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SALARY VERIFICATION SYSTEM

Data Control and Research
Salary Verification System
Getting Started the First Year

Create a salary schedule for each Employee group you will be working on.
Example, Teachers, extra duty schedules, custodians, 12 month support staff etc. You can work on as many
bargain groups that you want at the same time. You typically setup a salary schedule for each bargaining
unit.

Creating salary schedules is mandatory. You can not proceed without creating a salary schedule.

Example - Create a salary schedule named TCH for the teachers.

Note - Do not include the year of the schedule in the schedule name. This will cause you extra work
in future years.

Create the Employee group codes to assign to the employees. You will define a Bargaining unit, position,
and assignment for each of your employee groups. This can be as simple as a bargaining unit coded TCH
with description Teacher with no position or assignment code. Or as detailed as TCH with Teacher being the
description, position code 7" with 7" grade as the description and SCI with Science being the description.
Creating employee group codes is mandatory. You can not proceed without creating employee group

codes.

The bargaining unit code is used to process groups of employees in the following ways:
B Mass step increase the group of employees in future years.
B Mass load new contract data into the payroll system.
B Reporting purposes.
Example - You can setup a bargaining unit of TCH for teachers, CUST for custodians, SS9 for
Nine month support staff, etc ...

The position code is used to specify the job position within the bargaining unit. It is used in the
following ways:
B For reporting purposes.
Example - You can setup a position code of TCH for teacher, SEC for secretary, JAN for janitor,
etc...
The position code is not mandatory but you may want to plan out your reporting needs before you
decide on whether to specify position codes.

The assignment code is used to specify the assignment within the position and bargaining unit. It is
used in the following ways:
B [f you print salary notices, it uses the assignment description to print on the salary notice.
Example - You can setup an assignment code of MATH for Math Teacher, SEC9 for Nine month
secretary, etc...
The assignment code is not mandatory but you may want to plan out your reporting needs before
you decide on whether to specify assignment codes.

Create your school codes.
B School codes are used for reporting purposes.

Create your Department Codes.
B Department codes are used for reporting purposes.
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Once the above has been completed you can proceed with entering employee data thru the Salary
Verification Input screen. This is where you will define specific information about an employee in order to
start creating the employee’s contract information for the next school year.

Note - Using the Salary Verification Input screen will not change current payroll information in any way.
The concept of this system is to allow you to start getting next years contracts ready without
affecting the current years contracts.

After entering salary verification information you can verify the data by running the salary verification alpha
report.

If you are going to print salary notices(letters), you may want to print them to verify that they print the way
you want.

Note - Please inform DCR of the format and the contents of the salary notice. We will be happy to work
with you on producing the Salary Notice. We have many examples of Salary notices for you to look at.

After your last payroll for a given bargaining unit you can load the Salary Verification data into the payroll
system by running the Mass update Salary Verification data to Payroll process.

Note - Make sure you have run all payrolls for the bargaining group you are working with.
You can run this process in a trial mode. We suggest strongly to run a trial before you mass update
to payroll. As always with any mass update, you should have a good backup of the PAYMAST and
PAYFILE before running.

Please call if you have any questions.
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Data Control and Research

Salary Verification System
Getting Started after the First Year

Before you start working on the Salary Verification data for the next year make sure you have a good backup
of the following files from the previous year. The files are:
HRSALVER, HRSALSKD, HRSCHFIL, HRDEPFIL. If you need assistance with this task please call
DCR Staff.

If the salary schedule(s) need to be changed , change them. Use the same schedule name that the
employees were assigned to last year. Do not create new schedule names such as TCH11 when you
already have a TCH schedule setup for 2010. Simply change the TCH schedule thru salary schedule
maintenance for the 2011 salaries

Note - Make sure you print the salary schedule and verify it before proceeding.

Make any changes necessary such as Lane changes. Also, delete any employees from Salary Verification
that will not be coming back the next fiscal year.

Run the Mass step increase process in a trial mode. This will produce a report showing the old step,

lane and Salary and the new step, lane and Salary the employee will be moved to.
Once you feel comfortable with the trial, run the Mass step increase process in the update mode.

Note - Make sure you have a good backup of the File HRSALVER before updating.
Add as many new employee’s as you are aware of.

Run reports to verify data. Salary verification alpha report to verify employees, run the Salary verification
report by account to make sure that they are distributed correctly.

Run Salary Notices if applicable.

Load new contract data to payroll. This can be run as a trial first and should be run as such.

Note - Only Load the salary verification data to payroll after all prior year payrolls are completed for
the bargaining unit you are working on. Make sure you have a good backup of the files
PAYMAST and PAYFILE before loading data.

Please call if you have any questions.
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OVERVIEW

The Salary Verification System is a sub-system of the DCR
Payroll System that allows you to enter contracts without
updating the live files. A variety of reports are available for
editing, etc. Once all contracts are settled an update process
is available to write all the contracts into the live Payroll
files.
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SALARY SCHEDULE MAINTENANCE

M Salany Schedule Maintenace - Inguire Mode d J
File Mew Edit Inquire Delete Print Exit Help Special Keys

District

Schedule Matne

step

Lane

Salary Amourt

Haourly Amourt

Feoll Step

ok | Cancel

Schedule Step Lane Iwount Roll Step Hourly Amt

TCH o3 EL 40,246.00 04 .oogooo -~
TCH o3 EA+15 40,796.00 04 -000000
TCH a3 ML 45,972.00 04 -000000
TCH o3 MA+30 48,062.00 04 .oogooo
TCH o3 MA+60 &0,152.00 04 -000000
TCH 04 BA 40,796.00 05 -000000
TCH 04 EL+15S 41,346.00 0s .oogooo
TCH 04 MA 46,062.00 0s -000000
TCH 04 MA+30 50,152.00 05 -000000 b

Frimne [ ] s

1 e 1 - M Salary Schedule Main...

GETTING AROUND THE MAINTENANCE SCREEN

1.

+NOTE: If you try to edit, delete or inquire on a schedule name that does not exist the following
message box will display "RECORD NOT ON FILE ***". Click the OK button to return to the

Buttons available are as follows:
New = Add a record

Edit = Change a record

Delete = Delete a record

Inquire = Ingquire on a record
Print = Print a report of all records in file
Exit = End and return to main menu

Schedule name field.

2.

3.

Click on any box to enter or edit the data in that box.

Existing data records will appear in the lower scroll box.
Clicking on any line will populate the data entry fields.

FIELD DESCRIPTIONS

1.

2.

Schedule Name - This field is a 10 digit alphanumeric field.

Step - This field is a 5 digit alphanumeric field.
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Lane - This field is a 10 digit alphanumeric field.
Salary Amt - Enter the salary amount for this step & lane.

Hourly Amt - Enter the hourly amount for this step & lane if
needed.

Roll Step - Enter the step that this schedule name would be
rolled over to for the next year. If a lane is frozen it would
be the same as the step. I.E. step 18 rolls to 18.
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SCHOOL CODES MAINTENANCE

Ml Salary Verification School Codes Maintenace - New Mode |LHEH§\
File Mew Edit Inguire Delete Print Exit Help Special Keys
217
C

EARLY CHILDHOOD CEWTER

Cancel

ARGO COMM HIGH SCHOOL
CENTENMNIAL MIDDLE SCHOOL
EARLY CHILDHOOD CENTER
LINCOLMN ELEMENTARY
WASHINGTON ELEMENTALRY

I b T

GETTING AROUND THE MAINTENANCE SCREEN

1. Buttons available are as follows:
New = Add a record
Edit = Change a record
Delete = Delete a record

Inquire = Inquire on a record
Print = Print a report of all records in file
Exit = End and return to main menu

+NOTE: If you try to edit, delete or inquire on a School name that does not exist the following message box
will display "RECORD NOT ON FILE***". Depress the enter key to return School Code.

2. Click on the box you wish to enter or edit data in.

3. The existing records will appear in the lower scroll box, clicking
on any line will populate fields on data entry screen.

FIELD DESCRIPTIONS

1. Code - This is a 4 digit alphanumeric field.
2. Code Type - This is a 2 digit alphanumeric field.
3. Description - This is a 30 digit alphanumeric field.
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DEPARTMENT CODES MAINTENANCE

M Salary Verification Dept. Codes Maintenace - New Mode \LHE”£|
File Mew Edit Inquire Delete Print Exit Help Special Keys

OPERATIONS & HAINTENANCE

“ Gancel

ART PROGRAM
ATHLETIC

INFORMATION TECHNOLOGY
MATH PROGRAM

MUSIC/ CHORALE

COPERATIONS & MAINTENANCE
REMEDTAL REALDING
SOCTAL STUDIES

[ ] e

&, ® %5 2:31PM

GETTING AROUND THE MAINTENANCE SCREEN

1. Buttons available are as follows:
New = Add a record
Edit = Change a record
Delete = Delete a record

Inquire = Ingquire on a record
Print = Print a report of all records in file
Exit = End and return to main menu

+NOTE: If you try to edit, delete or inquire on a department name that does not exist the
following message will display "RECORD NOT ON FILE***". Click the OK
button to return to the Dept code field.

2. Click on any box to add or edit existing data.

3. Existing department codes will appear in the lower scroll
box. Clicking on any line will populate the data entry
fields.

FIELD DESCRIPTIONS

1. Code - This is a 4 digit alphanumeric field.

2. Description - This is a 30 digit alphanumeric field.



SALARY VERIFICATION SYSTEM

EMPLOYEE GROUP CODE MAINTENANCE

B Employes Group Codes Mainienace - New Hode ==
File Mew Ed Inquire Delste Print Exit Help Special keys

District

Bargaining Code TCH

Postion Code

Assignmertt Code MUSIC

Bargaining Dest TEACHER

Posftion Desc: ELEMENTARY

Agsignmertt Desc MUSIC FROGRAM

Payroll Assignmert Cacle 61

Ok | Cancel

Bary. Code Position  Assigmment Barg. Desc Pos. Desc Assig. Desc

F/R Assimm
TCH ELEH 18T TEACHER. ELEMENTARY 15T GRADE 532 A
TCH ELEH HUSIC TEACHER. ELEMENTART HUSIC PROGRAN 61
TCH ELEH SF TEACHER ELEMENTARY SPEC_ED READING 12
TCE HS ART TEACHER. HIGH 5CHOOL ART PROGRAI 22
TCE HS HATH TEACHER. HIGH SCHOOL ALGEERA/CALCULUS 67
TCE HS MUSIC TEACHER. EIGH SCHOOL MUSIC PROGRAM 44
TCH HE 55 TEACHER. HIGH SCHOOL SO0CIAL STUDIES 88
TCH [5 IRT TEACHER. WIDDLE SCHOOL ART PROGRAIN 21
TCH 5 MATH TEACHER MIDDLE SCHOOL HATH 11z~

Fdira [ ] s

I = 1 ] M Ervployes Group Cod...

GETTING AROUND THE MAINTENANCE SCREEN

1.

+NOTE: If you try to edit, delete or inquire on a Bargaining unit name that does not exist the following
message will display "RECORD NOT ON FILE***". Click on the OK button to return to the

Buttons available are as follows:
New = Add a record

Edit = Change a record

Delete = Delete a record

Inquire = Ingquire on a record
Print = Print a report of all records in file
Exit = End and return to main menu

Department code field.

2.

3.

4.

Click on any box that you want to enter or edit data.

The existing data elements will appear in the lower scroll box.

Click the OK button to accept the new or edited record.

FIELD DESCRIPTIONS

Bargaining Unit — This is a 5 digit alphanumeric field.
Position Code — This is a 5 digit alphanumeric field.

Assignment Code — This is a 5 digit alphanumeric field.

Bargaining Unit Description — This is a 30 digit alphanumeric

field.
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Position Description — This is a 30 digit alphanumeric field.

Assignment Description — This is a 30 digit alphanumeric field.

Payroll Assignment Code - This is a 6 digit alphanumeric field.

This is used to tie the salary verification bargaining unit to
the payroll assignment code if you wish.

10
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SALARY VERIFICATION INPUT

M Salany Verification Input Maintenace - New Mode 3 ﬂ
File MWew Edt Ingure Deleke Exit Table Codes Help Special Keys Pension Codes Chart

District Ermployee Number | 319543716 GERTIE MAE A TACKIE
Tat# Cortract TRS Typeof

Sal Distr.
Sey.  Seq Fl Scheclule Step Lane Hourly Wiage Annual Salary  poo pg e

[2 T [rcH Jo1 [BA+15 | 000000] 39696 00] 1.00] 26] 2] E

Type of
Pay Cycle

[ o[TcH [ELEM [usic  [rEs Juus [HUSIC PROGRAM

Bargaining Uml‘ Pasifion | Asswgnmenll Sehl | Dept | Salary Description

Accourt Number | - Cost Center = 20( Pension Code CC Petiods  CC Percent  CC Annual
iforked of Salar: Amourt of Salar
1 [i1z0  Jiiz Jio4]o [E | LS50

Ok ‘ Cancel |

Salary Verification Data

01 01 TCH 01 Eatls MUSIC PROGRAM 1-1130-112-102-0 L5000 19,848, 00
01 0z TCH 0l Batls HNUSIC PROGRAM 1-1130-112-104-0 . 5000 19,848.00

Total Annual Salary =» 39,696.00

i m

GETTING AROUND THE INPUT SCREEN

1.

Buttons available are as follows:

New = Adding of a record
Edit = Change data in an existing record

Inquire = Ingquire on a record
Delete = Deletes an item of a record
Exit = Ends out of the program and returns you to main menu

Clicking on exit will exit you out of the program and return
back to the main menu.

Click on the employee number field to access an employee by
typing their name or SSN #. Clicking on the employee number
button will allow you to see a scroll box starting at a name or
character. (You can also depress F2 key to get the same lookup
in the employee number field.

FIELD DESCRIPTIONS

1.

EMPLOYEE NO. - Enter the employee's social security number or
type the employee’s last name. This can be a partial name. If
it brings up the wrong employee enter the Page down key to
progress to the next employee or Page Up to go to a previous
employee. Clicking on the Employee Number box will allow you to
do a drop down employee lookup starting a name or character
string.

11
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SALARY SEQUENCE - This is a user defined sequence number. Think
of this as a contract, salary sequence 1 is the base contract,
salary sequence 2 1is an athletic stipend, salary sequence 3 is a
longevity contract etc.

DISTRIBUTION SEQUENCE - This is a user defined sequence number
for the number of different distributions this contract is being
charged to. If an employee’s base contract is split to multiple
accounts, he would have salary sequence 1 distribution sequence
1, salary sequence 1 distribution sequence 2 etc.

FL or FLAG - This field indicates an 1nactive status if needed.

SCHEDULE - Enter the schedule name that corresponds to this
contract. These names have to first be entered through the
Salary Schedule Maintenance screen. Click on the Schedule button
to see a list of all schedules.

+NOTE: If a schedule name is inputted that does not exist out in the schedule maintenance file the
system will indicate Record not on file — click OK to continue..

6.

STEP - Enter the step that this salary amount is designated for,
again, this needs to be a valid step in the schedule indicated.

LANE - Enter the lane that this salary amount is designated for,
must be wvalid.

+NOTE: If the lane inputted is not a valid entry, but the step is the following message will display
LANE NOT IN SCHEDULE . Click OK to continue.

8.

10.

11.

12.

13.

HOURLY WAGE - This will automatically display amount entered for
this Step & Lane from the Salary Schedule Maintenance screen if
an hourly rate has been indicated in the schedule. This field
is also used to indicate a part time employee. Example, if an
employee is half time enter .5 and the system will compute .5 of
the salary at that step and lane. Depressing enter or tab will
default to full time.

ANNUAL SALARY - This will automatically display amount entered
for this Step & Lane from the Salary Schedule Maintenance
screen. You may also manually enter a annual salary amount for
this contract (I.E. 28000. or 2800000 = 28,000.00).

TOTAL # PDS — Used if the employee is working extra periods
(most commonly in a High School environment) .

CONT PAYS - Enter the number of pays for this contract. If this
is an existing employee this will default to whatever is on
their current payroll record.

TP PAYS - Enter the number of teacher pension pays for this
contract. If this is an existing employee this will default to
whatever is on their current payroll record. If this is a non-
TRS employee enter 0.

TYP SAL - Enter the type of salary this is for, valid entries
are:

12



SALARY VERIFICATION SYSTEM

B = Base Contract, S = Supplemental Contract or E = Extra Pay

14. TYPE OF PAY CYCLE - This field gives you the opportunity to roll
different groups of employees in the same schedule at different
times.

15. BARGAINING UNIT - Enter appropriate bargaining unit (I.E. Cert).
Click on the Bargaining Unit button to see a list of wvalid
bargaining units.

16. POSITION - Enter position this contract is for (I.E. 77

Tchr) .

Click on the Position button to see a list of valid positions.

Grade

17. ASSIGNMENT - Enter assignment of for this position (I.E.
Science). Click on the Assignment button to see a list of valid
assignments.

18. SCHL - Enter school where this position will occur (I.E. Cen).
Click on the Schl button to see a list of valid schools.

19. DEPT - Enter the department this contract is for (I.E. Eng).
Click on the Dept button to see a list of valid departments.

20. SALARY DESCRIPTION - This is a user defined field available to
put in a description of this contract i1f needed.

21. ACCOUNT NUMBER - Enter the account number this contract is to be
charged to. For existing employees this will default to the
account number on their payroll record. This can be changed for
the following year without it affecting the current year.

22. PENSION CODE - Enter the appropriate pension code as follows:
1=TP,2=FICA ONLY,3=FICA & IMRF,4=NO PENSION,5=TP & MED, 6=MED
ONLY. For existing employees this will default to what is
currently on their payroll record.

23. CC PERIODS WORKED - The number entered in this field will be used
to calculate the percentage of the salary to be charged to this
account number. This number is divided into the amount entered
in Annual Salary. The total of all items charged must equal the
total Annual Salary or you'll get the following balance error:

SALARY = .00 - DISTRIBUTIONS = 0000.00 = BAL. ERROR OF 0000.00
YOU MUST BALANCE DISTRIBUTIONS TO SALARY -

24 . CC PERCENT OF SALARY - The percentage will automatically display
dependent on the numbers entered in CC Periods Worked & Annual
Salary.

25. CC ANNUAL AMT OF SALARY - The amount to be charged to this cost 13
center will automatically display.

Cancel if you do not wish to save data. Click OK when data entry
Is completed and data is correct.

13
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Salary Verification data will display in the scroll box below the OK
and Cancel buttons.
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