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OVERVIEW

Contracts allow for pay amounts to be divided over setamount of pay periods. Followingisabrief, step-
by-step overview of the complete contract payment process:

1. Onthe Hours Code that will be used to pay contracts, check the Apply to Contract Pay box.

2. Navigate to Maintenance > Human Resources > Employment Contracts to create a contract
template.

3. Navigate to Human Resources >Workforce Administration >Search.
4. From the Contracts tab, assign contracts to employees.

5. On the Payroll Manager-Initialize Batch page, select the contracts that will be included in the pay
batch.

6. Run payroll.
7. Postpayroll, updating the remaining pay periods and the Last Used in Payroll date.

Note: recommend using annual grades as this works be tter with the contract calculation.

HOURS CODES

Maintenance > Human Resources > Earnings Maintenance >Hours Codes

Before setting up the contract codes, contract hours codes must be made in orderto subtract remaining
balance onthe contract. These can also be for state requirements to track contract and retirement
hours. Applyto Contract Pay mustbe selected forany hours code that will be used to pay a contract
employee. Selecting this box disables the Salary check box.

Note: If you use anotherhours code with the contract checkbox checked, both willreduce the balance.
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Hours Codes List
Hours Code

Code |Contract Admin

Active ¥
Hours Category | REG - Regular V
Description | Contract Administrators

Last Processed Date  NOT USED
Effective Dates @
Start Date | 01/01/1950
Pay Type Information
Pay Type | Other Amount ¥
Heurs Multiplier
Default Amount
Default Percent
Cap atCycle Pay [J
Distribution [Select One]
Debit Account | 6100 - Salaries - Full Time
Debit G/L Account
Project Information

Project Requirement

[ save J Save/New

Cptional r

Hours Options
Taxable Only
Hours Accrual
Salary
Seniority Hours
Employee G/L Qverride
Productive Hours
Workers' Compensation Hours
FMLA Eligible Hours
FMLA Taken Hours

EMPLOYMENT CONTRACT ENTRY

Maintenance > Human Resources > Employment Contracts

Use the fields on this page toadd or edit contract data.

Employment Contract List
Employment Contract Entry

Employment Contract

Premium Pay

FLSA Eligible

FLSA Amount Only
Pension Hours

Apply to Longevity
Apply to Accruals
Certification Applies
Apply to Contract Pay
Time Off Eligible

Code |ADMIN
Description | Admin Contract

Payroll Start Date | g7,24/2016 (o4l
Payroll End Date | 07,/22/2017 m
Contract Start Date | pg/01/2016 m
Contract End Date | 07,30/2017 m
Contract Days 205.0000

Pay Periods | 26

Retirement Hours Code

Retirement Hours

2/38

Payroll Hours Code | Contract Hours - Contract Hou €| =

Last Used In Payroll
Last Changed Date
User

Comments
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Field Description

Required. Identifies the contract. This code must be unique across all
contracts. Once the code has been saved, it cannot be changed. It also cannot

Code . . .
be deleted once ithas been usedin payroll, assigned toan employee or
assignedtoa position.
.. Required. Complete name of the contract. This name will be applied toan
Description

employee’s job.

PayrollStart Date  |Required. Date range during which contract payments will be processed
Payroll End Date through payroll.

Contract Start Date | Date range during which the contract isin effect. This date range will display
Contract End Date |on printed contracts.

Contract Days Total number of days the contract is in effect.

Pay Periods Total number of pay periods over which contract will be paid.

Hours code used to pay the contract employee. The drop-down will contain
PayrollHours Code |all hours codesthat have the Apply to Contract Pay box checkedin
Maintenance.

Retirement Hours | Used to define the ORS hours that will default foran employee, eliminating

Code (Michigan the need to set up separately scheduled hours.

customers) An entryinone field requires an entryin the other.

Retirement Hours |For thefieldstoshow, permission must be given tothem through the
(Michigan Retirement Hours security componentin Maintenance (Maintenance>new
customers) world ERP Suite > Security > Users > User > Permissions).

Status Active or Inactive.

Last Used in Payroll |Last time the contract was processedin apayroll. This date is display-only.

Last Changed Date |Last time the data of the selected contract was changed and the name of the
User userwho changed it.

Comments Free-form commentsrelated to the selected contract.

All data from this page will defaulttothe employee record when the contractis attached to an employee
through the Workforce Administration Contracts tab.

RENEW CONTRACTS

When the data on this page is edited as part of a contract renewal, if you want the renewal to occur
automatically foremployees who are associated with this contract and who have the Active and Renew
Contract boxes checked onthe Contracts tab in Workforce Administration, click the Renewal button. The
Renewal popup willopen.

If you only wantto generate areport showingthe employee contracts that will be renewed, leave the
Report Only box checked, and click OK. A Contract Renewal Report will display in SSRS format, giving you
the optionstoviewitin otherformats or senditto myReports.
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If you wantthe contractsto be renewed, uncheck the box, and click OK. The report also will be displayed.
For each employee, the renewed contract will be added as a row in the Employee Contracts grid onthe
Contracts tab in Workforce, with the payroll startand end dates and the contract start and end dates
defaulted from the Employment Contract Entry page. The job grade/rate will be used tofill inthe
contract amount. All other data fromthe employee’s currently active contract will be copied tothe
renewed contractand may be edited. Only one contract may be renewed atatime.

Note:Since a snapshotof the job grade is taken at the time of renewal, itisrecommended that you

process pay rate changes prior to contract renewals. If a pay rate is not updated before the renewal, it’s
recommnededto delete the conract, change the pay rate in the jobstab, and then manually create the
contract.

# anna -

For the Renewal dates, they need to reflect the dates of the previous contractthatis beingrenewed. For
example, the new contract payroll dates are 07/24/2016 - 07/22/2017, so the renewal date needsto look
at the previous contract date so that it knows whatitsrenewing. Forthisexample, you would need the
dates of 07/22/2015 - 07/23/2016.

Note: Whenthe reportloads, you want the first page to say no records existsince it’san auditreport,
then go to page 2 for the data.

If you wantthe contracts to be renewed, uncheck the box, and click OK. The report also will be displayed.
For each employee, the renewed contract will be added asa row in the Employee Contracts grid onthe
Contracts tab, with the payroll start and end dates and the contract start and end dates defaulted from
the Employment Contract Entry page. The job grade/rate will be used tofill in the contract amount. All
otherdata fromthe employee’s currently active contract will be copied to the renewed contractand may
be edited. Only one contract may be renewed ata time.

@]
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EMPLOYEE CONTRACTS

Human Resources > Workforce Administration >Search > Employee > Contracts

This section of the Contracts tab contains a grid of the contracts that are attached to the selected
employee. Eachrow in the grid corresponds to a contract. Rows are sorted alphabetically by Contract,
followed by Contract Dates in descending order.

On first navigatingto this section, you will see only the active, oropen, contracts. To populate the grid
with all contracts everassigned tothe employee, includingthose that nolongerare active, click the View
All button, located on the right side of the section header.

Timeline Filter [T

]
0912512018
Employment Contracts 2
I S = T~ [paypeioas wemaring
&K W TestContoct-TestCantct 101000213 - Teocher ovorz0rs. 1275172018 V012018 123172018 2 2
e Documents
Summary
B - Notes
Contract Amount  $0.00
eSuite Access
Adjustment Amount $0.00
Employee Service
Paid Amount $0.00

Employment Contracts

Summary

Adjustments

Adjustments &

No Data

Once you have clicked View All, the button label will change to View Open. Click this button to
repopulate the grid with active contracts only.

CONTRACT DETAIL
ADD OR EDIT A CONTRACT

To add a contract to the grid, click the New button, located on the leftside of the section header. The
contract information fillsin automatically based on the contract you pick and then you can select the job.
Make sure the job payrate is up to date because it pulls this one time when you add a new contract and
once you change a job the contract calculation will not change. Otherwise an adjustment can be made
(see adjustment section).

To edita contract, clickthe editicon, located in the left-most cell of the corresponding row. In either
case, the Contract Detail section displays belowthe grid. The fields in this section contain the details of
the contract.

. hew world
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Employee Search

Mahoney, Samantha (2459)
b Y {

-
01/01/2018

Employment Contracts
Contract Job Contract Dates P
m Test Contract - Test Contract 1010-002-13 - Teacher 01/01/2018-12/31/2018 o

De . Documents
@ Notes

eSuite Access Contract

Employee Service Payroll Start Date

Employment Contracts FTE

Payroll End Date
Job Title

Summary Contract Days

Adjustments Pay Periods

Remaining Periods

Save | Save/New | Cancel

Lsst Used In Payroll
Test Contract - Test Contract
12/31/2018 i)
1010-002-13 - Teacher

Contract Start Date
Contract End Date
Active

Renew Contract
1.00 Payroll Hours Code
365.0000 Retirement Hours Code
24 Retirement Hours

24

01/01/2018

BE

12/31/2018
¥
|

Contract Hours - Contract Hou € ~

Contract Detail

The Summary section displays the Contract Amount, Adjustment Amount, Paid Amount, Remaining
Balance, Standard Check and Daily Rate. The Daily Rate is calculated as (contract amount + adjustment
pay)/contract daysand is rounded to two decimal places.

Informationinthis section also appears onthe Employee Information Reportand on all three versions of
the Employment Contract Balance Report.

The followingtable contains descriptions of the fields in the Contract Detail section:

Field ‘ Description
Required. Code and description of the selected contract. Afteranew contract is
Contract saved, this entry cannot be edited. The contract will need to be deleted and re -
added.
PayrollStart
Date Start date required. Date range during which contract payments will be processed
PayrollEnd |through payroll.
Date
Required. Code and description of the contracted job. This selection comes from
the employee’sJobs tab.
When a contract is assigned toan employee, itisassigned to one job onlyand not
. to subsequentjob events. Another contract needs to be assigned toanotherjob.
Job Title . . .
The effective period of a contract cannot overlap with that of another. A base
contract is calculated from the job pay rate.
Aftera new contract is saved, this entry cannot be edited. The contract will need to
be deleted and re-added.
FTE Number of employees (full-time equivalents) who may be active in this position at
one time. This entry will default from the employee’s Jobs tab.
LC)zr;ract Required. Total number of days the contract isin effect.
o® -
o0
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Field ‘ Description

Required. Number of times the contractis paid during the length of the contract.
Pay Periods |Even ifthe employee belongstoapay group, such as Biweekly, the payroll process
will reference this numberin calculating check amounts.
Required. Number of pay periods remaining forthe contract. When a payrollis
posted, thisnumberwill decrease by the number of contract payments that were
. made during the payroll period.
Remaining .
. Payments may include standard checks, separate checks and manual checks. The
Periods . . . . .
Remaining Periods number will continueto decrease until the numberreaches 0.
Note: A voided contract payment will increase the number of Remaining Periods.
Last Usedin |Last time the contract was processedinapayroll.|fa Last Used in Payroll date is
Payroll displayed on this page, the contract details cannot be edited.
Contract
StartDate | Date range during which the contract isin effect. This date range will display on
Contract End | printed contracts.
Date
Active Tellswhetherthe contractis active. This box is checked by default.
Determines whetherthe contract will be renewed forthe employee automatically
when the contract template is updated and renewed from the Employment
Contract Entry page in Employment Contracts Maintenance.
When the contract is renewed, anew contract will be created and added to the
Renew Employee Contracts grid, with the payroll start and end dates and the contract
Contract start and end dates defaulted from the Employment Contract Entry page. The job
grade/rate will be used tofill inthe contractamount. All other data fromthe
employee’s currently active contract will be copied to the renewed contractand
may be edited. Only one contract may be renewed ata time. This processis similar
to the Create Event process.
PayrollHours |Hours code against which the contract is paid. Apply to Contract Pay must be
Code checked onthe hours code in Maintenance.
Retirement |These fieldstrack ORS hours. Whenyouselecta Contract, entries from the
Hours Code |Retirement Hours Code and Retirement Hours fields on the Employment Contract
Entry page in Maintenance will default here but may be overridden or cleared.
Also, the Hours Code field in the Contract Detail section has beenre-labeled as
PayrollHours Code to match the label of the same field onthe Employment
Contract Entry page.
Retirement |Note:Whena contractis renewed, the retirement hours code and hours will
Hours defaultfromthe Contract Detail sectionin Workforce, not from Maintenance.
The selection of a Retirement Hours Code requires the entry of Retirement Hours,
and vice versa.
Note:To use these fields, users will need permission to the Retirement Hours
security component.
. s hew world




Description

Note: Payroll journal creation will include the hours code when creating payroll
journals forwages. Journals will be created at the hours code-accountlevel.

SUMMARY

Human Resources > Workforce Administration >Search > Employee > Contracts

The Summary section, located immediately below the Employee Contracts section, summarizes the
employee’s active contract, showing the total amount of the contract, the total amount of adjustments
withinthe current payroll, the total amount that has been paid on the contract, the remaining balance of
the contract and the amount of the standard checkissued for the contract.

Note: This section will not display data until you have selected a contract in the Employee Contracts grid.

Employee Search

Mahoney, Samantha (2459) ¥ I LD ERSLEY Employee Contracts

010172018 09178120
q Contract Days 265.0000 Retirement Hours Code =
Pay Periods 24 Retirement Hours

e Documents Summary
@ - Notes

eSuite Access

Contract Amount $49,649.60

Adjustment Amount $0.00
Employee Service Faid Amount  $0.00

Employment Contracts

Remaining Balance $49,649.60
Standard Check $2,068.73

Summary DailyRate  $136.03

Adjustments

Field Description

Total dollaramount of the contract. Thisamount comes from the Pay Ratesgridin

Contract X ; ‘

Amount the Payroll section of the Jobs tab. Changing the pay rate on the Jobs tab will not
affectthe Contract Amountinthe Summary section.

Adjustment )

Amount Total dollaramount of the adjustments that have been made to the contract.

Total dollaramount of the contract that has been paid to the employee to date
within the payroll start and end dates of the contract, usingthe hours code that has
Paid Amount |beendesignatedin Maintenance as applicable to contract pay.

Including payments made by separate or manual checks written as a result of
contract adjustments, thisamountincreases accordingly with each payroll post.

Remaining Contract Amount plus the Adjustment Amount minus the Paid Amount. Once

Balance contract is finished, this will be empty.

Dollar amount of each check paid to the employee, equaltothe Remaining Balance
Standard - . . ) .

divided by the Remaining Periods (from Contract Detail section of Employee
Check . .

Contracts). Thisamount may change as a result of adjustments.

. ™
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SUMMARY SECTION CALCULATION EXAMPLE

Contract Amount = $60,000
Adjustment Amount = $2,000

Paid Amount (have paid 10 out of 20 pays) = $30,000
Remaining Balance =$32,000

Standard Check (if 10 pays remain) = $3,000

If number of paymentsischanged so that 8 remaininstead of 10, the Standard Check will equal $4,000
(Remaining Balance of $32,000 divided by 8 payments)

DAILY RATE

Human Resources > Workforce Administration >Search > Employee > Contracts

Daily Rate has been added to the Summary section of the Contracts tab. It is calculated as (contract
amount + adjustment pay)/contract days and is rounded to two decimal places:

Employee Search

Timeline Filter IR ReRlrtt

y, Samantha (2459) d yee C s
: 4
01/01/2018 09/72/20
Centract Days 365.0000 Retirement Hours Code -
Pay Periods 24 Retirement Hours

&b - Documents Summary

@ - Notes

Contract Amount  $49,649.60
eSuite Access Adjustment Amount $0.00
Employee Service Paid Amount  $0.00

Employment Contracts

Remaining Balance  $49,649.60

Standard Check  $2,068.73
Summary DallyRate  $136.03
Adjustments

Thisinformation also will appearon the Employee Information Reportand as a new columnonall three

versions of the Employment Contract Balance Report.

. hew world
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EMPLOYEE INFORMATION REPORT

Human Resources > Reports > Employee Reports > Employee Information Report
mployee Information Report
myReports

PEE(XD 4% _
Employee Information Report

S [Report 1-50 ¥ M (r041) . .. t Ier Effective 09/17/18
= Reports for NWS . . [ ]

~
1= [ current tec ”H]O\O"'I
_L‘ M Employee Information Report
il Employee Information Report Employee Statis Department Tite Benefit Group

2459 Mahoney, Samanth. Active Fire/Fire tons 4044-1558-01 - 24Fire Fighter Fire 24 Hr 5hift
[ Contract Statements =ensy B P Fe

'@ [ substitute Teacher Hours Import - o - Employment Contracts

~  Contract Test Contract - Test Contract Last Used in Payroll

@ O Payraoll Initialization Audit Report Payroll Start Date 01/01/2018 Contract Start Date 01/01/2018
[ Position M File Listi Payroll End Date 12/31/2018 Contract End Date 12/31/2018
L ‘osition Master File Listing Job Tite 4D44-158-01 - 24Fire Fighter Active
Bl [ asset Data Sheet FTE 1.00 Renew Contract
Contract Days 365.0000 Payroll Hours Code Contract Hours - Contract Hours
[ Asset Data Sheet Pay Periods 24 Retirement Hours Code
D Asset Data Sheet Remaining Periods 24 Retirement Hours
. P Summary  Contract Amount $49,645.60
I:] O Requisiticn Error Listing Adfustment Amount §0.00
El [ Requisition Edit Listing Paid Amourt 50.00
T [ Open Enroliment Initialization Remairing Balance  $48,649.60
m R Standard Chedk $2,068.73
O Open Enroliment Initialization Daily Rate $136.03
. o—

EMPLOYMENT CONTRACT BALANCE REPORT

Human Resources > Reports > Employment Contracts > Contract Balance Report

Employment Contract Balance Report

. . . t Ie r Contract Effective Date 09/17/18
. . ® Sort by Employee - Contract

echno|0g|e5 Summary Listing
Pay Periods
Remaining Standard
Employes Contract Contract Dates Pays  Remain Status Contract Amount  Adjustments Paid Amount Balance Check  Daily Rate
444 Ackermann, Alexandro Test Contract 01/01/2018 - 12/31/2018 24 24 Active 38,584.00 0.00 0.00 38,584.00 1,607.67 105.71
AJR

Total $38,584.00 $0.00 §0.00  538,584.00
2459 Mahoney, Samantha  Test Contract 01/01/2018 - 12/31/2018 24 24 Active 49,649.60 0.00 0.00 49,649.60  2,068.73 136.03

Total $49,549.60 $0.00 $0.00  $49,649.60

Grand Totals 2 $88,233.60 $0.00 $0.00  $88,233.60
Fun by NWS on 08/17/2018 16:33:50 PM Pagelof 1

ADJUSTMENTS

Human Resources > Workforce Administration >Search > Employee > Contracts

Located immediately below the Summary section, the Adjustments section contains agrid of the
adjustments that have been made to the contract within the payroll startand end dates. Each row inthe
grid corresponds to an adjustment.

Rows are sorted by Datein descending order, from latestto earliest.

Adjustments may be made to contract amounts and number of payments. An adjustmentin pay may
occur whenan employeeearns an additional degree, such asa master’s (any kind of pay rate change).

10/38
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Only the adjustments that occur up to the pay ending date of a payroll period are included in the payroll
calculation.

Timeline Filter

e Sea
oney, Samantha (2459) ¥ ployee Contracts
" .
01/01/2018 Ugiﬁj‘
Adjustment Amount $U.00
Paid Amount $0.00

T o sosow

Standard Check $2,068.73

De- Documents
& - Notes Daily Rate $136.03

eSuite Access

Employee Service

m Date Adjustment Type Adjustment Amount Last Used in Payroll
09/17/2018 $1,500.00 Days were added to contract
Saw

Employment Contracts
Summary | Save | Save/New | Cancel | Adjustment Detail

Adjustments Adjustment Date | 09/17/2018 = Include in Budget @

nt Type | Days Change o~ Comments  Days were added to contract
Adjustment Amount $1,500.00

ADD/EDIT ADJUSTMENT

To add an adjustmenttothe grid, click the New button, located on the far-left side of the section header.
An adjustment acts like aschedule as faras loading into payroll. The remainingbalance divided by the
remaining pay periodis the amountthat will load into the next payroll. Make sure to do the adjustment
before youinitialize payroll. If not, you can import contract pay peremployee or by batch.

To editand adjustment, click the editicon, located in the far-left cell of the grid. In both cases,
the Adjustment Detail section displays below the grid. The fields in this section contain the details of the
adjustment.

ADJUSTMENT DETAIL SECTION

Adjustment | Date the adjustmentisrecorded.
Date

Adjustment | From Validation Set 390, Employee Contract Adjustment Type.
Type

Adjustment | Dollaramount of the adjustment. This number may be positive or negative.
Amount

Last Used Displays the date of the last time the adjustment was processed in a payroll.

in Payroll

Includein Selecttoinclude the contractamount and adjustments of an employee's primary
Budget jobin Position Budgeting calculations. Standard check amounts with any

adjustments that have Includein Budget selected will be budgeted.

11/38
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Comments | Free-form comments related to the adjustment.

Note: Once an adjustmenthas been processedinapayroll, it cannot be edited or deleted.

PAYROLL

Human Resources > Payroll Manager

INITIALIZE PAY BATCH

Located on the leftside of the page, the Pay Batch Summary section lists unposted pay batches currently
inthe system. Every payroll hasits own Pay Group and Batch Number, so that multiple pay batches may
bein progress at the same time.

Note: If you want a quick snapshot of the status, start date, end date and check date of a pay batch,
hoverthe pointeroverthe Batch Number.

Initialized batches are displayed in blue and bold, uninitialized in gray. Initialized batches that have been
printed also will show a printer symbol to the right of the batch number.

1. Tonarrow the list of pay batchesinthe Pay Batch Summary section to all batches of a particular
pay group, clickinthe Pay Group field, and select a pay group fromthe resultinglist.

2. Clickthe uninitialized (gray) Batch Numberyou want. The Initialize Batch page will open.

Note: A double-arrow buttoninthe top-left corner of every Payroll Manager page lets you display or hide
the Pay Batch Summary section. If the double arrows are pointing to the right, click the button to display
the Pay Batch Summary section. When the sectionis displayed, you may select another pay batch. If the
arrows are pointingtothe left, click the buttonto hide the section.

3. Visiblewhen Split Payrollby Fiscal Year is selected on the Financial Management Setup page of
Company HR Settings, Split Date is required if you wantto split payroll. The default split date will
be the first day of the Default Fiscal Start Month selected on the G/LSetup tab of the Company
Suite Settings page.

Note: If batch initializationis submitted with a split date thatis not the first of the month, the following
warning will be provided: "The expected Split Date is the first day of the month." The employee wages
will splitfrom this day forward.

If an employee has abenefit (Benefit A) with the Split Between Fiscal Years check box selected on
the Benefit page in Maintenance and another benefit (Benefit B) with the check box deselected,
Benefit Awill be prorated based onthe wage; forexample, if the benefitis 500 and the employee
ispaid 200 in the first month and 800 in the second month, 20% of 500 will goin the first month
and 80% will goin the second month. All of Benefit Bwill gointhe second month.

4. To determine whatinformationisloaded and created when the pay batchis initialized, select or
deselectthe applicable boxesinthe Options section:

. hew world
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13/38

Load Scheduled Hours
Create One-Time Deductions
Create One-Time Direct Deposits

Bringin Contract Pay gives you the optionto include orexclude employee contract pay in the
payrollinitialization process. Select the check box toinclude contract pay. If you deselectit,
employees with contracts will be included in the initialization, but their contract pay will not; you
will have the option to add contract pay afterthe initialization. In eitherinstance, all employees
inthe selected pay group, with or without contracts, will be included in the initialization.

) - Initialize Batch

Start Date 07/22/2017 End Date 08/04/2017 Check Date 08/11/2017
Options

Load Scheduled Hours |«
Create One-Time
Deductions

Create One-Time Direct
Deposits

Bring in Contract Pay |+

Employment Contracts

Admin Contract
Test Contract

| w

7

(a(2(3

Available: 2 Selected: 0

[ Submit J Reset |

If applicable, inthe Available employee contracts list box, select the contracts that are to be
includedinthe pay batch, and move themto the Selected box. Along with the schedule forthe
relatedjob, the initialization process willbringin the selected contracts for payment. The payroll
calculation will divide the flatamount of each contract by the number of pays.

Click Submitto begin the initialization process.

If errors occur, the process will be suspended, and the errordescriptions willdisplay at the top of
the page. Errors must be fixed before a payroll can proceed. Common error messages referto
employees without generalledgeraccounts, positions or primary departments. If the

. hew world
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initializationis successful, asmall popup will opento tell youthe "Calculation completed
successfully."

Note: often all contracts are moved overunless there are some contracts that don’t get paid
every pay period forexample those with periodiclump sums.

6. Click OK on the popup. The Payroll Manager home page will reopen, with hyperlinked
descriptions and correspondingicons of all steps involved in processing the initialized batch
displayedinworkflow order down the left side of the page. All steps may notbe required to
complete your payroll. Typically, the minimum number of required stepsinclude Centralized
Hours Entry, Validate, Payment Processing and Post Payroll.

Note: Once a pay batch has beeninitialized, you may suspend and restart the payroll process for
that batch at any time before the actual checks are processed. However, if a mistake is make on
theinitializescreen,you have toreinitialize payroll.

Note: For K-12 organizations Organization sets are not used in payroll, instead employees are
assigned full GLaccounts. Also note that the Retro Pay module cannotbe used.

Once the batch is open, you can see the loaded contractsin the timesheets.

Payroll Manager - Centralized Hours List

Employee Hours Entry - 1541 Dunderman, Theresa

Pay Group and Batch 2201716 -BW  Totals Job Information
Pay Start Date  7/22/2017 Regular Hours 80.0000 Job  1517-110-01 - Asst. City Assessor
Pay End Date  8/4/2017 Premium Hours 0.0000 Department FIN_ASG - Finance/Assessing
Regular + Premium 80.0000 Rate 88,432.3400
Other Pay $18,265.00 G/L  107-15-17 - General, Finance, Assessing
Employee Name 14/ 4 | Dunderman, Theresa v
e~
7/22/2017 Contract Admin - Contre ¥ £18265.00 | 1517-110-01 - Asst. City ¥ 0
v v M= O
v v v g o
“ “ “ ﬂ o
v v v B O
v v v 3 o
w w w ﬁ o
v v v 5 o
w w “ ﬁ o
v v M= O
Page [4]/4 ] Page2of2 v bk
=1 =
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IMPORT CONTRACT PAY

Human Resources > Payroll Hours > Import Contract Pay
Import Contract Pay

Pay Group BW vl
Batch bl

Employes v

Comtract Pay Not [
Imported

All Contract Pay [

The most common use case iswhen they made changes to Contracts after payroll was initialized and they
needthose changesaccounted forin payroll.

Note: To use this feature, users willneed permission to the Import Contract Pay security component.

The factors determining the amountto be paid for a contract will include the following:

e Posted payroll (notthe current batch or any open batches)

e Plusor minusadjustmentsas of the pay end date of the batch, divided by the remaining pay
periods priortothis batch

Note: When the contract pay s initialized, contract pay amounts that have occurred during the current
payroll will notbe considered.

Field Description

Pay group to be initialized. This selection filters the Batch drop-down so that

pay Group only those batches associated with the selected pay group will show.

Batch Identifies the unposted batch of pay data to be initialized.

Onlyone of the following three may be selected:

For the selected batch, drop-down contains all employees who had their

Employee .
pioy contracts selected but whose contract pay has not been imported.

Contract Pay Not |Selectto have contract pay imported forall employees onthe Employee
Imported drop-down.

Selectto have previously imported contract pay deleted and re-imported for

All Contract Pay allemployees onthe Employee drop-down.
o? ;
o0
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IMPORT SUBSTITUTE TEACHER HOURS

Human Resources > Payroll Hours > Import Substitute Teacher Hours

If your organization uses athird-party programto track substitute teacherwork data, you will import
those hours to the Substitute Teacher Entry page usingthis feature. Import files mustbe in CSV (comma
separated values) format.

User Permission to Import Substitute Teacher Hours

To use the Import Substitute Teacher Hours feature, users will need permission toits security
component:

1. Navigate to Maintenance > new world ERP Suite > Security > Users.
Selectthe user.

Click the Permissions button.

Click the Show Search link.

AR

In the Component Name field, type import substitute teacher hours (the fieldis not case
sensitive).

6. Clickthe Search button. The grid will refresh to show the Import Substitute Teacher Hours
component.

7. SelectAllsothat a greencheckappearsinthe column.

8. Click Save.Permissionto Import Substitute Teacher Hours will take effect afterthe userlogs off
and logs back on the system.

0%
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SAMPLE THIRD-PARTY FILE, EACH LINE EQUATING WITH ONE SUBSTITUTE TEACHER
HOURS RECORD

m H = Batch 1420 Test Import -
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Acrobat TEAM
= I}'(- Cut Calibri ‘n A == #- SwepTea Date . ;-r_:
‘B Copy ~ =
pé_“e 3rn:..,t Pairter BT U- “- H-pA- === £ E EMergeBiCenter ~ & - % * %00 -ii::::ln':-lgal' F
Clipboard ] Font ] Alignment . Humibe ]
Al - fs 9/1/2014
A B C 8] E F G H 1 J K L M
1 | 3;"1}'2014. 1000 2462 SICK 8 Training 2397 other pay 1 100
2 | 9/8/2014 1000 COmP 4 holiday 2397 93 0.5
3 | 9/9f2014 1000 2452 COMP & holiday 2397 1
o Hbdpssen 1000 2462 COMP 8 2397 1
T Rbapapen 1000 SICK 8 2397 93 1
G B 1000 SICK 4 2397 93 0.5
7 | 9/1/2014 1002 VACATION 8 2398 1
2 | 9/g/2014 1002 2785 VACATION 8 2398 93 1
9 | 9f9/2014 1002 2785 VACATION 4 2398 93 0.5
10 | siesir e 1002 2785 VACATION 4 2398 0.5
11  #EiR 1002 VACATION 4 2398 0.3
12 | AR 1002 VACATION 4 2398 0.5
13 | 9/1/2014 1004 ComMpP 4 2399 other pay 0.5 100
14 | 9/8/2014 1004 VACATIOR 8 2399 1
15 | 9/9/2014 1004 VACATIORN 4 2399 0.5
16 | sshsREs 1004 ComMp B 2399 8
17 | HEskEsEd 1004 DAN 4 Training 2399 other pay 0.5 100
15 sispagi 1004 other pay 8 2399 other pay 1 100
19 | 9/1/2014 1006 SICK 8
8

20 | 9/8/2014 1006 comp

Items each line may contain and orderin which they must appearto be imported successfully
1. Work Date required. Date the time is entered under. MM/DD/YYYY format.
2. TeacherEmployee Numberasfoundin New World ERP.
3. TeacherOverride Position as found in New World ERP. Maximum 20 characters.
4

TeacherHours Code as foundin New World ERP. Hours code to which teacher'stime is booked.
Maximum 16 characters

wu

Hours Worked forthe Work Date and Teacher Hours Code. Maximum 10,4 characters.

6. Reason Code forhours as foundin NewWorld ERP. Itis the code, not the description, in
validation set 59. Maximum 32 characters.

7. Substitute Teacher Employee Numbers asfoundin New World ERP.
8. Substitute TeacherOverride Position as foundin New World ERP. Maximum 20 characters.

9. Substitute Teacher Hours Code as foundin New World ERP. Hours code to which substitute
teacher'stimeis booked. Maximum 16 characters.

. hew world
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10. Substitute Teacher Days worked forthe Substitute Teacher Hours Code. Maximum 2,1
characters.

11. Override Substitute Teacher Daily Amount paid forthe Substitute Teacher Hours Code.

12. Override Organization Set/Override GLAccount general ledger organization code orgeneral
ledgeraccount number, depending on configuration, as found in New World ERP. Maximum 64
characters.

13. Comments free-form comments. Maximum 64 characters.

FIELDS IMPORT WIZARD PAGE 1

Import Substitute Teacher Hours

2 3

Import Specifications

Pay Group ﬂ
Batch and Check Date il K=Y
Date | 09/17/2018 i
Import File I Browse...
Description

View Import History =3
Field ‘ Description

Pay Group Required. Pay group for which hours will be imported.

Batch and . . . _
Check Date Required. Pay batch and check date for which hours will be imported.
Date Required. Date of the import. The current date is the default. Click the calendar

promptto selecta different date ortype the date directly inthe control.

Required. Import type defined in Maintenance (Maintenance > new world ERP
Suite > System > Import/Export >Import Type List). Click the drop-down prompt
Import Type |to selectfroma list of available import type(s).

Note: The list will contain only the payroll import type(s) you definedin
Maintenance.

Required. Tellsthe pathtothe CSV file you are importing. Click the Browse

l t Fil i i i
mport Fiie button to selectthe file ortype the path directly in the control.

Description Required. Free-form description of the import, 50 characters maximum.

To resetentries tothe way they were when page 1 of the import process last was opened, click Reset.

Aftermaking yourentries on page 1 of the importwizard, click Nextto open page 2.
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Import Substitute Teacher Hours

R 2 3™

Import Summary Processing Options
Records Validated 0 Import Substitute Hours
Records with Errors 7 Print Error Listing

Substitute Teacher Data Validation Errors

e o

K K KTl
1 Work Date should be a valid date format.

Work Date should be a valid date format.
Work Date should be a valid date format.
Work Date should be a valid date format.
Work Date should be a valid date format.

Work Date should be a valid date format.

[ I SR TE I W B 1]

Work Date should be a valid date format.
This page displaysasummary of the initial processing of the importfile, including the details of any data
errorsthat have been detected.

The Import Summary section tells how many payroll hours records are valid forimportand how many
records contain errors.

The Substitute Teacher Data Validation Errors section describes the dataerrors.
In the Processing Options section, you may select any of the following:

Field Description

Import Imports payroll hours records that have been deemed valid forimport (see
Substitute Hours Import Summary section). This check box is selected by default.

Generates alisting of errors associated with the importand sendsitto
myReports. This check box is selected by default.

Import Substitute Teacher Hours
myReports

PEEIXD49 B
M4 Report1-50 (] [ P1] (138, Substitute Teacher Hours Import — Error Listing

[ m[— | B : : . tyler Pay Batch: 2201715 - 7/28/2017

= O current

technologies

B [ Payroll Initialization Audit Report Line Number E\':'*Masag; SR Warning
Werk Date shoul a valic e format.

T [ Position Master File Listing Work Date should bo o valid date format.

=) [ Asset Data Shest Work Date should be 2 valid date format.

a0 Work Date should be 2 valid date format.

:] Asset Data Sheet Work Date should be 3 valid date format.

El [ Asset Data Sheet

2l [ Requisition Error Listing

Print Error Listing

O W e

Weork Date should be a valid date format.
Work Date should be a valid date format.

Afterreviewingthe information and making yourselections, click Finish to completethe import process
and openthe third and final page of the import wizard.

19/38 ’5:. new world

a tyler erp solution



Import Substitute Teacher Hours

L L
Processing Options Substitute Teacher Hours Process Errors
Records Processed 0 Message

W
0 -0 of 0 records
m View Import History

This page shows the results of the import, includingthe number of records imported successfully. If
errorsoccurred, the errormessages and the line numbers where they appearwill be listed underthe
Substitute Teacher Hours Process Errors header.

If you wantto re-importthe file orimporta newfile, click Reset. You will be returned to the first page of
the import wizard.

If you needto go back and view the results of an import, click the View Import History button available
on all three pages of the import wizard.

View Import History m
e o e e ]
s i i K v

0-0of O records III 50 -
==
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If a pay batch of imported records has been printed or posted, the Delete button on the View Import
History dialog will be disabled.

Once you have imported the records, navigate to Human Resources >Payroll Hours > Substitute Teacher
Entry, selectthe Pay Group, the Batch and Check Date, and click Search. The records will populatethe
Substitute Teacher Entry grid.

r Entry - Pay Group and Batch 1420

Wirk Daie Teacher Job Hours Cade Haurs Reason Subsstutn Teacher Jub

Haues Cade Days Daly Ameurt Organization Sat Commants
= = Gaecel | | Sawe

WorkDste 1 @ |TeacherMo_ 1 B |Tescher Name I = ® | Substitute Tescher Mu_. @ Substitute Teacher H_

Ieaned [T Wi Fogarson Aman M 11 - REGISTRY  Vacssen - Vacsien 80000 2405 Trinstse, Shire ¢ 1135 - STOF D

Imgaried [t 00000 2407 Bosmer, Brady S 1137 - SR AUDI
Imporied [T 000 Malesiy, Soamy K 2962 - DEPUTY...  Sick - Sick Used 0000 Tramng - Tramng 2397 Tyman, Bethany B 3052995 AL Other Pay - Other Pay
Iganed [t 002 Basin, Tony R IS5 -DPTY SH . Vecason - Vicasen £0000 28 Kilirg, Bianna 835-80CWIF . SUR PAY - Seb Téa
Imearied [Pt 004 Swarsen Remon | 178 40000 230 Staantury, Desn H 1120-9-SRA  Oher Pay - Other Pay
Imporied [T 006 Matter, Derick Sick Used £.0000
Imearied [EAtn Wiz Duryos, Relange £ 234 - PROB UM Sick - Sick Used £0000 2406 Hitunan Abari M 1136-DFTY 5K SUB PAY - Seb Tea
Imgaried [T W15 Echavar, Alina 2932-DFTYC . Ceme- Come Time. £0000 2400 Coa, Lavell A 12 - PROE OFF1, SUB PAY - Seb Tea
Imporied [T F w7 Fandel JaydonS 323 CASEMG... Vacalion - Vacalion £.0000 2410 Wirks, Guilerma E Jr 1140- COR OF . SUE PAY - Ssb Tea
Imgaried [t W18 Fnady, Shayies 145-CASEM. . Came- Come Time. £0000 U Viezi, Tracy J 0B -OFTY SH  SUB PAY - Seb Taa
Imeoried [Pt 010 Jsudy_ Michel P 19 SOCWLFR. . Vacalon - Vacaion 40000 418 Shinaeery, tsrasl 1626 CASEM  SUS PAY - Seb Tea
Imparied [t 2t Befingham, Alex A 1678 PUBHLT... Comg - Comp Time. £.0000 2008 Bartabch, Mariasa 1704 - COR OF . Other Pay - Other Pay
Imeoried DD 22 Lugwane, Francis 22-SRASTPU.. Vacalon - Vacaion £0000 2410 Trigpatt, Camanne L 1705 - STE M3, SUE FAY - Seb Ta
Imporied L2t 40 23 Ssanoc, i 173 PROGRA . Vacsion - Vacsien £0000 242 Padey, Deshawe A 70 U8 P
Imgaried [l w24 Trabucco, Kaybe & 24- NUTRITION... Come - Comp Time. £.0000 22 Gunssiman, lesish V08-SR AST. U8 P
Imporied [T 25 Hilagas, Barosice 25 - COR OFFIC... Vacson - Vacstion £0000 33 Sossaman, Frincess | 1700 - CHIEF M... Ofhar Py - Other Pay
Imgoried DR 26 Ticcard, Afyam A 2342-SRAST..  Come. Come Time £0000 224 Castright, Taya F 790 SYSS AN SUS PAY - Ssb Tea
Imgaried [l (7] Symcuse, Lonnie L 54 - OFFICE AST  Sick- Sick Used 40000 204 Dweck, London VNZ-COROF . SUB PAY - Ssb Ten
Imgoried DR 020 Lesaris, Kacay 1451 ACCTE. . Vacaton - Vacaion £0000 a7 Scallan, Dwayna A 99 - BLDEMAIN... SUS PAY - Ssb Tea
Imparied DR 033 Pacis, RammM 1534 DFTY 8H... Sick - Sick Used £0000 2428 Dermamitt, Kameark; T4 PUBHLT.. 808 PAY-SsbTaa..

< >

(e e o o
o v

Deletn  Fush

Note: When a recordis importedinto Substitute Teacher Entry, all corresponding records in Payroll
Hours are invalidated.

Payroll Manageralso provides an option to import substitute teacher hours.

SUBSTITUTE TEACHER ENTRY

Human Resources > Payroll Hours > Substitute Teacher Entry

Use this page to make teacherand substitute teacherentries foraselected work date. Youcan import
thisinto payroll ontop of what is already there. This allows of a substitute to take on attributesforwho
they are subbingfor (GLs, etc.) and receive aflatamount pay forthe day. Thiscan be worked onevenif
payrollis notopen.

Search for the pay batch.
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Substitute Teacher Entry

Pay Batch

Pay Group | NN v |

Batch and Check Date ¥ %

Enter inthe substitute perthefieldsinthe table below.

Substitute Teacher Entry
Substitute Teacher Entry - Pay Group and Batch 2201715 - BW 07/28/2017

Work Date Teacher Job Hours Code Hours Reason
09 . =

Substitute Teacher Job Hours Code Days Daily Amount Organization Set

Comments
Cancel | | Sove 1
I e T e e S o i e
2 Both 09/25/2018 2456 Mahorey, Samantha  0409-165-02 - H.. 10 REG FT - Regular-.. 0000 | CP - Comp Adjus... 1424 A - B

5 (409-165-02 - H... 10 REG FT - Raguls 8 g Adj Abaja, Morgan B

1 | 5o EEN == |
i ™

Delete Push

Note: To use thisoption, users will need permission to the Substitute Teacher Entry security component.

Field Description

Date for which hours are beingrecorded. If the date does not fall between the
pay batch start and end dates, it will appearinred. If Default Work Dateis

AL SI2ETE selected onthe Hours Entry Setup page in Company HR Settings, today's date will
defaultinthe field.
Teacher Teacherwho required asubstitute.
Job Teacher's primary job as of the Work Date selected.
Hours Code |Required ifa Teacherisselected, hours code forteacher'sabsence.
Hours Requiredif ateacherisselected, numberof hourstakeninleave.
Reason Reason forteacher's absence.
?::.Cs;iglte Teacherwho substituted.
Job Substitute teacher's primary job as of the Work Date selected.
° o': h
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Field Description

Requiredif asubstitute teacherisselected, hours code for substitute payment. If
Hours Code |a substitute teacherhours code defaulthasbeensetupin Company HR Settings,
it will default here. Only flat-amount hours codes apply.

Days Requiredif asubstitute teacheris selected, proportion of aday being subbed.
Daily Requiredif asubstitute teacheris selected, pay rate for the substitute. If
Amount applicable, the dollaramount from the hours code will default here.

An override general ledgeraccount forthe substitute. If ateacherand substitute
G/L Account |are selected and the teacherhas one distribution, the teacher's general ledger
account will default here.

Comments |Free-formtextcomment.

Afteryou have made your selections, click Save to validate and save them. A row containing your
selections will be added to the grid. In the first column of the grid, use the Indicatordrop-downtoselect
whetheryou wantthe grid to show only the rows with errors, only teachers, only substitute teachers or
teachersand substitute teachers. If one or more errors occurred on validation, ared X will displayinthe
second column. Click the X to display a pop-up of the error description(s).

To push one or more validated substitute teacher hours entries to payroll hours entry, select the check
boxes corresponding with the appropriate entries, and click the Push buttoninthe bottom-left of the
page.To pushall validated hours entries, you need only click the Push button without selecting check
boxes.

Oncein payroll hours entry, the hours are not editable since it’s pulling directly from this module, soyou
will needtodoany updatesinthe Substitute Teacher Entry and re-submitted.

If a substitute teacherentryincludes afull-time teacherand a substitute, two payroll hours records will
be createdin hours entry.

For manual check processing, select only ateacheror substitute teacher, since the pay batch will contain
onlyone employee.

Changinga recordin Substitute Teacher Entry will invalidate all corresponding records in payroll hours
entry.

To delete arow from the grid, selectitand click the Delete buttonin the bottom left of the page.

Note: Substitute teacherentries cannot be edited after checks have been printed or posted.
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REPORTS
CONTRACT STATEMENTS

Human Resources > Reports > Employment Contracts >Contract Statements

Using mail merge templates, the Contract Statements page lets you generate and print the contracts that
employees may review, sign and return to the appropriate departments.

Contract Statements

Load Saved Report v Distribution Group v @
Override Report Title Email Group T B
Contract Date e

Form Letter | ECA Teacher Contract ¥

Combine Secondary
Contracts

Employment Contracts

Admin Contract
Test Contract

-
.

| w

(o (2(3

Available: 2 Selected: 0

SECURITY

Unlessyou choose to include each employee’s secondary contract data with the primary contract data on
the same statement, one statement per contract will be produced foreach employee.

Data fields may be added, deleted and rearranged on the mail merge templates. A sample mail merge
template, HR Contract Statements, has been created for use in Mail Merge Templates (Maintenance
> new world ERP Suite > System > Mail Merge Templates).

. hew world
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FIELDS

Field Description

PayrollStart . ) )

Date Required. Payrolldate range for which contract statements will be generated.
Statements will be generated for selected contract types that were being paid

Payroll End duringthistime.

Date
Required. Mail merge template to be used in generatingand formatting the
statements. Templates are sorted alphabetically on the drop-down. Toview, edit

Form Letter . . . .
or create a mail merge template, navigate to Maintenance > new world ERP Suite
> System > Mail Merge Templates.

Combine Determines whetherto group an employee’s secondary contract job(s) onthe

Secondary same statement with the primary contract job. Secondary contract data will be

Contracts summarized.

LIST BOXES

Use the Employment Contracts list boxes to select the contract types for which statements will be
generated. Toselectacontract type, move itfromthe Available box to the Selected box.

The contract typeslistedinthe Available box come from the Employment Contract List page in
Maintenance (Maintenance >Human Resources > Employment Contracts).

Once you have made yourentries on this page, click the Submit button to create the statements
inmyReports. The formwill generate, fillingin the tagged fields automatically.

* < New world
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https://nwerphelp.tylertech.com/nwerp_help_2018.1/Content/Home%20Page%20Navigation/myReports.htm

[[#start:letter]][[pagebreak]]

This contract between is between Tyler Technologies and [[FirstName]] [[LastName]].

This is an agreement that the employee agrees to employment for the 2018-203 school yearl per agreed
upon conditions.

Employee agrees to all policies laid out by the corporation and therein follows these policies throughout
the contract term.

Tyler Technologies agrees to compensate employee for service under this contract as
[[insert:Primarylobs]] of said corporation the sum of [[ContractAmount]] for the period of the
contract.

The contract is executed in duplicate this [[date]].

Signed:

Tyler Technologies

Teacher Contract

Approve:

(Teacher)

[[#end:letter]]

(Superintendent)

CREATE A MAIL MERGE FORM

26/38

Navigate to Maintenance > new world ERP Suite > System > Mail Merge Templates.

From the Mail Merge Types drop-down, select Sample Templates. Use these templatesto create
your mail merge form.

Click the Description link of the form you want to create. A File Download popup opens.

Click Open. The sample template opensin Microsoft Word. You may work off this formor begina
new Word document. The fields in brackets [ ] are the mail merge fields.

*05 ot new world
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10.
11.

12.

13.
14.

15.

16.

27/38

Copy and paste these fields where you want the information to appear on the mail merge form.
All forms must begin with [[#start:letter]][[pagebreak]] and end with [[#end:letter]].

Afteryou have edited the form, navigate to File >Save As. The Save As popup opens.

Save the form as the file type specified on the template to the drive and folder of your choice.
Afteryousave the form, check itin. This process savesitto the New World ERP server.

From the Mail Merge Types drop-down, select the type of formto check in.
Click Add to add a new form. An Upload Document popup opens.
Selectthe File Type (RTF, XML, etc.). Type a Description forthe form.

Browse forthe file you saved onyour computer. Double-click the file to enteritinthe File box on
the Upload Document popup.

Click OK. The form you uploadedisaddedto the grid on the Mail Merge Templates page,
showingagreen checkmark in the Status column.

The second half of the check-in processinvolves placing a copy of yourfile on the server.
Click Filing and Check In. The Upload Document pop-up opens again.

Browse foryour file. Double-click the file to enteritin the File box of the Upload Document
popup.

Click OK. The form is checkedin, and the green check markis removed from the Status column of
the Mail Merge Templates page.

Now that yourform is checked in, click Filing and Finalize to complete the process. A padlock
iconappearsin the Status column of the Mail Merge Templates page. Your mail merge form now
may be used.

*; . Nnew world



Mail Merge Templates

Mail Merge Types | HR Contract Statement v
7 7 7 7 A

ECA Teacher Contract rif nws 09/10/2018 02:54 PM

< H

Add Delete  Download  Filing

® & © o

Back Check Qut Finalize Permissions

. hew world
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SAMPLE FIELDS WITH TAGS:

[[#start:letter]][[pagebreak]]

Date: [[date]]

Employee Name:

Employee Number:
Employee SSN:

Contract Description:
Payroll Start Date:
Payroll End Date:
Contract Start Date:
Contract End Date:

Pay Periods:
Contract Amount:

Employee Grade:

Employee Grade Step:

Projected Annual Salary:

[[FirstName]]
[[MiddleName]]
[[LastName]]
[[Title]]
[[Suffix]]

[[EmployeeNumber]]
[[EmployeeSSN]]

[[ContractDescription]]
[[PayrollStartDate]]
[[PayrollEndDate]]
[[ContractStartDate]]
[[ContractEndDate]]

[[PayPeriods]]
[[ContractAmount]]

[[EmployeeGrade]]

[[EmployeeStep]]

[[ProjectedAnnualSalary]]

Contract Days: [[ContractDays]]
Pay Group: [[PayGroup]]
° o': .
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Standard Pay Check:

Daily Rate:

Primary Adjustments:

Total Adjustments:

Secondary Adjustment Total:

Secondary Contract Total:

Grand Total:

Adjustments
[[insert:Adjustments]]

Secondary Jobs

[[insert:SecondaryJobs]]

[[#end:letter]]

[[#start:Adjustments]]

[[StandardPayCheck]]

[[DailyRate]]

[[PrimaryAnnualAdjustment]]

[[GroupedAnnualAdjustment]]

[[SecondaryAdjustmentTotal]]

[[SecondaryContractTotal]]

[[GrandTotal]]

[[ContractDescription: Contract:20:left]]

[[AdjustmentDate: Adjustment Date:20:center]]
[[AdjustmentType: Adjustment Type:20:left]]
[[AnnualAdjustment: Annual Amount:20:right]]

[[#end:Adjustments]]

[[#start:SecondaryJobs]]
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[[ContractDescription: Contract:30:left]]
[[ComputedJobTitle: Job Title:30:left]]
[[ContractAmount: Amount:30:left]]

[[#end:SecondaryJobs]
EMPLOYMENT CONTRACT BALANCE REPORT

Human Resources > Reports > Employment Contracts >Contract Balance Report

This page lets you generate reports showing the remaining balances of employee contracts. Accordingto
the effective date, contracts and departments you select, the appropriate data will be extracted fromthe
Workforce Administration Contracts tab and providedin SSRS format, with options torecastthe datain
otherformatsfor easy editing.

Employment Contract Balance Report

Load Saved Report [v] Distribution Group [wv] 5= |
Cverride Report Title Email Group ﬂ @
Contract Effective Date i Contract Status Al ﬂ

Report Type Summaryﬂ Sort By Employee - Contractﬂ

Admin Contract
Test Contract

[ 4

Vs
.

(a(2 (3

Available: 2 Selected: 0

You may run summarized and detailed versions of the report and sort the output by employeeor
contract.

PERMISSIONS

e Departmentsecurity willbe handled through the report userinterface.
e Securitywill be by department, filtered by user.

e Witha contract tiedtoa job, the department security configured for that contract will be used.

. hew world
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DEPARTMENT SECURITY SETUP

1. Navigate to Maintenance > new world ERP Suite > Process Manager.
2. SelectPayroll-Department/Employee Inquiry.
3. Clickthe Set Up Departments button.
4. Setupthedepartmentsforthe user.
5. Click Save.
SECURITY COMPONENT

To authorize userstoview and generate the Employment Contract Balance Report, followthese steps:

1. Navigate to Maintenance > new world ERP Suite > Security > Users. The User List page will open.

o v o W N

Selectthe user.

Click the Permissions button. The Permissions page will open.
Clickthe Show Search link, located in the top-right corner of the page.
In the Feature Group field, select HR-Reports.

In the Component Name field, type contract balance. (Entries are not case sensitive, and partial

entries are acceptable.)

7. Clickthe Search button.

8. Selectthe Employment Contract Balance Report row.

9. Clickinthe All cell until agreencheck mark appearsinthe All and Printcells.

10. Click Save.

11. For the authorization to take effect, the userwill need to log off and log back on.

FIELDS

Field Description

Savesthisversion of the report as a template forlater use. Whenyou click Save, a
dialogwill askyouto name the report. Type the name, and click OK. The next time
LoadSaved |youwantto runthisreport,selectitsnamefromthe Load Saved Reportdrop-
Report down, and the fields will be populated automatically. If necessary, you may edit
entries before runningthe report. You may save as many templates asyou would
like.
OB Overridesthe default reporttitle, (Employment Contract Balance Report
Report Title P ! POy port.
Distribution |A group of people selectedtoreceive the reportin myReports. Clickin the field to
Group select froma list of existing groups, or click the blue-eye promptto create anew
° d
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Field Description

distribution group. The report willbe sentto myReports foreach personinthe
group.

A group of people selected to receive the report by email. Click in the field to

Email Grou . -
p selectfroma list of existing groups.

Beginning contract date--forexample, selecting a date of 11/01/2013 and a
Contract Contract Status of Active would return all active contracts as of a start date of
Effective Date|11/01.2013. You may click the common dates promptto selecta list of time
intervals, such as, This Week, Last Month, This Year, etc.

Summary or Detail.

Summary displays one line per contract with corresponding values for the
contract. The adjustment total will reflect the aggregate amount of all

Report Type |[adjustmentsthat make up the total.

Detail display the adjustment amount per contract foran employee. The total of
each adjustmentlineitemisthe sum of the total adjustmentamounton the
summary reporttype.

Contract

Active, Inactive or All contracts.
Status

Sort options forsummary reportonly: Employee-Contract or Contract-Employee .
Sortby Thisfieldisdisabled whenthe Report Typeis Detail. The detail report sorts
automatically by employee.

MULTI-SELECT LIST BOXES

The Contract, Department tabs contain multi-select list boxes for the selection of contracts and
departmentstobe includedinthe report. Select at least one contract and one department.
From the Available list box, select one or more contracts or departments.

To select multipleitems dispersed throughoutthe list, hold down the <Ctrl>key while selecting. To select
multiple, consecutive items, hold down the <Shift>key, and select the firstitem, then the last. Selected
items will be highlighted.

To move selected items from the Available to the Selected list box, click. To move all items, selected or
not, to the Selected box, click.

To returnselected itemstothe Available box, click. Toreturn all items to the Available box, click.

Aftermakingall of yourselections on this page, click Submitto generate and display the report. Once the
reportdisplays, you will have the opportunity to send it to MyReports as a PDF or to save the data in
otherformats, such as CSV, Excel and Word.

Note: Amounts showninthe Summary section of the Workforce Administration Contracts tab should
equal the amounts shown onthe Employment Contract Balance Report.
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Employment Contract Balance Report

. Q Q t Ie r Contract Effective Date 09/17/18
. . ® Sort by Employee - Contract

technol 10g1es Summary Listing
Pay Periods
Remaining Standard
Employee Contract Contract Dates Pays  Remain  Status Contract Amount  Ad Paid Amount Balance Check  Daily Rate
444 Ackermann, Alexandro Test Contract 01/01/2018 - 12/312018 24 249 Active 38,584.00 0.00 0.00 38,584.00 1,607.67 105.71
AR
Total $38,584.00 50.00 50.00 $38,584.00
2459 Mashoney, Samantha  Test Contract 01/01/2018 - 12/312018 24 24 Active 49,649.60 0.00 0.00 49,649.60 2,068.73 136.03
Total £49,640.60 £0.00 $0.00  949,649.60
Grand Totals 2 $88,233.60 £0.00 $0.00  $88,233.60
Run by NWS on 09/17/2018 16:33:50 PM Page 1of 1

OTHER YEARLY PROCESSES
FISCAL YEAR END ACCRUALS

Human Resources > Year End Processing> Fiscal Year End Accrual Report

This processis just for K-12 Michigan customers. Dependingonwhen you runthis, it will calculate the
expensesforany payrolls remaining from that point forward until the end of the contract year. It will
generate alJournal Importfile foreach pay period thatis thenimported onthe FM side, so the payroll
expense isrecognizedinthe currentfiscal year.

If your fiscal year differs from your contract year, you may run this report to determine your remaining
contract expenses following the end of the fiscal year; forexample, if the fiscal yearends on 6/30 and
teachers'contracts run until 8/30, the report will show whatisleftto be paid between 6/30and 8/30.

All employer-related costs, including wages, employer taxes and benefits, will be calculated. Once this
data is generated, contract-year payments may be exported to the fiscal-yearbooks.

'::. new world
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Fiscal Year End Accrual Report

Load Saved Report v Distribution Group v @
Qverride Report Title Email Group v @
Accrue Thru Date E
G/L Date 5
Report Type v
Admin Contract
Test Contract 4
»
-
4
Available: 2 Selected: 0
Field Description
Accrue

Required. Amounts calculated from today’s date through this date. Data will be calculated

VAR according to the number of pay batches created during this time frame.

Date

Required. Date the results of the calculation are to be exported to the Financial
G/L Date ManagementJournals. The text (csv) filethatis created as part of the report processand
intended forexportto the Financial Management Journals will contain this date.

Required. Summary or Detail. The summary report will present databy employee, while

ReportType the detail report will present data by batch.

MULTI-SELECT LIST BOXES

Use the multi-select list boxes to select the types of contracts, benefits and taxesto be includedinthe
calculation. Toselecta contract, benefitortax, click the correspondingtab. The listbox on the left
(Available) is populated with all available selections. In this box, select the contract, benefit ortax tied to
the employees you want the report or transmittal file to contain, and click the right-arrow button to
move yourselectionstothe listbox onthe right (Selected).
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Note: The contract typeslistedinthe Available box come from the Employment Contract List page in
Maintenance (Maintenance >Human Resources > Employment Contracts).

Note: In selecting the taxes, you will wanttoinclude only the employer-related taxes: FICA, Medicare,
FUTA and SUTA.

Once you have made yourselections on this page, click the Submit button to generate and submitthe
Fiscal Year-End Validation Error Report, Fiscal Year-End Journal Register and Fiscal Year-End Journal
ExportFile to myReports. The data in the Fiscal Year-End Journal Export File matches the standard text
(csv) file format that may be exported to the Financial Management Journals.

Each export file will equal one pay batch; forexample, if five pay batches are included inthe time period
for whichthe reportisrun, five export files will be created.

Although payrolls are calculated through this process, they are not actually run (referto the example
below).

Note: Each time thisreportis submitted, data will be recalculated.

EXPORT TO FINANCIAL MANAGEMENT JOURNALS

To exportfiscal year-end accrual datato the Financial Management Journals, follow these steps:

1. Navigate toFinancial Management >Journals > Journals. The Journal List page will open, showing
agrid of journals.

2. Clickthe Import button, located inthe bottom border of the grid. The Journal Import page will
open.

3. InthelmportTypefield, selectJournal Import (Standard CSV). (The Fiscal Year-End Journal
Export File, generated when you runthe Fiscal Year-End Accrual Report, has been designed for
thistype ofimport.)

4. Performthe remainingsteps of the import process.

When the next normal payroll processis run following the date of the import, you will reverse
the journal that has been posted to Financial Management to create a net effect of zero.
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SAMPLE FISCAL YEAR-END JOURNAL EXPORT FILE

Al - £ 11/18/2011

A 8 C D G H
1 lan010  -2463989 AA
2 EEEEERE AAOL2  1773.44 cA AA
3 sEpsspss AAO12  196309.3 EA AA
4 unmssH AA111 553279 AA
5 aaEEEESE AA 100 23.74 AA
6 HumsEES AAYE 111/ 162618.5 AA*E*02*1116
7 s AAYE 111/ 306633.3 AA*E*03*1109
8 uEssuEEE AAE 111/ 5349.76 AA*E*04*1115
9 ummsuEEE AAYE 111/ 0.6 AA*E*05*1000
10 ##usEE AAME 111/ 12 AA*E*08*1110
11 spsssssy AAYE 111/ 5821.76 AA*E*09*1117
12 ausssnd AA*A111/ 769076 AA*A*05*1000
13 sEs#sEHE AATE 111/ 1139.54 AA*E*19*1310
14 spsusssy AAYE 121/ 7977 AA*E*19*1310
15 sufEEnE AAYE 111/ 3.23 AA*E*21°3200
16 #u#EEs#H AAYE 111/  4008.95 AA*E*23%2120
17 Hppssssy AA*A 111/ 1913.24 AA*A*25%2130
18 HE##HEEE AAA 111/ 5310.92 AA*A*28%2400
19 spuuspey AAFA 111/ 0.6 AA*A*40*2600
20 sususnd AAYE 124/ 15024 AA*E*40*2600
21 HEsHEESE AAYE 111/ 2013.12 AA*E*40*2600
22 Hussssuy AA*B 111/ 398903.7 AA*B*05*1000
23 atHstd AA*B 111/ 5000 AA*B*10°1112
24 HbsHEESE AA*B 122/ 13507 AA*B*28%2400
25 upmusped AA*B 111/ 2006.25 AA*B*28*2400
26 HE##EHH AA*C 111/ 330991.3 AA*C*05*1000
27 sgsusgsy AASC111/  643.07 AA*C*09*1118
28 HEp#usd AA*C 111/ 14918.76 AA*C*28*2400
20 E#EEREE AATF 111/ 214719 AA*F*14*1200
30 sessupss AAYF121/ 9948 AA*F*14*1200
21 HiHHHEHE AARC 119/ TeAO0 DA AARC*IA%216N
M <> M| QYWOOOPN0003099600 73
Ready

The image above shows the format of the file you will export to Financial ManagementJournals.

From lefttoright, the file contains the following columns of data:

GL Date

GL Account

Amount

Description (blank)

Sou

rce (blank)

Due To/Due From Fund

Org

Set

Project Code 1

Project Code 2

Project Code 3
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PAY RATE INCREASES

At the beginning of the school year (usually around October but timeframe varies school to school), most
schools give pay rate increases to theirteachers. Due to how contracts workin the system, New World

usually scripts this process.

*; . Nnew world
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