Date: Customer Mumber:  Customer Mame: A/R Balance:
|o7/m/z002  |0B/30/2004  |0OO109 | |
Report Title:
|hwioice Select Sart By

" Open Bsalm I_ Cust Search [F3)

" Received - _
& &l Custamer: I_ Display Hiztary
I, Dhabe: |_1 : :

|nvaoice H: |_2 Frint Hiztary

Figure 5-37: A/R - AR History Window

43 InviBlg Mgmt - AR History Year: 04 07 - QS5 DEMONSTRATION DISTRICT ... (2 |[B][X]

From Irey. Date: Tolnw, Date: Cuztomer Mumber:  Custormer Mame: A/F Balance:
IPENNE  |0R/30/2004  |00OOD109 | |

R epart Title:

Figure 5-38: Top Portion of Inv/Blg Mgmt - A/R History Window
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Roll Forward Accruals Using Invoicing/Billing Management (AR01)

Accounts Receivable History Dialog Box

Sample Accounts Receivable History Report

Theisasample of the hardcopy listing that is created when you select [Print History].

07 QSS DEMONSTRATION DISTRICT AR History Report J6910 AR0150 L.00.00 07/06/04 PAGE 1
Sample for Documentation
Final # of Days
Invoice No Inv Date Invoice Amt Received Amt Recon Amt Invoice Bal Rcv Date Rcpts Open
" Customer: 000106 Joe’s Comstruction Co.
040008 11/10/2003 $1,500.00 $1,500.00 $0.00 12/03/2003 1 23
Invoice Date Total ===;l,500f;; $1,500.;; . $0.0; =
040007 12/10/2003 $1,500.00 $1,500.00 $0.00 0.00 02/01/2003 1 63
Invoice Date Total ===;l,500f00 $1,500.;; . $0.0; = 0.0;
040006 01/10/2004 $812.04 $812.04 $0.00 0.00 04/04/2004 3 85
Invoice Date Total = $812T;z $803.;Z . $0.0: = =:f;;
040005 02/10/2004 $3,276.00 $3,276.00 $0.00 0.00 03/15/2004 1 34
Invoice Date Total ===;3,276T;; $3,276.;; . $0.0; = =:.00
040004 03/10/2004 $1,330.00 $0.00 0.00 04/22/2004 1 43
Invoice Date Total $1,330.;; . $0.0; = 0.00
040003 04/10/2004 $212.50 $212.50 $0.00 0.00 05/09/2004 1 29
Invoice Date Total = $212T;; $212.;; . $0.0: = =:f;;
040002 05/10/2004 $328.13 $100.00 $0.00 $228.13 1 51
Invoice Date Total = $328T;; $100.;; . $0.0: = $228.13
040001 06/10/2004 $6,000.00 $0.00 $0.00 $6,000.00 1 20
Invoice Date Total ===;6,000=;; $0.;; . $0.0: = $6,000.00
07 QSS DEMONSTRATION DISTRICT AR History Report J6910 AR0150 L.00.00 07/06/04 PAGE 2
Sample for Documentation
Final # of Days
Invoice No Inv Date Invoice Amt Received Amt Recon Amt Invoice Bal Rcv Date Rcpts Open
"""""" District Total $14,958.67  $8,721.54 $0.00  $6,237.13
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Sample A/R History Grid

Displaying the Grid

Figure 5-39 illustrates the grid that displays after you select the [Display History]

43 Invoicing/Billing Management - AR History 07 - QSS DEMONSTRAT.... [= |[B](X]

File  Options
B &t 2
Cust # |Customer Name Invoice Number |Invoice Date |Reference Numl
000109 Acme Mowvelties, Inc 040012040056 | 06/30/2004 123456
aooio9 Acme Novelties, Inc 040026 | 06302004 G555
oooio9 Acme Novelties, Inc 040086/040012 | 06/30/2004 123456
aooio9 Acme Movelties, Inc 040131040164 | 06/30/2004
oooio9 Acme Novelties, Inc 040147/040170| 06/30{2004
aooio9 Acme Novelties, Inc 040146/040169 | 06/30/2004
oooio9 Acme Novelties, Inc 040149/050069 | 06/30/2004
ooo109 Acme Movelkies, Inc 040164040131 | 06/30/2004
oooio9 Acme Novelties, Inc 040169/040143 | 06/30/2004
aooio9 Acme Novelties, Inc 040170/040147 | 06/30/2004
< ¥

Figure 5-39: A/R History grid as it first displays

button. The grid displays only thefirst 5 columns. There are 7 additional columns that
you can view them by using the horizontal scroll bar or making the window wider.

a Invoicing/Billing Management - AR History

07 - Q55 DEMONSTRATION DISTRICT

gssioasis (2 )[E)X)

File ©ptions

EFrx @

_|Cust # Customer Name Invoice Number |Invoice Date |Reference Number Invoice Amount |Receipt Amount |Recon. Amount | Invoice Balance |Receipt Date |# of Rcpts | Days Open

000109 Acme Novelties, Inc 040012040086 | 06/30/2004 123456 $625.00 40.00 $625.00 $0.00| 06/30/2004 1 o
000109 | Acme Novelties, Inc 040026 | 06/30/2004 856 $11,208,00 $11,208,00 $0.00 $0,00| 06§30/2004 z i
000109 Acme Novelties, Inc 040086/040012 [06/30/2004 123456 $625.00 $0.00 $0.00 $625.00 o o
000109 | Acme Navelties, Inc 040131{040164 | 06/30/2004 $460,50 $0.00 $460.50 0,00 0630/2004 1 ]
000109 | Acme Navelties, Inc 040147(040170 | 06/30/2004 431,79 40,00 $31.79 0,00 06{30/2004 1 ]
000109 | Acme Navelties, Tnc 040145(040169 | 06/30/2004 $1.08 $1.00 40,08 0,00 | 06{30/2004 z 0
000109 | Acme Novelkiss, Inc 040149/050068 | 06/30/2004 $2.16 $2.16 $2.16 $0,00| 06/30/2004 1 i
000109 | Acme Novelties, Inc 040164040131 | 06/30/2004 446050 $0.00 $0.00 $460,50 i i
000109 | Acme Novelties, Inc 040169/040148 | 06/30/2004 $10.02 $0.00 $0.00 $10,02 0 0
000109 | Acme Navelties, Inc 040170(040147 | 06/30/2004 431,79 $0.00 $0.00 $31.79 ] ]

Figure 5-40: A/R History grid with all columns revealed
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Roll Forward Accruals Using Invoicing/Billing Management (AR01) Accounts Receivable History Dialog Box

Sample Invoice/Receipt Results Grid

Displaying the Grid

3 Account Receivable - Invoice/Receipts Results 07 - OS5 DEMONST... [Z|[E|Fg|

File  Cptions

b
Customerg | Customer Name Invoice Number |Invoice Date |Refe

k0001039 Aeme Movelties, Inc 040012040036 | 06):30,2004 1234
ooo1o9 Acrme MNovelties, Inc 040012040086 | 06§30/2004 1234
ooo109 Acrne Movelties, Inc 040026 | 06/30/2004 et
ooo109 Aeme Noveltes, Inc 040026 | Dey30/2004 et
000109 Aeme Movelties, Inc 040026 | 0630/2004 g8as
ooo1o9 Acrme MNovelties, Inc 040086/040012 | 06§30/2004 1234
ooo109 Acme Movelties, Inc 040131040164 | 06/30/2004
ooo109 Acme Novelties, Inc 040131040164 | 05):30,2004

2 nnaing Arme Mrvealtirs, Tnr N1 470401 70 INAEEN 0N = v

Figure 5-41: Invoice/Receipt Results grid as it first displays

Columns in the Grid

Figure 5-42 illustrates the Invoice/Receipt Results grid expanded to a horizontal
width that displays all of the columns.

(a Account Receivable - Invoice/Receipts Resulis 07 - QSS DEMONSTRATION DISTRICT QSSIOASIS EEJE‘

File Cptions

Ecx 9
Customer# Customer Name Invoice Number |Invoice Date |Reference Number|Invoice Amount |Receipt Number [Receipt Date  |Receipt Amount |Recon. Amount |Check Number  (Deposit# |Invoice Balance | ~

: 000109 Acme Movelties, Inc 040012040086 [ 06/30/2004 123458 $625.00 $625.00
000109 Acme Movelties, Inc 040012040086 [08/30/2004 123458 $625.00 (040171 0630{2004 $0.00 $625.00 $0.00
000109 Acme Movelties, Tnc 040026 | 06/30/2004 8538 $11,206.00 $11,206.00
000109 Acme Movelties, Tnc 040026 | 06/30/2004 Baae $11,206,00 [040126 O6{30(2004 $1,000,00 40,00 $10,206,00
000109 Acme Movelties, Inc 040026 |06/50/2004 8385 $11,206,00 | 040127 06302004 $10,206,00 $0.00 TRTETE $0.00
000109 Acme Movelties, Inc 040086040012 [06/30/2004 123458 $625.00 $625.00
000109 Acme Movelties, Inc 040131040164 [06/30/2004 $460.50 $460.50
000109 Acme Movelties, Tnc 040131040164 | 06/30/2004 $460,50 [040220 O6f30(2004 40,00 $460,50 40,00
000109 Acme Movelties, Inc 040147040170 [06/30/2004 $31.79 $31.79

Figure 5-42: Invoice/Receipt Results grid with all columns revealed
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Treatment of Accounts Receivable at Change of Fiscal Year

In the Accounts Receivable window, under the Invoice Entry tab, are three choicesfor
disposition of ARs at the end of the old fiscal year (Figure 5-43):

¢ Current via Revenue
¢ Current via Reserve

¢ Accrua

&! Invoicing/Billing Management Year: 97 07 - Q55 DEMONSTRATION DISTRICT o o]

File  Tools Help

{_ Invoice Entry )T Receipt Entry T Irnwoice Print T Aging/Statements T Receiptz Rptipp T Dep Lir/Sales Tax

i ; i Reference Mumber: Termns Code: Terma: ' : (|
| 06/3041997 | | | 2| oitinace
Cuztomer 1D Customer Mame £ Sddress: - Curreﬁt_\ﬁ.ﬁlevenue «

< SR Accual ©
| CumentwiaReseve
Cust Search o s —
(53] | & |
Tax|D: Authority: Tax Rate;
[ | | | | | |
Line| ltem Dregcription Gty Unit Cost| Type | Tx Line Tax Line Total
K1
Line|Fd Bdr Sch Besc ¥ Goal Func Objt Type Fd Bdr Sch RBesc ¥ Goal Func Objt Type Pt Split § Split
1

Figure 5-43: Disposition Choices in Accounts Receivable Window

These fields determine how invoices and receipts are posted to your Financial System
as shown in the following examples.

Current via Revenue
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Roll Forward Accruals Using Invoicing/Billing Management (AR01) Treatment of Accounts Receivable at Change of Fis-

Invoice Entry

Receipt Entry

Note: The object codes shown in theseillustrations are examples only. Your site may

use different object codes.

Current via Reserve

(Income) (AR Post) (AR Post) (Cash)
8XXX 9210 9210 9110
Cr Dr Cr Dr

Current Year
Invoice Entry

Invoice Entry Receipt Entry
(AR Post) (AR Reserve) (AR Post) (Cash)
9210 9220 9210 9110
Dr Cr Cr Dr
(ARReserve) (Income)
9220 8xxx
Dr Cr

Next Year
Receipt Entry

(Income) (AR Setup) (AR Post) (Cash)
8XXX 9209 9210 9110
Cr Dr Cr Dr

05/2010
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Year-End Processing

Overview

Use the Year End Processing dialog box (Figure 5-45 and Figure 5-46) to roll year-
end balances from one year to the next, and to set up as accruals any open invoices
that remain at the end of the fiscal year.

The choices for year-end treatment of receivables are:

¢ Closing out the AR.

> This might be done when future payment isreally not expected. The receiv-
ableiswritten off asaloss. Thisisdone on the "Receipts’ screen and it com-
pletely reversestheinitial invoice entry.

¢ Rolling the AR to areceivable.

¢ Select the Set up Remaining Open I nvoices as Accruals radio button (Figure
5-46).
> Thisisacommon course of action. It closes the invoice in the current fiscal
year and sets up anew "Accrua” invoicein the current fiscal year. That
means the subsidiary account is earned and the offset is to the receivable
object. The ending balance of the receivable object becomes the beginning
balance of AR in the next fiscal year.

¢ Rolling the AR to next year.

¢ Select theRoll "R" Transactionsto Invoicesin Next Year radio button (Fig-

ure 5-45).

> This special action might be taken in response to a situation where a district
needed aninvoicefor their recordsinitially, but the revenue and the cause for
it were not to take place until the next fiscal year (e.g., areservation for
property rental which would occur in the next year). At the end of the year,
after accounts and structure for the next fiscal year have been set, they then
set thisinvoiceto 'R'oll to the next year. That completely reversesthe entries
in the current fiscal year and sets up the new entriesin the next fiscal year,
recognizing the revenue in the correct fiscal year.

NOTE: Make sure the odometer is set up before beginning this process.
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Roll Forward Accruals Using Invoicing/Billing Management (ARO1)

Year-End Processing

Tools  Help
AR Hiskary: Chrl+4
Master Files Chrl+M
Cuskomer Search F3
Shiow Skakus Chrl+5

Year End Processing  Chrl+Y

Exxit Chrl+F4

Figure 5-44: Select Year End Processing from the File Pull-down Menu

i

—r'ear End Rollover/dccral

Report Title: I

& Fol "R ransachions to invoices in nest pear %

{ Set up remaining open invoices as acciuals

Select receipts entered by uzer; I

Update? IN_ M = Repart only, from un-rolled invoices.

¥ = Update 'R’ hahsactions, create new
invoices in the next fizcal year, and produce
repoik.

B = Reprint report from previously rolled
invoices.

Process Year End |

Figure 5-45: Year End Processing Dialog Box with Roll Option

i

—r'ear End Rollover/&ccrual

Report Title: I

" Roll "R" transactions to invoices in next year.

f+ Set up remaining open invoices as accruals [%

Select invoices entered by ugzer; I

Update?IN_ M = Report only from un-accrued invoices,

" = Update remaining open curent pear
invoices a8 accrual invoices. and produce
repart.

R = Reprint repart from previously accrued
invoices.

Frocess ear End |

Figure 5-46: Year End Processing Dialog Box with Accrual Option
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 5: Tasks Related to Accounts Receivable

Receipt Types
Thisisthe Receipt Entry tab of the Invoicing/Billing Management window where you enter

receiptsfor each account class on theinvoice. If you arerolling transactionsto invoicesin the

next year, you must mark them R in the Receipt Type field.

="z Accounts Receivable

Year: 04 07 - )55 UNIFIED SCHOOL DISTRICT 05S5/DASIS

File Tools Help

Invaice Entry IE Receipt Entry 3 Invaice Print T Aging/Statements T Receiptz Rpt/App T Dep Lir/Sales Tax
Invoice Number:  Invaice Date:  Heceipt No: Receipt Date:  Reference No: Terms: Invoice Amount: Bunning Balance:
[040020 05/30/2004 | [oa0118 =]/ [o6-a0s2004 | 1234 | [Met 30 Days i #1.500.00] | #1.480.00]
Custorner 10 Custorner Mame: TaxlD: T ax Authority: TaxFate: Running Beceint:
00006 [Joe's Conztuction Co. Sk San Mateo 77500

Bunning Fecon.:

Linel Item | Diescription | Qtyl Uit Costl Type | Tx | Line Taxl Line Totall $0.00

1] Consulting 10.00 $150.00] Howr | N $0.00 $1,500.00]

Add Receipt |

Edit Receipt |

Approve |
,J.inq FdBdr Sch Resc Y Goal Func Objt Type Fd Bdr Sch Resc Y Goal Func Objt % Split $ Split
/ RT \:heckn D escription Receipt &mount  Recon. &mount Fd Bdr Sch Resc Balance

rip EIpt Ame
[ 1]y-000-000-0000-0-1 000-2700-8693-0030 [ 01-000-000-0000-0-0000-0000-3210- [ 100.000] $1.500.00] =]

\ P } Jeash | $10.00 $0.00]01-000-000-0000 $1,450.00
| | | | | | | |

Figure 5-47: Receipt Types in Accounts Receivable Window

——The first heading refers to the account class line.

Figure 5-48: Account Line & Receipt Entry Line

Valid Receipt Type codes are:

‘ Code | Meaning Explanation

- Line FdBdr SchResc ™ Goal Func Oblt Type Fd Bdr Sch Resc v Goal Func Obit 7 aplit § Spit

RT Check # Description Receipt Amount  Recon. Amount Fd Bdr Sch Resc Balance

L i 1{01-000-000-0000-0-1000-2 F00-6100-0030 |EI1 -000- Q00-0000-0-0000-0000-91 62- | 75.000 $81.19

P 2233 |44556677 | $37.50] $0.00 ] $43 69
——The second heading refers to the re-:eipt entry line.

Line FdEdrSchRescy Goal Func OBt Type Fd Bdr Sch Besc ' Goal Func Okt % 5plit £ Spiit

—» AT Check [escriphon Recept Amount  Becon. Amount Fd Bdr Sch Besc Balance

1{07-000-000-0000-0-1 000-2 700-51 000030 |IZI1 -000- 000-0000-0-0000-0000-31 62 | 75.000 .13

—»| P [2233 |44556677 | $37.50] $0.00] $43 639

F Final Receipt *

Use this when the account line has been paid in full.

Close this account line. No more receipts can be applied to this line.
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Roll Forward Accruals Using Invoicing/Billing Management (ARO1) Sample Year End Processing Reports

Code | Meaning Explanation

C Close * Close this account line. No more receipts can be applied to this line.

This is similar to F, but is used when an account line has NOT been
completely paid, but no more payments are expected.

For example, you can use this code to cancel an invoice that will not

be paid.
P Partial Receipt This is a partial payment. More payments will be received.
R Roll to New Year** Roll the balance of this account line to the new fiscal year.

Normally, this is used for a ‘pre-invoice’ situation. For example, a
customer wants to rent space from you during the next fiscal year,
but they want to be invoiced this fiscal year. In this case, the
current-year invoice will not be paid until the next year.

B Balance Adjustment Change the Balance Due on an invoice after it has been printed.

This is used to correct the Balance Due when it is incorrect. When B
is used and you enter a positive amount in the Receipt Amount
field, the amount is deducted from the Invoice Balance and added
to the Reconciliation Amount. If you enter a negative amount
using the minus sign (-), the amount is added to the Invoice
Balance and deducted from the Reconciliation Amount.

Sample Year End Processing Reports

Reports will vary depending on which action you perform and whether you update
records.

05/2010 Copyright © QSS, 2010 5-47



QSS/OASIS Fiscal Year Transition Training Notes Chapter 5: Tasks Related to Accounts Receivable
Report Sample 1: Invoice Rollover Report Without Updated Records
07 QSS UNIFIED SCHOOL DISTRICT Current Year Invoice Rollover Report ACTRCV H.01.11 04/05/2001 Page 1
Sample Roll Report
Department: 0056 Information Services
Inv No Inv Date NY Inv Receipt Number Rcpt Date Customer
000244 06/30/2000 000104 06/30/2000 000106 Joe's Construction Co.
01-000-000-0000-0-0000-0000-8699-0000 $1,010.00 $1,010.00
Invoice Total: $1,010.00 $1,010.00
Customer Total: $1,010.00 $1,010.00
000245 06/30/2000 000105 06/30/2000 000129 Tester Unified School District
01-000-000-0000-0-0000-0000-8699-0000 $718.00 $718.00
Invoice Total: $718.00 $718.00
Customer Total: $718.00 $718.00
Department Total: $1,728.00 $1,728.00
07 QSS UNIFIED SCHOOL DISTRICT Current Year Invoice Rollover Report ACTRCV H.01.11 04/05/2001 Page 2
Sample Roll Report
District Total: $1,728.00 $1,728.00
Report Sample 2: Invoice Rollover Report With Updated Records
07 QSS UNIFIED SCHOOL DISTRICT Current Year Invoice Rollover Report ACTRCV H.01.11 04/05/2001 Page 1
Sample Roll Report ) . .
Department: 0056 Information Services
Inv No Inv Date NY Inv Receipt Number Rcpt Date Customer
666&;; 66/30/2000 010004 000104 06/30/2000 000106 Joe's Construction Co.
01-000-000-0000-0-0000-0000-8699-0000 $1,010.00 $1,010.00
Invoice Total: $1,010.00 $1,010.00
Customer Total: $1,010.00 $1,010.00
000245 06/30/2000 010005 000105 06/30/2000 000129 Tester Unified School District
01-000-000-0000-0-0000-0000-8699-0000 $718.00 $718.00
Invoice Total: $718.00 $718.00
Customer Total: $718.00 $718.00
Department Total: $1,728.00 $1,728.00
07 QSS UNIFIED SCHOOL DISTRICT Current Year Invoice Rollover Report ACTRCV H.01.11 04/05/2001 Page 2
Sample Roll Report
District Total: $1,728.00 $1,728.00
5'48 Copyright © QSS, 2010 05/2010



Roll Forward Accruals Using Invoicing/Billing Management (ARO1) Sample Year End Processing Reports

Report Sample 3: Open Invoice Accrual Report Without Updated Records

07 QSS UNIFIED SCHOOL DISTRICT Open Invoice Accrual Report ACTRCV H.01.11 0470572001 Page 1
Sample Accrual Report
Department: 0001 Administration Department
Inv No Inv Date E R No Rcv No Receipt Number Rcpt Date Customer
000239 06/30/2000 000104 San Mateo Construction, Inc.
Ed Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00 $250.00
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00 $250.00
Invoice Total: $500.00 $0.00 $500.00
000241 06/30/2000 000102 06/30/2000 000104 San Mateo Construction, Inc.
Fd Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00 $250.00
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00 $250.00
Invoice Total: $500.00 $0.00 $500.00
Customer Total: $1,000.00 $0.00 $1,000.00
Department Total: $1,000.00 $0.00 $1,000.00
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 5: Tasks Related to Accounts Receivable

07 QSS UNIFIED SCHOOL DISTRICT Open Invoice Accrual Report ACTRCV H.01.11 04/05/2001 Page 2
Sample Accrual Report
Department: 0056 Information Services
Inv No Inv Date E R No Rcv No Receipt Number Rcpt Date Customer
000233 06/25/2000 000106 Joe's Construction Co.
Ed Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $1,920.90 $0.00 $1,920.90
01-000-000-0000-0-1000-2700-6100-0030 $2,112.99 $0.00 $2,112.99
01-000-000-0000-0-1000-2700-6100-0030 $2,305.08 $0.00 $2,305.08
01-000-000-0000-0-1000-2700-6100-0030 $2,497.17 $0.00 $2,497.17
01-000-000-0000-0-1000-2700-6100-0030 $2,689.26 $0.00 $2,689.26
01-000-000-0000-0-1000-2700-6100-0030 $2,881.35 $0.00 $2,881.35
01-000-000-0000-0-1000-2700-6100-0030 $4,802.25 $0.00 $4,802.25
Invoice Total: $19,209.00 $0.00 $19,209.00
000236 06/30/2000 000106 Joe's Construction Co.
Ed Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $275.00 $0.00 $275.00
Invoice Total: $275.00 $0.00 $275.00
000237 06/30/2000 000106 Joe's Construction Co.
Fd Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $300.00 $0.00 $300.00
Invoice Total: $300.00 $0.00 $300.00
000238 06/30/2000 000106 Joe's Construction Co.
Ed Bdr Sch Resc Y Goal Func Objt Type ~~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $305.00 $0.00 $305.00
Invoice Total: $305.00 $0.00 $305.00
000242 06/30/2000 000106 Joe's Construction Co.
Ed Bdr Sch Resc Y Goal Func Objt Type ~ Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-0000-0000-8681-0000 $500.00 $0.00 $500.00
01-000-000-0000-0-0000-0000-8681-0000 $500.00 $0.00 $500.00
Invoice Total: $1,000.00 $0.00 $1,000.00
Customer Total: $21,089.00 $0.00 $21,089.00
Department Total: $21,089.00 $0.00 $21,089.00
07 QSS UNIFIED SCHOOL DISTRICT Open Invoice Accrual Report ACTRCV H.01.11 04/05/2001 Page 3

Sample Accrual Report

_Invoice Amount Received Amount
District Total: $22,089.00 $0.00 $22,089.00
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Roll Forward Accruals Using Invoicing/Billing Management (ARO1)

Sample Year End Processing Reports

Report Sample 4: Open Invoice Accrual Report With Updated Records

07 QSS UNIFIED SCHOOL DISTRICT

Open Invoice Accrual Report ACTRCV H.01.11
Sample Accrual Report

Department: 0001 Administration Department
Inv No Inv Date E R No Rcv No Receipt Number Rcpt Date Customer

000239 06/30/2000 000246 000106

0470572001

Ed Bdr Sch Resc Y Goal Func Objt Type _Invoice Amount

01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00
Invoice Total: $500.00 $0.00
000241 06/30/2000 000247 000107 000102 06/30/2000 000104 San Mateo Construction, Inc.

Ed Bdr Sch Resc Y Goal Func Objt Type _Invoice Amount i
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00
01-000-000-0000-0-0000-0000-8681-0000 $250.00 $0.00
Invoice Total: $500.00 $0.00
Customer Total: $1,000.00 $0.00
Department Total: $1,000.00 $0.00

Page

000104 San Mateo Construction, Inc.

$250.00
$250.00

$500.00

Received Amount Accrual Balance

$250.00
$250.00

$500.00
$1,000.00
$1,000.00

1
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 5: Tasks Related to Accounts Receivable

07 QSS UNIFIED SCHOOL DISTRICT Open Invoice Accrual Report ACTRCV H.01.11 0470572001 Page 2
Sample Accrual Report
Department: 0056 Information Services
Inv No Inv Date E R No Rcv No Receipt Number Rcpt Date Customer
000233 06/25/2000 000248 000108 000106 Joe's Construction Co.

R R f
01-000-000-0000-0-1000-2700-6100-0030 $1,920.90 $0.00 $1,920.90
01-000-000-0000-0-1000-2700-6100-0030 $2,112.99 $0.00 $2,112.99
01-000-000-0000-0-1000-2700-6100-0030 $2,305.08 $0.00 $2,305.08
01-000-000-0000-0-1000-2700-6100-0030 $2,497.17 $0.00 $2,497.17
01-000-000-0000-0-1000-2700-6100-0030 $2,689.26 $0.00 $2,689.26
01-000-000-0000-0-1000-2700-6100-0030 $2,881.35 $0.00 $2,881.35
01-000-000-0000-0-1000-2700-6100-0030 $4,802.25 $0.00 $4,802.25

Invoice Total: $19,209.00 $0.00 $19,209.00

000236 06/30/2000 000249 000109 000106 Joe's Construction Co.
Ed Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $275.00 $0.00 $275.00
Invoice Total: $275.00 $0.00 $275.00

000237 06/30/2000 000250 000110 000106 Joe's Construction Co.
Fd Bdr Sch Resc Y Goal Func Objt Type ~~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $300.00 $0.00 $300.00
Invoice Total: $300.00 $0.00 $300.00

000238 06/30/2000 000251 000111 000106 Joe's Construction Co.
Ed Bdr Sch Resc Y Goal Func Objt Type ~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-1000-2700-6100-0030 $305.00 $0.00 $305.00
Invoice Total: $305.00 $0.00 $305.00

000242 06/30/2000 000252 000112 000106 Joe's Construction Co.
Fd Bdr Sch Resc Y Goal Func Qbjt Type ~~ _Invoice Amount Received Amount Accrual Balance
01-000-000-0000-0-0000-0000-8681-0000 $500.00 $0.00 $500.00
01-000-000-0000-0-0000-0000-8681-0000 $500.00 $0.00 $500.00
Invoice Total: $1,000.00 $0.00 $1,000.00
Customer Total: $21,089.00 $0.00 $21,089.00
Department Total: $21,089.00 $0.00 $21,089.00
07 QSS UNIFIED SCHOOL DISTRICT Open Invoice Accrual Report ACTRCV H.01.11 04/05/2001 Page 3

Sample Accrual Report

_Invoice Amount Received Amount Accrual Balance
District Total: $22,089.00 $0.00 $22,089.00
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Changing Sales Tax Rate Differentials Tax Jurisdiction Master File

Changing Sales Tax Rate Differentials

If the sales tax rate for your tax jurisdiction changes, there are four areas in the QSS
software that will reflect that change:

¢ Warehouse Parameter Master File (SSUPDT) in the Stores System.

¢ Usetax rate differentialsin the Vendor Master File (VEUPDT) in the Accounts
Payable System.

¢ Purchase Order (PXENCM) program option record.

¢ Tax Jurisdiction Master File in the Invoicing/Billing Management (IBM) System,
as described in the following subheading.

Note that the timing of any sales tax changes likely will not be at the change of the fiscal
year, but usually at the change of the calendar year.

Tax Jurisdiction Master File

The Tax Jurisdiction Master File information area appears when you click on the Tax
Jurisdiction tab in the Inv/Blg Mgmt - Master Files Maintenance window.

‘a Inw/Blg Mgmt - Master File Maintenance Year: 97 07 - (55 DEMONSTRA - |D|5|
Fil= Tools Help
Custamer T Department T Tems (r Tax Jurisdiction m Customer Type T Reports

Taw Junzdiction Code: ISM VI

Taw Juriediction Mame: ISan Mateo County

Tax Rate %: I 9.2500 [}s

Update Tax Jurizdiction | Delete Tax Jurisdiction

Figure 5-49: Tax Jurisdiction Master File
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QSS/OASIS Fiscal Year Transition Training Notes Chapter 5: Tasks Related to Accounts Receivable

Additional Information

Synchronizing the Customer Master File

Whenever you start to print the Customer List or Customer Labels, the Accounts
Receivable System prompts you with the question: “Do you wish to synchronize the
Customer Master File?” However, you can synchronize the Customer Master File at
any time by following the instructions bel ow.

Why Synchronize?

When you first log on to the Accounts Receivable System, all Customer Master File
records in the HP 3000 database are downloaded to the database on your PC hard
drive. Then when you add or change a Customer Master File record and click
[Update], that record is added to both the HP e3000 database and the database on your
PC hard drive. However, when another user working on another PC adds or changes a
Customer Master File record, the database on your PC is not updated. (The systemis
designed this way to speed up processing.) Therefore, you may want to synchronize
the Customer Master File during a session in order to download any new or changed
Customer records from the HP €3000. Thisis called synchronizing the Customer
Master File.

Synchronizing from the Tools Pull-down Menu

From any Accounts Receivable Screen, click on the Tools pull-down menu, then click
Synchronize as shown in Figure 5-50.

.‘3 Invoicing,/Billing Management

File | Tools Help

Apply Credit Memo  Shift+F1
[mwe  Receipk Reversal  Shift+F2

Il_ Synchronize

LIS oorrrerrere
T

Shift+F3

Figure 5-50: Select Synchronize from the Tools Pull-down Menu
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Additional Information Changing Logon Fiscal Year

A message similar to the one below will be displayed.

m. Customer File Synchronization !EIE

Click 'synchronize' to update the Custamer bMaster File
onyour PCfrom the Server's Customer Master File.

Click 'Close' to guit Custamer File Synchronization.

Close

Figure 5-51: Customer File Synchronization Dialog Box

Click [Synchronize] to download any new Customer Master File records from the server to
your PC. Click [Close] to continue without synchronizing.

Changing Logon Fiscal Year

People working at a county office may need to inspect or maintain transactions for
different districts or years. If your user security allows, you can change districts and
years from the QSS Control Center window.

To change a district and year:

1. Close the Invoicing/Billing Management window.
2. Make the QSS Control Center window the active window.
3. On the menu bar, point to File, then click Settings.

4. Inthe Settings dialog box, select the district, year, and site to use from the appropriate
lists.

If alist has a white background, you can select any of theitemsin the list. You
cannot change the selection in alist with a shaded background.

For more information about the Settings dial og box, see the QSS Control Center Guide.

o

Click the [OK] button to close the Settings dialog box.

o

From the QSS Control Center window, open the Invoicing/Billing Management win-
dow. It usesthe district, site, and year that you selected in the Settings dialog box.
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Odometer Maintenance

If your system is set up to automatically number Customer 1Ds, Invoice Numbers,
and/or Receipt Numbers, use this window to set the starting number. Normally, this
option is only available to System Administrators.

43 Inv/Blg Mgmt - Master File

Tools  Help
AR Hiskaory Chrl+6
Mlain Chrl+
Cuskarmer Search Fa
Show Skaktus Chrl+5

Cdometer Mainkenance  Cerl+o

Exit k Chrl+F4

Figure 5-52: Odometer Maintenance on the File Pull-down Menu

The Odometer Maintenance Window will be displayed (Figure 5-53).

3 Odometer Maintenance §|

Diztrict Mumnber: |07
Fizzal ear: |05

Odaometer Keyw: |RCFT -
Odaometer Yalue: | 050007

|lpdate Odometer Delete Odometer ‘

Figure 5-53: Odometer Maintenance Window
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Chapter 6:
Tasks Related to
Stores System

Overview

This chapter covers the following procedures with their options (main procedures are
in bold type; options are indented):

TASK PAGE
Defining Fiscal Year Control Master File (FCUPDT) 6-5
Running Fiscal Year Maintenance Program (STRYRE) 6-11
Running Back Issue Resolution (BIUPDT) 6-13
Canceling Outstanding Back Issues 6-14
Resynchronizing Stores Counters (RC1100) 6-17
Setting Stores Odometers 6-20
Changing Sales Tax Rate Differentials 6-21
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Step-by-Step Treatment of Stores

The goal of this procedure isto roll the ending balances to the new fiscal year. Two
requirements must be met for this to happen:

¢ The new fiscal year must be opened.
¢ Theold fiscal year must be closed.

However, other things must happen before and after each of these events. The follow-
ing checklist includes both software-related and non-software-related steps. Follow
these stepsin order.

1. Defineanew fiscal year in the Fiscal Year Control Master File (FCUPDT). This
makes it possible to have two fiscal years open at the same time and the Stores
transactions to be posted to the appropriate fiscal year.

2. RunFiscal Year Maintenance (STRY RE) to roll the Warehouse Parameters
(SSUPDT), Stock (SKUPDT), Stock Site (KSUPDT), and Warehouse Site
(WSUPDT) master file records to the new fiscal year. To do thisfor all of them:

0 TypeY inthe Generate new FY records? field.
0 Type1 inthe Process Stock Balancesfield.

> Both Y1 and Y2 are open at this point, and transactions will be posted to the
year to which issues are made. (When filling an issue, the system looks at the
balances for stock items from any open fiscal year.)

NOTE: Be sure to save the $STDLIST produced by this step. The information it contains
would be helpful in troubleshooting any problems occurring with the rollover.

3. ldentify outstanding orders placed by the warehouse in Y 1. Run the Order Status
Report (SO1200) to find them.

4. Resolve all outstanding orders. You must manually delete them and re-enter
them individually in Y2, by using the D option on the Stores Order Maintenance
Screen (SOUPDT).

NOTE: Orders and issues in Y1 cannot be rolled to Y2.
5. Besurethat al issues and back issues are on apick list, and all pick listsare

filled. Use the Pick List Processing (PLUPDT) program to do this, as described
in the QSSYOAS S Sores Manual.

6. Resolve all back issues placed by districts that cannot be filled by running Back
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Step-by-Step Treatment of Stores

Issues Resolution (BIUPDT). Do this by selecting option 3, "Cancel Outstanding
Back Issues,” on the Stores Back 1ssue Resolution Screen.

NOTE: Orders and issues in Y1 cannot be rolled to Y2.

7.

Perform a physical inventory of the warehouse and make any necessary adjust-
ments to stock items. Use the Stores Adjustment Update (SAUPDT) program
and the Stock Physical Inventory Report (SK1205) as described in the
QSS/OAS S Sores Manual.

WARNING: Do not do the following steps until after you have resolved all transactions for

Y1.

8.

Return to the Fiscal Year Control Master File (FCUPDT) and type C in the Fiscal
year statusfieldtocloseY 1.

Return to Fiscal Year Maintenance (STRY RE) and roll ending balances to the
new year. To do this:

¢ TypeN in the Generate new FY records? field.

0 Type 2 in the Process Stock Balances field.

NOTE: Be sure to save the $STDLIST produced by this step. The information it contains
would be helpful in troubleshooting any problems occurring with the rollover.

10. Run the Resynchronize Stores Counter Report (RC1100). This report will repost

al stock counters. The From Date field should contain theinitial datein Y 2,
that is, the date you ran Fiscal Year Maintenance the first time to create new

master file records (step 3 above) so that all transactions for Y 2 will be included.

05/2011
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Flowchart for Stores Procedures

The following flowchart offers a visual guide to the steps outlined in the previous section.

- Fiscal Year Process for
Stores
)
FCUPDT
BIUPDT
Define new fiscal year . .
0 have 2 fiscal ysars open Resolve all unfilled back issues
STRYRE SAUFDT, SK1205
Roll master file records to Y2; Phiysically inventory warehouse,
initialize stock balances to zero adjust stock itams
Save the $STDLIST produced Ensure all transactions are
resolved before continuing
)
501200 FCUPDT
Find outstanding orders for ¥ Close old fiscal year
L )
STRYRE
SOUPDT Carry forward slock balances
Fesolve outstanding orders
v Save the $STDLIST produced
PLUPDT
Put all issues on pick lists;
fill all pick lists RC1100
Fesynchronize & repost
stock counters

Flowchart for Stores Procedures
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Defining Fiscal Year Control Master File (FCUPDT) Adding, Changing or Inspecting a Record

Defining Fiscal Year Control Master File
(FCUPDT)

The Fiscal Year Control Master File defines whether the warehouse is open or closed

for Stores business, and the date ranges for which various Stores transactions are
alowed.

You manage this file twice during the fiscal-year-transition process:
¢ Your first step in the fiscal-year-transition process is to add a new fiscal year.

¢ After you have performed other tasks, you return to thisfile to close the old fiscal
year (Y1).

District: B5 Haintain Fiscal Year Control Haster 055/0A5I5

Harehouse: 00 Fiscal Year: Y1
Option (H for help): B

Valid options are:

Add a fiscal year control record
Change a fiscal year control record
Delete a fiscal year control record
Inspect a fiscal year control record
Request fiscal year control report
Exit progranm

maoHDoOD
LA A E B R |

Select Help | | Select |

Program Option
Figure 6-1: Fiscal Year Control Master File (FCUPDT)—Option Screen

Return
To HMenu

Adding, Changing or Inspecting a Record

Figure 6-2 illustrates the first screen that is displayed when you select the Add,

Change, or I nspect option from the Fiscal Year Control Master File Option Screen
(Figure 6-1).
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District: B5
Harehouse: 00

Select
Program

Option (H for help): [
Harehouse: (i

Fiscal Year:

Select
Option

Maintain Fiscal Year Control Haster

055/0A51S

Fiscal Year: Y1

Return
To Henu

Figure 6-2: Fiscal Year Control Master File (FCUPDT)—1st Add, Change, or Inspect Screen

District: B5
Harehouse: 00

Fiscal Year Control

055/0A5I5

Fiscal Year: Y1

Harehouse: [l
Fiscal year: [

Date open: JE/E/E Date closed: [E/EN/E

Fiscal year status: [

Transaction type Start date

Adjustments
Back Issues
Back Orders
Cancel Isssues
Credits

Issues

Stores Orders
Stores Receipts
Neu Stock Itenm

End date

Select
Progran

Option

| | | Select

Update
Data

Return
To Henu

Figure 6-3: Fiscal Year Control Master File (FCUPDT)—2nd Add, Change, or Inspect Screen

When adding a new fiscal year, the screen will display pre-set start and end dates for
the fiscal year. If you want to change these dates, type the new date over the existing

one.

6-6
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Defining Fiscal Year Control Master File (FCUPDT) Requesting Fiscal Year Control Master File Report

Requesting Fiscal Year Control Master File Report

Figure 6-4 illustrates the screen that is displayed when you select the Report option
from the Fiscal Year Control Master File Option Screen (Figure 6-1).

District: 07 Fiscal Year Master File Report S5/0A515
Harehouse: 01 Fiscal Year: y1q

Harehouse: [f]
Fiscal year:

Report title: [

STROST H.00.00 compiled 10/09/97

Select Select Help Return Start Save Launch Return
Report Preset To Prog Over Preset Job To HMenu

Figure 6-4: Fiscal Year Control Master File Report Launch Screen
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Sample Fiscal Year Control Master File Report (FC1100)

07 QSS UNIFIED SCHOOL DISTRICT
Sample Report

J337

H.00.00

STORES FISCAL YEAR CONTROL FILE

WAREHOUSE NUMBER: 01

07/05/-- PAGE

FISCAL YEAR: Y2

FISCAL YEAR DATE OPEN
DATE CLOSED

TRANSACTION TYPE

AD Adjustments

BI Back Issues

BO Back Orders

CA Cancel Issues

CR Credits

IS 1Issues

SO Stores Orders

SR Stores Receipts

SK New Stock Items

06/01/2000
06/30/2001
START DATE
06/01/2000
07/01/2000
07/01/2000
07/01/2000
07/01/2000
07/01/2000
07/01/2000
07/01/2000

07/01/2000

FISCAL YEAR STATUS:

END DATE
06/30/2001
06/30/2001
06/30/2001
06/30/2001
06/30/2001
06/30/2001
06/30/2001
06/30/2001

06/30/2001

*OPEN*

1

6-8
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Troubleshooting—Overriding Dates

Troubleshooting—Overriding Dates
Occasionaly adistrict may want to post an issue to Y 1 after the new fiscal year (Y 2)

has arrived, and the old year has not yet been closed out.

WARNING! The solution proposed here will not work if stock balances have already been

rolled to Y2!

1. Onthe Warehouse Parameter Master File Specifications screen, select option 2,

"Use date control,’ in the Date control for issuesfield.

2. Typean ending date for each month in the monthly fields to the right.

3. Logintothefiscal year for which you want to enter the issue.

4. Onthe Stores Issues screen (ISUPDT), add the issue.

District: B5
Harehouse: 00

Harehouse Parameter Specifications

A55/0A5IS
Fiscal Year:

Harehouse
Default purchase tax

Add warehouse surcharge to AUP?
Harehouse surcharge

Harehouse restocking fee

HE 00

H 8.2500
H 7.0000
: BTN § (0 for Dollar/P for Percentage)

Fiscal Year:

Issue approval flags

Level 1 approval reqguired
Level 2 approval reguired
Level 3 approval required

Restricted level: ]

Edit stock classifications

|
|

Is Stores integrated with the G/L?: E

_ it TEaretorse L ocations Days allouwed to extend issues:
gbate control for issue — — -

d 2 1 = Use current date J A S 0O N D J F H A ;r‘TT‘~
[ 2 = Use date control EEEEE
Select Account Select Update Return
Program Screen Option Data To Menu

The date examples used in Figure 6-5 and Figure 6-6 are for the 26th of the month.
Any date near the end of the month could be used. Some sites prefer to set earlier cut-

Figure 6-5: Warehouse Parameter Master File (SSUPDT)—Using Date Control for Issues

off dates; some prefer the last day of each month.

05/2011
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District: 65 fAidd Stores Issues

0S5/0AS1S
Harehouse: 00 Fiscal Year: ¥1

Issue#t Siteg” Date ssue Description Approval Status
FY 0110020001 X0626%1¥John Doe Bldg 2 Hoom 102 1.
Fd Resc ¥ Objt Gr Goal FncT Rsp Lcl Site

2.
01-0000-0-4300-00-0000-0000-000-000-000 DIST OFF 3.
ﬂLnu Stocks—O0Oty Cost Unit/Iss—§tk OnHnd—~After—;

200f
STENCIL ROUND 8

292
PR CONST 12X18 HOL GRM

el |
Back Issue?:

Go To Line:

ficcount control: Collapse by account
Harning Msqg:

Select
Program

Select
Option

Hext
Keys

Hext
Line

Page
Backuard

Page
Foruard

Update

Return
To Menu

Figure 6-6: Stores Issues Screen (ISUPDT)
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Running Fiscal Year Maintenance Program (STRYRE)

Introduction

Running Fiscal Year Maintenance Program
(STRYRE)

Introduction

The Fiscal Year Maintenance program (STRY RE) is opened from the Stores Ware-
house Menu Screen (Figure 6-7). This program is security-based. Not all users might

have this option.

District: &5 Stores Harehouse HMenu 0S5/0AS18
Harehouse: 00 Fiscal Year: ¥1

Use the function keys to select your option...

STDROZ2 H.00.00 compiled D6/19/98

Stores Stores Stores Stock FiscYear{ Reports | Return
Orders Receipts Adjusts Transfeny Maint To Menu
N

Figure 6-7: Stores Warehouse Menu Screen

Fiscal Year Maintenance (STRY RE) is used to roll over fiscal-year-based master files
and set up stock balances for anew fiscal year. Maintenance is performed on aware-

house-by-warehouse basis.

For each warehouse, you manage STRYRE twice during the fiscal-year-transition

process.

¢ Initialy, use STRY RE to create new Y 2 master files for the warehouse. Type Y in

the Generate new FY records? field and 1 in the Process Stock Balancesfield,

so that master file recordswill be copied from Y 1to Y 2, and stock balances will be

settozeroin Y2.

NOTE: Be sure to save the $STDLIST produced by this step. The information it contains
would be helpful in troubleshooting any problems occurring with the rollover.

05/2011
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¢ Later, after you have resolved al outstanding orders and issues for the warehouse
in'Y1 and closed the warehouse for Y 1, you use STRY RE again to post the begin-
ning stock balances forward from Y1 to Y 2. In this case, type N in the Gener ate
new FY records? field and 2 in the Process Sock Balancesfield.

NOTE: Be sure to save the $STDLIST produced by this step. The information it contains
would be helpful in troubleshooting any problems occurring with the rollover.

i Checking Database Capacities

Before running this program (STRY RE), make sure that the following datasets in the
STRSY S database have adequate room. In most cases, doing so requires that you get
help from data processing or your system administrator.

SI-MASTER1
SK-MASTER1
SK-SITE-MASTER
STOCK
STOCK-SITE
STORES-SYSTEM
WHOUSE-SITE

® & & &6 o o o

Fiscal Year Maintenance Screen
Figure 6-8 illustrates the Fiscal Year Maintenance Screen.

District: B3 Fiscal Year Processing 0S5/0ASIS
Harehouse: 00 Fiscal Year: ¥i

Harehouse: [i]

Generate neu FY records?: ﬂ [(Parameter, Whouse-site, Stock, and
Stock-site records)

Process records From FY: To FY:
Process Stock Balances: [] 1 = Initialize balances to Zero in 'To' FY

(From year and To year should be open)
carry foruard 'From' FY balances into 'To' FY
(From year should be closed, To year open)

2

Initialize Last Ordered/Received Vendor Information: J (Y/H)

Select Help Start
Program Over

Return
To Menu

Launch
Job

Figure 6-8: Fiscal Year Maintenance Screen
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Running Back Issue Resolution (BIUPDT) Overview

Running Back Issue Resolution (BIUPDT)

Overview

Back issues are an optional feature of the Stores System. When you do not have
enough of a stock item to fill an issue/requisition, the shortfall can be posted to the
issue by the system when additional items are received.

This section discusses issues/requisitions and approvals from the viewpoint of ware-

house personnel. The term issuesis used in this section to refer to the request for
stock items.

Figure 8-1 illustrates the Stores |ssues Menu Screen.

District: B5 Stores Issue Henu AS5/0A51IS
Harehouse: 00 Fiscal Year: Y1

Use the function keys to select your option...

STDRO3
S5tores Back

H.00.00 compiled 12/13/01

PickList
Process

S5tores
Credits

Approve
Issues

Return
To Henu

Reports

Figure 8-1: Stores Issues Menu

This menu is function-key driven.

05/2011
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District:

65

Harehouse: 00

Stores Back Issue Resolution

A55/0A515
Fiscal Year: ¥1i

1.

2.

Option: i
Auto Post Back Issues

On-line Select Back Issues

@ncel Outstanding Back I@

BIUPDT H.00.03 comp 02/09/99 Opt: YN121212232
Select Select Help Return
Program | Option To Henu

Figure 6-9: Option Screen for Stores Back Issue Resolution

Canceling Outstanding Back Issues

Use this option to cancel all or part of a back issue lineitem. Figure 6-10 illustrates
the screen for selecting back issues.

District: G5
Harehouse: 00 Fiscal Year: ¥i

From issue date: To issue date: FY: 3
From issue: To issue:
Issue line #:

(blank for all)

S5ite Selection|

Back Issue Hesolution AS5/0A51S

HH: [

I= Include [J]=>
E = Exclude
A = All

Sort Selection
1 = Date order 3

= Site, date order
2 = Issue number order 4

Site. issue number order

Select
Option

Return
To Henu

Select Continue

Program

Figure 6-10: Cancel Back Issue Selection Screen

Figure 6-11 shows the screen used to cancel a back issue line item. The back issues
selected on the previous screen are displayed one line item at atime.

6-14
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Running Back Issue Resolution (BIUPDT)

Canceling Outstanding Back Issues

» Usethe <Page Backward> and <Page Forward> keys to scroll through the line items.

» Enter the Cancel Quantity for the amount you want to cancel for each line item and

press <ENTER>.

» Then press <Update> to save the cancellation before scrolling to the next line item.

WARNING: You must press <Update> before scrolling to the next line item, or your entries

will not be posted.

District: 65

Cancel Outstanding Back Issues

03S/0ASIS

Harehouse: 00 Fiscal Year: ¥
HWH: 00 Issue Description Approval Status
FY: 01 Issue number: 010027 SUPPLIES FOR FALL 2000 1. H

Date: 070100 Site Description 2. H

Site: 0042 PLEASANT WALLEY 3. N
Line Btocks IssOty IssuePrice Cost Unit/Iss Status
4. 400210 1 4.5821 4.58 EA EXP

Back Issue: 15 BI Rcv:

Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
01-0000-0-4300-00-1110-1000-061-042-000

Stock Description
BOOK CLASS RECORD 6-7 MWK

3 Canc: 0 Cred: 0 Het Issue: q

Price

BI Status: [FET« <4 ETTI-RN Y iblyTi]

Oty
cancel: [N CREEEST] B Rcenaining Back Issues: 12

S5tock on hand: 17

Cost

Page:
Total Pages:

Select Select Inspect | On-line Page Page Update Return
Program | Option Stock Tracking Backuard{ Foruard To Menu

Figure 6-11: Cancel Outstanding Back Issues Screen
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Sample Back Issue Resolution Status Report (BI1200)

Below isasample Back Issue Resolution Status Report using Report mode only with
Print all outstanding back issues set to N (No).

65 QSS UNIFIED SCHOOL DISTRICT BACK ISSUE RESOLUTION STATUS REPORT J253 BI1200 H.00.01 11/13/01 PAGE 0
WAREHOUSE NUMBER: 00 SAMPLE REPORT FISCAL YEAR: 01
Issues From date: 00/00/0000 To date: 00/00/0000
Issues From no: To no: Line no:
Stock items (blank for all):
Sites: All sites
Sort by: Issue number order
Report option: Report only
Report type: Process only back issues that have stock on hand
65 QSS UNIFIED SCHOOL DISTRICT BACK ISSUE RESOLUTION STATUS REPORT J253 BI1200 H.00.01 11/13/01 PAGE 1
WAREHOUSE NUMBER: 00 SAMPLE REPORT FISCAL YEAR: 01
*% PRELIST *%
ISSUE# LN# BI DATE SITE STOCK#/DESC REM QTY FILL QTY UNIT PRICE COST DESCRIPTION STATUY
Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
010005 7 06/30/2001 0036 402310 28 20 3.1672 63.34 PEN EX-FINE HARD PT BLK FP
01-0000-0-4300-00-1110-1000-060-036-000
010027 4 06/30/2001 0042 400210 15 15 4.5821 68.73 BOOK CLASS RECORD 6-7 WK F
01-0000-0-4300-00-1110-1000-061-042-000
010035 12 06/30/2001 0023 402193 6 6 0.3993 2.40 PEN HIGHLIGHTER FL ORANG F
01-0000-0-4300-00-1110-1000-062-023-000
010036 2 06/30/2001 0066 400210 10 10 4.5821 45.82 BOOK CLASS RECORD 6-7 WK F
01-0000-0-4300-00-1110-1000-323-066-000
010056 11 06/30/2001 0028 402193 2 2 0.3993 0.80 PEN HIGHLIGHTER FL ORANG F
01-7260-0-4300-00-1110-1000-058-028-000
010058 6 06/30/2001 0026 400210 3 3 4.5821 13.75 BOOK CLASS RECORD 6-7 WK F
01-0000-0-4300-00-1110-1000-057-026-000
010062 11 06/30/2001 0022 800380 4 4 0.9990 4.00 PAPER CONST 9X12 ASSORT F
01-0000-0-4300-00-1110-1000-055-022-000
65 QSS UNIFIED SCHOOL DISTRICT BACK ISSUE RESOLUTION STATUS REPORT J253 BI1200 H.00.01 11/13/01 PAGE p:
WAREHOUSE NUMBER: 00 SAMPLE FISCAL YEAR: 01
*%* PRELIST *¥
ISSUE# LN# BI DATE SITE STOCK#/DESC REM QTY FILL QTY UNIT PRICE COST DESCRIPTION STATUS
STATUS = 'F' - Back Issue has been posted successfully.
STATUS = 'FP' - Back Issue partially filled - not enough stock.
STATUS = 'SH' - ERROR: Not enough stock on hand - no update.
STATUS = 'SS' - WARNING: Negative stock on hand.
STATUS = 'MH' - ERROR: Not enough funds available - no update.
STATUS = 'MS' - WARNING: Not enough funds available.
STATUS = 'DB' - ERROR: Not enough room in database - no update.
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Resynchronizing Stores Counters (RC1100)

Resynchronize Stores Counter Screen

Resynchronizing Stores Counters (RC1100)

Use this program to resynchronize stock counters after you have rolled stock balances
fromY1to Y2 for year-end processing. The From Date field should contain the date
you ran Fiscal Year Maintenance (STRY RE) the first time to create new master file

records so that all transactions for Y 2 will be included.

Resynchronize Stores Counter Screen

Figure 6-12 illustrates the Resynchronize Stores Counter Screen.

District: 65 Resynchronize Stores Counters D55/0AS15
Harehouse: 00 Fiscal Year: Y1
Harehouse: [
Fiscal Year:
Report Title:

Stock number:
From Date:
To Date:

Resynchronize counters for:

1. Adjustments
2. Cancelled Issues
3. Credits
4. Issues
5. Back Issues
6. Orders
7. Back Orders
8. Receipts
Report Option: [] 1 = Report Only
2 = Update and Report
Report type: ] 1 = Detail and Totals
¢ = Totals nnli
Select Select Help Heturn Start Save Launch Return
Report Preset To Prog Over Preset Job To Henu

Figure 6-12: Resynchronize Stores Counters Launch Screen

05/2011
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Sample Resynchronize Stores Counters Report (RC1100)

Thisisthe cover page of the Resynchronize Counters Report.

65 QSS UNIFIED SCHOOL DISTRICT Jleéel RC1100 H.00.00 01/14/02 PAGE O

RESYNCHRONIZE COUNTERS REPORT

WAREHOUSE NUMBER: 00 07/01/2001 TO 07/14/2001 FISCAL YEAR: 02
Stock Number: All

From date: 07/01/2000

To date: 07/14/2000
Process Adjustments? Y

Process Cancelled Issues? Y

Process Credits? Y

Process Issues? Y

Process Back Issues? Y

Process Orders? Y

Process Back Orders? Y

Process Receipts? Y

Report option: Report only
Report type: Details and totals

6-18
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Resynchronizing Stores Counters (RC1100) Sample Resynchronize Stores Counters Report (RC1100)

This page shows the details for a stock item.

65 QSS UNIFIED SCHOOL DISTRICT Jleéel RC1100 H.00.00 01/14/02 PAGE 1
RESYNCHRONIZE COUNTERS REPORT
WAREHOUSE NUMBER: 00 07/01/2001 TO 07/14/2001 FISCAL YEAR: 02
STOCK: 000002 GRAPHITE PENCILS WITH ERASER
DATE REF-NO QTY CANCEL CREDIT

07/01/2000 IS-000001-0001 6

07/01/2000 IS-000002-0001 6

07/01/2000 IS-000005-0001 6

TOTAL 18

07/01/2000 RI-000005-0001 20

TOTAL 20

07/01/2000 RO-000005-0001 2

TOTAL 2

07/01/2000 SO-000005-0001 5

TOTAL 5

This page shows the totals for the stock item above.

65 QSS UNIFIED SCHOOL DISTRICT Jl61 RC1100 H.00.00 01/14/02 PAGE 2
RESYNCHRONIZE COUNTERS REPORT

WAREHOUSE NUMBER: 00 07/01/2001 TO 07/14/2001 FISCAL YEAR: 02
Current Adjustments 0
New Adjustments 0
Current Cancelled Issues 0
New Cancelled Issues 0
Current Credits 0
New Credits 0
Current Issues 18
New Issues 18
Current Enc Issues 0
New Enc Issues 0
Current Back Issues 0
New Back Issues 0
Current Enc Back Issues 0
New Enc Back Issues 0
Current Orders 5
New Orders 5
Current Back Orders 0
New Back Orders 0
Current Receipts (UOO) 2
New Receipts (UOO) 2
Current Receipts (UOI) 20
New Receipts (UOI) 20
Current Damaged Receipts 0
New Damaged Receipts 0
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Setting Stores Odometers

Stores odometers need to be reset for the new fiscal year only if you have autonum-
bering turned on for these processes.
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Changing Sales Tax Rate Differentials Sample Resynchronize Stores Counters Report (RC1100)

Changing Sales Tax Rate Differentials

If the sales tax rate for your tax jurisdiction changes, there are four areas in the QSS
software that will reflect that change:

¢ Usetax rate differentials in the Vendor Master File (VEUPDT) in the Accounts
Payable System.

¢ Tax Jurisdiction Master File in the Invoicing/Billing Management (IBM) System.

¢ Purchase Order (PXENCM) program option record.

¢ Warehouse Parameter Master File (SSUPDT) in the Stores System, as described in
the following subheading. This master file defines the parameters used for con-

ducting Stores business for each warehouse/fiscal year in the system.

Note that the timing of any sales tax changes likely will not be at the change of the fiscal
year, but usually at the change of the calendar year.
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Warehouse Parameter Master File Screen
Figure 6-13 illustrates the second screen for adding, changing or inspecting a

parameter record.

65
111}

District:
Harehouse:

Harehouse

Parameter Specifications AS5/0ASIS

Fiscal Year: ¥2

Default purchase tax¥:

Fiscal Year:

Add warehouse surcharge to AUP?
Harehouse surcharge %

Harehouse restocking fee

Issue approval flags

: 7.0000

NI @ (D for Dollar/P for Percentage)

Level 1 approval required
Level 2 approval required
Level 3 approval required

Restricted level: [

Edit stock classifications
Edit uarehouse locations

i
:

Is Stores integrated with the G/L?:
Days allowed to extend issues:

Date control for issue
2 1 Use current date
2 Use date control

J A S 0O NDJFHAHL
HE R Y EE B RN AR A AR R EE AR

Select
Program

Account
Screen

Select
Option

Update
Data

Return
To Henu

Figure 6-13: Warehouse Parameter Master File (SSUPDT)—Specifications Screen

= When adding new parameters, do not press <Update Data> on this screen. You should:

1. Completethis screen, press <

2.

Default purchase
tax% (R)

ENTER>, then press <Account Screen>.

Complete the Account Screen, press <ENTER>, then press <Update Data>.

Adjust when necessary the district’s salestax rate, using up to
4 decimal places.

For more details on this program, see Chapter 5 of the QSSYOAS S Sores Manual.
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Chapter 7:
Tasks Related to
Payroll System

Overview
This chapter covers the following procedures:

TASK PAGE
Creating New Pay Schedules (PP0010) 7-2

Creating New Deduction Schedules (PP0010) 7-11
Creating New Payroll Bonus (BC) Codes (PP0010) 7-19
Creating New Position Control Bonus (PB) Codes (PP0010) 7-29
Linking Pay Schedules and Deduction Schedules to Districts (PXLINK) 7-39
Reviewing and Updating California Retirement Setup (TXR010) 7-45
Reviewing and Updating PERS (TXR010) 7-50
Reviewing and Updating STRS (TXRO010) 7-55
Creating New Payroll Names (PAYNAM) 7-60
Rolling Selected Pay Lines to New Year (PL0900) 7-69
Mass Recalculate Pay Position (PAY910) 7-82
About Summer Pay 7-86
Summer Pay Payroll 7-87
Summer Pay for Enhanced Payroll 7-157
Dealing with Cross-Year Warrant Cancellation 7-120
Updating Voluntary Deductions (DEDCSB) 7-122
Re-compute Deduction Amounts from the New Rate Table (PDR100) 7-130
Resetting Transaction Type ‘C’ Vol-deds on the PR Screen 7-140
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Creating New Pay Schedules (PP0010)

When to Use Pay Schedules

The Pay Schedule Master File controls when employees are paid throughout a fiscal
year. A pay schedule defines the number of pay periods in ayear, the beginning and
ending dates for each period, and the pay date for each period. Every fiscal year has
itsown set of pay schedules. Every district must have at least one pay schedule linked
to it before any of its employees can be paid.

Before adistrict can use a pay schedule, the schedule must be linked to the district.
Each district hasits own set of links. Thus, a county or service bureau can control
which pay schedules each district can use. Link Personnel/Payroll Master Files
(PXLINK) maintains these links.

This master file is county-controlled; in other words, every district uses the same
codes. Therefore, only one set of codes need be defined, regardliess of how many
districts exist.

NOTE: Only those with county access to master files can add, change, or delete codes.
However, those with district access can inspect codes or request a report.

Pay schedules are used throughout the Payroll System. Define the Pay Schedule
Master File before defining the following records for payroll processing:

¢ PAY NAME Pay names must be defined before printing a payroll pre-list or
running apayroll. A pay name lists the pay codes and pay schedulesto be
processed on a payroll.

¢ DEDUCTION SCHEDULES (if the district is using these)

i Checking Database Capacities

Before adding pay schedules (PP0O010), make sure that the M-PAY-SCHEDULE
dataset in the PERPAY database has adequate room. In most cases, doing so requires
that you get help from data processing or your system administrator.

Getting to the Pay Schedules Master File

This master file is accessed within Update Per/Pay Master Files (PP0010), from a
menu item reading something like "Update Personnel/Payroll Master Files."
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Creating New Pay Schedules (PP0010) Getting to the Pay Schedules Master File

District: B5 Update Per/Pay Chart of Codes 055/0A515

File to update (H for help]:

PPO010 H.00.04 conpiled 10/18/01

Start Help Start | | Return

Over Over to Henu

Figure 7-1: Update Per/Pay Chart of Codes Screen
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Option Screen for Master File PS: Pay Schedules

Figure 7-2 illustrates the screen for choosing an option for the Pay Schedules Master
File.

District: 07 Update Per/Pay Haster Files 055/0ASIS5
Haster file: PS5 Pay schedule
Option (H for help): [

Yalid options are:

add a record

= T Tecord
delete a record
inspect a record
request master file report
select another file to update
exit progran

memEmHD 5

Return

Select Select
to Henu

File File

Figure 7-2: Option Screen for Master File PC: Pay Codes

Adding, Changing, or Inspecting Pay Schedules

Add, Change, or Inspect Option (Screen One)

Figure 7-3 illustrates the first screen for adding, changing, or inspecting a pay code.
Select the pay code to maintain as described below.

Copyright © QSS, 2011
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Creating New Pay Schedules (PP0010) Adding, Changing, or Inspecting Pay Schedules

055/0ASIS

District: BS Update Per/Pay Haster Files

Master file: PS5 Pay schedule
Option (H for help): [

Fiscal year:
Pay schedule:

EI- END OF MONTH

E! -» Fill in if you uwant to use
-» an existing pay schedule
-» as a starting point for
-» your neu pay schedule.

From fiscal year:
Pay schedule:

Select | | | | Previous | Return

File Screen to Henu
Figure 7-3: Add Change, or Inspect Option for Pay Schedules (1 of 2)

Add, Change, or Inspect Option (Screen Two)

Figure 7-4 illustrates the second screen for adding, changing, or inspecting a pay
schedule. This screen allows you to define the pay periods for afiscal year.

Haintain Pay Schedule ASS5/0A5I5

END OF HONTH

"S'upp.

District: B5
F¥: ¥2 Pay Schedule: EOH

Use cycle for tax: Class: [ 'R'egular,

Hours Heeks Local Use

11/01/207Y2

12/01/20Y2
01/01/20%¥2
n2/01/20v¥2
03/01/20Y2
04/01/20¥2

12/31/20Y2

01/31/20¥2
n2/28/20Y2
03/31/20Y2
04/30/20Y2

12/31/20Y2
01/31/20Y2
02/28/20Y2
03/29/20Y2
04/30/20Y2

Page 1 of 1 Humber of Payrolls: 12

Return
to Henu

Hext
Hindowu

Select
Option

Print
Screen

Page
Backuard

Page
Foruward

Update
Data

Figure 7-4: Add, Change, or Inspect Option for Pay Schedules (2 of 2)
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Report Request Screen for Pay Schedules
Fill in the fields as explained bel ow.

MHaster file: PS5 Pay schedule
Option (H for help): [

GGG SRS R A-HESAMPLE FOR DOCUHENTAT IO

File Screen

S5elect | | | | Previous

District: 07 Update Per/Pay Haster Files 055/0ASI5

Fiscal year: [i Leave blank for all years

Return
to Henu

Figure 7-5: Report Request Screen for Pay Schedules

7-6
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Creating New Pay Schedules (PP0010) Sample Pay Schedules Report

Sample Pay Schedules Report

The example below illustrates the report format. At the top are regular pay schedules;
the middle section shows summer benefits schedules; and the bottom shows summer
pay schedules.

65 QSS UNIFIED SCHOOL DISTRICT Pay schedule J176 PP0135 H.00.00 07/21/-- PAGE 1
SAMPLE FOR DOCUMENTATION

YEAR PAY SCHEDULE / NAME PAY CYCLE USE CYCLE FOR TAX CLASSIFICATION DATE CHGD OPER ID
Y2 <: EOM10 10 MONTH REGULAR :> MO NO 'R'EGULAR 04/30/----
PAYROLL DEFER DATE START DATE END DATE PAID PAYROLL DEFER DATE START DATE END DATE PAID
03 N 09/01/1999 09/30/1999 09/30/1999 04 N 10/01/1999 10/31/1999 10/29/1999
05 N 11/01/1999 11/30/1999 11/30/1999 06 N 12/01/1999 12/31/1999 12/30/1999
07 N 01/01/2000 01/31/2000 01/31/2000 08 N 02/01/2000 02/29/2000 02/29/2000
09 N 03/01/2000 03/31/2000 03/31/2000 10 N 04/01/2000 04/30/2000 04/28/2000
11 N 05/01/2000 05/31/2000 05/31/2000 12 N 06/01/2000 06/30/2000 06/30/2000

YEAR PAY SCHEDULE / NAME PAY CYCLE USE CYCLE FOR TAX CLASSIFICATION DATE CHGD OPER ID
Y2 (: EOM10B 10 MONTH SUMMER BENEFITED MO NO 'R'EGULAR 10/01/---- PAYS
PAYROLL DEFER DATE START DATE END DATE PAID PAYROLL DEFER DATE START DATE END DATE PAID
01 B 07/01/1999 07/31/1999 07/30/1999 02 B 08/01/1999 08/31/1999 08/31/1999
03 N 09/01/1999 09/30/1999 10/04/1999 04 N 10/01/1999 10/31/1999 10/29/1999
05 N 11/01/1999 11/30/1999 11/30/1999 06 N 12/01/1999 12/31/1999 12/30/1999
07 N 01/01/2000 01/31/2000 01/31/2000 08 N 02/01/2000 02/29/2000 02/29/2000
09 N 03/01/2000 03/31/2000 03/31/2000 10 N 04/01/2000 04/30/2000 04/28/2000
11 N 05/01/2000 05/31/2000 05/31/2000 12 N 06/01/2000 06/30/2000 06/30/2000
YEAR PAY SCHEDULE / NAME PAY CYCLE USE CYCLE FOR TAX CLASSIFICATION DATE CHGD OPER ID
Y2 (:’ EOM10S 3 CHECKS IN JUNE j) MO NO 'R'EGULAR 05/05/1999 PRPA
PAYROLL DEFER DATE START DATE END DATE PAID PAYROLL DEFER DATE START DATE END DATE PAID
03 N 09/01/1999 09/30/1999 09/30/1999 04 N 10/01/1999 10/31/1999 10/29/1999
05 N 11/01/1999 11/30/1999 11/30/1999 06 N 12/01/1999 12/31/1999 12/30/1999
07 N 01/01/2000 01/31/2000 01/31/2000 08 N 02/01/2000 02/29/2000 02/29/2000
09 N 03/01/2000 03/31/2000 03/31/2000 10 N 04/01/2000 04/30/2000 04/28/2000
11 N 05/01/2000 05/31/2000 05/31/2000 12 N 06/01/2000 06/30/2000 06/30/2000
13 Y 06/01/2000 06/30/2000 06/26/2000 14 Y 06/01/2000 06/30/2000 06/28/2000
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QCC Version of Pay Schedules

Thereisaso a QCC version of Pay Schedules. See the QSS Control Center Guide for details

about using QCC.

To open the QCC version in QSS Control Center, select HR Code Maintenance from the

Menu Bar or Human Resources Tree as shown below.

%' QssControlCenter 12 - NSS*DEMONSTRATIO =101 %]

File ‘igw | o Help  Wwindow
Print Manager | Job Meru | Utilities  »

Student »

Fixed Assets b

Hurnan Resources b HR. Repart)Job Seleckor
Sysbem Admin k Personnel Downloader
Finance: k HR. Query

HR. Code Maintenance

fbsence Tracking [Beta - Require
Employes Maintenance [Preview
Position Conkral Job Menu

Last Run: 04,/20,/2007 13:19 | Yr:2003 Dist:12 Site:1 [4/25/2007 [7:45aM /|

Fi'gssControlCenter 12 - QSS*DEMONSTRATION*DI =10l =]
File Wiew @o Help window
= Go =
Prink Manager [/ Job Menu |/ tilities
Student
Fixed Assets
|_:_| Human Resources o

------- % HF. ReportfJob Selector
=
ﬂ@ Personnel Downloader

e 3T HR CEry
------- S HP. Code Mainkenance

------- S?I' % Absence Tracking [BY_J - Requires PPS]

------- % * Emplovee Maintenance [Preview - Requires (\MNET 2.0] j

Last Run: 04,/20,/2007 13:19:01 | Yr:2003 Dist:12 Site:1 |4,/25/2007 8:10 AM

Figure 7-6: Select HR Code Maintenance

7'8 Copyright © QSS, 2011
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Creating New Pay Schedules (PP0010)

QCC Version of Pay Schedules

Then select Pay Schedules under the Payroll folder as shown in the
HR Code Maintenance window below.

IDHR Code Maintenance 12 - NSS*DEMONSTRATION*DISTRICT = IElIlI
File ‘iew Options Help
W FRS ¥ =
BN A iE=]
| Inspeck

T[]

1= Absence Tracking
1=y Personnel

E{“,_—"J Payrall

-f" Pay Codes [PCAC)
Payrall M ame [FYM/C)

E: dul

Pay Types [PT/C)

Retirernent Systams (RS /C)

Fetirement Edits [REAC)

Payroll Profiles [FP)

Statutory Deduction

Deduction Schedule [D5/C)

Deduction Rate Table [DR]

Bonus Codes (BC)

Payproll Edit Rules [FE)]

Deduction Rule Codes [FR]

SMF Status Codes [SM)]

Pending Retirement Status Codes [PH)

‘Yol-ded Frequency Codes [WF/C)

Yoluntar Deductions [WD/C)

Brenefit Contral [ECT/AC)

Benefit Object Maps (OkAF]

3 Benefit HMw Maps [WMAF]

£ Benefit Group Maps [GMAP]

By Tax Tables

7=y Position Control
H-=) Master File Links
iy Benefits Management
H-=y Retiement - CA

o]

Mame

Code

Fr
fr2 [oes =1 |

Code Range From

Code Range Ta

FY

Code

Name

Pay Schedules County Master File

Audit Date

Audit ID

|\"r:2l]l]3 Dist:12 Site:l

472542007 |8:29 AM -

Figure 7-7: Pay Schedules Master File
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Then select ADD, CHANGE, or INSPECT to open the Pay Schedule window shown
below. Since the traditional version and QCC version both use the same database, the
field definitions are the same.

aEhange Pay schedule 07 - S5 DEMONSTRATION DISTRICT ] 4

HX+Xv X Aa@@ g
|

|Ehange
Pay Schedules Codes IS?: Rl Rt j
Cycle : IMDnthI}l j
Figcal vear E
[~ Use Cycle for Tax
Pay Schedules Code : |H1 1EV Class: (@ Regular () Supplemental
Pay Schedules Name:: [HTD 11 PAY/NO SUMMER W/ V-D

Edit Entry

Payrall |04 Deferred IND j Start I'IU;"U'I.:"ISEIB LI Exd I'IU.:"S'I;"ISEIB LI Paid I'I'I.u"1 5/1995 LI
Days |23.DD Hours |184.DD Weeks I Local Lze I

Payroll Deferred Start End Paid Days Hours Weeks :l
0z Ma|&1/1996 831/1996 9/13/1996 22,00 176.00
03 Mo | 9171996 94301996 10/15/1995 21,00 168.00
»i04 N Ma|10/1/1996 10/31/1996 11/15/1995 23,00 184.00
05 s Ma|11/1/1996 113001995 12/13/1995 21.00 168.00
e Mo |12/1/1996 12/31/1995 1/15/1997 Z2.00 176,00
07 Ma|1/1/1997 1311997 2i14/1997 23.00 184,00
08 Ma| 2171997 2}26{1997 3141997 20,00 160,00
09 Ma| 311997 31311997 4151997 21,00 168.00
ilfl Mo|4i1§1997 4130/1997 5/15/1997 Z2.00 176.00 _pILI
Payrallz : 11

Audit Imkarmation
’V ID: DADB Date: D4/07/2008 Tirne: 10:35:49 A

|‘|’r:1‘3'3'.|r Dist:07 Site:l | 4/2/2009 |8:40 AM

Figure 7-8: Pay Schedules Window

The CHANGE selection is shown in this example. To change arecord, select it in the
Payroll column and enter changesin the Edit Entry fields.
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Creating New Deduction Schedules (PP0010)

Creating New Deduction Schedules (PP0010)

Voluntary Deduction Frequencies and Deduction Schedules

Overview

There are two waysto control the payroll numbers on which voluntary deductions are
taken: Vol-Ded Frequencies and Deduction Schedules. Each district uses one or the
other, but not both. Theinstructions for this master file describes both methods so you
can decide which oneis best for you. Once a method is chosen, your system
administrator sets up the district options for payroll computation to specify which one
your district isusing.

Both Vol-Ded Frequencies and Deduction Schedules are county-controlled; in other
words, every district uses the same codes. Therefore, only one set of codes need be
defined, regardliess of how many districts there are. However, each district can use
only the codes that are linked to it.

Only those with county access can add, change, or delete codes. However, those with
district access can inspect codes or request a report.

Voluntary Deduction Frequencies

Voluntary deduction frequencies are used by the Payroll System to determine when
vol-deds (voluntary deductions) are taken. Thisisthe simpler of the two methods. It
allows you to specify that a deduction be taken on every payroll (both regular and
supplemental) or on specified regular payrolls. Since voluntary deduction frequencies
are not tied to a specific fiscal year, you can define them once and use the same codes
for many years.

Deduction Schedules

Deduction schedules allow you more control than voluntary deduction frequencies,
but they are more difficult to set up. Aswith voluntary deduction frequencies,
deduction schedules allow you to specify the payroll periods on which to take
deductions. However, you can define deduction schedules that apply to regular
payrolls only, supplemental payrolls only, or both kinds of payrolls.

The major difference between the two methods is that deduction schedules require
annual maintenance.

Deductions schedules are tied to a particular fiscal year. Therefore, you must create a
separate set of deduction schedules for each fiscal year. In contrast, voluntary
deduction frequencies are not linked to ayear, so you can define them once, then use
the same frequencies year after year.

05/2011
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 7: Tasks Related to Payroll System

Getting to the Deduction Schedules Master File

This master fileis accessed within Update Per/Pay Master Files (PPO010), from a

menu item reading something like "Update Personnel/Payroll Master Files."

File to update (H for help]:

PPO010 H.00.04 conpiled 10/18/01

Start Help Start
Over Over

District: B5 Update Per/Pay Chart of Codes ASS/0ASIS

Return
to Henu

Figure 7-9: Update Per/Pay Chart of Codes Screen

Option Screen for Master File DS: Deduction Schedules

Figure 7-10 illustrates the screen for choosing an option for the Deduction Schedule

Master File. This master file is accessed within Update Per/Pay Master Files

(PP0010), from a menu item reading something like "Update Personnel/Payroll

Master Files."

7-12
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Creating New Deduction Schedules (PP0010) Adding, Changing, or Inspecting Deduction Schedules

District: 07 Update Per/Pay Master Files 0SS/0AS1S
Master file: DS Deduction Schedule
Option (H for help): B
Valid options are:

add a record

change a record

delete a record

inspect a record

request master file report
select another file to update
exit program

mmo-=D0I
| I I Y N N N |

Return

Select Select
to Menu

File File

Figure 7-10: Option Screen for Master File DS: Deduction Schedules

Adding, Changing, or Inspecting Deduction Schedules

Selecting a Schedule

Figure 7-11 illustrates the screen that is displayed after you select the add, change, or
inspect option.

District: 07 Update Per/Pay Master Files 0S85/0AS1S
Master file: DS Deduction Schedule
Option (H for help): [

Fiscal Year: [

Deduction Schedule: k& [ aliIRE RS, iRy =

Return

Select Previous
to Menu

File Screen

Figure 7-11: Selecting a Deduction Schedule
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Maintaining a Schedule

Figure 7-12 illustrates the screen for maintaining a deduction schedule. This screen
allows you to select the pay periods on which to take deductions throughout a fiscal

year.

District: 07 Maintain Deduction Schedule 0S5/0AS1IS

Fiscal Year: Y2 Deduction Schedule: 12 12-MOMNTH EMPLOYEES
Classification: @ 'R'egular, 'S'upplemental, 'B'oth

Emp loyee Factor Emp loyer Factor Local Use
Page 1 of 1 Humber of Payrolls:
|
Select Print Select Validate Page Page Update Return
File Screen Option Payrolls Backuard| Foruard | Data to Menu

Figure 7-12: Maintaining a Deduction Schedule

Report Request Screen for Deduction Schedules

Fill in the fields as explained below.

7-14
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Creating New Deduction Schedules (PP0010) Sample Deduction Schedules Report

District: 07 Update Per/Pay Master Files 055/0A5I5
Haster file: D5 Deduction Schedule
Option (H for help): [

GELLIS SR SR A-HSAMPLE FOR DOCUHMENTATION

Sort option: [] 1 = by code
2 = by nane

Select Previous Return
File Screen to Menu
Figure 7-13: Report Request Screen for Deduction Schedules
07 QSS DEMONSTRATION DISTRICT Deduction Schedule J4600 PP0135 H.00.00 03/20/-- PAGE 1
SAMPLE FOR DOCUMENTATION
FISCAL YEAR DEDUCTION SCHEDULE CLASSIFICATION DATE CHGD OPER ID
Y2 10 10 MONTH SUMMER DEFERRED R REGULAR 03/20/ Y099
PAYROLL FL EMPE FACTOR EMPR FACTOR USER PAYROLL FL EMPE FACTOR EMPR FACTOR USER

01 02

03 04

05 06

07 08

09 10

11 I 12 I

FISCAL YEAR DEDUCTION SCHEDULE CLASSIFICATION DATE CHGD OPER ID
Y2 12 12-MONTH EMPLOYEES R REGULAR 03/20/ Y099
PAYROLL FL EMPE FACTOR EMPR FACTOR USER PAYROLL FL EMPE FACTOR EMPR FACTOR USER

01 02

03 04

05 06

07 08

09 10

11 12

05/2011 Copyright © QSS, 2011
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QCC Version of Deduction Schedules

Thereisalso a QCC version of Deduction Schedules. See the QSS Control Center Guide for

details about using QCC.

To open the QCC version in QSS Control Center, select HR Code Maintenance from the

Menu Bar or Human Resources Tree as shown below.

%' QssControlCenter 12 - NSS*DEMONSTRATIO =101 %]

File ‘igw | o Help  Wwindow
Print Manager | Job Meru | Utilities  »

Student »

Fixed Assets b

Hurnan Resources b HR. Repart)Job Seleckor
Sysbem Admin k Personnel Downloader
Finance: k HR. Query

HR. Code Maintenance

fbsence Tracking [Beta - Require
Employes Maintenance [Preview
Position Conkral Job Menu

Last Run: 04,/20,/2007 13:19 | Yr:2003 Dist:12 Site:1 [4/25/2007 [7:45aM /|

Fi'gssControlCenter 12 - QSS*DEMONSTRATION*DI =10l =]
File Wiew @o Help window
= Go =
Prink Manager [/ Job Menu |/ tilities
Student
Fixed Assets
|_:_| Human Resources o

------- % HF. ReportfJob Selector
=
ﬂ@ Personnel Downloader

e 3T HR CEry
------- S HP. Code Mainkenance

------- S?I' % Absence Tracking [BY_J - Requires PPS]

------- % * Emplovee Maintenance [Preview - Requires (\MNET 2.0] j

Last Run: 04,/20,/2007 13:19:01 | Yr:2003 Dist:12 Site:1 |4,/25/2007 8:10 AM

Figure 7-14: Select HR Code Maintenance
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Creating New Deduction Schedules (PP0010) QCC Version of Deduction Schedules

Then select Deduction Schedules under the Payroll folder as shown in the
HR Code Maintenance window below.

'DHR Code Maintenance 12 - QSS*DEMONSTRATION*DISTRICT = IEIIiI
File Wiew Options Help
b oo ir 3 =
[r |] I‘}ﬂ E 5=} /O - E% @ \ﬁ @ ‘{;
| Inspect

i Absence Tracking

EI Personnel o]l Marne Code

Fr'
EIE_" Payrall IE |2003 j I I
-7 Pay Codes (FC/C) Code Range Fram Code Range To

Payroll Mame [FYMAC) - I
Pay Schedules [PS/C)
Pay Tepes [FT/C)

Retirerment Syztems [RS/C)
Retirerert Edits (RE /C) Deduction Schedule County Master File

Payrall Prafiles (PP
ayrol Profies [PP) FY Code Name Audit Date Audit ID

Statutory Deduction

Borus Codes [BC]

Paprall Edit Rules [PE]
Deduction Rule Codes [FR]
SMF Status Codes [SM)

Pending Retirement Status Codes [PN]
‘Wol-ded Frequency Codes [VF/C)
Woluntary Deductions [¥DAC)
Eenefit Contral [BCTAC)

Benefit Object Maps [OMAF]
Benefit HAw M aps [VMAP]

"] Benefit Group Maps [GMAP)
=y Tax Tables

-7 Position Control

H-{7=) Master File Links

H-5) Benefits M anagement

t-= Retilement - CA

[Ei === =1

|\"r:2l:ll]3 Dist:12 Site:1

472572007 | 953 AM

Figure 7-15: Pay Deductions Master File

05/2011 Copyright © QSS, 2011
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Then select the ADD icon C% to open the Add Pay Deduction window shown

below. Since the traditional version and QCC version both use the same database, the

field definitions are the same.

=~ Add Deduction Schedule

Options

12 - QSS*DEMONSTRATION*DISTRICT

=
L{';

~=101]

HXdX Ddddd
I

Biedicton Schedie Code: GOSN - |

Fizcal Year : |_

Deduction Scheduls Code : |_

Deduction Schedule Name : |

| add

Classific:ation

1 Regular

) Supplemental

) Bath

Page 1 T Page 2

T Page 3 T

Page 4 T

Page 5

I

ARRRNNRRRNRRN
ATEREETTT LT

OO0 00000305000

r

Eriployer Factar  Dizable Emplayes Factar

QLRI TTTT]

Disable

.

[T

OO0 03000303000

Local Use

Murnber of Payralls:

|\"r:2l]l]3 Dist:12 Site:1

4252007 |9:54 AM

Figure 7-16: Add Deduction Schedules
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Creating New Payroll Bonus (BC) Codes (PP0010) Overview

Creating New Payroll Bonus (BC) Codes
(PP0010)

=

Payroll Bonus Codes are only used for the Enhanced Payroll System. If you use the
standard Payroll System, skip this step.

Define BC codes for bonus pay, such as annual bonuses for an advanced degree or
differential pay for working the night shift. The Payroll System usesthe rulesin this
master file to compute the bonus amount to be paid during each pay period. A district
must define a new set of bonuses for each fiscal year.

If you are using the Enhanced Position Control System and you use PL0402 to |oad
paylines to the Payline (PR) Screen of PPO002, Position Control Bonus (PB) Codes
will be mapped to BC codes on the PR Screen. When you define a PB code, as
explained in the next section, you need to name the BC code(s) to which it will be
mapped. Therefore, you should define BC codes before defining PB codes.

Overview

The Bonus Codes Master File allowsyou to define avariety of bonusesfor employees
and the rules for calculating the bonus amount to be paid during each pay period
during afiscal year. Here are some examples of the kinds of bonuses you can define:

¢ Masters's degree.

+ Shift differentials (hourly, daily, or percentage bonus).
¢ Longevity.

¢ Mentor teachers.

You can make the bonus amount any of the following:

¢ Annual dollar amount.

¢ Fixed dollar amount per pay period.
¢ Hourly or daily bonus amount.

¢ Percentage of base pay.

After you assign a Bonus Code to an employee, the Payroll System automatically
calculates the amount of the bonus for each pay period throughout afiscal year. Each
Bonus Code istied to a specific fiscal year, so you must create a new set of Bonus
Codes for each year.

Thereis abatch update process for Bonus Codes. Mass Recal culate Pay Position
(PAY 910) allows you to update the dollar amounts for all Pay Lines with a specific
Bonus Code. For example, MA isthe Bonus Code for a master’s degree. The amount

05/2011
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1€y
IS5y

of the bonusincreases from $1,000 per year in FY 06 to $1,100 in FY 07. You can use
the batch update processto locate al Pay Lineswith that Bonus code, then recal culate
and update the bonus amount for each employee with that Bonus Code.

PAY 910 should only be used if you do not drive Payroll from Position Control.

If you drive Payroll from Position Control, when you run PL0402 (L oad Payroll Data
From Position Control) you create or update Pay Lines on the PR Screen from
position assignments on the EA Screen. The PB Bonus Code amounts on the EA
Screen are loaded to BC Bonus Codes on the Pay Line (PR) Screen in Payroll.

Relationship Between PB Codes and BC Codes

Thistopic could be the subject of afull-day training session, so it is not possible to
explain it thoroughly here. A brief explanation follows:

» PB Codes are used for bonuses on the EA Screen. (Enhanced Position Control)
» BC Codes are used for bonuses on the PR Screen. (Enhanced Payroll)

*  When you run PL0402 to load Position Control bonuses to Payroll, PB Code
values are mapped to BC Codes.

Also:

» PB Codes may involve complex calculations and/or have multiple values. The EA
Screen can complete these complex computations before PB Code values are
moved to the PR Screen.

» BC Codes are always simple one-to-one codes. One code has one value or one
amount entered manually. The PR Screen cannot make computations as complex
asthose made by the EA Screen. Therefore, some BC Codes cannot be changed on
the PR Screen. They must be ‘locked’ into the PB Code values calculated on the
EA Screen.

A BC Codeis‘locked’ by setting its L ocked to Position Control flag to Y (Yes).
The only way to change a‘locked’ BC Code value on the PR Screen isto run
PL 0402 again.
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Creating New Payroll Bonus (BC) Codes (PP0010) Getting to the Payroll Bonus Codes (BC) Master File

Getting to the Payroll Bonus Codes (BC) Master File

This master fileis accessed within Update Per/Pay Master Files (PP0O010), from a
menu item reading something like "Update Personnel/Payroll Master Files."

District: 07 Update Per/Pay Chart of Codes A8S/0ASIS

File to update (H for help): [ §

Start
Over

Return
to Menu

Help Start
Over

Figure 7-17: Update Per/Pay Chart of Codes Screen
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Option Screen for Master File BC: Bonus Code Value

Figure 7-18 illustrates the screen for choosing an option for the Bonus Code Value
Master File. Thisis one of many master files that you can maintain with Update
Per/Pay Master Files (PP0010).

District: 07 Update Per/Pay Master Files 055/0A51S
Master file: BC Bonus Code Values
Option (H for help): [}
Valid options are:

add a record

change a record

delete a record

inspect a record

request master file report
select another file to update
exit program

MO~ o0I
| I O R O A RN |

Return
to Menu

Select Select
File File

Figure 7-18: Option Screen for Master File BC: Bonus Codes
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Add, Change, or Inspect Bonus Code Values

District: 07 Update Per/Pay Master Files 08S8/0ASIS
Master file: BC Bonus Code Values
Option (H for help): [}

Year: Code value: LLERIS

Return

Select Previous
to Menu

File Screen

Figure 7-19: First Payroll Bonus Code Screen
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Payroll Bonus Code Value Second Screen
Figure 7-20 illustrates the second screen for Payroll Bonus Codes.

District: 07 Update Per/Pay Master Files 0S8S/0ASIS
Master file: BC Bonus Code Values
Option (H for help): J

Year: Code value:

Hame:
Abbr:
Stub Hame:
D/ P Flag: Bonus Amount:
Use FTE in Bonus Calculation?:
Retirement Load Flag: S = separate, X = separate same base
Bonus Rate Type: Annual, Lump., Hourly, Daily. Units

Manual ly Enter fmount:

Locked from Position Control:
Retirement PC:

Retirement CC:

RFU F lag-09:

RFU Flag-10:

Select Previous Update Return
File Screen to Menu
Figure 7-20: Second Payroll Bonus Code Screen
Sample Bonus Code Values Report

65 QSS UNIFIED SCHOOL DISTRICT Update Per/Pay Master Files J355 PP1BCF H.00.02 02/02/04 PAGE 0
SAMPLE FOR DOCUMENTATION
YEAR: 03
Code Name NameAbbr Stub Name D/P FTE P/R RT MAN PC RFU Flags Amt/Pct

Report title: SAMPLE FOR DOCUMENTATION

Sort option: Sorted by Code
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Creating New Payroll Bonus (BC) Codes (PP0010) Sample Bonus Code Values Report

65 QSS UNIFIED SCHOOL DISTRICT Update Per/Pay Master Files J355 PP1BCF H.00.02 02/02/04 PAGE 1
SAMPLE FOR DOCUMENTATION

YEAR: 03

Code Name NameAbbr Stub Name D/P FTE P/R RT MAN PC RFU Flags Amt/Pct
ADO BONUS OVERRIDE ADO BONUS OVERRIDE D N L Y .00
ASL AMERICAN SIGN LANGUAGE ASL ASL P Y A .0250
BI/BIL BILINGUAL/BILITERATE BI/BIL BI/BIL P Y A .0500
BIL BILINGUAL BIL BIL P Y A .0250
CCP220 CC PERMIT 9+HRS/220DYS CCP220 CCP220 D N A 1,000.00
CLT/10 CNTR LD TEACHER (ENDS 6/30/03) CLT/10 CLT/10 D N L 520.00
COUNS COUNSELOR COUNS COUNS D N A 800.00
CTA/MA CTA MASTERS DEGREE CTA/MA CTA/MA D N A 1,500.00
CTAPHD CTA MASTERS & PHD CTA/PHD CTA/PHD D N A 2,000.00
EX/MA EXECUTIVE MASTERS DEGREE EX/MA EX/MA D N A 2,000.00
EX/PHD EXECUTIVE MASTERS & PHD EX/PHD EX/PHD D N A 3,500.00
FLEXWK FLEX WORK HRS DIFF/ED SVC SPEC FLEXWK FLEXWK P Y A .0100
HAD HEALTH AIDE DIFFERENTIAL HAD HAD P Y A .1000
IEP IEP NON-ADJUSTED SCHEDULE IEP IEP D Y A 1,000.00
LDPSY LEAD PSYCHOLOGIST LD/PSY LD/PSY D Y A 3,000.00
LDPSY2 LEAD PSYCHOLOGIST-SPLIT 2-100% LDPSY/2 LDPSY/2 D Y A 1,500.00
LNURSE LEAD NURSE LNURSE LNURSE D N A 3,000.00
LONG10 LONGEVITY-10YR OTBS/AIDES/OSS LONG10 LONG10 D N L 85.00
LONG1l5 LONGEVITY-15YR OTBS/AIDES/OSS LONG15 LONG15 D N L 110.00
LONG19 LONGEVITY-19YR OTBS/AIDES/0SS LONG19 LONG19 D N L 130.00
MT/MA MT MASTERS DEGREE MT/MA MT/MA D N A 2,000.00
MT/PHD MT MASTERS & PHD MT/PHD MT/PHD D N A 3,500.00
MTSC14 MT SVC COMP AFTER 14 YEARS COE MTSC/14 MTSC/14 P Y A .0375
MTSC18 MT SVC COMP AFTER 18 YEARS COE MTSC/18 MTSC/18 P Y A .0500
MTSC8 MT SVC COMP AFTER 8 YEARS COE MTSC8 MTSC8 P Y A .0250
NASP NASP CERT-HIRED BEFORE 7/1/94 NASP NASP D N A 1,000.00
ND/10% NIGHT DIFFERENTIAL-10% ND/10% ND/10% P Y A .1000
ND/9% NIGHT DIFFERENTIAL-9% ND/9% ND/9% P Y A .0900
OPMA10 OT/PT MASTERS DEGREE-10MO OPMA/10 OPMA/10 D N L 120.00
OPMAl2 OT/PT MASTERS DEGREE-12MO OPMA/12 OPMA/12 D N L 100.00
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QCC Version of BC Codes

Thereisaso a QCC version of BC Codes. See the QSS Control Center Guide for details

about using QCC programs.

To open the QCC version in QSS Control Center, select HR Code Maintenance from the

Menu Bar or Human Resources Tree as shown below.

%' QssControlCenter 12 - NSS*DEMONSTRATIO =101 %]

File ‘igw | o Help  Wwindow
Print Manager | Job Meru | Utilities  »

Student »

Fixed Assets b

Hurnan Resources b HR. Repart)Job Seleckor
Sysbem Admin k Personnel Downloader
Finance: k HR. Query

HR. Code Maintenance

fbsence Tracking [Beta - Require
Employes Maintenance [Preview
Position Conkral Job Menu

Last Run: 04,/20,/2007 13:19 | Yr:2003 Dist:12 Site:1 [4/25/2007 [7:45aM /|

Fi'gssControlCenter 12 - QSS*DEMONSTRATION*DI =10l =]
File Wiew @o Help window
= Go =
Prink Manager [/ Job Menu |/ tilities
Student
Fixed Assets
|_:_| Human Resources o

------- % HF. ReportfJob Selector
=
ﬂ@ Personnel Downloader

e 3T HR CEry
------- S HP. Code Mainkenance

------- S?I' % Absence Tracking [BY_J - Requires PPS]

------- % * Emplovee Maintenance [Preview - Requires (\MNET 2.0] j

Last Run: 04,/20,/2007 13:19:01 | Yr:2003 Dist:12 Site:1 |4,/25/2007 8:10 AM

Figure 7-21: Select HR Code Maintenance
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Creating New Payroll Bonus (BC) Codes (PP0010) QCC Version of BC Codes

Then select Bonus Codes (BC) under the Payroll folder as shown in the
HR Code Maintenance window below.

'mHR Code Maintenance 12 - QSS*DEMONSTRATION*DISTRICT 21 x|

File Wew Options Help

BRI JER e

‘ Inspect

B Absence Tracking

o] FY Narne Code
+-= Personnel
E1= Papral lﬁ |2DUE =] I I
Pay Codes (FCAC) Code Range From Code Fangs To
Payroll Mame [FYH/C) I ~ I
Pay Schedules [PS/C)
Pay Types [PT/C)
Retirement Systems [RS/C]
FRietirement Edits [RE/T)
~E"] Payroll Profiles (PP
= S?ayl:jluryl%:;i[:lim]w |F¥__ |code |Name | Abbe | Audit Date |Auditin |
= Dreduction Schedule [D5/C) L | |
Deduction Rate Table [DR]

iy B B

-

Borus Codes District Master File

o}

5 F)
Deduction Rule Codes [PR)
SMF Status Codes (SM)
Pending Retirement Status Codes [PM)
Wol-ded Frequency Codes [VF/C)
“Waoluntary Deductions [VDV/C)
Benefit Contral [BCT/C)
Benefit Object Maps [OMAP)
-7 Benefit HA Maps [VMAP]
-7 Benefit Group Maps [GMAP]
- Tax Tables
+1-== Position Control
-~ Master File Links
7= Benefits Management
7= Retirement - CA

8 -

)

|Vr:2003 Dist:12 Site:1 | 4/25/2007 [10:11 AM -

Figure 7-22: Payroll Bonus Codes Master File
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Chapter 7: Tasks Related to Payroll System

Then select the ADD icon # to open the Add Bonus Code Values window shown
below. Since the traditional version and QCC version both use the same database, the

field definitions are the same.

|- Add Bonus Code Yalues

12 - QSS*DEMONSTRATION*DISTRIC =10lx]
Oplions
CRICIPSIFIN]F -]
| | add
IW 'l Copy From: =]

Tear IF

Code Value:

—

Marne: |

Abbr: |

Stub Mame: |

D/PFlag [Doler  ¥]

Uze FTE in Bonws Calculation?: [

Fay / Ret Flag: I Vl
Bonuz Rate Type: IAnnuaI 'l

Manually Enter Amount: [~

Loaded from Position Control: [~

Rietirament PC: I_
Retirament CC: I_

RFU Flag-03: [~

RFU Flag-10: [~

Bonus Amount: I

|‘|"r:2l]l]3 Dist:12 Site:l

4125/2007 | 10:30 AM

Figure 7-23: Add Bonus Code Values
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Creating New Position Control Bonus (PB) Codes (PP0010) Introduction

Creating New Position Control Bonus (PB)
Codes (PP0010)

Introduction

Position Control Bonus Codes are used to assign bonuses to employees on the
Employee Assignment (EA) Screen of Employee Maintenance (PP0002). You can
create customized bonus codes suited for your district and assign up to 20 of them to
each employee position assignment on the EA Screen.

Position Control Bonuses can be defined for a:

Fixed dollar amount or percentage of Base Pay specified on the PB Bonus Codes Screen.
Dollar amount or percentage that can be manually entered on the EA Screen.

Longevity bonus based on a Salary Schedule.

Longevity bonus based on a table defined on the PB Bonus Codes Screen.

Degree type bonus based on a Salary Schedule.

Degree type bonus based on atable defined on the PB Bonus Codes Screen.

Per diem days specified on the PB Bonus Codes Screen.

Per diem days manually entered on the EA Screen.

The EA Screenisamajor feature of the Enhanced Position Control System which replaces
the standard Version H Position Assignment (PO) Screen. The main advantage of the EA
Screen isthe increased capacity and flexibility for entering bonuses.

If you drive Payroll from Position Control, when you run PL0402 (Load Payroll
Data From Position Control) you create or update Pay Lines on the PR Screen
from position assignments on the EA Screen. The bonus amounts calcul ated for
the PB Bonus Codes on the EA Screen are mapped to the Pay Line (PR) Screenin
Payroll where they are shown as pay lines for Payroll Bonus Codes.

Note: PL0402isonly used if you are using both Enhanced Position Control and
Enhanced Payroll (which supports bonus codes on the PR/PX screen).

Relationship Between PB Codes and BC Codes

Thistopic could be the subject of afull-day training session, so it is not possible to
explain it thoroughly here. A brief explanation follows:

PB Codes are used for bonuses on the Employee Assignment (EA) Screen in the
Enhanced Position Control System. PB Codes may involve complex calculations
and/or have multiple values.

BC Codes are used for bonuses on the PR Screen in the Enhanced Payroll System.
BC Codes are always simple one-to-one codes. One code has one value or one
amount entered manually.

05/2011
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*  When you run PL0402 to load Position Control bonuses to Payroll, PB Code
values are mapped to BC Codes on the Payline (PR) Screen of PPO002.

» Every PB Code must have at |east one corresponding BC code to receive the
amounts mapped by PL0402. In some cases, a PB Code may have many values
(such as alongevity table or degree-type table). These multiple PB Code values
can all be mapped to one default BC Code or to many different BC Codes
specified on the PB Code Screen.

* You must define BC Codes, as described in the previous section, before you define
PB Codes.

When to Use the Position Control Bonus Codes Master File
Use PB Codes when you assign bonuses to employees’ on the EA Screen of Employee
Maintenance (PP0002).

This master fileis district-controlled. Therefore, each district maintains its own set of
codes for this master file. Codes are year-based and must be re-defined every year.
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Creating New Position Control Bonus (PB) Codes (PP0010) Getting to the Position Control Bonus Codes (PB) Master

Getting to the Position Control Bonus Codes (PB) Master File
This master fileis accessed within Update Per/Pay Master Files (PP0O010), from a

menu item reading something like "Update Personnel/Payroll Master Files."

District: 07 Update Per/Pay Chart of Codes 0SS/0ASIS

File to update (H for help): [

Start
Over

Return
to Menu

Help Start
Over

Figure 7-24: Update Per/Pay Chart of Codes Screen
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Option Screen for PB: Position Control Bonus Codes

Figure 7-25 illustrates the screen for choosing an option for the Position Control
Bonus Codes Master File. Thisisone of many master files that you can maintain with
Update Per/Pay Master Files (PP0010).

District: 07 Update Per/Pay Master Files 055/0A51S
Master file: PB Position Cntl Bonus Codes
Option (H for help): [}
Valid options are:

add a record

change a record

delete a record

inspect a record

request master file report
select another file to update
exit program

MO~ o0I
| I O R O A RN |

PP1058 H.00.02 compiled 03/09/05

Select ‘ ‘ ‘ ‘ Select ‘ ‘ Return

File File to Menu

Figure 7-25: Option Screen for Master File PB: Bonus Codes
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Add, Change, or Inspect Position Control Bonus Codes

Add, Change, or Inspect Position Control Bonus Codes

Position Control Bonus Code Value Screen One

Figure 7-26 illustrates the screen that displays after you select the Add, Change, or
Inspect option for the Position Control Bonus Codes Master File.

District: 07 Update Per/Pay Master Files 0S8S/0ASIS
Master file: PB Position Cntl Bonus Codes
Option (H for help): J

Year: Code value: EREIILLY

Return
to Menu

Select Previous
File Screen

Figure 7-26: First Position Control Bonus Code Screen

05/2011
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Position Control Bonus Code Value Second Screen
Figure 7-27 illustrates the second screen for Payroll Bonus Codes.

District: 07 Update Per/Pay Master Files 055/0A51S
Master file: PB Position Cntl Bonus Codes

Option (H for help):

fibbr:
Rule:
Payrol |l Load: Load Pay Type: [

Hame: HITIINEGTHH
Type:
Prorate:

Default Payroll Bonus Code:

PRO=N FTE=H

Leve | amt/Pct Bonus Code Leve | amt/Pct Bonus Code

1. S00.00 2.

3. 4.

9. 6.

e 8.

9. 10.

11. i2.

13. 14.

15. 16.

17. 18.

19. 20.
Select Print Previous Update Return
File Screen Screen to Menu

Figure 7-27: Second Position Control Bonus Code Screen
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Position Control Bonus Codes Master File: Sample Report
(PP1MPB)

65 QSS DEMONSTRATION DISTRICT Position Control Bonus Codes Report J7035 PP1MPB H.00.01 03/01/05 PAGE 1
Sample for Documentation
Pro Payroll Load Default
Yr Code Name Abbr Type D/P Rule rate FTE Load Pay Ty Bonus
05 PBDEG PBDEG DEGREE FROM SAL SCHED DEG SS DG B BCDEG BCDEG DEGREE FROM SS PBDEG
05 PBF PBF FIXED AMOUNT FIXED F P Y Y S BCF BCF FIXED AMOUNT
Level Percent Bonus code Level Percent Bonus code Level Percent Bonus code
1.0000 BCF FIXED
05 PBLONG PBLONG LONGEVITY SS LONG SS LG S BCLONG LONGEVITY FROM THE SAL SCH
05 PBM PBM MANUAL AMOUNT MANUAL M P Y Y B BCM BCM MANUAL AMOUNT
05 PBPD PBPD PER DIEM PERDIEM PD S BCPD BCPD PER DIEM
Level Amount Bonus code Level Amount Bonus code Level Amount Bonus code
1.00
05 PBPDM PBPDM PER DIEM MANUAL MAN PD PDM S BCPDM PER DIEM MANUAL FROM PC
05 PBTDG PBTDG TABLE DRIVEN DEGREE TBL DEG TDG D H Y Y S BCTDG TABLE DEGREE BASED
Level Amount Bonus code Level Amount Bonus code Level Amount Bonus code
1,000.00 2,000.00 3,000.00
4,000.00 5,000.00
05 PBTGY PBTGY TABLE DEGREE BASED TBL DEG TDG D A N N S BCTDG TABLE DEGREE BASED
Level Amount Bonus code Level Amount Bonus code Level Amount Bonus code
100.00 200.00 300.00
400.00 500.00
05 PBTM PBTM MONTH BASED TABLE PBTM T™ P N N S BCTM BCTM MONTH BASED TABLE
Month Percent Bonus code Month Percent Bonus code Month Percent Bonus code
12 1.0000 24 2.0000 36 3.0000
48 4.0000 60 5.0000
05 PBTY PBTY TABLE YEARS TBL YRS TY P Y Y S BCTY BCTY TABLE YEARS FROM PC
Year Percent Bonus code Year Percent Bonus code Year Percent Bonus code
1 1.0000 1 2.0000 1 3.0000 BCTM MO TBL
1 4.0000 1 5.0000 1 6.0000
1 7.0000 1 8.0000 1 9.0000
1 10.0000 1 11.0000 1 12.0000
1 13.0000 1 14.0000 1 15.0000
1 16.0000 1 17.0000 1 18.0000
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QCC Version of PB Codes

Thereisaso aQCC version of PB Codes. See the QSS Control Center Guide for detail s about
using QCC.

To open the QCC version in QSS Control Center, select HR Code Maintenance from the
Menu Bar or Human Resources Tree as shown below.

%' gesControlCenter 12 - QSS*DEMONSTRATIO =10 x|
Filz  ‘Wigw | igo  Help  Window
Print Manager | Job Menu [ Ukilities  »

Student b

Fixed Assets »

Human Resources k HF. Report)Job Selector
System Admin b Personnel Downloader
Finance k HE Query

HR. Code Mainkenance

#bsence Tracking [Beta - Fequir
Employves Maintenance [Preview
Position Control Job Menu

Last Run: 04,/20,/2007 13:19 | ¥r:2003 Dist:12 Site:1 |4/25/2007 [7:45aM /|

Zi'gsSControlCenter 12 - QSS*DEMONSTRATION*DI =10l x|
File Miew Go Help Window
E o =
Print Manager | Job Menu | Utilities
Skudent
Fixed Assets
|_——_| Human Resources L

------- %’ HR. Report) Job Selectar
o
iﬁ@ Personnel Downloader

------- S HF Code Maintenance

....... E' ¥z dbsence Tracking [By_Jf - Requires PPS]

------- % # Employes Maintenance [Preview - Requires (MET 2.0] ll

Last Run: 04,/20,/2007 13:19:01 | ¥r:2003 Disk:12 Site:1 |4/25/2007 [8:10AM

Figure 7-28: Select HR Code Maintenance
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Then select Position Control Bonus Codes (PB) under the Payroll folder as shown in the
HR Code Maintenance window below.

'DHR Code Maintenance

12 - QSS*DEMONSTRATION*DISTRICT = ||:||1|
File Wiew Options Help

BN A EN =R

28 Abszence Tracking
--B Perzonnel 2 a e
B Paprol IEI2UU3 j I I

B- Position Contral

Inspect

Code

Code Range From Code Range To

L55)
57 District Autharized Pasitions [DAF)

57 Mew District Authorized Positions [DAPN)
L55)

£

Salary Schedules 55) Position Control Bonus Codes District Master File
Mew Salary Schedules (S5N
N ok SaT:’nd;j[\;;S[ ] [FY_ |code  |Name |[abbr  |AuditDate  |Auditip |

= Master File Links »| | | | |
- Benefits Management
=y Retirement - CA

Figure 7-29: Position Control Bonus Codes Master File
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Then select the ADD icon C% to open the Add - Position Cntl Bonus Codes
window shown below. Since the traditional version and QCC version both use the
same database, the field definitions are the same.

<~ Add - Position Cntl Bonus Codes 12 - QSS*DEMONSTRATION*DIST _|EI|1|
Optians
| | Add

Year: IEI3 Code Yalue: I

M ame: I

Abbr: I

Type: IFi:-cecI armounk "I D-P Flag: IDuIIar ""I Flule: I "I Banus Class: I vl
Frorate: [~ Use FTE: [ Payroll Load: I.-'l'l.mljunt showr "l Load Pay Type: I

Default Payroll Bonus Code: I

Amount  Bonus Code

Level Amaunt  Bonus Code Level
1 | | 2 |
3] | | 4]
[ | | 6 |
A | J
3| | | 10|
1. | | | 12|
13, | | | 14|
15, | | | 16 |
17, | | | 18 |
19, | | | 20, |

| | ¥r:2003 Dist:12 Site:1 | 4/25/2007 10:41 AM

Figure 7-30: Add Position Control Bonus Codes
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Linking Pay Schedules and Deduction
Schedules to Districts (PXLINK)

Purpose

Link Payroll Master Code Values (PXLINK) enables individual districts to use codes
from the following master files:

Before any district can use these codes, the codes must be linked to the district. Both
single- and multiple-district organizations must link these codes. Single districts need
only one set of links. Multiple-district organizations must create a separate set of links
for each district.

Each district hasits own set of links. For example, a county has 32 districts. That
county must create 32 sets of links—one for each district. Link only the codes that
each district uses.

Linking these codes is a two-step process.

¢ Firdt, create the master files with Update Voluntary Deduction Master File
(VDUPDT) and Update Per/Pay Master Files (PP0010).

¢ Second, link codesin these master files to individual districts with Link Payroll
Master Code Values (PXLINK).

NOTE: Pay schedules and deduction schedules are year-specific. You must link new sets
of pay schedules and deduction schedules for every fiscal year. The date paid for each pay
period, which is crucial for payroll processing, changes from year to year. All other master
files need to be linked only once when you implement the Payroll System.

i Checking Database Capacities

Before linking pay schedules (PXLINK), make sure that the M-COUNTY-LINK
dataset in the PERPAY database has adequate room. In most cases, doing so requires
that you get help from data processing or your system administrator.

Main Screen for Linking

Figure 7-31 illustrates the Main Screen of Link Payroll Master Code Values
(PXLINK). This screen selectsthe payroll master fileto link. Thelist of filestolink is
displayed after you type H and press <ENTER>.
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Linking Pay Schedules and Deduction Schedules to a District
If your district uses deduction schedules, follow these instructions twice: once for pay

schedules, and once for deduction schedules.

District: 07 Link Payroll Haster Code Walues A55/0ASIS

File to link: NN

These files may be linked (choose by # or name):

1. H-PaY-CODE
2. VOL-DEDS

Return

Over Over to Henu

Start Help | | | Start | |

Figure 7-31: Link Payroll Master Code Values (PXLINK) Screen with Options

Adding or Deleting a Link

Figure 7-32 illustrates the screen for adding or deleting alink. Link Payroll Master
Code Values (PXLINK) adds or deletes the links between codes and a district. The
program does not add or delete codes from their master files.
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Linking Pay Schedules and Deduction Schedules to Districts (PXLINK) Requesting Link Report

District: 07 Link Payroll Haster Code Values 055/0A5I5

IS SN-HEH-PAY-5SCHEDULE

Option (H for help): [

For district: Year:
H-PAY-SCHEDULE HWumber:

Return

Start Start
to Menu

Over Over

Figure 7-32: Linking Pay Schedules with Link Payroll Master Code Values (PXLINK)

Requesting Link Report

Figure 7-34 illustrates the Report Screen of Link Payroll Master Code Values
(PXLINK). Thereport printsfor the master file sel ected on the Main Screen. Fill inthe
screen as described below.

Sample Link Report

Thissamplereport liststhe VVoluntary Deductionslinked to District 07. The reportsfor
the other linked master files use a similar format.

The sample report shows the number, name, and abbreviation of each voluntary
deduction that islinked to the district specified in the itle.
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07 QSS DEMONSTRATION DISTRICT
SAMPLE FOR DOCUMENTAT

Payroll:

S1754 PX0100 H.00.00

ION

Voluntary Deductions

FOUNDATION HELATH PLAN

REGAL

DELTA DENTAL PLAN

CALIFORNIA VISION PLAN
NATIONAL BANKERS LIFE ASSUR.
RELIABLE LIFE INSURANCE
COLONIAL LIFE & ACCI. INS
PROVIDENCE LIFE INS CO
NATIONAL LIFE OF KANSAS
NATIONAL TRUST AND LIFE
FARMERS DISABILITY

CONTINENTAL CASUALTY ACC/LIFE
WASHINGTON NATIONAL LIFE INSUR
PROVIDENCE INCOME PROTECTION
AMERICAN FIDELITY ASSURANCE CO
CALIFORNIA CASUALTY

KAISER FOUNDATION HEALTH PLAN
STATE AND FEDERAL CREDIT UNION
FSP HEALTH PLAN

TAKE CARE

CHILDRENS HOSPITAL

CHARITY FUND

MEDICAL MANAGEMENT CORP

UNITED OF OMAHOA LIFE INC
UNITED ATLANTIC LIFE

USAA LIFE INSURANCE CO
TWENTIETH CENTURY INVESTORS
UNITED OLYMPIC LIFE INSURANCE
WESTERN NATIONAL LIFE INS CO
WESTERN LIFE INSURANCE CO
VARIABLE ANNUITY LIFE INS CO
PACIFIC COAST LIFE AND CASUALTY
VANGUARD FIDUCIARY TRUST CO
WASHINGTON NATIONAL INS. CO.

10/29/-- PAGE 1

Numeric Sort

Abbreviation

FNDATION
REGAL
DENTAL
VISION
NAT/LIF
REL/LIFE
CL/LF/AC
PROV/LIF
NAT/KAN
NAT/TRU
FARM/DIS
CONT/CAS
WASH/NAT
PROV/IP
AM/FIDEL
CAL/CAS
KAISER
CREDUN
FSP
TAKECARE
CHILD
CHARITY
MEDMAN
UNITED
UNATL
USAA LIF
TWEN/CEN
UNI OLYM
W NATL
WEST LIF
VAR A L
PC LIFE
VANG FID
WN NATL
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QCC Version for Linking Master Files

QCC Version for Linking Master Files
There are also QCC versions for linking master files. See the QSS Control Center Guide for

details about using QCC.

To open the QCC version in QSS Control Center, select HR Code Maintenance from the

Menu Bar or Human Resources Tree as shown below.

%' gesControlCenter 12 - QSS*DEMONSTRATIO
Filz  ‘Wigw | igo  Help  Window

Print Manager | Job Menu [ Ukilities  »
Student
Fixed Assets

Human Resources
System Admin

Finance

=10l x|

HF. Report)Job Selector
Personnel Downloader

b
b
[
b
k HE Query

HR. Code Mainkenance

#bsence Tracking [Beta - Fequir
Employves Maintenance [Preview
Position Control Job Menu

Last Run: 04,/20,/2007 13:19 | ¥r:2003 Dist:12 Site:1 |4/25/2007 [7:45aM /|

2%’ gssControlCenter 12 - QS5*DEMONSTRATION*DI =100 x|
File Wiew Go Help ‘Window
=1 30 =
Prink Manager | Job Menu | Utilities
Skudent
Fixed Assets
|_——_| Human Resources —
------- %’ HR. Report) Job Selectar
E‘l@ Personnel Downloader
B HR Query
------ g* HR._Cade Maintenance
....... E‘ = Sbsence Tracking [EXY_J - Requires PPS)
------- % # Employes Maintenance [Preview - Requires (MET 2.0] ;I

Last Run: 04,/20,/2007 13:19:01

| ¥r:2003 Disk:12 Site:1 |4/25/2007 [8:10AM

Figure 7-33: Select HR Code Maintenance
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Select Pay Schedule Code Links (FL04) or Deduction Schedule Code Links (FL06) from
the Master File Links folder as shown in the HR Code Maintenance window below.

'mHR Code Maintenance 12 - QSS*DEMONSTRATION*DISTRICT o ] 4
File Wiew Options Help

b ' | P |2 0D H

| Inspect
=y Absence Tracking
i= Personnel 1] P Narne Code

=) Paprell [12][z003 =] | |

{=y Positian Contral

Code Range From Code Range To
E| [E, Master File Links I _ I
; Pay Code Links [FLOT]

Yoluntary Deduction Code Links [FLOZ)
Vol Ded Frequenc:y Eode Links [FLO3]

Pay Schedule Code Links District Master File

Slal Ded P[UfI|E Code Links [FI5™) - -

. Deduction Schedule Code Links [FLO] | I S | e | RGN AR
iy Benefits Management '| | | | |

{0y Retirement - CA

12 - QSS*DEMONSTRATION*DISTRICT = IDILI

File Wiew Options Help

d e | PO F (2 40|08

| Inspect
#+=y Absence Tracking B = = —
- Personinel ame ode
=y Payrol [12 Jz003 -] | |

- Pasition Cortral

= {E| Master File Links

Pay Code Links [FLO1)

Woluntary Deduction Code Links (FLOZ)
“Wol-Ded Frequency Code Links [FLO3)

Code Fange From Code Fange To

Pay Schedule Code Links [FLO4) Deduction Schedule Code Links District M aster File
Stat Ded Profile Code Links [FLOS]

GHHHHH

[FY  |Code  |Name | Audit Date |Audit D |

o | ] | | |

- Benefits Management
=y Retrement - CA

Figure 7-34: Select Schedule Code Links

Then select the ADD icon C% to open the Add Code Links windows shown bel ow.

< Add Pay Schedule Code Links 12 - QSS*DEMONSTRATION*D! = ||:||5|

Options
=

Link:§| vI
Far District: |12 Year IDS
td-PAY-SCHEDULE Mumber: I

<~ Add Deduction Schedule Code Links 12 - QS5*DEMONSTRATI =] x|
g |

| add
L N - |
Far District: |1 2 Year |E|3

M-DED-SCHEDULE Mumber: I

Jptions

Figure 7-35: Add Pay Schedule or Deduction Schedule Code Links
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Reviewing and Updating California Retirement Setup (TXR010)

Traditional Software

Reviewing and Updating California
Retirement Setup (TXR010)

Traditional Software

Function Keys for Selecting Retirement Setup

Figure 7-36 illustrates the California Retirement Setup Screen of Payroll Tax Rate
Maintenance (TXR010). Thereis only one active setup screen. It controls the
retirement rate tables used for payroll processing and retirement reporting.

NOTE: The effective date controls which rate table is used for payroll and retirement
reporting. You might, for example, have a new rate in effect for processing payroll while
using another rate for reporting a retirement period subject to the prior or older rate.
Such rate differences between payroll and retirement reporting seldom last more than
one month.

District: 07 Payroll Tax Rate Maintenance 085/0AS1S
Retirement Setup

Use the function keys to select your option...

Start Add Neu | Change Delete Previousi Inspect { List Return
Over Rate Rate Rate Screen Rate Rates to Menu

Figure 7-36: California Retirement Setup Screen of Payroll Tax Rate Maintenance (TXR010)
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Adding, Changing, or Inspecting California Retirement Setup

District: 07 Payroll Tax Rate Maintenance 0S5/0ASIS
Retirement Setup
Add table
Description: BRI ET- 00 T s T = )
PERS Rate Setup
Effective date of rates for payroll/benefits: [EFQRFAREL
Effective date of rates for final PERS report: [EF{IRFaEEE
S5TRS Rate Setup
Effective date of rates for payroll/benefits: [EFQRFAREL
Effective date of rates for final STRS report: [EFIRFAEEE]
Start Previous Update Return
Over Screen Data to Menu

Figure 7-37: Add, Change, or Delete Retirement Setup with Payroll Tax Rate Maintenance (TXR010)
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QCC Version of Retirement Setup

Thereisaso a QCC version of Retirement Setup. See the QSS Control Center Guide for
details about using QCC.

To open the QCC version, select Human Resources, Master Files/Utilities, HR
Code Maintenance #2 from the Tree or Menu Bar as shown below.

%' 055 ControlCenter07 - 055 DEMONSTRATION _ O] x|
File View Go Messages Help Window
E Go
- Prink Manager | Job Menu | Utilities
- System Admin
- Finance
- worioss =
File View | Go Messages Help Window
=5 Human Resaurces Print Manager | Jaob Menu [ Utilities »
------- % * Emplovee Maintenance [Beta | Preview] System Admin L4
P Finance 3
------- 1 Absence Tracking w1099 b
....... % # 4 Retirement [Preview] Human ld  Employes Maintenance [Beta [ Preview]
. ) Stores (3 Absence Tracking
Ezl HR Reparting and Downloading Fized Assets (3 CA Retirement [Preview]
B+ Master Files | Utilities HR. RepartJob Selectar
: Fersonnel Downloader
# HR Code Maintenance HR. Query
et Code Maintenance #2 [Feta Alosfars Ty Jalb femt
Benefits Management Job Menu
:.‘- HR. Ltilities Payroll Job Menu
o "
------ v&ﬁ-@ Professional Development [ruby [ web - Lodi Only] el Ganva) Tl Gy
HR: Code Maintenance
------- % Substitute Teacher Tracking [In progress] Mainkenance #2 [Beta]
HR: Uitilities k
- Stares - )
Professional Developrment [ruby | web - Ladi ©nly]
- Fixed Assets Substitute Teacher Tracking [In progress]
[Last Run: 04/07/2009 08:22:30 | Yr:2009 Dist:07 Site:1 |4/7/; Last Run: 04/07/2009 08:22:30 | ¥r:2009 Dist:07 Site:1 [4/7/2009 [9:00 AM

Figure 7-38: Select Human Resources/HR Code Maintenance #2
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Select California Retirement Setup (TT10/C) from the Tax Tables subfolder in the Payroll
folder as shown in the HR Code Maintenance window below.

j HR Code Maintenance 2 26 - [)S5 Testing Diskrict 0s5,/0ASIS - |EI|1|

File  Yiew Options Help

iR | P E D EEX |
Inspect .:

F-= Absence Tracking
iy Personnel ol Ry Mame Code

EIE'] Payrol =
5 Pay Codes [PC/C) [z5 " fooos =] | |

Pagrall Mame [FvM/C) B T
Pay Schedules [PS/C)
Pap Types [PT/C] Ltz Rizrers |
Retirament Systems [RS/C)
Fietirament Edits [RE/C) California Retirement Setup County Master File [1 item]

Paprall Profiles [FP]
G- Statutory Deduction

Deduction 5 chedule [D5/C) Eff Date | Description 4| Audit Date
-’l] Deduction Rate Table [DR)
Bonuz Codes [BC)
" Payroll Edit Rules [PE)
-’l] Deduction Fule Codes [PR)
") SMF Status Codes [SM)
-’l] Pending Retirement Status Codes [PM]
-’l] ‘ol-ded Frequency Codes [WF/C)
-’l] Woluntary Deductions D/C)
" Benefit Control (BCT/C)
-’l] Benefit Object Maps [OMAP)
@7 Benefit HAW Maps [WMAF)

-’l] Benefit Group Maps [GMAP]
== Taw Tables

- Federal Income Tax [TTO1/C)

0A5DIMedicare [TTO3/C)
Workers Compengzation [TTO5]
State Tawx Califomia (TTOBAC)
SUI California (TTOF/C)
PERS California [TTOS/C)
STRS California (TT03/C)
Califarnia Retirem: ]
California State Disability Insurance [T T8 /C)
H-{7= Position Control
H-= Master File Links
H-7=) Benefits Management
- Retirement - CA

| Audit
ID

frn e B e B

| [ ¥¥: 2009 Dist: 26 Site: 1 [ 4/27/2009 [ 9:03:41 &M

Figure 7-39: Select California Retirement Setup (TT10/C)

Thiswill open the California Retirement Setup window shown in the following
illustration.

7-48 Copyright © QSS, 2011 05/2011



Reviewing and Updating California Retirement Setup (TXR010) QCC Version of Retirement Setup

Since the traditional version and QCC version both use the same database, the field
definitions are the same.

Ealifnrnia Retirement Setup (TT10) 26 - )5S Testing Diskrict - |I:I|5|
File  Options
s s T b
@ H Al |8 | |
Change .:
Paproll Tax Rate Maintenance
Califarnia Fetirement Setup
Drezcription

Setup for Californiats

—FERS Rate Setup

Effective date of rates | Wbenefits: [01/0172001 =] < | [1715/1936: 95:96 PEFS RATE -
eClive aale af rates nar payro [=Tg]= e I j ?” ” SSB : 989? PEHS HATE _I

Effective date of rates for final PERS t: |D1.-’D'Ix'2DD‘I x| < | 1/1/1337 : 96-97 PERS RATE CHANGE
Feve e Sl e e :l 7/1/1997 : 9798 PERS RATE

77141998 Rate for Fizcal 98/39
- 7/1/1993 : PERS BATES FOR 1933-2000
Refresh FERS List | 1/1/2001 : PERS RATES FOR 2001-2002

—STRS Rate Setup

Effective date of rates far paprall/benefits: [07/01/2000 | << | |141/1393: 5TRS rates for 33
pey I :I —l 74141334 - 5TRS rate chng 34-35

Effective date af rates far final STRS repart: IU-_"'-'"UT #2000 3 < | ;ﬂ ﬂ ggg g%gg EL\FTiEEEIFE%aHngBSSSD

142000 testing B 0707 2000

= /241994 : test add for craigg
Refresh STRS List |

| ¥r: 2009 Dist: 26 site: 1 | 4/27/2009 | 8:31:21 AM .

Figure 7-40: California Retirement Setup Window
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Reviewing and Updating PERS (TXR010)

Traditional Software

Figure 7-41 illustrates the California PERS Screen of Payroll Tax Rate Maintenance
(TXRO010). This screen maintains the PERS rates. The California Retirement Setup
Screen, described in "Reviewing and Updating California Retirement Setup (TXR010)" on
page 7-45, controls which rates to use for payroll and retirement processing.

NOTE: In addition to this screen, there are two other places where you must fill in
retirement rate information.

+ After setting up a new rate, be sure to also use the California Retirement Setup function
to change the effective rate date for payroll processing and retirement reporting.

¢ Be sure to also set rates within the QSS/OASIS California Retirement System mainte-
nance programs. Refer to the QSS/OAS S Retirement System for instructions.

District: 07 Payroll Tax Rate Maintenance AS8/0ASIS
California PERS

Use the function keys to select your option...

Start Add Heuw { Change Delete Previous{ Inspect | List Return
Over Rate Rate Rate Screen Rate Rates to HMenu

Figure 7-41: California PERS Screen of Payroll Tax Rate Maintenance (TXR010)

District: B5 Payroll Tax Rate Maintenance 055/0A815
California PERS
v 2) Add Heu Rate i

Heu effective date: [IQQULKN From existing effective date: [IJIRRI1
Figure 7-42: Select PERS Rates to Add
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Reviewing and Updating PERS (TXR010) QCC Version of Maintain California PERS Rates

District: B5 Payroll Tax Rate Maintenance 055/0A515
California PERS
Change Rate

Effective date:
Figure 7-43: Select PERS Rates to Change or Inspect

District: B5 Payroll Tax Rate Maintenance 0S5/0ASIS
California PERS
Change Rate
Effective date: 01/01/2001

PGS HPERS RATES JaNUARY 2001

PERS Rates and Control Values (Montly Reporting Cycle)

PERS employee rate: il
PERS employer rate: RURITIIE:
Survivor benefit payment: 2.00

0DASDI Modification Chart (See the PERS Manual for this Chart)

Earnings less than AT

==3 Earnings X [iMiRIlIE: ¥ Rate
Earnings equal or more than 0.01 ==> Earnings Minus [IIll] ¥ Rate

Revenue Limit Calculations
Revenue limit rate: [ERIEINIE:
Revenue limit reduction rate: JERIEILIF:

Start Previous
Over Screen

Update
Data

Return
to Menu

Figure 7-44: California PERS Rates for Payroll Tax Rate Maintenance (TXR010)

QCC Version of Maintain California PERS Rates
Thereisaso a QCC version of Maintain California PERS Rates. See the QSS
Control Center Guide for details about using QCC.

To open the QCC version, select Human Resources, Master Files/Utilities, HR
Code Maintenance #2 from the Tree or Menu Bar as shown below.
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: 55 ControlCenter07 - 0SS DEMONSTRATION DX

File View Go Messages Help Window

=101 x|

Go

Print Manager | Job Menu | Ukilities
Syskerm Adrin

Finance

Wz1099

Human Resources

------- ¢ Py Absence Tracking
------- % # CA Retirement [Preview]
B HR Reporting and Downloading

B Master Files [ Utilities

# HR Code Maintenance

* HR Utilities

Stores

Fixed Assets

&
------ v&ﬁ-@ Professional Development [ruby | web - Lodi Only]
------- % Substitute Teacher Tracking [In progress]

. __-'QSS ControlCenter 07 - 055 DEMONSTRATION DISTR

Filz  View 'E Messages Help  Window
Print Manager [ Job Menu [ Utlities  »
Sysktem Admin [3
Finance 3
Wzi1099 3
Human Re: 3 3
3
3

Stores
Fixed Assets

Employee Maintenance [Beta | Preview]
Absence Tracking
Ci Retirement [Preview]

HR. RepartJob Selectar
Personnel Downloader

HR. Query

Absence Tracking Jab Menu
EBenefits Management Job Menu
Payroll Job Menu

Fasition Contral Job Menu

HR. Code Mainkenance

HR. Utilities k
Professional Development [ruby [ web - Lodi Only]
Substitute Teacher Tracking [In progress]

=loix|

| ¥1:2009 Dist:07 Site:1 |4,/7/2009 (9:00 AM

|Lasl: Run: 04,07, 2009 08:22:30 | ¥r:2009 Dist:07 Site:l |4/7/: [Last Run: 04/07/2009 08:22:30

Figure 7-45:; Select Human Resources/HR Code Maintenance #2
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Reviewing and Updating PERS (TXR010) QCC Version of Maintain California PERS Rates

Select PERS California (TT08/C) from the Tax Tables subfolder in the Payroll folder as
shown in the HR Code Maintenance window below.

26 - )5S Testing Diskrict

Q55,/DASIS

:j HR. Code Maintenance 2

File  Wiew  Options Help

W P FX DB E X

=lol x|

Inspect .:

=y Absence Tracking

+-{= Personnel

E|[’,_—"_| Payral

{87 Pay Codes [PC/C)

37 Payroll Mame [PYMNAC)

Pay Schedules [PS/C]

Pay Types [FTAC)

Fietirerment Systems [RS/C)
Retirerment Edits [RE/C)

Payrall Profiles [PP)

Statutory Deduction

Deduction Schedule [D5/C)
Deduction Rate Table [DR]
Bonuz Codes [BC)

Payroll Edit Rules [PE)
Deduction Rule Codes [PR)

SMF Status Codes [SM)

Pending Retirement Status Codes [PM]
ol-ded Frequency Codes [VF/C)

&
&
&
@
&

3
&

-

=%
&
&
@
&
&
&

-
=%

Woluntary Deductions D /C)
Benefit Contral [BCTAC)
Benefit Object Maps [OMAF]

{87 Benefit HAw M aps [WMAP)
7 Benefit Group Maps [GMAP)
=y Tawx Tables
| Federal Income Tax [TTO1/C)
045D /Medicare [TTO3/C)
1 workers Compengation (TT08)
State Taw California [T TOE/C)
SUI California (TTO7/C)
[T |
STRS California [TT03/C)
°| California R etirement Setup (TT10/C)
California State Disability Insurance [TT11/C)
(= Position Control
= Master File Links
£
£

H-= Benefit: Management
#-i= Retirement - C&

ol Fr

Mame

Code

25 [2003 =] |

Fram

To

Code Range

PERS California County Master File [12 itemz]

Eff Drate

| Description

55:36 PERS RATE
55.36 PERS RATE

£

Audit Date:

2]

141641996

7111938

96-37 PERS RATE

5/29/1996

1411397

96-37 PERS RATE CHAMGE

211211997

7141997

97-38 PERS RATE

5/1/1997

7411994

PERS Employer Rate

5/13/1994

14141335

FERS RATE EFF. 1-1-35

12/16/1334

74141933

PERS RATES FOR 1933-2000

1041441933

14172001

PERS RATES FOR 2001-2002

10/25/2001

1411533

PERS rates for 93

1241141933

1411334

PERS Rates for 33-94

2/18/1934

74141938

Fiate for Fiscal 98499

12431998

[ ¥r: 2009 Dist: 26 site: 1 [ 4/27/2009 [ 9:45:30 M

Figure 7-46: Select PERS California (TT08/C)
Thiswill open the PERS California (TT08) window shown in the following

illustration.
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Since the traditional version and QCC version both use the same database, the field
definitions are the same.

PERS California {TT08) 26 - 55 Testing Districk B ]

File  Options

+ X @ ‘07
o | = |
Inspect .:
Fayroll T ax B ate Maintenance
PERS California
12 records

Effective Date Dezcription

7421/1335 9536 PERS RATE

—PERS Ratez and Contral alues [Monthly Reparting Cocle]

PERS emploves rate: I 0000 E
FPERS employer rate: I B.9730| &

Survivor benefit payment; 200

—0AS0DI Modification Chart [See the PERS Manual for thiz Chart]

E arnings lesz than I 400.00) == E arnings = IEE.EEE? %z = Rate
E arnings equal ar maore than I 400.00) == E arnings Minug I 13333 ¥ Rate

—Revenue Limit Calculations

Revenue limit rate; I 13.0200 &

Revenue limit reduction rate; I B.0470|%

| Yr: 2009 Dist: 26 Site: 1 | 4,/27,/2009 | 8:34:06 AM _:

Figure 7-47: PERS California (TT08) Window
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Reviewing and Updating STRS (TXR010) Traditional Software

Reviewing and Updating STRS (TXR010)

Traditional Software

Figure 7-48 illustrates the California STRS Screen of Payroll Tax Rate Maintenance
(TXRO010). Refer to the current edition of the STRS County Procedures Manual for
the rates to use on this screen. The California Retirement Setup Screen described in
"Reviewing and Updating California Retirement Setup (TXR010)" on page 7-45
controls which rates to use for payroll and retirement processing.

NOTE: There are two other places for setting up retirement rates.

+ Use the California Retirement Setup Function to change the effective rate date for
payroll processing and retirement reporting.

+ Set rates within the QSS/OASIS California Retirement System maintenance
programs. Refer to the QSS/OAS S Retirement System Manual for instructions.

District: 07 Payroll Tax Rate Maintenance A8S/0AS1S
California STRS

Use the function keys to select your option...

Start Add Heu { Change Delete Previous{ Inspect | List Return
Over Rate Rate Rate Screen Rate Rates to Menu

Figure 7-48: California STRS Screen of Payroll Tax Rate Maintenance (TXR010)

District: 07 Payroll Tax Rate Maintenance 055/0A515
California S5TRS

fidd Heu Rate
v 2 Y1

Hew effective date: [UIREE] From existing effective date: [UAEL

Figure 7-49: Select STRS Rate to Add
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District: 07 Payroll Tax Rate Maintenance 035/0A818
California STRS
Change Rate
Effective date: [RKNEEMN
Figure 7-50: Select STRS Rates to Change or Inspect
District: 07 Payroll Tax Rate Maintenance A8S/0AS1S

Effective date:

07/01/1999

California STRS

Add Hew Rate
From da

te: 0770171998

Description:

STRS RATES

FOR 1999-2000

STRS Emp loyee/Emp | oyer

STRS
STRS
STRS reduced uworkload

emp loyee rate:
emp loyer rate:
emp loyer rate:

Rates (Current)

8. 00003
8. 25003
12.43004

Fiscal Employer Employer

STRS Employer Rates (Historical)

Fiscal Employer Employer

Fiscal Employer Employer

Year RateX RH Ratex Year RateX RH Ratex Year RateX RH Ratex
1] 2) 3)
4) 5) 6)
7] 8) 9)
10) 11) 12)
Start Previous Update Return
Over S5creen Data to Menu

Figure 7-51: California STRS Rates for Payroll Tax Rate Maintenance (TXR010)
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Reviewing and Updating STRS (TXR010) QCC Version of Maintain California STRS Rates

QCC Version of Maintain California STRS Rates

Thereisaso a QCC version of Maintain California STRS Rates. See the QSS
Control Center Guide for details about using QCC.

To open the QCC version, select Human Resources, Master Files/Utilities, HR
Code Maintenance #2 from the Tree or Menu Bar as shown below.

. __-'QSS ControlCenter07 - ()5S DEMONSTRATION 101 x|
File View Go Messages Help Window
E Go
- Prink Manager | Job Menu | Utilities
- System Admin
- Finance
- worioss lo/x
File View | Go Messages Help Window
=5 Human Resaurces Print Manager | Jaob Menu [ Utilities »
------- % * Emplovee Maintenance [Beta | Preview] System Admin L4
P Finance 3
------- 1 Absence Tracking w1099 b
....... % # 4 Retirement [Preview] Human Resources ld  Employes Maintenance [Beta [ Preview]
. ) Stores (3 Absence Tracking
Ezl HR Reparting and Downloading Fized Assets (3 CA Retirement [Preview]
B+ Master Files | Utilities HR. RepartJob Selectar
Fersonnel Downloader
e HR. Code Maintenance HR. Query
SR Code Maintenance #2 [Beta Absence Tracking Job Menu
Benefits Management Job Menu
| :.‘- HR. Ltilities Payroll Job Menu
o - "
------ v&ﬁ-@ Professional Development [ruby [ web - Lodi Only] el Ganva) Tl Gy
HR: Code Maintenance
------- % Substitute Teacher Tracking [In progress] HR. Code Maintenance #2 [Beta]
HR: Uitilities k
- Stares - )
Professional Developrment [ruby | web - Ladi ©nly]
- Fixed Assets Substitute Teacher Tracking [In progress]
[Last Run: 04/07/2009 08:22:30 | Yr:2009 Dist:07 Site:1 |4/7/; Last Run: 04/07/2009 08:22:30 | ¥r:2009 Dist:07 Site:1 [4/7/2009 [9:00 AM

Figure 7-52: Select Human Resources/HR Code Maintenance #2
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Select STRS California (TT08/C) from the Tax Tables subfolder in the Payroll folder as
shown in the HR Code Maintenance window bel ow.

j HR Code Maintenance 2 26 - )55 Testing Districk 055,/0ASIS - |EI|1|

File  Wiew  Options  Help
H | N F @ ED E X |
Inspect .:

- Absence Tracking
iy Personnel o]} FY Mame Code

== Payroll
@ Pay Codes [PC/C) [27 Jo00s =] | |

Payroll Mame [FrAC) From Ta
Pay Schedules [PS/C)
Pay Types [FT/C) Code Range I
Fietirement Systems [RS/C)
Fietirernent Edits [RE/C) STRS California County Master File [B itemsz]
Payrall Profiles [PF]
- Statutory Deduction - i
Deduction Schedule [DS/C) Eff Date | Drescription 4| Audit Date
[reduction Rate Table [DR] 711195 STRS rate chng 94-95
Bonus Codes (BC)
@ Payroll Edit Rules (PE] 74141993 STRS RATES FOR 1935-2000 1/28/2003 MGR
-’l] [reduction Rule Codes [PR) 1/1/1993 STRS rates for 93 121641993 JMT?

-7 SMF Status Codes [SM) -
Pending Fistirement Status Codes (PN) 77241994 test add for craigg 341842009 DCDG
,q] Yol-ded Frequency Codes [VF/C) 7141993 TEST for Fizcal Year 1998/99 1/28/2009 MGR
-8 Woluntary Deductions [¥D1/C) 74142000 testing B 07012000 3/2/2009 Danz2
| Benefit Control [BCT/C)
-’l] Benefit Object Maps [OMAP)
Benefit HA v Maps [Vi4aP]

= Benefit Group Maps [GMAF]
Bz Tax Tables
Federal Income Tax (TTO1/C)
04501 Medicare (TTO3/C)
‘wiorkers Compensation [TT05]
State Tax California [TTOB/C)
SUI Califomia (TTO7AC)
PER fornia (TT0:

| Audit
1D

California State Dizability Inzurance [TT11/C)
B-= Position Control

BH-{= Master File Links

= Benefits Management

- Retirement - CA

[ [ ¥¢: 2009 Dist: 26 Site: 1 [ 4/27,/2009 | 11:03:49 AM .

Figure 7-53: Select STRS California (TT09)

Thiswill open the STRS California (TT09) window shown in the following
illustration.
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Since the traditional version and QCC version both use the same database, the field
definitions are the same.

STRS California (TT09) 26 - 095 Testing District o ] |
File  Options
P XK W g & .
Inspect .:
Paproll T ax R ate Maintenance
STRS Califomia
E records
94 : STRS rate chng 34-95
Effective Date Dezcription
7141934 STRS rate chrg 94-95
—5TRS Emplovee/Employer Bates [Current)
STRS emploves rate: I 2.0000 %=
STRS employer rate: I 3.2500 %
STRS reduced workload employer rate: |'|2.43DEI X
—5TRS Emplover Rates [Historical)
Fizzal Employer Employer Fizzal Employer Employer Fizcal Employer Employer
Year  RateXx R Rates Year  RateXx R Rates Year  RateXx R B ated
nl | 2] | | gl | |
] | | 5] | | S I |
anl | | N | g | |
mf | ml | i |
| ¥r: 2009 Dist: 26 Site: 1 | 4/27/2009 | 8:35:23 AM .

Figure 7-54;: STRS California (TT09) Window
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Creating New Payroll Names (PAYNAM)

When to Use Define Payroll Name (PAYNAM)

Payroll Names are required for payroll processing. The launch screen for Request
Payroll Pre-list Reports (PAY SUB) requires a Payroll Nameto print a payroll pre-list.
Also, the payroll production job requires a Payroll Name.

A Payroll Name links two master files defined with Update Per/Pay Master Files
(PP0010):

¢ Pay Schedules: Schedules of starting dates, ending dates, and pay dates for each
pay period in afiscal year.

¢ Pay Codes: Codes that group employeesinto categories like certificated staff,
classified staff, and substitute teachers.

A Payroll Name identifies which pay codes and pay schedules are to be processed on
apayroll. Each fiscal year hasits own set of Payroll Names and pay schedules.

NOTE: A Pay Name may include a maximum of 20 pay schedules. Each pay schedule
listed in a Pay Name may include a maximum of 10 pay codes.

7-60

Copyright © QSS, 2011

05/2011



Creating New Payroll Names (PAYNAM) Selecting an Option

Selecting an Option

District: 07 Define Payroll Hame 085/0AS1S

ODption (H for help): M
Valid options are:

- fAdd a payroll name definition

- Change a payroll name definition

Delete a payroll name definition

- Inspect a payroll name definition

- Request report of payroll name definitions
- Exit program

MmMa-=D0
1

Start Help Start
Over Over

Return
to Menu

Figure 7-55: Option Screen for Define Payroll Name (PAYNAM)
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Adding, Changing, or Inspecting a Payroll Name

Choosing Payroll Name to Add, Change, or Inspect

Figure 7-56 illustrates the screen to choose a Payroll Name to add, change, or inspect.
Fill in the screen as described below.

District: 07 Define Payroll Hame 08S/0ASIS

Option (H for help):
Fiscal year:
Payroll name:

Return

Start Start
to Menu

Over Over

Figure 7-56: Choose Payroll Name to Add, Change, or Inspect

7-62 Copyright © QSS, 2011 05/2011
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Adding, Changing, or Inspecting a Payroll Name

District: 90 Define Payroll Hame 0S85/0AS1S

Option (H for help):

Fiscal year:

Payroll name:

Cancel direct deposit (APD)?

Ignore W4 special tax rules?
User-defined field:

Print leave?

Database capacity checking rule-set:

Py-5ch Description Pay codes
EOM 12MOS DS-REG
EOM 12MOS DS-SUP
EOM 10MOS OFF-JUH,JUL DS-REG
EOM 10MOS OFF-JUL,AUG DS-REG
EOM 11MOS OFF-JUM DS-REG
EOM 11MOS OFF-JUL DS-REG
EOM 11MOS OFF-AUG DS-REG
EOM 10MOS REPAY-JUM DS5-REG
EOM 10MOS REPAY-JUL DS-REG
EOM 11MOS REPAY-JUM DS-REG
Page 1 of 2
Start Set Def Previous| Hext Update Return
Over Py-5Sch Page Page Data to Menu

Figure 7-57: Add, Change, or Inspect a Payroll Name with Define Payroll Name (PAYNAM)

Define Pay Schedules for Automatic Deferred Deductions

Figure 7-58 illustrates the screen that displays after you press the <Set Def Py-Sch>
key. This screen allows you to define the Pay Schedules for refunding net pay with
automatic deferred deductions.

District: 90 Define Payroll Hame 088/0A518
Option (H for help):
Fiscal year:
Payrol |l name:

Year Py-5ch Description Pay Codes
03 (SRR EOM 11MDS REPAY-JUL DS-REG 02 12
03 (SRt EOM 11MDS REPAY-AUG DS-REG 02 12

Page 1 of 4

Hext
Page

Return
to Menu

Prev
Screen

Update

Over Data

Start |

Previous
Page

Figure 7-58: Select Pay Schedules for Automatic Deferred Deductions
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Requesting a Payroll Name Report

District: 07 Define Payroll Hame 085/0AS1S

Option (H for help): [f]

Mg R s RS IS AMPLE FOR DOCUMENTATION

Fiscal Year?

Return

Start Start
to Menu

Over Over

Figure 7-59: Launch Screen for PAYNAM Report (PN0100)
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Sample PAYNAM Report (PN0100)

07 QSS DEMONSTRATION DISTRICT PAYNAM Listing

Fiscal Year: Y2

Pay Name: AUGDEF

Cancel Spc Tax Userl User2 User3 User4
N N
Schedule Description Pay Codes
z10s JANDEF 10 PAY/SUM 01 02
E10SX EOM 10 PAY/SUMMER DEFS 01 02
M10SX MID 10 PAY/SUMMER 01 02

J1474

PN0100 H.00.00 12/07/-- PAGE 1

Pay Name: CLUP

Cancel Spc Tax Userl User2 User3 User4
Y N
Schedule Description Pay Codes
c12 CLUP 12 PAY 01 02
Cl1lx CLUP 11 PAY/NO SUMMER 01 02
C10X CLUP 10 PAY/NO SUMMER 01 02
C10sX CLUP 10 PAY/SUMMER 01 02

Cllsx CLUP AUG PREPAID/JULDEF ONLY 01 02
C1l1YRA CLUP 11 WORK/12 PAY YR TRACK A 01 02
Cl1YRB CLUP 11 WORK/12 PAY YR TRACK B 01 02
C11YRD CLUP 11 WORK/12 PAY YR TRACK D 01 02
Cl1lsXx2 CLUP 11 PAY/JULDEF ONLY 01 02

Pay Name: EOM

Cancel Spc Tax Userl User2 User3 User4
Schedule Description Pay Codes
E11YRD EOM 11 WORK/12 PAY YR TRACK D 01 02
z12 JANDEF 12 PAY 01 02
z11 JANDEF 11 PAY 01 02
z11s JANDEF 11 PAY/SUMMER 01 02
z10 JANDEF 10 PAY/NO SUMMER 01 02
2108 JANDEF 10 PAY/SUM 01 02
z11s82 JANDEF 11 PAY/SUM JUL ONLY 01 02

Z11YRB JANDEF 11 WORK/12 PAY TRACK B 01 02
Z11YRD JANDEF 11 WORK/12 PAY TRACK D 01 02
E11SX2 EOM 11 PAY/JULDEF ONLY 01 02
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QCC Version of PAYNAM

Thereisalso aQCC version of Creating New Payroll Paynames. See the QSS Control Center
Guide for detail s about using QCC.

To open the QCC version in QSS Control Center, select HR Code Maintenance from the
Menu Bar or Human Resources Tree as shown below.

%' gesControlCenter 12 - QSS*DEMONSTRATIO =10 x|
Filz  ‘Wigw | igo  Help  Window
Print Manager | Job Menu [ Ukilities  »

Student b

Fixed Assets »

Human Resources k HF. Report)Job Selector
System Admin b Personnel Downloader
Finance k HE Query

HR. Code Mainkenance

#bsence Tracking [Beta - Fequir
Employves Maintenance [Preview
Position Control Job Menu

Last Run: 04,/20,/2007 13:19 | ¥r:2003 Dist:12 Site:1 |4/25/2007 [7:45aM /|

Zi'gsSControlCenter 12 - QSS*DEMONSTRATION*DI =10l x|
File Miew Go Help Window
E o =
Print Manager | Job Menu | Utilities
Skudent
Fixed Assets
|_——_| Human Resources L

------- %’ HR. Report) Job Selectar
o
iﬁ@ Personnel Downloader

------- S HF Code Maintenance

....... E' ¥z dbsence Tracking [By_Jf - Requires PPS]

------- % # Employes Maintenance [Preview - Requires (MET 2.0] ll

Last Run: 04,/20,/2007 13:19:01 | ¥r:2003 Disk:12 Site:1 |4/25/2007 [8:10AM

Figure 3-60: Select HR Code Maintenance
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QCC Version of PAYNAM

Then select Payroll Name (PYN/C) under the Payroll folder as shown in the
HR Code Maintenance window below.

- Absence Tracking

=y Personnel

Bl Payroll

Pay Codes [PCAC)
aproll Harmne [P

Pay Schedules [P5/

Fay Typesz [PT/C)

Retirement Syztems (RS /C)

Fietirement Editz [RE/C]

Paproll Prafiles [PF]

Statutory Deduction

Statutory Deduction Codes [SD/C)

Statutory Deduction Profiles [SPAC)
Deduction Schedule [DS/C)
Deduction Fate Table [DR]

Bonus Codes [BC)

Payroll Edit Rules [PE]

Deduction Fule Codes [PR)

SMF Statuz Codes [SM)

Pending Retirement Status Codes [PN)

ol-ded Frequency Codes [VF/C)

Woluntary Deductions [VD/C)

Benefit Control [BCT/C)

Benefit Object Maps [OMAP)

Benefit HA Maps [WMAP)

Benefit Group Maps [GMAP)

H+= Taw Tables

#-=) Position Cortrol

[B-= Master File Links

- Benefits Management

=) Retirement - CA

Ty Dy Ty T D D

&

&

IDHR Code Maintenance 12 - QSS*DEMONSTRATION*DISTRICT = |E||5|
File Wiew Options Help
3 G A @ ¥
EEN SRk A g d=)ls=g=]
Inspeck

o]l Fr Mame Code
2 foes = | |
Code Range From Code Range To
Payroll Hame County Master File
FY Code Audit Date Audit ID

|‘|’r:2l]l]3 Dist:12 Site:l

442542007 | 218 PM

Figure 7-61: Select Payroll Name
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Then select the ADD icon C% to open the Add Payroll Name window shown bel ow.

-|- Add Payroll Name 12 - QS5*DEMONSTRATION*DISTRICT = I Ellil

EXxdX@aca s |
|

H W hd Cancel direct deposit [APD] 7 [~

: | |anore W4 special tax rule? [

Payrall Mame : | User-defined Field r

PAYROLL NAME 1 T PAYROLL HAME 2 T DEFERRED P&y SCHEDLUILE 1 T DEFERRED P&y SCHEDLLE 2
Fay-Sch Description Fay-Codes
| = [ =l = = = = = = = = =
| = [ =l = = = = = = = =
| = [ =l = = = = = = =l = =
| = [ = = = = = =] = =) =]
| = [ = = = = = =] = =] =]
| = [ = = = = = =] = =) =]
| = [ = = = = = = = = =] =
| = [ =l = = = = = = = = =
| = [ = = = = = = = = = =
| = [ = = = = = = = = = =

|\"r:2l]l]3 Dist:12 Site:1 | 4/26/2007 |7:41 AM

Figure 7-62: Add Payroll Name Window
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Rolling Selected Pay Lines to New Year
(PLO900)

When to Use

This program can be used in two scenarios:
¢ To create all pay linesif you are not loading Payroll from Position Control, or

¢ To create any miscellaneous pay linesif you have already loaded Payroll from
Position Control.

Purpose of Program

Roll Selected Pay Linesto New Year (PL0900) carries pay lines forward into a new
fiscal year. Pay lines are linked to afiscal year. The roll process reads existing pay
linesin the source year, or From Year. Then it creates new pay linesin the target
year, or To Year.

The launch screen for Roll Selected Pay Linesto New Year (PL0900) has many
options for selecting which pay linestoroll. A district can select by characteristics of
pay lines, such as limiting the rollover to hourly pay lines or to those created through
Position Control. Also, adistrict can include or exclude employees by various codes,
such as bargaining units, pay locations, or control groups.

NOTE: If you are using the QSS/OASIS Position Control System, you should use Load
Payline Data from Position Control (PL0O400/PL0402) to create pay lines for position
assignments. This process uses the data in the Position Control System to build the pay
lines.

However, you can also use Roll Selected Pay Lines to New Year (PL0900) to roll forward
pay lines that are not created through PL0400/PL0402, such as those for substitute
teachers who do not have a position assignment and for special-purpose pay lines, such
as those for overtime, supplemental pay, or retroactive payrolls.

PL0400 is used for Standard Payroll and Standard Position Control as described .
PL0402 is used for Enhanced Payroll and Enhanced Position Control as described.

Therollover has two modes: Report Only or Update/Report.

¢ Report Only: Thisoption allows you to determine the effect of a run without
actually creating new pay lines. The program creates a Payroll L oad/Copy Report
(PL0990) that lists the pay lines that would be created if the process were donein
Update/Report mode.

05/2011

Copyright © QSS, 2011 7'69



QSS/OASIS Fiscal Year Transition Training Notes

Chapter 7: Tasks Related to Payroll System

Beforerolling pay lines, run the program in Report Only mode. Review the Payroll
Load/Copy Report (PL0990) to verify that the rollover includes only the desired
pay lines. If needed, refine the selections on the launch screen and print another
report. Repeat this process until the report includes only the desired pay lines.

¢ Update/Report: Therollover alows you to create new pay linesin the To Year.
The Payroll Load/Copy Report (PL0990) lists the new pay lines created in the
rollover.

Each pay line can berolled only once. After arollover in Update/Report mode, the
source pay linesinthe From Year are flagged asrolled. These pay lines cannot be
rolled a second time. If you need to re-roll pay lines, contact QSS for help.

Roll Selected Pay Linesto New Year (PL0900) always produces a Payroll Load/Copy
Report (PL0990), regardless of whether you do the rollover in Report Only or
Update/Report mode.

The report comes in one of two formats: Source/Target or Target Only.

¢ Source/Target: For each pay linein therollover, the report lists both the source, or
“OLD” pay line from the From Year and target, or “NEW” pay line for the To
Year.

¢ Target Only: Thereport lists only the “NEW” pay lines for the To Year.

Both report formats begin with a cover page, or Page O, that lists the selection criteria
on the launch screen. The listing of pay lines begins on Page 1. Employees are listed

in alphabetical order. For each employee, the report lists all pay linesincluded in the

rollover.

NOTE: Rolling pay lines from a source (old) to target (new) year does not automatically
validate all accounts in the target year. To check for invalid accounts in the target year, you
can run Request Payroll Pre-List Reports (PAYSUB) and select the Payroll Labor
Distribution (PAY270) report. This report prints an asterisk (*) next to accounts that are not
validated and lists all invalid accounts at the end of the report.

WARNING: Once you have copied pay lines to another year, the source pay lines are
stamped as rolled and cannot be rolled again. If you must re-roll pay lines, contact your
QSS account manager.

> Checking Database Capacities

Before rolling pay lines to the new year (PL0900), make sure that the D-PAY-
PAYMENT and D-PAY-ACCOUNT datasets in the PERPAY database have adequate
room. In most cases, doing so requiresthat you get help from data processing or your
system administrator.
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Avoiding the Use of Mapping (MAPQO03)

During the rollover process described in this section, ensure that no other users are
concurrently using the mapping maintenance program (MAPO03).

Launch Screen

District: B5 Roll Selected Pay Lines to Hew Year 055/0A51S
Report title: _
Run Hode: B (1=Update/Rpt;2=Rpt Only) Report Type: (1=5ource/Target;2=Target)
From Year: To Year: Hon-Terninated Enpl Only: (Y/N)
fActive/Inactive Paylines: (a/I/B) Hake Inactive Active: (Y/N)
Position Number Selection: (P/N/B) Zero the Pos Humber: (Y/N)
Exclude All Pay Lines uith SP-EP: (Y/N) Blank the SP-EP: (Y/N)
Bal. of Cont. Pay Line Selection: (C/N/B)

Bargaining Unit:
Pay Code:
Retirement Systen:
Pay Location:
Control Group:

Pay Type:

Pay Schedule:

Sta. Ded. Profile:
SP-EP:

Rate type: Rates From:
Units Treatment: (H/2/F) Units From:

T T DA S T N

Rt R g I S

[ SRJ FL Iy LYY N4 O L XL I L L

AbhbhbALDLDDD

A ad

15 Stream: PLOS0O0ST

Start
Over

Return
to Henu

Launch
Job

Save
Preset

Retrieve
Preset

Help

Start
Over

Figure 7-63: Launch Screen for Roll Selected Pay Lines to New Year (PL0900)

Selecting Year and Pay Lines

District: 65 Roll Selected Pay Lines to Neu Year 055/0A5I5
Report title: _

Run Mode: E (1=Update/Rpt;2=Rpt Only) Report Type: (1=Source/Target;2=Target)
From Year: To Year: Hon-Terminated Enpl Only: (Y/N)
Active/Inactive Paylines: (n/I/B) Hake Inactive Active: (Y/N)
Position Humber Selection: (P/N/B) Zero the Pos Humber: (Y¥/N)
Exclude all Pay Lines uith SP-EP: (¥/H) Blank the SP-EP: (¥Y/N)

Bal. of Cont. Pay Line Selection: (C/N/B)

Figure 7-64: Select Year and Pay Lines
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Including and Excluding Employees

Bargaining Unit:
Pay Code:
Retirement Systen:
Pay Location:
Control Group:

Pay Type:

Pay Schedule:

Sta. Ded. Profile:

R T T AT T N R

2. 3
2. 3
2. 3
2. 3
2. 3
2. 3
2. 3
2. 3

A adam

Figure 7-65: Include and Exclude Employees

All of these selections are optional. The same rules apply to all selectionsin Figure 7-
65.

¢ Leaveblank to select all.
¢ To select employees, type a code, followed by I for Include or X for Exclude.

o Thefollowing exampleillustrates how to select by including employees.

'R}

For an employee to be selected, both statements must be true.

Bargaining Unit:
Pay Code:
Retirement System:
Pay Location:

hpaan
[LELELET]

[P
M P MM
LW

e The employeeisamember of Bargaining Unit 1 or 2, and
e Theemployeeisassigned to Pay Location 12 or 15.

o Thefollowing exampleillustrates how to select by excluding employees.

Bargaining Unit: 1. 2. 3. q, 0.
Pay Code: 1. e. 3. L 3.

This screen selects employees who are not members of Bargaining Units 1 and
2.

o Thefollowing exampleillustrates how to mix Include and Exclude.

Bargaining Unit: 1. 2. 3. 4, 5.
Pay Code: 1. 2. 3. q, a.

This example illustrates how to select employees assigned to Pay Code 1 who
are not members of Bargaining Unit 2.
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Do not include and exclude in the same field line. In other words, do not type
both I and X on the Bar gaining Unit line or on the Pay Code line.

Including and Excluding SP and EP
Figure 7-66 illustrates the optional selections for starting and ending pay periods.

Figure 7-66: Include and Exclude for SP and EP

SP-EP (O) Leave blank, or type payroll numbersin thefirst two boxesto
select pay lines with specific start and end pay periods.

¢ Leave blank to include pay lines with any Starting
Period (SP) or Ending Period (EP) on the Payroll Pay
Line (PR) Screen of Employee Maintenance.

¢ To select pay linesby SP and EP, typeupto 5
selections.

Rate type: Rates From: To
Units Treatment: (H/Z/F) Units From: To

Figure 7-67: Select Units and Rate Types

Function Keys for Roll Selected Pay Lines to New Year (PL0O900)

Start Help Retrieve| Save Start Launch Return
Over Preset Preset Over Job to Menu

Figure 7-68: Function Keys for Roll Selected Pay Lines to New Year (PL0900)
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Sample Payroll Load/Copy Report (PL0O990)

Sample Report for Source and Target Year
07 QSS DEMONSTRATION DISTRICT PAYROLL LOAD/COPY REPORT J2533 PL0O990 H.00.03 01/19/-- PAGE 0
SAMPLE FOR DOCUMENTATION
Report Source: PL0900
Mode: Report
Report Type: Source/Target
Report Selection Criteria
From FY: Y1 To FY: Y2
Active/Inactive paylines: B Make inactive active N
Position/Number selection: N Zero the position number: N
Exclude all SP-EP paylines: N Blank the SP-EP: N
Balance of contract payline selection: N Non-terminated employees only: N
Bargaining Unit (Include/Exclude): Pay Code (Include/Exclude):
Retirement System (Include/Exclude): Pay Location (Include/Exclude):
Control Group (Include/Exclude): Pay Type (Include/Exclude):
Pay Schedule (Include/Exclude):
Sta. Ded. Profile (Include/Exclude):
SP-EP (Include/Exclude) (Blank SP-EP):
Rate Type: Rate Begin: Rate End:
Unit Treatment: From Units: To Units:
CHANGE FIELDS LEGEND
AF = Active Flag
BP = Blank SP-EP
ZP = Zero Position
ZU = Zero Units
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07 QSS DEMONSTRATION DISTRICT PAYROLL LOAD/COPY REPORT J2533 PL0990 H.00.03 01/19/-- PAGE 2
SAMPLE FOR DOCUMENTATION

Report Source: PL0900
Mode: Report

OLD FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsSC
(01) Y1 000000 8.82 0.00 HU 0.00 SUB TF *k kK 8.82 00-4-9
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 0 - 0.00/ C 06/27/96 CBO7
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 03-200-500-0000-0-0000-0000-8000-0325 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
*ADD* Y2 000000 8.82 0.00 HU 0.00 SUB TF *k kK 8.82 00-4-9
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 0 - 0.00/ C 01/19/00 Y097
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 03-200-500-0000-0-0000-0000-8000-0325 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00

OLD FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsSC
(01) Y1 000000 45.00 0.00 DU 0.00 SUB TFR *k kK 45.00 54-8-0
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 - 0.00/00 C 11/15/96 CBO7
07 QSS DEMONSTRATION DISTRICT PAYROLL LOAD/COPY REPORT J2533 PL0990 H.00.03 01/19/-- PAGE 3

SAMPLE FOR DOCUMENTATION
Report Source: PL0900
Mode: Report

UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 12-700-700-6055-0-8500-1000-1100-9050 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsSC
*ADD* Y2 000000 45.00 0.00 DU 0.00 SUB TFR *k kK 45.00 54-8-0
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 - 0.00/00 C 01/19/00 Y097
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 12-700-700-6055-0-8500-1000-1100-9050 0.00 0.00

** TOTALS **

OLD FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
(02) Y1 000000 80.00 0.00 DU 0.00 SUB TFR *k kK 80.00 54-8-0
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 - 0.00/00 C 11/15/96 CBO7
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 06-650-120-6500-0-5160-1000-1100-9050 0.00 2,520.00
2. 0.00 06-600-110-6500-0-5110-1000-1100-9050 0.00 320.00
3. 0.00 06-840-500-2500-0-3110-1000-1100-9050 0.00 80.00
4. 0.00 06-810-445-2420-0-3500-1000-1100-9050 0.00 40.00
0.00 ** TOTALS ** 0.00 2,960.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
*ADD* Y2 000000 80.00 0.00 DU 0.00 SUB TFR *k kK 80.00 54-8-0
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 - 0.00/00 C 01/19/00 Y097
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 06-650-120-6500-0-5160-1000-1100-9050 0.00 0.00
2. 0.00 06-600-110-6500-0-5110-1000-1100-9050 0.00 0.00
3. 0.00 06-840-500-2500-0-3110-1000-1100-9050 0.00 0.00
4. 0.00 06-810-445-2420-0-3500-1000-1100-9050 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00
OLD FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
(03) Y1 000000 8.61 0.00 HU 0.00 SUB TF *k kK 8.61 00-4-9
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 0 - 0.00/ C 11/15/96 CBO7
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Sample Report for Target Year

07 QSS DEMONSTRATION DISTRICT PAYROLL LOAD/COPY REPORT J2534 PL0990 H.00.03 01/19/-- PAGE 0
SAMPLE FOR DOCUMENTATION
Report Source: PL0900
Mode: Report
Report Type: Target Only
Report Selection Criteria
From FY: Y1 To FY: Y2
Active/Inactive paylines: B Make inactive active N
Position/Number selection: N Zero the position number: N
Exclude all SP-EP paylines: N Blank the SP-EP: N
Balance of contract payline selection: N Non-terminated employees only: N
Bargaining Unit (Include/Exclude): Pay Code (Include/Exclude):
Retirement System (Include/Exclude): Pay Location (Include/Exclude):
Control Group (Include/Exclude): Pay Type (Include/Exclude):
Pay Schedule (Include/Exclude):
Sta. Ded. Profile (Include/Exclude):
SP-EP (Include/Exclude) (Blank SP-EP):
Rate Type: Rate Begin: Rate End:
Unit Treatment: From Units: To Units:
CHANGE FIELDS LEGEND
AF = Active Flag
BP = Blank SP-EP
ZP = Zero Position
ZU = Zero Units
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07 QSS DEMONSTRATION DISTRICT PAYROLL LOAD/COPY REPORT J2534 PL0990 H.00.03 01/19/00 PAGE 2
SAMPLE FOR DOCUMENTATION

Report Source: PL0900
Mode: Report

ANDERSON SHERWOOD 000-00-0000
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
*ADD* (01) Y2 000000 45.00 0.00 DU 0.00 SUB TFR *k kK 45.00 54-8-0
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 - 0.00/00 C 01/19/00 Y097
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 12-700-700-6055-0-8500-1000-1100-9050 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
*ADD* (02) Y2 000000 80.00 0.00 DU 0.00 SUB TFR Rl 80.00 54-8-0
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 - 0.00/00 C 01/19/00 Y097
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1 0.00 06-650-120-6500-0-5160-1000-1100-9050 0.00 0.00
2 0.00 06-600-110-6500-0-5110-1000-1100-9050 0.00 0.00
3 0.00 06-840-500-2500-0-3110-1000-1100-9050 0.00 0.00
4 0.00 06-810-445-2420-0-3500-1000-1100-9050 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
*ADD* (03) Y2 000000 8.61 0.00 HU 0.00 SUB TF R 8.61 00-4-9
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
El2 1 0 - 0.00/ C 01/19/00 Y097
UNITS Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 0.00 06-600-110-6500-0-5020-1000-2100-9050 0.00 0.00
0.00 ** TOTALS ** 0.00 0.00

NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WSC
*ADD* (02) Y2 000000 36.26 1.00 L 36.26 RET TPUYF hk_ ek 11.50 05-4-5
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
M12 1 0 - 0.00/ C 01/19/00 Y097
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WSC
*ADD* (01) Y2 000000 616.14 1.00 L 616.14 RET TPUYF hk_kk 2,255.00 05-1-5
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
M12 1 0 - 0.00/ (o] 01/19/00 Y097
PERCENT Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 50.00% 03-210-500-0000-0-8600-7710-2400-2806 308.07 0.00
2. 50.00% 03-240-500-0000-0-0000-7570-2400-2806 308.07 0.00
100.00% *%* TOTALS ** 616.14 0.00
First Detail Line
Thefirst detail line on the Payroll Load/Copy Report (PL0990) looks like this:
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WSC
*ADD* (01) Y2 000000 616.14 1.00 L 616.14 RET TPUYF Fk kK 2,255.00 05-1-5
Second Detail Line
The second detail line for Payroll Load/Copy Report (PL0990) looks like this:
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PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
M12 1 0 - 0.00/ C 01/19/00 Y097

Financial Accounts
The display of financial accounts looks like thisin Payroll Load/Copy Report

PERCENT Fd Bdr Sch Resc Y Goal Func Objt Type SBFAT EX-GROSS FTD PAID
1. 50.00% 03-210-500-0000-0-8600-7710-2400-2806 308.07 0.00
2. 50.00% 03-240-500-0000-0-0000-7570-2400-2806 308.07 0.00
100.00% ** TOTALS ** 616.14 0.00

QCC Version of PL0O900

The QCC version of PL0900 is available from the HR Report/Job Selector window.
The brief view of the QCC version focuses ont he following areas:

¢ Opening the HR Report/Job Selector Window
¢ Selecting the PL0900 Process

Opening the HR Report/Job Selector Window
These instructions tell how to open the HR Report/Job Selector window from QCC.

¢ From the Go menu, select Go, Human Resour ces/Payroll, and HR Report/Job
Selector.

¢ From the Tree view, Go, Human Resources/Payroll, HR Reporting and Down-
loading, and HR Report/Job Selector.

7-78 Copyright © QSS, 2011 05/2011




Rolling Selected Pay Lines to New Year (PL0900)

QCC Version of PL0900

QSS ControlCenter B2 - OSS DEMO DISTRICT #82 QSS/... il

File ‘iew Change Year Go Messages ‘window Help

— Go
+ Print Manager | Job Menu | Utilities
+ System Admin
+ Finance
+ W2 {1099
( — Human Resources | Payroll )
%‘ Emplovee Maintenance
2‘\"2‘. Absence Tracking

# A Retirement
- HR. Reporting and Downloading

HR. ReportfJob Selector

&3] Personnel Downloader

:..F :I HR Query
=

= Absence Tracking Job Menu

Benefits Management Job Menu
Payroll Job Menu
#= Position Contral Job Menu
+ Iaster Files [ Utilities
ED Professional Development: [ruby [ web - Lodi Only]
% Substitute Teacher Tracking [Preview]
@Q Emplovee Self Service
+ Stores

+ Fixed Assets

Last Run: 04,/28/2010 14:12:0:| ¥1:2010 Dist:82 Site:1 |4/28/2010 18:16

Figure 8-69: Selecting the HR Report/Job Window from the Tree view
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Selecting the PL0900 Process

Theseinstructions tell how to launch the PL0900 process from the HR Report/Job

Selector window.

% HR Report/Job Selector B2 - QS5 DEMO DISTRICT #82

File Options Help
G x=E dD o 8
@ Reports 1 Jel I F ] Di 1 E 1 Custom Selection Sn:rean} 5
(" ShowRepotts & Show.lobs Category [ -]
(1] Name Description Category |Access
501 |PER&&E0ST  |Update Employes Experience PER. Mo
502 |PERI0ST  |Reset Job Code - Job Category Relationship PER Mo
503 |PER9945T  |Update PER-PAY Data From Employee’s Prime Positior| PER. Mo
S04 |ABTSO0ST  |Request Repair of Orphaned Positions ABT Mo
505 DED9S0ST | Reset Deduction Accumulators DED Mo
¥|S05  |PLOSOOST  [Copy Paylines Pav Yes

507 |PCTI00ST  |Re-Calculate Employee Projections PAY Yes
S08  |PCT9205T  |Update D-EMP-POSITION with Bonus Recalculations | PAY Mo
509 PLO4025T Load Payline Data From Position Control PAY Yes
510 |ABT9945T  |Update Employes Leave Pay Rate ABT Mo
511 PERB10ST | Batch Employes Termination PER Mo
S12  |PERSD4ST  |Reset Calendar Relationships PER. Mo
513 |PTIIOOST Payrall Timesheet Import PaY Mo
514 |PCTONRST  |Re-Calculate Emplayes Projections (EH Pasctl) PaY Mo

assronsis [2][E)K]

¥r:2010 Dist:82 Site:1 | 4/28/2010 21:27

Figure 8-70: HR Report/Job Selector window

To launch PL0O900:
1. Click the Show Jobs check box.

% HR ReportfJob Selector, B2 - SS DEMO DISTRICT #82

File Options  Help
@ Reports l__ ] F ] el ] L ] =

Category: -

" Show Report &+ ShowJobs

Figure 8-71: Selecting jobs

2.

assroasis [2)[E)X)

In the Reports tab, click the row for PLO900ST (Process 506).

ID Mame Description Category |Access
501 |PERGS0ST  |Update Emploves Experience PER. Mo
502 |PER990ST |Reset Job Code --= Job Cateqory Relationship PER. Mo
503 |PER9945T |Update PER-PAY Data From Employee's Prime Positior| PER. Mo
504  [ABTS00ST  |Request Repair of Orphaned Positions AET Mo
= DEDSS0ST  |Reset Deduction Accunadlak
(b 506 PLOS9OOST Copy Paylines PaY Yes
cn?  IPrTannsT  [Re-ralrilabe Franlnwes Brodectinne Py Ve

Figure 8-72: Selecting a job

The Access column reads "Yes' or "No" to indicate
allows launching a process.

whether you security profile

3. Click the Custom Selection Screen tab and fill in the boxes. They are the same as
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QCC Version of PL0900

for the traditional version.

Foll Selected Pay Lines to Mew Year

@ Custom Selection Screen

Job: PLOSOOST - Copy Paylines

Required Data

T Optional D ata

From Year: ’_

Fieport Title: § ||

Run Mode: | pdate/Report hd
To'ear

Report Type: | Source/T arget i

Mon-Terminated Empl Only: [~

Activednactive Paylines: |Active

j Make Inactive Active: [~

Pasition Mumber Selection: | Pasition

j Zero the Pos Mumber: [~
Exclude All Pay Lines with SPEF: [~

Blank the SF-EP: [~

Balance of Contract Pay Line Selection: | Contract -

Figure 8-73: Required data boxes for launching PL0900 from QCC

@ Custom Selection Screen l 5 ]

Job: PLOSOOST - Copy Paglines

Foll Selected Pay Lines to Mew Year

Fequired D ata

Bargaining Linit: ’_
Pay Code: ’_
Retirement 5 pstem: ’_ I_L|

Pay Location: | I_L| |
Control Group: | I_L| |
Pay Type: | ’_L| |

Fay Schedule: | I_L| |
Sta. Ded. Profile: | [ =]

Fate Type:
Units Treatment: |Honor Flag hd

e[ [ [ [ [

Fiates From: | To

Units Fram: | To

Figure 7-74: Optional data boxes for launching PL0900 from QCC

4. Press CTRL+Sto launch the process.
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Mass Recalculate Pay Position (PAY910)

Note: PAY0910 is for updating Payroll Bonus (BC) code amounts on the PR Screen in the
Enhanced Payroll System.

Note: If you are using Enhanced Payroll and you use PL0402 to drive the Payroll System
from the Position Control System, you probably would not ever need PAY910 to update BC
codes. Instead, your Position Control Bonus (PB) codes would be calculated in Position
Control and loaded into Payroll as BC codes when you ran PL0402.

Purpose

Mass Recalculate Pay Position (PAY 910) is a batch update to Bonus Codes on the PR
Screen. Each Pay Line has 20 Bonusfieldsin which you can type a Bonus Code from
the Bonus Codes Master File. For automatic bonuses, the PR Screen calcul ates each
employee’s bonus amount based on the rules for a Bonus Code. The amount of the
bonus can be alump-sum amount per pay period, an annual amount, an hourly bonus,
or adaily bonus.

You can use Mass Recalculate Pay Position (PAY 910) to update Pay Lines after you
make changes to the Bonus Codes. For example, a district uses the code MA for the
Master’s bonus for teachers. At the start of anew fiscal year the amount goes up from
$1,000 to $1,100. You can use PAY 910 to locate all Pay Lineswith the Bonus Code of
MA, then update them with a batch update.

Mass Recalculate Pay Position (PAY 910) works in two ways: report and update mode.

¢ Inreport mode, the report lists the Pay Lines that match your selection criteriaand
the bonus codes and amounts. This mode allows you to preview the results of the
mass update before actually updating the Pay Lines on the PR Screen.

¢ In update mode, the mass update changes the Pay Lines. Thereport isalist of the
changes that were made to the Pay Lines.

Each time you run the Mass Recal culate Pay Position (PAY 910), there is a second
report called the Mass Recal culate Pay Position -- Errors Report (PAY912). This
report lists all of the Pay Lineswith avariety of errors, such as an hourly Pay Line
that has adaily or monthly Salary Schedule. You can use this report to correct errors
before you run PAY 910 in update mode. The error report accompanies every PAY 910,
even if there are no errors. When the PAY 912 report reads ** NO ERRORS *x*, al
of your Pay Lines have passed the edit checks for PAY 910. See 7-85 for alist of all
the error messages.
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Mass Recalculate Pay Position (PAY910) Launch Screen

Launch Screen

District 90 Mass Recalculate Pay Position 055/0ASIS

Fiscal Year: [F

Report Title: HNTWSTEVVEITTSRIYETT]
Sort Option: ] 1 = Employee 2 = Schedule/Enp loyee
Report/Update: J (RAU)

Update Terminated Employees: J (Y/N)

Salary Schedules: I I I I I
a1 1 | ]

iled 11/26/02 Page 1 of 1 Option: 45 Stream: PAYI105T

Start
Over

Read
Preset

Help

Return
to Henu

Figure 7-75: Launch screen for Mass Recalculate Pay Position (PAY910)
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Sample Mass Recalculate Pay Position (PAY910) Report

Sample Page Zero (Header Page)

67 OAK VALLEY USD MASS RECALCULATE PAY POSITION J6171 PAY910 H.00.00 08/19/04 PAGE 0
SAMPLE FOR DOCUMENTATION

*** Selection Parameters ***

Fiscal Year: 03
Sort Option: Schedule/employee
Report/Update (R/U): R
Update terminated employees: No

Salary Schedule:

Bonus Codes:

Sample Report Page

67 OAK VALLEY USD MASS RECALCULATE PAY POSITION J6171 PAY910 H.00.00 08/19/04 PAGE 2
SAMPLE FOR DOCUMENTATION

HOURLY RATE
EMPLOYEE PLACEMENT PAY SCHED RATE RATE TYPE UNITS EXT GROSS RET BASE FTE
000-00-0000 ANTHONY ANDY A 14-0005-02 E1O0RO07 56.02 8,116.50 L 1.00 8,116.50 8,116.50 1.0000
Base Pay: 7,176.50 Base Ret: 7,176.50
Bonus Codes: T1/185 SCH/6+ CTA/MA TST/10
Bonus Pay: 65.00 100.00 150.00 625.00
Bonus Ret: 65.00 100.00 150.00 625.00
000-00-0000 ANTHONY SUSAN B 12-0005-05 E10BO7 19.96 2,337.78 L 1.00 2,337.78 2,337.78 1.0000
Base Pay: 2,173.44 Base Ret: 2,173.44
Bonus Codes: LONG15 BIL
Bonus Pay: 110.00 54.34
Bonus Ret: 110.00 54.34
000-00-0000 ARTHUR CHESTER A - -00 EOMREG 0.00 4,245.91 L 1.00 4,245.91 4,245.91 1.0000
Base Pay: 4,162.58 Base Ret: 4,162.58
Bonus Codes: CCP220
Bonus Pay: 83.33
Bonus Ret: 83.33
000-00-0000 ARTHUR CHESTER B 12-0006-01 EOMREG 19.82 2,687.64 L 1.00 2,687.64 2,687.64 1.0000
Base Pay: 2,539.16 Base Ret: 2,539.16
000-00-0000 ARTHUR RITUS 18-4501-05 EOMREG 22.40 3,156.81 L 1.00 3,156.81 3,156.81 1.0000
Base Pay: 2,869.83 Base Ret: 2,869.83
Bonus Codes: ND/10%
Bonus Pay: 286.98
Bonus Ret: 286.98
000-00-0000 ASIMOV ISAAC - -00 EOMREG 14.82 1,941.60 L 1.00 1,941.60 2,588.81 0.7500
Base Pay: 1,840.38 Base Ret: 2,453.84 Class: Linkage: Bonus %: 3.00 Bonus Pay %: 55.21 Bonus Ret %: 73.62

Bonus Codes: ASL
Bonus Pay: 46.01
Bonus Ret: 61.35
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Mass Recalculate Pay Position (PAY910) Sample Mass Recalculate Pay Position -- Errors Report

Sample Mass Recalculate Pay Position -- Errors Report
(PAY912)

Every time you create a Mass Recal culate Pay Position (PAY 910), thereisalso an
error report. The report identifies Pay Lines with inconsistencies and missing codes.
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About Summer Pay

90 S.C.COUNTY OFFICE OF EDUCATION MASS RECALCULATE PAY POSITION -- ERRORS REPORT J6171 PAY912 H.00.00 08/19/04 PAGE 1
SAMPLE FOR DOCUMENTATION

EMPLOYEE SEQ POSITION ERROR MESSAGE

000-00-0000 ANDERSON ANDY 03 343943 Invalid Bonus Code

000-00-0000 JOHNSON JOHN 02 944343 Invalid Work Calendar

000-00-0000 PETERS PETER P 01 788492 Invalid Salary Schedule

000-00-0000 HARRISON HARRY 01 889343 Salary Schedule is not a Daily Scheule

There are three options for dealing with summer pay:

1. Classic Deferred Pay
In classic deferred pay, 10-month teachers are assigned to a Pay Schedule with 12 pay
periods. They receive one-twelfth of their annual contract pay during each pay period.

In June, the district runs three payrolls for teachers on classic deferred pay:

¢ Thenon-deferred payroll for June (for the current pay period).
¢ Thedeferred payroll for July.
¢ Thedeferred payroll for August.

These three payrolls have a date paid that falls within June so that all payroll transactions
post to General Ledger inthe samefiscal year astheteachers' contracts. The district keeps
the payroll warrants and APD stubs for July and August in a safe place, then distributes
those payrolls to teachers according to the schedule for summer pay.

2. Manual Deferred Deductions

Manual deferred deductions uses Voluntary Deductions to withhold summer pay during
the 10-month contract year, then refund those withholdings during the summer. This
method uses a special Voluntary Deduction in the 85xx range to serve as a bank for
holding the summer pay. During the 10-month contract period, one-sixth of the net pay
is deducted and put in the bank. During July and August, the district runs a special
payroll to refund the banked net pay.

This method requires that you define a special Pay Schedule. Teachers receive one-tenth
of their contract pay during each month in September through June (with one-sixth of net
pay deducted for summer pay). Payrolls 15 and 16 are special-purpose pay periods for the
summer payrolls. Update Payroll with Summer-Deferred Vol-Ded Amounts (PAY 9SB)
allows you to create the Pay Lines for summer pay.

This method requires you to make manual calculations, and may not be practical for
large digtricts.

3. Automatic Deferred Deductions
This method accomplishes the same thing as Manual Deferred Deductions, but with
much more automation.
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Summer Pay Payroll

Overview
Three types of payrollsfall under the category of summer payrolls: deferred payrolls,
liability payrolls, and summer-deferred voluntary deductions.

¢ Deferred payrolls are processed for employees who work ten or eleven months but
elect to receive their pay over twelve months.

¢ Liability payrolls cover labor and/or employer-paid benefitswhich are charged to a
different year than cash. These are set up asliabilities.

¢ Summer-deferred voluntary deductions use the 85xx objects as a savings account
to issue summer-deferred payments to vendors from voluntary deductions.

Classic Deferred Pay

First Step

To set up deferred payrolls, you must first define a pay schedule for the deferred
payrolls.

The second screen is to define the deferred pay schedules. The example shows an
end-of-month 10-month deferred schedule (EOM 10D).

District: B5 Maintain Pay Schedule 055/0A515

FY: Y2 Pay Schedule:¢EOHTOD > SMEOH 10-HONTH DEFERRED
Cycle: [ MONTHLY Use cycle for tax: Class: [ 'R'egular,'S'upp.

Hours Heeks Local Use

Select Print Next Page Page Update Return
Option Screen Hindou Backuard| Foruward | Data to Henu

04/01/2003M04/30/2003m04730/2003
05/01/200305/31/2003M05731/2003
06/01/2003QM06,/30 /2003 M06/28/2003
06/01/200306/30/2003QM06/27/2003
0D6/01/200306/30/200306/26/2003

Page 1 of 1 Humber of Payrolls: 12

Figure 7-76: Maintain Pay Schedule Screen
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Fill in the second screen similarly to the examplein Figure 7-76. Three things must be
true:

0

0

The deferred payrolls are numbered 13 and 14 and have Y in the Def field col-

umn.

Thefirst payroll for the sample deferred pay scheduleis September, and its pay-

roll number is 03 rather than O1.

The dates paid for June, July, and August must be different from one another.

Second Step
The next step isto specify this pay schedule on the appropriate pay lines for all
affected employees. Do this on the Payroll Pay Line (PR) Screen of Employee
Maintenance (PP0002).

In the following example, notice that the pay schedule is EOM1 0D, whichisthe
sample pay schedule shown in Figure 7-76 and which has been defined with the last
two payrolls as deferred.

District: 82 TESTIMNG DISTRICT 095/0AS1S
Emp loyee Maintenance Mode: Change

SSH: LpEngdiiifi] BETSY ROSS Sc: ﬁm Payroll pay line
NS: ] yr:[E 0: L: n: Pay Linet 1/ 0 ( 1)

Posit# D

adj >
Name H SBF Start User #Ann Contract FTD Paid

Rate Units RTS Ex-G6Gross Type St-Ded SP EP Ret. Base AC-P-C HSC

/Il 0.00

SBT Ex-Gross FTD Paid

*% Totals ** 0.00 0.00
PPOZ2PR H.00.44 compiled 11/05/07 Updated: by at
Start Next Account | Py-Sch Special | Pg-Forud| Update Return
Over Keys Hindou Hindou Options | Pay Line| Payroll | to Menu

Third Step

Figure 7-77: Payroll Pay Line (PR) Screen with EOM10D Pay Schedule

Produce the deferred payrolls the same as you would produce any ordinary payroll.
With adeferred payroll produced in this manner, both the posting of the various
expense accounts and the dispersal of the cash occur in Y1.
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Classic Deferred Pay

Tables of Various Summer Payroll Setups

The following seven tables present various possible scenarios for setting up summer

payrolls. At the end is a blank worksheet on which you can plan your setup.

Example 1—Regular Summer-Deferred

Item Account Charged | Year Charged
Y1 Y2
Period end date X
Date paid X
Labor DR X
Cash (labor) CR X
Employer-paid non-health-and-welfare benefits DR X
Employer-paid health-and-welfare benefits DR X
Cash (all benefits) CR X
Requirements for using Example 1:
¢ Define pay schedule(s) indicating which months are deferred.
¢ LogintoY1l
¢ See example on preceding pages.
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Example 2—Summer-Deferred Payroll Treated asa Liability?

Item Account Charged | Year Charged

Y1 Y2

Period end date X

Date paid X

Labor DR X

Current liability (setup) (labor), e.g., 9509 CR X

Cash (labor) CR X

Current liability (payment) (labor), e.g., 9510 DR X

Employer-paid non-heath-and-welfare benefits DR X

Employer-paid health-and-welfare benefits DR X

Current liability (setup) (all accrued benefits), e.g., 9509 CR X

Cash (benefits) CR X

Current liability (benefits) DR X

a. Thisscenario may apply to cases like payment of substitute teachers, which isirregular and unforeseen.
Requirements for using Example 2:
¢ Define pay schedule(s) indicating which months are deferred.
¢ LogintoY1l

¢ Date paid must beinY2.

7-90 Copyright © QSS, 2011 05/2011



Summer Pay Payroll Classic Deferred Pay

Example 3—Summer-Deferred Payroll Treated asa Liability
EXCEPT Employer-Paid Health and Welfare Paid in Y2

Item Account Charged | Year Charged

Y1 Y2

Period end date X

Date paid X

Labor DR X

Current liability (setup) (labor), e.g., 9509 CR X

Employer-paid non-health-and-welfare benefits DR X

Current liability (employer-paid non-health-and-wel- CR X

fare benefits), e.g., 9509

Cash CR X

Current liability (payment), e.g., 9510 DR X

Employer-paid heath-and-welfare benefits DR X

Cash (health-and-welfare benefits) CR X

Requirements for using Example 3:

¢ Define pay schedule(s) indicating which months are deferred.

¢ LogintoYLl

¢ Change the run mask on the line following the RUN PAY310 linein the payroll
update job stream to eliminate the posting of health and welfare benefits. Use the
HP Editor to change the Y in the fourth position of the mask to N.

¢ After running payroll, post the employer-paid health and welfare benefitsto Y 2:
¢ LogintoY2.
¢ Edit the PAYUPDST JCL file asfollows:

1. Change thefile equation of the payroll history file from the deferred payroll to
TOPAY 310A and TOPAY 310B:
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> IFILE TOPY310A=PAmmddyy.HISTORY where mmddyy = month,
day, year of the payroll savefile, and

> IFILE TOPY310B=PBmmddyy.HISTORY where mmddyy = month,
day, year of the payroll savefile.

. Changethe run mask on thelinefollowing theRUN PAY310 lineinthe payroll

update job stream to post only health and welfare benefits. Change al positions
except the fourth to N; change the fourth to Y, thus:

> IRUN PAY310.!PPSCH. !PACT
NNNYNNNNNNNN

. Change SETJCW commandsto run only the PAY 3xx series by setting all other

PAY xxx programs to No, or zero; for example:

> ISETJCW PAY004 =
!SETJCW PAY347 =
!SETJCW PAY370 =
!SETJCW PAY440 =

olr|rkr o

. Savethisfile as PAYUPDHW.JCL.

Run PAY 310, PAY 320, PAY 330, and PAY 340 to post health and welfare bene-
fits. PAY 320 may not be part of the standard update job stream, but it should be
part of the report job stream named PAY RPTST.JCL. You can copy it from
there to the standard update job stream.

NOTE: Talk to your QSS account manager if you intend to do this type of liability posting.
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Example 4—Summer-Deferred Payroll with Labor Charges Charged to Y1 and All Employer-Paid
Benefits Paid in Y22

Item Account Charged | Year Charged

Y1l Y2

Period end date X

Date paid X

L abor DR X

Cash (labor) CR X

Employer-paid non-health-and-welfare benefits DR X

Employer-paid health-and-welfare benefits DR X

Cash (all benefits) CR X

a. If this example appliesto your site, contact your account manager for detailed instructions.

Example 5—Summer-Deferred Payroll with Labor Char gesand Non-Health and Welfare Benefits Paid
in Y1 & Employer-Paid Health and Welfare Paid in Y22

Item Account Charged | Year Charged

Y1l Y2

Period end date X

Date paid X

Labor DR X

Cash (labor) CR X

Employer-paid non-health-and-welfare benefits DR X

Current liability (employer-paid non-health-and-welfare CR X

benefits), e.g., 95xx

Employer-paid heath-and-welfare benefits DR X

Cash (health-and-welfare accrued benefits) CR X

a. If thisexample appliesto your site, contact your account manager for detailed instructions.
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Example 6—Straight Liability Payroll—Option 12

Item Account Charged | Year Charged

Y1 Y2

Period end date X

Date paid X

L abor DR X

Current liability (setup) (labor), e.g., 9509 CR X

Cash (1abor) CR X

Current liability (payment) (Iabor), e.g., 9510 DR X

Employer-paid non-heath-and-welfare benefits DR X

Employer-paid health-and-welfare benefits DR X

Current liability (setup) (all accrued benefits), e.g., 9509 CR X

a. This scenario may apply to cases like payment of hourly employees.

Requirements for using Example

¢ LogintoY1l

6:

¢ Set up pay schedule as non-deferred.

¢ Period end date must bein Y1

and pay date must beinY 2.
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Example 7—Straight Payroll with Account Lines Coded with Liability Object(s)—Option 2

Item Account Charged | Year Charged
Y1l Y2

Period end date X
Date paid X
Labor, e.g., 95xx DR X
Cash (1abor) CR X
Employer-paid non-health-and-welfare benefits, e.qg., DR X
95xX
Employer-paid health-and-welfare benefits, e.g., 95xx DR X
Cash (all accrued benefits) CR X

Requirements for using Example 7:

¢ LogintoY2.

¢ Set up pay schedule as non-deferred.

¢ Set up labor distribution lines charging the object established for current liability.

NOTE: You must manually set up current liability in Y1.
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Summer Payroll Worksheet

ltem Account Charged | Year Charged
Y1 Y2

Period end date

Date paid

L abor DR

Cash (labor) CR

Current liability (payment) DR

Employer-paid non-health-and-welfare benefits DR

Employer-paid health-and-welfare benefits DR

Current liability (setup) (labor) CR

Current liability (setup) (non-health-and-welfare benefits) CR

Current liability (setup) (health-and-welfare benefits) CR

Use the preceding worksheet for your site’s needs.
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Manual Deferred Deductions

Purpose

Update Payroll with Summer-Deferred Vol-Ded Amounts (PAY 9SB) allows you to
create the pay lines for disbursing the accumulated deductions for summer pay. This
program cal culates the total amount of money set aside for each employeeinupto 5
voluntary deductions in the 85xx range, then creates a pay line for disbursing the
money to employees. The Summer Deferred Payroll Load Audit Report (PAY904) is
alisting of these pay lines. The warrants for these pay lines are created on a special
summer-deferred pay run for monies accumulated with the 85xx voluntary
deductions.

Implementing Summer Pay from Voluntary Deductions

Setting Up Master Files

NOTE: Consult with your QSS account manager before implementing summer pay from
voluntary deductions. This process requires modifying the payroll production process and
running special payrolls to create the summer-deferred warrants.

Implementing summer pay from voluntary deductions requires the following:

¢ One or more Vol-Deds (voluntary deductions) for setting aside summer-deferred
pay. These deductions must be numbered 8500 through 8599.

¢ A Pay Schedule to be used only for creating pay lines from voluntary deductions
for summer deferred pay. The pay schedule should contain only payroll numbers
15 and 16.

On atypical monthly schedule, payroll numbers 1 through 12 are the regular end-
of-month payrollsfor July through June. Payroll numbers 13 and 14 are for
summer-deferred payrollsin which the salary for a 10- or 11-month employeeis
paid out over 12 monthly payrolls. Payroll numbers 15 and 16 are for summer-
deferred payrolls created from 85xx voluntary deductions via Update Payroll with
Summer-Deferred Vol-Ded Amounts (PAY 9SB).

The number of payrolls on this schedule determines how many pay lines are
produced. If the pay schedule includes payroll numbers 15 and 16, Update Payroll
with Summer-Deferred Vol-Ded Amounts (PAY 9SB) creates two pay lines for
each employee, each of which is used to disburse one-half of the money set aside
for summer pay. If thereis only one payroll number, there is only one pay line per
employee that includes all accumulated summer pay.

Each district has a separate set of pay schedulesfor each year. Therefore, asite
must set up this schedule for every year for each district that processes summer-
deferred pay from voluntary deductions.

05/2011

Copyright © QSS, 2011 7'97



QSS/OASIS Fiscal Year Transition Training Notes Chapter 7: Tasks Related to Payroll System

¢ A Pay Name that is used only for running summer-deferred pay from voluntary
deductions. When setting up this Pay Name, type aV in the User-defined field to
indicate that this Pay Name is for summer-deferred pay originating from 85xx
voluntary deductions.

¢ A Statutory Deduction Profile that contains only the two following statutory
deductions: NRF (non-reportable FIT) and NRS (non-reportable SIT). This profile
isrequired to build the pay lines for the payrolls during July and August.

¢ A Vol-Ded Frequency Code or a Deduction Schedule for Vol-Deds taken on the
special payrolls run during payroll numbers 15 and 16.

¢ A Pay Type code that is used only for producing summer-deferred pay from
voluntary deductions when you run Update Payroll with Summer-Deferred Vol-
Ded Amounts (PAY9SB). This Pay Typeis not used for regular payrolls
throughout the year.

¢ Linksto all districts that are producing summer-deferred pay from voluntary
deductions. The following codes must be linked to each district: voluntary
deductions, Pay Schedules, Statutory Deduction Profiles, Vol-Ded Frequencies,
and Deduction Schedules.

Setting Aside Money for Summer Pay

There are two steps in deducting money for summer pay with 85xx voluntary
deductions:

¢ Assign employees to the 85xx voluntary deductions. Use a Vol-Ded Frequency
Code or a Deduction Schedule for taking this deduction during the 10- or 11-
month contract period. You can specify either afixed dollar amount or percentage
of pay to deduct.

There are two reports that can help with this task.

> Pay-Deduction Listing (DED600) isalisting of all employees with a speci-
fied voluntary deduction. You can use thisreport to get aroster of employees
with specified 85xx deductions.

> Employee Voluntary Deduction Listing (DED610) is alisting by employee
of the voluntary deductions assigned to each employee on the Payroll Pay
Line (PR) Screen.

¢ Runtheregular payrolls during the 10 or 11 months of the contract year. Thus, the
amount or percentage specified in the 85xx voluntary deduction is added to the
money set aside for the employee’s summer pay.
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Disbursing Summer Pay

When it istime to issue summer pay, use Update Payroll with Summer-Deferred Vol-
Ded Amounts (PAY 9SB) to create the pay lines needed for the special payroll runto
disburse the deductions for the 85xx voluntary deductions.

¢ Run Update Payroll with Summer-Deferred Vol-Ded Amounts (PAY 9SB) in
Report Only mode. The Summer Deferred Payroll Load Audit Report
(PAY 904) allows you to verify the pay lines for summer-deferred pay before
updating.

¢ When you are ready to create pay lines, Run Update Payroll with Summer-
Deferred Vol-Ded Amounts (PAY 9SB) in Update mode. This process creates
the pay lines for summer pay.

¢ Make any needed changes to the pay lines on the Payroll Pay Line (PR) Screen.

¢ Set up any voluntary deductions to be taken from summer-deferred pay using
the Vol-Ded Frequency code or Deduction Schedule for taking deductions on
payroll numbers 15 and 16.

¢ Run aspecia payroll to disburse summer-deferred pay. Use the Pay Name that
was defined exclusively for summer-deferred pay from voluntary deductions.
The only pay schedule on this payroll run should be the special pay schedule for
summer pay from voluntary deductions. If you are issuing two warrants for
summer pay, you must do two special payroll runs.

Launch Screen

District: BS Update Payroll uwith Summer Deferred Vol-Ded Amounts QS5/0a51S

Report Title: EfIESSSSIERIIE S RN

Update Option: E pdate payroll

1=1U

2 = Report only

Vol-Ded History Dates From: [IEFIIEVFEINE] To: [EEIFEINE
Include Vol-Deds: EH N S0 D

Include Terninated: [J (Y/N)

*x* Payline Default Values *xx
Fiscal Year: [§
Pay Type: I8
S5tat Ded Profile: FIIEEEY
Pay Schedule: Y

Fd Resc Y Objt Gr Goal Fnect 5ch Rsp Lcl *
[N T S E-TE- R0 1 - 0000-0-1110-00-3300-1000-700-000-000 *

PAY958 H.00.00 conmpiled 06/08/93 15:21 Stream: PAY95BS5T
S5tart Help Retrieve| Save Refresh Launch Return
Over Preset Preset Screen Job to Menu

Figure 7-78: Launch Screen for Update Payroll with Summer-Deferred Vol-Ded Amounts (PAY9SB)
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Report Sample

Page Zero is a header page that summarizes the selections on the launch screen.

65 QSS Unified School District SUMMER DEFERRED PAYROLL LOAD AUDIT REPORT J604 PAY904 H.00.00 11/15/-- PAGE 0
SAMPLE FOR DOCUMENTATION
Update Option: Report Only
Vol-Ded History Dates From: 09/01/20Y1 To: 06/30/20Y1
Include Vol-Deds: 8500 8520 8550
Include Terminated: Y
Fiscal Year: 01
Pay Type: VOLS
Stat Ded Profile: VOLPAY
Pay Schedule: SPVD
Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
01-0000-0-1110-00-3300-1000-700-000-000
65 QSS Unified School District SUMMER DEFERRED PAYROLL LOAD AUDIT REPORT J604 PAY904 H.00.00 11/15/-- PAGE 1
SAMPLE FOR DOCUMENTATION
UNITS RATE RT PT SDP PY-SCH SP EP PCT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
000-00-0000 ALI MOHAMMED Total Deduction: 800.00
1.00 400.00 L VOLS VOLPAY SPVD 15 15 100% 01-0000-0-1110-00-3300-1000-700-000-000
1.00 400.00 L VOLS VOLPAY SPVD 16 16 100% 01-0000-0-1110-00-3300-1000-700-000-000
000-00-0000 ANTHONY MARK Total Deduction: 1,208.64
1.00 604.32 L VOLS VOLPAY SPVD 15 15 100% 01-0000-0-1110-00-3300-1000-700-000-000
1.00 604.32 L VOLS VOLPAY SPVD 16 16 100% 01-0000-0-1110-00-3300-1000-700-000-000
000-00-0000 ANTOINETTE MARIE Total Deduction: 1,200.00
1.00 600.00 L VOLS VOLPAY SPVD 15 15 100% 01-0000-0-1110-00-3300-1000-700-000-000
1.00 600.00 L VOLS VOLPAY SPVD 16 16 100% 01-0000-0-1110-00-3300-1000-700-000-000
In this sample report, there are two pay lines for each employee: one for each of the
two Payroll Numbers on the SPVD Pay Schedule used to produce the pay lines. Each
pay lineis used to disburse one-half of the total deductions for the 85xx voluntary
deductions.
Automatic Deferred Deductions
Automatic deferred deductions uses Voluntary Deductions as a bank for deducting
and refunding net pay. A Pay Schedule for this method uses the following Voluntary
Deductions:
¢ A deferred pay deduction for deducting net pay during the contract period when
teachers earn their pay.
¢ A payback deduction for refunding the net pay during the summer.
Unlike with classic deferred pay, there is no need to adjust the base pay or retirement
base on the PR Screen. For teachers who work from September through June, their
normal monthly Pay Line is one-tenth of the annual contract. The system usesthe
Pay Schedule to calculate how much net pay to deduct for each pay period. For 10-
month teachers, it deducts one-sixth. For 11-month teachers, it deducts one-twelfth.
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Automatic deferred deductions uses a Pay Schedule that crosses fiscal year bound-
aries. For example, ten-month teachers earn their salaries during September through
June of FY 1, but the pay periods for summer pay arein July and August of FY 2. To
refund net pay, you must set up a Pay Name for FY 2 that uses the automatic deferred
deductions Pay Schedule from FY 1.

The W4 Screen is the means for enrolling employees in automatic deferred deduc-
tions. Once an employee is enrolled, the system automatically cal culates how much
net pay to deduct and refund each month based on the employee's Pay Schedule.
However, you can force the system to make an early refund of summer pay at any
time during the year.

Maintain Deferred Pay (DEDUPD) is an on-line program that allows you to ook up
and maintain summer pay. The standard security option allows you to look up the bal-
ance of net pay withheld and display an itemized list of transactions for afiscal year.
With special security settings, you can aso adjust the amounts of net pay deducted
and refunded.

Automatic deferred deductions have a year-end process. DED900 allows you to roll
the balance of banked net pay forward from onefiscal year to the next. Run this pro-
cess after the last payroll for June of onefiscal year, but before the first payroll of July
for the next fiscal year.
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Automatic Deferred Deductions

Overview

Automatic deferred deductions is one of the options for summer pay. This process
evens out the cash flow for employees who earn their annual contract pay during a
10- or 11-month contract period. The Enhanced Payroll System deducts a portion of
the net pay during each month of the contract period, then refunds the net pay during
the summer.

For example, teachers earn their annual pay during a 10-month contract from
September through June. They are on amonthly Pay Schedule on which the date paid
isthelast work day of each month. They receive summer pay during July and August.

¢ During each month of the contract period, teachers earn one-tenth of their total
annual pay. The system deducts a percentage of the teacher’s net pay and putsitin
a“bank” for summer pay. The system computes the percentage to deduct based on
the Pay Schedule for the employee’s normal salary.

For 10-month employees, the system deducts one-sixth of the net pay.
For 11-month, employees, the system deducts one-twelfth of the net pay.

¢ During the summer, the system refunds the net pay. The amount to refund depends
on the number of months for teachers receive summer pay. For example, teachers
with two months of summer pay get half their net pay refunded in July and the
other half in August.

REMINDER: For a county office, the decision to use automatic deferred deductions applies
to all districts for whom you process payroll. It is either available at all districts or it is not
available to anyone.
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Setting Up Automatic Deferred Deductions

This heading describes the steps in implementing automatic deferred deductions:

Step 1: Set Up Voluntary Deductions

Step 2: Enable Automatic Deferred Payrolls

Step 3: Set Up Pay Schedules

Step 4: Set Up Pay Names

Step 5: Set Up W4 Screen

Step 6: Assign Pay Linesto Pay Schedule for Automatic Deferred Deductions
Step 7: Set Up Voluntary Deductions for Health Benefits

® & & 6 o o o

Step 1: Set Up Voluntary Deductions

Purpose

This step describes how to define the Voluntary Deductions for deducting net pay and
refunding net pay. Create one Voluntary Deduction that is used only for deducting net
pay and another that is used only for refunding net pay.

Setting Up Voluntary Deductions
1. Define the Voluntary Deduction for deducting net pay during the year. Thisisthe
Def Pay deduction for the Pay Schedule in the next step.

2. Define the Voluntary Deduction for refunding net pay during the summer. Thisis
the Payback deduction for the Pay Schedule in the next step.

Use Update Voluntary Deduction Master File (VDUPDT) to create these Voluntary
Deductions. You can give them any number from 1 through 7999. See the QSSOAS S
Payroll Manual for detailed instructions.

Step 2: Enable Automatic Deferred Payrolls

Purpose

By default, the Enhanced Payroll System has the option for automatic deferred
deductions turned off, or disabled. To use this method of summer pay, your system
administrator must turn on, or enable, this feature.

Enabling Automatic Deferred Payrolls
The security matrix PAY CTL determines whether your district uses automatic deferred
deductions. To enable this option, set the third flag of PAYCTL to R (reimburse).

REMINDER: Define PAYCTL as a global security setting. The decision to use automatic
deferred deductions is an all or nothing decision. This option is either available to all
districts, or it is not available to any district.
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Step 3: Set Up Pay Schedules

Pur pose

This step describes how to set up one or more Pay Schedules for employees who
participate in automatic deferred deductions. These schedules must be set up correctly so
that the system is able to calculate the amount of net pay to deduct during the 10- or 11-
month contract when employees earn their pay and the amount to refund during the one or

two months of summer pay.
Sample Pay Schedule

The following discussion focuses on the parts of Pay Schedules that are essential for
summer pay through automatic deferred deductions. (See the QSSOAS S Payrall
Manual for more information about Pay Schedules and instructions for defining them.)

District: 90 Maintain Pay Schedule 058/0A818
FY: 05 Pay Schedule: E10REM EPMSUMMER PAY REIMBURSEMEWT
. Cycle: MONTHLY Use cycle for tax: Class: 'R'egular, "S"upp.
Benefit-only in N g
payrolls for Days Hours HWeeks Local Use
July and
August of the
current year.
Teachers 01/01/2005
earntheir pay gg;’g}ﬁgggg
during the 10 Das01 /2005
N payrolls. 05/01/2005§05/31/2005Q05/30/2005
One-sixth of 06/01 /2005 M06/30/200506/30/2005|
. 07701 /2005007731 /2005007 /31 /2005
the net pay is
banked Page 1 of 2 Payrolls: 10 Def Pay: 7901 DEFP WH Payback: 7951 DEFP REF
month. — pay periods
Select Print Set Def | Mext Page Page Update Return 1- 12 arein
Option Screen Pay Deds| Hindou Backuard| Foruard | Data to Menu the current
fiscal year.
Banked The dates for
District: 90 Maintain Pay Schedule 055/0A515 av periods
fsum.mer pay FY: 05 Pay Schedule: E10REM SUMMER PAY REIMBURSEMENT pay p
is reimbursed 13 and 14 are
during the R Cycle: I MONTHLY Use cycle for tax: [J Class: [[] 'R'egular, 'S upp. in the next
payrolls. ks Local Use fiscal year.
| ‘ I]B/I]1f2l]l]5 08/31 /2I]I]5 I]B/EEI/EI]I]S I I I I
Page 2 of 2 Payrolls: Def Pay: 7901 DEFP WHH Payback: 7951 DEFP REF
Select Print Set Def | Hext Page Page Update Return
Option Screen Pay Deds| Hindou Backuard| Foruard | Data to Menu
Figure 7-79: Pay Schedule for automatic deferred deductions
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Here are afew important points about this sample Pay Schedule.

¢ Payrolls 1 and 2 have a Def (deferred) flag of B (benefits). This flag causes

10-month teachers to be included on benefit-only payrolls, which are special
payrolls for people who have no earnings, but do receive employer-paid benefits.
This specia payroll calculates the cost of employer-paid benefits and posts those
expenses to the General Ledger.

In this example, the benefit-only payrollsare for July and August of FY 05. Teachers
who earned their pay during September through June of FY 04 have no earnings
during August and September of FY 05. However, the B payrolls allow you to
provide those teachers with employer-paid benefits during the summer of FY 05.

Benefit-only payrolls are run independently of normal payrolls. There is a separate
prelist report and update process. (See the QSSOAS S Payroll Manual for details.)

Payrolls 3 through 12 have a deferred flag of N (non-deferred). These are the pay
periods for the 10-month contract during which teachers earn their pay. During
these months, the Enhanced Payroll System deducts part of the earned net pay with
the Voluntary Deduction for Def Pay.

Payrolls 13 and 14 have a deferred flag of R (refund). During these summer
months, the Enhanced Payroll System uses the Voluntary Deduction for Payback
to refund the net pay that was deducted during the N pay periods.

Payrolls 13 and 14 have dates that are after the end of FY 05. Thisisthe correct
way to set up the Pay Schedule. Money that is deducted during FY 05 will be
refunded during FY 06. The next step describes how to set up a Pay Name that
uses this Pay Schedule for summer pay during July and August of FY 06.

The Enhanced Payroll System uses the number of N (non-deferred) and R (refund)
pay periods to compute how much net pay to deduct during the 10- or 11-month
contract year. The N or R flag isin the Def (deferred) column of the Pay Schedule.

The amount to deduct on the N payrolls comes from the following formula:

number of R payrolls
number of R payrolls+ number of N payrolls

monthly deduction = net pay x

In this example, ateacher earnsthe total annual salary during a 10-month contract
period. Thetotal net pay is$48,000 for the year, which isearned at arate of $4,800
per month. If this annual amount is distributed over 12 months, the net pay is
$4,000 per month.
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To even out the cash flow over 12 months, the Enhanced Payroll System computes
an adjustment factor for how much net pay to deduct from each N payroll. In this
example, the formulaworks out like this:

number of R payrolls _ 2 _ 2 _
number of R payrolls + number of Npayrolls ~ 2+10 ~ 12 ~ 0.1666667

adjustment factor =

Thus, the amount to deduct from each month’s net pay is $800.
monthly deduction = 4800 x 0.166667 = 800

As aresult, the teacher receives $4,000 in net pay during each month in the 10-
month contract period ($4,800 in earned net pay less the $800 deduction for
summer pay). At the end of the 10-month contract, the teacher’s bank contains
$8,000 for summer pay.

The Enhanced Payroll System uses the number of R payrollsto determine how
much net pay to disburse for each summer payroll.

The net pay disbursed during each R payroll isthe total net pay in the bank divided
by the number of R payrollsin the Pay Schedule. In this example, there aretwo R
payrolls; therefore, teachers gets half of the banked summer pay in July and the
other half in August. Since the teacher’s bank contains $8,000, the net pay for July
and August is $4,000 per month.

If acounty runs a separate payroll to reimburse banked deductions, set up a
dummy Pay Schedule for doing so. Give it dates paid the same as the deferred
payroll dates. The pay schedule should have aN in the Def column and should
NOT be linked to districts running other payrolls. Thus, districts cannot
accidentally use the dummy Pay Schedule. The Pay Schedule on the Pay Name for
the refund payrolls should have at least one Pay Code that isn't used and might not
even be in the master file.

Step 4: Set Up Pay Names

Purpose
Pay Names allow you to select which employees are paid when you run a payroll.
This step illustrates how to deduct summer pay and reimburse it.

How Pay Names Work
Each Pay Name includes the following information: Pay Schedules and Pay Codes.

¢ The Pay Schedules specify which Pay Lines are processed on a payroll. Each Pay

Lineisassigned to aPay Schedule. The payroll includes only the Pay Lines that
are attached to the Pay Schedules that you specify.
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¢ For each Pay Schedule, you can specify up to 10 Pay Codes. Each employeeis
assigned to a Pay Code that identifies groups of employees, such as certificated,
classified, or substitutes. For example, the line for Pay Schedule EOM 10 can
specify that the only employees to be paid are those who belong to Pay Codes 01,
03, 07, or 12.

When you produce a payroll, you must specify a date paid and a Pay Name. The
Enhanced Payroll System usesthe date paid and the Pay Nameto select Pay Lines. To
be included in apayroll, a Pay Line must pass all of the following tests.

1. The Pay Line must be attached to one of the Pay Schedules in the Pay Name.

2. For each Pay Line, the date paid that you specify must match the Pay Schedule.
Each Pay Lineis attached to a Pay Schedule. Your selection date must match one
of the dates paid for that Pay Schedule.

NOTE: Specifying an incorrect date paid is one of the most common causes for having no
employees selected to be paid. If no employees are selected, double check the date paid.

3. The employee's Pay Code must match those in the Pay Name. For each Pay
Schedule, the Pay Name has alist of up to 10 Pay Codes. To be eligiblefor payroll
processing, a Pay Line must belong to an employee who is assigned to one of those
Pay Codes.

Pay Name for Earning Year

Teachers earn their pay during the N payrolls during the contract year (FY 05in this
example). Set up a Pay Name for FY 05 that uses the Pay Schedule for automatic
deferred pay. At each end-of-month payroll, teachers earn one-tenth of their annual
contract amount. One-sixth of that net pay is deducted for summer pay viathe Def
Pay Voluntary Deduction attached to the Pay Schedule.

Pay Name for Refund Year

During the refund year (FY 06 in this example), teachers receive arefund of net pay
that was earned the previous year (FY 05 in this example). To make the refund work
properly, you must set up the second screen of the Pay Name for the refund year so
that it uses the same Pay Schedule that was used to deduct the summer pay during the
earnings year.

¢ Thefirst screenisfor paying money earned during payrolls during FY 06
(non-deferred payrolls).

¢ The second screen isfor refunding net pay that was deducted during FY 05.
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First Screen: Pay Schedules for Non-Deferred Payrolls. The following figure
illustrates the first screen for Pay Names.

District: 90 Define Payroll Hame 085/0A51S

Hext
Page

Option (H for help):

Fiscal year:

Payroll name:

Cancel direct deposit (APD)?

Ignore H4 special tax rules?
User-defined field:

Database capacity checking rule-set:

Description Pay codes
EOM 12M0S5 DS-REG

EOM 12M0OS5 DS-SUP

EOM 10MOS OFF-JUHN,JUL DS-REG
EOM 10MOS OFF-JUL, AUG DS-REG
EOM 11MOS OFF-JUN DS-REG

EOM 11MOS OFF-JUL DS-REG

EOM 11MOS OFF-AUG DS-REG

EOM 10MOS REPAY-JUN DS-REG
EOM 10MOS REPAY-JUL DS-REG
EOM 11MOS REPAY-JUN DS-REG
Page 1 of 2

Set Def
Py-Sch

Update
Data

Return
to Menu

Previous
Page

Figure 7-80: Pay Name for automatic deferred deductions - 1 of 2

Thisfirst screen lists the Pay Schedulesto use for the current year (FY 06). These
schedules are for standard, non-deferred payrolls. All of the Pay Schedulesin the
Py-Sch field are attached to the year in the Fiscal year field on the top of the screen.

For refunding net pay from the previous year, there is a second screen to fill in.
Press <Set Def Py-Sch> field to complete this second screen.

NOTE: Define this second screen only for Pay Schedules used for summer pay via
automatic deferred deductions. Leave this screen blank for all other Pay Names.

Second Screen: Summer Pay for Previous Year. Thefollowing figureillustrates
the screen that displays after you press <Set Def Py-Sch>. It allows you to select the
Pay Schedules for summer pay via automatic deferred deductions.
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District: 90

Option (H for help):
Fiscal year:
Payroll name:

You can
specify the
ﬁscalyearfor Year|Py-5ch Description
each Pay E10REH

Schedule, 1

which allows
you to use a
schedule from
the prior FY.

Page 1 of 4

Prewv
Screen

Start
Over

Define Payroll Hame

0S5/0ASIS

o

Pay Codes
i‘ ii||‘ Ii || || || || || ||

Hext
Page

Return
to Menu

Previous
Page

Update
Data

Figure 7-81: Pay Name for automatic deferred deductions - 2 of 2

For each deferred Pay Schedule, the screen requires that you specify afiscal year in
the Year field. Thus, you can use Pay Schedules from a prior fiscal year for

reimbursing net pay.

In this example, the EOM Pay Nameisfor FY 06. However, the EIOREM Pay
Schedule for summer pay is attached to FY 05. If you type 05 inthe FY field, you
can use this Pay Schedule from FY 05 during FY 06. In the EJOREM Pay Schedule,
the dates paid for the R (refund) payrolls are July 31, 2005 (pay period 13) and
August 29, 2005 (pay period 14), both of which fall within FY 06.

Thus, you can use the EJOREM Pay Schedule from FY 05 for refunding net pay
during FY 06. If you run a payroll with adate paid of July 31, 2005, the Enhanced
Payroll System uses payroll number 13 to refund half of the net pay in each teacher’s
bank viathe Payback Voluntary Deduction for the Pay Schedule. If you specify a
date paid of August 29, 2005, the Enhanced Payroll System refunds the remaining

half of the banked net pay.

Step 5: Set Up W4 Screen
Purpose

The W4 Screen allows you to enroll employees in summer pay via automatic deferred
deductions. It also allows you to select the Pay Schedule used for withholding and
refunding net pay. To enroll employees, modify their W4 Screens as described in this step.

NOTE: If the PAYCTL security matrix is not set up properly, the W4 Screen will not allow
you to enroll employees in summer pay via automatic deferred deductions.
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Setting Up the W4 Screen
Use the W4 Screen to enroll employeesin summer pay via automatic deferred deductions.

District: 21 EL PIND SOLO UNIFIED DISTRICT 055/0AS1S
Emp loyee Maintenance Mode: Change
SSN: [0 ULl BETSY ROSS Sc: IE W4/Control data

Hext screen:

-4 Information

Status Exemptions Tax-CC EX Special Tax Rules Additional DS

Federal: 02g
State: 02
County: -
City: -
The default Pay Local: - ghte DEO flag
Control Informatior etermines
SChGQUMfora Pay check sort: CLARKMS whether an
participant must Alt check sort: Def Pay Bal: 0.00
be set up Pay code: CERTIF __ Ret: [f] STRS Ret code: EFEEEN employee
Wi Pay schedule: SUMMER PAY RE IMBURSEMENT Cy: MONTHLY ~ (oPo: SRDT participates in
properyl or Statutory ded: M H SUI: EIC: automatic
automatic Control group: Sub:
deferred Ret rate: Member ID: [ deferred
. Pending ret:
deductions. SMF status: SMF date: deductions

Yol ded sched:
User def (1):

(4)

Select
Emp loyee

Print
Screen

Hext
Hindowu

Select
Emp loyee

Update
Data

Return
to Menu

Figure 7-82: W4 Screen - enrolling employees in automatic deferred deductions
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To enroll an employee in automatic deferred deductions, fill in the DPO and Pay
schedule fields as described below.

¢ The DPO field controls whether the employee participates in automatic deferred
deductions.

o Setthisflagto D for employees who are participating in automatic deferred
deductions. The Enhanced Payroll System automatically cal culates how much
net pay to withhold during each month of the 10- or 11-month contract year and
how much to refund on each summer payroll.

o Settheflagto N for employeeswho are not participating. If you leave the DPO
field blank, the screen assigns aflag of N after you press <ENTER>.

¢ There are additional flags for forcing an early refund of net pay.The Pay schedule
field isthe employee's default Pay Schedule.

o For employees who participate in automatic deferred deductions, this schedule
must be set up for reimbursing net pay

o For employees who do not participate, this schedule cannot have any pay
periods set up for reimbursing net pay.

Step 6: Assign Pay Lines to Pay Schedule for Automatic Deferred Deductions
The PR Screen allows you to set up the Pay Lines for each employee. Make sure that
the Pay Lines for the employee's annual contract pay is attached to the correct Pay
Schedule for automatic deferred deductions. The Enhanced Payroll System uses this
Pay Schedule to calculate how much net pay to withhold during the 10- or 11-month
contract period and how much to refund on each summer payroll.
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Step 7: Set Up Voluntary Deductions for Health Benefits

Purpose
If aVoluntary Deduction has both an employee- and employer-paid amount, you may
need to set up two deduction records on the PD Screen.

¢ For the employee-paid amount, the annual cost must be taken over the 10- or
11-month contract period during which the employee earns the pay.

¢ For the employer-paid amount, the annual cost is taken over 12 months.

Example of Health Deduction

Hereis an example of how thisideaworks. The cost of health insurance is $500 per
month, or $6,000 per year. The employer pays $350 a month, or $4,200 per year. The
employee pays the balance of $150 per month, or $1,800 per year. The health
insurance provider bills the district monthly.

To collect the full cost of the deduction, the PD Screen has two separate deduction
records for the same Voluntary Deduction for health insurance.

¢ For the employer-paid amount, the district sets up a Voluntary Deduction for $350
amonth. This deduction has a Vol-Ded Frequency Code or Deduction Schedule so
that the deduction is taken on 12 months from July through June (pay periods 1
through 12).

The Pay Scheduleis set up so that employer-paid benefits are taken in July through
August (pay periods 1 and 2). For those months, the deferred flag is B for benefit-
only payrolls. For September through June (pay periods 3 through 12) the deferred
flagisN (normal), which means that both employee- and employer-paid
deductions are taken.

¢ For the employee-paid amount, the district sets up a Voluntary Deduction with an
employee-paid amount of $180 amonth, or one-tenth of the annual employee-paid
cost. The district must deduct this cost over 10 months because teachers earn their
pay over 10 months. This deduction has a Vol-Ded Frequency or Deduction
Schedule that takes the employee-paid part over September through June (pay
periods 3 through 12).

The Pay Scheduleis set up so that employee-paid deductions are taken only during
September through June (pay periods 3 through 12). Employees do not have any
earnings during pay periods 1 through 2 and 13 through 14; therefore, thereisno
gross pay from which to take deductions.

Both deductions use the same Voluntary Deduction number. However, there must be
two different lines on the PD Screen because each line uses a different Vol-Ded
Frequency or Deduction Schedule.
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DPO Flags for Early Refunds

Purpose

The DPO flag on the W4 Screen allows you to select which employees are participants
in summer pay through automatic deferred deductions. The two most common flags are
N (not participating) and D (participating). When theflag is D, the system automatically
calculates how much net pay to deduct or reimburse on each payroll. However, you can
force the system to reimburse net pay on the next regular or supplemental payroll with

the following flags. XP, XR, XS, XA, RP, RR, RS and RX.

Explanation of DPO Flags for Early Refunds
The DPO flags for early reimbursement have two characters.

¢ Thefirst character indicates whether an employee is participating in summer pay
through automatic deferred deductions.

¢ The second character identifies the payroll on which to refund the net pay that has
been deducted.

First Character: Employee Participation (X or D)
Thefirst character of the DPO flag for reimbursement isan X or aD.

CODE MEANING FOR FIRST CHARACTER OF DPO FLAG

X For employees who are not participating in automatic deferred deductions (a
DPO flag of N), the first character of the DPO flag is X.

The DPO flag changes back to an N after the Enhanced Payroll System has
refunded the employee’s net pay.

R For employees who are participating in automatic deferred deductions (a DPO
flag of D), the first character of the refund flag is R.

The DPO flag changes back to a D after the Enhanced Payroll System has
refunded the employee’s net pay.
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Second Character: Payroll for Refunding (P, R, S, or A)
The second character of the DPO flag identifies the payroll on which to refund the net

pay.

CODE

MEANING FOR SECOND CHARACTER OF DPO FLAG

Regular payroll. Refund the total amount of net pay on the next regular payroll
on which the employee is scheduled to be paid. In other words, the employee
must have a Pay Line that is used on the regular payroll.

The refund does not include any deductions for the current regular payroll. For
example, you set up a DPO of RR for the February regular payroll. The refund
does not include any net pay deducted for February. It includes only the net pay
deducted through January.

To make the refund include net pay deducted for February do the following:

+ Leave the DPO flag as D for the regular payroll for February.
+ After the February payroll, change the DPO flag to RS.

+ The next supplemental payroll includes all net pay deducted through the regu-
lar payroll for February.

Supplemental payroll. Refund the total amount of net pay on the next
supplemental payroll on which the employee is scheduled to be paid. In other
words, the employee must have a Pay Line that is used on the supplemental
payroll.

Pay on next scheduled payroll. Refund the total amount of net pay on the next
regular or supplemental payroll on which the employee is scheduled to be paid.
In other words, the employee must have a Pay Line that is used on the regular or
supplemental payroll.

Always pay. Refund the total amount of net pay on the next regular or
supplemental payroll that you run, regardless of whether the has a Pay Line that
is scheduled for the payroll. The employee always receives a full refund of net
pay on the next payroll.

For terminated employees, change the DPO to XA. This flag ensures that the
final warrant includes a full refund of any net pay.
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Summer Pay on the Payroll Audit Prelist (PAY510)

Payroll Audit Prelist (PAY510) is one of the reports that you launch with Request
Payroll Pre-List Reports (PAY SUB). Thisreport is a proof list that allows you to
identify the employeeswho will be paid on the next payroll. You can use thisreport to
identify and correct inaccuracies before cutting the warrants and APD stubs. The
report has unique characteristics for refunding net pay.

¢ Thereisno Pay Linefor the refund. For summer pay, the teacher has no earnings.
Instead, the summer pay is arefund of money that was deducted from earnings
during the teacher’s contract year.

¢ Thenet pay and gross pay are the same amount. For refunding net pay, there are no
deductions for income taxes, retirement, OASDI, or other statutory deductions.
Also, there are no Voluntary Deductions.

¢ The Voluntary Deduction for refunding net pay has a negative dollar amount equal
to the net pay. A positive deduction amount means that money being deducted
from the employee’s pay. A negative amount means that money deducted during
the contract year is being refunded to the employee.

Maintain Deferred Pay (DEDUPD)

Overview

Maintain Deferred Pay (DEDUPD) helps you to administer summer pay through
automatic deferred deductions. After you select an employee, this program allows
you to display the itemized deductions and refunds for automatic deferred deductions.

By default, you can look up transactions for your districts during the current fiscal
year. If your security profile allows, you can also do the following:

¢ Make adjustments to the amount of net pay withheld or refunded. This action has
no effect on the general ledger. You need to make any needed adjustments to
expenses or liabilities.

¢ Changethe district and year for which to look up or maintain automatic deferred
deductions.
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Main Screen

Figure 7-83 illustrates the main screen for Maintain Deferred Pay (DEDUPD). This screen
allows you to select the employee for whom to look up or maintain deduction records.

District: 90 Maintain Deferred Pay 055/0A51S
Year: 04

Employee SSH: [ [U-IIMM] BETSY R0OSS

Deferred Pay Balance: 3374.10

DEDUPD H.00.03 compiled 05/09/03 15:00

Find Shou Add
Emp loyee| Detai l Adjustmt

Select
Emp loyee

Return
to Menu

Change
Dist/¥r

Figure 7-83: Maintain Deferred Pay (DEDUPD) - main screen

Show Detail Screen

District: 90 Maintain Deferred Pay 085/0A518
Year: 04

Employee SSN: [ [-II] BETSY R0SS

Deferred Pay Balance: 3374.10
Harrant Date Postng Pay Pr Hum Tot Yoluntary
Humber Paid ctl Sched MHo Pays Pays Amount Deduction Type

EOM 02 10
EOM 02 10
EOM 00 10
EOM 02 10

DEP NP DM
DEP NP DM
DEP NP DM
DEP HP DM

Page: 1 of 1

Select
Emp loyee

Return
to Menu

Page Page

| | | Prev

Hext |

Figure 7-84: Maintain Deferred Pay (DEDUPD) - deferred pay details
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Add Adjustment Screen

Figure 7-85 illustrates the screen for adjusting the amount of net pay that is set aside
in the summer pay bank. By default, this screen is not available. Your security profile

must give you permission to use this screen.

District: Maintain Deferred Pay

035/0A818

Employee 5SH: [ ([-I0DI] BETSY ROSS
Deferred Pay Balance: 3374.10

Harrant Ho:
Date Paid:

Pay Schedule:
fimount:
Deduction Code:

Select
Emp loyee

Update
Data

Return
to Menu

Figure 7-85: Maintain Deferred Pay (DEDUPD) - adding adjustments

Change Dist/Yr Screen

Figure 7-86 illustrates the screen for changing the fiscal year or district number for
which to look up or maintain deferred pay. By default, this screen is not available.

Your security profile must allow accessto this screen.

District: 90 Maintain Deferred Pay 033/0A513
Year: 04

Employee SSN: [ ([]-I0DI] BETSY ROSS

Deferred Pay Balance: 3374.10
District: CENTRAL CITY USD
Year:

Return

Select Change
to Menu

SSH DI/YR

Figure 7-86: Maintain Deferred Pay (DEDUPD) - changing district and year
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Rolling Forward Balances

Purpose

DED900 allows you to carry the balance of banked net pay forward from one year to
the next. The Enhanced Payroll System keeps track of the banked net pay by fiscal
year. This annual update closes out the ending balances for June 30 of FY1 and
carries them forward to July 1 of FY 2.

The process creates a pair of transactions for each employee:

¢ A negative amount for June 30 of FY 1. Thistransaction is equal to the ending
balance of net pay deducted as of the end of the year. Thus, the ending balance for
FY1liszero.

¢ A positive amount for July 1 of FY 2. Thus, the opening balance for FY 2 isthe
same as the balance at the end of FY 1.

The timing of this processis critical. The timing must be the following:

¢ After thelast payroll for FY 1. If teachers work from September through June, itis
essential to wait until after the last payroll in June. If roll balances forward before
the end of June, the balance carried forward will not include net pay deducted
during June.

¢ Beforethefirst payroll for FY 2. If you run asummer deferred pay before rolling
balances forward, teachers will receive zero refunds. This situation exists because
balances are kept by fiscal year. The rollover process creates the beginning
balances for FY 2.

WARNING: This process rolls forward balances for all districts. Make sure that all districts
have done their last payroll for FY1 before rolling balances forward.

Checking Dataset Capacities
Before rolling forward, verify that the Personnel/Payroll database (PERPAY') has enough

room for the rollover transactions that will be added in the coming year. The name of the
dataset is D-EMP-DEF-PAY. You can use Query, DBXUSE, Adager, or your favorite
database utility to check the current capacity. If needed enlarge the dataset capacity.

The formulafor the space requirement is this:

space required = (number of participants x 14) + number of adjustment records

A typical participant in automatic deferred deductions will have 14 records for the year:

¢ Two records for the rollover process.
¢ Onerecord for each month (the deduction or refund during each end-of-month payroll).
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You should also alow extra space for manual adjustment records created with
Maintain Deferred Pay (DEDUPD).

How to Run DED900

Thisexampleillustrates how to close out FY 06 and roll forward to FY 07. To run this
program, you must have alogon ID that allow you to gain access to the MPE prompt,
such as MGR.QSSUSER. When following these instructions, type the commandsin
underlined Courier New type.

WARNING: Be sure you are ready to roll when you run this program. The roll process
starts when you type a Y at the Correct Y/N prompt.

:RUN DED900.!PPSCH. ! PACT [Press <RETURN> to continue.]
DED900 H.00.00 compiled 03/19/03 10:46

Fiscal year to roll:
06 [Type the fiscal year that is ending,
06 such as 06 for the 2005-2006 year.]
Will roll deferred pay records
from Fiscal Year: 06

to Fiscal Year: 07

Correct Y/N [Type N to cancel or Y to roll the
Y records. The terminal is locked up
Y while the roll is in process.]
Deferred pay records written: 1,094

[MPE displays the operating system
prompt after the process is done.]
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Dealing with Cross-Year Warrant Cancellation

If in the new fiscal year, a payroll warrant must be cancelled that was issued in the
prior fiscal year, the Payroll System will not reverse the financial postings. Instead,
you should create journal entries and/or transfers to reflect the reversals you desire.

Asaresult of canceling a payroll warrant, the amounts associated with that warrant
will be backed out of the calendar-to-date totals for the affected employee if you are
in the same calendar year. The warrant cancellation process will also automatically
adjust the data used for W2 reporting and quarterly DE-6 reporting. Canceling a
payroll warrant from the prior year, while not reversing the accounting, should be able
to flag the warrant status as canceled, thus resulting in correct W2 reporting.

There are no security options to prevent your reversing the payroll postings.

Examples of Replacing Amounts with Mass Changes

Two examplesillustrate how to use the Replace option of Submit Deduction Mass
Change (DEDCSB). In thefirst example, all employees have the same deduction
amount. In the second example, employees have two different deduction amounts and
therefore require two different updates.

Example 1: One Deduction Amount

Dental Insurance, Inc. (voluntary deduction 2220) raises its monthly premium from
$15 to $20. A district can use Submit Deduction Mass Change (DEDCSB) to update
this amount for all employees. On the launch screen, type an Old (or current) amount
of $15 for deduction 2220. Then type a New amount of $20.

This batch update job finds all employees with a $15 Pay Deduction for deduction
2220. Then it changes that amount to $20 for all of those employees.

Example 2: Two Different Deduction Amounts

This example is more complicated. Health Insurance, Inc. is voluntary deduction
1130. The premium goes up by $10 a month. A total of 600 employees have this
deduction: 300 pay $30 per month, and another 300 pay $40. To cover the cost
increase, the district increases the employee amount by $10.

The district runs Submit Deduction Mass Change (DEDCSB) twice to update all 600
employees. In this case, the district does not use two selection screensin one update.
Instead, it runs the update program twice.

¢ First, increase the $40 deductions to $50. The Old (or current) amount is $40, and
the New amount is $50. The 300 employees who were paying $40 now pay $50.

Wait for this batch update job to finish before launching the second job.
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¢ Second, increase the $30 deductions to $40. The Old amount is $30, and the New
amount is $40. The 300 employees who were paying $30 now pay $40.

Thisorder isimportant. If the mass changes were reversed, everyone would end up
paying $50. To change the example, the first mass change increases $30 premiums to
$40. Now all 600 employees have $40 deductions. The second mass change increases
$40 deductions to $50. Since all 600 employees have $40 deductions, the second
update increases al of their premiums to $50. When in doubt, change the higher (old
or current) amounts first.
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Updating Voluntary Deductions (DEDCSB)

NOTE: This chapter includes another method for mass updates to Voluntary Deductions
for sites using Enhanced Payroll. It is called PDR100 (Re-compute Deduction Amounts
from the New Rate Table). PDR100 offers several advantages over DEDCSB. The
PDR100 process uses the Deduction Tables Master File to have the system compute
employee- and employer-paid deduction amounts on the PD Screen, then update those
amounts when you change the Deduction Tables.

Purpose

Submit Deduction Mass Change (DEDCSB) launches a batch update of Voluntary
Deductions.

The Voluntary Deductions - Mass Change (DEDCHG) report prints each time you fill
in this screen and launch it. The report sorts employees by SSN. For each SSN, the
Voluntary Deductions are sorted by their deduction number. The report lists the old
and new amounts for each employee’s deduction.

There are two kinds of mass updates. Replace and Set.

¢ The Replace option replaces one dollar amount with another. For example, you can
use this option to increase the empl oyee-deducted amount for a health care
deduction from $40 to $50. This batch update applies only to employees whose
deduction for health careis $40 at of the time you launch the batch update. After
the update completes, that deduction amount is increased to $50.

¢ The Set option updates all employees to a specified amount. For example, you can
use the set option to make the employee-paid share of Voluntary Deduction 3301 to
be $78.93 for everyone. The Set option locates all employees with that Voluntary
Deduction number, then changes the employee-paid share to that amount.

Examples of Replacing Amounts with Mass Changes

Two examplesillustrate how to use the Replace option of Submit Deduction Mass
Change (DEDCSB). In thefirst example, all employees have the same deduction
amount. In the second example, employees have two different deduction amounts and
therefore require two different updates.

Example 1: One Deduction Amount

Dental Insurance, Inc. (Voluntary Deduction 2220) raises its monthly premium from
$15 to $20. A district can use Submit Deduction Mass Change (DEDCSB) to update
thisamount for al employees. On the launch screen, type an Old (or current) amount
of $15 for deduction 2220. Then type a New amount of $20.
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This batch update job finds all employees with a $15 Pay Deduction for deduction
2220. Then it changes that amount to $20 for al of those employees.

Example 2: Two Different Deduction Amounts

This example is more complicated. Health Insurance, Inc. is Voluntary Deduction
1130. The premium goes up by $10 amonth. A total of 600 employees have this
deduction:

¢ 300 employees have an employee-paid amount of $30 per month.
¢ 300 employees have an employee-paid amount of $40 per month.

To cover the cost increase, the district decides to increase everyone's employee-paid
amount by $10.

The district runs Submit Deduction Mass Change (DEDCSB) twice to update all 600
employees. In this case, you need to run the program twice to make sure that the
employee-paid share is updated correctly.

¢ First, increase the $40 deductions to $50. The OId (or current) amount is $40, and
the New amount is $50. The 300 employees who were paying $40 now pay $50.
Wait for this batch update job to finish before launching the second job.

¢ Second, increase the $30 deductions to $40. The Old amount is $30, and the New
amount is $40. The 300 employees who were paying $30 now pay $40.

Thisorder isimportant. If the mass changes were reversed, everyone would end up
paying $50. To change the example, the first mass change increases $30 premiums to
$40. Now all 600 employees have $40 deductions. The second mass change increases
$40 deductions to $50. Since all 600 employees have $40 deductions, the second update
increases all of their premiumsto $50. Thus, the employees who were paying $30 are
now paying $50. When in doubt, change the higher (old or current) amounts first.
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Launch Screen for Submit Deduction Mass Change (DEDCSB)

District: 78 Submit Deduction Mass Change 0SS/0ASIS
District: OCEAN CITY USD

=L o D EHES AMPLE FOR DOCUMENTATION

Run Option: @ 1 = Report Only; 2 = Update and Report
Yoluntary deduction: GRS UNIOWN DUES LOCAL 342
Plan:
Select Only Employees In Pay-Codes: HEEEEEEREER
Skip I/H: [l ¥ = Yes, H = Ho
Skip 1-9 Frequency: [ Y = Yes, H = Ho

Opt 0ld Heu
Emp | oyee:
Emp | oyer:
Minimum: 12.00
Maximum: 65.00
Balance:
Limit:

Subjectivity:

Deduction Schedule: Jj [ ] [ ] Selection no: 01
Start Help Previous| Hext Launch Return
Over Entry Entry Job to Menu

Figure 7-87: Submit Deduction Mass Change (DEDCSB)
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Sample Vol-Ded Mass Change Report

Sample Page Zero

The header page, or page zero, summarizes the selections made on the Submit Deduction
Mass Change (DEDCSB) screen. In this example, there are three selections.

78 OCEAN CITY USD VOLUNTARY DEDUCTIONS - MASS CHANGE J13054 DEDCHG H.00.04 02/12/04 PAGE 0
SAMPLE FOR DOCUMENTATION Report Only - No Update will be done

VDED

PLAN OP EMPL AMT OoP EMPR AMT OP MIN AMT OP MAX AMT OP BAL AMT OoP LIM AMT oP SUB oP FR

Selection #: 1

4912 OLD .00 OLD .00 R OLD 12.00 R OLD 65.00 OLD .00 OLD .00 OLD 0 OLD
NEW .00 NEW .00 NEW 15.00 NEW 75.00 NEW .00 NEW .00 NEW 0 NEW
Select only those with pay-codes: Skip I/H: N Skip Freq. 1-9: N

Selection #: 2

5503 OLD .00 R OLD .95 OLD .00 OLD .00 OLD .00 OLD .00 OLD 0 OLD
NEW .00 NEW 1.15 NEW .00 NEW .00 NEW .00 NEW .00 NEW 0 NEW
Select only those with pay-codes: Skip I/H: N Skip Freq. 1-9: N

Selection #: 3

7005 R OLD 50.00 OLD .00 OLD .00 OLD .00 OLD .00 OLD .00 OLD O OLD
NEW 59.00 NEW .00 NEW .00 NEW .00 NEW .00 NEW .00 NEW 0 NEW
Select only those with pay-codes: Skip I/H: N Skip Freq. 1-9: N

Sample Report Page

78 OCEAN CITY USD VOLUNTARY DEDUCTIONS - MASS CHANGE J13054 DEDCHG H.00.04 02/12/04 PAGE 2
SAMPLE FOR QSS Report Only - No Update will be done
VDED OLD NEW OLD NEW OLD NEW OLD NEW OLD NEW OLD NEW ONO N

CODE FQ EMPL AMT EMPL AMT EMPR AMT EMPR AMT MIN AMT MIN AMT MAX AMT MAX AMT BAL AMT BAL AMT LIM AMT LIM AMT S S FR FR

SSN:000000000
5503 12 .95 1.15

SSN:000000000
4912 12 12.00 15.00 65.00 75.00

SSN:000000000
4912 27 12.00 15.00 65.00 75.00

SSN:000000000
4912 12 12.00 15.00 65.00 75.00

SSN:000000000
4912 12 12.00 15.00 65.00 75.00

SSN:000000000
4912 27 12.00 15.00 65.00 75.00
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Update or Report Options

The page headings indicate whether Submit Deduction Mass Change (DEDCSB)
Owas run in Report Only or Report and Update mode.

¢ For Report Only mode, the top of each page includes the following message:
Report only - no update will be done.

¢ For Update and Report mode, the top of each page includes the following message:
CAUTION! - Your database WILL be updated!!

Explanation of Report Headings
The report headings ook like this:

VDED OLD NEW OLD NEW OLD NEW OLD NEW OLD NEW OLD NEW ONO N
CODE FQ EMPL AMT EMPL AMT EMPR AMT EMPR AMT MIN AMT MIN AMT MAX AMT MAX AMT BAL AMT BAL AMT LIM AMT LIM AMT S S FR FR

SSN:000000000
5503 12 .95 1.15

The report includes the following information for each deduction that is changed.

¢ SSN: Theemployee's SSN. The report sorts employees by SSN. For each
employee, the report lists all changed Voluntary Deductions. Each update can
include up to 10f deductions.

¢ VDED CODE: The4-digit Voluntary Deduction number.

¢ FQ: Thefrequency code for the deduction, which can be either a Vol-Ded Fre-
guency Code or a Deduction Schedule. Each district uses one, but not both, of
these options for controlling the payroll numbers on which the deduction is taken.

The remainder of the columns arefilled in only for items that you filled in on the Sub-
mit Deduction Mass Change (DEDCSB) screen. A blank column indicates that no
updates were made.

¢ OLD EMPL AMT: The employee-paid amount before the mass update.
¢ NEW EMPL AMT: The employee-paid amount after the mass update.

¢ OLD EMPR AMT: The employer-paid amount before the mass update.
¢ NEW EMPR AMT: The employer-paid amount after the mass update.

¢ OLD MIN AMT: The minimum dollar amount for a percentage deduction before
the mass update.

¢ NEW MIN AMT: The minimum dollar amount for a percentage deduction after
the mass update.
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¢ OLD MAX AMT: The maximum dollar amount for a percentage deduction before
the mass update.

¢ NEW MAX AMT: The maximum dollar amount for a percentage deduction after
the mass update.

¢ OLD BAL AMT: Thedeclining balance amount before the mass update.
¢ NEW BAL AMT: The declining balance amount after the mass update.

¢ OLD LIM AMT: Thelimit amount before the mass update.
¢ NEW LIM AMT: Thelimit amount after the mass update.

¢ O S: The subjectivity flag before the mass update.
¢ N S: The subjectivity flag after the mass update.

¢ O FR: TheVol-Ded Frequency Code or Deduction Schedule before the mass
update.

¢ N FR: The Vol-Ded Frequency Code or Deduction Schedule after the mass
update.

QCC Version of DEDCSB
The QCC version of DEDCSB has two different launch windows:

¢ Submit Deduction Mass Change - Logon District (DEDCSB)
¢ Submit Deduction Mass Change - Select District (DEDCSB)

The Job Menu window for payroll alows you to launch this process. You can open it
from either the Go menu or the tree view.

¢ For the Go menu, point to the Go menu and Human Resour ces/ Payroll, then
select Payroll Job Menu.
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' QS5 ControlCenter 07 - QSS DEMONSTRATION DISTRICT gssioasis [T]EK]
File Wiew Change Year WeM Messages ‘Window Help
Print Manager [ Job Menu [ Utilities  »
Syskem Admin
Finance
w1099

Human Resources [

Employee Maintenance
Absence Tracking

CA Retirement

HR. ReportJob Selector
Personnel Downloader

HR. GQuery

Absence Tracking Job Menu
Benefits Management Job Menu

Paosition Control Job Menu t!

HR Code Maintenance

HR Code Maintenance #2

HR. Litilities

Professional Development [ruby [ web - Lodi Only]
Substitute Teacher Tracking [Preview]

Employee Self Service

3
3
3
3
Stares 3
3
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Last Run: 04/08/2010 00:43:20 ¥r:2010 Dist:07 Site:l | 4/9/2010 17:16

Figure 7-88: Select DEDCSB from the Go Menu

¢ For the tree view, select Go, Human Resources/Payroll, and Payroll Job Menu.

- 0SS ControlCenter OF - QS5 DEMONSTRATION DISTRICT QSS/OASIS E|@|g|
File Wiew Change Year Go Messages ‘Window Help

= Go bt
Print Manager [ Job Menu [ Utilities
Syskem Admin
Finance
w1099
— Human Resources | Payroll
%‘ Employee Maintenance
¢ e Absence Tracking
# CA Retirement
— HR. Reporting and Downloading
%r HR. ReportJob Selector
E@ Personnel Downloader

SE. :I HR Query
L]

:E Absence Tracking Job Menu

Benefits Management Job Menu

L]
&= Paosition Contral h Menu

+ Master Files | Utilities

Figure 7-89: Select DEDCSB from the Tree View

To select DEDCSB from the Payroll Job Menu window, click Miscellaneous Payr oll
Jobs/ Reports, then either M ass Change Deduction / Logon DI (DEDCSB) or
Mass Change Deduction / Select DI (DEDCSB).
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Figure 7-90: Payroll Job Menu Window for Selecting DEDCSB

Submit Deduction Mass Change - Logon District (DEDCSB)
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Figure 7-91:

Submit Deduction Mass Change - Logon District (DEDCSB) Window
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Re-compute Deduction Amounts from the
New Rate Table (PDR100)

NOTE: This section is for sites using the Enhanced Payroll System. PDR100 is an
alternative method for making mass updates to Voluntary Deductions that can be used
instead of Submit Deduction Mass Change (DEDCSB).

NOTE: To follow these instructions, you need to understand how Deduction Tables work.
This Fiscal Year Transition Manual does not attempt to explain the topic of Deduction
Tables. See the section titled "Master File DR: Deduction Tables" under "Update Per/Pay
Master Files" in the QSS/OASIS Enhanced Payroll Manual for a detailed discussion of
Deduction Tables.

Purpose

The instructions for updating rate tables with Re-compute Deduction Amounts from
the New Rate Table (PDR100) focus on the following areas:

¢ Deduction Tables and Re-compute Deduction Amounts from the New Rate Table
(PDR100)

¢ Stepsin Procedure
¢ Example of Update Process

Deduction Tables and Re-compute Deduction Amounts from the New Rate Table
(PDR100)

Re-compute Deduction Amounts from the New Rate Table (PDR100) allows you to
make mass updates to the Voluntary Deduction amounts based on changes to Deduc-
tion Tables. These tables are an optional master file that allow you to define the max-
imum employer-paid amount for plan codes (in plan mode) or for Bargaining Units
(in bargaining unit mode). You can also define rules for pro-rating the employer paid
amount by the employee’s FTE.
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The PD Screen uses Deduction Tables to cal cul ate deduction amounts on the PD
Screen in a couple of ways.

¢ When you are adding the PD Screen for a new employee, all you need do istype
the Voluntary Deduction code and a plan code (if you are using plan mode). The
PD Screen calculates the employee- and employer-paid deduction based on the
Deduction Table.

¢ After rates for insurance and other deductions change, you can created Deduction
Tables for the changed rate. Re-compute Deduction Amounts from the New Rate
Table (PDR100) locates al Voluntary Deductions with the old rate, then updates
the PD Screensto reflect the new costs.

Deduction Tables offer several advantages over using Submit Deduction Mass
Change (DEDCSB) to do mass updates to Voluntary Deductions.

Benefits of mass updates with Deduction Tables

DEDCSB (FREE-FORM UPDATES) PDR100 (DEDUCTION TABLES)

When entering deductions on the PR When you enter deductions on the PD
Screen, you must manually calculate and  Screen, the system uses Deduction

fill in employee- and employer-paid Tables to calculate the employee- and
amounts. employer paid deduction amounts.

You must manually pro-rate benefits for Deduction Tables allow the system to pro-
employees who work less than full time. rate employer-paid benefit amounts for

part-time employees based on their FTE.

No automation. You can set up benefit plans to calculate
the employee- and employer-paid cost of
various levels of coverages, such as
medical premiums for employee only;
employee and spouse; and employee,
spouse, and dependents.

No automation. You can set up Deduction Tables for each
Bargaining Unit that reflect the employer-
and employee-paid portions of health
insurance and other benefits.

The update allows you to process a The update includes all changed
maximum of 10 Voluntary Deductions at Deduction Tables in the Deduction Tables
time. Master File.
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Steps in Procedure

Theseinstructions tell how to use Re-compute Deduction Amounts from the New
Rate Table (PDR100) to do a mass update of Voluntary Deductions on all of the PD
Screensfor adistrict.

1. Create new Deduction Tables with the changed rates.

For each plan or Bargaining Unit that you want to update, there is a pair of Deduc-
tion Tables. The current table contains the present rates and rules. The changed
table contains the new rates and rules.

2. Run Re-compute Deduction Amounts from the New Rate Table (PDR100) in
report-only mode.

For each plan or Bargaining Unit that you are updating, the report lists employee-
and employer-paid deduction amounts before and after the update. The “before”
columns list the current deductions on the PD Screen. The “after” columns are
what will be on the PD Screen after you run PDR100 in update mode.

Review this report to verify that the before and after amounts are correct. If they
are not, you can make any needed changes to the Deduction Tables with changed
rates, then run PDR100 in report-only mode again. You can run PDR100 in report-
only mode as many times as you want without making any changesto the live
employee records.

3. Run PDR100 in update mode to update the PD Screen.

Onceyou are certain that all of the changes to deductions are correct, run PDR100
in update mode. Thistime, thereport isalist of all of the changesto the PD Screen
made during the mass update.

4. When you run PDR100 in update mode, it updates the Deduction Table Master
File.

For each pair of Deduction Tables used in the update, the following happens:

o The current Deduction Table (blank Usage Type or Usage Code) is deleted
from the Deduction Table Master File.

o The changed Deduction Table (C Usage Type or Usage Code) becomes the
current Deduction Table. Its Usage Type or Usage Code statusis changed from
C to blank.

WARNING: Be sure you are ready to update. When you run PDR100 in update mode, it
changes the PD Screens and Deduction Table Master File for an entire district. Once these
changes are done, they are very difficult to undo.
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Purpose

Example of Update Process
This example illustrates how to use Deduction Tables in plan mode to update the pre-
mium for dental insurance from $108.64 to $125.68 for Voluntary Deduction 2518,
plan 009. (If you were doing thisin Bargaining Unit mode, it would be for something
like this: Voluntary Deduction 2518, Bargaining Unit 24.)

1. Leave the current Deduction Table alone for the plan or the Bargaining Unit.

The current table is the baseline for identifying employees who have dental insur-
ance at the current rate. If you change the current table, the update process will not
work. (At many sites, screen security is set up so that you cannot change atable
with ablank usage code.)

District: 90 Update Per/Pay Master Files 033/0ASI8
Master file: DR Deduction Table

Option (H for help): [§

Deduction: EELJ) DEN SCHOOL DISTRICTS DENTAL Ben Plan: [[I] Usage Type: [}
copy From: | Ben Plan: il Usage Type: |}

Total Amt: [IEAEE EMPR Amt: JEIEECE Prorate?:
Billing Basis: []U Use EMPE/EMPR Amts?:

Deduction Rate Table Data

Lou High Use Actual? FTE

Previous
Screen

Return
To Menu

Select
Option

Print
Screen

|Update

Figure 7-92: Deduction Table with current rate

In the Deduction Table Master File, the current table has a blank Usage Type (for
plan mode) or Usage Code (for Bargaining Unit mode). This table contains the
current rate of $108.64.

2. Create a Deduction Table with the new rate for the plan or Bargaining Unit.
In the Deduction Table Master File, use the add option to create a new table with a

Usage Type of C (for change). This new table identifies the new rate for dental
insurance.
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District: 90 Update Per/Pay Master Files 055/0ASIS
Master file: DR Deduction Table

Option (H for help): [

Deduction: EELJ) DEN SCHOOL DISTRICTS DENTAL Ben Plan: [[If Usage Type: [B
copy From: R Ben Plan: il Usage Type: |}

Total fAmt: .ﬁﬂi} eMPR amt: [JIEEHE Prorate?: W
is:

Billing Bas Use EMPE/EMPR Amts?:

Deduction Rate Table Data

Lou High Use fActual? FTE

.0ouo 1.0000

Previous
Screen

.oooo

Select
Option

Return
To Menu

Print
Screen

|Update

Figure 7-93: Deduction Table for changed rate

The Deduction Table for the new rate has a C (for change) in the Usage Type (for
plan mode) or Usage Code (for Bargaining Unit mode). Thistable hasthe new rate

of $125.68.

3. When you run the PDR100, it compares the deduction amount from the current

Deduction Table against actual deductions on the PD Screen.

Each employee has a PD Screen that contains the employee’s Voluntary Deduc-

tions. For these sample Deduction Tables, PDR100 does the following:

o Locate every PD Screen that has Voluntary Deduction 2518 with plan 009.

o Compute the deduction amount based on the Deduction Table for the current

rate ($108.64).

o Compare the employee’'s PD Screen against the amount from the current

Deductieuon Table.

o If the PD Screen matches the current Deduction Table, the update process

uses the changed (C) Deduction Table to update the PD Screen.

When you add a deduction to the PD Screen, the screen computes the deduc-
tion amounts for you. If the PD Screen contains the same deduction amount
as that from the current Deduction Table, the system assumes that the PD
Screen has a system-computed deduction that you want to be updated. It
replaces the amounts from the current Deduction Table with those from the

changed (C) Deduction Table.
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o If the deduction amount on the PD Screen differs from the system-cal cul ated
amount, the update skips the employee’s PD Screen.

If the PD Screen differs from the system-computed amount, the system
assumes that you have deliberately made a manual override and do not want
the employee’s PD Screen to be updated automatically.

4. After you run PDR100 in update mode, the current rate table is deleted and
replaced with the changed table.

o The Deduction Tablewith arate of $108.64 is deleted from the Deduction Table
Master File.

o Thetablewith arate of $125.68 becomes the current rate table. Its Usage Type
is changed from C to blank.

o Because the PD Screens have been updated, $125.68 has become the current
amount. The table in Figure 7-93 will show up the next time you go to the
Deduction Table Master File and look up Voluntary Deduction 2518, plan 009.
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Launch Screen

Figure 7-94 illustrates the launch screen for from Re-compute Deduction Amounts
from the New Rate Table (PDR100). Fill in the screen as described below.

District: 90 RBe—cowmpute Deduction Amounts From The Heu Rate Table  055/0ASIS

Report title: SLENSNFIEITSIGISTT]
District nunber to use: EB

Update the records: J]

v Update the records and print the report
N

Print the report only

4¢  Stream: PDR10DST

Start Help Retrieve| Save Launch Return
Over Preset Preset Job 1o Henu

Figure 7-94: Launch screen for
Re-compute Deduction Amounts from the New Rate Table (PDR100)
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Sample Report

Sample Header Page

The header page, or page zero, lists the district selected and whether the process was
run in report-only or update mode.

32 LOS OLIVOS USD Re-compute & Update Employee Deduction Amts Report J13187 PDR100 H.00.02 08/25/04 PAGE 0
SAMPLE FOR DOCUMENTATION

District number to use: 32

Update the records: N = Print the report only

Sample Report Page

32 LOS OLIVOS USD Re-compute & Update Employee Deduction Amts Report J13187 PDR100 H.00.02 08/25/04 PAGE 13
SAMPLE FOR DOCUMENTATION

Ded Use Empe Amt Empe Amt Empr Amt Empr Amt
Di Empolyee Code FTE Actual Low High Before After Before After
32 000-00-0000 ADAMS ABIGAIL 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 ADAMS LOUISA 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 BUSH BARBARA 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 CARTER ROSALYNN 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 CLEVELAND FRANCES F 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 CLINTON HILLARY R 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 COOLIDGE GRACE G 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 EISENHOWER MAMIE D 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 FILLMORE ABIGAIL 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 FORD BETTY 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 GARFIELD LUCRETIA R 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 GRANT JULIA D 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 HARDING FLORENCE K 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 HARRISON ANNA 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 HARRISON CAROLINE L 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 HARRISON MARY L 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 HAYES LUCY W 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 HOOVER LOUISE H 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 JACKSON RACHEL 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 JOHNSON ELIZA M 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 JOHNSON LADY BIRD 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 LINCOLN MARY T 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 MADISON DOLLY 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 NIXON PAT 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 ONASSIS JACQUELINE K 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 ROOSEVELT EDITH K 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 ROOSEVELT ELEANOR 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 TRUMAN BESS W 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 VAN BUREN HANNAH 6556 0.000 0.00 0.00 4.17 4.65
32 000-00-0000 WASHINGTON MARTHA 2518 0.000 0.00 0.00 108.64 125.68
32 000-00-0000 WILSON EDITH B 6556 0.000 0.00 0.00 4.17 4.65
PAY-DEDUCTION records read: 5996.00
PAY-DEDUCTION records qualified: 607.00
PAY-DEDUCTION records update: 0.00

How To Read the Detail Lines

The report includes one detail line for each Voluntary Deduction updated from the
Deduction Tables. The line looks like this:
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Ded Use Empe Amt Empe Amt Empr Amt Empr Amt
Di Empolyee Code FTE Actual Low High Before After Before After
32 000-00-0000 JOHNSON LADY BIRD 6556 0.000 0.00 0.00 4.17 4.65

Report headingsfor
Re-compute Deduction Amounts from the New Rate Table (PDR100)

REPORT HEADING EXPLANATION

DI The district number for the employee.

EMPLOYEE Employee SSN and name. Employees are listed in alphabetical
order by last name.

DED CODE The Voluntary Deduction number from the employee’s PD
Screen.

FTE The employee’s FTE from the PR Screen. The FTE is used when

the Pay Line is based on the salary amount from a salary
schedule placement. An FTE of 0.000 means that the employee’s
pay is typed directly into a Pay Line, instead of being computed
based on a salary schedule placement.

USE ACTUAL This column is blank for Deduction Tables that are not pro-rated
for FTE.

A'Y means that the employee’s benefits are pro-rated by FTE.

The Deduction Table identifies the employer-paid amount for an
employee who works 1.000 FTE. For employee’s who work less
than 1.000 FTE, the full-time benefit amount is multiplied by the

FTE.
LOW These columns are blank for benefits that are not pro-rated by
HIGH FTE.

For employees who work less than 1.000 FTE, some Deduction
Tables use ranges that determine benefits for employees who
work less than full-time. For example, employees who work 0.750
through 0.999 FTE may receive 0.7500 FTE of the employer-paid
benefit for full-time employees.

EMPE AMT BEFORE Employee-paid Voluntary Deduction amount before the update.

EMPE AMT AFTER Employee-paid Voluntary Deduction amount after the update.

EMPR AMT Employer-paid Voluntary Deduction amount before the update.
BEFORE

EMPR AMT AFTER Employer-paid Voluntary Deduction amount after the update.

How to Read the Report Totals

The last page of the report concludes with totals for the number of Voluntary Deduc-
tions read, matched, and updated.
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Sample Report

PAY-DEDUCTION records read:
PAY-DEDUCTION records qualified:
PAY-DEDUCTION records update:

Totalsfor the

Re-compute Deduction Amounts from the New Rate Table (PDR100) report

TOTAL LINE

EXPLANATION

PAY-DEDUCTION
records read

For the district that you have selected, the total number of
Voluntary Deductions on the PR Screens for all employees. Each
Voluntary Deduction takes up one record in the Pay-Deduction
dataset of the Personnel/Payroll database. PDR100 reads
through all Voluntary Deductions for the entire district to identify
the ones that match the Deduction Tables that you have changed.

PAY-DEDUCTION
records qualified

The number of Voluntary Deductions that match the current
amounts for the Deduction Tables that you are changing.

PAY-DEDUCTION
records update

The number of Voluntary Deductions updated to the new amounts
based on the changed Deduction Tables. For report-only mode,
this counter is always zero. For update mode, the counter
indicates the number of Voluntary Deductions updated for the
selected district.
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Resetting Transaction Type ‘C’ Vol-deds on

the PR Screen

If an employee usestype C (Percentage of NML Gross) in the Transaction field on
the PR Screen of Employee Maintenance (PP0002), the Balance field must be reset at

the start of each year.

Payline (PR) Screen of Employee Maintenance (PP0002)

For the traditional software, the relevant Transaction and Balance fields are located in
the Pay Deduction Window on the PR Screen.

District: Ba

OBE UHIFIED HCHOOL DIBTRICT
Employee Halntenance

99H: W.HETTT FORD
Ha: Il yr:O0 O: W KH |

088 0ABIB

Hode: Change

8 Payrol | pay [ine
Pay Linem 2/ 4 [ 2]

Positd D Rate

ad]
Hame Py=Fch

- 100.00%

UnltB RTE

BB

Ln Prcnt Fd Resc ¥ Objt Gr Geal Fnet Bch Rap Lcl
1 1 == g o = T = = 21 = =

% Totals *#

Ex-Broga T
1,423 _BS

Btart

Et UBd 9P EF Rat. BaBe HB-P [ HIC

il il |

End User Arn Contract FTD Paid

B/ 15.649.15
BET Ex-6rosa FT0 Pald
1. 922,65 19.699.19

1,422.63 13,639.13

L J

1y
Pay Deduction Window i

03 Code Oeductlon Hame

on the PR. Screen

Page 1 ot d

Eup

|oyee

Fp | oyEr

Liwdt

TF3vb Ealance
I

Total:
>
ftart Hext fAccount | Deduct Special | Pg-Forud| Update Return
Over Keys Hindou Haint Options | Pay Line| Payrall | to Menu

Figure 7-95: Payline (PR) Screen of Employee Maintenance (PP0002) for Traditional Software

Pay Deduction Window on PR Screen
The Transaction and Balance fields are circled in the example bel ow.

DS Code Deduction Hame
LLIRES LOCAL 185 DUES

Employee
1.50

(kg MSIA/DENTAL FUHND

(iliky KATSER FOUNMDATION HEALTH

(e} MSTA/YISTON FUHD

Page 1 of B

Total:

4.44

Employer

506. 00

Limit

ivh ialanci

Figure 7-96: Pay Deduction Window
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Thefirst line in the example above indicates that for Local 185 Dues, 1.5% of the
employees gross pay will be deducted each normal payroll. The amount in the
Balance field will decrease with each deduction. When the amount in the Balance
field is zero, no more deductions will be taken. To use the same deduction in another
year, you must enter anew amount in the Balance field at the start of each year.

See the QSS/OAS S Payroll Manual for details about the PR Screen of Employee
Maintenance (PP0002).

Pay Deduction Form for QCC

In QCC, Pay Deduction form isthe QCC equivalent of the Pay Deduction Window
on the PR Screen.

Deductions 07 - QS5 UNIFIED SCHOOL DISTRICT QSS/0ASIS [ [=1E3)
File  Options  Mindow

: Inspect 1 | Update cese | [ IER (Y 5 - o Switch to: ~ | Comments = | Al Pasns + | Prime Posn ~ | Deductions = | Pay Lines =
2 | Lo] &

BUMSTEAD, DAGWOOD 444ttt |changeMode
|4 DEAM-04/13/2010-17:22:01 ~
Lh DS Code Plan Employee  Emploger T AL B F 5 wb Minimum  Maximum  Balance  Limit Date
3 1 N 150 oo o o 000 7E00| 75000
DUES/CONTRIBUTIONS MEMBERSHIPS
2|12 | B3 17500 sazon 1 o 000 000 000
KAISER FOLUNDATION HEALTH FLAN ! !
3z | T 000 eamn 1 om 000 000 0m
DELTA DENTAL ! !
< >
Tatal Emplayee Deductions 175.00]  Total Employer Deductions 650,00
| ¥v: 2010 Dist: 07 Site: 1 [4/13/2010 | 17:21

Figure 7-97: Pay Deduction form for QCC
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Chapter 8:
Tasks Related to
Position Control and

Personnel

Overview

This chapter covers the following procedures:
TASK PAGE
Work Calendars 8-3
Benefit Definitions 8-13
Salary Schedules 8-18
Authorized Position/Employee Assignment Rollover Window 8-30
Recalculate Employee Position Projection Values (PCT900) 8-40
Calculate Salary/Update Employee Positions (PAF300, PAF302, and PAF305) 8-45
Load Payline Data from Position Control (STD) (PL0400) 8-48
Load Payline Data from Position Control (ENH) (PL0402) 8-56
Update Employee Experience (PER680) 8-63
Updating Dates in Personnel Text Files 8-67

05/2011
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QSS/OASIS Fiscal Year Transition Training Notes

Chapter 8: Tasks Related to Position Control and Personnel

You may be using the standard version of Position Control, or you may be using the
enhanced version. The following chart presents a comparison of the standard and the

enhanced systems.

Table 8-1: Sandard ver sus Enhanced Position Control

Standard Position Control System

Enhanced Position Control System

Used with Standard Payroll System
(See QSSOAS S Payroll Manual.)

Used with Enhanced Payroll System
(See QSSOAS S Enhanced Payroll
Manual.)

DOES NOT use Position Control Bonus
Codes (PB) Master File

Uses Position Control Bonus Codes (PB)
Master File

DOES NOT use Payroll Bonus Codes
(BC) Master File

Uses Payroll Bonus Codes (BC) Master
File

Uses PO Screen for Employee Position
Assignments

Uses EA Screen for Employee Position
Assignments.

Uses standard Salary Schedule Uses enhanced Salary Schedule
Maintenance (PP0030) Maintenance (PP0032)

Uses standard Authorized Positions Uses enhanced Authorized Positions
Maintenance (PP0020) Maintenance (PP0022)

Uses standard Load Payroll Data From
Position Control (PL0400)

Uses enhanced Load Payroll Data From
Position Control (PL0402)

Uses standard Pay Line (PR) Screen

Uses enhanced Pay Line (PR) Screen
(See Enhanced Payroll Manual.)

DOES NOT use PAF300 to update Salary
Schedule information on the Pay Line
(PR) screen

Uses PAF300 to update Salary Schedule
information on the Pay Line (PR) screen

Uses PAF300 to update salary amounts on
the Employee Position (PO) screen

Uses PAF305 to update salary amounts on
the Employee Assignment (EA) screen

Uses PCT900 to update salary projection
amounts on the Employee Position (PO)

screen

Uses PCT902 to update salary projection
amounts on the Employee Assignment
(EA) screen

8-2

Copyright © QSS, 2011

05/2011



Work Calendars Purpose

Work Calendars

Purpose

The Work Calendar Maintenance (PP0035) program defines the work schedule for
different groups and classes of employees. The Work Calendars created in this
program are used when calculating and projecting salaries.

Accurate calendars are especially important for hourly and daily workers, aswell as
for salaried employees whose assignments do not span an entire fiscal year.

Work Calendars must be established for each fiscal year. You must create calendarsin
Work Calendar Maintenance (PP0035) before doing any of the following:

¢ Creating Salary Schedules
¢ Rolling positions and assignments to the next year
¢ Running projection reports for the next year

TIP: Create the default "0000" work calendar as a template for the new fiscal year before
creating other work calendars.

Work Calendar "0000"

Each fiscal year, you must create Work Calendar "0000." This Work Calendar covers
atwelve-month span, and should contain all paid holidaysin your organization. Once
you have created Work Calendar "0000," you can use it as a template for creating
other Work Calendars. Even if you do not use it for atemplate, you can still import
the holidays from the "0000" calendar by using the <Merge Holidays> function key.

NOTE: This "0000" calendar should not be linked directly to a position. It is the default
calendar for any position that has not been linked to any other work calendar. This could
cause inaccurate projections for a position that is less than 12 months or for a 12-month
position with work and holiday dates other than those on Calendar "0000".

i3 Checking Database Capacities

Before creating new work calendars (PP0035), make sure that the M-CALENDAR-

MST and D-CALENDAR datasets in the PERPAY database have adequate room. In
most cases, doing so requires that you get help from data processing or your system
administrator.

Work Calendars (WC) Master File

The Employee Maintenance window allows you to maintain the Work Calendars
(WC) master file. These instructions provide a quick reference.

05/2011 Copyright © QSS, 2011 8-3
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Overview
Table 8-2: Work Calendars (WC) master file

Box Label R/O/D Contents
Calendar Codes Display Selection from List
Fiscal Year Key Fiscal Year
Code Value Key Numeric Code (4 digits)
Using Calendar Optional Selection from List
Name Required Text (30 characters)
Hrs/Day Required Numerals (0.00 to 24.00)
Mo/Yr Required Numerals (0.00 to 12.00)
Payroll Days Optional Numerals (0.00 to 365.00)
July - December yy Display Graphic display of calendar
January - June yy
Contract Days Required Selection from List
Calendar Days Display Start and end of fiscal year

8-4
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Work Calendars

Work Calendars (WC) Master File

ange Work Calendars

Options

82 - OS5 DEMO DISTRI

HXd X daaoa @

Calerdar Codes : |07 ; 0221

o

Fiscal Year :

Legend
I:‘ Regular ‘work Day (Fw) [221] |:| Mon-work Day [Myw] [144

=]

Using Calendar :

J . Half Dray (Hw [0] D Paid Haliday (FH) [0]

Mame: ‘221 Day Schedule 06

Work: 221.88

-07 Bgt Pre Hre/Day: | 5.00

Holiday: @8.88

MDN!Z’H

Total: 221.88

Change

] D Special Non-work Day (SW] [0]

Customize. [™ Hide Codes
Payrall Days

Cortract Dates : [07/03/2006 ~ |10 [06/29/2007  ~ |  CalerdarDates: [07/03/2008  ~ | to [06/29/2007 = |

Merge Holidays

July - October '06 T Movember - February 07 T arch - June '07
July '06 August ‘06 Septemnber ‘06 | October '06
#Paid: 14.00 #Paid: 14.00 #Paid: 20.00 #Paid: Zz.00
S M T W T F 5 S M T W T F 5 5 M T WTF S 5 M T WTF §
L 1 |2 3 B |5 1 |2 1 12 B B 5 6 u
hojig M | B | MO0 | N | M LW | M T | ) RO | ROT | RO | RN | BT
2 3 H 5 & |7 |& & |7 i 9 10 |11 [12 F B |5 3 u 8 el g |9 |10 P11 12 [13 34
IOr | T | MO ) BT | T | DO | M U7 | ETUT | MO | RO | N7 | MW | M W | TOUT ) ROT | RO | RO R | MW I | T ) RO RAT | ROT | RO | BT
2 10 |11 f12 |13 |14 15 13 14 |15 |16 [17 [18 [19 10 11 12 |13 |14 [15 [16 15 |1 [17 18 |19 [20 |21
IO | RO | ROr ) BT | TOT | DO 0 I | AT ) DO | RO | BT | R | W W | T ) RIT | RO | RO RO | W oL I i i A B L
16 |17 |18 |19 |20 [21 [22 20 |21 |22 |23 |24 [25 |26 17 |18 |19 j20 |21 [22 |23 22 |23 |24 |25 |26 [27 |28
IO | BOP | RO ROT | RAT | RO |MOT I | BT ) ROT | RO | RIT | R | HOT W | BT ) RIT | RO | BRI BT | WO T | T ) RO | RAT | BT | RO | BT
23 |24 |25 |26 |27 |28 [29 27 |28 [29 |30 |31 22 |25 26 |27 |28 [29 [30 22 |30 |31
T | WU | MO ) MO | WO | N N0 U | BT} RO | RO | ORI W | BT ) RO | RGP | RO RO | W N | o | pur
30 |31
Iy | Hur
Audit Information
1D: D&Y Date: 0/03/2007 Time: 01:56:31 PM

¥r:2007 Dist-82 Sitecl | 7/10/2009 19:25

Figure 8-1: Change Work Calendars dialog box
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Changing Days on the Calendar

assioasis (20K

A View Work Calendars B2 - QS5 DEMO DISTRICT #82
Options
HXd X daod @
Key to codes for Calendar Codes : [07 . 0206 Lng 0 0
Regular Work Day [Rw] [205] Mon-work Day (MNw] [160] Special Non-wark Day [SN] [0]
—
each type of day f o
i Half Day (Hw [0] |:| Paid Holiday [PH) [0] Customize. [ Hide Codes
on the calendar. g Eels |
Mame: ‘zns Day Schedule 06-07 Bgk Pre Hre/Day: | 8.00 Mofrr: |11.00 Payroll Days
Work: 285.688 Holiday: @.80 Total: 285.88
. Contract D ates : |08/14/2006 jlo |DBf2?f2007 j Calendar Dates |DEf14J2DUB > |t oeszrseo07 -
Tabs for selecting
. — —( July - October '06 T Maovember - Februamy 07 March - June 07
the month to view. >4
-
( July '06 August ‘06 Septenber 'UEl October ‘06 | \
#Paid: .00 #Paid: 14.00 #Paid: 20.00 #Paid: 22.00
S M T W TF § S M T W T F S S M T W T F 5 S M T WTF 5
0 i 2 B B |5 1 [z iz B b5 I
by By | | B | | 17 | 30 |z | v | mar | mow | por |
H 2 |z [s [ |7 [& e |7 |&¢ [0 [w0 |11 |22 z B |s [« [+ [s |2 g o [0 11 |12 [13 Jaa
EaChtabdlsplays x| e | o | 2 | 2 | g | 2 x| my | | | | | 3 | oy | mar | mav | Rar | EG7 |z | B | mar | mow | por |
the calendars for 4 9 |10 11 [12 [13 [12 |as 13 |12 |15 |16 [17 [13 |22 10 11 [12 |13 [12 [15 |16 15 [16 [17 [18 |19 [20 |22
u | m | v | B | 1 | W | mu | rw | B | B | B | B | 3w | p | B | v | B | B | O 3 | o | B | By | B | B | B
months. e [17 |18 [19 [20 [21 [22 20 |21 |22 [23 [24 [25 [26 17 s |19 [z0 [21 [22 [23 22 [23 |24 |25 26 [27 [e8
x| e | | A | | g | 2 am | B | Bo7 | Eov | AT | R | R i | B | Ror | mav | pov | RO | B i |z | B | moy | mow | R | B
23 [z4 [25 |26 [27 [28 |22 27 |28 [z0 [30 [31 24 |25 |26 [27 [28 [29 [30 29 |30 |31
x| e | | 2 | 2 | | 2 T | 27 | B | R | BT i | 2 | mor | mov | pov | B | B | m | B
30 |31
\ i | e
N

Audit Information

ID: A& Date: 01 /09/2007 Time: 01:55:43 P

Yr:2009 Dist:82 Site:l

7/10/2009 17:05

Inspeck

Figure 8-2: View Work Calendars dialog box

While you are adding or changing awork calendar you can change the designations

for each day in the calendar.

To change days on a calendar:
1 IntheLegend area, click the colored box for atype of day.

8'6 Copyright © QSS, 2011
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Work Calendars

Work Calendars (WC) Master File

Legend

[

FH

The box indicates the
selection that you have
clicked, and the Current

Selection changes to

Regular “work. Day [Riwf] [13]
Half Cray [Hw] [0]

Mon-work, Diay (MW [17]
Paid Holiday (PH] [1]
Special Mon-wark Day [SM] [0]

the color of the day you |:| Releasze Selection

have selected.

Current Selection:

Paid Holiday [PH]

Figure 8-3: Legend area after clicking Paid Holiday (PH)

To clear the sdlection, click Release Selection.

2 Drag the mouse pointer over the day that you want to change in the calendar.

The box follows the arrow as
it points to a date on the
calendar.

16 17
N RW
(L)
2
N m[:% RW
30 31

Figure 8-4: Mouse pointer hovered over August 23
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3 Click the day that you want to change.

15 J—E—R’
RW / RW PW
FH
After you click a box in the calendar,
it changes to the code you have _& 23 24
selected. W F[% o
29 30 3
\h—)
W RW RW

Figure 8-5: Calendar after clicking August 23

4 Repeat Steps 1 through 3 to assign codes to additional days on the calendar.
5 Do any of the following:

¢ Select the [Save] button to save your changes to the calendar.

¢ Select the [Undo] button to undo the changes to the calendar.

¢ Select the [Cancel/Close] button to close the dialog box without saving your
changes.

6 Inthetoolbar, click any of the following commands:

<

Click the [ (Save [F9]) icon to save the changes to the calendar.

<

Click the 3¢ (Cancel/Close [F12]) icon to close the dialog box.

<

Click the || (Undo Changes [ Shift+F1]) icon to clear al changes made since
you opened the dialog box.

<

Click a VCR button to go to a different month.

Display the first item in the search list—— m ? P W —Display the last item in the search list.

Display the next item in the search list.

Display the previous item in the search list.

Click the & (Print Screen [F11]) icon to print a copy of the dialog box on the
default Windows printer for your PC.

<
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Work Calendars

Creating a Work Calendar for Less than 12 Months

Report Sample

82 QSS DEMO DISTRICT #82 J8239 PP0350 H.00.04 07/09/09 PAGE 1
SAMPLE FOR DOCUMENTATION

WORK CALENDAR REPORT

CALENDAR: 0000 Default YEAR: 2006-2007

MONTH
JULY - e .
AUGUST . . . .NN. . ... NN. . ... NN. . ... NN. . . . 23.00
SEPTEMBER .NNH....NN.. ... NN.. ... NN. .. .. N 21.00
OCTOBER N. . ... NN. .. .. NN. . ... NN. . ... NN. . 22.00
NOVEMBER .. .NN....HNN. . . .. NN...HHNN. 22.00
DECEMBER . NN . . ... NN. . ... NN. .. .. NNHH. . .NNZ21.00
JANUARY HH...NN. .. .. NNH....NN.. ... NN. . . 23.00
FEBRUARY . . NN. . . .. NNH....NNH....NN... 20.00
MARCH . . NN. . . .. NN. .. .. NN. . ... NN. . ... N 22.00
APRIL N .. ... NN. . ... NN....HNN. . . . . NN . 21.00
MAY NN.. ... NN. . ... NN.. ... N NH 23.00
JUNE NN. . ... NN. . ... NN.. ... NN. . ... N 21.00
CONTRACT DATES: 07/03/2006-06/29/2007 HOURS/DAY: 8.00 PAID DAYS: 260.00
CALENDAR DATES: 07/03/2006-06/29/2007 MONTHS/YEAR: 12.00 WORK DAYS: 246.00
PAYROLL DAYS: 0.00 HOLIDAY DAYS: 14.00

SYMBOL LEGEND:

REGULAR PAID WORK DAY (FULL)
REGULAR PAID WORK DAY (HALF)
NON WORK DAY

PAID HOLIDAY

SPECIAL NON WORK DAY (NOT PAID)

Moz~
wonowonon

Creating a Work Calendar for Less than 12 Months

To create a Work Calendar for a contract less than 12 months long, set up each day
outside of the contract dates with NW for Non-work Day. Simply typing the shorter
term in the Contact dates field will not automatically change the regular workday

codes to non-work day codes.

There should be no workdays or holidays before the contract start date. Only NW

days should precede the start of the contract date.

05/2011
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ft " Change Work Calendars 82 - QSS DEMO DISTRICT 282 QSS/O0ASES [ | & |3 1
Options
HXO X daoa s

Change

Calendar Codes : |DS 10211

Fizzal Year : ’E

Code value: o211

- Legend
J l:‘ Fegular work Day (R [193] l:‘ Mon-work Day (MW [173] l:‘ Special Mon-work, Day [SH] [0]

Using Calendar : |

J . Half Dray [Hw) [0] l:‘ Paid Haliday [PH] [0] Customize.. | [~ Hide Codes

Mame: |2 11 Days

Hrz/Day: | 8.00 Modvr: |11.25 Payrall Days

Total: 193.60

i Work: 193.88 Holiday: @.80
E Contract Dates : (09/04,/2007 v | to | lz‘ Calendar Dates : |DS.-"D4.-"2DD? [v to |DB.-"30.-"2DDS - Merge Holidays
July - October ‘07 T Movember - February '08 T March - June '08
| July ‘07 August ‘07 \ September '07 October ‘07
#Paid: .00 #Paid: .00 #Paid: 19.00 #Paid: 23.00
S M T W T F S S M T W T F S S M T W T F S S M T W T F S
1 |2 3 |4 |5 |6 |7 1 |2 3 |4 1 1 2 =] 4 5 &
NW | NW | NW | NW | NW | NW | NW NW | NW | NW | NW NW EW | BW | BW | BW | BW | NW
8 |2 |10 [11 |12 |13 |12 5 | |7 |8 |2 0 11 2 3 |4 5 & 7 2 N Kl 10 |11 |12 g3
NW | NW | NW | NW | NW | NW | NW NW | NW | NW | NW | NW | NW | NW NW | W | BW | BW | BW | BW | NW NW | BW | BW | BW | BW | BW | NW
15 |16 |17 [18 |19 |20 [21 12 |13 |14 [15 |16 |17 |18 S |10 |11 12 |13 |14 5 14 |15 |16 [17 |18 |15 |20
NW | NW | NW | NW | NW | NW | NW NW | NW | NW | NW | NW | NW | NW NW | BW | BW | BW | BW | BW | NW NW | BW | BW | BW | BW | BW | NW
(22 |23 |24 [25 |26 |27 |28 19 |20 |21 [22 |23 |24 |25 16 |17 |18 |12 |20 (21 |22 21 |22 |23 |24 |25 |26 |27
NW | NW | NW | NW | NW | NW | NW NW | MW | NW | NW | NW | NW | NW NW | BW | BW | BW | BW | BW | NW NW | BW | BW | BW | BW | BW | NW
(29 |30 |31 26 |27 |28 |29 |30 |31 23 |24 |25 |26 |27 |28 |29 |28 |29 |30 |31
NW | NW | NW NW | NW | NW | NW | NW | NW NW | BW | BW | BW | BW | BW | NW NW | BW | BW | BW
20
MW

/

Audit Information

Date: 01/30/2007 Time: 03:26:27 PM

ID: RDAY

¥r:2008 Dist:82 Site:l GS:W | 4/21/2011 | 9:45 PM

Figure 8-6: Work Calendar with non-work days for July and August

Traditional Screens

For the traditional software, Work Calendar Maintenance (PP0035) allows you to
maintain Work Calendars. This heading provides some screen samples. For detailed
instructions, see Chapter 6 of the QSSYOAS S Position Control Manual.

To see all available options on this screen, type H in the Option field and press
<ENTER>. A menu of valid options and their codesis displayed in the lower half of

the screen (see Figure 8-7).

8-10
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Work Calendars Traditional Screens

District: B5 Hork Calendar Haintenance A55/0ASIS
Year: Y1

Option (H for Help): i

Valid options are:

- Add new work calendar entry
- Change uwork calendar

- Delete work calendar
Inspect work calendar

- Hork Calendar Report

- This Help Hessage

- Exit progran

mMmIIoDHDOI
|

5tart
Over

Print
S5creen

Return
to Henu

Help Start
Over

Figure 8-7: Work Calendar Maintenance Screen with Help Option

The following figure illustrates the first screen for adding, changing, and inspecting
Work Calendars.

District: B5 Add Hork Calendar 055/0ASIS

Year: Y1
Year:
Calendar:

Using Calendar: [

Return

S5tart S5tart
to Henu

Over Over

Figure 8-8: Maintaining Work Calendars (1 of 2)

After you select a Work Calendar and press <ENTER>, the screen displays the Work
Calendar.
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District: B5 Hork Calendar Maintenance 055/0ASIS
Year: Y2 Add Hode
Calendar: 0001
Codes SHTHTFS SHTHTFS SHTHTFS SHTHTFS SHTHWTFS SHTHWTFS #Paid
= Regular work|Jul:
day (full) flug:
Sep:
/ = Half day Oct:
Now:
N = Non work day|Dec:
Jan:
H = Paid holiday|Feb:
Mar:
Apr:
X = Special non |May:
work day Jun:
Contract dates: - Hrs/day: Total:
Calendar dates: 07/03/20¥2-06/29/20Y2 Ho/Yr: Hork:
| Holiday:

Start Print Herge Start Update
Over Screen Holidays Over Data

Return
to Henu

Figure 8-9: Maintaining Work Calendars (2 of 2)

The R (Work Calendar Report) option allows you to launch a report of Work
Calendars.

District: B5 Hork Calendar Haintenance 0S55/0A51IS
Year: ¥2

Option (H for Help): [§

GELLIS SRS R A VST EN-MONTH CALENDAR FOR JOHHN P

For year

Select work calendar: % . . . .

5tart
Over

Print
Screen

Return
to Henu

5tart
Over

Figure 8-10: Work Calendar Maintenance—Report Request Screen
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Benefit Definitions Purpose

Benefit Definitions

Purpose

The Benefit Projected Rate (BPR) master file allows you to define up to 32 employer-
paid benefits. The cost of each benefit can be either a fixed dollar amount or a
percentage of pay. You can associate these benefits with each Salary Schedule.
Position control uses these benefits for projecting the benefit costs of each position.

In the State of California, common employer-paid benefits are:

STRS - Certificated Employee Retirement

PERS - Classified Employee Retirement

OASDI - Socia Security

MEDICARE - Federal Medicare Insurance Contribution

H & W - Health and Welfare
(broken down into various non-statutory benefit plans)

SUI - State Unemployment Insurance
¢ W/COMP - Workers Compensation

* & & o o

L 4

Benefit projections are completely unrelated to employee-paid deductions, such as
union dues, employee share of health insurance, and tax-sheltered annuities. Such
deductions are set up for individual employees as payroll deductions on the
Deductions form of the Employee Maintenance window.

Benefit Projected Rates (BPR) Master File

The Employee Maintenance window allows you to maintain the Benefit Projection
Rates (BPR) master file. These instructions provide a quick reference.

Adding or Changing the Master File for Y2

The Benefit Projected Rate (BPR) master file has only one record for each fiscal year.
For each record, thereisagrid that contains up to 64 benefits that you can attach to
Salary Schedules.

¢ For each district, add the master file for Y 2. You can now define benefits on the
grid.

¢ After adding the master file for Y 2, do either of the following to return to it:
¢ Inspect the master file. You cannot change any benefits on the grid.

¢ Change the master file. You can add, change, or delete individual benefits on
the grid

05/2011
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Oplions

i | Change - Benefit Projected Rates

07 - QS5 DEMONSTRATION DISTRICT

HXOX 3aoad @

assoasis (= |[@]X]

Change
Tear ,DE—
Add New/Edit

Accept Lire: ,5_

Benefit Mame  Baze Type Baze Amt/%  Limit Amount FT Froject Amt/% EEEE[EMEN ame

=] |Percent =] [1.1000 .00 | fooo |os -] SUl
Ln|Benefit Name |Base Type Base Amt |Limit Amt|PT |Projection Amt;/%|Reference # |Reference Name A
1 [5TRS Percent §.2500 0.00 0.0001 STRS
2 |PERS Percent 7.7500 0.00 0.00)02 PERS
3 |0asbI Percent G,2000( =0000.00 0.00(03 FICA
4 |MEDICARE Percent 1.4500]  o300.00 0.00(09 MEDIZARE

k|5 |5UD Percent 1.1000 0.00 0.00(0s SUI
6 |WICOMP Percent Z.6000 0.00 0.00( 06 WCOMP
7 |PERSRLR Percent 6.3500 0.00 0.0o0)12 PERS RLR
8 |CLS Hjw Flat Dollar (faok prorate: §250.00 0.00 0.00)04 Hw
9 |CERT Hfw Flat Dollar (Mok prorate: 535,00 0.00 0.00(04 H'w
10 [MEMT Hw Flat Dollar (Mok prorates]  10365.00 0.00 0.00(04 Hw
11 [ADMM HwW Flat Dollar (Mok prorates]  12950,00 0.00 0.00(04 Hw
1z e

Tr:2005 Dist:07 Site:l

4122010 | 21:26

Figure 8-11: Change dialog box for the Benefit Projected Rate (BPR) master file

For an explanation of the columns of the following table, see page 8-44.
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Benefit Definitions Benefit Projected Rates (BPR) Master File

Add New/Edit Area
Table 8-3: Benefit Projected Rate (BPR) master file

Box Label R/O/D Contents

Year Key Fiscal Year

Add New/Edit

Line Display Numerals (1 through 64)

Base Type Required Selection from List

Benefit Name Required Text (8 characters)

Base Amt/% Required Numerals (dollar amount or percentage)
Limit Amount Optional Dollar Amount

PT Optional Selection from List

Project Amt/% Optional Numerals (dollar amount or percentage)
Reference # Optional Selection from List

Name Optional Text (benefit class name for Reference #)
[grid]

Ln Display Numerals (1 through 64)

Base Type Display Text (8 characters)

Base Amt Display Numerals (dollar amount or percentage)
Limit Amt Display Dollar Amount

PT Display Text

Projection Amt Display Numerals (dollar amount or percentage)
Reference # Display Text

Reference Name Display Text (benefit class name for Reference #)

The Add New/Edit areaallows you to define the employer-paid benefits that you can
attach to Salary Schedules. This heading provides some considerations for setting up
benefits, the describes each of the boxes that you fill in.

Some important things to remember when filling in this screen are:

¢ Do not replace a benefit on aline with a new benefit. For example, it would be
wrong to replace benefit line 3, STRS, with PERS -RLS as a benefit.

¢ Do not delete an existing benefit in the new year definition simply becauseitis
no longer offered. Instead, change the base amountto 0. 00% or $0.00,
depending on the benefit type.
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¢ Add new benefitsfor Y 2 at the end of thelist of existing benefits carried for-
ward from Y 1.

WARNING: If you decide not to follow the first and second previous recommendations, then
you must review and reset, if necessary, the benefit settings for each salary schedule rolled
over from the old fiscal year, and any override settings for benefits at the employee
authorized position level.

idd M avwEdil

Acrm Lire: (B
Eemlthine B Tppe 3 Be= fnidf  Limtdmore  PT Fiojec! kx.rx Az
' # Hamm
] [Pt | 11w oo [ I [ [ | SUI

Figure 8-12: Add New/Edit area for the BPR master file

Traditional Screens

In the traditional software, Benefit Definition Maintenance (PPO050) allows you to
define benefits for salary projections. This chapter provides a brief illustration of the
traditional software. For details, see Chapter 7 of the QSSYOAS S Position Control
Manual.

District: B5 Benefit Definition Haintenance A55/0A515

Option (H for help): i
Valid options are:

Add Benefit Definitions

Change a Benefit Definition
Delete a Benefit Definition
Inspect a Benefit Definition
Request Benefit Definition report
Exit progranm

MID=D0 D

Start Help Start Return
Over Over to Henu

Figure 8-13: Benefit Definition Maintenance Screen with Help Option

Type A in the Options field, then press <ENTER> to display the first screen for
adding benefitsfor Y 2.
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District: B5 Benefit Definition HMaintenance 055/0A51IS
Option (H for help):
Year:

Back to
Option

Return
to Henu

Back to
Option

Figure 8-14: Benefit Definition Maintenance—Partial Screen

After typing the 2-digit year for Y 2, press <ENTER> to display the screen for
defining benefits.

District: B5 Benefit Definition Maintenance A55/0ASIS

Option (H for help):
Year:

Benefit
Name

Base Limit P Project Reference Vol. Ded.
fant /% Amount T Amt /% Hame B Hame
SUT

WCOHP

STRS

PERS

FICA

HEDICARE

H/H

PERS RLR

O MM R WM =3
T < T T T T T TEgl-]

Back to
Option

Return
to Menu

Page
Foruard

Update

Backuard Data

| | | Page

Figure 8-15: Benefit Definition Maintenance—Full Screen
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Salary Schedules

Purpose

The HR Code Maintenance 2 window allows you to Copy Salary Schedulesfrom Y1
to Y 2. Salary Schedules define how much employees are paid and the amount of their
pay increases. You can create up to 99 salary schedules for each district and year.
Salary schedules are divided into pay ranges that are subdivided into steps.

¢ Each salary schedule can have as many as 200 pay ranges.
¢ Each range may be sub-divided into as many as 30 steps.

Salary Schedule Advancements—Direction of Advance

Salary Schedule Maintenance allows you choose whether salaries are advanced by
step or by range.

Step Advances

Steps are increments within arange. Many clients use step advances to increase

employees pay until the top step of arange isreached. You can have up to 30
increments (steps) per range.

Range Advances
If you use a salary schedule with more than 30 steps, you may choose to increase
salaries using range advances. salary schedules can have up to 200 range advances.

¢ Range names may be either a four-digit number from 0001 through 9999, or a
four-character name using any combination of |etters and numbers.

¢ Regardless of the direction of advancement, the Salary Schedule Maintenance

Report always prints in the same format, with ranges running down the pages and
steps running across.

Almost all sites use step advances instead of range advances.

When to Define Salary Schedules
Before you can define salary schedules, you must have the District and Location

Master Files up-to-date, and you must define your Work Calendar (WC) master file
for Y2.

Salary schedules need to be redefined for each fiscal year.
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Salary Schedules

Checking Database Capacities

=

administrator.

File

Checking Database Capacities

Before creating new salary schedules, make sure that the D-SCHEDULE and D-
SCHED-MATRIX datasets in the PERPAY database have adequate room. In most
cases, doing so requires that you get help from data processing or your system

Opening the HR Code Maintenance 2 Window
Use the HR Code Maintenance 2 window to define salary schedulesfor Y 2.

% Q55 ControlCenter 07 - Q55 DEMOMSTRATION DISTRICT ... |
View District Year Go Messages Window Help

Go
Print Manager / Job Menu / Utilities
Finance
Fixed Assets [ Stores
W2 1093
Human Resources / Payroll
------- # Employee Maintenance
------- ? ¥z Absence Tracking
------- # CA Retirement
[+ HR. Reparting and Downloading
[ Master Files [ Utllities

by # HR. Code Maintenance
....... JHR. Code Maintenance #2

- ﬁ:_'__'g HR. Uitilities

Figure 8-16: Selecting the HR Code Maintenance 2 window
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HR Code Maintenance 2 Window

Title bar [l HR Code Maintenance 12 - QSS*DEMONSTRATION*DISTRICT ass/oasis (2 |[B]X]
Menu bar File ¥ew Options Help
- = e
Toolbar HE e | PR FF &0 EE
Message bar ‘ Tnspect
S| Absence Tracking
1 Absence Reasons [4R) N DI __FY Name Code
Iz e =1 [ |
‘ Code Range From Code Range To Filter
cence FTE codes [4F) L
sence Tracking Accruals
Il Codes (RD)
crual Rules [AC]
| el Sohedulss (45) Absence Indices Distict Master File
). Aserion INaitece: frles ) Code Audit Date Audit ID A
.= Personnel R R LS L L L L
B District [P/ ¥lap-1a  |05iz11999 nac Bl
cations (LOC] AD-Zh 05/2141993 nac
Location Ora Level Fields (LO) a0 |0521j199 e
1 Bargaining Urits [BU)
17 Bosrd Dstes (8D) aD-6A  |Osjz1i1939 nac
Tree view. B Certficats Levels [CLC) aD-a1  |O5i21j1939 nac
] Cenficats Types [CT/C) aoaz |osizijiom -
7 Comment Types [CO)
£ Contect Typee (CH] AD-83  |O5j21j1939 nac
7 Contol Groups (CG) aD-66  |osjz1i1999 nac
1" County/state codes [CS/T) P [T — .
)y Credentials eI - Grid
edentials [CR/C)
edential Autharizations [C4A/C) AD-B3 05/21§1333 nac
edential Renewal Codes [CW/C) aDBE  |oSizLiiess G
edential Subject Codes (CB/C)
redential Level Codes [C/C) AT 5o i
Q,EE Types [DT] aD-PY |o7j11jzo0s pam
ployee Types (EM) AD-R1 05/21§1599 nac
hric Codes [ET/C)
e AD-Rz  |Osj21i1939 nac
Freeze Placement Reasons FP] AD-RE 05/21f1339 nac
Handicap (HA] AD-R& 05/2141993 nac
# Hospital Codes (HO) | Tar.a n=io1 (1080 e pd
Status bar — — [ L T3zt
| | ¥riz008 Disti1z sike:1 | 4/28/2008 [13:21 A

Figure 8-17: HR Code Maintenance window

Selecting the Salary Schedule Master Files

These instructions tell how to select the salary schedule master file for your site from the HR
Code Maintenance 2 window.

- Absence Tracking
- Benefits Management
Master File Links
Payroll {Courty)
Payrall {District)
Personnel (County)
F‘ersu:unnel (District)
B E‘>
Benefit Projected Rates (BPR)
Diigtrict Authorized Positions/ENH (DAPN)
Diigtrict Authorized Positions/STD (DAP)
Position Contral Bonus Codes (PE)
Salary Schedules/ENH (S5N)
Salary Schedules/STD (55)
Waork Calendars (WC)
[#-— Retirement - CA
[ Tax Tables [County)
[+ Tax Tables (District)

éiiéiim

Figure 8-18: Tree view for selecting Salary Schedule master files
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Copying Salary Schedules

Overview
'3 Copy Salary Schedules 82 - TESTING DISTRICT #82 QSS/OASIS [E=EER
File  Options

O |8 =4I

[change
D BN Copy Rule :
2| yg @ A- Copy all salary schedules in the requested fiscal year List Salary Schedules From Year
B by e s i e e e 201 ~| 4 Schedulesin20Y1
(71 5 - Copy specified salary schedules [ ']
Increase (only when copy All) Years 10 Bargaining Units in District 82
@ s From Year To Year [D’D-NONE v]

[ ¥r: 2005 Dist: 82 Site: 1 GS: W | 4/25/2011 | 4:41:54 PM

Figure 8-19: Copy Salary Schedules dialog box for Standard and Enhanced Position Controlsss

Selecting a Copy Rule

i FY Copy Rule )
07 \‘:1 @ A- Copy all salary schedules in the requested fiscal year List Salary Schedules From Year
(") B - Copy salary schedules for reguested bargaining units |2W1 = | 4 Schedules in 20Y"]
1 5- Copy specified salary schedules | bt

Figure 8-20: Copy rules for Salary Schedules

Options for Copy Rule A (All Salary Schedules)

Increase (onby when copy All) Years

@ s From Year To Year
i £0.00

) % 20Y1 +] - [20¥2 -]

Figure 8-21: Options for Copy Rule A
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Options for Copy Rule B (Bargaining Unit Selection)

To

From
From _—
Ba Barg  Projection
fear Unit fear Unit
Y1 13 Yz 13 1.3500

Figure 8-22: Options for Copy Rule B

Options for Copy Rule S (Salary Schedule Selection)

By Dollar ar
Percentage

F

-

-

-

» |

Figure 8-23: Options for Copy Rule C

From  From From To To To Proiecti By Dollar or
Year Schedule Model Year Schedule Model ' I/ECHON Percentage
¥1 18 L] Y2 18 L] 'I.D3DD|F' -

| -

| -

| -

Assigning Default Benefits for Salary Schedules

For both Standard and Enhanced Position Control, each Salary Schedule has a
Benefits tab that you can use for assigning the default benefits to model 00 (the
production model). Each Salary Schedule can also have projection models 01 through

99, but you cannot assign default benefits to them.

The Benefitstab displays the employer-paid benefits from the Benefit Projection Rate
(BPR) master file described for adistrict and year. In the Select column, select the
check box for the employer-paid benefits that go with each Salary Schedule.

8-22
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% Q55 ControlCenter 07 - Q55 DEMOMSTRATION DISTRICT ... |
File View District Year Go Messages Window Help

E Go

Print Manager [ Job Menu [ Utilities
Finance

Fixed Assets [ Stores

W2 [ 1099

Human Resources f Payroll
------- # Employee Maintenance
------- Absence Tracking
------- # CA Retirement
[ HR. Reparting and Downloading
[=] Master Files [ Utilities
- # HR. Code Maintenance

------- “AHR. Code Maintenance %2
-4

- ,;f_'_';j HR Utilities

]

Figure 8-24: Selecting the HR Code Maintenance 2 window

Schedule Calculation Factors I Payroll Interface Rules I Bonuses | Steps and Ranges | Benefits |

e o Wt T

4 STF!S I} P 8.2500 0.00 0.0000 01 STRS 0000
02 |PERS P 7.7500 0.00 0.0000 02 PERS 0000
03 |0ASDI P 6.2000 $0,000.00 0.0000 03 FICA 0000
04 |MEDICARE P 1.4500 6,800.00 0.0000 09 MEDICARE | 0000
05 |suUl P 1.1000 0.00 0.0000 |05 sul 0000
06 |W/COMP P 26000 0.00 0.0000 06 WCOMP 0000
07 |PERSRLR P 6.3500 0.00 0.0000 12 PERSRLR  |0000
08 |CLSHW F 8.250.00 0.00 0.00 |04 HwW 0000
05 |CERTHW = F 9.635.00 0.00 0.00 |04 HW 0000
10 |MGMT HAW ] F 10.365.00 0.00 0.00 |04 HwW 0000
11 |ADMN HAW I} F 12,950.00 0.00 0.00 |04 HAW 0000

Figure 8-25: Benefits tab for Salary Schedules

Salary Schedule Report

The HR Code Maintenance 2 window allows you to launch the Salary Schedule
Matrix (PPO300) after you have selected the Salary Schedule/STD or Salary
Schedule/ENH master file.
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E:-‘ HR Code Maintenance 2
File View Options Help

H e O D L&*@u |8 X

T

07 - Q55 UNIF

Figure 8-26: Create Report [Ctrl+R] command for salary schedules

After you select the |4’ (Create Report [Ctrl+R]) icon, awindow opens for launching

the Salary Schedule Matrix (PP0300). After filling in the dialog box, do either of the
following:

¢ Select the #g (Send Report [F2]) icon to create the report.

¢ Select the 3¢ (Cancel/Close [F12]) icon to close the dialog box without creating a
report.

@ Report for Salary Schedules @
Options

Report Title SAMPLE FOR DOCUMENTATION

Fiscal Year [50Y2 ~

15 Schedules |
(Leave Blank for All)

Model
(Leave Blank for All)

[ [ vr: 20Y2Dist: 07 site: 1 GS: W [ 4/26/2011 | 10:41:43 PM

Figure 8-27: Dialog box for launching the Salary Schedule Matrix (PP0300)

The resulting report looks like this.
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Traditional Screens

Salary\schedule /leeI

65 QSS UNIFIED SCHOOL DISTRICT SARARY SCHEPULE MATRIX J343 PP0300 H.00.03 03/18/02 PAGE gt
Y2 SALARY SCHEDULE YEAR: 00 @ @ FEDERAL PART TIME w/BENEFITS
ADDITIONAL PAY FOR MASTERS: 0.00 FOR DOCTORATE: 0.00 MISCELLANEOUS BONUS: 0.00

LONGEVITY BONUSES ($) /YEARS:

BEGINNING STEP: 1 MAXIMUM STEP: 25 STEP INCREMENT: §$ .00 RANGE INCREMENT: $ .00 VALUES ARE HOURLY ADV. TYPE: ANNIVE]
\STEP 1 2 3 4 5 6 7 8 9 10

RANGE\

0049 21.29 22.28 23.32 24.40 25.54 25.54 26.18 26.18 26.18 26.81

0050 21.82 22.83 23.90 25.01 26.18 26.18 26.83 26.83 26.83 27.49

For more details, see Chapter 8 in the QSSOAS S Position Control Manual or QSSOAS S
Enhanced Position Control Manual. Use PPO030 for Standard Position Control or PPO032
for Enhanced position control.

Copying Salary Schedules

The X - Copy Schedule option in Salary Schedule Maintenance (PPO030 or PP0032)
allows you to copy Salary SchedulesfromY1toY2.

District: B5 Salary Schedule Haintenance Q55/0A5I5
Year: 01

Option (H for Help): [}

Valid options are:

Add new salary schedule entry
Maintain default benefit assignments
Change salary schedule

Delete salary schedule

Inspect salary schedule data

Request Schedule Hatrix Report

Jock _LCalendar Inspection

15 message
Exit programn

Select Print Help | | Select | Return

Option Screen Option to Henu
Figure 8-28: Salary Schedule Maintenance Option Screen

After you type X in the Option field, select the fiscal year and <ENTER>, select the
source for copying.
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District: B5 Copy Schedul e/Hodel 055/0A515
Year: Y1

Copy rule: A = nAall, B = Bargaining unit, 5 = Schedule
Increase: Only when copy "A'll
Increase type: D = Dollar, P = Percentage

Return
to Henu

Continue

Start Start
Over Over

Figure 8-29: Copy Schedule/Model Screen (Window 1)

After you fill in the top of the screen and press <ENTER>, Figure 8-30, Figure 8-31,
or Figure 8-32 displays.

District: 65 Copy Schedul e/Hodel 055/0A515
Year: Y1
Copy rule: [} A= nall, B = Bargaining unit, § = Schedule .
Increase: IR Only uhen copy 'A'1l Window 1
Increase type: [§ D = Dollar, P = Percentage

From year: To year:

Window 2 "A"

Update/
Verify

Return

Start Back
to Henu

Over Up

Figure 8-30: Copy Schedule/Model Screen—Copy Rule "A"
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District: 65 Copy Schedul e/Hodel Q55/0A515
Year: 00
Copy rule: A = nall, B = Bargaining unit, 5 = Schedule .
Increase: Only when copy 'A'Il Window 1
Increase type: D = Dollar, P = Percentage
¥r/Barg-unit ¥r/Barg-unit
From To Projection From To Projection
1. /Ll 21 0.0000 2. / /| ; npn
s I / a W / Window 2 "B
5. /| / 6. / /
7. BN/ / 8. BN/ /
9. /| / 10. / /
Start Back Update/ | Return
Over Up Verify to Henu
Figure 8-31: Copy Schedule/Model Screen—Copy Rule "B"
District: 65 Copy Schedul e/Hodel 055/0A515
Year: Y1
Copy rule: A = nall, B = Bargaining unit, 5 = Schedule
Increase: Only when copy 'aA'll Window 1
Increase type: D = Dollar, P = Percentage
¥Yr/Schedule Yr/Schedule
F To Projection From To Projection
Ol 1420500 v 2la0 8 2. - Window 2 "S"
3. i B /| 4,
5. /- / 6. -
7. /- / 8. -
9. /- / 10. -
Start Back Update/ | Return
Over Up Verify to Menu

Figure 8-32: Copy Schedule/Model Screen—Copy Rule "S"

To copy Salary Schedules, press <ENTER> and <Update Verify> to check whether
you have filled in the screen correctly. If there are no errors, press <Update Verify>

again to copy the Salary Schedules.

Assigning Default Benefits to Model 00

From the Option screen for Salary Schedule Maintenance (PPO030 or PP0032), type
B (Maintain default benefit assignments) in the Option field and press <ENTER>.
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District: BS Salary Schedule Benefit Selection 055/0A515
Year: 01

Year:

2
Schedule: -EE CERTIFICATED

Select Print | | Select | Return

Option Screen Option to Henu
Figure 8-33: Salary Schedule Benefit Selection Screen

Type the Year and Schedule number, then press <KENTER>. For this screen you can
select only model 00 (the production model). Models 01 through 99 are for projection

only.
District: B5 Salary Schedule Benefit Selection 055/0A51S
Year: 01
Year: |pd
Schedule: EI-[] EEIRl@IHIY

Ln. HName Type Base Amt Reference Ln. Hame Type Base Ant Reference
1. SUI P 0.0600 05 5UI 2. HC P 1.1300 06 HCOHP

3. STRS P 8.2500 01 S5TRS 4. PERS P 0.0000 02 PERS

5. FICA P 6.2000 03 FICA 6. MEDICARE P 1.4500 09 MEDICARE
7. H/H FULL ¥ 6264.00 04 H/H 6. PERS RLR P 13.0200 12 PERS RLR
9. APPLE P 3.7500 07 STRS BO i0. H/H PART ¥ 4080.00 04 H/H

Print
Screen

Select
Option

Update
Data

Return
to Henu

| | Select

Option

Figure 8-34: Salary Schedule Benefit Selection Screen with Global Benefit Table

Typeay for each employer-paid benefit to attach to the Schedule and an N for those
that do not apply. Press <ENTER> and <Update Data> to save the changes.
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Launching the Salary Schedule Report
Figure 8-35 illustrates the screen for launching the Salary Schedule Matrix (PP0300).

District: B5 Request Schedule Hatrix Report 055/0A51I5
Year: 00

BE LI SEB R AN-TY? SALARY SCHEDULE
Fiscal Year?
Selected Schedule? i (Leave blank for all)

Selected Hodel? [l (leave blank for all)

Select
Option

Return
to Henu

Select
Option

Figure 8-35: Schedule Matrix Report Request Screen
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Authorized Position/Employee Assignment
Rollover Window

Purpose

Use the Authorized Position/Employee Assignment Rollover window to create
authorized positions for the new fiscal year and link employees to those positions,
based on positions and assignments from a previous year. Your selection criteria can
be defined broadly or limited to selected Job Codes and Categories, Salary Schedules,
Bargaining Units, or Work L ocations. The Position Rollover Report lists the positions
rolled and step advancements.

CAUTION: You must define Work Calendars before rolling authorized positions and employee
assignments, or the roll will fail. Also, be sure Pay Schedules are in place as described in
Chapter 7.

= Before running PP0800, read "Optional Work Calendar Mapping"”. Mapping Work
Calendarsis useful when you have created custom calendarsin order to deal with
employee position assignment changes during afiscal year, and you want the
employee’s position assignment to return to the generic work calendar for similar
positions during the ensuing fiscal year.

> Checking Database Capacities

Before rolling authorized positions and employee assignments to the new year
(PP0800), make sure that the D-DIST-POSITION, D-POSITION-ACCT. and D-
EMP-POSITION datasets in the PERPAY database have adequate room. In most
cases, doing so requires that you get help from data processing or your system
administrator.

Launching the Process

These instructions focus on the specific instructions for launching the Employee Roll-
over Report (PPO805) from the Authorized Position/Employee Assignment Rollover
window.
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Filling in the Launch Window

‘[N Authorized PositionfEmployee Assignment Rollover,

File  COptions

H2>Z 8

Source Fizcal Year: W‘] Target Fizcal Year: ? z

Rollaver Optior: |Ereate: All data in target year is deleted before the roll takes place j

Foll Employes Azsignments? [v
Step [Range) Advance Aszsignments? [v

Fioll 'R'educing Positions: [~

Rall Pozitionszignment Data if the End Date iz the zame as the Last Date of the 'work Calendar? [

Repart Title: |SAMF’LE FOR DOCUMENTATION

SSM Mask: |3 * | [1-9=mask. L/R=ExtFef]

Optional Selection %

To subset the positions considered for rollover, enter the values to be included in any or all of the following categories. If no values are entered in
a category, ALL values for that category will be included.

JEAPTT="""% pl el I Bl B Bl
ﬂ Job Code: | | | | | | | |
ﬂ Salary Schedule: ’_ l_ ’_ ’_ ’_ ’_ ’_ l_ l_ l_
ﬂ B argaining Linit: ’_ l_ ’_ ’_ ’_ ’_ ’_ l_ l_ l_
e tocaton [ [ [ [ [ [ [ [ [ [

¥r:2005 Dist:07 Site:1 | 4/27/2011 14:54

Figure 8-36: Launch window for the Authorized Position/Employee Assignment Rollover window

Table 8-4: Effect of end dates and rollover flags

. " PO Screen or .
Authorized Position First Rollover
Maintenance Screen (PP0020) EA Screen Screen (PP0800) Results After Rollover
(PP0002)
, Position Employee Rollover . :
Authorized : ; Position | Assignment
Pos/Assignment
Position End Date | ROIOVer | Assgnment End ° 2 | Created? | Created?
Flag Date Data... Flag
Blank Blank Blank N/A Yes Yes
Blank Blank Less than calendar N/A Yes No
end date
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Table 8-4: Effect of end datesand rollover flags

PO Screen or

Authorized Position First Rollover
Maintenance Screen (PP0020) EA Screen Screen (PP0800) Resuilts After Rollover
(PP0002)
, Position Employee Rollover . :
Authorized : ; Position | Assignment
Pog/A t
Position End Date Rollover | Assignment End ° ssgnmzn Created? | Created?
Flag Date Data... Flag
Blank Blank Equal to calendar No Yes No
end date
Blank Blank Equal to calendar Yes Yes Yes
end date
Blank No Any date N/A No No
L ess than calendar No Blank or any date N/A No No
end date
L ess than calendar Yes Blank N/A Yes Yes
end date
L ess than calendar Yes Lessthan calendar N/A Yes No
end date end date
Equal to calendar No Blank or any date No No No
end date
Equal to calendar No Blank or any date Yes No No
end date
Equal to calendar Yes Blank No Yes Yes
end date
Equal to calendar Yes Lessthan calendar No Yes No
end date end date
Equal to calendar Yes Equal to calendar No Yes No

end date

end date

a. Theentirefield reads: Roll position/assignment data if the end dateisthe same asthelast date of work

calendar?
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Code Selection Dialog Box

Code Selection Dialog Box

Purpose

The code selection dialog box opens after you click the button in areport launch

window. Thisdialog box allows you to select the codes to use for selecting recordsfor
areport or a batch update process.

Description of Dialog Box

Title bar Plan Range Selection

Toolbar O ) ¢ ? Q
Menu bar File  Options
List of codes that
I you can select
Code selection area ALCEN - AM CENT - 2dd
AFD - AFDEELTYT .
P = Tl ST List of selected
ECOCL - BC CLASS -F!emc-ve codes
EBCCT - BC CERT -
ELIF - BiZ LIFE
ENALJ - BEHADJMT
CAP - TOTALCAP
CML - COM LIFE
LDCL - DENT CLS .
RIS = ST [ Buttons for adding
DENT - DENTAL and removing
- w
JHL - HAN LIFE codes from the
selected list
Status bar [¥r: 2010 Dist: 65 Site: 0075 | 1,/31,/2010 | 4:59 PM
Figure 8-37: Code selection dialog box
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Optional Work Calendar Mapping

Table 8-5: Summary of commandsfor the code selection dialog box

COMMAND MENU ICON KEYBOARD  pPURPOSE
Cancel/Close File x F12 Close the dialog box without pasting the selected codes
into the launch window.

Return Options Ctrl+R Close the dialog box and paste the selected codes into the
< } launch window.

Clear Options ? Shift+F1 Remove all of the selected codes from the list on the right
side of the dialog box.

Sort By Alpha Options . Ctrl+B Sort the list of available codes by their description, rather
AZ than their code value.

Print Screen Options =3 F11 Print a copy of the dialog box on the default Windows
-_; printer for your PC.

Mapping work calendarsis useful when you have created custom calendars in order
to deal with employee position assignment changes during afiscal year, and you want
the employee’s position assignment to return to the generic work calendar for similar
positions during the ensuing fiscal year.

To use thisfeature, before you run PPO800 to roll positions and assignments to the
new year, you set up the PPO800##.DATA.QSSUSER control file (where ## is set to
your two-digit district number) to map the custom calendar back to the generic
calendar for the new fiscal year. For example, if you want an employee assigned to
custom work calendar 1001 to revert to generic work calendar 1000 when the rollover
process is executed to create position control records for fiscal year 07, the control
filewould contain thelinecc, 07,1001,1000.

5 Themapping control file must be an 80-byte text file named PPO800##.DATA.QSSUSER
(where ## is the district number).

See sample PPO800##.DATA.QSSUSER control file on the next page.
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Optional Work Calendar Mapping

The following illustrates a sample PPOB00##.DATA.QSSUSER control file. It

contains self-documentation about how it works.

PP0800 Control File, used to control work-calendar mapping

';' in column 1 is used for comments

This is a sample PP0800 Control File. Edit it to fit your needs and
keep as an 80 byte ascii file with the file name: PP0800##.DATA.QSSUSER
where ## is your district number. In multi-district environments each
district has their own PP0800##.DATA.QSSUSER file.

There are four record formats supported (all start in col#l):

MV, ### Define the maximum variance allowed when adjusting
an employees PO screen work days. If the variance between
the employee's PO screen and the work calendar exceeds this
value then the employee's PO screen will be set to the
work calendar days. ### is the number of days with leading
zeros as in 010. There should be only one MV command in
the file. The last MV command encountered will be acted
upon.

3
3*
3*
**

Define the number of days that can be in variance before a
warning message is printed on the PP0805 report. This is
used to identify cases where the employee's number of days
worked is different from the work calendar by a value that
indicates an error probably exists in the data. ### is the
number of days with leading zeros as in 010. There should
be only one WV command in the file. The last WV command
encountered will be the one acted upon.

CC,aa,bbbb,cccc Define a conversion rule for the work calendar. This allows
you to change the work calendar from one year to the next
easily without having to manually change all the records.
aa=the target year you are rolling to. bbbb=the calendar
stored in the source data. cccc=the new calendar number
to use when rolling the data. There can be up to 1000
CC and CR commands in the file (see CR command) .

CR,aa,bbbb-cccc,dddd
Define a conversion rule for the work calendar. This allows
you to change a range of work-calendar codes from one year
to the next without having to manually change all the
records. aa=the target year you are rolling to.
bbbb=the beginnging calendar stored in the source data.
cccc=the ending calendar stored in the source data.
dddd=the new calendar number to use when rolling
the data. There can be up to 1000 CR and CC commands
in the file (see CC command) .

What follows is an example for you to use for reference.

define the maximum variance as 100 days. any variance more than 100 days
will cause the employee's PO screen to be set to the work calendar days
in the target year.

MV,100

define the warning level at 9 days. any variance more than 9 days will
generate a warning on the position roll report (PP0805).

Wv,009

; when rolling into year 98 convert work calendar 2400 to 2499. Positions
; and employee assignment records in the source year that have a work

; calendar of 2400 will get a work calendar of 2499 in year 98.
CcCc,98,2400,2499

; when rolling into year 98 convert work calendar 1100-1199 to 1200.

; Position and employee assignment records in the source year that have a
; work calendar of 1100-1199 will get a work cal# of 1200 in year 98.
CR,98,1100-1199,1200

/

If you need to use the PPOB00##.DATA.QSSUSER control file, and do not currently
have a copy of it on your system, contact your QSS Account Manager for assistance.
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Chapter 8: Tasks Related to Position Control and Personnel

Sample Report

Positions Rolled

In this sample report, the CREATE mode was used; positions were rolled but

assignments were not. Thisis apparent from the absence of any employee SSNs,
dates, or placements attached to the positions.

65 QSS UNIFIED SCHOOL DISTRICT POSITION ROLLOVER REPORT J344 PP0805 H.00.00 05/18/Y1 PAGE 72
SOURCE FISCAL YEAR: 20Y1 TARGET FISCAL YEAR: 20Y2
AUTHORIZED POSITIONS ROLLED TO TARGET YEAR
POSITION JOB JOB EMPLOYEE START END POSITION
NUMBER NAME CAT. CODE LOC. Ss # DATE DATE PLACEMENT COMMENTS
917224 PRINTSHOP EXTRA HIRE 5300 530020 0001 Position rolled
917226 CLERICAL SUBSTITUTE INFO SERV. 5500 550010 0017 Position rolled
917245 CLERICAL OVERTIME 5300 530030 0017 Position rolled
917247 CLERICAL SUBSTITUTE 5500 550010 0017 Position rolled
920114 PHYSICAL EDUCATION SUBSTITUTE 4000 910025 0010 Position rolled
920244 VISUAL ARTS EXTRA HIRE 4000 910200 0010 Position rolled
924001 TEACHER HOURLY 4000 910200 0024 Position rolled
936114 TEACHER SUBSTITUTE PIP GRANT 4000 910150 0036 Position rolled
942001 CLASSIFIED EXTRA HIRE 5000 530035 0042 Position rolled
952260 CLERICAL SUBSTITUTE 5500 550010 0005 Position rolled
955112 TEACHER SPECIALITY 9000 960030 0096 Position rolled
955114 TEACHER SUBSTITUTE 9000 960040 0096 Position rolled
955145 TEACHER SPECIALITY MUSIC 9000 960030 0096 Position rolled
955211 AIDE KINDERGARTED 5000 960012 0096 Position rolled
955216 AIDE SUBSTITUTE 5000 960020 0096 Position rolled
955222 CLERICAL HOURLY 5000 960020 0096 Position rolled
955226 CLERICAL SUBSTITUTE 5000 960020 0096 Position rolled
955292 CLASSIFIED HOURLY 5000 960020 0096 Position rolled
955293 CLASSIFIED YARD DUTY 5000 960020 0096 Position rolled
957315 TEACHER HOURLY SB1882 NHS 4300 900130 0075 Position rolled
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Authorized Position/Employee Assignment Rollover Window

Traditional Screens

Positions and Assignments Rolled

In this sample report, the CREATE mode was used; positions and assignments were
rolled; and step advancements were made.

65 QSS UNIFIED SCHOOL DISTRICT

SOURCE FISCAL YEAR:

POSITION
NUMBER NAME

964001

964002

966001

966726

967315

967316

971405

971430

971900

990003

999000

TEACHER HOURLY

TEACHER HOURLY

CLASSIFIED EXTRA HIRE

TEACHER STIPEND

TEACHER HOURLY SB1882

TEACHER SUBSTITUTE

GATE AIDE SUBSTITUTE

GATE TEACHER HOURLY

BOARD RECOGNITION

CERTIFICATED EARLY RETIREE CON

CERTIFICATED EARLY RETIREE CON

POSITION ROLLOVER REPORT

20Y1

AUTHORIZED POSITIONS ROLLED

JOB

CAT.

4000

4000

5300

4300

4300

4500

5000

4000

9000

6000

6000

JOB

CODE

910200

910200

530020

900130

900130

900131

550031

900140

700020

440010

440010

0064

0064

0066

0010

0076

0076

0010

0010

0007

0099

0099

EMPLOYEE

. Ss #

000-00-0000

000-00-0000

000-00-0000

000-00-0000

000-00-0000

000-00-0000

000-00-0000

000-00-0000 07/01/1991

J374

TARGET FISCAL YEAR:

TO TARGET YEAR

START
DATE

08/01/95
09/01/94
09/01/94
09/01/94

09/01/94

09/01/94

09/01/94

END
DATE

00/00/00
00/00/00
00/00/00
00/00/00

00/00/00

00/00/00

00/00/00

PP0805
20v2

POSITION
PLACEMENT
98-0002-01
01-vI -13
01-1  -03
01-v  -13
01-1v  -13
01-1I -07
01-vI -13
00- -00

H.00.00 06/11/Y1

PAGE 73

COMMENTS

Position rolled

Step (range) advanced
Position rolled
At maximum step,
Position rolled
NO SCHED-MATRIX, no advance
Position rolled

no advance

Position rolled
Position rolled

Position rolled

Schedule set for no advance
Position rolled

Step (range) advanced
Position rolled

Position rolled
SCHED-EDIT=space, no advance
Position Status flagged: NO ROLL

Traditional Screens

This heading provides a brief summary of using launching the Position Rollover
Report (PP0805) from the traditional software. The launch screen is Authorized
Position/Employee Assignment Rollover (PP8SUB). For more details, see the

QSS/OAS S Position Control Manual or QSSOAS S Enhanced Position Control

Manual.
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District: BS Authorized Position/Enployee Assignment Rollover 055/0A51S
Source fiscal year: [f] Target fiscal year:
Raol lover option: (C = Create. R = Replace., H = Herge)
Roll employee assignmnents? ¥ = yes, N = no
Step (range) advance assignments? ¥ = yes, N = no
Roll 'R'educing positions? ¥ = yes, N = no

Roll position/fassignment data if the end date is
the same as the last date of the work calendar? [ ¥ = yes, N = no

elpful Hint
All data in the target year is deleted before the roll takes place.

Data rolled into the target year uwill update any existing data
which is already on file.

IEETEH fAny source year data not existing in the target year will be rolled
into the target year.

|
Start Help | | | | |

Over
Figure 8-38: Authorized Position/Employee Assignment Rollover—Screen One

Return
to Henu

After filling in this screen, press <ENTER> to continue to the optional selection
criteriaon the second screen.

District: B5 fiuthorized Position/Employee Assignment Rol lover 055/0ASIS

Report title:
98H Mask: (0=none, 1-9=mask, L/R=ExtRef)

To subset the positions considered for rollover, enter the values to be
included in any or all of the follouwing categories. If no wvalues are
entered in a category, ALL values for that category uill be included.

Job category:
Job code:

Salary schedule:
Bargaining unit:
Location:

Start
Over

Figure 8-39: Authorized Position/Employee Assignment Rollover—Screen Two

Return
to Menu

Fill in any desired optional selections, then press <ENTER> to continue to the third
and final screen.
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Authorized Position/Employee Assignment Rollover Window Traditional Screens

District: B5 fAuthorized Position/Enployee Assignment Rollover Q55/0A5I5

You have requested to roll positions from the year [f] to the year
using the option of CREATE. This option will have the follouwing affect
on the data currently stored in your position control system:

Everything in the target year uill be deleted first. Then
data will be copied from the source to the target year.

fire you really sure you want to subnit this rollover request? i

¥Your choices are:

¥ = Yes, submit ny request.
N = No, don't subnmit ny request and exit this program.
<FK-1> = Return to screen #1 to check your settings.
<FK-5> = Return to screen #2 to check your settings.
<FK-8> = Exit this program without submitting a rollover request.
Start Previous Return
Over Screen to Henu

Figure 8-40: Authorized Position/Employee Assignment Rollover—Confirmation Screen

Confirm whether you want to roll over the position and optional assignments, then
press <ENTER> to launch the process.
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Recalculate Employee Position Projection
Values (PCT900)

Purpose

Recal culate Employee Position Projection Values (PCT900) updates employee salary
projection amounts. Do this update at the beginning of a new fiscal year after you
have rolled position assignments and adjusted salary schedules. The PCT900 report
shows the starting and advance salary amounts for the selected records.

NOTE: PCT900 updates projection amounts only—not current salary amounts. Salary
amounts are updated with PAF300 or PAF302.

The HR Report/Job Selector window allows you to launch these processes. Choose
one of the following:

¢ PCT900 for Standard Position Control.
¢ PCT902 for Enhanced Position Control.

Both update processes create the same Recal culate Employee Position Projection Values
(PCT900).

Launching the Process

% HR Report/Job Selector B2 - QSS DEMO DISTRICT #82 assroasis [ EX]
Eile Options  Help
P xDanou g
@ Heports ] Gl ] F 1 D I E I LCustom Selection Screen ] E ]
|
¢ ShowRepotts & ShowJobs Category: =
il Name Description Category |Access
501  |PERGB0ST  |Update Emplovee Experience PER Mo
502 |PER990ST  |Reset Job Code - Job Category Relstionship PER Mo
503 |PER9945T  |Update PER-PAY Data From Employee's Prime Positior | PER No
504 |ABTS00ST  |Request Repair of Orphaned Positions ABT Mo
505 |DEDISOST | Reset Deduction Accumulators DED Mo
506 PLO2OOST Copy Paylines PAY Yes
B[507  PPCT00ST  {Re-Calculate Employes Projections PaY fes
508 |PCT9205T  |Update D-EMP-POSITION with Bonus Recaloulations | PAY Mo
509 |PLO4025ST  |Load Payline Data from Position Control PaY ‘fes
510 |ABT9343T  |Update Emploves Leave Pay Rate ABT Mo
S11  |PERS10ST  |Bakch Employee Termination PER Mo
512 |PERS045T  |Reset Calendar Relationships PER Mo
513 |PTIIOOST  |Payrall Timesheet Import PayY No
514 |PCT9025T  |Re-Calculate Employes Projections (EH PosCH) PayY Mo
¥r:2010 Dist:82 Site:l | 4/28/2010|19:59

Figure 8-42: HR Report/Job Selector window
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Recalculate Employee Position Projection Values (PCT900) Launching the Process

QSS ControlCenter B2 - OSS DEMO DISTRICT #82 QSS/...

File ‘iew Change Year Go Messages ‘window Help

(— Go

Print Manager | Job Menu [ Utilities

Syskem Admin

Finance

wzl1099

( — Human Resources | Payroll )
%‘ Emplovee Maintenance

Qﬁ. Absence Tracking

# A Retirement
- HR. Reporting and Downloading

HR. ReportfJob Selector

&3] Personnel Downloader
ED HR. Query
EE Absence Tracking Job Menu
EE Benefits Management Job Menu
EE Payroll Job Menu
EE Position Control Job Menu
+ Iaster Files [ Utilities

@Q Professional Development: [ruby [ web - Lodi Only]

% Substitute Teacher Tracking [Preview]

@Q Emplovee Self Service

+ Stores

+ Fixed Assets

Last Run: 04,/28/2010 14:12:0:| ¥1:2010 Dist:82 Site:1 |4/28/2010 18:16

Figure 8-41: Selecting the HR Report/Job Window from the Tree view

B2 - QSS DEMO DISTRICT #82 assroasis [2)[E)X)

@ Reports l__ ] F ] ] ] El ] L ] =1

" Show Repart * Show.Jobs Category: hd

Figure 8-43: Selecting jobs

ID Name Description Category |Access
501 |PERGS0ST  |Update Employves Experience PER M
502  |PER9905T  |Reset Job Code --» Job Categoty Relationship PER {1l
503 |PER9943T  |Update PER-PAY Diata From Employves's Prime Positior | PER Mo
S04 |AETS00ST  |Request Repair of Orphaned Positions AET Mo
505 |DED9S0ST | Reset Deduction Accumulators CED Mo
S06 PLOSO0ST Copy Paylines PAaY Yes
B (507 |PCT900ST  |Re-Calculate Emplayes Projections Pay Wes

Figure 8-44: Selecting a job
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Chapter 8: Tasks Related to Position Control and Personnel

] L ] E i@ Custorn Selection Screen |

Job: PCTI005T - Re-Calculate Emploves Projections

Fizcal Year:

Include terminated employees: [~

Feport Title: |

Sort: ’W‘
Salary Schedules:l_ ’_ ’_ ’_ ’— ’— ’— ’— ’— ’_

Pay Schedules: | | | | |

Figure 8-45: Custom Selection Screen tab for PCT900 and PCT902

Filling in the Custom Selection Screen Tab

Fizcal Year:

Include terminated employees: [~

Feport Title: |

Sort: |Ermployes hd

Salary SCheduIes:l_ ’_ I_ I_ ’_ I_ I_ ’— ’— I_

Pay Schedules: | | | | |
| | | | |

Figure 8-46: Boxes for launching PCT900 from QCC

8-42
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Recalculate Employee Position Projection Values (PCT900) Report Sample

Report Sample

65 QSS UNIFIED SCHOOL DISTRICT RECALCULATE EMPLOYEE POSITION PROJECTION VALUES J345 PCT900 H.00.01 06/18/Y1 PAGE 97
73 CLASSIFIED

STARTING ADVANCE
EMPLOYEE POSITION START END SCHED FTE PLACEMENT PLACEMENT DATE
000-00-0000 BENNY JACK 542107 PLAYGRND SUP/OFFICE AIDE PV 07/01/98 EOM11 0.4063 73-0012-05

TOTAL PRJ BASE PRJ ADD-PRJ PCT-PRJ PD-PRJ LONG-PRJ DEG-PRJ OTH-PRJ

Before: 6,909.14 6,441.86 0.00 0.00 467.28 0.00 0.00 0.00
After: 7,010.06 6,535.95 0.00 0.00 474.11 0.00 0.00 0.00
000-00-0000 BERLE MILTON 542165 AIDE II ESL - PLEASANT VALLEY 08/26/99 EOM11B 0.3750 73-0016-07 73-0016-08 110100

TOTAL PRJ BASE PRJ ADD-PRJ PCT-PRJ PD-PRJ LONG-PRJ DEG-PRJ OTH-PRJ

Before: 7,398.09 6,914.11 0.00 0.00 483.98 0.00 0.00 0.00
After: 7,549.91 7,056.00 0.00 0.00 493.91 0.00 0.00 0.00
000-00-0000 BURNETT CAROL 542501 INST. AIDE; SIP - PL. VALLEY 07/01/99 EOM11 0.3750 73-0012-19 73-0012-20 010101

TOTAL PRJ BASE PRJ ADD-PRJ PCT-PRJ PD-PRJ LONG-PRJ DEG-PRJ OTH-PRJ

Before: 7,177.15 6,627.72 0.00 0.00 549.43 0.00 0.00 0.00
After: 7,354.69 6,791.67 0.00 0.00 563.02 0.00 0.00 0.00
000-00-0000 BURNS GEORGE 542507 INST. AIDE; SIP - PL. VALLEY 07/01/99 EOM11 0.3750 73-0012-12 73-0012-13 100100

TOTAL PRJ BASE PRJ ADD-PRJ PCT-PRJ PD-PRJ LONG-PRJ DEG-PRJ OTH-PRJ
Before: 6,765.32 6,247.41 0.00 0.00 517.91 0.00 0.00 0.00
After: 7,007.54 6,471.09 0.00 0.00 536.45 0.00 0.00 0.00

Traditional Screen

For the traditional software, your system administrator installs PCT900 for sites with
Standard Position Control or PCT902 for sites with Enhanced Position Control. The
launch screen for both are the same. For more details, see the QSSOAS SPosition
Control Manual or QSS'OAS S Enhanced Position Control Manual.
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District: 65 Calculate Projection Amounts/Update Employee Position 055/0A5I5

Fiscal year:
Include terninated enployees? i

Report title:

Report sort: ] Enployee
Position
Schedule/enployee

Schedule/position

BNy -

Optional Selection Criteria

Salary Schedules:
Pay schedules:

PPROST H.00.12 conmpiled 02/22/00 Page 1 of 1 [*x] Option: 24 Stream: PCTI00ST

Start
Over

Save
Preset

Retrieve
Preset

Help Return

to Henu

Launch
Job

Over

Start |

Figure 8-47: Calculate Projection Amounts/Update Employee Position Screen (PCT900)
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Calculate Salary/Update Employee Positions (PAF300, PAF302, and PAF305) Introduction

Calculate Salary/Update Employee Positions
(PAF300, PAF302, and PAF305)

Introduction
PAF300, PAF302, and PAF305 have very similar launch screens and reports.

¢ PAF300isfor Standard Position Control and Standard Payroll.
¢ PAF302 isfor Enhanced Position Control and Standard Payroll.
¢ PAF305 isfor Enhanced Position Control and Enhanced Payroll.

Use this program to update employee salary amounts on the Assignments/PO
(Standard Position Control) or Assignments/EA (Enhanced Position Control) form of
the Employee Mai ntenance window whenever changes have been made to Position
Control records that will affect more than one employee.

NOTE: Always use the Calculate Salary/Update Employee Position (PAF300) program at
the beginning of a new fiscal year, only after you have rolled position assignments and
adjusted salary schedules.

You may also use this program on a monthly basis to implement step or longevity
advances.

The Calculate Salary/Update Employee Positions Report shows the Before and After
salary amounts for the selected records.

Remember that PAF300, PAF302, and PAF 305 update salary amounts only—not
projection amounts. Projection amounts are updated with PCT900 or PCT902.
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Launching the Update Process
Report Sample

65 QSS UNIFIED SCHOOL DISTRICT SALARY UPGRADE VERIFICATION LISTING J346 PAF300 H.00.05 03/18/02 PAGE 17
NAME SSN JOB CODE PA D/Y FTE DUE DATE OLD PLACEMENT/AMOUNT NEW PLACEMENT/AMOUNT

ALLEN, WOODY 000-00-0000 STEP 260.00 1.0000 08/01/1987 50-0026-12 15.42 50-0026-13 15.78
BALL, LUCILLE 000-00-0000 SLRY 186.00 0.8000 40-V -08 39,650.40
BENNY, JACK 000-00-0000 SLRY 186.00 1.0000 40-V -19 58,395.00
BERLE, MILTON 000-00-0000 SLRY 186.00 1.0000 40-II -03 37,295.00
BURNETT, CAROL 000-00-0000 SLRY 186.00 1.0000 40-IT -03 37,295.00
BURNS, GEORGE 000-00-0000 SLRY 218.00 1.0000 12-0005-08 90,481.00
CARNY, ART 000-00-0000 SLRY 186.00 1.0000 40-V -06 46,618.00
CARLIN, GEORGE 000-00-0000 SLRY 186.00 1.0000 40-V -15 55,453.00
CARREY, JIM 000-00-0000 SLRY 186.00 1.0000 40-IV -05 43,512.00
CARSON, JOHNNY 000-00-0000 SLRY 186.00 1.0000 40-III -07 44,819.00
COSBY, BILL 000-00-0000 SLRY 186.00 1.0000 40-IV -05 43,512.00
DANGERFIELD, RODNEY 000-00-0000 SLRY 186.00 1.0000 40-V -05 45,148.00
GLEASON, JACKIE 000-00-0000 SLRY 186.00 1.0000 40-V -19 58,395.00
GRIFFITH, ANDY 000-00-0000 SLRY 191.00 0.4063 73-0011-05 10.19
KNOTTS, DON 000-00-0000 SLRY 186.00 1.0000 40-I -01 32,714.00
LENO, JAY 000-00-0000 SLRY 186.00 1.0000 40-Iv -11 50,871.00
LETTERMAN, DAVID 000-00-0000 SLRY 209.00 1.0000 50-0024-25 16.43
MARTIN, STEVE 000-00-0000 SLRY 195.00 0.7500 50-0016-07 11.76
STEP 195.00 0.7500 10/01/1993 50-0016-06 11.48 50-0016-07 11.76

MURPHY, EDDIE 000-00-0000 SLRY 260.00 1.0000 50-0020-05 12.67
PRYOR, RICHARD 000-00-0000 SLRY 186.00 1.0000 40-V -20 59,868.00
SEINFELD, JERRY 000-00-0000 SLRY 186.00 1.0000 40-IV -04 42,038.00
SMOTHERS, DICK 000-00-0000 SLRY 186.00 1.0000 40-IT -05 40,241.00
SMOTHERS, TOMMY 000-00-0000 LONG 260.00 1.0000 03/01/1982 5,464.50 5,464.50
SLRY 260.00 1.0000 30-0003-06 3,643.00

VAN DYKE, DICK 000-00-0000 SLRY 186.00 0.7000 40-V -15 38,817.10

Traditional Screens

For the traditional software, your system administrator installs the version of the
Calculate Salary / Update Employee Position appropriate to the version of Payroll and
Position Control that your site isusing. For more details, see the QSSYOAS SPosition
Control Manual or QSS'OAS S Advanced Position Control Manual.
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Calculate Salary/Update Employee Positions (PAF300, PAF302, and PAF305) Traditional Screens

a5 Calculate Salary / Update Employee Positions { PAF300 ] = e |
File  Options

H2>3 ¥

1

Running 'PAF300' in Standard Payroll and Standard Position Control Modes.

This job will Calculate Salary and Update Employee Position Assignments (d-emp-position) for Standard Position
Control (PO).

Run Type: |1 -Global Salary Change - Long/Step Advance From: Te:

Effective Date: ™
Update Position Records: [7]
Generate Report:

Salary Schedule:
Bargaining unit -
[  obcose:
Pay Schedule:

[ | ¥r: 2005 Dist: 82 Site: 1 65: W [ 4/27/2011 | 8:06:30 PM

Figure 8-48: Main Selection tab for the Calculate Salary / Updte Employee Positions (PAy300) window

District: G5 Calculate Salary / Update Enployee Position 055/0A51S5

Run Type: I
(1 = Global Salary Change, 2 = Long/Step Advance, 3

Both 1 and 2)

Effective Date:
Update Position Records:
Generate Report:

Ho)
Ho)

Option selection rules

Salary Schedules:
Bargaining Units:
Job Codes:

Pay schedule:

If the Run Type = 2 or 3, enter the Date Range desired:

From Date: [ 7o Date: [N

PPROST H.00.12 compiled 02/22/00 Page 1 of 1 [*xx] Option: 7 Stream: PAF300ST

Start
Over

Save
Preset

Retrieve
Preset

Help Return

to Henu

Launch
Job

Start
Over

Figure 8-49: Calculate Salary/Update Employee Position Screen
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Load Payline Data from Position Control
(STD) (PL0O400)

= There are two Load Payline Data from Position Control programs:

» PL0400 isused by the standard Position Control System and standard Payroll System.
It also uses the PO Screen of PPO002. This section you are reading is for PL0400.

* PL0402 isused by the Enhanced Position Control System and the Enhanced
Payroll System. It also uses the EA Screen instead of the PO Screen of PPO002.
The PL0402 program is described in the following section.

NOTE: Use PL0400 or PL0402 only if your district is using the Position Control System to
drive the Payroll System.

If your district is not using the Position Control System to drive the Payroll System, follow
the instructions for "Rolling Selected Pay Lines to New Year (PL0900)."

Purpose of Program

Load Payline Data from Position Control (PL0400) allows you to create or update pay lines
from position assignments on the Position Assignment (PO) Screen of Employee
Maintenance. Thus, asite that has fully implemented the Position Control System can
automate the process of creating and maintaining many of its pay lines. At the start of afiscal
year, you can use this process to create pay lines for every employee who has a position
assignment on the PO Screen. Throughout the year, you can use this process to update pay
lines with changes that have been made to position assignments on or after a specified date.

Therollover process compares an employee’s position assignments on the PO Screen with
the pay linesfor afiscal year. If thereis no pay line for a position assignment, the process
createsapay line. If apay line aready exists for a position, the update process compares the
Position Assignment (PO) and Payroll Pay Line (PR) Screens, then updates the PR Screen so
that it matches the PO Screen.

Load Payline Data from Position Control (PL0400) operates in two modes: Report
Only and Update and Report.

¢ In Report Only mode, the process produces a Payroll Load/Copy Report (PL0990) that
lists OL.D and NEW pay lines. The OLD pay line represents the current pay line on the PR
Screen. The NEW pay line represents the position assignment record on the PO Screen.
The report identifies the differences between the NEw and OLD pay lines.

¢ In Update and Report mode, the process produces a Payroll Load/Copy Report
(PL0990) report that lists the updates made to each employee’'s pay lines. The OLD pay
line represents the PR Screen before the update, and the NEW pay line represents the PR
Screen after the update. The report identifies what was changed during the update.
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Loading pay lines from Position Control may not create al of the pay linesthat are
needed for a new fiscal year. For some employees, their pay lines are created
manually through the PR Screen. These types of pay linesfall into two major
categories.

¢ Thefirst isfor employees who do not have a position assignment, such as substi-
tute teachers or temporary employees. Because there is no position assignment, the
pay lines for these employees are not created automatically from the Position Con-
trol System. Instead, the pay lines for these employees are created manually on the
PR Screen.

¢ Thesecond isfor special-purpose pay lines, such as supplemental pay, overtime, or
retroactive pay. Because such pay lines are usually created manually with the PR
Screen, they are not part of an employee’s position assignment. Therefore, they are
not created by the Load Payline Data from Position Control (PL0400) process.

However, there is a second rollover program that allows you to roll these manually
created pay linesfrom year to year. Roll Selected Pay Linesto New Year (PL0900)
allows you to copy pay lines on the PR Screen from a source fiscal year to atarget
fiscal year. You can use this processto roll forward pay linesthat are not loaded from
Position Control.

NOTE: The program options for the Payroll Computation Program (PAY002) allows your
system administrator to select one of two different ways for PL0O400 to work:

+ Use the same accounts as Position Control. PL0400 does not create a duplicate set
of accounts; instead, it uses the accounts from the employee’s PO Screen for each
pay line with a position number other than 00000. This option assumes that you are
making all changes to employees’ positions through the Position Control System.

+ Create a duplicate set of accounts for the PR Screen. PL0400 copies accounts from
the PR Screen, then creates a separate set of accounts for the PR Screen. You can
maintain these accounts for the PR Screen independently of those on the PO
Screen.

i3 Checking Database Capacities

Before loading payroll pay line data from Position Control (PL0400), make sure that
the D-PAY-PAY MENT and D-PAY-ACCOUNT datasetsin the PERPAY database
have adequate room. In most cases, doing so requires that you get help from data
processing or your system administrator.
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Launching the Process

HR ReportlJob Selector
File  Cptions

@ Reports l Gl ] F 1 ol I =

" Show Reports & Show Jobs

Help

I LCustom Selection Screan] Si

Category: -

D Name Description Category |Access
501 |PERGS0ST  |Update Emploves Experience PER Mo
502 |PER990ST  |Reset Job Code — > Job Category Relationship PER Mo
503 |PER9945T  |Update PER-PAY Data From Employee's Prime Positior | PER Mo
S04 |ABTS00ST  |Request Repair of Orphaned Positions ABT Mo
505 |DEDSS0ST | Reset Deduction Accumulators DED o
506 PLO2OOST Copy Paylines PAY Yes
B|507  [PCTO00ST  {Re-Calculate Employes Projections PaY ‘fes
505 |PCT9205T  |Update D-EMP-POSITION with Bonus Recalculations | PAY Mo
509 |PLO4025T  |Load Payline Data from Position Contral Pay ‘es
510  |ABT2245T  |Update Employee Leave Pay Rate ABT Mo
511 |PERB10ST  |Batch Employee Termination PER Mo
512 |PERBO4ST  |Reset Calendar Relationships PER Mo
513 |PTIIOOST  |Payrall Timesheet Import PayY No
514 |PCT9025T  |Re-Calculate Employee Projections (EH PosCH) Pay Mo

82 - QS5 DEMO DISTRICT #82 QSS/OASIS

¥r:2010 Dist:52 Site:1

4/28/2010 | 19:59

QSS ControlCenter 82 - OSS DEMO DISTRICT #82 QSS/..

File View Change Year Go Messages ‘Window Help

(EER

+ Print Manager | Job Menu | Utilities
+ System Admin

+ Finance

+ W2 {1099

( — Human Resources | Payroll )

%‘ Employee Mainkenance

| 7, Absence Tracking

# A Retirement

2y HR. Reporting and Downloading

HFR: Report)Job Selector )

ﬁ@ Personnel Downloader

:..F :I HR Query
o=

a— Absence Tracking Job Menu

= Benefits Management Job Menu

==
= Payroll Job Menu
==

&= Pasition Control Job Menu
+ Iaster Files [ Utilities
ED Professional Development [ruby | web - Lodi Only]
% Substitute Teacher Tracking [Preview]
ED Employee Self Service
+ Stores

+ Fixed Assets

Last Run: 04,/28/2010 14:12:0:| Yr:2010 Dist:82 Site:1 |4/28/2010 18:16

Figure 8-50: Selecting the HR Report/Job Window from the Tree view

Figure 8-51: HR Report/Job Selector window
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Report Sample

%= HR Report/Job Selector B2 - QS5 DEMO DISTRICT #B2 assioasis  [T)[E)K]
File Options  Help

D Reports l__ ] F ] D ] Ei ] L ] =1

" Show Report + Show.Jobs Categary: -

Figure 8-52: Selecting jobs

ID Name Description Category |Access

501 |PERGS0ST  |Update Employves Experience PER M

50z |PER9303T |Reset Job Code --= Job Category Relationship PER. Mo

503 |PER9945T  (Update PER-PAY Data From Employes's Prime Positior | PER Mo

S04 |ABTS00ST  |Request Repair of Orphaned Positions AET [§a]

505 |DED9S0ST | Reset Deduction Accumulatars DED Mo

506 PLOSO0ST Copy Paylines PaY Yes
¥|S07  |PCT005T  |Re-Calculate Employves Projections PaY es

Figure 8-53: Selecting a job

Job: PLO40OST - Load Payline D ata from Position Control [STD)

Feport Title: |

Update Option: |Update and Fepart -

Year ’_ Control Date: ’Ti Load Option: m
Select accts active on: Tﬂ Keep Accounts: [
Select pay schedule: | | | | | | | |
selectbysehecus: [ [ [ [ [ [ [ [ [T [ [ [ [ [ [ [
[ [ [ [ ([ e e [ [ [ [ [
TR [ [ (1 ([ 1 Y [ [ [
Special cont, types: l_ l_ l_ l_ l_ l_ l_ l_ l_ l_

B alance of contract: l_ ’_ ’_ ’_ ’_ ’_ ’— ’— ’— ’—

B onus-pay Payroll Pay-type Codes:

Additional: Percentage: Per-Diem:
Longesvity: Degres: Other:

Select specific emplayees: | - - | - - | oo | . | - -

Figure 8-54: Custom Selection Screen tab for PL0400

Report Sample
This report sample includes two types of pages: page zero and a detail page.

¢ Page Zero. This header page summarizes the selections you typed on the launch

screen.

05/2011

Copyright © QSS, 2011

8-51



QSS/OASIS Fiscal Year Transition Training Notes Chapter 8: Tasks Related to Position Control and Personnel

¢ Detail Page. The detail page illustrates the format of the report. It illustrates how
the report lists the OLD pay line from the PR Screen and its differences with the
NEW pay line, which is based on the employees position assignment from the PO
Screen.
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Page Zero

Detail Page

07 QSS UNIFIED SCHOOL DISTRICT PAYROLL LOAD/COPY REPORT J239 PL0990 H.00.03 08/09/-- PAGE 0

Report Source: PL0400
Mode: REPORT
Report Selection Criteria

FY: Y2
Control Date: 07/01/20Y2
Load Option: 1
Account Select Date: 07/01/20Y2
Keep Accounts:
Pay Schedules:

Schedules:

Special Contract Types:

Balance of Contract Types:

Pay Types:

Add'l Bonus: Percent Bonus: Per-Diem Bonus: Longevity Bonus: Degree Bonus: Other Bonus:

Soc. Sec. No's:

CHANGE FIELDS LEGEND

AC = Account(s) CO = Ann. Contract
PU = P-U Split Type PS = Pay Schedule
RB = Ret Base RC = Ret Codes

RT = Rate UF = User Field

UT = Units
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07 QSS UNIFIED SCHOOL DISTRICT

PAYROLL LOAD/COPY REPORT

PL0400
REPORT

Report Source:
Mode:

H.00.03 08/09/--

PAGE 9

FY POSN D
Y1l 523290

PY-SCH S B F
EOM10 1 0

PERCENT
1. 0.00%

RATE UNITS RTS EX-GROSS TYPE
66.61 1.00 L 66.61 NML
START END USER ANN. CONTRACT

- 0.00/

Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
01-0000-0-2920-00-1110-1000-062-000-000

** TOTALS **

RET-BASE
8.54

SRC COPY

EX-GROSS

0.00

AC-P-C WsC
00-4-1

AUDIT INFO
04/06/00 MCHW

FTD PAID
306.41

306.41

NEW
*CHG*

FY POSN D
CO PU RB RC Y2 523290
PY-SCH S B F
EOM10 1 0

PERCENT
1. 100.00%

RATE UNITS RTS EX-GROSS TYPE
66.61 1.00 L P 66.61 NML
START END USER ANN. CONTRACT

- 448.35/00

Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
01-0000-0-2920-00-1110-1000-062-000-000

** TOTALS **

RET-BASE
66.61

SRC COPY
L

EX-GROSS
66.61

AC-P-C WsC
00-1-1
AUDIT INFO

08/09/00 MS

FTD PAID
0.00

FY POSN D
Y1l 415304

PY-SCH S B F
EOM10s 1 0

PERCENT
1. 0.00%

RATE UNITS RTS EX-GROSS TYPE
2,874.25 1.00 L P 2,874.25 NML
START END USER ANN. CONTRACT

- 34,491.00/00

Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
01-6500-0-1110-00-5001-1110-700-000-000

** TOTALS **

RET-BASE
2,874.25

SRC COPY
L

EX-GROSS
0.00

AC-P-C WsSC
57-3-1
AUDIT INFO

04/05/00 KELY

FTD PAID
22,994.00

22,994.00

NEW
*CHG*

FY POSN D
Y2 415304

PY-SCH S B F
EOM10s 1 0

PERCENT
1. 100.00%

100.00%

RATE UNITS RTS EX-GROSS TYPE
2,874.25 1.00 L P 2,874.25 NML
START END USER ANN. CONTRACT

- 34,491.00/00

Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl
01-6500-0-1110-00-5001-1110-700-000-000

** TOTALS **

J239 PL0990
ST-DED SP EP
FSM *k kK

SBFAT
ST-DED SP EP
FSM *k kK
SBFAT
ST-DED SP EP
FSTM Kk okk
SBFAT
ST-DED SP EP
FSTM Ak okk
SBFAT

RET-BASE
2,874.25

SRC COPY
L

EX-GROSS
2,874.25

2,874.25

AUDIT INFO
08/09/00 Ms

FTD PAID
0.00

0.00

For update and report mode, the OLD pay line represents the content of the PR Screen
before the update, and the NEW pay line represents the PR Screen after the update. For
report only mode, the NEW pay line represents the changes that would be made to the
OLD pay lineif you ran Load Payline Data from Position Control (PL0400) in update

and report mode.

The *CHG* lineidentifieswhat is different in the NEW pay line. In the first example
on this page, the different items are the CO (annual contract amount), PU (percentage-
unit split), RB (retirement base), and RC (retirement coding). In the second example,
there are no changes in the NEW line. See Page Zero of the report for alegend that
explains the abbreviationsin the *CHG* line.
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Traditional Screen

NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WSC
*CHG* Y2 415304 2,874.25 1.00 L P 2,874.25 NML FSTM *hokk 2,874.25 57-3-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
EOM10S 1 0 - 34,491.00/00 L 08/09/00 MS
PERCENT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lel SBFAT  EX-GROSS FTD PAID
1. 100.00% 01-6500-0-1110-00-5001-1110-700-000-000 2,874.25 0.00
100.00% *+ TOTALS *+ 2,874.25 0.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WSC
*CHG* Y2 415304 2,874.25 1.00 L P 2,874.25 NML FSTM *kokk 2,874.25 57-3-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
EOM10S 1 0 - 34,491.00/00 L 08/09/00 MS
PERCENT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl SBFAT  EX-GROSS FTD PAID
1. 100.00% 01-6500-0-1110-00-5001-1110-700-000-000 2,874.25 0.00
100.00% *% TOTALS ** 2,874.25 0.00
Traditional Screen
For the traditional software, the launch screen is Load Payline Data from Position
Control (PL0400). For details, see Chapter 10 of the QSSOAS S Position Control
Manual.
District: B5 Load Payline Data from Position Control 055/0A515
Report Title: [HylililH ==l
Update Option: 1 = Update and Report, 2 = Report Only
Year: [f4 Control date: Load option: 1 = Load all, 2 = Load change
Select accts active on: Keep accts: ¥ = Yes, H = Ho
Select pay schedule: [N IENNN DNNNN DN DN Dy s s
Select by schedule: IIIIIIIIIIIIIIIII
Special cont. types:
Balance of contract:
Bonus-Pay Payroll Pay-type Codes:
Additional: - Percentage: Per-dien: .
Longevity: Degree: Other:
Select specific employees:
2 &4 B 5 5 N F 5 B g g W g 5 |
PPROST H.00.12 compiled 02/22/00 Page 1 of 1 [%x] Option: 6 Stream: PLO40D0ST
Start Help Retrieve| Save Start Launch Return
Over Preset Preset Over Job to Menu
Figure 8-55: Launch Screen for Load Payline Data from Position Control (PL0400)
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Load Payline Data from Position Control
(ENH) (PL0402)

= There are two Load Payline Data from Position Control programs:

e PL0400 isused by the standard Position Control System and standard Payroll System.
It also uses the PO Screen of PPO002. The previous section describes PL 0400.

* PL0402 isused by the Enhanced Position Control System and the Enhanced
Payroll System. It also uses the EA Screen instead of the PO Screen of PPO002.
This section you are reading describes PL0402.

NOTE: Use PL0400 or PL0402 only if your district is using the Position Control System to
drive the Payroll System.

If your district is not using the Position Control System to drive the Payroll System, follow
the instructions for "Rolling Selected Pay Lines to New Year (PL0900)".

Purpose

L oad Payroll Datafrom Position Control (PL0402) allows you to create or update Pay
Lines from position assignments on the EA Screen. Thus, a site that has fully
implemented the Position Control System can automate the process of creating and
maintaining many of its Pay Lines. At the start of afiscal year, you can use this
processto create Pay Linesfor every employee who has a position assignment on the
EA Screen. Throughout the year, you can use this process to update Pay Lines with
changes that have been made to position assignments on or after a specified date.

Therollover process compares an employee’s position assignments on the EA Screen
with the Pay Linesfor afiscal year. If thereisno Pay Line for a position assignment,
the process creates a Pay Line. If aPay Line already exists for a position, the update
process compares the EA and PR Screens, then updates the PR Screen so that it
matches the EA Screen.

Load Payroll Data from Position Control (PL0402) operates in two modes:. report
only and update and report.

¢ Inreport only mode, the process produces a Payroll Load/Copy Report (PL0992)
that lists OLD and NEW Pay Lines. The OLD Pay Line represents the current Pay
Line on the PR Screen. The NEW Pay Line represents the position assignment
record on the EA Screen. The report identifies the differences between the NEW
and OLD Pay Lines.
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¢ In update and report mode, the process produces a Payroll L oad/Copy Report
(PL0992) report that lists the updates made to each employee's Pay Lines. The
OLD Pay Line represents the PR Screen before the update, and the NEW Pay Line
represents the PR Screen after the update. The report identifies what was changed
during the update.

Loading Pay Lines from Position Control may not create all of the Pay Linesthat are
needed for anew fiscal year. For some employees, their Pay Lines are created manually
through the PR Screen. These types of Pay Linesfall into two major categories.

¢ Thefirst isfor employees who do not have a position assignment, such as
substitute teachers or temporary employees. Because there is no position
assignment, the Pay Lines for these employees are not created automatically from
the Position Control System. Instead, the Pay Lines for these employees are
created manually on the PR Screen.

¢ The second isfor special-purpose Pay Lines, such as supplemental pay, overtime,
or retroactive pay. Because such Pay Lines are usually created manually with the
PR Screen, they are not part of an employee’s position assignment. Therefore, they
are not created by the Load Payroll Data from Position Control (PL0402) process.
(You can automate the process of creating retroactive Pay Lines, as described in
Chapter 15 of the QSS/OAS S Enhanced Payroll Manual).

However, there is a second rollover program that allows you to roll these manually created
Pay Lines from year to year. Roll Selected Pay Linesto New Year (PL0900) allows you to
copy Pay Lineson the PR Screen from a sourcefiscal year to atarget fiscal year. You can use
this process to roll forward Pay Lines that are not loaded from Position Control.

NOTE: The program options for PAY002 allows your system administrator to select one of
two different ways for PL0402 to work:

+ Use the same accounts as Enhanced Position Control. PL0402 does not create a dupli-
cate set of accounts; instead, it uses the accounts from the employee’s EA Screen for
each Pay Line with a position number other than 00000. This option assumes that you
are making all changes to employees’ positions through the Position Control System.

+ Create a duplicate set of accounts for the PR Screen. PL0402 copies accounts from the
PR Screen, then creates a separate set of accounts for the PR Screen. You can main-
tain these accounts for the PR Screen independently of those on the EA Screen.

i Checking Database Capacities

Beforeloading payroll pay line data from Enhanced Position Control (PL0402), make
sure that the D-PAY-PAY MENT, D-PAY-ACCOUNT and D-PAY-POSITION datasets
in the PERPAY database have adequate room. In most cases, doing so requires that
you get help from data processing or your system administrator.
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Steps for Launching the Process

HR ReportlJob Selector
File  Cptions

@ Reports l Gl ] F 1 ol I =

" Show Reports & Show Jobs

Help

I LCustom Selection Screan] Si

Category: -

D Name Description Category |Access
501 |PERGS0ST  |Update Emploves Experience PER Mo
502 |PER990ST  |Reset Job Code — > Job Category Relationship PER Mo
503 |PER9945T  |Update PER-PAY Data From Employee's Prime Positior | PER Mo
S04 |ABTS00ST  |Request Repair of Orphaned Positions ABT Mo
505 |DEDSS0ST | Reset Deduction Accumulators DED o
506 PLO2OOST Copy Paylines PAY Yes
B|507  [PCTO00ST  {Re-Calculate Employes Projections PaY ‘fes
505 |PCT9205T  |Update D-EMP-POSITION with Bonus Recalculations | PAY Mo
509 |PLO4025T  |Load Payline Data from Position Contral Pay ‘es
510  |ABT2245T  |Update Employee Leave Pay Rate ABT Mo
511 |PERB10ST  |Batch Employee Termination PER Mo
512 |PERBO4ST  |Reset Calendar Relationships PER Mo
513 |PTIIOOST  |Payrall Timesheet Import PayY No
514 |PCT9025T  |Re-Calculate Employee Projections (EH PosCH) Pay Mo

82 - QS5 DEMO DISTRICT #82 QSS/OASIS

¥r:2010 Dist:52 Site:1

4/28/2010 | 19:59

QSS ControlCenter 82 - OSS DEMO DISTRICT #82 QSS/..

File View Change Year Go Messages ‘Window Help

(EER

+ Print Manager | Job Menu | Utilities
+ System Admin

+ Finance

+ W2 {1099

( — Human Resources | Payroll )

%‘ Employee Mainkenance

| 7, Absence Tracking

# A Retirement

2y HR. Reporting and Downloading

HFR: Report)Job Selector )

ﬁ@ Personnel Downloader

:..F :I HR Query
o=

a— Absence Tracking Job Menu

= Benefits Management Job Menu

==
= Payroll Job Menu
==

&= Pasition Control Job Menu
+ Iaster Files [ Utilities
ED Professional Development [ruby | web - Lodi Only]
% Substitute Teacher Tracking [Preview]
ED Employee Self Service
+ Stores

+ Fixed Assets

Last Run: 04,/28/2010 14:12:0:| Yr:2010 Dist:82 Site:1 |4/28/2010 18:16

Figure 8-56: Selecting the HR Report/Job Window from the Tree view

Figure 8-57: HR Report/Job Selector window
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% HR Report/Job Selector B2 - QSS DEMO DISTRICT; #82 assioasis  [T)[E)K]
File Options  Help

D Reports l__ ] F ] D ] Ei ] L ] =1

" Show Report + Show.Jobs Categary: -

Figure 8-58: Selecting jobs

ID Name Description Category |Access

501 |PERGS0ST  |Update Employves Experience PER M

50z |PER9303T |Reset Job Code --= Job Category Relationship PER. Mo

503 |PER9945T  (Update PER-PAY Data From Employes's Prime Positior | PER Mo

S04 |ABTS00ST  |Request Repair of Orphaned Positions AET [§a]

505 |DED9S0ST | Reset Deduction Accumulatars DED Mo

506 PLOSO0ST Copy Paylines PaY Yes
¥|S07  |PCT005T  |Re-Calculate Employves Projections PaY es

Figure 8-59: Selecting a job

Report Title:; ||

Update Option: |Update and Repart j

ear Caontral Dater |/ / j Load Option: | Load &l hd
Select accts active on: | / 7/ j Keep dccounts: [~

Select pay schedule: | | | | | | | |

sseestysenesss [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [
(et n tnt n n  lndt n
o rrrrrrrrrr

Special cont. types: l_ l_ l_ l_ l_ l_ l_ l_ l_ l_
Balance of contract: l_ l_ l_ l_ l_ l_ l_ l_ l_ l_

Select specific employees: | - - | - - | - - | - - | -

Figure 8-60: Custom Selection Screen tab for PL0402
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Sample Payroll Load/Copy Report (PL0992)
Thisreport sample includes two types of pages: page zero and a detail page.

¢ Page Zero. This header page summarizes the selections you typed on the launch
screen.

¢ Detail Page. The detail page illustrates the format of the report. It illustrates how
the report lists the OLD Pay Line from the PR Screen and its differences with the
NEW Pay Line, which is based on the employees position assignment from the EA
Screen.

Page Zero

07 QSS UNIFIED SCHOOL DISTRICT PAYROLL LOAD/COPY REPORT J239 PL0992 H.00.03 08/09/00 PAGE 0

Report Source: PL0402
Mode: REPORT
Report Selection Criteria
FY: 05
Control Date: 07/01/2005
Load Option: 1
Account Select Date: 07/01/2005
Keep Accounts:
Pay Schedules:

Schedules:
Special Contract Types:
Balance of Contract Types:

Pay Types:
Add'l Bonus: Percent Bonus: Per-Diem Bonus: Longevity Bonus: Degree Bonus: Other Bonus:
Soc. Sec. No's:

CHANGE FIELDS LEGEND

AC Account (s) co Ann. Contract

PU = P-U Split Type PS = Pay Schedule
RB = Ret Base RC = Ret Codes

RT = Rate UF = User Field
UT = Units
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Sample Payroll Load/Copy Report (PL0992)

Detail Page

07 QSS UNIFIED SCHOOL DISTRICT PAYROLL LOAD/COPY REPORT J239 PL0990 H.00.03 08/09/05 PAGE 9
Report Source: PL0402
Mode: REPORT
WASHINGTON GEORGE  000-00-0000
OLD FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsSC
(03) 04 523290 66.61 1.00 L 66.61 NML FSM hk_ ek 8.54 00-4-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
EOM10 1 0 - 0.00/ 04/06/04 MCHW
PERCENT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl SBFAT EX-GROSS FTD PAID
1. 0.00% 01-0000-0-2920-00-1110-1000-062-000-000 0.00 306.41
0.00% ** TOTALS ** 0.00 306.41
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsSC
*CHG* CO PU RB RC 05 523290 66.61 1.00 L P 66.61 NML FSM hk_ ek 66.61 00-1-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
EOM10 1 0 - 448.35/00 L 08/09/04 MS
PERCENT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl SBFAT EX-GROSS FTD PAID
1. 100.00% 01-0000-0-2920-00-1110-1000-062-000-000 66.61 0.00
100.00% ** TOTALS ** 66.61 0.00
WILSON WOODROW  000-00-0000
OLD FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
(01) 04 415304 2,874.25 1.00 L P 2,874.25 NML FSTM *hokk 2,874.25 57-3-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
EOM10S 1 0 - 34,491.00/00 L 04/05/04 KELY
PERCENT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl SBFAT EX-GROSS FTD PAID
1. 0.00% 01-6500-0-1110-00-5001-1110-700-000-000 0.00 22,994.00
0.00% *%* TOTALS ** 0.00 22,994.00
NEW FY POSN D RATE UNITS RTS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsSC
*CHG* 05 415304 2,874.25 1.00 L P 2,874.25 NML FSTM *hokk 2,874.25 57-3-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
EOM10S 1 0 - 34,491.00/00 L 08/09/05 MS
PERCENT Fd Resc Y Objt Gr Goal Fnct Sch Rsp Lcl SBFAT EX-GROSS FTD PAID
1. 100.00% 01-6500-0-1110-00-5001-1110-700-000-000 2,874.25 0.00
100.00% ** TOTALS ** 2,874.25 0.00
For update and report mode, the OLD Pay Line represents the content of the PR
Screen before the update, and the NEW Pay Line represents the PR Screen after the
update. For report only mode, the NEW Pay Line represents the changes that would be
made to the OLD Pay Lineif you ran Load Payline Data from Position Control
(PL0400) in update and report mode.
The *CHG* line identifieswhat is different in the NEW Pay Line. In the first example
on this page, the different items are the CO (annual contract amount), PU (percentage-
unit split), RB (retirement base), and RC (retirement coding). In the second example,
there are no changes in the NEW line. See Page Zero of the report for alegend that
explains the abbreviationsin the *CHG* line.
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Traditional Screen

For the traditional software, the launch screen is Load Payroll Datafrom Position

Control (PL0402). Fo
Control Manual.

r details, see Chapter 13 of the QSSOAS S Enhanced Position

District: 90

Load Payline Data from Position Control 055/0A515

Report Title: 3

ANPLE FOR DOCUHENTATION

Select accts active
Select pay schedule

Select by schedule

Special cont. types
Balance of contract

DBBER  H.00.04 com

Start
Over

Help

Update Option: || 1 = Update and Report, 2 = Report Only
vear: [E control date: [FLIFELIE Load option: 1 = Load all, 2 = Load change
07/01/200< Y

on: Keep accts: Yes, H = Ho

Select

pniled 11/26/02 Page 1 of 1 Option: 56 Stream: PLO402ST
Read Return
Preset to Henu

.sEecific e I.ugees:
I -IE Il N

Figure 8-61: Launch Screen for Load Payroll Data from Position Control (PL0402)
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Update Employee Experience (PER680)

Purpose

Update Employee Experience (PERG80)

Purpose

Thisisan optional step. If you keep track of the years of experience an employee has within

your district, run PER680 one time each year to increment experience years by one.

Update Employee Experience (PER680) increments by one year, the Years Experiencein
District box on the Service Yrs/Units form for the Employee Maintenance window and in the
SK Screen of Employee Maintenance (PP0002).

The Years Experiencein District box isnot used by the system for any

computations. It is an information-only field which some districts keep up to date. No

other fields on the SK Screen are updated.

Steps for Launching the Process
1 Logonto QCC.

2 From QCC, open the HR Report/Job Selector window.

¢ From the Go menu, select Go, Human Resources/Payroll, and HR

Report/Job Selector.

¢ From the Tree view, Go, Human Resources/Payroll, HR Reporting and

Downloading, and HR Report/Job Selector.

= HR ReportfJob Selector
File Cptions  Help

# &

@ Reports ] Gl

xEH 3D o 9

82 - QS5 DEMO DISTRICT #82

assroasis (2] [E)X]

] F 1 D I Er I LCustom Selection Screen ] Si ]
1
" Show Reports & Show Jobs Catagory: d
I Name Description Category |Access
501 |PERGS0ST  |Update Emploves Experience PER Mo
502 |PER990ST  |Reset Job Code - = Job Category Relationship PER Mo
503 |PER9945T  |Update PER-PAY Data From Employee's Prime Positior | PER Mo
504  |ABTS00ST  |Regquest Repair of Orphaned Positions ABT Mo
505 |DEDSSOST | Reset Deduction Accumulators DED o
506 |PLO90OST Copy Paylines PAY Yes
¥|507 PCTI00ST i Re-Calculate Employes Projections PAY fes
508 |PCT920ST  |Update D-EMP-POSITION with Bonus Recalculations | PAY Mo
509 |PLO402ST  |Load Payline Data from Position Control Pay Yes
510 |ABT9945T  |Update Emploves Leave Pay Rate ABT Mo
511 |PERS10ST  |Batch Employee Termination PER Mo
512 |PER&045T  |Reset Calendar Relationships PER Mo
513 |PTILOOST  |Payrall Timesheet Import PAY Mo
514 |PCT9025T  |Re-Caloulate Employee Projections (EH PosCH) PAY Mo

¥r:2010 Dist:82 Site:1 | 4/2872010|19:59

Figure 8-63: HR Report/Job Selector window
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File ‘iew Change Year Go Messages ‘window Help

(— Go

+ Print Manager | Job Menu | Utilities
+ System Admin
+ Finance
+ W2 {1099
( — Human Resources | Payroll )
%‘ Emplovee Maintenance

= Absence Tracking

m‘ﬁ’ HR. Reporting and Downloading

HR. ReportfJob Selector

& Personnel Downloader

#= Position Contral Job Menu
+ Iaster Files [ Utilities
@ Professional Development: [ruby [ web - Lodi Only]
% Substitute Teacher Tracking [Preview]
@ Emplovee Self Service
+ Stores

+ Fixed Assets

Last Run: 04,/28/2010 14:12:0:| ¥1:2010 Dist:82 Site:1 |4/28/2010 18:16

Figure 8-62: Selecting the HR Report/Job Window from the Tree view

% HR Repori/Job Selector B2 - 0SS DEMO DISTRICT #82 assroasis [2)[E)X)
File Options  Help

FhXxOdoo s

@ Reports l__ ] F ] ] ] El ] L ] =1

" Show Repart * Show.Jobs Category: hd

Figure 8-64: Selecting jobs
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Update Employee Experience (PER680)

Sample Report - Update Employee Experience

Idpdate Emploves Experience

Fepart Title: |

Hire Date Cutaff; |EI¢1;"EE.-"2EI'I'I j
From Month: {01

To kMaonth: |12

Select Report Codes: | | | | |

O ption ta Perform: |Ereate Report Oy ﬂ

Figure 8-65: Custom Selection Screen tab for PER680

Sample Report - Update Employee Experience

65 QSS Unified School District EXPERIENCE UPDATE VERIFICATION LIST J290 PER682 H.00.01 09/06/00
John Smith Ext. 306-1680 FROM MONTH: 02 TO MONTH: 03 HIRE DATE CUTOFF:
RC NAME SOC SEC NO HIRE DATE YRS EXP (NEW)

11 CAMPBELL, JOSEPH H#H - - HHHE 02/05/75 25

11 CARROLL, LEWIS H##H - - HHHE 03/26/79 19

11 CERVANTES, MIGUEL H#H - - HHHH 03/03/69 31

11 CHAN, CHARLIE H##H - - HHHH 02/04/80 20

11 CHANDLER, RAYMOND #iH - - HHHH 02/01/85 15

11 CHOMSKY, NOAM #iH - - HHHH 03/15/77 23

11 CLEMONS, SAMUEL #iH - - HHHH 02/16/70 20

11 COUSTEAU, JACQUES #iH - - HHHH 02/08/89 11

PAGE 9

03/31/00

Traditional Screen

The traditional launch screen for Update Employee Experience (PER680) has the
same selections as the QCC version. For details, see Chapter 12 of the QSSOAS S

Personnel Manual.

05/2011 Copyright © QSS, 2011
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District: 07

Update Employee Experience

08S/0ASIS

Report Title:

Hire Date Cutoff: [[iEE[FFlld (MMDDYYYY format)
From Month: [l
To Month: |4
Select Report Codes: ]l Hl H H B (blank for all)

Option to Perform: ]

Sample for Documentation

(1)
(2]

Create Report Only
Create Report And Update

PERSUB H.00.05 compiled 12/03/97 16:35 Option: 1 Stream—file: PERBS0OST
Start He lp Obtain Save Start Launch Return
Over Preset Preset Over to Menu

Figure 8-66: Update Employee Experience
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Updating Dates in Personnel Text Files Text Files Used for Reports

Updating Dates in Personnel Text Files

Several forms and reports in the Personnel System have underlying text files that
supply boilerplate text for the forms or reports. If any of these text files contain hard-
coded dates, you need to change the dates in the underlying text filesto reflect the
new year. You can change the dates in the text files using EDIT/3000 or QEdit.

TEXT FILES IN PERSONNEL PAGE
Text Files Used for Reports 8-67
Form Files Used for PER700 Series of Notices and Forms 8-70
Text File Used for Personnel Action Forms 8-80

Text Files Used for Reports

Certain portions of two employee reports take some standard information from text
files:

¢ The Employee Assignment Report (PPR500) uses atext file called
CTRSIGdd.DATA.

¢ The Employee Contract Report (PPR550) uses atext file called
CONTRSIGDATA.

Samples of these two reports are presented on the following pages. | f you have any
datathat needs to be changed on an annual basisin the underlying text files, change
them.

05/2011
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Employee Assignment Report (PPR500)

Example One

JANE DOE
100 MAIN STREET
YOUR TOWN, CA94015

SAMPLE FOR DOCUMENTATION

PRINT DATE: 07/14/00

SOCIAL SECURITY NUMBER: 000-00-0000

ASSIGNMENT

222002 DIR OF BUSINESS SVS

START END PLACEMENT P HRS DAYS
07/03/00 03-0135-06 Y 8.00 260.00

OCEAN COUNTY SCHOOL SERVICE FD

* % Kk % * *x Kk *k * *x *k * *x *k *k * *x *k *k * *x *k *k *x *k *k * *x *k * * *x *k * * *x *k * *x %k

EMPLOYEE TYPE: FULL TIME MANAGEMENT

100.00% 1.0000 01-091-4004-2320-

00-01

EFFECTIVE DATE: 07/14/2000
WORK LOCATION:
PAY LOCATION:
W4 PAY SCHED:

0091 DIST OFF
0903 BUS. OFF
12M

BU: 03 MGT
HIRE DATE: 10/11/1990
POSITION
000555
MOS D/W PD YEARLY MONTHLY
12.00 5 0.00 75,489.00 6,290.75

0000-0-7200-0000-30

TOTAL FTE: 1.0000 TOTAL MONTHLY: 6,290.75
------ ADDITIONAL PROJECTION BREAKOUT ------
PROJECTED ANNUAL: 75,489.00 ADDITIONAL: 0.00 %$BONUS : 0.00
TOTAL ADDITIONAL: 0.00 PER DIEM: 0.00 DEGREE: 0.00
TOTAL PROJECTED: 75,489.00 LONGEVITY: 0.00 OTHER: 0.00
Example Two
OCEAN COUNTY SCHOOL SERVICE FD 00-01
LEONARD BERNSTEIN EFFECTIVEDATE: 06/30/00
55 HARRISON ST
NOVATO, CA 94947 WORKLOCATION: 0030 COUNTYWI
PAYLOCATION: 0001 OCOE
John Smith xt 643-1619 W4 PAYSCHED: EOM10S
PRINT DATE: 06/21/00
* % * *x Kk *k * *x Kk *k * *x *k *k *x *k *k * *x *k *k * *x *k *k * *x *k *xkk *k * *x *k * *x *k * *x *
SOCIAL SECURITY NUMBER: 000-00-0000 BU: 01 MCEA
EMPLOYEE TYPE: CERTIFICATED, ROP HIRE DATE: 02/01/82
ASSIGNMENT POSITION
110700 TEACHER/ROP 110016
START END PLACEMENT P HRS DAYS MOS D/W PD YEARLY MONTHLY
09/01/00 01-III -12 Y 0.00 185.00 10.00 5 0.00 42,976.00 3,681.33
25.00% 0.2500 7911-888-41-1912-6666.00-0000
25.00% 0.2500 7911-999-42-1912-6667.00-0000
25.00% 0.2500 7911-777-43-1912-6668.00-0000
25.00% 0.2500 7911-666-44-1912-6669.00-0000
TOTAL FTE: 1.0000 TOTAL MONTHLY: 3,681.33
------ ADDITIONALPROJECTION BREAKOUT ------
PROJECTED ANNUAL: 42,976.00 ADDITIONAL: 1,200.00 %BONUS : 0.00
TOTAL ADDITIONAL: 1,200.00 PER DIEM: 0.00 DEGREE: 0.00
TOTAL PROJECTED: 44,176.00 LONGEVITY: 0.00 OTHER: 0.00
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Employee Contract Report (PPR550)

Your County ffice of Education
NAME: DUDLEY DORIGHT
ADDRESS: 100 ANYSREET
ANYCITY, CA 12345
HOME TELEPHONE: 123-4567
SOCIAL SECURITY NUMBER: 000-00-0000
HIRE DATE: 07/22/00 PRINT DATE: 07/12/00
POSITION: 011338 SENIOR PROGRAMMER ANALYST LOCATION: 0423 COMPSERV
PRIME: Y START DATE: 08/01/88
STATUS: PERMANENT 11 MONTH END DATE:
ASSIGNMENT: 000543 SENIOR PROGRAMMER ANALYST
PLACEMENT: 21-0050-06 ANNUAL SALARY: $73,833.26
DEGREE: $0.00
ADDITIONAL: $0.00
DAYS WORKED: 260.00 PER DIEM: $0.00
LONGEVITY: $1,500.00
DAILY RATE: $289.74 % BONUS: $0.00
OTHER: $0.00
TOTAL CONTRACT: $75,333.26
ACCOUNT(S): 70.00% 0.7000 01.0.86.2466.0644.6120.212.210
30.00% 0.3000 01.0.86.2466.0644.6120.212.210
TOTAL FTE: 1.0000
SICK LEAVE INFORMATION
CUMULATIVE DAYS USED BALANCE ALLOWED UNUSED
PREVIOUS TOTAL LAST YEAR DUE THIS YEAR SICK LEAVE
0.00 0.00 45.00 96.00 45.00
Date Signature:
Administrator
Check one: I Accept / I Do Not Accept Employment foé:F/Y 20Y1/20Y2 :>
Date: Signature:
Please sign this form and return to the Personnel Office within ten days.

The above report shows one circled date that needs to be changed annually.
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Form Files Used for PER700 Series of Notices and Forms

The PER700 series of programs allows you to create special forms and notices. You must
define form files for five of these programs. Form files allow you to enter customized
wording for your forms and notices. Some of these form files contain customized dates or
other information that must be reviewed and/or updated annually. See Chapter 13: Special
Forms and Noticesin the QSS'OAS S Personnel Manual for a detailed description of al of
the PER700 series.

The five programs that require customized form files are:

¢ TB Expiration Notices (PER710)
Prints notices that inform employees of an upcoming tuberculosis expiration date.

¢ Credential Expiration Notices (PER720)
Prints notices that inform employees of an upcoming credential expiration date.

¢ Degrees And Units Notification (PER730)
Prints notices that inform employees of the Degrees and Units on file for them in
the Personnel System. Employees can verify the Degrees and Units reported on the
form and notify the Personnel Department if there are any discrepancies.

¢ Intent To Accept Re-employment Forms (PER740)
Prints re-employment confirmation forms for selected employees. Employees can
sign and return the forms to the Personnel Department so the District can deter-
mine its staffing requirements. This form contains dates that must be updated
annually.

¢ Contract Salary Confirmation Letters (PER750)
Prints contract salary confirmation letters for selected employees.

Creating Form Files

All form filesmust reside in the DATA Group. They are basic ASCI| files created with the
editor of your choice, such as EDIT/3000 or QEdit.
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Sample TB Expiration Notice (PER710) Form File
The following is asample TB Expiration Notice form file created with EDIT/3000.

1 0C TB EXPIRATION NOTICES
2 4H QSS UNIFIED SCHOOL DISTRICT
3 1H HUMAN RESOURCES
4 1D YOUR TB REPORT WILL EXPIRE D########D
5 2D It is your responsibility to file a TB report before this date.
6 1D IF YOU HAVE NOT FILED A NEGATIVE TB REPORT ON OR BEFORE THAT DATE,
7 1D YOU MAY NOT WORK BEYOND THAT DATE, NOR WILL YOUR PAY WARRANT BE
8 1D ISSUED UNTIL NEGATIVE TB RESULTS ARE FILED IN HUMAN RESOURCES,
9 1D AS PER DISTRICT POLICY.
10 2D Following are places where you may obtain a TB skin test, or x-ray
11 1D if required. PLEASE NOTE: Mantoux skin tests are now required for
12 1D all staff. Tine skin tests will no longer be accepted, per County
13 1D of Riverside Health Department.
14 2D UNIFIED FAMILY CENTER
15 1D 100 Main Street, Rm 201, San Mateo - (650) 345-3456
16 1D Skin Test Only - Call For Appointment
17 2D AREAWIDE NEIGHBORHOOD HEALTH CENTER
18 1D 4040 Alabama Avenue, Seaside - (650) 987-654300
19 1D X-Ray Or Skin Test - Call For Information And Appointment
24 2D The cost of the TB test must be paid by the new employees,
25 1D adult education hourly employees, substitute employees,
26 1D noon supervisors, and home teachers.
27 2D Regular employees may obtain a voucher from Human Resources in
28 1D order to pay for testing at any of the centers listed above. The
29 1D voucher must be presented to the center at the time of testing,
30 1D otherwise you must pay for services rendered. An x-ray will be
31 1D taken only when a person has had a significant reaction to a
32 1D skin test.
33 2D We will accept the negative results of a TB test from your doctor,
34 1D IN WRITTEN FORM ON OFFICIAL STATIONERY OR PRESCRIPTION FORM.
35 1D WE WILL NOT ACCEPT "READ YOUR OWN SKIN TEST" FORMS. The skin
36 1D test must be a read by a physician or nurse to be valid. If you
37 1D prefer to use your own doctor, the District will reimburse regular
38 1D employees an amount not to exceed $15.00 for a skin test, or
39 1D $35.65 for a required x-ray. Reimbursement forms may be obtained
40 1D from HUMAN RESOURCES. A receipt must be attached to the form.

This program imports the TB Expiration Date from the PER/PAY database into the text
of theformfile. Online 4 above, p########p correspondsto TB Expiration Date.
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The output from the sample TB Expiration Notice form file looks like this.

QSS UNIFIED SCHOOL DISTRICT
HUMAN RESOURCES

11/14/2000
YOUR TB REPORT WILL EXPIRE(09/16/2000

It is your responsibility to file a TB report before this date.

IF YOU HAVE NOT FILED A NEGATIVE TB REPORT ON OR BEFORE THAT DATE,
YOU MAY NOT WORK BEYOND THAT DATE, NOR WILL YOUR PAY WARRANT BE
ISSUED UNTIL NEGATIVE TB RESULTS ARE FILED IN HUMAN RESOURCES,

AS PER DISTRICT POLICY.

PUBLIC JOHN Q
CENTRAL CAMPUS

Following are places where you may obtain a TB skin test, or x-ray
if required. PLEASE NOTE: Mantoux skin tests are now required for
all staff. Tine skin tests will no longer be accepted, per County
of Riverside Health Department.

UNIFIED FAMILY CENTER
100 Main Street, Rm 201, San Mateo - (650) 345-3456
Skin Test Only - Call For Appointment

AREAWIDE NEIGHBORHOOD HEALTH CENTER
4040 Alabama Avenue, Seaside - (650) 987-654300
X-Ray Or Skin Test - Call For Information And Appointment

The cost of the TB test must be paid by the new employees,
adult education hourly employees, substitute employees,
noon supervisors, and home teachers.

Regular employees may obtain a voucher from Human Resources in
order to pay for testing at any of the centers listed above. The
voucher must be presented to the center at the time of testing,
otherwise you must pay for services rendered. An x-ray will be
taken only when a person has had a significant reaction to a

skin test.

We will accept the negative results of a TB test from your doctor,
IN WRITTEN FORM ON OFFICIAL STATIONERY OR PRESCRIPTION FORM.

WE WILL NOT ACCEPT "READ YOUR OWN SKIN TEST" FORMS. The skin

test must be a read by a physician or nurse to be valid. If you
prefer to use your own doctor, the District will reimburse regular
employees an amount not to exceed $15.00 for a skin test, or
$35.65 for a required x-ray. Reimbursement forms may be obtained
from HUMAN RESOURCES. A receipt must be attached to the form.

The imported fields are circled in the sample printed form above:
¢ ThePrint Date, Employee Name and Work L ocation are automatically imported
into the heading.

¢ TheTB Expiration Dateisimported into the text where the p########p field was
inserted in the form file.

8-72 Copyright © QSS, 2011 05/2011
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Form Files Used for PER700 Series of Notices and Forms

Sample Credential Expiration Notice (PER720) Form File

The following is asample Credential Expiration Notice form file created with EDIT/3000.

1 oc
2 4H
3 1H
4 2D
5 1D
6 2D
7 1D
8 1D
9 1D
10 1D
11 2D
12 1D
13 1D
14 1D
15 2D
16 1D
17 2D
18 1D
19 1D
20 1D

CREDENTIAL EXPIRATION NOTIFICATIONS

QSS UNIFIED SCHOOL DISTRICT

HUMAN RESOURCES

Our records show that your CH###########H####H#F#AHF#H#####H#C credential
expires D########D.

It is strongly suggested that you renew expiring credentials at
least six months (preferably a year) prior to the expiration date.
This will allow ample time for the application to be processed
through the California Commission on Teacher Credentialing and to
be sent back to you.

Credentials may be renewed providing all details applicable for
renewal are accomplished prior to the expiration date. Please check
the renewal requirements on your credential, and see that they are
met.

Applications for renewals may be requested through the

Human Resources Office.

Please refer to the attached sheet for the credential renewal
procedure. If you have any questions, please contact Jane Doe at
765-4321 (A-K) or John Smith at 234-5678 (L-Z) in the Human Resources
Office.

This program imports two data fields from the PER/PAY database into the text of the
form file: Credential Name and Credential Expiration Date. On line 4 and 5 above,
CHERHHHHH R HHHH SR 044080 AN Da#######0 correspond to Credential Name and
Credential Expiration Date, respectively.
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The output from the sample Credential Expiration Notice form file looks like this.

QSS UNIFIED SCHOOL DISTRICT
HUMAN RESOURCES

<:711/14/2000 :)

PUBLIC JOHN Q
CENTRAL CAMPUS

Our recorq§7show that your(EgOSSCULTURAL, LANG & DEVELOEE)credential
expires(10/10/20004

It is strongly suggested that you renew expiring credentials at
least six months (preferably a year) prior to the expiration date.
This will allow ample time for the application to be processed
through the California Commission on Teacher Credentialing and to
be sent back to you.

Credentials may be renewed providing all details applicable for
renewal are accomplished prior to the expiration date. Please check
the renewal requirements on your credential, and see that they are
met.

Applications for renewals may be requested through the
Human Resources Office.

Please refer to the attached sheet for the credential renewal
procedure. If you have any questions, please contact Jane Doe at
765-4321 (A-K) or John Smith at 234-5678 (L-Z) in the Human Resources
Office.

The imported fields are circled in the sample printed form above:

The Print Date, Employee Name and Work L ocation are automatically
imported into the heading.

The Credential Name and Credential Expiration Date are imported into the
text where the casssssssssssss4ssasssssaa438c and pssssssssp fieldswere
inserted in the form file.

If an employee has more than one credentia expiring, a separate form will be printed
for each one.
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Sample Degrees and Units Notification (PER730) Form File
The following is a sample Degrees and Units Notification form file created with EDIT/3000.

00 Jo Ul WK

B RER
N B O LV

0C DEGREE AND UNITS REPORT

4H QSS UNIFIED SCHOOL DISTRICT

1H HUMAN RESOURCES

2D Our files show that the following degrees and units

1D have been recorded in Human Resources. The units

1D shown to the right of the degree are the units taken

1D after the date of that degree. The amount to the right
1D of TOTAL is the total number of recorded units that

1D were taken after the date of your Bachelor's degree.

2D Please examine your records. If they do not correspond
1D with what we have recorded, call Human Resources

1D at 650-3720.

The output from the sample Degrees and Units Notification form file looks like this.

<: BA 0.00 MA 41.00 TOTAL 41.00 :>

QSS UNIFIED SCHOOL DISTRICT
HUMAN RESOURCES

11/14/2000

Our files show that the following degrees and units
have been recorded in Human Resources. The units

shown to the right of the degree are the units taken
after the date of that degree. The amount to the right
of TOTAL is the total number of recorded units that
were taken after the date of your Bachelor's degree.

PUBLIC JOHN Q
CENTRAL CAMPUS

Please examine your records. If they do not correspond
with what we have recorded, call Human Resources
at 650-3720.

The imported fields are circled in the sample printed form above.

The Print Date, Employee Name and Work L ocation are automatically
imported into the heading.

The Degree Types (BA and MA on the sample) and Units are from the
Education and Unitsfields on the employee’s Skills (SK) Screen in PPO002.
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Sample Intent To Accept Re-employment (PER740) Form File
The following is a sample Intent To Accept Re-employment form file created with EDIT/3000.

W oo o Ul W PR

WWWNNMNNMNMNNNOMNMNNMOMNNRRERRRRRERRRER
N FEF O WVWOoOLONOoO U WNhNEFEFOWVWOLOSNOULEe WNDERE O

oc
1H
1H
0D
2H
3D
1D
1D
1D
1D
1D
2D
1D
1D
1D
1D
1D
2D
1D
5D

4D
1D
5D
1D
1D
1D
1D
1D
1D

1D

INTENT TO ACCEPT RE-EMPLOYMENT
QSS UNIFIED SCHOOL DISTRICT
HUMAN RESOURCES

INTENT TO ACCEPT RE-EMPLOYMENT

I, NH###HH#HFHHAHHAHHFHHAHHFHHFHHFHH#H#H#N, hereby signify my intention
to serve as a certificated employee in the QSS Unified

School District during thschool year at Class S#####S of
the certificated salary schedule. Change in salary classification
will be made in accordance with adopted District policy, and upon
evaluation and verification by Human Resources.

I understand that failure to return this statement to Human
Resources within the period allowed by law (Education Section
44842) will indicate my intent not to return to the District for
the@school year and that I have declined employment with
the District and that my services as an employee of the District
may be terminated as of( June 30, 2000.

I further understand that signing is Notice of Intent to Accept
Re-employment is official and binding.

Signature of Employee

Date

Human Res. Use Only
RECEIVED:

By

This program imports the Employee Name from the PER/PAY database into the text of
theformfile. Online 6 above, N######444444444444 444848888888 884N COrTESPONAS tO

Employee Name.

The dates that must be changed on an annual basis are circled in the above sample

formfile.
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The output from the sample Intent To Accept Re-employment form file looks like this.

QSS UNIFIED SCHOOL DISTRICT
HUMAN RESOURCES

11/14/2000

PUBLIC JOHN Q
CENTRAL CAMPUS

INTENT TO ACCEPT RE-EMPLOYMENT

I, PUBLIC JOHN Q , hereby signify my intention

to serve as a certificated employee in the QSS Unified
School District during the 2000-01 )school year at Class 0029-20)of
the certificated salary schedule. Change in salary classification

will be made in accordance with adopted District policy, and upon
evaluation and verification by Human Resources.

I understand that failure to return this statement to Human
Resources within the period allowed by law (Education Section
44842) will indicate my intent not to return to the District for
the 2000-01 school year and that I have declined employment with
the District and that my services as an employee of the District
may be terminated as o

I further understand that signing this Notice of Intent to Accept
Re-employment is official and binding.

Signature of Employee

Date

Human Res. Use Only
RECEIVED:

By

|
|
|
| Date
|
|
|

= The imported fields are circled in the sample printed form above.
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Sample Contact Salary Confirmation Letter (PER750) Form File

The following is a sample Contact Salary Confirmation Letter form file created with

EDIT/3000.
1 0C CONTRACT SALARY CONFIRMATION LETTER
2 1H QSS UNIFIED SCHOOL DISTRICT
3 1H HUMAN RESOURCES
4 0D
5 2H CONTRACT SALARY CONFIRMATION
6 3D This is to confirm that QSS UNIFIED SCHOOL DISTRICT agrees to
7 1D employ the above mentioned person for compensation at
8 1D the follow rates:
9 2D Base Monthly Salary: SH#t######S
10 2D Annualized Total Salary: THH###H#H#H#H#T
11 1D (Includes all Additional and Bonus Pay)
12 2D I understand that failure to return this statement to Human
13 1D Resources within the period allowed by law will indicate my
14 1D intent not to return to the District for the upcoming school year.
15 5D
16 1D Signature of Employee
17 4D
18 1D Date
19 5D
20 1D | Human Res. Use Only
21 1D | RECEIVED:
22 1D |
23 1D | Date
24 1D |
25 1D | By
26 1D |

/

This program imports up to three data fields from the PER/PAY database into the text of

the form file:

* The sssussuuus field, line 9 above, isthe cell amount from the employee’s placement

on their Salary Schedule multiplied by their FTE.

*  The r#ssssuner field, line 10 above, isthe employee's Total Pay including all
Additional, Bonus, Per Diem, L ongevity, Degree, and Other pay shown on their

PO Screen.

* The Employee Name is automatically imported.

8-78
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The output from the sample Contact Salary Confirmation Letter form file looks like this.

QSS UNIFIED SCHOOL DISTRICT
HUMAN RESOURCES

11/15/2000

PUBLIC JOHN Q
CENTRAL CAMPUS

This is to confirm that QSS UNIFIED SCHOOL DISTRICT agrees to
employ the above mentioned person for compensation at
the follow rates:

Base Monthly Salary: ( 3,824.00

Annualized Total Salary 51,436.80

(Includes all Additional ~amd Bomus Pay)

I understand that failure to return this statement to Human

Resources within the period allowed by law will indicate my
intent not to return to the District for the upcoming school year.

CONTRACT SALARY CONFIRMATION

Signature of Employee

Date

Human Res. Use Only
RECEIVED:

By

|
|
|
| pate
|
|
|

= The imported fields are circled in the sample printed form above.
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Text File Used for Personnel Action Forms

Defining the PAF Title and Heading

Printed Personnel Action Forms have customized titles and headings. To define the
title and heading for your site, you define afile called PAFDATA.PUB.QSSUSER.

Thisisan 80-byte text file that you can create with the editor program of your choice
(e.g. EDIT/3000 or QEdit).

If thistext file co ntains any hard-coded dates, you need to change the dates to the
new year.

The three-line file format is shown below. The * symbol indicates a blank space.

Col. | Col. | Col. | Col. | Col. | Col. | Col. | Col. | Col. | Col. Columns

#1 #2 #3 #4 #5 #6 #7 #8 #9 | #10 #11 to 60
Line #1 * c o] M M E N T ~ ~ ~
Line #2 A » » » 1 » » » » * [PAF Title]
Line #3 ~ » » » 2 » » » » » [PAF Heading]

For Line #2, you may have to enter additional spaces (beginning at Column #11) to center
the PAF Title on the page. In the example below, 20 additional spaces were added.

0 1 2 3 4 5 6
123456789012345678901234567890123456789012345678901234567890

*COMMENT
1 Personnel Action Form

2 Action(s) Regarding 2000-2001 pistrict Employment

The PAF Title and PAF Header in the example above would appear on the top portion of
the PAF as shown below. (Circles added for clarity; they will not appear on the PAF.)

QUINTESSENTIAL SCHOOL DISTRICT
TO: John Smith

<Personne1 Action Form >
100 Main Street

San Mateo, CA 94404

PRINT DATE: 02/25/2001
EFFECTIVE DATE: 03/01/2001

WORK LOCATION: BUS OFF

RE:(Action(s) Regarding 2000-2001 District Employment )

8-80
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Chapter 9:
Tasks Related to
Retirement

Overview
This chapter covers the following procedures involved in the fiscal-year transition:
TASK PAGE
Rolling Over Year-End Employee Control Data (RCA740) 9-3
Initialize Employee Accumulators Window 9-5

¢ Usethe Year End Retirement Control Data Rollover (RCA740) window:

¢ To copy the information on the Control Screen of Employee Retirement Main-
tenance (RCA002) from one fiscal year to another.

¢ Usethe Initialize Employee Accumul ators window:

¢ To reset accumulators for two screens in Employee Retirement Maintenance
(RCA002):

> STRS and PERS accumulators on the Accum Totals Screen.
> Hours or days worked for substitute teachers on the Substitutes Screen.

Typically, adistrict or county resets these accumulators at the beginning of each
fiscal year.

Copyright © QSS, 2011
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Opening the HR California Retirement
Window

-ﬁ-‘ (255 ControlCenter 32 - Q55 DEMO DISTRICT #82 QS5/0.. L‘

File View District Year Go Messages Window Help

H-~ 7 Go

Print Manager [ Job Menu [ Utilities
Finance

Fixed Assets [ Stores

W2 f 1099

Human Resources | Payroll
------- ® Employee Maintenance
------- Absence Tracking

- 4 CA Retirement

HR. Reporting and Downloading

Figure 9-1: Opening the HR California Retirement window from the tree view

-

o=l HR Califarnia Retirement

File  Options Window  Help

,:)Searchv g ,_;:-Q

Menu

- Retirement Data / Information

- Manage Monthly Contributions

- Other / History Reports

- MRE87 Processing

- Miscellaneous Jobs

i Initialize Employee Accumulators

- Year End Retirement Control Data Rollover

.- Create RET5YS CONTROL Records from Payn

Figure 9-2: End-of-year processing jobs on the HR California Retirement window
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Rolling Over Year-End Employee Control
Data (RCA740)

Purpose

The Year End Retirement Control Data Rollover (RCA740) window copies the
information on the Control Information Screen from one fiscal year to the next.
Employee Retirement Maintenance (RCA002) maintains this screen. The retirement
membership records are linked to the fiscal year. By default, the rollover copies these
records for all employees in the county. However, the launch screen provides the
option of choosing only one district or certain retirement systems.

i3 Checking Database Capacities

Before using the Year End Retirement Control Data Rollover (RCA740) window,
make sure that the RETSY S database has adequate room for the rollover. In most
cases, doing so requires that you get help from data processing or your system
administrator. The process creates one additional record in the D-RCA-CONTROL
and A-DI-SSN-Y R datasets for each employee record rolled into the new fiscal year.
Therollover also creates one record in the D-RCA-PRL-CODES dataset for each ret
edit in the Acceptable Payroll Codes window of the Control Information Screen. Each
employee can have up to 20 ret edits, and hence that many additional records are
needed in the D-RCA-PRL-CODES dataset.

Year End Retirement Control Data Rollover (RCA740) Window

Figure 9-1 illustrates the launch screen for Employee Control Year End Rollover
(RCA740).

Traditional Screen

For the traditional software, the launch screen for this process is Employee Control
Year End Rollover (RCA740). The boxes are the same as for the QCC version. For
details, see Chapter 12 of the QSSYOAS S Retirement Manual.
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r |
ol Year End Retirement Control Data Rollover (RCAT40) Year: 08 Dist... (.| E] S

File  Options

H 2P F 9k

Old Fiscal Year: |

New Fiscal Year:

Employee Selection Criteria

District:| 82 = | (all districts)

[#4| Retirement System

Rules fer Dollar Amount

Retirement Base: | 1 - No change; Leave cument values 'I

Maximum Earnings: | 1 - No change; Leave curent values 'I

[ ¥r: 2008 Dist: 82 Site= 1 G5 W | 4/18/2011 | 7:35:23 PM

h

Figure 9-3: Year End Retirement Control Data Rollover (RCA740) window

District: 07 ¥Year End Retirement Control Data Rollover 0S5/0AS1S

0ld Fiscal Year:
Heu Fiscal Year:

Employee Selection Criteria:

District:

Retirement System: I H B BB

Rules for Dollar fAmounts:

Py =
nnmn

Ho change; Leave current values
Zero current values
Copy values from Payroll (new fiscal year)

Retirement Base:
Maximum Earnings:

RCASUB H.00.00 compiled 10701797 08:52 Option: 13 Stream-file: RCA7A05T

Return
To HMenu

Launch

Report

Start Start
Over Over

Figure 9-4: Launch Screen for Employee Control Year End Rollover (RCA740)
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Initialize Employee Accumulators Window

Purpose

The Initialize Employee Accumul ator s window resets accumulators for two screens of
Employee Retirement Maintenance (RCA002). Resetting these accumulatorsis part
of the annual maintenance for Retirement System data.

¢ Reset STRS and PERS accumulators on the Accum Total's Screen.

These screens keep track of total units or total dollars accumulated by Retirement
System membership code and account code.

¢ Remove substitute details for substitute teachers on the Substitutes Screen.
This screen keeps track of the total number of hours or days a substitute teaches.

Typically, adistrict or county resets these totals at the beginning of afiscal year.
However, they should wait until after making the retirement tapes for the prior fiscal
year. For example, it is July of 2011. The reset should not take place until after
reporting retirement for June of 2012. Once the prior fiscal year’sretirement has been
reported, it istime to reset the accumulators for the current fiscal year.

Also, STRS may require monthly maintenance. Some STRS accumulators for certain
account codes require resetting every month. The launch screen can specify that only
those account codes for STRS be reset.

These two reset processes are completely independent. The window allows selecting
only one process or both processes. Thus, a district can reset STRS and PERS
accumulators at one pass, then come back later and remove detail data for substitutes.
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Initialize Employee Accumulators Window
Figure 9-5 illustrates the I nitialize Employee Accumulators window.

-

a5 Initialize Employee Accumulators 82 - Q55 DEMD DISTRICT £82 QSS/OASIS =REEN X
File  Options

Claid s 1=,

Initialize Accumulators: [

Initialize Substitute Data: [

Optional Selection Cnitenia (Blank for all)

Distrid:E {all districts)
Retirement System
Retirement Account Codes

From Date Paid: _ /_ / *~ Te _/ /

Employees: —

W S Sl S Sl 8 6% W [ 4/18/2011 [B:02:31 PM

Figure 9-5: Initialize Employee Accumulators window

Traditional Software

Figure 9-6 illustrates the launch screen for Initialize Employee Accumulators
(RCAT710). Fill in the screen as described bel ow.

9-6
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Traditional Software

Distri

RCASUB

Start
Over

ct: 07 Initialize Employee Accumulators 08S/0ASIS

Initialize Accumulators: | (Y/H)
Initialize Substitute Data: | (Y/HN)
Optional Selection Criteria: (Blank for all)
District: JJj
Ret System: 1l H B
Ret Account Codes: I B BB BB BB
From Date Paid: | 70 Date Paid: |

Emp loyees:

H.00.00 compiled 10701797 08:52 Option: 6 Stream—-file: RCA710S5T
Start Launch Return
Over Report To Menu

Figure 9-6: Launch Screen for Initialize Employee Accumulators (RCA710)
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Chapter 10:
Tasks Related to
Absence Tracking

Overview

This chapter covers the following procedures involved in the fiscal-year transition:

TASK PAGE

Absence Tracking Reset and Balance Forward Process and 10-7
Report (ABT920) Window

Absence Tracking Accrual Process and Report (ABT400) Window 10-14

Processing Leave

Two batch processes that work on entire sets of leave records at once are discussed in
this chapter. These processes accrue leave and reset |eave balances.

This chapter discusses the following processes that accrue leave and reset leave
balance for entire leave groups:

¢ Absence Tracking Reset and Balance Forward Process and Report (ABT920)
window

This process does two things:
¢ Resets |leave balances for employeesin selected leave groups. Typically, bal-

ances are reset at the end of one fiscal year to create the next fiscal year’s start-
ing leave balances.

NOTE: The best time to reset is after the last accrual for the old fiscal year and before the
first accrual for the new fiscal year.

¢ Creates a new balance forward transaction for each leave category.

Normally, the old detailed absence log transactions are deleted. However, the

05/2011 Copyright © QSS, 2011
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ABT920 security parameters allow you to setup your district so that old transac-
tions are retained.

Even though both processes are launched from the same screen, they are two com-
pletely independent processes. Both are optional. You can do one without the
other, or do both with completely different effective dates.

¢ Absence Tracking Accrual Process and Report (ABT400) window

Thiswindow launchesthe Accrual Process (ABT400). It accrues|eave for amonth
by selecting Leave Group codes or Accrual Schedule codes. The request screen
presents the option of just printing an accrual report or accruing leave and printing
areport.
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Step-by-Step Treatment of Absence Tracking

At the change of the fiscal year, do the following:

1 If you accrue on amonthly basis, run the accrual process for the month of June.

2 Print Accrual Process Report (ABT400) to check leave accruals.

3 Correct any mistakes in leave balancesfor Y 1, especialy sick leave and vacation.
4 Run the Absence Tracking Reset and Balance Forward Process and Report

(ABT920) window in Report-Only mode to calculate the leave balances as of the
end of Y1.

WARNING: Run ABT020 in Report-Only mode first; check the report; after the information
is verified as correct, only then should you run it in Update mode.

TIP: Print and save a hard copy of the Update report for future reference.

Run ABT020 once for each different reset rule you used on the Accrual Rules
Master File Screen of Update Per/Pay Chart of Codes (PP0010). If all the reset
rules on that screen are the same, you need to run ABT020 only once. In the exam-
plein Figure 10-1, reset rules E and M were used, so for this example, ABT020
would have to be run once for reset rule E and once for reset rule M.
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[ ] Change Accrual rules 82 - QSS DEMO DISTRICT #82 Q... =l ﬂ
Optiens —
WH X 0% g
Change

Aol Rules Codes: [2Rvr =]

LeaveGioup Codes: [2R-CLASSIFED =] HowsDay: 800 Accualis in: Hous

Service Years Codes : [Y7 =] Service Years: 1313

Copy Fiom SewvieeYears: | <]
Huckst Nare Page 1 i Page 2
Roll Code: ResetAule FesstYal 0 A S ONDJF MAMI ‘Work Calendar
o | W E o @ FREREREFRRERE [ DT
epomon | fwe (EZDP® - FRFFRRERRERE [ =) [
03 [FERSORBLNECESSTY | [0 =] 3 3 o e et
o RoUsTRELACENT | [n ] [V <] [ FRREEEERERER [ [
) = e B e - o S S o 2 i 3 i o e
wwony | W o @ FRERERERRRERE [ DT
e T e B e < o S S S 3 i 3 i 3 e
wpreeme | W] v 0 FRERERERRREE [ T
wpweREE | [ v B FRERERERRRRR [
Audit [nfarmation
ID: TT78 Date: 08/415/2001 Time: 09:04:42 &M
Yr:2008 Dist:82 Site:l GS:W | 4/14/2011 1:44 PM

Figure 10-7: QCC version of Accrual Rules Master File with Two Different Reset Rules

District: B5 Maintain Accrual Rules

055/0A5I5

Leave group: 40 Service years: 99 Copy from:
Mame: CERTIFICATED

Hours per day: G6.00
Accrual is in: DAYS

Bucket Accr Carry Max Calc FTE

1. sick Lv I EEEEND EEEEEN MR | B 10.00

J A 5 0 b J FH A H J

1] 0.00
J A 5 0NN D JF H A H J
H

L L
.00 7.0
J A 5 0N D JF H A H J
N gH g @M
0

Prob Reset
name rate over accr FTE code wvalue rule

H
N TR
2. BEREavHT N 0.00 | 0. 00|
N H
3. PRSNLNEC [OAIL 0 0

Reset Roll
value code

Select Print Page Page

Update Return

Option Screen

Backuard| Foruard to Henu

Figure 10-1: Traditional Accrual

Rules Master File with Two Different Reset Rules

5 If your district wants to discard detail for prior fiscal year(s) on the system, run the
Absence Tracking Reset and Balance Forward Process and Report (ABT920) win-
dow along with the option to summarize the totals each employee has for each

10-4
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Step-by-Step Treatment of Absence Tracking

bucket. This program can be run at the same time you run the Reset program or at
any other time.

WARNING: Run the in Report-Only mode first; check the report; after the information is ver-
ified as correct, only then run it in Update mode.

6 Run the Absence Tracking Accrual Process and Report (ABT400) window while
logged into Y 2 to accrue leave totals for each employee’s buckets. If your district
accrues leave totals both annually (sick leave, personal necessity, etc.) and
monthly (vacation), this program must be run twice in July: once using the annual
rollover code, and once using the monthly rollover code.

TIP: Print and save a hard copy of the Update report for future reference.

05/2011
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Flowchart for Absence Tracking Procedures

The following flowchart offers avisual guide to the steps outlined in the previous section.

Fiscal Year Process for
Absence Tracking

Start A
¥
4
Run afcrual for ABT400
une Print accrual
details
w Y
ABT400
Print Accrual

Process Report

g e : Discard history details for

i 2
e prior year?
h 4
Yes
Correct leave | Y
balances for Y1
ABTS20
Summarize leave No
totals
v
h J
c ;“BleQ? ABT400
| bat aciiae a\rg f No Accrue leave totals
| “”0"?(?5 gneo for Y2, Printand <
save update
report.
Y h 4
End
_ Accurate?
Yes
4
ABT920

| Run reset process

| in update mode.
Print and save
update report.

A

Figure 10-2: Flowchart for Absence Tracking
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Absence Tracking Reset and Balance Forward Process and Report (ABT920) Window Overview

Absence Tracking Reset and Balance
Forward Process and Report (ABT920)
Window

Overview

The Absence Tracking Reset and Balance Forward Process and Report (ABT920)
window launches the following separate, independent processes:

¢ TheReset Processresets|eave category totalsfor employees, usually at the end of
afiscal year. The Reset Process also has the option of just printing areport to pre-
view the effects of resetting balances.

¢ The Balance Forward process creates one balance forward record for each
employee's leave balances for each leave category. Normally, the old detailed
absence transaction logs before the specified date are deleted from the system.
However, the ABT920 security parameters allow you to setup your district so that
the old transactions are retained.

Understanding the Report

Description of Report

The Reset and Balance Forward Process (ABT920) prints areport of the leave
accrual.

05/2011
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Absence Tracking Reset and Balance Forward Process and Report ( ABT920 )

File  Options

15 Nede A0 8 Tm;

Fepart Title
Fepart

Sart an

Reset
Reset thru

Reset code

Transaction

Fieporting Options

Create balance forward transactions

Delete abzence treanzactions prior to

(&) Include

R - Repart Only - Detail |7 - Totals only v
L - Leave group -
06/30/2009 Control date | 07/01/2009

(®) M = reset leave buckets with an "M" in their reset wls
() E = reset leave bucksts with an "E" in their reset iule

() B = reset leave bucksts with a "B" in their reset wls

[ Include terminated employees?

(& No O Yes

07/01/2008

By Leave Group

() Exclude O al

N I I O o
N A I

Leave Groups

[ ¥r: 009 Dist: 07 Site: 1 [9/9/2009 | 19:00:02

Figure 10-3: Absence Tracking Reset and Balance Forward Process and Report (ABT920) window
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Absence Tracking Reset and Balance Forward Process and Report (ABT920) Window Understanding the Report

Add Leave Groups |Z||E|r5__<|
File  Options
H = E°
@ X P T (A
1M CE MGT [ | [MY LE1(9) |
List of available o e - [CL MGMT (2M) |
Leave Groups for 2R CL REG | CE MGT (1M) |
At 9R CLREG | ]
your district. 17 CL REG
2C CONF | |
01 DEEMGT
| p2ocL | |
| |
| |
Buttons for adding : : Up t0 20 Leave
and removing Leave i | Groups selected
Groups from the | | for the process
selected list | | and report
| |
| |
| |
| |
| |
| |
| |
R ShENGE NS EEha| 11/13/2009 | 2:32 PM
Figure 10-4: Add Leave Groups dialog box
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Sample Reports

Cover Page
12 QSS*DEMONSTRATION*DISTRICT RESET AND BALANCE FORWARD PROCESS #J456 ABT920 H.00.01 05/17/-- PAGE 0
SAMPLE FOR DOCUMENTATION
RESET THRU: 07/01/Y2 CONTROL DATE: 07/01/Y2 INCLUDE TERMINATED EMPLOYEES: N
RESET CODE: B RESET MONTHS AND EMPLOYEES
CREATE BALANCE FORWARD TRANSACTIONS: N
DELETE ABSENCE TRANSACTIONS PRIOR TO: 00/00/00
LEAVE GROUPS:
AD TE
REPORT: Report Only
DETAIL: Details and Totals
SORT ON: Leave group
Details and Totals
12 QSS*DEMONSTRATION*DISTRICT RESET AND BALANCE FORWARD PROCESS #J456 ABT920 H.00.01 05/17/-- PAGE 1
SAMPLE FOR DOCUMENTATION
Leave group: AD Hours VAC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS
000-00-0000 JAMES BOND Before 200.00 80.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y2 After 120.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 10/30/85 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 JACQUE CLOUSEAU Before 120.00 80.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y4 After 120.00 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 10/15/79 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 NANCY DREW Before 50.00 60.00 18.00 30.00 360.00 0.00 0.00 0.00
Service year: Y1 After 50.00 60.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 09/30/93 FTE 0.7500 0.7500 0.7500 0.7500 0.7500 1.0000 1.0000 1.0000
000-00-0000 THEO KOJAK Before 66.70 80.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 66.70 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 10/30/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-00005 PHILLIP MARLOWE Before 66.70 80.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 66.70 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 04/03/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 SAM SPADE Before 80.00 72.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y2 After 80.00 72.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 09/15/88 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 VIRGIL TIBBS Before 66.70 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Service year: Y1 After 66.70 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Leave base date: 07/01/92 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 NERO WOLF Before 66.70 80.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 66.70 80.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 03/22/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
AD Totals: VAC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS
Before 716.80 612.00 162.00 270.00 3,240.00 0.00 0.00 0.00
After 636.80 612.00 0.00 0.00 0.00 0.00 0.00 0.00
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Understanding the Report

12 QSS*DEMONSTRATION*DISTRICT RESET AND BALANCE FORWARD PROCESS #J456 ABT920 H.00.01 05/17/-- PAGE 2
SAMPLE FOR DOCUMENTATION
Leave group: TE Hours AC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS
000-00-0000 LOUISA M ALCOTT Before 0.00 64.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 09/01/83 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 CORAZON AQUINO Before 0.00 32.00 24.00 20.00 240.00 0.00 0.00 0.00
Service year: Y1 After 0.00 32.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 08/11/90 FTE 1.0000 0.5000 0.5000 0.5000 0.5000 1.0000 1.0000 1.0000
000-00-0000 FRED ASTAIRE Before 0.00 64.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 01/01/78 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 CALVIN COOLIDGE Before 0.00 64.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 11/01/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 SINCLAIR LEWIS Before 0.00 64.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 09/12/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 MARY MAGDELINE Before 0.00 32.00 12.00 20.00 240.00 0.00 0.00 0.00
Service year: Y1 After 0.00 32.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 09/30/78 FTE 1.0000 0.5000 0.5000 0.5000 0.5000 1.0000 1.0000 1.0000
000-00-0000 ETHEL MERMAN Before 0.00 64.00 17.50 16.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Leave base date: 01/21/93 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 FLO NIGHTINGALE Before 0.00 64.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 08/02/87 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 SANCHO PANZA Before 0.00 64.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 64.00 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 08/21/89 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
000-00-0000 DON QUIXOTE Before 0.00 48.00 18.00 30.00 360.00 0.00 0.00 0.00
Service year: Y1 After 0.00 48.00 0.00 0.00 0.00 0.00 0.00 0.00
Longevity base date: 07/01/88 FTE 1.0000 0.7500 0.7500 0.7500 0.7500 1.0000 1.0000 1.0000
12 QSS*DEMONSTRATION*DISTRICT RESET AND BALANCE FORWARD PROCESS #J456 ABT920 H.00.01 05/17/-- PAGE 3
SAMPLE FOR DOCUMENTATION
Leave group: TE Hours VAC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS
000-00-0000 JEAN-JACQUES ROUSSEAU Before 0.00 108.50 18.00 30.00 360.00 0.00 0.00 0.00
Service year: Y1 After 0.00 108.50 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 09/01/78 FTE 1.0000 0.7500 0.7500 0.7500 0.7500 1.0000 1.0000 1.0000
000-00-0000 GEORGE WESTINGHOUSE Before 0.00 95.67 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 0.00 95.67 0.00 0.00 0.00 0.00 0.00 0.00
Hire date: 03/22/87 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
TE Totals: VAC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS

Before 0.00 764.17 257.50 396.00 5,040.00 0.00 0.00 0.00

After 0.00 764.17 0.00 0.00 0.00 0.00 0.00 0.00
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Chapter 10: Tasks Related to Absence Tracking

Totals Only
07 QSS UNIFIED SCHOOL DISTRICT RESET AND BALANCE FORWARD PROCESS J6733 ABT920 H.00.00 04/28/03
PAGE 1
Leave group: 01 Hours VACATION SICK LV PERSONAL WK COMP EXT SICK OTHER EXC SLL
01 Totals: VACATION SICK LV PERSONAL WK COMP EXT SICK OTHER EXC SLL
Before 38,693.25 5,776.81 3,012.73 9,581.15 2,122.10 1,076.95 0.00
After 38,693.25 8,595.93 5,351.53 9,581.15 3,520.58 2,483.43 0.00
02 Totals: VACATION SICK LV PERSONAL WK COMP EST SICK OTHER
Before 13,052.50 1,632.50 1,211.50 5,775.75 582.50 696.00
After 13,052.50 2,293.50 1,686.50 5,775.75 842.50 975.00
03 Totals: SL PN FSLD PB FND BE JD wWC 00 AS
Before 6,447.00 1,399.45 675.32 657.82 675.32 0.00 0.00 0.00 0.00 0.00
After 6,447.00 2,502.90 1,191.32 1,173.82 1,191.32 0.00 0.00 0.00 0.00 0.00
04 Totals: SL PN FSLD PB FND BE JD wWC 00 AS
Before 15,570.25 4,034.86 2,926.72 1,698.92 1,714.17 0.00 0.00 0.00 6.00- 0.00
After 15,570.25 5,621.62 4,060.12 2,378.96 2,394.21 0.00 0.00 0.00 6.00- 0.00
AD Totals: VACATION SICK LV PERSONAL WK COMP EXT SICK OTHER
Before 44.00 12.00 20.00 20.00 20.00 20.00
After 44.00 12.00 20.00 20.00 20.00 20.00
C2 Totals: S/L VA PN NT
Before 170.00 10.00 47.00 3.00
After 170.00 10.00 47.00 3.00
CR Totals: SL VA PN NO TELL
Before 0.00 0.00 6.00 2.00
After 0.00 0.00 6.00 2.00
TE Totals: VACATION SICK LV PERSONAL WK COMP EST SICK OTHER
Before 40.00- 0.00 0.00 0.00 0.00 0.00
After 40.00- 0.00 0.00 0.00 0.00 0.00

Traditional Software

The following figure illustrates the launch screen for Reset and Balance Forward
Process (ABT020) for the traditional software. The boxes on the screen are the same
asfor the QCC version, though in a different order. For details, see Chapter 6 of the
QSSOAS S Absence Tracking Manual.

10-12
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Absence Tracking Reset and Balance Forward Process and Report (ABT920) Window

Traditional Software

District: 07 Reset Process Set Up Screen

ASS/0ASIS

Reset thru: m Control date: [JFIFREI Incl term employees? J
m :

Reset code: = reset leave buckets with an "M" in their reset rule

Delete absence transactions prior to: [FF{IFAR

E = reset leave buckets with an "E" in their reset rule

B = reset leave buckets with a "B" in their reset rule
Create balance Torward transactions: [ M = HNo
¥ = Yes

Leave groups to process:

sort On: [l L = Leave Group

I = Include ﬂ=>
E = Exclude I
A = All
Reporting options
Report: E R = Report Only Detail: E T = Totals Only
U = Update and Report D = Detail and Totals

A = Alpha Report title: N IpiMoggeciuieel, [Si)rypgel]

ABTO020 H.00.00 compiled 06/14/05 09:22

Over Screen

Start Print
Preset Preset Report

Help ‘ ‘ Select ‘Save ‘Launch

Return
to Menu

Figure 10-5: Reset Process Set Up Screen (ABT020)
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Absence Tracking Accrual Process and
Report (ABT400) Window

Purpose of Process

Absence Tracking Accrual Process and Report (ABT400) window launches the
Accrual Process (ABT400) report. You can run this process for asingle Leave Group
or for an Accrual Schedule that includes multiple Leave Groups. You can run this pro-
cess in the following ways.

¢ Report only mode to create an Accrual Process (ABT400) report that isa proof list
of accrual transactions.

¢ Report and update mode to accrue leave and an Accrual Process (ABT400) report
that provides arecord of the updates.

Leave accrual is abatch process that posts leave earned during a month. The
employee’s Leave Group and its Accrual Rules govern how much leave an employee
earns. Those rules also determine the months in which employees accrue leave, as
well as how to pro-rate leave for employees who work less than full-time. Leave
accrual creates an absence log entry every time leave is accrued which can be viewed
on the HR Absence Tracking window.

The Leave Group Master File determines which Absence Reason Codes the Accrual
Process (ABT400) report uses. The process computes leave earned according to the
Accrua Rules and uses the designated Absence Reason Code to post the accrual
transactions for each leave category in the employee’s L eave Group.

Checking Database Capacities on the HP e3000 Server

These instructions apply only to the HP €3000 server. The IMAGE database has fixed
capacities for each dataset. For sites using the Linux server, the tables in the SQL
database expand to hold any additional records needed to record absences.

Before accruing leave on the HP 3000, verify that the database can hold al the new
absence log records. In most cases, doing so requires that you get help from data
processing. The database should have enough free space for two or three times the
number of records the accrual process creates.

Each absence | og transaction takes up one record in the D-ABSENCE-L OG dataset of
the PERPAY.DBPERPAY database. Make sure that the capacity of that dataset is
sufficient to hold the estimated number of accrual transactions. If the dataset fills up
during the middle of the batch update, cleaning up the recordsis difficult and messy.

10-14 Copyright © QSS, 2011 05/2011



Absence Tracking Accrual Process and Report (ABT400) Window Launching the Process

How many recordswill the accrual process create? It creates one absence log for each
individual leave transaction. In the Accrual Rules (AC) master file, you specify the
months during which leave accrues.

For example, the Administrative (AD) Leave Group accrues vacation and sick leave
every month. Therefore, there are two absence transactions per administrative
employee. However, Teachers (TE) Leave Group accrue only sick leave during the
monthly accrual. Thus, teachers have one absence log per monthly accrual. This
information provides the basis for estimating the number of records needed in the D-
ABSENCE-LOG dataset.

First, let’s assume that there are 150 people in the AD Leave Group.

150 employees x 2 absence logs per employee = 300 absence transactions
Second, there are 750 employeesin the TE leave group.

750 employees x 1 absence log per employee = 750 absence transactions

The above calculations indicate that D-ABSENCE-L OG should have room for amin-
imum of 1,050 recordsto hold the transactionsfor both the AD and TE Leave Groups.

However, the dataset’s capacity should have free space for two or three times the
space needed for the leave accrual transactions. Thisis because the D-ABSENCE-
LOG aso requires space for recording al other employee leave transactions. Every
time an employee takes sick time, vacation, or any other leave, that transaction uses
up onerecord in D-ABSENCE-LOG.

Launching the Process

These instructions focus on the specific information for launching the Accrual Pro-
cess (ABT400) report report from the Absence Tracking Accrual Process and Report
(ABT400) window.
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Sample Accrual Process (ABT400) Report

Absence Tracking Accrual Process and Report ( ABT400 )

File  Options

TEEEY

The By Leave
Group area is
available when
you select the

Fieparting Options

Feport Title
Feport  |R - Report Only - Dretail T - Tatals only -
Sorton L - Leave group - Show accrual G
Contral Center
Contral date: | 08424/2003 v Start date: | 08/24/2009 || Enddate: |08/24/2009 v

[ Include terminated employees?

Process accrual by () Leave Group (O &ccual Schedule

B Leave Group

For month— [July -

) Include ) Exclude O al

Leave Group
check box.

The By Accrual
Schedule area
is available

Leave Groups

S —

Fuor manth Schedule code

when you select
the Accrual
Schedule check
box.

[ ¥r: 2009 Dist: 07 Site: 1 | 8/24/2009 | 20:27

Figure 10-6: Absence Tracking Accrual Process and Report (ABT400) window

12 QSS*DEMONSTRATION*DISTRICT

ACCRUAL PROCESS #J360 ABT400

ACCRUE LEAVE FOR SEPTEMBER

FOR MONTH: 03

CONTROL DATE:

TRANSACTION START DATE:

END DATE:

ROLL CODE: MO
LEAVE GROUPS:
AD TE

REPORT: Report Only

ACCRUAL SCHEDULE:
09/01/09 INCLUDE TERMINATED EMPLOYEES: N
09/01/09

09/30/09

DETAIL: Details and Totals

SORT ON: Leave group

H.00.00 05/12/99

PAGE

0
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Copyright © QSS, 2011

05/2011




Absence Tracking Accrual Process and Report (ABT400) Window

Traditional Software

12 QSS*DEMONSTRATION*DISTRICT ACCRUAL PROCESS #J360 ABT400 H.00.00 05/12/99 PAGE 1
ACCRUE LEAVE FOR SEPTEMBER
Leave group: AD Hours VAC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS
000-00-0000 JOHN HEYWOOD Before 16.00 16.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y2 After 24.00 24.00 24.00 40.00 480.00 0.00 0.00 0.00
Hire date: 10/30/85 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 8.00 8.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 JENNY LIND Before 24.00 16.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y4 After 36.00 24.00 24.00 40.00 480.00 0.00 0.00 0.00
Longevity base date: 10/15/79 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 8.00 8.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 MARCHESE G MARCONI Before 10.00 12.00 18.00 30.00 360.00 0.00 0.00 0.00
Service year: Y1 After 15.00 18.00 18.00 30.00 360.00 0.00 0.00 0.00
Longevity base date: 09/30/93 FTE 0.7500 0.7500 0.7500 0.7500 0.7500 1.0000 1.0000 1.0000
Accrual 5.00 6.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 MAX PLANCK Before 13.34 16.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 20.01 24.00 24.00 40.00 480.00 0.00 0.00 0.00
Longevity base date: 10/30/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 6.67 8.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 MAUD POWELL Before 13.34 16.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 20.01 24.00 24.00 40.00 480.00 0.00 0.00 0.00
Longevity base date: 04/03/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 6.67 8.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 GIAOCCHINO ROSINI Before 16.00 8.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y2 After 24.00 16.00 24.00 40.00 480.00 0.00 0.00 0.00
Longevity base date: 09/15/88 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 8.00 8.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 GEORGE SANTAYANA Before 13.34 16.00 0.00 0.00 0.00 0.00 0.00 0.00
Service year: Y1 After 20.01 24.00 0.00 0.00 0.00 0.00 0.00 0.00
Leave base date: 07/01/92 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 6.67 8.00 0.00 0.00 0.00 0.00 0.00 0.00
000-00-0000 JONATHAN SWIFT Before 13.34 16.00 24.00 40.00 480.00 0.00 0.00 0.00
Service year: Y1 After 20.01 24.00 24.00 40.00 480.00 0.00 0.00 0.00
Longevity base date: 03/22/90 FTE 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000 1.0000
Accrual 6.67 8.00 0.00 0.00 0.00 0.00 0.00 0.00
AD Totals: VAC SICK PERSONAL BEREAVE IND ACC JURY COMP DOCKS
Before 119.36 116.00 162.00 270.00 3,240.00 0.00 0.00 0.00
After 179.04 178.00 162.00 270.00 3,240.00 0.00 0.00 0.00

Traditional Software

For the traditional software, Request Absence Accrual Report (ABT000) allows you
to launch the Accrual Process (ABT400). The boxes on the traditional screen are the
same as for the QCC version, though the layout of the screen is different. For detalils,
see Chapter 6 of the QSSOAS S Absence Tracking Manual.

05/2011
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District: 07 Request Absence fAccrual Report 055/0ASIS
Control date: Start date: End date:
Include terminated employees? m
J A 5 ODH D JF M A MW J
Fur'ml:mth: 1 2 3 4 5 6 7 8 9 1011 12
Roll code: gl MOWTHLY
Include = I => Leave groups: L=
Exclude = E
All = A
By fAccrual Schedule
A S D H D JF M A M J
For month: 1 2 3 4 5 6 7 8 9 1011 12
Schedule code: I
Reporting Options
Report: i R = Report only Detail: E] T = Totals only
U = Update and report D = Detail and totals
Sort on: L = Leave group
A = Alpha  Report title:
Start Print Help Select Save Launch Return
Over Screen Preset Preset Accrual { to Menu

Figure 10-7: Request absence Accrual Report (ABT000)
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Chapter 11.:
Tasks Related to
Benefits Management

Overview

Although employee benefits are rolled from one benefit plan year to the next rather
than from one fiscal year to the next, this chapter coversthe processesinvolved in that
transference as part of ageneral shifting of years.

TASK PAGE
Request Benefits Management Roll-Over (BM0800) Window 11-2
Mass Benefit Plan Add/Change/Delete 11-6
Request Benefit Recalculation (BM0850) Window 11-13

¢ Usethe Roll-Over Program (BM0800):
¢ To transfer employee benefit information from one plan year to the next with a
minimum of data entry. Perform the roll-over, then use the recalculation
program to recal culate employees premium amounts.
¢ Use Add, Change, or Delete Plans (BM 0830, BM0810 & BM0820):
¢ To add, change, or delete plans from Packages on a mass basis.

¢ Usethe Recalculation Program (BM0850):

¢ Torecalculate premium amounts based on employee FTE at any time during the
year. Recal culation should also be done after each year’s roll-over.

5> Checking Database Capacities

Before performing employee benefit rollovers (BM0800), make sure that the datasets,
especially D-EMP-BENEFI TS and A-DI-SSN-PKG-LVL, inthe BENMGT database
have adequate room. In most cases, doing so requires that you get help from data
processing or your system administrator.

05/2010

Copyright © QSS, 2910

11-1



QSS/OASIS Fiscal Year Transition Training Notes Chapter 11Tasks Related to Benefits Management

Request Benefits Management Roll-Over
(BM0O800) Window

Purpose

The Request Benefits Management Roll-Over (BM0800) window allows you to
globally transfer the employee benefit information on the Benefits Management form
of the Employee Maintenance window from one plan year (calendar, fiscal, or other)
to the next. The advantages to using this program are that it saves you from having to
re-type all the employees’ benefit information every year, and it preserves the
previous year’s information for your records. The Benefits Management Roll-Over
Report (BM0805) lists the results of this operation.

The process works in two stages. First, it takes the current active benefits record and
attaches an exit date for current amounts. Then it creates a new record from the next
day onward. You can use the first stage without the second stage by selecting
"Inactivate only’ asthe update mode. Alternatively, you can use both stages of the
Roll-Over Program by selecting Roll-Over as the update mode.

The’Inactivate only’ update mode does the first half of the roll-over by ending the
current benefits record with an exit date, but it does not then create a new record for
the next time period. This mode can be used to end participation in the district’s
benefit program for those employees who have been identified by their Benefit Status
code as being terminated. It can also be used for packageswhich are no longer offered
by the district. A new package assignment would then need to be manually entered on
each affected employee’s Benefits Management form.

You canroll over or inactivate either plan yearsfor all employees, or you canroll over
or inactivate certain bargaining units, packages (with or without coverage levels), or
records with the flags Section 125, Primary, or COBRA.

If you want to roll over or inactivate individual employees, use an exit date on each
employee’s Benefits Management form. For details, see Chapter 4 of the QSSOAS S
Benefits Management Manual.
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Request Benefits Management Roll-Over (BM0800) Window Launching the Report

Launching the Report

File  Options

oo 2 8%

Feport Selections
Report Title: | SAMPLE FOR DOCUMEMTATION

Sort by: |Bargaining Unit -
Fiun Mode: |Report Only -
Update Mode: |Inactivate Only -

Exit Date: [12/31/2009 |+

Update Levels Based on Age: -
Bargaining Lnit | Feport Code
Benefit Status

Package/Level Code / ! ! ! !
Select Package Code Select Package Level Code
Section 125: ’—L| Frimary: ’—L| Cobra: ’—L|
M Flag: [ Flag:

All Flanz Posted: - Include Updated Age Levels Only:  []

[ [ ¥r: 2010 Dist: 65 Site: 75 [1/31/2010 [ 16:38

Figure 11-1: Report Selections tab for the Request Benefits Management Roll-Over (BM0800) window

Report Samples

CAUTION: Run this program in 'Report only’ run mode first, and check the resulting
report carefully to make sure everything is the way you want it. If it's not, make changes,
and run the program again in 'Report only’ run mode. After you get everything just right, only
then should you run the program in 'Update/Report’ run mode.

The following report shows employees whose benefits have terminated. Notice that
there is no new election date after the exit date for their benefits packages.

BENEFIT MANAGEMENT ROLL-OVER REPORT Jl56 BM0805 H.00.00 05/08/01 PAGE 1
TERMINATING BENEFITS Sort by Employee Name
Employee 01d Elect Exit New Elect
Name SSN Package Level Date Date Date
MOUSE MICKEY 000-00-0000 KL KSCL CMP El1 EMP + 1 03/01/1995 06/01/2001 *NONE*
PIGGY MISS 000-00-0000 8L BC CLAS+ E2 EMP + MO 01/01/1984 06/01/2001 *NONE*
RABBIT PETER 000-00-0000 6T BC CT BA E EMP ONLY 08/01/1987 06/01/2001 *NONE*
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Thefollowing report illustrates the new election date for the plan year. Reading each

65 QSS Unified School District BENEFIT MANAGEMENT ROLL-OVER REPORT Jo47 BM0805 H.00.00 01/09/01 PAGE 1
2000-2001 ROLL-OVER Sort by Employee Name

Employee 01d Elect Exit New Elect
Name SSN Package Level Date Date Date

BOOP BETTY 000-00-0000 EM EMPBASIC El1 EMP + 1 12/01/1999 12/31/2000 01/01/2001
BUEHLER FERRIS 000-00-0000 KT KAISCERT E1 EMP + 1 06/01/1994 12/31/2000 01/01/2001
BUMSTEAD BLONDIE 000-00-0000 BT BC CERT El1 EMP + 1 10/01/1976 12/31/2000 01/01/2001
BUMSTEAD DAGWOOD 000-00-0000 BL BC CLASS E EMP ONLY 06/01/1989 12/31/2000 01/01/2001
BUNKER ARCHIE 000-00-0000 EM EMPBASIC E EMP ONLY 10/18/2000 12/31/2000 01/01/2001
BUNNY BUGS 000-00-0000 5T KS CT BA E EMP ONLY 07/01/1991 12/31/2000 01/01/2001
CLAUS SANTA 000-00-0000 8L BC CLAS+ E2 EMP + MO 05/01/2000 12/31/2000 01/01/2001
COYOTE WYLIE 000-00-0000 BL BC CLASS ELl EMP + 1 01/01/2000 12/31/2000 01/01/2001
CRICKET JIMINY 000-00-0000 KB KAISBORD E1 EMP + 1 03/01/1995 12/31/2000 01/01/2001
DOONESBURY MIKE 000-00-0000 6L BC CL BA El1 EMP + 1 01/01/1995 12/31/2000 01/01/2001
DUCK DAFFY 000-00-0000 KL KAISCLAS E2 EMP + MO 01/01/1992 12/31/2000 01/01/2001
DUCK DAISY 000-00-0000 7L KAIS CL+ E EMP ONLY 11/01/1988 12/31/2000 01/01/2001
DUCK DONALD 000-00-0000 EM EMPBASIC E1 EMP + 1 12/16/2000 12/31/2000 01/01/2001
FLINTSTONE FRED 000-00-0000 8B BC BD + E2 EMP + MO 12/01/2000 12/31/2000 01/01/2001
FLINTSTONE WILMA 000-00-0000 BT BC CERT E2 EMP + MO 09/01/1985 12/31/2000 01/01/2001
FROG KERMIT 000-00-0000 6T BC CT BA E EMP ONLY 11/01/1991 12/31/2000 01/01/2001
FUDD ELMER 000-00-0000 EM EMPBASIC E EMP ONLY 04/01/2000 12/31/2000 01/01/2001
GORDON FLASH 000-00-0000 KT KAISCERT E1 EMP + 1 09/01/1996 12/31/2000 01/01/2001
KENT CLARK 000-00-0000 EM EMPBASIC E EMP ONLY 11/01/1982 12/31/2000 01/01/2001
KIRK JAMES 000-00-0000 5L KS CL BA El1 EMP + 1 08/01/1999 12/31/2000 01/01/2001
LANE LOIS 000-00-0000 5L KS CL BA El1 EMP + 1 09/01/1993 12/31/2000 01/01/2001

Traditional Screen

Figure 11-2 illustrates the traditional screen for Benefits Management Roll-Over
Program (BM0800). For more information, see Chapter 5 of the QSS'OAS S Benefits
Management Manual.
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Request Benefits Management Roll-Over (BM0800) Window

Traditional Screen

District: B5 Benefits Management Roll-Over Program 08S/0AS15
Rol 1-0ver Parameters

Report Title:

Sort: (1=Barg unit, 2=Emp loyee name)
Run Mode: (1=Update/Report, 2=Report only)
Update Mode: (1=Rol I-0ver, 2=Inactivate only)
Exit Date:

Update Levels Based On fAge:

Selection Parameters,

Section 125: Prlmary Cobra:
M Flag: D Flag:

All Plans Posted: ('¥'= all employee plans must be posted)
Include Updated Age Levels Only:

Bargain Unit:
Report Code:
Benefit Status:
Package/Leve: /IR N /IR N

BMOBOD H.01.03 compiled 06/01/06 16:05

Launch Return

Help Read Save Refresh
Preset Preset Screen

Job to Menu

Figure 11-2: Roll-Over Program Screen
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Mass Benefit Plan Add/Change/Delete

There are three programs that allow you to add, change, or delete plans from
Packages on a mass basis:

¢ Request Benefits Management Mass Plan Add (BM0830) Window
¢ Request Benefits Management Mass Plan Change (BM0810) Window
¢ Request Benefits Management Mass Plan Delete (BM0820) Window

When the need arises, run these programs after the Request Benefits Management
Roll-Over (BM0800) window has been run, but prior to the running of the Request
Benefit Recal culation (BM0850) window. After doing the Roll-Over Program, make
the necessary changesto the affected Packages. Then run the Mass Benefit Plan Add,
Change, and/or Delete programs, first in report-only mode and then in update-report
mode. Finally run the Recal culation Program to post the modifications to the various
employee Benefit Management (BM) screens.

Request Benefits Management Mass Plan Add (BM0830)
Window

Purpose

The Request Benefits Management Mass Plan Add (BM0830) window is a part of a
series of processes for amass update of deductions on the Benefits Management
(BM) form of the Employee Maintenance window. Thiswindow allows you to do a
mass add of plans to benefit packages on the Benefits Management (BM) form. The
Mass Benefit Plan Add Report (BM0835) lists the results of this update.

11-6 Copyright © QSS, 2010 05/2010



Mass Benefit Plan Add/Change/Delete Request Benefits Management Mass Plan Add (BM0830)

Request Benefits Management Mass Plan Add [ BMOB30 )

File  Options

k22290

Feport Title: | SAMPLE FOR DOCUMENTATION|

Sort by: |Bargaining Unit -
Fiun Mode: |Report Only -

Plans to Add Have/Add: / / / / /
! ! 4 ! !

Select Plan Have Select Plan Add

Bargaining Linit
Benefit Status
Package Code

( [ ¥r: 010 Dist: 65 Site: 75 [ 1/31,/2010 | 16:38

Figure 11-3: Report Selections tab for the Request Benefits Management Mass Plan Add (BM0830) window

Report Sample

The following sample report shows employees to which the plan XTRA has been
added.

57 SMARTVILLE UNIFIED MASS BENEFIT PLAN ADD REPORT J3921 BM0835 H.00.00 06/15/05 PAGE 1
SAMPLE FOR DOCUMENTATION Sort by Employee Name

Employee Start Added Employee Employer

Name SSN Package Level Date Plan Level Amount Amount

CAESAR AUGUSTUS 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L

CAESAR JULIUS 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L

CAESAR SID 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L

A Recalculation Report (BM0850) run after the Mass Plan Add update shows the
addition of the XTRA plan for the selected employees.
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57 SMARTVILLE UNIFIED Benefit Management Recalculation Report J3922 BM0855 H.00.07 06/15/05 PAGE 1
SAMPLE FOR DOCUMENTATION Sort by Employee Name
Employee Eligible Election Barg Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date Unit 125 mary ra Rule FTE ation Percent Percent
CAESAR AUGUSTUS 000-00-0000 s1 11/01/2000 07/01/2001 00 N Y N BN L 1.0000 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 0.00 L 20.00 20.00
XTRA XTRA PLAN CODE FOR DEMONSTRATN EE EMPLOYEE ONLY 1.25 L 7.75 9.00
Totals 1.25 27.75 29.00
CAESAR JULIUS 000-00-0000 13 06/01/2000 07/01/2001 00 N Y N BN L 0.7500 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 0.00 L 20.00 20.00
XTRA XTRA PLAN CODE FOR DEMONSTRATN EE EMPLOYEE ONLY 1.25 L 7.75 9.00
Totals 1.25 27.75 29.00
CAESAR SID 000-00-0000 11 06/01/2000 07/01/2001 00 N Y N BN L 0.4600 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 20.00 L 0.00 20.00
XTRA XTRA PLAN CODE FOR DEMONSTRATN EE EMPLOYEE ONLY 1.25 L 7.75 9.00
Totals 21.25 7.75 29.00
Traditional Screen
Figure 11-4 illustrates the traditional version of Mass Benefit Add Option (BM0830).
For details, see Chapter 5 of the QST OAS S Benefits Management Manual.
District: 57 Benefits Management Mass Plan Add Program 088/0ASIS
Plan Add Parameters
GELLI SN RSB SAMPLE FOR DOCUMEHTATION
Sort: & (1=Barg unit, 2=Emp loyee name)
Run Mode: [} (1=Update/Report, 2=Report only)
Plans: Have Add Have Add Have nAdd
e . . . .
Selection Parameters
Bargain Unit:
Benefit Status:
Package: [IE
BMOB30 H.00.00 compiled 06716703 20:07
Start Help Read Save Refresh Launch Return
Over Preset Preset Screen Job to Menu
Figure 11-4: Mass Benefit Plan Add Option (BM0830)
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Mass Benefit Plan Add/Change/Delete

Request Benefits Management Mass Plan Change

Request Benefits Management Mass Plan Change (BM0810)

Window

Purpose

The Request Benefits Management Mass Plan Change (BM0810) window is a part of
a series of processes for a mass update of deductions on the Benefits Management
(BM) form of the Employee Maintenance window. Thiswindow allows you to do a
mass update to Plan Codes already assigned to employees on the Benefits
Management (BM) form. The Mass Benefit Plan Change Report (BM0815) lists the
results of this update.

Request Benefits Management Mass Plan Change ( BMOB10 )

File

Options

e X2 2 B

Repart Title: | SAMPLE FOR DOCUMENTATION

Sort by: |Bargaining Unit -

Fiun Mode: |Report Only -
Plans to Change Dld/Mew: 4 ! ! ! !
/ / 4 / 4

Select 0ld Plan Select Mew Plan
Bargaining Linit
Benefit Status
Package Code

[ ¥r: 010 Dist: 65 Site: 75 [ 1/31,/2010 | 16:38

Figure 11-5: Report Selections tab for the Request Benefits Management Mass Plan Change (BM0810) window

57 SMARTVILLE UNIFIED MASS BENEFIT PLAN ADD REPORT J3921 BM0835 H.00.00 06/15/05 PAGE 1
SAMPLE FOR DOCUMENTATION Sort by Employee Name

Employee Start Added Employee Employer

Name SSN Package Level Date Plan Level Amount Amount

CAESAR AUGUSTUS 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L
CAESAR JULIUS 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L
CAESAR SID 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L
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A Recalculation Report (BM0850) run after the Mass Plan Add update shows the
addition of the XTRA plan for the selected employees.

57 SMARTVILLE UNIFIED Benefit Management Recalculation Report J3922 BM0855 H.00.07 06/15/05 PAGE 1
SAMPLE FOR DOCUMENTATION Sort by Employee Name
Employee Eligible Election Barg Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date Unit 125 mary ra Rule FTE ation Percent Percent
CAESAR AUGUSTUS 000-00-0000 S1 11/01/2000 07/01/2001 00 N Y N BNL 1.0000 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 0.00 L 20.00 L 20.00
XTRA XTRA PLAN CODE FOR DEMONSTRATN EE EMPLOYEE ONLY 1.25 L 7.75 L 9.00
Totals 1.25 27.75 29.00
CAESAR JULIUS 000-00-0000 13 06/01/2000 07/01/2001 00 N Y N BNL 0.7500 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 0.00 L 20.00 L 20.00
XTRA XTRA PLAN CODE FOR DEMONSTRATN EE EMPLOYEE ONLY 1.25 L 7.75 L 9.00
Totals 1.25 27.75 29.00
CAESAR SID 000-00-0000 11 06/01/2000 07/01/2001 00 N Y N BN L 0.4600 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 20.00 L 0.00 L 20.00
XTRA XTRA PLAN CODE FOR DEMONSTRATN EE EMPLOYEE ONLY 1.25 L 7.75 L 9.00
Totals 21.25 7.75 29.00
Traditional Program
Figure 11-6 illustrates the traditional version of Benefits Management Mass Plan
Change Program (BM08110). For details, see Chapter 5 of the QSSYOAS S Benefits
Management Manual.
District: 57 Benefits Management Mass Plan Change Program 055/0A5185
Plan Change Parameters
LETLI SN S-HESAMPLE FOR DOCUMENTATION
Sort: @& (1=Barg unit, 2=Emp loyee name)
Run Mode: @ (1=Update/Report, 2=Report only)
Plans to Change: From To From To From To
Y . . .
Selection Parameters
Bargain Unit:
Benefit Status:
Package: [}
Start Help Read Save Refresh Launch Return
Over Preset Preset Screen Job to Menu
Figure 11-6: Mass Benefit Plan Change Option
11‘10 Copyright © QSS, 2010 05/2010



Mass Benefit Plan Add/Change/Delete Request Benefits Management Mass Plan Delete (BM0820)

Request Benefits Management Mass Plan Delete (BM0820)
Window

Purpose

The Request Benefits Management Mass Plan Delete (BM0820) window isa part of a
series of processes for a mass update of deductions on the Benefits Management
(BM) form of the Employee Maintenance window. Thiswindow allows you to do a
mass deletion of Plan Codes from the Demographic (MA) form. The Mass Benefit
Plan Delete Report (BM0825) lists the results of this mass deletion.

Request Benefits Management Mass Plan Delete { BMOB20 )

File  Options

k22290

Repart Title: | SAMPLE FOR DOCUMENTATION

Sort by: |Bargaining Unit -

Fiun Mode: |Report Only -

Plans to Delete:
Bargaining Linit
Benefit Status
Package Code

[ [ ¥r: 2010 Dist: 65 Site: 75 [1/31/2010 | 16:38

Figure 11-7: Report Selections tab for the Request Benefits Management Mass Plan Delete (BM0820) window

57 SMARTVILLE UNIFIED MASS BENEFIT PLAN DELETE REPORT J3933 BM0825 H.00.00 06/15/05 PAGE 1
SAMPLE FOR DOCUMENTATION Sort by Employee Name

Employee Start Deleted Employee Employer

Name SSN Package Level Date Plan Level Amount Amount

ANTHONY MARC 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L
ANTHONY SUSAN B 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L
ANTOINETTE MARIE 000-00-0000 03 LIFEONLY EE EE ONLY 07/01/2001 XTRA EE 0.00 L 0.00 L

A Recalculation Report (BM0850) run after the update of the Mass Plan Delete shows
the removal of the XTRA plan from Package 03.
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The Request Benefit Recalculation (BM0850) window is discussed beginning on

page 11-2.

57 SMARTVILLE UNIFIED Benefit Management Recalculation Report J3935 BM0855 H.00.07 06/15/05 PAGE 1
finalizing delete Sort by Employee Name
Employee Eligible Election Barg Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date Unit 125 mary ra Rule FTE ation Percent Percent
ANTHONY MARC 000-00-0000 sl 11/01/2000 07/01/2001 00 N Y N BN L 1.0000 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 0.00 L 20.00 L 20.00
ANTHONY SUSAN B 000-00-0000 13 06/01/2000 07/01/2001 00 N Y N BN L 0.7500 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 0.00 L 20.00 L 20.00
Totals 0.00 20.00 20.00
ANTOINETTE MARIE 000-00-0000 11 06/01/2000 07/01/2001 00 N Y N BN L 0.4600 100.00 100.00
Package: 03 LIFE INSURANCE ONLY Level: EE EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: LIFE PROVIDENT LIFE & ACCIDENT EE EMPLOYEE ONLY 20.00 L 0.00 L 20.00
Potale— 20.08 AP  ee
Traditional Screen
Figure 11-8 illustrates the traditional version of Benefits Management Mass Plan
Delete Program (BM0820). For details, see Chapter 5 of the QSSYOAS S Benefits
Management Manual.
District: 57 Benefits Management Mass Plan Delete Program 088/0A818
Plan Delete Parameters
Report Title: BhlGIQSggulsgInisiii gyl
Sort: & (1=Barg unit, =Emp loyee name)
Run Mode: [} (1=Update/Report, 2=Report only)
Plans to Delete: [JLL . . . .
Selection Parameters
Bargain Unit:
Benefit Status:
Package: |[IE]
Start Help Read Save Refresh Launch Return
Over Preset Preset Screen Job to Menu
Figure 11-8: Mass Benefit Plan Delete Option
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Request Benefit Recalculation (BM0850) Window

Purpose

Request Benefit Recalculation (BM0850)
Window

Purpose

The Request Benefit Recalculation (BM0850) window allows you to launch the
Benefit Management Recalculation Report (BM0855). This process globally

recal culates the employee and employer amounts displayed on the Benefits
Management (BM) form of the Employee Maintenance window for the current active
record, based on the employee’s FTE in effect on the start date. When changes are
made, this program will automatically recal culate the benefits for every employee
who has the specified benefit(s). You do not have to manually change the data for
each employee. However, the recal culation process by itself will not preserve an audit
trail of records before the recal culation.

The Request Benefit Recalculation (BM0850) window is a part of a series of
processes for amass update of deductions on the Benefits Management (BM) form of
the Empl oyee Maintenance window.

05/2010
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Recalculation Error Report

Request Benefit Recalculation, [ BMOB50 )

Options

ade JOA Nm.;

Report Selections

Report Title:
Sort by: |Bargaining Unit >
Run Mode: ’W‘
Update Locked FTE's: Locked Salary:
Update Locked Amounts - Employes: Employer :
11/24/2008 |~

Position Control Year:

Start Date:

argaining Lnit

Benefit Status
PackageiLevel Cade ! / !

Select Package Level Code E

Flan Code/Level 4 ¥ 3

Select Package Code

Select Plan Code Select Plan Level Code

Plan Range

“endor Numbers:

Al Plans Posted: || ~ Section 125 -

M Flag: [ Flag

Report Code

Primary: -

Cobra: -

[ ¥r: 2010 Dist: 65 Site: 75 [ 1/31/2010 [16:38

Figure 11-9: Report Selections tab for the Request Benefit Recalculation (BM0850) window

65 QSS Unified School District Benefit Management Recalculation Report J933 BM0855 H.00.02 12/21/00 PAGE 1
BEFORE ROLL-OVER Sort by Employee Name
Employee Eligible Election Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date 125 mary ra Rule FTE ation Percent Percent
OOP ALLEY 000-00-0000 PE 12/01/1999 12/01/1999 Y Y N BN L. 0.5000 100.00 100.00
Package: EM EMPLOYEE BASIC Level: E1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED El EMPLOYEE + ONE 187.40 L 187.41 L 374.81
Totals 187.40 187.41 374.81
PAN PETER 000-00-0000 AD 06/01/1994 06/01/1994 Y Y Y BN L 1.0000 100.00 100.00
Package: KT KAISER - CERTIFICATED COMPLETE Level: EI1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: KS1 KAISER - CERTIFICATED El EMPLOYEE + ONE 0.00 L 325.07 L 325.07
DDCT DELTA DENTAL - CERTIFICATED El EMPLOYEE + ONE 12.00 L 48.00 L 60.00
JHL JOHN HANCOCK MUTUAL LIFE A39 EMPLOYEE TO AGE 39 0.00 L 1.00% L 1.00%
VIST MSIA/VISION FUND CERTIFICATED El EMPLOYEE + ONE 2.00 L 10.00 L 12.00
Totals 14.00 383.07 397.07
0.00% 1.00% 1.00%
PIG PORKY 000-00-0000 CE 10/01/1976 10/01/1976 Y Y Y PP L 1.0000 100.00 100.00
Package: BT BLUE CROSS CERTIFICATED COMPLT Level: EI1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: BCCT BLUE CROSS - CERTIFICATED El EMPLOYEE + ONE 0.00 L 358.75 L 358.75
DDCT DELTA DENTAL - CERTIFICATED El EMPLOYEE + ONE 12.00 L 48.00 L 60.00
CML CONNECTICUT MUTUAL LIFE A49 EMPLOYEE TO AGE 49 1.80% L 1.00% L 2.80%
VIST MSIA/VISION FUND CERTIFICATED El EMPLOYEE + ONE 2.00 L 10.00 L 12.00
Totals 14.00 416 .75 430.75
1.80% 1.00% 2.80%
PIGGY MISS 000-00-0000 CL 06/01/1989 06/01/1989 Y Y Y AP L 1.0000 100.00 100.00
Package: BL BLUE CROSS CLASSIFIED COMPLETE Level: E EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED E EMPLOYEE ONLY 0.00 L 163.25 L 163.25
DDCL DELTA DENTAL - CLASSIFIED E EMPLOYEE ONLY 7.86 L 31.46 L 39.32
T CONNECTICUT MUTUAL LITE P EMPLOYEETOU AGE 39 0 30% L 0~ 90% L TT20%
11-14  visL MSIA/VISION FUND CLASSIFIED CBpyright CFYBROYEH; GNLY 2.00 L 10.00 L 12¢¥o1p
Totals 9.86 204.71 214.57
0.30% 0.90% 1.20%




Request Benefit Recalculation (BM0850) Window Purpose

The previous report revealed some errors, as shown in the following error report. The
error report is generated automatically at the same time as the recal cul ation report and
has the same job number. 1t shows what needs to be changed before the actual

recal culation should be done.

65 QSS Unified School District Benefit Management Recalculation Errors J933 BMO0855 H.00.02 01/09/01 PAGE 1
FOR ANN

Employee

Name SSN Error

SKYWALKER LUKE 000-00-0000 Cannot calculate FTE: No positions on file for request year.

SMART MAXWELL 000-00-0000 Cannot calculate FTE: No prime position on file for requested year and date.

SOLO HAN 000-00-0000 Cannot calculate FTE: No prime position on file for requested year and date.

Sample Recalculation Report—After a Roll-Over

The following report illustrates the new premium amounts for both employee and
employer after aroll-over. By comparing it with the previous recal cul ation report, you
can see that the amounts for each employee have changed because of the roll-over.
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65 QSS Unified School District Benefit Management Recalculation Report J950 BM0855 H.00.02 01/09/01 PAGE 1
AFTER ROLL-OVER Sort by Employee Name
Employee Eligible Election Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date 125 mary ra Rule FTE ation Percent Percent
OOP ALLEY 000-00-0000 PE 12/01/1999 01/01/2001 Y Y N BN L 0.5000 100.00 100.00
Package: EM EMPLOYEE BASIC Level: E1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED El EMPLOYEE + ONE 198.57 L 198.57 L 397.14
Totals 198.57 198.57 397.14
PAN PETER 000-00-0000 AD 06/01/1994 01/01/2001 Y Y Y BN L 1.0000 100.00 100.00
Package: KT KAISER - CERTIFICATED COMPLETE Level: EI1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: KS1 KAISER - CERTIFICATED El EMPLOYEE + ONE 0.00 L 347.58 L 347.58
DDCT DELTA DENTAL - CERTIFICATED El EMPLOYEE + ONE 12.00 L 48.00 L 60.00
JHL JOHN HANCOCK MUTUAL LIFE A39 EMPLOYEE TO AGE 39 0.00 L 1.00% L 1.00%
VIST MSIA/VISION FUND CERTIFICATED El EMPLOYEE + ONE 3.00 L 12.00 L 15.00
Totals 15.00 407.58 422.58
0.00% 1.00% 1.00%
PIG PORKY 000-00-0000 CE 10/01/1976 01/01/2001 Y Y Y PP L 1.0000 100.00 100.00
Package: BT BLUE CROSS CERTIFICATED COMPLT Level: EI1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: BCCT BLUE CROSS - CERTIFICATED El EMPLOYEE + ONE 0.00 L 381.20 L 381.20
DDCT DELTA DENTAL - CERTIFICATED El EMPLOYEE + ONE 12.00 L 48.00 L 60.00
CML CONNECTICUT MUTUAL LIFE A49 EMPLOYEE TO AGE 49 1.80% L 1.00% L 2.80%
VIST MSIA/VISION FUND CERTIFICATED El EMPLOYEE + ONE 3.00 L 12.00 L 15.00
Totals 15.00 441.20 456.20
1.80% 1.00% 2.80%
PIGGY MISS 000-00-0000 CL 06/01/1989 01/01/2001 Y Y Y AP L 1.0000 100.00 100.00
Package: BL BLUE CROSS CLASSIFIED COMPLETE Level: E EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED E EMPLOYEE ONLY 0.00 L 181.57 L 181.57
DDCL DELTA DENTAL - CLASSIFIED E EMPLOYEE ONLY 7.86 L 31.46 L 39.32
CML CONNECTICUT MUTUAL LIFE A39 EMPLOYEE TO AGE 39 0.30% L 0.90% L 1.20%
VISL MSIA/VISION FUND CLASSIFIED E EMPLOYEE ONLY 3.00 L 12.00 L 15.00
Totals 10.86 225.03 235.89
0.30% 0.90% 1.20%
POPPINS MARY 000-00-0000 CL 10/01/1997 01/01/2001 Y Y N AP L 0.6875 100.00 100.00
Package: EM EMPLOYEE BASIC Level: E EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED E2 EMPLOYEE + 2 OR MORE 182.95 L 402.48 L 585.43
Totals 182.95 402.48 585.43
POTTER HARRY 000-00-00000 CE 03/01/1988 01/01/2001 Y Y Y AP L 1.0000 100.00 100.00
Package: 5T KAISER - CERTIFICATED BASIC Level: E EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: KS1 KAISER - CERTIFICATED E EMPLOYEE ONLY 0.00 L 170.32 L 170.32
DDCT DELTA DENTAL - CERTIFICATED E EMPLOYEE ONLY 6.00 L 24.00 L 30.00
Totals 6.00 194.32 200.32
RABBIT PETER 000-00-0000 CL 05/01/2000 01/01/2001 Y Y Y HP L 1.0000 100.00 100.00
Package: 8L BLUE CROSS - CLASSIFIED PLUS Level: E2 EMPLOYEE + 2 OR MORE Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED E2 EMPLOYEE + 2 OR MORE 0.00 L 585.43 L 585.43
DDCL DELTA DENTAL - CLASSIFIED E2 EMPLOYEE + 2 OR MORE 26.55 L 106.21 L 132.76
CML CONNECTICUT MUTUAL LIFE A49 EMPLOYEE TO AGE 49 1.80% L 1.00% L 2.80%
VISL MSIA/VISION FUND CLASSIFIED E2 EMPLOYEE + 2 OR MORE 3.00 L 12.00 L 15.00
AFDS AMERICAN FIDELITY - DISABILITY E EMPLOYEE ONLY 0.00 L 107.00 L 107.00
Totals 29.55 810.64 840.19
1.80% 1.00% 2.80%
RABBIT ROGER 000-00-0000 CL 10/01/1977 01/01/2001 Y Y Y AP L 0.7813 100.00 100.00
Package: BL BLUE CROSS CLASSIFIED COMPLETE Level: EI1 EMPLOYEE + ONE Empe Amt Empr Amt Totals
Plan: BCCL BLUE CROSS - CLASSIFIED El EMPLOYEE + ONE 86.85 L 310.29 L 397.14
DDCL DELTA DENTAL - CLASSIFIED El EMPLOYEE + ONE 15.35 L 61.42 L 76.77
CML CONNECTICUT MUTUAL LIFE A59 EMPLOYEE TO AGE 59 5.70% L 2.00% L 7.70%
VISL MSIA/VISION FUND CLASSIFIED El EMPLOYEE + ONE 3.00 L 12.00 L 15.00
Totals 105.20 383.71 488.91
5.70% 2.00% 7.70%
SIMPSON BART 000-00-0000 BM 03/01/1995 01/01/2001 Y Y Y BN L 1.0000 100.00 100.00
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Request Benefit Recalculation (BM0850) Window Purpose
Sample Recalculation Report—After a Mass FTE Change
Notice how the following imaginary district does arecalculation for a group of
employees whose FTE has changed. They all have a benefit status code, as shown on
the Benefits Management (BM) Screen, that applies to that group only, so it iseasier
to do agroup recalculation than to do it for one employee at atime on the Payroll Pay
Line (PR) Screen.
First the district wants to see the figures as they are before the recalculation. Since a
Recal culation Report shows the “after” picture, either real or what-if, the district uses
adifferent report to show the actual state of affairs before the recalculation. Here a
Benefit Information Listing Report of active records done before the recalculation
shows the following.
BENEFIT INFORMATION LISTING Jl125 BM0200 H.00.01 05/03/01 PAGE 1
OLD FTE Sort by Employee name
Employee Eligible Election Exit Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date Date 125 mary ra Rule FTE ation Percent Percent
KENT CLARK 000-00-0000 PT 11/01/1991 11/01/1991 Y Y N AP (0.4000 ) 100.00
Package: 5T KAISER - CERTIFICATED BASIC Level: E EMPLOYEE ONLY Empe amt Totals
Plan: KS1 KAISER -CERTIFICATED E EMPLOYEE ONLY 115.18 L 153.57
DDCT DELTA DENTAL - CERTIFICATED E EMPLOYEE ONLY 6.00 L 30.00
Totals  121.18 18357
LANE LOIS 000-00-0000 PT 09/01/1996 09/01/1996 Y Y N PP CO.ZSOO 3 100.00
Package: BT BLUE CROSS CERTIFICATED COMPLT Level: EI1 EMPLOYEE PLUS ONE Empe amt Totals
Plan: BCCT BLUE CROSS - CERTIFICATED El EMPLOYEE PLUS ONE 269.06 L 358.75
DDCT DELTA DENTAL - CERTIFICATED El EMPLOYEE PLUS ONE 12.00 L 60.00
CML CONNECTICUT MUTUAL LIFE A39 EMPLOYEE TO AGE 39 0.30% L 1.20
Totals  281.06 41875
0.30% 1.20%
Notice that before the FTE change and recal culation, employee Clark Kent pays
$115.18 each pay period for medical coverage, while the employer pays $38.39. Lois
Lane pays $269.06 for medical coverage, and the employer pays $89.69. From this
report you can also see their FTEs upon which the medical premium portions are
based.
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FB Request Benefit Recalculation [ BMOBSO )

Fie  Options

= Nede O R

Feport Selections
Fepoit Title: [RECALC FTE'S FOR PT

Sort by | Bargaining Unit -
Fiun Mode: | Update. Save Change »

Update Lacked FTE's: [¥]  Locked Salay: [
Employer: [7]
Start Date: | 05/04/2001 v

Bargaining Unit
Berefit Status | CE
Package/Level Code ! / i/
Select Package Code Select Package Level Code
Plan Code/Level 4 3 4
Select Plan Code Select Plan Level Code
Plan Range

Wendar Mumbers:

Puosition Control Year: |01

Update Lacked Amounts - Emploves:  [7]

Report Code

All Plans Posted -

M Flag:

Section 126 [ v|  Prmane [

D Flag:

| oeba [ ]

[ ¥r: 2001 Dist: 65 Site: 75 GS: W | 6,/29/2010 | 17:30

Figure 11-10: Report Selections tab for Request Benefit Recalculation (BM0850)

Figure 11-10 shows the recalcul ation parameters that are reflected in the following
report. For the amounts to change due to an FTE change, the Update L ocked FTE’s
field must be set to v.

Figure 11-11

Benefit Management Recalculation Report J133 BM0855 H.00.02 05/04/01 PAGE 1

RECALC FTE'S FOR PT Sort by Employee Name
Employee Eligible Election Sect Pri- Cob- FTE Alloc- Employee Employer
Name SSN Status Date Date 125 mary ra Rule FTE ation Percent Percent
KENT CLARK 000-00-0000 PT 11/01/1991 07/01/1993 Y Y Y AP 0.7500 100.00 100.00
Package: 5T KAISER - CERTIFICATED BASIC Level: E EMPLOYEE ONLY Empe Amt Empr Amt Totals
Plan: KS1 KAISER -CERTIFICATED E EMPLOYEE ONLY 0.00 L 153.57 153.57
DDCT DELTA DENTAL - CERTIFICATED E EMPLOYEE ONLY 6.00 L 24.00 L 30.00
Totals 6.00 177.57 183.57
LANE LOIS 000-00-0000 PT 09/01/1996 09/01/1996 Y Y N PP 0.5000 100.00 100.00
Package: BT BLUE CROSS CERTIFICATED COMPLT Level: E1 EMPLOYEE PLUS ONE Empe Amt Empr Amt Totals
Plan: BCCT BLUE CROSS - CERTIFICATED El EMPLOYEE PLUS ONE 179.37 L 179.38 358.75
DDCT DELTA DENTAL - CERTIFICATED El EMPLOYEE PLUS ONE 1200 L 48.00 L 60.00
CML CONNECTICUT MUTUAL LIFE A39 EMPLOYEE TO AGE 39 0.30% L 0.90% L 1.20%
Totals 191.37 227.38 418.75
0.30% 0.90% 1.20%
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Request Benefit Recalculation (BM0850) Window Purpose

Traditional Screen
Figure 11-12 illustrates the traditional version of the Benefits Management
Recalculation Program (BM0850). For details, see Chapter 5 of the QSSYOAS S
Benefits Management Manual.

District: B5 Benefits Management Recalculation Program 0588/0ASIS

Recalculation Parameter

BECALC FTE'S FOR PT
(1=Barg unit, 2=Employee name)
(1=Update/Report, 2=Report only)
for year: [If]

Report Title:

Sort:

Run Mode:

Update Locked FTE's:

Update Locked Employee Amounts:
Update Locked Employer Amounts:
Start Date:

Selection Parameters,

Bargain Unit:
Benefit Status:
Package/Level:
Plan/Level:

Section 125: Primary: | Cobra:
Start Help Read Save Refresh Launch Return
Over Preset Preset Screen Job to Menu

Figure 11-12: Recalculation Program Screen

05/2010 Copyright © QSS, 2010 11-19



QSS/OASIS Fiscal Year Transition Training Notes Chapter 11Tasks Related to Benefits Management

11-20 Copyright © QSS, 2010 05/2010



Chapter 12:
Tasks Related to
Job History

Overview

This chapter deals with only one step in the fiscal-year-transition process: that of cre-
ating job history records.

Creating Job History Records (JH0O900)

Purpose of Program

The Create Job History Records (JH0900) window launches a batch process that
loads job history records for your district. Each time thisjob is run, you select the fis-
cal year for which to create job history records. The batch program reads through all
position assignment records for that year, then uses them to create job history records
that are displayed on the Job History (JH) form of the Employee Maintenance win-
dow and print on the Job History Report (JH0100).

You will probably run this batch process only once for each historical fiscal year.
However, you may want to run it multiple times for the current fiscal year.

When making the transition between fiscal years, you need to run this program to cre-
ate ajob history for the year that is coming to an end (Y 1). Then in the next fiscal
year, the Job History Screen will draw its data from the Position Assignment (PO) and
Main Demographic (MA) forms of the Employee Maintenance window.

Each time you launch the Create Job History Records (JH0900) window, it creates a
report that lists the number of history records and a listing of those records if you
select job history detail. For standard Position Control, the report is Data L oad Report
for Fiscal Year xx (JH0900) and Data L oad for Fiscal Year yy (JH0910) for Enhanced
Position Control.

05/2011
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Checking Database Capacities

Before creating job history records (JH0900), make sure that the D-JOB-HIST and
M-DI-Y EAR datasets in the PPHIST database have adequate room. In most cases,
doing so requires that you get help from data processing or your system
administrator.

=

Opening the Report Launch Window

These instructions focus on the specific instructions for launching the Create Job
History Records (JH0900) window.

-l Create Job History Records ( JH0900 )

File  Options

CEETIE

Report Title |

Load Data from Positions Active during Fiscal Year Load Type: |Fu|| Data Load j
Print Job History Detail: [] SSN Masking |0 -

S5N:

ﬁl Pay Group:
ﬁl Control group :

[ ¥r: 2008 Dist: 82 Site: 1 GS: W | 4/19/2011 | 5:54:38 PM

Figure 12-1: Report Selections tab for the Request Benefits Management Roll-
Over (BM0800) window
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Sample Report Opening the Report Launch Window

Sample Report

65 QSS UNIFIED SCHOOL DISTRICT DATA LOAD REPORT FOR FISCAL YEAR 01 J159 JH0910 H.01.00 01/11/07 PAGE 0

Sample for Documentation

Report Title: Sample for Documentation
Load from fiscal year: 01
Load type: R Re-Create Load
Print detail report: Y

SSN mask: 9

65 QSS UNIFIED SCHOOL DISTRICT DATA LOAD REPORT FOR FISCAL YEAR 01 J159 JHO0910 H.01.00 01/11/07 PAGE 9

Sample for Documentation

SSN Name Position Date Start Date End Placement PAF

000-00-0000 OPEN POSITION 900001 YARD/BUS SUPERVISORS 00/00/0000 00- -00
000-00-0000 BUTLER RHETT 441001 ASST. PRINCIPAL 01/01/1960 12/01/1969 05-1234-03
000-00-0000 BUTLER RHETT 462014 PRINCIPAL 12/02/1969 06-0011-02
000-00-0000 CAPULET JULIET 475011 TEACHER MAIN HIGH SCHOOL 01/01/1956 04-0011-02
000-00-0000 CAULFIELD HOLDEN 475044 TEACHER MIDDLE SCHOOL 01/01/1988 04-0011-02
000-00-0000 CHRISTIE AGATHA 564007 CAMPUS SUPERVISOR 01/01/1972 05-0014-03
000-00-0000 COPPERFIELD DAVID 528761 CUSTODIAN I, NIGHT 01/01/1945 07/04/1997 05-0020-03
000-00-0000 CRUSOE ROBINSON 566010 CAMPUS SUPERVISOR 01/01/1972 05-0014-03
000-00-0000 EYRE JANE 566011 ASST. PRINCIPAL 01/01/1986 05-0014-03
000-00-0000 FINCH ATTICUS 566013 CAMPUS SUPERVISOR 01/01/1992 05-0014-02
000-00-0000 GRANGER HERMOINE 502737 CARPENTER 01/01/2002 05-0032-03
000-00-0000 KARENINA ANNA 990003 BUSDRIVER 01/01/1972 00-0011-00
000-00-0000 MONTAGUE ROMEO 522753 CUSTODIAN I, NIGH 01/01/1992 05-0020-03
000-00-0000 O’HARA SCARLETT 524756 CAMPUS SUPERVISOR 01/01/1982 05-0020-03
000-00-0000 POTTER HARRY 575755 TEACHER MIDDLE SCHOOL 01/01/1962 05-0020-03
000-00-0000 STONE ROSETTA 575753 CUSTODIAN I, NIGHT 01/01/2002 05-0020-03
000-00-0000 TROUT KILGORE 542764 CAMPUS SUPERVISOR 01/01/1992 05-0020-03
000-00-0000 YOSSARIAN JOHN 523754 CUSTODIAN I, NIGHT 01/01/1982 05-0020-03
000-00-0000 ZHIVAGO YURI 546766 CAMPUS SUPERVISOR 01/01/1972 05-0020-03

Total Position Records Read: 121

Total Employee Assignment Records Read: 100

Total Job History Records Written: 121

Total 0ld Job History Records Deleted: 123

05/2011 Copyright © QSS, 2011 12-3



QSS/OASIS Fiscal Year Transition Training Notes

Chapter 12: Tasks Related to Job History

Traditional Screen

Thsfollowing figure illustrates the traditional screen for launching this process. For
more information about job history, see the QSS'OAS S Job History Manual.

District: 07 Create Job History Records T QSS/0ASIS

Report Title:
Load Data from Positions Active during Fiscal Year: [Jj

Load Type: [§ (F = full data load, R = re-create, M = merge)

Print Job History Detail? Jj 8SH Mask? ] (0=none, 1-9=mask, L/R=ExtRef)

Pay Group:
Control Group:
HRAST H.00.07 compiled 01/13/11 Pg 171 [ 3] /JHO900ST;Pm=
Start Help Read Hrite ‘ Previous

Return
To Menu

Launch

Over Preset Preset Page Dataload

Figure 12-2: Create Job History Records (JH0900) screen

12-4
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Chapter 13:
Tasks Related
to WEBTOOISs

Overview

The WEBToo0Is Accountclass Viewing Groups and Accountclass Entry Groups are
defined by fiscal year. In previous years, there was no process for copying these
definitions from one year to another, and both groups had to be re-established each
fiscal year. However, in October of 2003, afeature was introduced which allows you to
easily copy the groups from one year to another as described in the section beginning
on page 13-19.

This chapter explains how the groups areinitially established and how they are copied
to another year.

For more details about WEBTOOIS, refer to the QSSOAS SWEBTools Administrator’s
Manual and the QSS'OAS SWEBTools User’s Manual.

This chapter covers the following:

TASK PAGE
Setting Up Accountclass Viewing Groups 13-2
Module Navigation 13-2
Purpose 13-3
Accountclass View Group List (AVGRPLST) 13-4
Accountclass View Group Update (AVGRPSHW) 13-6
Setting Up Accountclass Entry Groups 13-11
Module Navigation 13-11
Purpose 13-11
Accountclass Entry Group List (AEGRPLST) 13-12
Accountclass Entry Group Update (AEGRPSHW) 13-14
Copying View/Entry Groups to Another Year 13-19
Steps for Copying Groups 13-19
05/2011 Copyright © QSS, 2011 13-1
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Setting Up Accountclass Viewing Groups

A set of two screens makes up the Accountclass View Group module of QSS/OASIS
WEBTOools.

Module Navigation

To access this pair of screens, click Acctclass View Group Setup onthe
User Options screen.

Accountclass View Group Setup

Accountclass View Group List
(AVGRPLST)

|

[Continue] or Group — Group name

l

Accountclass View Group Update
(AVGRPSHW)

Figure 13-1: Accountclass View Group Setup Navigation Chart
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Setting Up Accountclass Viewing Groups Purpose

Purpose

This pair of screens allows you to set or modify permissions for groups of users who
will be able only to view various accounts in the Budget Devel opment module, but
not to make entries to them. Individual users can then be assigned to one or more of
these groups on the User Update screen (USERSHOW). See the Financial chapter in
the WEBTools User Manual for details.

¢ Thefirst screen, Accountclass View Group List (AVGRPLST), displays the mod-
els, account codes, and field range permissions of the various defined groups.

¢ The second screen, Accountclass View Group Update (AVGRPSHW), offers the
ability to change models, account codes, and field range permissions, either for the
selected ID and name shown at the top of the first screen, or for any group name
that you click in the Group field of the first screen.
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Accountclass View Group List (AVGRPLST)

Thefirst of two screens displays the models, account codes, and field range permis-
sions of the various defined groups.

Financial 07
WERTools - Accountclass View Group List

Nelect Group

ID - Name:[001 - 1111111111 7]

2 e R

Option Screen | Log Off | Help | Click to access next screen
e
_'_,.f"'
|ﬁ| Growp | Description f Model | Account mask | Field ranges
001 L1111 1111111111111 1111 M1-111-111-1111-1-1111-1111-1111-1111 (Bxchude) [RE 2222 -3444 (Exclude)
[2-222-222-2222-2-2222-2224 4444 4444 (Exchuds)

002 2222222202 12302208 0022223232222323222272 [2-222-222-2222-2-2222-2222-2222-2222 (Bxcluds) PY 3 -3
PY 1 -2 (Exchade)

003 Lunch¥iew Lunch Fiewers 01 [P797-799-9997-0- 090009 90.0700.9777 FD 13-13
[RE 5310 -5310

[FH 3700 -3700
IOB 4300 -4700
OB 4400 -4699 (Exclude)

If wou have questions, contact: Harrson Ford- 630-372-0200:414

Copyright @ 19972002 Chintessenal School Satems

Date: 10/04:2002 Time: 08:49:02 Page Id# 5 Byies: 37024 File :avgrplst Filed: 513
How mouch time to build this page ? Minutes: 000 Seconds: 00.91

Vexsion: WLO001 O.02.04 comp:10/03/02 15:06 P: 151 T:084%02

Figure 13-2: Accountclass View Group List (AVGRPLST)

Selecting a Group ID to Add, Change, or Delete

To select a group ID to change:
¢ If the group ID showing in the ID - Name drop-down list is the same one you
want to change, click [Continue] to access the second screen and make the
changes.

¢ If you want to change a different group ID, click the group name in the Group
field-column to access the second screen and make the changes.
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Setting Up Accountclass Viewing Groups

Accountclass View Group List (AVGRPLST)

To add a new group ID:
1. Inthe I D - Name drop-down list, select a number with no name beside it.

2. Click [Continue] to access the second screen and add a new group profile.

To delete a group ID:

1. Click to select the group 1D to delete from the Group field-column.

2. On the second screen, delete all the information about that group, including
name, description, and all permissions.

3. Click [Update] to delete the group ID.

Fields on This Screen
ID - Name

Group

Description
Model

Account mask

Field ranges

Buttons on This Screen
[Reset]

Select an ID and name from the drop-down list for which to
create or modify settings. The settings for this 1D can be mod-
ified on the second screen.

The ID number of the defined group is displayed.

The name of the group is displayed.

Click the group name to access the second screen and
modify the group's settings.

The description of the group is displayed.
The model numbers accessible to this group are displayed.

The account masks for any accountsthat the group is allowed
to access are displayed.

If any account masks are excluded from the group's
access, thetag (Exclude) isappended to the mask.

Any field ranges that the group is allowed to access are dis-
played.

If any field ranges are excluded from the group's access,
thetag (Exclude) isappended to the range.

Click [Reset] to restore the screen to the way it was when you
first selected it. Any changes you have made to the screen are
undone.

05/2011
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[Continue] Click [Continue] to go to the second screen.

[Option Screen] Click [Option Screen] to return to the User Options screen.
[Log Off] Click [Log Off] to return to the Login screen.

[Help] Click [Help] to view the online help file for the screen.

Navigation to Next Screen
¢ Click [Continue] or agroup name to access the second screen.

Accountclass View Group Update (AVGRPSHW)

The second of two screens offers the ability to change models, account codes, and
field range permissions for the selected 1D and name shown at the top of the screen.

You can access this screen by clicking either the [Continue] button or any group name
in the Group field on the first screen.
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Setting Up Accountclass Viewing Groups

Accountclass View Group Update (AVGRPSHW)

Financial 07-0001
WEBTools - Acctelass View Group Update

ID: 002
Name:l—
Description |
[ Allowed access to models
R ) ) ) ) ) e e ey
[Fd B Sch Resc ¥ Goal Fune Objt Type [Exclude?
I r
I r
I r
I r
I r
I r
I r
I r
I r
I r
| Field ‘me ‘ To IEEME?
name range range
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_

Resetl Update |

Option Screen | Log Off | Helpl

If you have questions, contact: Support #00T at 650-372-0200 w514

Copyright © 1997-2002 (uinbesential School Spsterns

Date: 02/06/2002 Time: 07:30:31 Page Id# 7 Byies: 4515 File:avgrpshw File#: 514
How much time io build this page? Minutes: 000 Seconds: 00.15

Version: WLO001 0.02.04 comp:09/04102 12:02 P: 61 T:07T3031

Figure 13-3: Accountclass View Group Update (AVGRPSHW)
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Fields on This Screen
ID

Name

Description

Allowed accessto
models

(Account class)

Exclude?

Field name

From range

Torange

Exclude?

The ID number of the group is displayed.

If you are viewing an existing group, the name of the selected
group is displayed.

If you are defining anew group, type in the name that you
want for the group.

If you are viewing an existing group, the description of the
selected group is displayed.

If you are defining a new group, type in the description
that you want for the group.

Type up to 20 model numbers to which the group will be
allowed access.

Typein any specific account codes that you want to include
or exclude from this group's access. You can enter any combi-
nation of numbers and wildcards, but you must fill in this
field completely for the filter to work. Wildcards (?) include
al digits.

Click to place a checkmark if you want to exclude this
account code from the group's access.

L eave blank to include this account code in the group's
access.

Select an account field from the drop-down list.

Type the lowest number of the range you want to includein
or exclude from the group's access.

Type the highest number of the range you want to includein
or exclude from the group's access.

Click to place a checkmark if you want to exclude this field
range from the group's access.

Leave blank to include thisfield range in the group's
access.

13-8
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Setting Up Accountclass Viewing Groups

Accountclass View Group Update (AVGRPSHW)

Buttons on This Screen
[Reset]

[Update]

[Option Screen|

[Log Off]

[Help]

Click [Reset] to restore the screen to the way it was when you
first accessed it. Any changes you have made to the screen
are undone.

Click [Update] to save your changes.

Click [Option Screen] to return to the User Options screen
without saving any changes.

Click [Log Off] to return to the Login screen without saving
any changes.

Click [Help] to view the online help file for the screen.

05/2011
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Setting Up Accountclass Entry Groups Module Navigation

Setting Up Accountclass Entry Groups

A set of two screens makes up the Accountclass Entry Group module of QSS/OASIS
WEBTools.
Module Navigation

To access this pair of screens, click Acctclass Entry Group Setup onthe
User Options screen.

Accountclass View Group Setup

Accountclass View Group List
(AVGRPLST)

|

[Continue] or Group — Group name

l

Accountclass View Group Update
(AVGRPSHW)

Figure 13-4: Accountclass Entry Group Setup Navigation Chart

Purpose

This pair of screens allows you to set or modify permissions for groups of users who
will be able to write to, or make entries to, various accountsin the Budget Develop-
ment module. Individual users can then be assigned to one or more of these groups on
the User Update screen (USERSHOW). See the Financia chapter in the WEBTools
User Manual for details.

¢ Thefirst screen, Accountclass Entry Group List (AEGRPLST), displays the mod-
els, account codes, and field range permissions of the various defined groups.

¢ The second screen, Accountclass Entry Group Update (AEGRPSHW), offers the
ability to change models, account codes, and field range permissions, either for the
selected ID and name shown at the top of the first screen, or for any group name
that you click in the Group field of the first screen.
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Accountclass Entry Group List (AEGRPLST)

Thefirst of two screens displays the models, account codes, and field range permis-
sions of the various defined groups.

Financial 07
WEBTools - Accountclass Entry Group List

Select Group

ID - Name:|nm - test001 [

Feset | Caontinue

Option Screen | Log lefl Helpl

Iﬁ | Growp | Description | Model | Account mask | Field ranges
001 fhest001  ftest111111111111111 |11 0203 PPITRTPIIIINTIIIITII0999-9797 PY 9 -9 (Excluds)
noz [ap & ceounts Payahble 01 02 03 05 66 [FP-27P-7P2- 0092 2.0992.9999.2977-2777 FN 7150 -T150

FD 01 -05

OB 0500 0620
003 Fun7150 [Function 7150 only 01 02 03 05 66 [77-777-777-7777-2-7977-7772-7777-7777 FN 7150 7150

004 FoodSrvee Food Service 010203 R R IR IT90-2977-2777 FD 13 -13
s RE 5310 -5310

[FN 3700 -3700
OB 4300 -4700

OB 4400 -4699 (Exchade)
005 7/12Test’ [BDESETUF display test 01 02 R e R R

Click to access next screen

If you hawve gquestions, contact: Harrizon Ford- 650-372-0200:414

Copyright © 19972002 Jhintessenbial School Spstowms

Date: 100472002 Time: 08:56:45 Page Idé 8 Byies: 37566 File:aegrplst Files: 510
How much time to build this page ? AMinutes: 000 Seconds: 00.84

Version: WLO001 O.02.04 comp:10/03/02 15:06 P: 115 T:085645

Figure 13-5: Accountclass Entry Group List (AEGRPLST)

Selecting a Group ID to Add, Change, or Delete

To select a group ID to change:

¢ If the group ID showing in the ID - Name drop-down list is the same one you
want to change, click [Continue] to access the second screen and make the
changes.
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Setting Up Accountclass Entry Groups Accountclass Entry Group List (AEGRPLST)

¢ If you want to change a different group 1D, click the group name in the Group
field to access the second screen and make the changes.

To add a new group ID:
1. Inthe I D - Name drop-down list, select a number with no name beside it.

2. Click [Continue] to add a new group profile on the Group Update screen.

To delete a group ID:
1. Click to select the group ID to delete from the Group field.

2. On the second screen, delete all the information about that group, including
name, description, and all permissions.

3. Click [Update] to delete the group ID.

Fields on This Screen
ID - Name Select an ID and name from the drop-down list for which to

create or modify settings. The settings for this 1D can be mod-
ified on the second screen.

ID The ID number of the defined group is displayed.

Group The name of the group is displayed.

Click the group name to access the second screen and
modify the group's settings.

Description The description of the group is displayed.

Model The model numbers accessible to this group are displayed.

Account mask The account masks for any accountsthat the group is allowed
to access are displayed.

If any account masks are excluded from the group's
access, thetag (Exclude) isappended to the mask.

Field ranges Any field ranges that the group is allowed to access are dis-
played.

If any field ranges are excluded from the group's access,
thetag (Exclude) isappended to the range.

05/2011 Copyright © QSS, 2011
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Buttons on This Screen

[Reset] Click [Reset] to restore the screen to the way it was when you
first selected it. Any changes you have made to the screen are
undone.

[Continue] Click [Continue] to go to the second screen.

[Option Screen] Click [Option Screen] to return to the User Options screen.

[Log Off] Click [Log Off] to return to the Login screen.

[Help] Click [Help] to view the online help file for the screen.

Navigation to Next Screen
¢ Click [Continue] or agroup name to access the second screen.

Accountclass Entry Group Update (AEGRPSHW)

The second of two screens offers the ability to change models, account codes, and
field range permissions for the selected 1D and name shown at the top of the screen.

You can access this screen by clicking [Continue] on the Accountclass Entry Group
List screen (AEGRPLST).
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Setting Up Accountclass Entry Groups

Accountclass Entry Group Update (AEGRPSHW)

Financial 07-0001
WEBTools - Acctclass Entry Group Update

1D 0oL
Na.me:l—
Deseription |
[ Allowed access 1o models
NN} ) ) e v
[Fd Bdr Sch Rese ¥ Goal Fune Obit Type [Exclude?
I r
I r
I r
I r
I r
l r
l r
I s
I s
I s
| Field |me | To tEElude._,
name range range
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I ||_
INDne jl I |I_
INDne jl I |I_
INDne jl I |I_
INDne jl I |I_
INDne jl I |I_

Resetl Update |

Option Screen | Log Oﬁl Helpl

If you have questions, contact: Support €007 at 650-372-0200 614

Copyright © 1997-2002 Cuintessential School Shstems

Date: 09/06/2002 Time: 08:58:07 Page Id% 10 Bytes: 4516 File:aegrpshw File#: 511
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Figure 13-6: Accountclass Entry Group Update (AEGRPSHW)

05/2011

Copyright © QSS, 2011

13-15



QSS/OASIS Fiscal Year Transition Training Notes

Chapter 13: Tasks Related to WEBTools

Fields on This Screen
ID

Name

Description

Allowed accessto
models

(Account class)

Exclude?

Field name

From range

Torange

Exclude?

The ID number of the group is displayed.

If you are viewing an existing group, the name of the selected
group is displayed.

If you are defining anew group, type in the name that you
want for the group.

If you are viewing an existing group, the description of the
selected group is displayed.

If you are defining a new group, type in the description
that you want for the group.

Type up to 20 budget model numbers to which the group will
be allowed access.

Typein any specific account codes that you want to include
or exclude from this group's access. You can enter any combi-
nation of numbers and wildcards, but you must fill in this
field completely for the filter to work. Wildcards (?) include
al digits.

Click to place a checkmark if you want to exclude this
account code from the group's access.

L eave blank to include this account code in the group's
access.

Select an account field from the drop-down list.

Type the lowest number of the range you want to includein
or exclude from the group's access.

Type the highest number of the range you want to includein
or exclude from the group's access.

Click to place a checkmark if you want to exclude this field
range from the group's access.

Leave blank to include thisfield range in the group's
access.
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Setting Up Accountclass Entry Groups Accountclass Entry Group Update (AEGRPSHW)

Buttons on This Screen

[Reset] Click [Reset] to restore the screen to the way it was when you
first accessed it. Any changes you have made to the screen
are undone.

[Update] Click [Update] to save your changes.

[Option Screen] Click [Option Screen] to return to the User Options screen

without saving any changes.

[Log Off] Click [Log Off] to return to the Login screen without saving
any changes.
[Help] Click [Help] to view the online help file for the screen.
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Copying View/Entry Groups to Another Year

This new feature, introduced in October of 2003, allows you to easily copy Viewing
and Entry Groups from one year to the next. Follow the steps below.

Steps for Copying Groups

Follow the steps below to copy Viewing and Entry Groups from one year to another.

1. From the WEBToo0ls User Options Screen, select WEBToo0ls Setup as shown in
Figure 13-7.

San Mateo 12-0001
WEETools - User Options

| Time |Usernmne| Year | DI-School
[10:44:53 AM |BRET |04 =] || San Mateo High School 12-0001 =l

SMYEBTools Setup
Farent Connection Setup
Farent User Maintenance

WEBTools Screen Setup
District Setup

Figure 13-7: WEBTools User Options Screen

The Web Setup Screen displays as shown in Figure 13-8.
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2. From the Specia Options drop-down list, select Copy Acct. View/Entry Groups
to another year (Figure 13-8), and then click [Go to Special Option].

Demonsiration Site
WEBTools - Weh Setup
Districi:12 School: 1 Year: 04

Contact naxe: |, |ohn Dough - 650-372-0200
Districts can override 'Contact name'? [

Site A |00 o stration Site

Diistricts can override ‘Site hame'? [F

/W\/\/W\/\

Reset ‘ Upcdate “Page expires in 1046 Seconds.

Option Screen | Log Off | Help|

If srom hiavee uestions, contact: Bret Dabel - 630-372-0200514

Copyright © 19972002 Chintessenfial School Systems

Date: 04142004 Time: 10:51:26 Page Id# 3 Bytes: 18372 File:setup File#: &
How much timee to build thiz page ? Minwies: 000 Secondsz: 00.0&

Version: WTGNRL O.02.04 comp:04/07104 09:35 P: 349 T:105126

[Maone ﬂ| Go to Special Option |

Change all users' year
Add default SIF o all users

ct ntry 3 5 Y S| [t | @http:,l’... | @'F\dnbe..l @http:.l’... | @‘HEBT... %F‘aint ﬂ

Figure 13-8: WEBTools - Web Setup Screen

The Process Specia Option Screen will be displayed as shown in Figure 13-9.
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3. Complete the fields described below, and then click [Process Special Option] to
copy the selected View/Entry Groups.

“an Mateo 12-0001

WEBTuools - Special Option: Copy Acct View/Eniry Groups to another vear
District:12 School: 1 Tear: 04

From DI IT From ‘f'nE:as'nr:lF
Ta LI IT Ta 1r’n&:a:r:lF

Frocess Special Option ||Page expires in 739 Seconds.

Dption Screen | Log Off | Helpl

From DI

To DI

From Year

To Year

[Process Specid

Option]

[Option Screen|

[Log Off]

[Help]

Figure 13-9: Process Special Option Screen

Type the 2-digit number of the district from which you are
copying View/Entry Groups.

Type the 2-digit number of the district to which you are
copying View/Entry Groups.

From DI and To DI cannot be used for arange of districts.
Each field refersto asingle district.

Type the 2-digit number for the fiscal year from which you
are copying, such as 04 for 2003-2004.

Type the 2-digit number for the fiscal year to which you are
copying, such as 05 for 2004-2005.

Click [Process Special Option] to copy the selected
View/Entry Groups.

When the copy is complete, you will be returned to the
WEBTOools User Options Screen.

Click [Option Screen] to return to the User Options Screen
without completing the copy process.

Click [Log Off] to return to the Login Screen without
completing the copy process.

Click [Help] to view the online help file for the screen.
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