Presented By:

Jami Mayfield

~ Payroll Tips & Tricks




Welcome
to KS

Skyward

Users
Group

Payroll Tips & Tricks

By spending a little extra time on setup, you can save yourself time every single
work day in the future!

REMEMBER: Proper Preparation Prevents Poor Performance!

How Employee Type Code Defaults can be your best friend
* How setting up Deductions and Benefits can save you time
 Setting up A-loads in payroll
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How

Employee
Type Code
Defaults
can be your
best friend

4l Codes % (1,331)

""" ] Go to Employee Configuration - CF

IJ Go to Employes Utilities - UT
E-£3 Codes - CO

{1 ACA Employee Category Codes - AE
-] Add On Codes - AD

~{] Ancestry Codes - AC

~{] Assignment Codes - AS

~{] Benefit Codes - BE

-{ ] Building Codes - BC

{1 Calendar Codes - CA

{1 Calendar Event Codes - CE
~{] Calendar Event Dates - CD
-~ Certl Codes - C1

-1 Cert2 Codes - C2

-{ ] Certification Type Codes - CT
~{] Check Location Codes - CL
~{] Competency Codes - CP

~{] County Codes - CC

~{] Deduction Codes - DE

~{] Degree Codes - DG

-~{] Department Codes - DP

~-{ | District Credit Type Codes - DC

-{] Employee Types Codes - ET

-1 Gender Identityj- GI
~{] Grade Codes -
~{] Group Codes - GC
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List of employee type codes, you can then expand the arrow
to the left of the employee type code you want, or ADD new

p Employee Type Codes - WH\EP\PS\CO\ET - 25355 - 05.21.10.00.12 - Google Chrome | = | & [% ]
A Notsecure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hpretbrws001.w?isPopup=true
Employee Type Codes (164) @O 5 2

Views: | General v| Filters:| *Skyward Default v| hid w IE_] L& Add

Code & Short Descriplion Laong Description Count
ACCOM Accompanist Accompanist 0 Deleie

ADCTR  Admin Center Admin Center Staff

ADSAL 12 Sal NonEx 12mo Sal NonExempt
ADSUP Admin Support Admin Center Support Staff
ATHL Athletic Direct Athletic Diractor

ATHLW  Athletic Worker Athletic Worker

CERT Certified Certified Staff 84

I e ‘ o d e Cony CONVERSION CONVERSION 27
CROSS Crossing Guard % Crossing Guard 0

b
»
How :
»
b
4
4
»
b
P CUST Custodian Custodian 40
D efa u I ts P HELTH Health Workers Health Wkers - pd by grant $s 0
»
4
3
b
[
»
»

==~ I S I <]

INACT INACTIVE INACTIVE 1

n b INTRN  Tech Intern Tech Intern 0
ca e LIB Librarian Librarian 0
LUMP Lump Sum Lump Sum 43
Lunch Lunch Aide Lunch &ide 0

NCL Nurse Coun Lib Nurse, Counselor, Librarian

your best
friend — 3 4% R

PARAS ParaPros ParaProfessionals

[Exnand Al Collapse All Modify Details (displaving 4 of 4)  View Printable Detalls] s 4 e 6 @iew e e §
»

2?rec0rdsdi5plaved Code: | [[AaBc o: B @ @ @ ® @8




* Let's add one for Food Service

How
Employee

Type Code
Defaults
can be
your best
friend

Employee Type Codes (164) [ I I
Views: | General V| M| #Elyward Default V| T @ EI_] &
Code a Shart Descripﬁon Long Dest:ription Count Edit

-: eete

ADCTR | Admin Center

PARAS ParaPros
PRINC Principals
SEC Build Secretary

b ADSAL 12 Sal MonEx
B ADSUP  Admin Support
B ATHL Athletic Direct
B ATHLW  Athletic Worker
B CERT Certified

P CONV CONVERSION
b CROSS Crossing Guard
B CUST Custodian

B HELTH Health Workers
b INACT INACTIVE

b INTRM Tech Intern

» LIE Librarian

F LUMP Lump Sum

» Lunch Lunch Aide

B NCL Nurse Coun Lib
[ 4

[ 4

[ 2

27 records displayed

Admin Center Staff

12mo Sal NonExempt
Admin Center Support Staff
Athletic Director

Athletic Worker

Certified Staff
CONVERSION

Crossing Guard

Custodian

Health Wkers - pd by grant $s
INACTIVE

Tech Intern

Librarian

Lump Sum

Lunch Aide

Murse, Counselor, Librarian
ParaProfessionals

Principals

Building Secretary

Code: |

Count

Back

o o o ko




* Enter the Employee type code, short description and long
description and click on Time Off Default

S Employee Type Code Maintenance - WH\EP\PS\CO\ET - 25355 - 05.21.10.00.12 - Google Chrome = |
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hpretedit001.w?isPopup=true
Employee Type Code Maintenance (92) @ T
Employee Type Save
* Employee Type Code: o Back
H ow * Short Description: |Food Service | e
* Long Description: |Food Service Ie

Faculty

Em ployee Time Off Default:?] hd

When this Employee Type is assignad to a Profile that employee will automatically be assigned to the Security Groups selected below.
PaC System: | Financial Management v |

Type Code
PaC Security Group; -
Defa u Its Web System: | Web Financial Management V|

-

can be Web Security Group:
Asterisk (*) denotes a required field

your best

friend b £
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How
Employee

Type Code
Defaults
can be
your best
friend

We don't see one for food service, so let's add

& Time Off Defaults Setup - WH\EP\PS\CONET - 25355 - 05.21.10.00.12 - Google Chrome | - | o | & |
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/rtimebrws001.w?hDefaultCode=&isPopup-=...
Time Off Defaults Setup (124) - IR
Views: Filtil #Skyward Default v| b d m @._] & Select
TO Default Group 1 i [ Add
Code & D&scrlpllon Unit Type Edit
MI .
¥ Bus Drivers Bus Drivers/Aides Hours | Deicls
b New Certified Mew Certified Hours I Eack
P New Classified Mew Classified 12 Months Hours |
F Paras Paras Hours t
* Principals Principals Hours |
P Secretary [:'3 Secretary Hours |
« & & ° 9 % S O " " 0 @ n
= 4 9 @ O ® P O O O O 0 " 0 =
e« * @ © © 0 0 OO 9 OO 0
. . « o o009 0 00O L
. e o o000 0000 o«
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How
Employee

Type Code
Defaults
can be
your best
friend

» Enter TO Default code and description and select the
groups in which food service should be in and whether or
not their requests are made in HOURS or DAYS, then SAVE

@  Add TO Default Code - WH\EP\PS\CO\ET - 25355 - 05.21.10.00.12 - Google Chrome | =8| X |

A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/rtimeedit002.w?isPopup=true

Add TO Default Code (90)

TO Default Code Maintenance

* TQ Default Code: |Food Service

* Description: |Food Service

Group 1: Sick
Group 2: Personal
Group 3: Vacation
Group 9: Other

Asterisk (*) denotes a required field

(- N B
Save
Back
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How
Employee

Type Code
Defaults
can be
your best
friend

* Then we will see Food service in our list of time off defaults
and we can expand the arrow to the left to add time off

............

codes:
S Time Off Defaults Setup - WH\EPA\PS\COMNET - 25355 - 05.21.10.00.12 - Google Chrome =B8] X%
A Not secure | skydevapp01:81/scripts11/cgiip.exe/W5ervice=42356web/tiimebrws001. w?hDefaultCode=&isFopup=...
Time Off Defaults Setup (125) - IR
Views: Filters: [ *Skyward Default w| Y I = @ [ Seed
TO Default @ Group 1 { Add
Code & Descripfion Unit Type | Edit
P Administration Administration Hours | -
P Bus Drivers Bus Drwers,"mdes Hours Delie
s fossee e
P Mew Certified Mew Certified Hours |
P MNew Classified Mew Classified 12 Months Hours }
P Paras Paras Hours t
P Principals Principals Hours |
M Secretary Secretany Hours |
------ e ° @
« e e o o 0
" o o o 0 00
e o o9 0 00
o 000000
o0 0000F0
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 Step 1, expand arrow to left and expand all

Time Off Defaults Setup (125) - I
Views: M| #Skyward Default hid m IE._j L& Select

TO Default Group 1 i Add
Code & Drescriplion Unit Type | Edit

» Administration Administration Hours [ =

* Bus Drivers Bus Drivers/Rides Hours | Delgis

Foodsevce s |

Expand All Collapse All Modify Details (displaying 2 of 2)  View Printable Details J

How
Employee

w Assigned Time Off Codes Add Time Off code a
| There are no Time Off codes assigned to this Time Off Default Code. |

Type Code
Defaults
can be
your best
friend

w» Employee Types with TO Default Code Select Employee Types

‘ There are noe Employee Types associated with the Time Off Default Code. ‘
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How
Employee

Type Code
Defaults
can be
your best
friend

« Step 2, Add time off code

5] Add Time Off Default Setup Code - WH\EP\PS\CONET - 25355 - 05.21.10.00.12 - Google Chrome =15 -
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/rtimeedit003.w?isPopup=true

Add Time Off Default Setup Code (90) . IR

]
&
I

Default Employee Time Off Setup

lem
£
=
=

* Tlme I:]ﬁ': [l ]T U|-I|t5-: GFDUD:

Active

Display on checks and in Employee Access
(] currently on long-term disability leave
CIrMLa

* Hours Per Day: hd

* Roll Disposition: v

* Reason Code at Roll: - Desc

Auto Accrual Setup
(] use Auto Accrual %

Asterisk (%) denotes a reguired field

D © & @ & o
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« Use the drop down menu, to select personal hours, hours
per day Roll Disposition and Reason Code at Roll, then Save
and repeat for Sick hours and any other codes

(5] Add Time Off Default Setup Code - WH\EP\PS\COM\ET - 25355 - 05.21.10.00.12 - Google Chrome -0 -
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/rtimeedit003.w?isPopup=true
Add Time Off Default Setup Code (90) C L
Default Employee Time Off Setup S
Eack

* Time Off: |Personal Hours +* PRHRS Units: Hours Group: |2

H OW Active

Display on checks and in Employee Access

E m p I Oyee Currently on long-term disability leave 7

1) Cod o ?
ype O e * Hours Per Day: | Classified 6 Hours w |5.00
Defa u Its * Roll Disposition: |Lose Balance = |LOSE
* Reason Code at Roll: [Year End ]* YREND Desc

ca n be ,Eum Accrual Setup
yo u r best (] Use Auto Accrual R{
fri e n d Asterizk (*) denotes a reguired field

« o &
9 W 8

......... e @& @ ° = =
....... *e o0 0 0 0 0 0 ¢
e o9 0 00 000 0 ¢

® 9 0 ¢

o ¢

o

L B




* Once we have added them, it will look like this and we will

click select
& Time Off Defaults Setup - WH\EP\PS\CO\ET - 25355 - 05.21.10.00.12 - Google Chrome - | o -
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/rtimebrws001.w?hDefaultCode=Food%205e...
Time Off Defaults Setup (126) - I
Views: Fllti| #Ckyward Default v| T w [xl_] & Select
H TO Default Group 1 i Add
ow Code & De=cripfion Unit Type | Edit
P Administration Administration Hours -
E m p I Oyee * Bus Drivers Bus Drivers/ides Hours Deicts

MFoodsevice  [FoodSewice [|Hrs [

| Expand All Collapse All Modify Details (displaying 2 of 2) View Printable Details |

Type Code
DefaUIts w Assigned Time Off Codes Add Time Off code

c a n b e EFTE Unts G A CEA LTD FMLA  HD Roll Reason  AA
T LT H T L GO0 LDSE. YREWD
o u r b ESt ELL D eosRE T 600 LOSE  YREND
y Eilaiii et H 1 Gikidiiis 600  ROLL  YREMD

friend

w+ Employee Types with TO Default Code Select Employee Types

There are no Employee Types assuciatec]%‘ith the Time Off Default Code.

)
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« And the food service time off default will show up in our
employee type code

If we wanted to setup default security groups for our food
service staff we could do that here as well — we will look at
that in more detail on another employee type, so click SAVE

H S Employee Type Code Maintenance - WH\EP\PS\CONET - 25355 - 05.21.10.00.12 - Google Chrome | - | o | X |
ow A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hpretedit001.w?isPopup=true
Em ployee Employee Type Code Maintenance (92) @O S (2
Type COde Employee Type Saw
* Employee Type Code: Back
Defa u Its * Short Description: |Food Service |
* | ong Description: |Food Service |
Can be () Faculty
Time Off Default: | Food Service * Food Service
yo u r best When this Employee Type is assigned to a Profile that employee will automatically be assigned to the Security Groups selected below.
° PaC Sy'stem:| Financial Mamagement v|
frlend PaC Security Group: -
Web System: | Web Financial Management | & )
Web Security Group: - .
Asterisk (*) denotes a required field e
e «
e 5 9 © O 0 O OO O 90 9 0
..... e o0 0000 o ¢
«+ s s s 0o 0000000890 o«
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* If we go back into time off defaults setup and look at food
service now and expand the arrow to the left, we can see
that employees with an employee type of FOOD will have
these time off defaults:

@ Time Off Defaults Setup - WH\EP\PS\CO\ET - 25355 - 05.21.10.00.12 - Google Chrome | =[B | X |
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/rtimebrws001.w?hDefaultCode=Food%205e...
Time Off Defaults Setup (126) A
H OW Views: Fllti| #Skyward Default vl hid w IE_] & Select
TO Default Group 1 { Add
I Code a Drescription Unit Type | Edit
Em p Oyee ¥ Administration Administration Hours =
» Bus Drivers Bus Drivers/Aides Hours Delis

v FoodSeice  [FoodSevice [Hus  [|EE

Type Code
Defa u Its Expand all Collapse All Modify Details (displaying 2 of 2)  View Printable Details |

w Assigned Time Off Codes Add Time Off code

Time

can be

e Units G A CIEA LTD FMLA HID Roll Reason LY
you r best E D Other H g ¥ ¥ 6.00 LOSE YREMD
E D PRHRES H 2 i ¥ 6.00 LOSE YREMD
fri e n d E D SICKH H 1 ¥ ¥ 6.00 ROLL vy @ B0 ... . ..
w» Employee Types with TO Default Code Select Employee Types e e e e

........

(Employee Type code will determine what Time Off Defaults to assign to the employee when adding profiles & when ass
tab - each employee type can only be assigned to one TO Default)

)

Code Description s
Food Food Sernvice )
)

222:1:::
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* Now if we go back to the FOOD employee type code and
expand the arrow to the left, we can (1) add our default
deductions and (2) benefits, and security groups, if
applicable:

S Employee Type Codes - WH\EP\PS\COMNET - 25355 - 05.21.10.00.12 - Google Chrome =1 =
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hpretbrws001.w?isPopup=true

Employee Type Codes (166) - I
\.-'iews: M|*Skyward De-Faultv| i m IE_j & Add
H ow Code & Short Descriplion Long Description Count Edit
Employee [Expand Al Collapse All  Maodify Details (displaying 4 of 4)  View Printable Deﬁils] Count
Back
ype cOde w Default Deductions Edit Deductions
Mo details available
Defaults ST —
can be Mo details available
w Default Security Groups Edit Default Groups
our best
PaC: Not Assigned
f ° d Web: Not Assigned
rlen w Time Off Default Detail EdiTime OfDefaut [ L e e e e e e e e
Code Goup = unte = (AU 0909090 | - - s s e s e v e e s e
Other 9  Hours 0 | - s s = s e e 8 e e o
PRHRS 2  Howz = |/ (0909090909090 [l . e ¢ e & @ ® 9 0 9 0 0 e
SICKH 1 « & & & 9 % 9 O " ® 0 0 s
« e e e o P 0 00O OO0 O ¢
* e 0 000009 0O 0 ¢
ele o o9 000 L
_— ceo0000 o«
.o seecoe f ®
B KYWARD
- & B & B B B B EE e Y




* Edit Deductions, will bring up a list of deductions to choose
and we can select the ones that will apply to everyone in
this employee type (i.e. Fica, Medicare, Withholding,
Unemployment, KPERS, etc.

@ Active Deduction Codes - WH\EP\PS\COMET - 25355 - 05.21.10.00.12 - Goo..l = | B | X
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService =42356web/hselebrws006.w?hA...
Active Deduction Codes (192) | T 5 |2
Active Deduction Codes =& Save
Select Code & Descripfion Back
How L N - | <!
— . Deduction
I_J 1FICM Medicare Codes
E I (] 1KSIT Kansas Income Tax —
— Unzelect All
mp Oyee _J 1KST§ Kansas Income Tax Additional Deduction
O 1USIT Federal Withholding Codes
T c d ] 1USTS Federal Additional W/Holding
yp e O e (] IHMAC Humana Accident
O 3HMCI Humana Critical Tliness
Defa u Its O 3HMCN Humana Cancer
O 3HMHI Humana Hospital Indemnity
(] 3HMHS Humana Heart Stroke
can be O 35UR1 Surency Life & Health Option
O 3SUR2 Surency Life & Health Option
O ADEME Dep Care/125 Plan
yo u r best (] 4MERE Medical Reimb 125 Plan
O AACC Aflac Accident
f o d O ACCT Accident Insurance Pretax
rl e n O AEA Faculty Assoc Dues - ;
67 records displayed ittt A i
. » - B T - L L) . =
- - - L] - L J - °© L J K e = L
« s a s e 0o 0 0 0 0 0 0 o ¢
« e e e 9 P O 0O OO0 O &
- * @ © © 0 0 O 09 O 9O 00
. e o 00000 e ¢
a c e 0000000 o ¢
o ETe .oooooool
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 Select the (1) deduction codes you want and click save

@ Active Deduction Codes - WH\EP\PS\CO\ET - 25355 - 05.21.10.00.12 - Goo.| = | B | X |
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hselebrws006.w?hA...
Active Deduction Codes (198) @O 5 |7
Active Deduction Codes & & Save
Select Code & Dre=scripfion Back
CA N - | sl
H ow 1FICM Medicare Peeton
1KSIT Kansas Income Tax Uns .
Unselect All
E I ] 1KS5TS Kansas Income Tax Additional Deduction
mp Oyee 1USIT Federal Withholding E
d ] 1USTS Federal Additional W/Holding %
Type co e 1 IHMAL Humana Arrident
¥riend
------ T © © & & 9 0 ° @
.« @ 9 ¢ ® P O O O 0 0P 0 =
* @ © © 0 0 O 09 O 9O 00
. . e o090 00 L
e e o o0 0000 o«
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« Select the (2) benefit codes you want and click save

Active Benefit Codes - WH\EP\PS\COMET - 25355 - 05.21.10.00.12 - Gﬂﬂgle_l e -
A Not secure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hpretbrws003.w?h...

Active Benefit Codes (104) @O 5 |7
Active Benefit Codes L o) Save
Select Code & Drescripfion Back
1FICA =, - | sclectau
H 1FICM Medicare go?jﬂ
OW ) 3BCES Employer Paid Health Bcbs Unselect Al
CJ 3DELT Delta Dental Bba Benefit
E m p I Oyee O 457R 457(b) ROTH Sides
(] GTL Group Term Life Insurance
Type COde J HSA Employer Paid Health Savings
(] KMISC Employer Paid Kpers Misc
Defa U Its I;I KPRR.1 Employer Paid K]ers 14.41%
L) KPRR2 Employer Paid Kpérs 30%
ca n be J REIMB Reimbursement
UNEMP Unemployment

your best
friend

............
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* Now when you look at the Food Service employee type, you
can see all of the default deduction, benefits, security
groups (if applicable) and time off:

Employee Type Codes (166)

Views: | General v | Filters: [ *Skyward Default v |

Code a Short Descnpﬂon Long Description Count| Faculty | Time Off Default Code

(< roor[Foodsavce | Fund s FoodServce

[ Expand All Collapse All Modify Details (displaying 4 of 4) View Printable Details ]

H ow w Default Deductions Edit Deductions
Code Level

1FICA 1

Employee

1USIT

|

KPER1

Ty p e c O d e « Default Benefits Edit Benefits
Defaults coe

1FICM 1
UNEMP 1
c a n b e w Default Security Groups Edit Default Groups

System Security Group

our best S
Web: Not Assigned
fr i en d + Time Off Default Detail Edit Time Off Defaut

Code Group: = Unpitss 2 D == = . . . s ¢ e 8 ® ® ® ® o s
Other 9

PRHRS > I <« s A e e e elim B e &
SICKH 1 " Hours | c ¢ * " ¢ » ® & e 8 e e e

« * o o o 0 [ N N N ]
....ooo.....
B KYWARD




« We are going to look at the employee type code for Lunch
aide and see that there are no default settings

Lunch Aide Lunch Aide

Expand All Collapse All Modify Details (displaying 4 of 4) View Printzable Details ]

| w Default Deductions Edit Deductions |

No details available

w Default Benefits Edit Benefits

No details available

How
Employee

w Default Security Groups Edit Default Groups
System Security Group
PaC: Not Assigned
Web: Not Assigned

Type Code
Defaults
can be
your best
friend ol & 26

w Time Off Default Detail Edit Time Off Default

No details available




« We are going to look at employee type PRINC for Principals
and see that we also have a security group of Web Financial
management for WEB - Principals

¥ PRINC

[ Expand All Collapse All Modify Details (displaying 4 of 4) View Printable Details l

w Default Deductions Edit Deductions

Code Level
1FICA
1FICM
1KSIT
1USIT
KPER1

How
Employee

(T S . Gy

w Default Benefits Edit Benefits

Type Code
Defaults iU 1

can be
your best
friend

w Default Security Groups Edit Default Groups

System Security Group
PaC: Not Assigned
Web: Web Financial Management WEB - Principals

w Time Off Default Detail Edit Time Off Default

Code Group  Units ||, ¢+ ¢ e e s s
PRHRS 2 Hours | ¢ ¢ e ¢ e
SICKH 1

——e - - . - e -




» We are going to Add Gerald A Baron as Principal, when we add
the name, we can see that we have a matching name for an
inactive profile (2) with a different middle initial (3) — we can also
use the scroll bar to see more information

(5] Add - WH\EP\TB\EP\NA - 9019 - 05.21.10.00.12 - Google Chrome = | B &
A Notsecure | skydevapp01:81/scripts11/cgiip.exe/WService=42356web/hempredit060.w?isPopup=true
Add (113) @O s 2
Add Empl Add
mployee Eﬂ}:ered
Status: MName To
Employees
* 55N |334-45-5666 - Find Names with matching SSH ook
Bac:

[ ]
Ad d I n a * | ast Name; |Baron vo Find Names with matching Last/First Name
* First Name: |Gerald A

Middle Name:

n ew Matching Names @_] &
Lasi Name & First *?_‘ Name Key Profile Exisiz? | Primary Phone Address
empioyee o @ (555) 8644472 2587 Scrambe verue Scrambe
L

with default
deductions

() BN, i e

1 records displayed
-----------
Names displayed in this color represent inactive employee profiles.

Asterisk (*) denotes a required field

........ e @& @ ° = =
------- ® & & o o ® 0o @0 =
e @ ¢ P P OO O 0 9 0 =
* o © 0 0 00O 9 O 9 0 =
----- @ o ¢
e o o 0 0 0 o«
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« When we slide over we can see the address doesn’t agree and
the birthdate does not agree — so we will click on Add Entered
Name to Employees

& Add - WH\EP\TB\EP\NA - 9019 - 05.22.02.00.04 - Google Chrome = | = -
A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web/hempreditd60.w?isPopup=true
Add (114) @, oo (7
Add Employee Add
Entered
Status: Name 1o
Employees
* 55N |334-45-5666 - Find Names with maiching SSHN 5 e
Bac
* Last Name: |Baron - Find Mames with matching Last/First Name

* First Name: |Gerald -

Ad d i n g a Middle Name: Ly

new — —
First Third Phone Date of Birth Race Mame Types

_L”‘ o L _, : | es/30/19%
employee o .
with default

deductions

4 N A .
e e e I T e e e % e o

e




Adding a

new
employee
with default
deductions

« After clicking add, the system will give you one more reminder

IELEXES VWO VILE=9L2 2DWELY NIRRT EUIVALW T IbFUpDUp=LIue

| skydevappO1 says

The name entered partially matches another name
in the system that has a different middle name.

Are you sure you wish to create another person

| inthe system with this name?

Click OK, and you will come up with the name screen, address,

phone, W4 information, etc.

Enter Information accordingly and page through screens

............

........




* On the Personnel information screen, we will use employee type
PRINC

» Then Save and Continue

5] Personnel Information - WH\EP\TB\EP\NA - 9019 - 05.22.02.00.04 - Google Chrome \;‘i-
A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web/hempredit003.w
Personnel Information (121) @O S (2
Name: | BARONGEROO1 | Baron, Gerald A %acnetur?ﬂg
Cancel Add

Employee Information

Status: M Active
* Employee Type: |PRINC  |* |Principals = | J Hold True Time Time Sheet
° Building Loc: |20 * | BUILDING - 20 - O Faculty
Ad d I n a Check Location: |20 ¥ |CHK LOC - 20 hd
g Other Building: b -
EEQC Code: |22 - 22 - Full Time - Officials/Administrators EE@-4 v|

new

Dates Leave Information

I Hire: [03/18/2022__||5] Hire Hour: Min: Termination Date: [ |
e m p oyee Start: El Curr Pos Start: El Termination Reason: v
2 N == Last Check: I Dacaasad Date- i3

. : T - -
with default ] s URETERER Y Rl o= = o erceof v o |
ot E—
[ J
d e d u Ct I O n S Additional Information

Comments:
e
Qccupation hd
S @ IRNTLS e ¢ & i
Employer: A
s 8 2 2 2 " *» =
Organization: 7
T 2 9 9 9 9 " =
« * 8 @ @ ° ® 0 O 0 0 0 0 0 u
" & 9 9 & P P OO O " 0" 0 =
¢« & 5 9 0 O 0 00O OO 9 O O 09
oie @ e o000 00 LA
o oS [ B B I N N | o«
3 BAmIR oooooooc
YR O TR ML 0 6y O Y




» Then tax screen (and anyone who has ever talked to me on a
service call — knows I like to share “extra information”

 And Save and Continue

S Tax - WHAEP\TBA\EPANA - 9019 - 05.22.02.00.04 - Google Chrome - | O[T
A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web/hempredit048.w
Tax (176) i~ DK
Employee: | BARONGEROO1 |Baron, Gerald A %f;ﬁifﬂg
Close
IRS Lock Order
(J Locked w-4 Lock Date: |:||:|
Addi
Ing a Tax Information
n ew Actual # of Dependents: EIZEI or After W-4
* Federal Marital Status: [M - Married v |
employee
o Step 4a:
with default X —
|;| Calc Non-Resident Tax [2]
deductions
* Tax State: |KS ¥ |KANSAS
* State Marital s:[M - Married v 0000 R A R e edeiel e e
StateMllowance: [ o
® @ 9 9 0 . 09 9 O ¢
------ T % o & O o ® 0o @0 =
« 9 O ¢ " P O OO O 0 0 =
* e 00200000000 O ¢
e 0 0 00 o ¢
e 00000080 L
..000000..001
ESVS KYWARD
T W F FF F Y Y Y Y




Adding a

new
employee
with default
deductions

 Then Retirement, YES and save

Retirement (92)

Employes: |BARONGERDO1 | Baron, Gerald A

Retirement

Save

Close

Retire:
endDate: [ |[5] [2]

Reason Code: |

v|[@

Withdrawn Contributions: E

« After hitting save, you get a pop up asking if you would like to

load DEFAULTS - read

the message and click YES

A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web,/hempredit055.w

Retirement (92)

Employes: |BARONGEROO1 |Baron, Gerald A

Retirement

Retire:
End Date:

Save

Close

Load Defaults

Do you want to pre-load default deduction/oenedits for this
employee typa?

Mote: Profile retirement = yes; deductions/benefits with a group

Reason Code: of retirement will be added at this time if they are loaded on the

Withdrawn Contributions: @

| default deduction/benefits list for this employee type.

Yes Mo

D § 0 o
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Adding a

new
employee
with default
deductions

Will receive a confirmation of the time off defaults that will be
loaded — if correct, enter YES

@ Time Off Default - WH\EP\TB\EP\NA - 9019 - 05.22.02.00.04 - Google Chr.. | = [ B[ X |

A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web/hempredit155.w?isPo...

Time Off Default (94) - I Y

Mame: |BARONGEROO1 | Baron, Gerald &

Time Off Default Information

Employee Type: Principals
Time Off Default Code: |Principals

Employee's current time off groups are: Time off default setup is:

Group 1: Group 1: HOURS | Will be set up!
Group 2: Group 2: HOURS | Will be set up!
Group 3: Group 3: Will NOT be set up
Group 9 Group 9: HOURS | Will be set up!

Do you want to pre-load time off default information for this employee?

Yes Mo

D @ © & & o

Db ® 0 o




Adding a

new
employee
with default
deductions

Then it takes us back to the employee profile, if we look at
Deductions, benefits and time off — we can see that information
was added from employee type defaults:

DEDUCTIONS

M Employee Time Substitute | Insurance Advanced | Federal/State | Custom
Al “25 Agministration Fal Off | Tracking = Tracking T Features Repaorting Reports Q

‘ H Deductions ﬁ (390) {b @ “ ijauolitesv 4T_|New Window IE
EIERIED EED Emplayee: | BARONGER@@L v |Baron, Gerald A [ <] » | @Renges [ acd Delete Notes Attach
w Employee
Name Employes Type: |Principals User Name: |gharon Mame ID: 3470
Address Building: BUILDING -20 Check Location: |CHECK LOCATION -20
Phone/Email Customize
Personnel Gender; M Age: 48 Hire Date: 03/18/2022 Birth Date: 03/01/1974
¥rs of Exp n
Picture Deductions
Wellness Screening Views: | General v | Filters: [ *Skyward Default v | T W B &
Tax - W4 Check Stub
X ) Code a | Descripfion Long Description AmtPct | Type Start Date Stop Date
DicoctDoposic | PPN ___oamlac I N
Benefits 1FICM  Medicare Medicare 1.4500 Clc 9,999,09
1KSIT | Ks Income Tax Kansas Income Tax 0.0000 Clc
1USIT  Federal WiH Federal Withholding 0.0000 Clc
gevitleconss KPERL |Kpers Wholdingl | Kpers Withholding 1 6.0000 | Pet
BENEFITS:
.
Employee: [LLLIGEE: ] |Baron, Gerald A | 4| » | @Ranges| Add Delete N
Employee Type: |Principals User Name: |gbaron
Building: |BUILDING -20 Check Location: |CHECK LOCATION -20
Customize
Gender: M Age: 48 Hire Date: 03/18/2022 Birth Date: |03/01,/1974
Benefits
\iews: | General v| Filters: | #*Skyward Default v| bl o s '@
Check Stub R - B
Code & | Descripfion Long Description AmtPct T\,rpe Stari Date Stop Date PRI =

1FICM  Medicare Medicare 1.4500 Clc e
UNEMP  Unemployment Unemployment 0.1000  Pct Pare o o o
. . o o900

o Talld ® 000

« = e @ [N N N ]




Adding a

new
employee
with default
deductions

« TIME OFF GROUPS

Employee: [adoas::081 || Baron, Gerald A | 4| » | @Ranges| Add Delete Notes Attach * History
Employes Type: Principals User Mame: |gbaron Mame ID: 3470
Building: |BUILDING -20 Check Location: |CHECK LOCATION -20
Customize
Gender: M LAge: 48 Hire Date: 03/18/2022 Birth Date: 03/01/1974
Time Off Groups
Groups
1: Sick/Hours 2: Personal/Hours 3: 9: Other/Hours Group
« And time off setup:
Emploves: [utaam sl > Baron, Gerald A L4 ™ @ Ranges Add Delete Moles Aftach
Employee Type: Principals User Name: | gbaron MName ID: (3470
Building: BUILDING -20 Check Location: |CHECK LOCATION -20
Customize
Gender: M Lge: 48 Hire Date: 03/18/2022 Birth Date: 03/01/1974
Time Off Setup
Views: Filters: | *Skyward Default w | o = & .
Time Off Display | On L1 ¢ » o
Code & Time Off Description Allocated Unpaid | Type | Active | Chks/EA | Leay « e

m————mn

» SICKH  Sick Hours Hours Yes Yes No '




* 1095-C Info tab — and ADD

— ' - ' . ' fo - - '

Sl{\ﬂ’\'ﬂid SChOOl Di“tl’"ict Aida Quiliciscr Account Preferences Exit 7
SKYWARD
_ Employee Time = Subsfitute Insurance Advanced Federal/State Custom
P E!!' “= Administration Fe Off | Tracking = Tracking R Features Reporting Reports Q
< i |~ Affordable Care Act i¢ (372) B @ q7Favoritesy ] New Window gop My Print Queue
Flex -
b Reti Employee: BAROCNGERE221 + |Baron, Gerald A | 4| > | @ Ranges Add Delete Holes Attach * History
etirement - —
Check History Employee Type: |Principals User Name: gbaron Mame ID: 3470
Calendar YTD Building: |BUILDING -20 Check Location: |[CHECK LOCATION -20
Fiscal YTD Customize
w7 Gender: M Age:|48 Hire Date:|03/18/2022 Birth Date: 03/01/1974
1093R 1095-C Information [Z]
Leave History Views: Filters: | *Skyward Default v | T [ = w Add
w Time Off Offer of Employee Required
Info Year & Month | Coverage Contribution Safe Harbor Report as Cl Covered Individuals
Groups There are r[%!emrds to display; chedk your filter settings.

Setup
Transactions Details
Unapproved Requests

» Sub Tracking

ACA v ,Ie:;: :z:::ngation
Information

Employee Status

.
.

.
.
.
-
.
-
-
.
a




» ACA is reporting for an entire calendar year, so everyone who should be reported
for ACA needs an ACA record for January of the current year showing that they
were not offered coverage, if they were not employed in January
5 1095-C Maintenance - WH\EP\TB\AF - 31324 - 05.22.02.00.04 - Google Chrome - | O

A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web/hempredit257 w?isPopup=true

1095-C Maintenance (92) MmO s 2

Employee Name

Name: |BARONGERO01 |Baron, Gerald A

Employee Information

* Year: 2022

=Month:[1 - January  w|

* Offer of Cuverage:l‘.lH - Mo Offer of Coverage L

Employes Required Contribution: |:|

Safe Harbor: [24 - Employee Mot Employed in month ] [?]

(CJ Report Emplovee as Covered Individual

Covered Individuals Add

MName w Social Security Number Date of Birth
Na records available

ACA
Information ol 1.6

D @ © & & o

D ® O & «



* Then add an entry for when they actually start work, in our case Mr Baron is
starting on 7-1-22

5, 1095-C Maintenance - WH\EP\TB\AF - 31324 - 05.22.02.00.04 - Google Chrome - | O
A Not secure | skydevapp01/scripts11/cgiip.exe/WService=42356web/hempredit257.w?isPopup=true
1095-C Maintenance (92) [ IR I
Employee Name =
Back
Mame: | BARONGEROO1 |Baron, Gerald A
Employee Information
* Year: 2022
*Month: |7 - July v |
* Dffer of Cwerage:|‘lﬂu - Qualified OFffer (Employes/Spouse/Dependent) w
Employee Required Contribution: |:|
Safe Harbor: | ~] [?]
(L] Report Employee as Covered Individual
Covered Individuals Add
Mame w Social Security Number Date of Birth
Ac A No records available
Information
« & & & 9 % 9 O " ® 0 0 s
= 4 9 @ O ® P O O O O 0 " 0 =
« &« & 5 9 O O 0 O O OO " OO O
« +«+ = o ® o 09 0 0O o ¢
* s s 00000000 o«
o.....‘......
NS KYWARD
TR S 0 e B Y




* This is how it will look

Flex -
- Employee: [JLola=Cesl ]+ |Baron, Gerald A | 4| » | @Ranges| Add Delete Noles Attach * Hislory

» Retirement —

Check History Employee Type: |Principals User Name: |gbaron MName ID: 3470

Calendar YTD Building: |BUILDING -20 Check Location: |CHECK LOCATION -20

. Customize

Fiscal YTD

w2 Gender: M Age: 48 Hire Date: 03/18/2022 Birth Date: |03/01/1974

1093R 1095-C Information [2]

Leave History Views: | General w | Filters: | *Skyward Default v i = & Add
w Time Off Offer of Employee Required Edit

Info Year a Month | Coverage Coniribution Safe Harbor Report as Cl Covered Individuals Deleie

L4 2022 7/1A N

N
o D -
Setup

- i ~ .o

ACA
Information = A e

« & @ @ ° 9 % O O " " " @
+ « s e e e PO OO0 OO O &
e 9 9 00000000000 ¢
o o e o900 00 e ¢
o elE (N N N N o«
3 e oooooool
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Payroll
Processing

* Now let’s talk about actual payroll processing

* If you enter your own data into a worksheet you can make that
process easier by changing the Entry Sequence in the worksheet

setup.

* First let's talk about resetting the worksheet

APW\PW - 2070 - P:

oll Worksheet

L Worksheet haster
Last Import Last Import |~
Description Date Time

Barbara's Para's 04/24/2020
Bus Drivers - School Closing Pay 04/28/2020
Bus Time Sheet 04/01/2020
Certified Covid 19 Guaranteed Pz 04/11/2020
CERTIFIED Extra Duty 04/24/2020
CERTIFIED TRUE TIME WORKSHE 04/11/2020
CLASSIFIED TRUE TIME WORKSE 04/28/2020
Extra Worksheet 11122019
Latchkey & CIS Tutoring- School CQ4/28/2020
Multiple Jobs List - School CIosiéZB!ZUZD

PARA/SUB SPED/SUB CUST/SUB U4/28/2020

12:15:36 PM
2:45:37 PM
9:35:25 AM
5:25:02 PM
12:15:58 PM
24438 PM
2:50:33PM
12:34:28 PM
2:45:55 PM
2:45:07 PM
2i45:16 PM

>

Master

+ Select

E=E C|one

=+ Add

¢ Edit

EMReport.

Lockup: |Multiple Jobs List - School Closing

Reset factor/hours on an updated worksheet,

| Detail for Selected Worksheet Master
Emp Pay |
* Employee Name Type  Code Amoun B
* Rachal R. Biernerscr CLS ARPAH 12 =
* Particia A Bovianscr CLS FS52 11
*Mu I Coventryscr CLS FS52 14
* Augustus D Dziukscr CLWAR FS52 14
* Tova Y Falingscr CLS FS52 15
| * Lorie U Fankhausersa CLS Fs52 14 -
" = Signe E Faubleser cls  Fss2 11 |
*Jewell C Franichscr CLS Fs52 10
* Roxanne R Fulingtonscr CLS Fs52 14
* Sommer M Gerbinoscr CLS pah2 11
* Renee L Heckendorfscr CLS F552 14
* Theresia F Ishakscr CLS F552 12 -
* Cristi R Leierser cls  |pah2 13 R
* Ludie 5 Linebaughscr CLS Fs52 15 B
* Jude F Lobnerscr CLS pah2 1€ i
* Shiloh J Merryweathersaor (CLS BSPAH 11
* Gretta G Milaniscr CLS FS52 15
* Mario 1 Muchowscr CLS ARPAH 11.
* Mike E Mellerscr CLWAR FS52 17
= Marry E Oakdenscr CLS PAH 10
* Loise R. Redhousescr CLS pah2 10 {
£ *
+ = pecord has been imported into payroll
| a SkyDoc
- e o o 0o 0
o e o 00
. ] ® 000
- o ° o900
a SR W F Y

KYWARD




Payroll
Processing

HR\PANCPAPWAPW - 2070 - Payroll Worksheet

Select field(s) to be reset and then choose a reset methed for each field selected. W 0K
Values for unselected field(s) wil be left intact.
|:| ACA Hours Reset ACA Date Range s

(When selected, ACA Hours wil be reset to zera)

[ ] Amount Leave Values Intact Reset Values from Pay Record Reset Values to Zero
[ | Factor/Hours Leave Values Intact Reset Values from Pay Record Reset Values to Zero
[ | Retire Hours Leave Values Intact Reset Values from Pay Record Rezet Values to Zero

[ |Reset Retire Hours to factor/hours on rate type pay records.

[ |Hours Worked Leave '-e'[:;ges Intact Reset Values from Pay Record Reset Values to Zero

[ ]Reset Hours Worked to factor fhours on rate type pay records.

Reset ACA Hours assodiated with this worksheet, &) skvDoc
v ek T R e e L i LTI W W T Jah i L W] I e A 1 d
it

® 090 0 o o o«

® 9 ° & »
® 0 0 o o
® 0 9 o @
® 9 0 o
® 9 0 o »
......‘.




Select field(s) to be reset and then choose a reset method for each field selected. o K
Values for unselected field(s) wil be left intact.

Help

i1
[il)
=
=
o

ACA Hours Reset ACA Date Range  (03/01/2024 | to: [03/15/2024 | X
(When selected, ACA Hours will be reset to zero)

Amount () Leave Values Intact (@) Reset Values from Pay Record () Reset Values to Zero

Factor/Hours () Leave Values Intact () Reset Values from Pay Record ~ (®) Reset Values to Zero

Retire Hours () Leave Values Intact () Reset Values from Pay Record (@) Reset Values to Zero
Reset Retire Hours to factorfhours on rate type pay records.

Wo rks h eet — Hours Worked () Leave Values Intact () Reset Values from Pay Record (@) Reset Values to Zero
Reset Hours Worked to factor fhours on rate type pay records.

reset values

from pay 3

record

Reset the worksheet record Amounts, | & skyDoc G5 3 % SISCHERAER & 2
« & & ° 9 % S O " " 0 @ n
N EEEEEEEEEE
e 9 9 00000000000 ¢
O Y e o090 00 LA
« o @ ® 0o 0000 o«
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Payroll
Processing

Reset Worksheet

You are about to reset the selected options for worksheet
‘Multiple Jobs List - 5chool Closing',

‘Reset Values from Pay Record’ was selected for one or more
fields.

The process will search for the employee’s first pay record
with the same

pay code and account number(s) as the worksheet detail.

If no pay record is found, the process will search for the
employee’s first

active pay record with the same pay code as the worksheet
detail record.

Are you sure you want to continue?

-----------

D § 0 o




Payroll
Processing

If we click on ENTRY to enter transactions the system takes us to (1) Pay

Record; then (2) account number; then (3) amount and FINALLY (4) factor
hours (which is all | really need to enter)

HE\PANCPAPWAPW - 2070 - Payroll Worksheet

Multiple Jobs List - School

|Selecﬁon Parameters |N0 selection parameters chosen ACA Date Range: 03/01/2024 to: 03/15/2024 Z/Edi’[
| Warksheet Entries £ Build
| * N Ke Empl M and A t Mumb Pay Rate ~ | [ impo
1 ame Key mployee Name ode coount Number ay Ra
] BIERMRACO00 |Rachal R Biernerscr ARPAH Multiple Accounts 12 €000
BOVIAPAROOO Particia A Bovianscr FS52 24 E 3100 178 1584 000 11_2a00
COVENNT 000 |Mul Coventryscr FS52 |24 E 3100 178 1324 000 14.2000
DZIUERUE000 Augustus D Dziukscr FS52 |24 E 3100 178 1944 000 14.3000
FALLITOVOOO |Tova Y Falingscr FSS2 |24 £ 3100 178 1584 000 15.1000 =+ Add
FANEHLOROOO Lorie U Fankhauserscr F552 24 E 2100 172 1942 000 14.32000 v | |E=2Clone
q <

>
i
+ = record has been imported into payroll. [
Lookup: [BOVIRPRROOO .
i
Worksheet Totals: Pay: 0.00 Factor/Hours: 0.00 Retire Hours: 0.00 ACA Hours: 0.00 _Uid‘- Add
1]
I -
Employes: Particia A Bovianscr € Tineff|  Hours Per Day: 5.7500 Roll Back | |-
Employee Type: CLS CLASSIFIED Building: CKA BUILDIMNG - CKA Chedk Location: CKA CHE LOC - CKA
&ﬂtﬁahlﬂ Information
] ay Record v
Pay Code: Food Service 2 LK
JCancel |
{ Account v |24E 3100 173 1984 000 || 77 Edit | =
e Pay Rate: Factor Hours: E‘ B etire Hours: Hours Warked: Tu13| Pay: 0.00
] ACA Hours: | 0.00 4 [
|F‘ay-I record pay code - used to determine what pay record to pull ded/bens from. | ﬂ SkwDioc
e T ORI e
- . o
. . e °
- = e o @
a - a '8l 2




* If I go back and EDIT my worksheet and look at the entry sequence:
HR\PA\CP\PW\PW - 2070 - Payroll Worksheet

Worksheet Description: | ultiple Jobs List - School Closing | [
il h ksh d Il, where should th th d ded d benefi Lol .
1 When impaorting worksheet recards to payroll, where shoul e process get the assodated deductions and benefits: -
' *This option can anly be modified if worksheet detail does not exist, s
§ Display a laundry list of employee's pay records and allow user to select one, '
3 Enter a pay code now. Each employee added MUST hawve an existing pay record with this pay code,
Fay Code:
Enter Employee By: Mame Key Sodal Security Mumber® Employee ID*  *The entry screen will take longer to load.
Template Type: () Full {All fields) Abbreviated (Amount and Account Mumber only)
Accumulate hours for duplicate records when imparting this worksheet into payrall
{ ~Browse Display Seguence Column Display Sequence
{1 ~
() Building /Employee Key (BE) Employse MName
—~ . Pay Code
|~:,l Chedk Location/Employee Key {LE) b Account Number 4 Move
() Building /Check Location/Employee Key (BLE) Fay Rate =
= = Move
(_) Employee Type/Employee Key (TE) i?:;b:Hrﬂinurs
= ours
(% Employee Key (E) Fetire Hours
Pa ro I I () sequence Records were Added (5) Employee Type
Check Location
o Building h
P ro c ess I n g Initialize Fields To Entry Sequence
(®) values from Pay Record [ ] Use Optional Transaction Pay Code
,:::. Values from the Last Entry Start On: |F‘ay Code ~.',,| v s
(_) Zero (Amount, Factor Hours, Ret. Hours) |
O Amount from Pay Record - Zero Factor/Hours, Ret. Hours || GoTo: [NextRecord v |After: |Factor/Hours vl F SR g
1 |REQUIRED: Worksheet master description. | B skyDac A .
[ ) «

- T = T A A




* By making one simple change from starting on pay record to starting on
Factor hours and go to next record on factor hours

HRE\PANCP\PWN\PW - 2070 - Payroll Worksheet

Worksheet Description: |I'~"Iu|ﬁ|:ule Jobs List - School Closing D
il h ksh d ll, where should th th d ded d benefi Leh r
1 When impaorting worksheet records to payroll, where shoul e process get the assodated deductions and benefits: =
' * This option can anly be modified if worksheet detail does not exist. :E
§ Display a laundry list of employee's pay records and allow user to select one, '_'
3 Enter a pay code now. Each employee added MUST have an existing pay record with this pay code.
Fay Code:
Enter Employee By: Mame Key Sodal Security Mumber™® Employee ID*  * The entry sareen will take longer to load.
Template Type: () Full (&l fields) Abbreviated (Amount and Account Number only)
Accumulate hours for duplicate records when importing this worksheet into payrall
{ —Browse Display Sequence Column Display Sequence
1 ~
() Building/Employee Key (BE) Emplnyse Mame
— . Pay Code
L:J Chedk Location/Employee Key (LE) Account Number A Move
() Building/Ched: Location/Employee Key (BLE) Pay Rate =
= = Mowe
Pay ro I I (_) Employee Type Employee Key (TE) i?:ierﬂﬂours
= ours
® (®) Employee Key (E) Retire Hours
P ro c ess I n g () Sequence Records were Added (S) Employee Type
Check Location
Building V
Initialize Fields To Entry Sequence S 8GN ST R e
(®) values from Pay Record [ ]use Optional Transaction Pay Code A 8 6 @iEE 96 ¥ u i
.:::. Values from the Last Entry Start On: |Fa-:tor,.'HDurs oy | =R S R AR .
(_J) Zero (Amount, Factor/Hours, Ret. Hours)
y [—e o ® o o 0 o0 «
(_) Amount from Pay Record - Zero FactorHours, Ret, Hours || Go Te: |NEK’E Record v |.ﬁ.ﬁ:er: |Fa-:tor,."|—|u::urs hd | IE. e
| 1 s El e o e 00

Starting field for worksheet entry.

! Where the focus should go after a record has been edited. g




* Now | start on Factor hours and can go right to next record:

HR\PANCPA\PWAPW - 2070 - Payroll Worksheet  Multiple Jobs List - School Closing - Employee Key Sequence

|5elecﬁun Parameters |N|:| selection parameters chosen ACA Date Range: 03/01/2024 to: 03/15/2024 &J’Edit

| Worksheet Entries

Pay -~
* Mame Key Employee Mame Code Account Mumber Pay Rate

BIERNEACOOD0 Rachal R Biernerscr ARPAH Multiple Rccounts 12 .&000
BOVILDRROOOD Partica A Bovianscr Fs52 24 E 2100 172 1524 000 11.2000
COVENNT 000 Mul Coventryscr Fs52 24 E 3100 172 1584 000 14.2000
DEIUEATEO00 Augustus D Dziukscr Fs52 Z4 E 3100 172 1544 000 14.3000
FALLITOVOOO Tova Y Fallingscr Fss52 24 E 2100 178 1584 000 15.1000
FANEHLOROOO |Lorie U Fankhauserscr Fa52 24 E 3100 178 1542 000 14 _3000 W

£ >

+ = pecord has been imported into payroll. Lookup:

Worksheet Totals: Pay: 123 .20

Employee: Partida A Bovianscr £ TineOff  Hours Per Day: 5.7500

Factor/Hours: 11 .00 Retire Hours: 11.00 ACA Hours: 0.00

Payroll

Employee Type: CLS CLASSIFIED Building: CKA BUILDIMG - CKA Chedk Location: CKA CHE LOC - CEA
[ J
ProceSSI ng Updateable Information
Pay Record -
Pay Code: [F552 Food Service 2 « OK
. . Zancel
Account Number: |24 E 3100 178 1984000 &€t | -

Pay Rate: | 11._2000 | Factor Hours:

Retire Hours: Hours Waorked: Tu13| Pay: 123.20

o
o
L]
-
“
a

|Em|:|-lnyee's factor fhours. (Press "Alt + to open Skyward Calculator)




Payroli
Processing
and A Loads

A-Loads during the payroll processing is another area that with proper setup
can save you time on a “quick” payroll

CP\SE - 745 - Current Payroll Selection Parameters

ACA Enfry Options

i R 0401/2024

Creabat |z

Date Range: [03/01/2024 | to: [03/15/2024 |

Employee /Pay Record Parameters

Default Parameters (as changed for this payroll.)

# of Times to Pay

DeductionBenefit Times to Pay
Default Ded/Ben Times (as changed for this payroll.)

ZaReset
Benefit

Code Type
I selected Codes 77 Edit L Deduction Codes
Employes Range Code Description Code Description
Employee Type *ALL All 2DEL ZDELETE
Frequency 3M1 3 in 1 Supplems
Pay - .
LOC Aflac Lccident
LOC1 Aflac Beocident
LCOCR BCC. AFT TR
LET AETHR
b W AETHR AETH2 MEDICAL P
®al O select -
[ Benefit Codes
Code Description Times
Employee Range DHE DELTA DENTAL BN ]
DRC DRC MEMBERSHIP 1
Low: High: ZZZZZZZZ22Z2 = - -
g lﬁd.ElTll:IL EMEFMD EMPLOYER PRID M 1
FIC FICAR TRX 1
E ADJ EFERS ADJUSTHMEN 1
EFERS EMPLOYER PRID E 1
HED MED FICA 1
The code type.

-




* Let’s talk about deductions and benefits, the RESET Deductions or RESET
benefits button will reset every “ACTIVE” deduction or benefits code for this
parameter set to times to pay of 1.

. What are some examples of when you mlght use an A-LOAD

HF‘ PA‘ (CPAS E- fzﬁ - wa\.uvLoad ‘\d|stIDﬂ Paramctcn

Misgt?e%ect @ SKYDOC @ WebEx Site - Home @ MY test database &) Profes:

58 Save

Save As Description:|Fica, Medicare, State & EPERS | Dielete

-
= " OK
Check Date | 04/01/2024 # of Times to Pay
Saved Parameter Sets [EReport
Description Last Updated Update Time ~ Created By Created Date A @ Close
Default Ded/Ben Times 08/05/2002 12:00:00 08/05/2002 fto: (03/15/2024
Default Parameters 04/21/2015 3:30:03 FEENSNINOOO  |04/21/2015 =
Default Parameters 01/05/2017 2:52:45 WHEDBYUZ0OO  01/05/2017 Deduction/Benefit Times to Pay
Default Parameters 12/06/2013 11:08:18 BEREZRANOOO  12/05/2019 L) Default DedfBen Times (as changed for this payroll)
Default Parameters 04/01/2024 10:55:16 LABLERMAROOO  04/01/2024
Holiday Prmium 10/10/2017 10:43:57 FEENSNINOOOD  10f10/2017 Fodes 2/ Edit L Deduction Codes i Save
NoBEnEﬁts\m'ihhel.d : 11/12/2H8 3:40:13 FEEWSMINOOOD 08f30/2016 on ~ Code Description Times| | ~ AFLDQd
Mo Benefits/Deductions Withhel 12/12/2018 3:55:34 FEENSNINOOO |12/12/2018 v SDEL SDELETE 0
. & hReset
Description not to exceed 30 characters/numbers, | & skyDoc E A% Load =M1 3 in 1 Suppleme 0 Dezduction
‘zRBSE‘t ACC Zflac Accident 1] =
Pararms. ACC1  Aflac Rocident 0
ed Transaction Information Employee ACA RCCR RCC. RFT TRX 0
0000 X RET AETHZ 0
P r I I 2000 - Total: g _ v v RETHNR |RETNA MEDICAL P o|[w
i i o Pay Code: @ al O select -
y -00 L Benefit Codes 2 Rosat
d Code Description Times | A Berefit
rocessing oo o et s |
e _ DRC DRC MEMBERSHID [l
Low: Hight 22222222222 Ind Empl. EMPMD |EMPLOYER PRID M o]
- FIC FICR TAX 1
pport Account Password
E ADJ |EPERS ADJUSTMEN [l S
| | Password ol KDERS |EMPLOYER DAID E 1
Yesterday (03 MED MED FICA 1w BlgA s 8
Today (04 = e ® & * =«
Tomarrow (04 |The Save button saves all changes for ded/ben times to pay. | 8 skyDoc e o
. « & & & 9 % 9 O " ® 0 0 s
" = e 9 @ @ P P O O O 0 0P 0 =
e After maki lecti h lick on SAVE:
ter making selections, then you click on E: +ree0cccs00000 0
¢ Qe e o 9 0 o ¢
« ° e [ B N ® ¢
- 0 eNe e o000 @ 4
(TN ML " e O Y




| |I, )
_ ) Ok
L L o 04/01/2024 Check Date | 04/01/2024 # of Times to Pay oot
Ellrepor
ACA Entry Options ®Close
Date Range: [03/01/2024 | to: [03/15/2024 | -
» N L ]
~Employee/Pay Record Parameters = FDeduction/Benefit Times to Pay E
Default Parameters (as changed for this payroll.) Fica, Medicare, State & KPERS (as changed for this payrc
Code Type
Employee Building ~ L. selected Codes 77 Edit [ Y Deduction Codes IM
| Employee Check Loc o — o — -
EITII:Ill:I'!.I'EE Range ode EsCripaon L ode ESCTIpaon IMES | # #\FLE@L—J
Employee Type *ALL All — 2DEL ZDELETE 0
P — Mo losdl | o ssessemese o FEREE
E:.BESET, ECC Aflac Accident i) =
] Pararms. ACCL Aflac Rccident 0
i RCCH LCOC. AFT TRX 0
| AET AETHR 0
o W EETHR AETHR MEDICAL P 0w
®al O select -
Pa roII 1 Benefit Codes Z M Reset
y Code Diescription Times | ~ Berefit
' = 18
P ° Employee Range DHE DELTA DENTAL BN ]
roceSSI n g ! DRC DRC MEMBERSHIP u]
] Low: High: ZZZZZZZZZZZ Ind Ernpl EMPMD |EMPLOYER PAID M a
- FIC FICR TEX 1
E ADJ |EPERS ADJUSTHMEN ] % R
! EPERS |EMPLOYER PAID K AR
MED MED FICA 1w AN
The Save button saves all changes for ded/ben times to pay. | a SkyDoc 8 w §
® ® o =«
Py e ————————— —————— =— - e = o= ow o ow o ow o ow o w w o w 0 0 0 6
WO A ® ® ¢ o ¢
o TaIALS L N o«
. = e o @ 5] . . . ‘
a - a '8l 2




Voiding payroll checks
QUICK VOID PROCESS — you have no control over dates — the date of the
original check will be used so

Payroli
Processing -
fixing
mistakes

* Think about whether or not you want to impact the month and year ofthe = . . . . . ..
void before processing as a QUICK VOID i ity

* Think about 941’s and W2's ATl s o g




* If you just need to resissue an OLD lost check
* Do a manual void (where you can control the dates) for the NET amount of
the check ONLY with no deductions or benefits in the current month

HR\PA\VC\SE - 766 - Change/Select Pay Record

Period End Date: 04/01/2024

Name: spcAAQSCO00 A dscr, Oscar X.  (SUBSTITUTE
agaardscr, Oscar X. ) Check Date: 04/01/2024
233 .1€00 | Rate/Amount
Pay Code: SUH SUE TEACH DAY X 1.0000 Hours Factor
Freg ||12 ||12 | Paysffear: 12
= 333_16

Retirement Hours: Hours Worked: ACA Hours for Pay: SUH
Payro I I ACA Hours | 0.00 X1 Times to pay

M Account Distribution _ -
Processing - B _ e
e o 0O€ E 1300 115 1544 000 100 .00 -EdiI
fixing

istak
m ISta es Deductions Benefits

Amount Type Start Stop o~ P TGN W

Code Amount Type Start Stop

£ > £ *

Change benefits, amounts, times to pay for this transaction, | a SkyDoc

® 090 0 o o o«




 Then do a regular payroll process for the NET amount of the check ONLY with
no deductions or benefits in the current month
* NO IMPACT to either year for tax purposes

HR\PA\CP\SE - 745 - Change/Select Pay Record

Period End Date: 04/01/2024
Check Date: 04/01/2024

Name: p\pGAAOSCO00  Aagaardscr, Oscar X, (SUBSTITUTE) [

|33 .1g00 | Rate/Amount

Pay Code: SUH SUB TEACH DAY X _m Hours/Factor
Freg " 12 || 12 | Pays/fear: 12

Retirement Hours: Hours Worked: ACA Hours for Pay: SUH
Payrol I ACAHours | 0.00 X 1 Times to pay

= Account Distribution
ProceSSIng = Account Mumber Percent| ~
[ ° O E 1300 115 1544 000 14aa.aa
fixing

b
[ ]
mISta kes Deductions Benefits

|Ipdate
Code Amount Type Start Stop A Code Amount Type Start Stop ~

Il
o
)
o
o

........

< > < >

Change benefits, amounts, times to pay for this transaction. | ﬂ Sk Do

® 090 0 o o o«
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PAYROLL MADE
SKYWARD EASIER WITH QMLATIV

You handle crucial tasks every day in : tre ! ing data accuracy, cre g : submitting payroll

reports, and much more. But handling challenges lik i at and changing comp

valuable time and resources.

eedback from payroll professionals, we've developed solutions to simplify and
kManagement

BENEFITS OF THE QMLATIV SOLUTION:

Qmlath utions are built to help you manage your t: ith eas ith enhanced features to p

NEGATIVE NET CHECK
FUNCTIONALITY

(PRIORITIZED DEDUCTIONS
Qrmlativ al users to define priority order
for deductions.
Onge defined, the program systematically Run

d payroll amoun

If ded wara not takan ¢ i Payroll reports are always accessibl
track and recoup them in g rerun as neaded, even after payroll is complete.

DISCOVER THE Q ATIV DIFFERENCE

Learn more about what sets Omlativ apart at skyward_com/qmlativ, or schedule a live demonstration with your
Skyward sales representative.

Cimlativ, Skyward, and the Skyward

PAYROLL MADE
EASIER WITH
QMLATIV

KYWARD




