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Financial Accountability

If men were angels, no government would be
necessary. If angels were to govern men, neither
external nor internal controls on government would
be necessary. In framing a government which is to
be administered by men over men, the great
difficulty lies in this: you must first enable the
government to control the governed; and the next
place, oblige it to control itself.

James Madison, fourth president of the United States and principal
author of the U. S. Constitution



Financial Accountability

» Fraud is defined as the wrongful or criminal deception intended to
result in financial or personal gain. Fraud includes false
representation of fact, making false statements, or by concealment
of information.

» Waste is defined as the thoughtless or careless expenditure,
mismanagement, or abuse of resources to the detriment (or
potential detriment) of the Board. Waste also includes incurring
unnecessary costs resulting from inefficient or ineffective practices,
systems, or controls.

» Abuse is defined as excessive or improper use of a thing, or to use
something in a manner contrary to the natural or legal rules for its
use. Abuse can occur in financial or non-financial settings.



Teacher Receipts

Safeguard money and receipt books

Use an ink pen and fill receipts out completely

Do not use correction fluid on mistakes; mark through and correct
Voided receipts must be retained

Turn money in daily; do not hold cash

Do not cash checks with school funds

Do not send cash to office by students

YV V.V V VYV V VYV V

All funds collected must be deposited into the school’s bank
account

A\

Turn in your receipt books to the school secretary at year end



Teacher Receipts...continued

> |If a receipt page is lost, the person to whom the page is issued should
submit a written explanation to the Principal. This explanation should
be initialed by the Principal and filed in numerical order with the
other student receipt records.

» Do not hold funds until the activity or fund raiser collection is
complete. Timely deposits of funds collected is required.

» The teacher is responsible for funds collected until turned into the
office.

» As an alternative to writing individual receipts for amounts $10 and
less, teachers may write a receipt to one individual for the entire
amount. A roster of every individual paid should be attached to that
one receipt. The roster should include purpose of the collection and
be signed by the teacher.



Purchase Orders

» Obtain purchase order before purchasing items. No purchase should be
made without an approved and numbered purchase order. Any
purchases made without a purchase order could result in you having to
pay for items.

» The Principal should approve all purchases that will be paid from school
funds.

» Turn completed purchase order in and get PO# before purchasing item.

» Turn invoices/packing slips into office/bookkeeper for payment. Sign
invoice.

» We are tax-exempt.

» Do not hold purchase order until invoice comes in. Submit it once it has
been approved.



Purchase Order Steps

STEP 1: Get purchase order from Secretary/bookkeeper.

STEP 2: Fill out purchase order, turn back in and get it approved by
Principal. Once approved by Principal the Secretary/bookkeeper will
issue a number.

STEP 3: Once number is assigned and PO is signed by Principal you can
then order your items.

STEP 4: Secretary/bookkeeper will submit a copy to central office so
that the PO can be entered into accounting system.

STEP 5: Submit a signed copy of packing slip to secretary/bookkeeper.
This lets them know that you have received all your items and the
invoice is ready to pay.



School

order

NO: LQE?S
REQUISITION — PURCHASE ORDER
Date /“??/‘Q —/94

To_|( .ﬁll_/ﬂl AN QI Omﬁ,{]]Fz TVO Deliver to (/Oo PCL/V Vvie A
Address, Z 205 E ComviynexCa Sk Address

How ship, PIICL/U‘O Terms

Quantity ITEM Unit Cost Extension

q9 Awarxd  Filolkons O .50 .50

Tota B4 S0

TO THE PRINCIPAL: ,
Please p /chase from funds in our account A\(’\ C/\.‘\.)\Q
/ . a— {Name of Organization) ’Q
ﬁ}%é/fﬁ'e Jiis1r2 Em OMALA X - Nerde—
(Authorized Officer) 7 U(Sponsor)

TO THE VENDOR: This is your authority to deliver the items listed above. P, e furnish two copiesw:ze when
merchangise ig delivered. ™ a/ i -
/// & ;é/ﬂ//cf/ AETAE [ 2707 Cr—

(Name of School) (Principal)

CERTIFICATE FOR TAX EXEMPTION
This is to centify that the property described above is for sole use and benefit of the above named institution and will be used under the control of said
institution. Il is further certified that the undersigned is authorized by the provisions of Act No. 742, Legislature of 1953, approved September 17, 1953, as

pringipal of said institution to issue this order and to make this certificate L//’

ignature of Principal)

(To be prepared w1 npircate  The while copy showid be senl lo the vendor, the pink copy should be filad in the ceniral office, 6nd the yeliow copy should be returned 1o the orgenization reque sting the order.)




Classroom Instructional
Support Funds

» Allocated per unit
» Classroom Materials and Supplies - $900.00/unit

»  Funds must be made available by December
» ClassWallet

Professional Development - $100/unit
Library Enhancement $157.72/unit
Technology - $500/unit

Common Purchases $100/unit

YV V VYV V



[®] cLAsSwALLET

You will receive an email from

ClassWallet when your account has
been set up.

L L]
Welcome to the user sign in page.
Sign in using your registered account:

[
]

A1}

ﬁ o

faT]

7]
[
[ |

Forgot Password

Support

™

reCAPTCHA

Privacy - Terms

I'm not a robot




Invoices

» An invoice should be obtained for each purchase before payment is
made.

» The school employee receiving the items should sign the invoice to
verify the items billed were actually received.

» No pre-payments will be made.




Expenditures

» Payments for school expenditures should be made from the school’s
checking account.

» Do not hold cash collections to purchase items. All purchases must go
through the school’s books.

» No items will be paid in advance of receiving items. No items will be
paid for without the supporting documents such as invoice and proof
items were received.




Fundraisers

» Complete a Permission to Hold Fundraising Drive form — submit to
Principal for approval.

» Principal must approve and sign the above form prior to the start of
the fundraising activity.

» All money collected must be turned in daily to the Principal,
Secretary, or Bookkeeper to be receipted and deposited.

» Do NOT hold fundraiser collections until the end of the drive.

» Sales awards to students should be pre-determined and approved by
the Principal.

» Do not make payments from funds collected.



Fundraisers continued

» A school employee cannot receive a gift or gratuity from the
fundraising vendor.

» At completion, the Sponsor will complete the Fundraising Retail
Accountability form and submit to the Principal to be reconciled to
the Master Receipts.

» These forms are posted on the Board’s website under Finance —
Procedures and Guidance




Permission to Hold Fundraising Drive form

BUTLER COUNTY SCHOOLS

PERMISSION TO HOLD FUND-RAISING DRIVE

| REQUEST PERMISSION TO HOLD A FUND-RAISING DRIVE FOR THE:

NAME OF CLUB OR ORGANIZATION OR SCHOOL

THIS FUND-RAISING DRIVE WILL INVOLVE SELLING (inciude specific items and cost per

ifem):

FUNDS WILL BE RAISED DURING THE FOLLOWING DATES:
[MONTH} (DAY} [YEAR)

| understand the Board policy conceming fund-raising activities. All fund-raising activities must
be approved by the school principal and the supenntendent of education prior to the beginning
of the fund-raising activity. The collection of monies for such projects, the distribution of
information or sale items, the returmn of unsold items, or other administrative functions shall not
be allowed during the instructional ime. Plans and purchases for fund-raising drives should
not be made until approval has been granted.

ALL REQUESTS FOR PERMISSION TO HOLD FUND-RAISING DRIVES MUST BE
SUBMITTED AT LEAST ONE WEEK IN ADVANCE OF THE ACTIVITY.

REQUESTED BY:

SPONSOR OR PRESIDENT
OF ORGANIZATION:

APPROVED BY:

SCHOOL PRINCIPAL:

SUPERINTENDENT OF
EDUCATION:

Central Office Use: Date Received:

Revised June 2011




Fundraising Retail Accountability form

| FUND-RAISING RETAIL ACCOUNTABILITY |
ORGANIZATION: TEACHER:
VENDOR: DATE:
PURPOSE FOR FUND RAISER:
BEGIH TR TOTEC EROTAE TELLIRG EXPECTED
ITEM INVENTORY | RECEIVED |MERCHAMDISE|INVENTORY| UNITS SOLD PRICE RECEIPTS
0 0 [ _
0 0 5 -
0 0 3 -
0 0 3 -
1] 0 g _
0 0 3 -
0 0 5 -
0 0 [ -
0 1 3 -
0 0 3 -
TOTAL EXPECTED RECEIPTS| § -
(If Total Expected Receipts do not equal Total Actual Receipts ACTUAL MASTER RECEIPTS
explain anydiferences in the REMARKS section below.) MASTER RECEIPT

RECEIPT DATE | NUMBER | RECEIPT AMOUNT

Total Actual Receipts: 3
Total Expected Receipts: 3
OVER/UNDER: 3

REMARKS:

Vendor:
Amaunt Of Inveice:

Actual Receipts Minus Amount of Invaice=
TOTAL PROFIT MADE: 3

Signature of Teacher:

Date:

Signature of Principal:

Date:

1) Lige additional paper for more recaipts andior more Rems of merchandise.
2] Recond all Merchandis offerzd for sale ncluding donated feme.
3] Record anfy 1i2ms actually 50K {|.e. POpCom bags NOT popcom, owers Nat
Hbbon).

TOTAL ACTUAL RECEIPTS



Fundraisers-Crowdfunding

» Crowdfunding involves funding a project by raising donations of money
from many people, typically via the Internet. There are several platforms
available to school personnel that are based in crowdfunding, including
sites like Donors Choose, Go Fund Me, and many others.

» While crowdfunding opportunities can provide a mechanism for raisin
money for equipment and materials to supplement instruction, they also
can result in unintended circumstances that could negatively impact
school personnel. For instance, Go Fund Me requires the recipient of
funds to set up an account in his/her name. The funds are then sent
directly to the recipient.

» Funds raised in this manner should be considered taxable income. Most
teachers would not want to be subject to such consequences. There are
normally fees associated with these sites as well.

» These guidelines are intended to provide protection for teachers who
wish to utilize crowdsourcing as a mechanism to raise funds for
élassroom use, as well as protection for their administrators and the

istrict.



Crowdfunding Guidelines

» School personnel are encouraged to try to find traditional fund-
raising opportunities for which to apply prior to turning to
crowdfunding as an avenue for raising funds. If a crowdfunding
platform is chosen for use, be advised that school personnel are
expected to adhere to the following guidelines:

» A Permission to Hold Fund-Raising Drive form must be submitted, and
approval obtained from the school principal and the Superintendent
prior to posting a project on a crowdfunding platform.

» Any funds received as a result of the crowdfunding must be set up in
the school’s internal account. All funds should be recorded by the
school in the School Funds accounting system at each school. No
school banking information should ever be given out. A check should
be requested to be mailed to the school in the name of the school,
not an individual person.



Crowdfunding Guidelines...
continued

» No crowdfunding accounts may be established in an individual
teacher/staff member’s name. Crowdfunding accounts must be set
up under a school’s name and address.

» Any materials received or purchased with crowdfunding sources must
be included in the school’s inventory.

» All materials and equipment purchased through crowdfunding
platforms are the property of Butler County School System and
should be handled according to the policies and procedures for
materials and equipment. The materials and resources may move
with a teacher from classroom to classroom within the building if the
item has not been physically installed within the room.



Human Resource
Information
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First Paycheck

» Nine month employees
» September 30*

» August 31* (13-month option)

» Ten and Eleven month employees
» August 31*

» Twelve month employees
> July 31*

*Checks are always issued on the last weekday of the calendar month.

Mandatory Direct Deposit/Paperless Direct Deposit




Take Home Pay

» Gross Pay — before taxes and other deductions

» Less the Following if Applicable:
v’ Federal Income Tax (based on form W-4 Employee’s Withholding

Certificate)

v’ State Income Tax (based on form A4 Employees' Withholding
Certificate)

v" FICA

v’ Social Security (6.2% based on earnings)

v' Medicare (1.45% based on earnings)

v Retirement — based on Tier Status

v’ Insurance(s)

v" Other Deductions

» = Net Pay — what you take home



Leave Types

» Sick

o Follows your contract term — one day per month of employment
»  Personal

o 2 days per contract year (July —June)

o 3 additional days at $60/each

» Vacation — only for 12-month employees
» Jury Duty

o Jury Summons and Certificate of Service

» On the Job Injury — Report within 24 hours

o Incident Report and Doctor’s Excuse

» FMLA
o Detailed paperwork to be filled out with HR department



Protfessional Development

»  Purpose must be stated, approved by supervisor

» Request must be submitted in Trip Direct — this includes PD onsite. Should
be entered 2 weeks prior to travel. Make sure you have received an
approved copy before date of PD.

»  Always attach the approval to travel reimbursement.

» Agendas are required! Should reflect dates & location.



LI My Reguests  Settings

HELP

Legend -

Trip Request

Field Trip / Professional Leave Request

Thank you for using our internel service o submil trip requests. This service helps us to prompltly aitend to your Urip reguests. Please complete this request form as
completaly a3 possible, Be sure Lo Ml in all Belds with a5 moch datail a3 passible, Notes shauld include a briel descriplion of the aclivity, extra stops Tare Tield trips {i.2.
unch), a estimated cost for which you will seek reimbursement, etc. Details will prevent delaying approval while mare information is requested. You will receive an email
at each stage of the approval process, Omoe your Urip is activated, it has received final appraval. For professienal development reguest, print the final email and attach it to
your reimbursement Morm.

Please be yaursall, click here il you are not Martha Lawis
Meed Assistance? Contacl Matthew Shell at 334-382-49B8 ar matthew shallbbutlerce k12, alus,

Wl First Name W1 Last Mame ¥l Email

Martha Lewis martha. lews@butlerco kl2.a
Phone Pager Mobile

3343822665

Booking Details

v Trig Hﬂm&l |
[ Trip Destination | |
| Departing Location | -- Select Location -- v |

[] Grganization | -- Selact Organization -- o |

Trip Direct

ACCESS THROUGH BOARD’S WEBSITE UNDER “FOR STAFF”



Absences

Inform Secretary and Principal
Let Secretary know what kind of day you will be taking.
Sign Substitute voucher the next day.

YV V VYV VY

Complete Frontline Absence Management




Frontline Account Creation

Receiving an Email Invitation for Application Access
All users in Frontline Platform organizations will be sent an email invite similar to the example below, and the

user must make the proper selections to either set up a new Frontline ID account or proceed with an existing
account.

9 frontline

Hello, Kirito.

Phoenix Insights School District has invited you to access Absence Management (formerly Aesop)

A Frontline ID account is required to access your Frontline solutions.

@ Create a Frontline ID

Already have a Frontiine ID account? Sign In with your Frontiine 1D

MNote: This is different than the Aesop ID

Important: please do not forward this email
Each invitation Is unique per individual and could
comopromise personal information if forwarded




Frontline Account Creation

This link takes the user to a Sign In page where you must create ﬁ
login credentials in accordance to Frontline requirements: - ty School District
e The username must contain 1 alphabet character and at least Create a Frontline ID
4 total characters. (Users can potentially use their email
address, first initial and last name, or any different, district-
preferred combination.)
e The password must have 1 alphabet character, 1 number or
special character, and 8 total characters.
e Users must provide an email address to provide a means for

password recovery and click the checkbox to acceptthe @« i
terms and conditions.

Once you are finished, you must click Create Frontline ID. The
system will alert you if there are any issues with your selected
username/password/email address.

G remme D

Upon successful account creation, the system will sign you in with
your new username and password and will require you use these
credentials for any future logins. Employees and Substitutes will not

be able to use your Frontline phone number or PIN to log into the website, only the Frontline Platform
username and password.




Entering Absence into
Frontline

Basic Absence Types y

e N ( A e h
Offers the job Employee Absence does
to all qualified prearranges not require a
substitutes with a substitute

substitute

https://absence-help.frontlineeducation.com/hc/en-us




Travel Policy (Section 4.10)

» Reimbursement for mileage is based on the state mileage
reimbursement rate (S0.67/mile) and is from base or origin to
destination and back, whichever is less. (Example — Your work location
is Greenville and the PD is in Montgomery. The State allows 45 miles).

» Reimburse for lodging, meals, registration, coach airline tickets, parking
and toll fees, checked bagging fee up to $50/round trip. All receipts
should be presented for payment.

» Hotel expenses will be reimbursed for conferences and events located
beyond a 75 mile radius. Hotels should be booked at the conference
rate only.

» Meal allowance: $S10 breakfast (prior to 6:30 a.m.): $15 Lunch (11 a.m. —
2 p.m.): S25 evening meal (6 p.m.—8 p.m.)

»  Must be submitted within 30 days of travel.



Reimbursement Process

» Complete Travel Form — forms are posted on the Board’s
website under Finance — Finance Forms

> Statement of Travel
>

» State Mileage Chart

Travel Voucher




General Comments...

» All employees receiving compensation for any work performed on
school premises must be paid through the school payroll system

o Federal Wage and Hour requirement
o No exceptions allowed

» Best point of contact — Secretary/Bookkeeper!




Employee Self Service - ESS

» Employees can...

» Access from any computer including cell phones
» Access provided through Clever

» View/Print Pay Checks

» View/Print past check information

» View/Print W2s — current & past



ESS Access In Clever

Iever Butler Co School District

Latest Apps

School Title | Staff
o . c - Lunch @ Survey
District Learning Apps Survey

Email, Docs, and Files

District Resources

School Resources

48/ |Birect | & jl
L o -

BCSS Website Bullying ClassWallet Maintenance Staff Phone Trip Request Technology WView Pay
Hotline Help Directory Help Checks

District Resources

State Resources

More apps




Employee Self Service — Register

Registration on Log In screen

f Log in - Employee Self Service % \ b ol

GIEEIQSearCh ﬁ B ¥ A C

(-' () | reliantmcai.local/ESS JfAccount/Login

|8 Most visited @ Getting Started

Account Help Register Login

Employee Self Service

Enter Web Address for ESS into your browser.
Log in
User .
s Everyone must register as a user
for ESS using their social security
i i number and employee number.

~\)
?i\é !-:lhnAulgaﬁalonss



Employee Self Service - Register

All employees must create an account in ESS. Employee chooses their own User Name and

| any special characters or spaces.

Create a New Account Social Security Number and Employee

Number combination is validated in the
payroll system.

Use the form below fo create a new account.
Passwords are required to be a minimum of & characters in length.

User name

Email Email address will be used to send all
notifications from ESS. This does NOT have
to be a school district assigned email

Last Name address. It may be an employee’s personal
email address.

First Name

Social Security Number

Employee Number Your Employee Self Service account confirmation

me@me.com
Sent: Fri 5/16/2014 9:50 AM

Password - A
To: @ Angela Palmire

Confirm password Thank you for signing up with us! Please confirm your registration by clicking the following link:

Confirmation Link

Register
- — In case you need it, here's the confirmation code: dIKg0-xx2¢3iCLQS1mv_BQ2

An email, with a confirmation link, will be sent to the email address the user provided when creating
their account. User must use the confirmation link in the email to be confirmed as an authorized user
for ESS.




Employee Self Service — Account Help

Account Help allows the employee to recover their password.

Employee Self Service AccountHelp = Register  Login
Forgot Password The Account Help allows a registered employee to recover their
v password with the Forgot Password recovery. The employee must enter

their User Name or Employee Number and press the Recover button.
An email with a ‘reset password’ link will be sent to employee’s ESS
_ email address. Once the employee clicks on the link in the email, a
computer generated password is assigned to their user name. The
employee will receive a message and a email with the new password.
The employee can then login with the new password. The password
can be changed (instructions on page 33). The Forgot Password will not
work if the employee’s account has not been confirmed (see previous

screen I . Account Help Register s

Success! Your new password is:
(G2 Reply (52 Reply All (& Forward &M IAWJPD
Thu 1/12/2017 1:16 PM
nextgeness@gmail.com

Password Reset Token

OR

Employee
Number

8467

Thu 1/12/2017 1:17 PM

nextgeness@gmail.com

To New Ess Password

To [ Angela Palmire

Please find the Password Reset Token for user name: lamason
Reset Password

Please find the Password Reset Token
TAWIPp




Employee Self Service — Account Help

Account Help allows the employee to recover their user name.

Employee Self Service Account Help = Register  Login
Forgot Username t
ﬁ[‘l‘n‘:t’:r"e ‘ 84671 The Account Help allows a registered employee to
Employee ‘ recover their user name with the Forgot Username
Email amason3434343@hotmall com recovery. The employee must enter their Employee
Number and their ESS email address and press the
Recover button. An email with their user name will

be sent to the employee’s ESS email address. If the
email address entered does not agree with the email
address the employee register with, a message will be
displayed and no email will be sent. The Forgot
€2 Reply (2 Reply All (S Forward &5 M Username will not work if the employee’s account
Thu 1/12/2017 1:14 PM has not been confirmed (see page 4).

nextgeness@gmail.com
ESS User Name

To

ESS User Name: lamason



Employee Self Service — Home Menu

Home screen menu will have Home—Employee and About ESS. The Home-Employee menu opens to other
menu options. Employee will follow the links to the menu options they want..

Employee Self Service  Personal Documents About ESS

“\\elcome Image
Welcome to Butler County School System [

My Checks
Start Date | 1/1/2023 |
End Date = 8/1/2023 =

Personal Documents About E

] Payroll Inguiry
I Earning Summary (YTD totals) mm

View Pay Checks :,ys - Select date range and click Search to list pay records. Select check n
Date T Number YT Date
07/31/2023 66682 - (Statement) 07/14/2023
06/30/2023 66094 - (Statement) 06/16/2023
05/31/2023 65690 - (Statement) 05M272023




Employee Self Service—Personal/Payroll Inquiry

The Personal menu contains the sub-menu for Payroll Inquiry which includes the Inquiries
available for the employee.

Home-Employee —
Payroll Inquiry -

Earming Summary (YTD totals)
View Pay Checks

Documents hd

About ESS



Employee Self Service — Earnings Summary

Employees can view and print their earnings summary by selecting the year they wish to view.

Earnings Summary

Back Print
Eamnings Year 2016 v
Gross Wages $11.422 .90
Federal Wages $10,366.20
Federal Tax Withheld §714.83
Social Security Wages $11.347.90
Social Security Tax Withheld §£703.56
Medicare Wages $11,347.90
Medicare Tax Withheld $164.55
State Wages $11,222.90
State Tax Withheld £401 14



Employee Self Service-Earnings Summary (W2)

The employee can view and print their W2 for the selected year.

Earnings Summary

Copy 8-To Ba Flle Wit Empioyse 382009803 Copy 2-To B Flsd With Employse Stats 362009803
FEDERAL Tax Refum OB o, 15450008 City, of Local Incoms Tax Refum M o, 1545008
. 3 Employes st 520 no. 1 Wages, tpe, other comp. | 2 Federal Income tax witheld 3 Emigyes 500, 82¢. 0. 1 Wages, ips, other comp. | 2 Faderal Income tax winheid
Back Print 1838345 33571 16,3834 53571
3 yuages | 4 Socil sepurty facwinhe 3 wges | 4 el
f ' Empioyer 0 rumer (EIN) 035368 126190 | | b Employer D number (EIN) 035368 126150
Earnings Year 2013 r N 5 Medcare wages and ips | £ Medcare ta wiheld 7 e 5 Medeare wages and 1ps | 6 Medioare tacwitherd
2035068 25508 20,3588 25508
© EMoiyer name, 20dtess, and 217 Code . Empiayer nan, andress, 0 217 oooe
Bl Coumty Board of Edueation ol
View W2 : .
Gross Wages
$22,189.68 1 Goriot Number d Carirel Numoer
B
& Employes name, address, and ZIF code & Employes name, address, and ZIP code
Federal Wages $18,389.49
Federal Tax Withheld £935 71 7 Soclal sacurty 15 8 Alocaied ffs 9 Advancs EIC payment 7 Sodtal securty tps B Alocated fps 5 Agvance EIC payment
10 Depencent care Denes |11 Nonqualfiedpians | 123 Code Seelnstforbon iz | (10 Deoendentcarebenefis |11 Norgualfed pians | 123 Code Seeinst forbox 12
oo EEb] 1} 383724
- - 13 Sty Employes | 14 Other 120 Cooe 12 Stauory Empioyes | 14 Der 120 Code
Social Security Wages £20 353.68 car 18580 G 000 caF 18500 & 3000
' - Retemert plan au 168413 | 120 Cote Retfemant pan I 1,864.15 | 12¢ Code
x E s X DUE ms
“Tird-pany sick pay 124 Cooe “Thinsgary sick pay 120 Coge
Social Security Tax Withheld $1 261.90 R NGRS i A ww] [ T Y ey
ot |17 siate income tax 15 Stale Empayer sate [ numper | 16 Stale wages, tps, ele. | 17 Stale inaome tax
20 Localtyame 16 Local wages, ifs, skt | 19 Local ncome 20 Localiy name
Medicare Wages $20,353.68
Fom W-2 Wage and Tax Dept of e Trzgeury- RS Fom W-2 Wage and Tax Dept. of M Tregary - RS
satement 2013 statsment 2013
“This ifomation s being fumished o e iniemal Revenue Senia
Medicare Tax Withheld £995 09
State Wages $20.053.68

State Tax Withheld $646.29




Employee Self Service — View Pay Checks

Employee can view and print check/statement summary for a specific check date range. The
employee can view check detail by clicking on a particular check.

My Checks

Start Date 11,2015

End Date | g/4/2016 Search
SEWN S | Print

Select date range and click Search to list pay records. Select check number from list to view pay record.

Date Number Date Gross Net Pay Adj.-Sub Info
05/31/2016 133504 - (Check) 05/31/2016 52.248.58 5$1.190.99 -
04/29/2016 133330 - (Check) 04/29/2016 $2.288.58 $1.217.66

03/31/2016 133174 - (Check) 03/31/2016 52.258.58 51.197.66

02/29/2016 133011 - (Check) 02/29/2016 $2.298.58 $1.224.23

01/31/2016 132835 - (Check) 01/31/2016 52.328.58 51.244.23

12/18/2015 132689 - (Check) 12/18/2015 $2.298.58 $1.223 .44

11/20/2015 132524 - (Check) 11/20/2015 52.308.58 5$1.230.10

10/30/2015 132369 - (Check) 10/30/2015 $2.448.58 $1.323.13

09/30/2013 132208 - (Check) 09/30/2013 $52.278.58 5$1.210.20

08/31/2015 132074 - (Check) 08/31/2015 $2.468.58 $1.336.35

07/31/2015 131943 - (Check) 07/31/2015 52.458.58 5132969

06/30/2015 131736 - (Check) 06/30/2015 $2.308.58 $1.230.10




Employee Self Service — View Pay Checks

If an employee has extra pay, pay adjustments or substitute pay for a specific check, they can view detail

information about the pay by clicking on Adjusts/Sub Details link.

My Checks
Start Date 1/1/2015

End Date | g14/2016

Date

05/31/2016
04/29/2016
03/31/2016
02/29/2016
12/18/2015
11/20/2015

10/30/2015

Select date range and click Search to list pay records. Select check number from list to view pay record.

Number

133579 - (Check)
133425 - (Check)
133252 - (Check)
133089 - (Check)
132769 - (Check)
132602 - (Check)

132437 - (Check)

Date

053142016

04/29/2016

033172016

021292016

12/18/2015

112002015

10/30/2015

Gross

$195.00

$65.00
$195.00
$260.00
$130.00
$195.00

$227.50

Net

$180.08
$60.03
$180.08

$235.88

Pay Adj].-Sub Info
Adjusts/Sub Details

Adjusts/Sub Details

Adjusts/Sub Details

Adjusts/Sub Details

Pay Adj -Sub Info

Subbed For
WILLIAMS,
WILLIAMS
SMITH,
LIGHTSEY,
CHUC,
CHUC, .
Totals

¥

Adjustments to Pay/Substitutes List for:

Date Day(s)
412812016 0.50
412612016 0.50
4142016 0.50

. 4/26/2016 0.50
411412016 0.50
4/15/2016 0.50

Pay Rate
$65.00
$65.00
§65.00
§65.00
$65.00
$65.00

Paid
$32.50
$32.50
$32.50
$32.50
$32.50
$32.50
$195.00




Employee Self Service — View Pay Checks

Employee’s detail check information can be displayed and printed.

Print button.
Check Detail = [

deedee

MOO-XK-1171
15T AVENUE
WATSON, AL 35181

Check Information =N

Check Date: 02/28/2013 ( _,4 H A R RI s
Pay Period Ending: 02/28/2013 \‘ School Solutions §i§
Check Number: 124420

Mote:
Net Pay
|__Current
Gross Pay $7.440.32 $10.841.24
Total Deductions - Mandatory ($1.664.78) ($2.464.39)
Total Deductions - Other (5610.42) (5917.89)

Earnings

| current [ Hrs| Deductions - Mandatory

REGULAR $7.440.32 $10.841.24 000 m

0.00 IO $569.18  $829.35
Federal $800.97 $1.203.66

Bank Accounts State $294.63 $431.38

[Accountll Amount]

. =255 5516512

] Deductions - Other
Ytd
RETIREMENT W/H 5556.02 5813.09
AEA NON CERTIFIED DUES 51165 52330
NEA NON CERTIFIED DUES $10.75 §21.50

VALIC ANNUITY WITHHOLDINGS  $30.00 $§60.00

Total Deductions - Other $610.42$917 89




Employee Self Service — View Pay Checks

The check/statement detail will display as a copy of the original check/statement. The employee can also print
a copy of the displayed check/statement.

Check Detail &

Automatic

HARRIS SCHOOL DISTRICT BOE
EMELOYEE NAME [EMPLOYEE NUMBER| PAY PERIOD END | DEFOSIT DALE | DEPOSIT NUMBER
ELIZABETH TAYLOR | ECEEEE] 10/15/3013 10/31/2013 | 485664
DESCRIPTION CURRENT ZMOUNT DESCRIPTION CURRENT AMOUNT |  ¥ID ZMOUNT
Regular Fay 5,852.85 | FED WH 819.74 5,138.54
STATE WH 263.33 2,354.21
SS WH 324.20 324.20
MC WH 75.B2 §78.30
VALIC - G. 58.53 523.97
EOCO - G.F a0z.00 3, 618.00
HERLTH-CAF 401.48 3,613.32
VISION-CAF 13.97 125.73
FLEX MEDCL 208.33 1,874.897
GROSS PAY 5,.852.85 52,393.01 | DISABILITY 66.92 £0z.21
FRINGE BENEFIT 0.00 ] 0.00 | UNUM EROD 19.89 175.01
TEAVE DESCRIPTION BALANCE TRKEN TRS RETTRE 351.17 3,143.57
Tew TR Ts 00 oo FNB POLK 2,847.40 30,216.28
Cpen Enrcllment - Octcber 21-November B, 20132 WET DEFOSIT 0.o0
CSI TECHNOLOGY QUTFITTERS 4 8 5 6 6 4

MOBILE, ALABAMA

DEDOSIT  +%++VOID*++VOID*+++V0ID*+% DIRECT DEPOSIT DEFOSIT DATE | DEPOSIT Wo. | AMOUNT
FEEVOIDHEEVOIDEH FVOLDY SO LD = 10/31/2013 485664 | 0.00

TO THE ELIZABETH TAYLOR
ORDEER 541 EAST MAIN STREET
OF ROME, GA 30161

NON-NEGOTIABLE DIRECT DEPOSIT

Print toolbar is at
bottom of check display. >




Employee Self Service-Documents

Documents menu allows the employee to view their personal documents under View Employee
Documents.

Home-Employee =
Personal v
Documents A

[ View Employee Documents ]

About ESS



Employee Self Service-View Employee Documents

Employee can view and print their detail check information by selecting checks from drop down and pressing the search button. A list of all
the employee check/statements will be displayed. Employee will then click on the check/statement to view and the check will openina
separate browser tab. The check/statement can then be printed or saved. Each tab that is opened with detail records must be closed
manually when logging out of ESS.

Employee Documents

Checks -
Document Document Type Document Date
127566 Check 8/27/2013 11:20:14 AM
128078 Check 9/24/2013 1:53:20 PM
128591 Check 10/29/2013 2:44:58 PM
283 Check 11/20/2013 10:33:29 AM
648 Check 12/17/2013 2:27:14 PM
1016 Check 1/27/20
1386 Check 2/24/20 T [evszoves Tmmen]

- 1 | o4/30/201¢ 04/30/2014 2132
1756 Check 3/20/20| T SR Secer e S i s
2132 Check 4/25/20 L e sl LR
2508 Check 5/27/20 3R 428
2883 Check 6/25/20 EmeeT e e e,

o Board of Education 2132
PAY ::::’g%?::;X%E::;:Izgf?z‘;glgggcrr DEPOSIT [CHECK DATE | CHECK No. |  aMouNT |




Employee Self Service-View Employee Documents

Employee can view and print their W2 records by selecting W2 from drop down and pressing the search button. A list of all the
employee W2s by year will be displayed. Employee will click on the W2 to view the detail record. The document will openin a
separate browser tab. The W2 can then be printed or saved. Each tab that is opened with detail records must be closed
manually when logging out of ESS

Employee Documents

W2 v
Search
Document Document Type Document Date
2013 W2, Board of Education w2 2/6/2014 9:52:35 AM
2014'We| Board of Education w2 111912015 12:27:50 PM
‘Copy B-To B8 Flled WIm Empioyee 35205805 ‘Copy 2-To B Fllad Waih Empioyse Stats 352050803
FEDERAL Tax Rstum OMB o, 15450008 Cty, or Locl Income Tax Retum OME o, 15450008
3 Enpioyee soc see.no. | | Wages, Uos, cibercomp, | 2 Federal ncore tax withed | | 3 Emoioyeesoc secnn. | 1 Wages, Ups, ofer comp | 2 Fedel Income iax wiheld
1836945 ss7 1838945 5571
3 Socalsecurywages | 4 Socilsecurty G wihed 3 Social securty wages | 4 Soclalsecurty tau aineld
b EN 2035368 126130 | | b Erployer D number EN) 235368 126150
5 Medcare wages g tps | & MEOCaTs tax e s 5 MEOCIE WaQES 30 56| 6 Medoare taX WD
2035563 235368 2509
© ENpioyer name, a0drese, and 2P 0. © Empioyer Nae, 300ress, 300 2 000
BIOD County Baard of Eduestion ~tmn
@ Gontmt Numper o Control NumDer
[
2 Empicyes name, a0dress, 3nd 2P ok, & EMoioye Name. 36ess, and 2 0002
7 Socialsecurty tos 3 Alocai=d tps % Advance EIC payment 7 Sodal securty ips & Alocated s o Avance EXC payment
D Depensentearebenels |11 NonQuAMeGpans 123 Code Sseinel mebax12 | [10 Depencemcaretenems |11 Nonquamespans | 12a Code See et forbox 12
oo 3BT oo FUEn
13 Stautory Employee | 14 Other 12 Cote 13 Silory Enpioyee | 14 Other 120 Code
caF 183600 c 300 car 183600 s 30000
Refiemment plan e 188413 125 Cose Rerement pan an 168419120 Cooe
x ouE 2358 x DuE w55
Thrs gany Sex 52 20 Gooe TR party 5 pay 120 Code:
A | s 2005358 R 205368 )
15 State 16 State waces, tpe, .| 17 15 16 State wages tps. oo | 17 Staeincome 3
18 Localwages, fps. eic. | 19 Losal neame ax 20 Locaity name 16 Local wages, fps, 2. |19 Local neame B 20 Localty rame
Form W-2 Wags and Tax Statemsnt 2073 Dept of the Treasury - IRS Form'W-2 Wags and Tax Statement 2013 Dept. of e Treasury - RS
™ wiema




Employee Self Service-View Employee Documents

Employee can view and print their Truth In Salary documents by selecting Truth In Salary from drop down and pressing the search
button. A list of all the employee’s document by year will be displayed. Employee will click on the document to view the detail. The
document will openin a separate browser tab. The document can then be printed or saved. Each tab that is opened with a detail

record must be closed manually when logging out of ESS.

Employee Documents

Truth in Salary ~

Document Document Type Document Date
2015 Truth Truth in Salary 6/3/2016 10:30:34 AM
2016 Truth Truth in Salary 1/10/2017 8:52:11 AM

$34,688.00

$2,011.69

$470.45

$4,141.76

$6,240.00

$3.44

Total Misc Benefits (ex: Life Ins) for Fiscal Year: $0.00
Grand Total of Benefits for Fiscal Year: $47,555.34
Total Leave Units Accrued for the Leave Year: 14.00

v
1}
1}

ployer Subsidy for PEEHIP Coverage
$4,585.80

Percentage of TRS Employe ns
Education Trust Fund Appropriations: 5.04%

Compared to the Total Amount of the
The Funded Ratio of TRS as of Fiscal Year 2014: 67.5%




Employee Self Service-View Employee Documents

Employee can view and print their 1095C documents by selecting 1095C from drop down and pressing the search button. A list of all
the employee’s document by year WI|| be dlsplayed Em ponee WI|| cI|ck on the document to view the deta|| The document will open
in a separate br '

manually when logging out of ESS.

Employee Documents

1095C v
Document Document Type Document Date
2015 ACA1095C 1095C 7/11/2016 3:46:56 PM
2016 ACA1095C 1095C 1/9/2017 2:51:37 PM
-1095-C Coomeers 5500 -
. Ej‘ [ T ™ B ard of Education
fww - |, el | ........ et e TS e CECE um-?_u_w_.:..i
Empu»oe Offer and Coverage Plan Start Month iCriter 2-digit numberl: 14 B

anave s is s s s s s s s s s s s

i Tndividuals
M Employar providad hack the bax and enter the i

red navicual, ]

"
el e T = e e e
o o|o|olojolalalolo|ala|o
O |ojoojojo|jojoo|o|jo|jolo
O (OO|O(o|jo|jco|jo|joojo|o
=R == EEEEEEEEEE
=N = EEEEEEEEEEE
1 e eyt e e i




Employee Self Service — About ESS

The About ESS Menu option identifies the Product Version and the District. The District’s contact
information for Employee Self Service can also be displayed here.

Home-Employee M )
About Employee Self Service
About ESS
Print
Customer:' BOARD CF EDUCATION
Product Version: 2.15.2.27
Accounting System: NextGen
- Accounting System Version: 2
7V, HARRIS 9
‘ ~g 3chool Solutions

If you have any questions or experience a problem with ABC School Districts ESS site, please contact us at 555.555.5555.
© N. Harris Computer Corporation 2017



Employee Self Service — Manage Account

An employee can manage their ESS account by clicking on their user name in the toolbar.

LS

Manage Account.

Youre togged In as rsmith Employee clicks on their user name
| change account | ack | to manage their account.

Change password

Cument password

The employee can change their
i i ¢ password by entering their current
T password and the new pass_word.

password

Employee Information

Employee Number

The employee can change the
name and email address
Pt ray € associated with their ESS account.

LUser Name rsmitn

Last Name Smith

Email rsmith@harrischools.org

No Alert Emails




Retirement

» Teachers’ Retirement System — Tier 1 — 7.5%
o Began working before January 1, 2013

o 10 years service — retire at age sixty
o 25 years service — retire at any age

o After just 10 years of service, you become “vested” in
the Teacher’s Retirement System.

o Sick leave can be used to determine years of creditable
service for retirement purposes.



Retirement

» Teachers’ Retirement System — Tier 2 — 6.2%
o Began work after January 1, 2013
o 10 years service —retire at age sixty-two
o 30 years service — retire at any age

o After just 10 years of service, you become “vested” in
the Teacher’s Retirement System.

o Tier2 | latod sick | .
dete#mmng—the#ameem{—ef—%edﬁabte—seﬂﬁee Now
allowable in accordance with Act 2021-537.



1ck Leave Conversion Chart

TRS TRS Agency Manual

OF ALABAMA
Sick Leave CoMVERSION CHART

Accumulated Sick Leave Days Months of Service
0-7 0
§-22 1
23-37 2
18-52 3
53-67 4
68-82 5
§3-97 6
98112 7
113-127 8
128-142 9
143-157 10
158-172 1
173-187 12
188-202 13
203-217 14
218-232 15
233-247 16
248-262 17
263-217 18
278-292 19
203-307 20
308-522 21
323337 22
338-352 23
353-367 24
368-382 25
383397 26
108-412 27
413427 28
428-442 29




M TRS Tier 1 Active Members | The X +

&« C {t B rsa-algov/trs/tier-1-active-members/ G 2 %" B .
BC55 M Inbox (21) - martha... E Butler County Boar.. @ STAARS Log-ln &  Alabama LEA Fiscal.. 4 Alabama LEA Accou.., E Truist | Personal Ba... Welcome to EFTPS... »
MEMBER LOG IN EMPLOYERS ABOUT RSA REAL ESTATE SEARCH
a- |l A+

TRS ERS PEEHIP JRF RSA-1

877.517.0020 conmacr

TRS = ACTIVE MEMBERS

ACTIVE MEMBERS

TRS Tier 1 Active Members: Any member of the TRS who had

service credit with the ERS or TRS prior to January 1, 2013.

TEACHERS'
RETIREMENT
SYSTEM

TRS Tier 2 Active Members: Any member of the TRS who had no

_____________________________________________________________________________________________________________________________________________________1]




P\ The Retirement Systems of Alabz X B8 Login X + — X

(& 8 https;//mso.rsa-al.gov/Common/Pages/Login.aspx o % 4 L B PHBE O e :

Log in to your account

Use Member Online Services to: Online Calcula
« View your account details

User ID « Update your contact information
« Make requests fo the RSA
» Check the status of your requests
+ PEEHIP:

Public Benefit Estimator

Password o View current coverage(s)
o Enroll in PEEHIPF or change coverage(s)
« Open enroliment
= New employees
Next = Qualifying Iife events (QLE)
» (Other updates
Need to register? o Upload required documents
Forgot User 1D or Password? ¢ Make PEEHIP payments
Need a PID? (Request PID Letter)
Repaort a Death
MNote: The information contained in
this site is available via a secure
connection.
The Retirement Systems of Alabama Solicitation of Personal Information
Home RSA members should never respond to an unsolicited e-mail, text message, or phone call requesting personal information to verify information about their
Contact Us retirement account or fo re-activate an online account. The RSA does nof solicit members by e-mail or phone to verify or request security information. If you ever
Disclaimer receive such a fraudulent request, please do not respond, email us at member.services@rsa-al.gov or call (334) 517-7000 or (877) 517-0020.
Privacy

The Retirement Systems of Alabama
F.Q. Box 302150

Hours of Operafion: 8:00am-5:00pm CT Montgomery, AL 3G130-2150
Phone: (334) 517-7000 or Toll Free: (877) 517-0020

Non-Discrimination Motice

& 2019 - The Retirement Systems of Alabama. All rights reserved.
-]




R\ The Retirement Systems of Alabz: X R\ MOS -

6

c & https://mso.rsa-al.gov/Info/Pages/Register.aspx -« ¥ @k BPFPBE O o

Member Online Services

Log in to your account

Great care is taken to protect the confidentiality of your account. Before accessing your account, your identity will be confirmed by answering the following questions. After your identity
is confirmed, you can create a User ID and Password to be used for future visits to this site.

Registration Step 1 of 2

PID: * (Generate PID Letter)

Last 5 digits of your Social Security Number: * Aust be 5 digit

Last Name: *

Birth Date: *

* Required field

The Retirement Systems of Alabama

Home

Contact Us

Disclaimer

Privacy
Non-Discrimination Motice

Hours of Cperation: 8:00am-5:00pm CT
Phone: (334) 517-7000 or Toll Free: (877) 517-0020

w
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Solicitation of Personal Information

RSA members should never respond to an unsolicited e-mail, text message, or phone call reguesting personal information to verify infermation about heir
retirement account or to re-activate an online account. The RSA does not solicit members by e-mail or phone to verify or request security information. If you ever
receive such a fraudulent request, please do not respond, email us at member.services@rsa-al.gov or call (334) 517-7000 or (877) 517-0020.

The Retirement Systems of Alabama
P.O. Box 302150
Meontgomery, AL 36130-2150

© 2019 - The Retirement Systems of Alabama. All rights reserved.




R The Retirement Systems of Alab= % R\ MOS - Home b4 + = x

&« (&} @ https://mso.rsa-al.gov/Common,/Pages/MWelcome.aspx a w @& Lo rPB o e :

Member Online Services Home My Account Secure Message Center Schedule PEEHIP Services Services © Kari Austin

Home Available Forms: v
Welcome to RSA's Member Online Services
My Account
Contact Information Member Comespondence
View and maintain your contact information including your address, email, and Viewr a list of incoming and outgeing mail for your account from this page. You can
phone numbers. You can change your contact information at any time. also view the status of activities being processed on your account by the RSA and, if

neaded, upload documentation required to complete these activities.

Send a Document

This page allows a member to see documents requested by the RSA, and upload a
file to send to the RSA.

Active Services

Account Summary

View a summary of your retirement account including your contribution and interest
balance, beneficiary information, and retirerment service credit.

PEEHIP Services

Make Payments Wellness Completion Status

Make a premium payment for your PEEHIP account. Viewr the status of your PEEHIP wellness premium discount.
View Current Coverages Enroll or Change PEEHIP Coverages
View your current PEEHIP enroliment and account information. Make changes to your PEEHIP enrollment and account information including

tobacco status and additional non-PEEHIP insurances that you and/or your
dependents have.

_____________________________________________________________________________________________________________________________________________________1]



Health Benefits - PEEHIP

» Blue Cross Blue Shield

> VIVA

» Optional Plans
o Cancer

o Vision
o Dental
° |ndemnity

» Allocation paid by the Board

» Premium paid by the employee



[ife Insurance

» Teachers Retirement System of Alabama (TRS) Group Term Life
Insurance

o Provided at no cost to employees after one year of service

o Active employees contributing to TRS and who have completed
one year of service are covered under the system’s Pre-
Retirement Death Benefit (PRDB) and Term Life Insurance (TLI)
plan.

o Pre-Retirement Death Benefit — member contributions, total
interest earned, plus an amount equal to member’s annual salary
plus a $15,000 Term Life Insurance for full-time employees.



Sick Leave Transter

» If transferring in from another school district.

» Must request this from the school district you are transferring from




Sick Leave Bank

» Commit five (5) days to the bank to become a
member.

» Eligible to give or receive donations in case of
catastrophic illness.

» Borrow a maximum of fifteen (15) days against
future days earned.

» Voluntary



Resources

»  Local School Accounting Manual https://www.alabamaachieves.org/lea-
accounting/

»  Butler County Board of Education Accounting Policy

»  Butler County Board of Education Policies & Procedures
Departments Procedures &
i Guidelines

Procedures & Guidelines
Guidelines

= Booster Clubs & School Related Organizations Guidelines

= Booster Clubs & School Related Organizations Training Presentation
= BCSS Accounting Manual

= | ocal School Financial Procedures Manual

» School Parking & Locker Fees

s Field Trip/Athletic Trip Bus Procedures



https://www.alabamaachieves.org/lea-accounting/
https://www.alabamaachieves.org/lea-accounting/

Contacts

LOCAL SCHOOL BOOKKEEPERS

McKenzie — Angie Kidd

Greenville High — Angie Kidd
Greenville Middle — Angie Kidd
Greenville Elementary — Gayle Kirby
W.O. Parmer — Gayle Kirby
Georgiana — Angie Kidd

CENTRAL OFFICE

Accounts Payables— Pat Luckie
Payroll — Wanda Wacha
Purchase Orders— Gayle Kirby
CSFO — Martha Lewis
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