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Employee Record Tabs

The Employee record is the most complex record in the Frontline ERP system. It has over two
dozen tabs (27 to be exact!). Some of the tabs are “smart” tabs, meaning that they only show
when there is information to display.

HR > Payroll > Employment > Employee Management

EMPLOYMENT

The Employment tab contains the basic information for the employee record.

& & * HR/ Payroll - Employment - Employee Management

Seach List Fom
e | = D Soose W [ Tasks v 4 TabFavontes v
Michaels, Celeste J (158220) 2186 - Status: A
Type: 1 {Certificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1,00000

Empiogment Fay Cycles 1 Tawes 1 Retrement1 ACH3 Deductions 1 Contnbutions | Assignments§ Scheowes 1 Addons2 Acct Retros 1 Leaves Bened Prow 4 | *
& 1 - Parsonal g 6 - Employment A

lss  [EEEERRR Photo (D 5 Proto Id

First Name Ceoleste Employment Status A {Actve)

Prefemed First Name Person Type 1 {Certicated)

Mddla Name J Longewty Date

Last Namo Michaels Hre Date 101972015 {5 Years, O Manths)}

Prafix Base Date

Suffu Retwe Date

uth Dato 7261082 (38 Yoars, 3 Months) Employment Type R (Roguiar)

Street Address ® 123 Main Street Annevessary Date

Cty Rosevle Permanency Code Perm (Permanent)

State CA Peemanency Date 10192017 {3 Yaars, 0 Months)

Zip 95661 Probastion End Date 10192017

Country Sanonty Date 10192015 {5 Years, 0 Montns}

Matng Street Address Samonty Rank

Maiding City Rosevwle Last Pad Date . 81312020

Maiing State Person g * 1000025658

Mating Zip 05661 Employee 1 . 155220

Maing Cauntry SEID State 14 & 7086310510

Home Phone (444) 555.6666 Employoe Rel Number
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SECTION 1: Personal

SSN / Re-enter SSN (if new employee) If existing employee SSN is masked
First Name, Preferred First Name, Middle Name, Last Name, Prefix, and Suffix —
Street Address, City, State, Zip, Country

Mailing Street Address, City, State, Zip, County —If this is the same as the home address,
do not enter a mailing address. The system automatically defaults to the home address if the
mailing address is blank.

Home Phone
Home Cell Phone

Birth Date

Tools » E
Gender & How-To  CuleFl
K Tutonal CtrlsT

Employee Record Tabs & 4703
Playlist of tabs in the Employee record, highlighting special logic for fields and tabs.
Jump to Employment Tab

SECTION 2: Employee Contact Information

Personal Email
Work Email

Payroll Email Address — Use the lookup to select the email address for the emailing of ACHs
from Payroll Processing.

PIN Option — Use the lookup to define a PIN option for this employee.
Work Phone, Extension, Cell

Employee Directory Code — Use the lookup window to select the code. This field is used for
searching and exporting.

Opt Out Union Personal Info - Set to YES to designate the employee as having opted out of
the Union Employee Information report to bargaining units, as specified in AB119. Employees
who opt-out of the report will not have their personal information (i.e., Home Phone Number,
Cell Phone Number, Personal Email Address, Mailing Address, and Home Address) included
in the report.
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Info Release Code — Use the lookup window to select the code for what information about the
employee may be released to others. Districts use this for internal lists and reports. There is no
logic associated with this flag.

Mail Stop — Use the lookup window to select the location of mail delivery for the employee, if
different from their work location. Note that this code is separate from the location defined in
the pay cycle, assignment, and/or addon. It may or may not match the other locations.

SECTION 3: Employee Portal

If your district uses the Employee Portal, this section will detail when the EE last logged in, etc.
The fields are mostly Read Only and are populated after the employee’s initial portal log in.
The only editable field is Portal Access Enabled as detailed below:

Portal Access Enabled — The portal registration process automatically sets this flag to YES
upon successful registration. The only time you would change this flag to NO is to turn off
portal access for the employee for this single organization. This flag does not affect the
sending of payroll emails.

Portal Access ID — Read-only. This is the username/email used by the user to login into the
Employee Online portal. This field may be different from the Email Address, based on Portal
and Navigation parameters.

Portal Login Disabled — Read-only, but can be changed to NO using the Enable Portal Login
task if you have the user-based permissions and this flag is set to YES, which means the user
has been locked out. Setting to NO will unlock their login. If you change the flag to NO, a
history record will be written to the Portal User record. The most common reason for an
employee to have their access disabled is entering too many incorrect passwords.

Portal Email Address — Read-only. The user’'s email address defined at the time of
registration.

Portal Password Changed — Read-only. Date/time the user last changed their password.

Portal Last Authenticated — Read-only. Date/time the login process last performed a two-
factor authentication (2FA).
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SECTION 4: Emergency/Spouse

« Emergency Contact Name

¢ Contact Phone/Ext

« Contact Relationship

« Emergency Doctor EMERGENCY

CONTACT
e Doctor Phone/Ext

e Spouse Name
e Spouse Birth Date
e Spouse Phone/Ext

SECTION 5: Experience

The system calculates experience using a hierarchy to determine the "base" date. It is
calculated in one of two ways, as defined in the Organization record. Experience years are
based on Base Date, Seniority Date, or Hire Date, in that order. Experience years are based
on Base Date or Seniority Date.

Experience Yrs — This is computed from the base date to the termination date or TODAY.

Experience Yrs Adj — Enter the number of years (negative or positive) to adjust the total
number of years of experience.

Experience Yrs in State — Enter the years of other experience for the employee in the state.
You can edit this field with a positive or negative number, allowing you to adjust the experience
total.

Experience Yrs Out of State — Enter the years of other experience for the employee out of
the state. You can edit this field with a positive or negative number, allowing you to adjust the
experience total.

Experience Years Prior — Enter the number of years of prior experience for the employee.
You can edit this field with a positive or negative number, allowing you to adjust the experience
total.

Experience Yrs Total — This is a calculated field. It is the total of the five previous fields.
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SECTION 6: Employment

Employment Status —Examples include inactive, leave of absence, reemployment, volunteer.
(Required)

Person Type —The most common are certificated and classified. (Required)

Longevity Date — Enter a date for longevity. This date is used in determining longevity for
extra pay for addons and assignments. The system uses the following logic to determine
longevity.

e Use the longevity date in the addon and assignment to determine longevity. (If
the longevity addon is in the assignment salary schedule, the assignment
longevity date will be used.)

« If those are blank, use the longevity date in the employee record.

If that is blank, use the Base Date in the employee record.

« If that is blank, use the Hire Date in the employee record.

Hire Date — Enter the original hire date for the employee — often used in leave, seniority, and
other calculations. Depending on your setup, it may be used in calculating experience.

Rehire Date — Enter the date the employee was rehired. This date cannot be earlier than the
hire date. This date is NOT USED in any leave, experience, or seniority calculations. It is for
reporting rehired employees to the Employment Development Department, determining the
hire date for ACA reporting, and as a parameter in several reports.

Base Date — Enter a date to override the hire date for leave, experience, and other
calculations. You could use it, for example, to record the date a substitute became an
employee. The system uses the following logic to calculate leaves.

« If aleave base date (on the Leaves tab) is present, it is used.
e If no leave base date, then the base date (on the Employment tab) is used.
« If no leave base date or base date, then the hire date is used.

Employment Type — Use the lookup window to select a code to indicate whether the
employee is with the district temporarily.

Anniversary Date — Enter the anniversary for the employee, which may be different from the
original hire date. You can also set the anniversary date for a future year so that the movement
on the step/column is delayed until that time. For example, some districts do not allow
movement on the salary schedule for the first fiscal year of employment. The employee has to
wait until the following year.

e The roll-forward process uses this date for all of the employee's
assignments unless an assignment has a different anniversary date
specified.

o Budget projections use this date. If the employee's bargaining unit is set to
increment on July 1, you should leave this date blank.

1
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« Permanency Code — Use the lookup window to select the permanency status (e.g.,
permanent, probation, etc.) for the employee. (This field is based on district standards)

« Permanency Date — Enter the date for the permanency code specified.

SN aveT oo y QLo

Permanency Code Perm {Permanent}

Permanency Date 10/19/2017 {3 Years, 0 Months}
Probation End Date 10/19/2017

Seniority Date 10/19/2015 {5 Years, 0 Months}
Seniority Rank

e Probation Date — Enter the date when the probationary status for the employee ends.

e Seniority Date — Enter the date of seniority for calculating experience and seniority. This date
(or base or hire date if blank) will be used on the Employee59 report.

e Seniority Rank — Enter a rank to be used for the date above. Some districts use this for
manually tracking the seniority of employees hired on the same date. This ranking is designed
to help you differentiate between employees (regardless of assignment) hired on the same
date. If you want to have rankings that are tied to job class and/or FTE, you would want to use
the Seniority Ranking field on the Seniority tab. The rank entered into this field is displayed on
the Employee59 report.

o Last Paid Date — Displays the date the employee last received pay (greater than zero dollars).

SeTToTy ST TOT T IO TI\F T oS, U TSy
Senionty Rank

Last Paid Date & §/31/2020

Person Id & 1000025658

Employee Id & 158220

SEID State Id & 7086310519

Employea Ref Number

o Person ID — This retirement identifier field is generated automatically.
« Employee ID — This employment identifier field is generated automatically.

o SEID State ID — This Statewide Educator identifier is read-only from the Credential Holder
record.

« Employee Reference Number — Enter Employment Number for other systems (e.qg.,
retirement system).

e Active Setup Records — Lists the active records (as of TODAY) in the tabs in alphabetical
order. For example, if the field displays "ACH, Addons, Assignments, Benefit Providers,
Contributions, Creds, Dependents, Pay Cycles, Retirement, Taxes" that would mean that all of
those tabs contain active setup records. Note that this field does not consider the Leave,
Authorizations, Flex, Education, Attachments, History, Seniority, Schedule, and Notes tabs
because they are not date-based setup records.

1
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SECTION 7: Ethnicity and Race

If your organization has implemented an interface to Aeries, the Race 1 and Ethnicity fields are
required.

Ethnicity — Use the lookup window to select between Hispanic and Non-Hispanic. As of
7/1/09, government regulations require an entry in this field for all new employees.

Race 1-5 — Use the lookup window to select a race, up to five may be entered. As of 7/1/09,
government regulations require at least one race (or declined to state) to be identified for all
new employees.

SECTION 8: Employment Requirements

These fields are completed based on District Standards

Fingerprint Type — Use the lookup window to select a fingerprint type (e.g., credentialed,
adult education, TCC, volunteer). This field is required if you report "No Longer Interested" to
the Department of Justice.

Fingerprint Date — Enter the date the fingerprint was taken.

Fingerprint Comment — Enter any comment associated with the fingerprint type or date.
DOJ Clearance — Enter the date of the Department of Justice clearance.

FBI Clearance — Enter the date of the Federal Bureau of Investigation clearance.

19 Status — Use the lookup window to select the 19 status for the employee.

|19 Date — Enter the date the 19 was completed.

TB Test Type — Use the lookup window to select the TB test type (e.g., X-ray- risk assessment
as required by AB 1667, skin, etc.) last taken by the employee.

TB Expiration Date — Enter the date the TB test expires.
Physical Test Code — Use the lookup window to indicate the employee’s physical status.

Physical Date — Enter the date of the last physical.

EMPLOYEE MANAGEMENT 9



SECTION 9: Termination

Termination Date — Enter the date of the termination of the employee. An employee with a
termination date will be affected when the roll forward procedure is run, depending on the fiscal
year the termination date occurs. If the termination date is after the beginning of the next fiscal
year, the roll forward procedure will create an assignment record for the employee for the next
year that has an end date equal to the termination date. If you report "No Longer Interested" to
the Department of Justice, this field will be included in the file.

Last Date Worked — Enter the date the employee last worked.

Last Paycheck Date — Enter the last pay date for this employee. The payroll software will
produce an error if an attempt is made to pay an employee on a date later than what is in this
field.

Rehire — Enter YES or NO if the employee can/cannot be rehired. (Defaults to YES.)
Termination Code — Use the lookup window to select the code for termination reason.

Previous Termination Date — Enter the date of the previous termination of the employee.

SECTION 10: Benefits

Benefits Eligibility Date — Enter the date the employee becomes eligible for benefits.
Benefits Change Date — Enter a date of the last (or future) change to benefits.
COBRA Expiration Date — Enter the date the employee’s COBRA benefits expire.

ACA Bargaining Unit — Use the lookup to select a bargaining unit. If the employee doesn't
have an assignment, the system will use the MEC provider/level and cap from this bargaining
unit for 1095-C reporting. (This will not override an assignment bargaining unit. If the employee
has an assignment, the assignment’s bargaining unit will be used for the months during the
assignment from/thru dates.)

SECTION 94 — SB 792 Requirements

SECTION 95: Mandated Reporter Training

SECTION 99: Custom

This section will appear on your form if your implementation includes custom (extended record)
fields.

1
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PAY CYCLE

The Pay Cycle record defines when an employee will be paid and for what period. All
positional pay, benefit processing and most voluntary deductions will occur on the employee’s
"primary" or assigned pay cycle.

Michaels, Celeste J (108220) 2180 - Status. A
Im Type: 1 {Centficated} - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000
Employment PayCycles 1 Taxes 1 Retirement 1 ACH3 Deduchions 1 Contributions 1 Assignments 6 Schedules: 1 Addons2 Acct Retros 1 Leaves Benefit Frow ¢ | ¥

& o B B B o @ Soee B

g1- Information
101722015

End Dale

Pary Check Locaticn « 006 {Napies JUHSD)] Every employee receiving pay
Thwestiset Location * 006 {Naples JUHSD} MUST have a Pay Cycle record.
Amraars Ophion 4 Yos
Advance Option & No - :
Payy Cyclo & CE11 (Cortificated 11 month) Only ONE pay cycle can be active.
Protate Penod “0
Annuakze FY Beneit Costs $ You can set alternative pay cycles
2 2 - Add/Update Information s :

Created By s Escape in assignments and addons
Creato Date * 10212015 3:31 07 PM : ivi ;

or usin ditional Pay.
Edit User é sing Ad Y

=EDatn.

You can assign as many employees to a single pay cycle as you need, and an employee may
be paid on more than one pay cycle.

There must be a Pay Cycle record for each employee receiving pay. These records define:
Employee’s pay cycle
Arrears Option is for DNP {Deferred Net Pay}

o This option is available for 10 or 11 pay employees only in order to receive 12

payments

Location of time reporting
Location where employee receives paychecks
The employee pay cycle record defines the dates for paying the employee and where the
employee’s paycheck is delivered. The pay dates are controlled by the system Pay Schedule
and Pay Cycle records. Both of these are defined in the Setup-Payroll group activity. The

location is controlled by the Organization record.

This record is essential for the payroll computation, as well as budget calculations.

1
EMPLOYEE MANAGEMENT 11



SPECIAL CONSIDERATIONS

An employee can only have one active pay cycle. We refer to this active pay cycle defined in
the employee record as the employee’s primary pay cycle.

If an addon does not have a pay cycle specified, the pay will be on the primary pay cycle.
Otherwise, the addon will be paid on the pay cycle specified in the addon. When the specified
pay cycle is not the primary pay cycle, we refer to it as a non-primary pay cycle. (Employees
can also be placed on manual pay cycles and arrears pay cycles.)

Miscellaneous deductions are always taken on the primary pay cycle, unless you set the All
Pay Cycles field in the deduction record to YES (e.g., for garnishments) or the deduction is
associated with an assignment or addon that is on a non-primary pay cycle.

Extra FIT and SIT amounts are calculated on the primary pay cycle only.

ACH records can be defined to apply to the primary pay cycle only.

Many calculations, including benefit refunds, use the primary pay cycle earning period to
determine other information, such as bargaining unit and FTE.

PRO TIP:

When entering employee new pay cycle record, always select the pay cycle first — to allow the
software to validate period dates and select the correct begin date for the record.

Eanes Retirement ACH Deducbons Conitnbutons Assignments Schedules Addons Leaves Benefit Pronders

1) -2 i " RU" TR & cancel
2 1 - Pay Cydle Information
Begin Date o °
End Date
Pay Check |.ocation °
Timeshest Locabon
Arrears Option
Advance Oplion
= v 0 -
Prorate Period .
Annuaize FY Benafit Costs Code «  Description
8 2 - Add/Update Information 10 10 Month
Created By s n 11 Month
Create Date g 1A 11 Month with 2 DNP
O Low B 12 Month
Edi Oate . BEN  Relree HAW

| Begn W  End | PayCyds  AvOpt AdvOpt | Payd EwR  Extra Work Request
MID Cross month penod
OEEW  Outdoor Education
SUPP
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TAXES

This tab allows you to set up employee information for Federal and State Taxes, as well as
OASDI, Medicare, SDI, SUI, and Work Comp. The system uses this information to calculate
taxes and other deductions.

You will need to enter (and keep current) this information for each employee. The Tax record is
selected by the pay compute is based on the pay date of the pay cycle.

Link to Guide for inputting New W-4 Form: New 2020 W4 Form_Escape Set Up.pdf (scoe.orqg)

e Begin/End Date — (Required) Enter the date range for which the record is applicable. A
begin date is required, but the end date may be left blank.

e Subject To — Enter NO or YES to define which taxes are subject to the employee.
Defaults to:

e OASDI - Yes
e Medicare - Yes

e SUI-Yes
e Work Comp - Yes
e SDI-No
A Escape Online 3 - PAYMGR on Doc Mnion (Adnwestrater) - o x
File Aghion Achvey Help
2 © - HR/Payroll - Employment - Employee Management Tocks v
- Seach Ls  Fom
S = >R | P St LCom W [&) Tass = o TaoFavotes =
HR / Payroll
Online Resources Michaels, Celeste J (5971) 9416 - Stalus: A
Type: 1 [Cortificated) - Pay Cycle: 10MJ - Ret: STRS-Pre 2013 (Membsd{Y]) - FTE 1 00000
Emplogment  PayQyclesd Toes? Retyemert! ACHZ Deductonsd Combutons 2 Assgwents 5 Addons & Leawes Beneft Pro ¢ | ¥
G ® fc} = M Dokt & [t L0 B
= 1 - Genoral Tax Setup
Sogn Dite 14172020
End Date
Sutyect to QASOT Yor
Sutyect to Medcae Tea
Sutyect to SUI Tos
Sutyect to Wok Conp Yes
Sutyect to SOI No
Spplemental Taa Ne
Corment
1 2 - Fuderal Withholding Setiup
W-&Fom 212020 and later)
Fadersl Matel 200 M {Marrmd}
Fodeal Exenplors 0
Mutple Joby No
Federal Dependent Anourt 0co
Feceral Oher ncome 020
Federsl Deducton Avoure 000
Federsl Bxtra Armourt 000
Fadersl Extra Farcort 0gC
2 13- Sate Withholding Setup
e Mastl Stm 5 {Sngle)
Sae Bxorplore
Stste Estrvated Evempbon 0
Se Exta Avoure 8000
State Extra Pecent 020
- |
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https://www.scoe.org/files/New_2020_W4_Form_Escape_Set_Up.pdf

e« Supplemental Tax — Enter YES to tax employees using the supplemental tax rates for
non-primary pay cycles.

« Comment — Enter a comment (e.g., information from the IRS). This is a searchable

field.
ichaels, esle - S
Type: 1 {Certificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000
Employmant Pay Cycles 1 Taors: 1 Retrement1 ACH3 Deductons 1 Contribulions 1 Assgnments 6 Schedules 1 Addons2 Acct Retros 1 Leaves  Benelit
13 " LI B B @ @ Scose
® 1 - General Tax Selup
8 2 - Fedoral Wil Sel
T | .

Federa Mantal Status * S (Single}

Fecera Exemplions &3

Multiple Jobs * No

Federal Dependent Amount #0000

Fadera Other Income 4000

Federa Deduction Amount s 000

Fodara Extra Amount 4000

Federl Extra Parcent 4000
& 3 - State Withholding Setup

State Mantai Status + S [Singe}

State Exempbons 43

State Estimated Exempbons s 0

State Extra Amount *0.00

State Extra Percent 4000
@ 5 - Add/Updalte Information

FEDERAL WITHHOLDING SET UP

e« W-4 Form - Select the timing of the W-4. This field drives the data entry requirements for the
Federal Withholding fields. If set to 2020 and later, the following fields become available:
Multiple Jobs, Dependent Amount, Other Income, and Deduction Amount. If set to pre 2020,
those fields are locked.

o Federal Marital Status — Use the lookup window to select the status: married at a higher
single rate (pre-2020), head of household (2020 and later) married, single and undeclared
(calculated as single).

o Federal Exemptions — Enter the proper number of exemptions. Enter 99 to indicate exempt
from tax, or 98 to use the Supplemental Tax flat percentage on all paychecks.

o If you enter 98 or 99, you will not be able to edit the Extra Amount or Extra
Percent fields. They will be locked.

e You may also enter 97 as the exemption amount. This allows you to
define an extra amount/percentage of taxes for the primary pay cycle. No
taxes will be taken on non-primary pay cycles. (In order to take any SIT or
FIT tax on non-primary payrolls, you will have to hand enter a deduction
for FIT, SIT, or both.)

e Multiple Jobs - Enter Yes or No as indicated on the employee’s W-4. (Default is No.) (2020
and later only)
I ——————
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Federal Dependent Amount - Enter an amount the employee wants to claim for dependents.
(2020 and later only)

Federal Other Income - Enter an amount the employee wants to be withheld for other income.
(2020 and later only)

Federal Deduction Amount - Enter an amount the employee wants to claim as an additional
deduction other than the standard deduction to reduce their withholding. (2020 and later only)

Federal Extra Amount — Enter an amount the employee wants to be withheld in addition to the
amount calculated by payroll. This amount will only be included on the primary pay cycle.

Federal Extra Percent — Enter an additional percentage (of gross pay) to be withheld. This
amount will only be included on the primary pay cycle.

STATE WITHHOLDING SET UP

State Marital Status — Use the lookup window to select the status: head of household,
married, single, and undeclared (calculated as single).

State Exemptions — Enter the proper number of exemptions. Enter 99 to indicate exempt from
tax, or 98 to use the Supplemental Tax flat percentage on all paychecks.

o If you enter 98 or 99, you will not be able to edit the Extra Amount or Extra
Percent fields. They will be locked.

e You may also enter 97 as the exemption amount. This allows you to
define an extra amount/percentage of taxes for the primary pay cycle. No
taxes will be taken on non-primary pay cycles. (In order to take any SIT or
FIT tax on non-primary payrolls, you will have to hand enter a deduction
for FIT, SIT, or both.)

State Estimated Exemptions - Enter additional exemptions for the employee.

State Extra Amount — Enter an amount the employee wants to be withheld in addition to the
amount calculated by payroll. This amount will only be included on the primary pay cycle.

State Extra Percent — Enter an additional percentage (of gross pay) to be withheld. This
amount will only be included on the primary pay cycle.

SPECIAL CONSIDERATIONS

Extra SIT and FIT taxes are taken out of every primary pay cycle paycheck where there is
enough pay to cover the amount. If the net pay is negative or the deduction would result in
negative pay, the extra taxes will not be taken.

The OASDI Enabled flag in an employee's addon and/or assignment may be used to override
the tax setup here. If the flag is set to NO, earnings from that assignment or addon will not be
subject to OASDI.

1
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Employee tax setup: If exemptions are set at 98, all earnings will calculate at supplemental tax
rates

RETIREMENT

You will need to enter a Retirement record for each employee belonging to a retirement system (other
than OASDI — this is set up as a deduction). For PERS, you can track non-members, including retirees
and employees who are working toward qualifying for membership.

WIS, GEIESIE J | TU0ZLU] £ 100 - oaias. 7+

m Type: 1 {Certificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000
Employment PayCycles | Taxes | Relrement]l ACH3 Deductions ] Contributions 1 Assignments§ Schedules:| Addors2 Acct Rebios: 1 Leaves Benefit Prov 9
) a8 - ] " I Z savetiose & Cancal
F 1 - Retwement Information

ﬂﬂh 10112015

End Date

Ratiramant Plan # STRS {STRS)

Membar Status 4 1 {Member)

Fan Option &N {Naw)

Primary Pan “ Yes

Member Type & (None)}

Momber Statis Date .

Disallow PERS Modécation 4 No

PERS Survwor Baneft .

PERS Work Schedule .

PERS Member Id .

PERS Assignmen! Begn Date .

PERS Assignment End Date .

STRS Assgnment Code & 57 (Full of PT - Non YRS)

STRS Mamber Id & 5145030676

Comment

Begin/End Date — Enter the date range for which the record is applicable. The begin date
defaults to the first day of the month. A begin date is required, but the end date may be left
blank. (Required)

Retirement Plan — Use the lookup window to select STRS or PERS. (Required)

Member Status — Enter 1 for a member or 2 for a non-member. (Note that if you change this
from non-member to member, the Person record will be updated automatically.) (Required)

Plan Option — Use the lookup to select the plan option (New or Classic) for this employee.
(See the special considerations at the end of this section for more information.) (Required if
member status is setto 1.)

Primary Plan — Set to YES to designate this record as the employee’s primary retirement
record. If the employee has more than one active retirement plan, one of the plans must be
designated as the primary plan. This plan will default for all assignments and addons unless a
secondary plan is also set up and the assignment or addon is defined as having that plan as
the default. (Required)
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Member Type — This field allows you to maintain and track several member statuses for both
PERS and STRS, including the monitoring of retirees. This field works in conjunction with the
Member Status field.

« If the Member Status is 1, you can only set this field to blank, elected (E),
qualified (Q), or existing (Y).

« If the Member Status is 2, you can only set this field to retired (R) or non-
member (N). In other words, this becomes a required field.

Member Status Date — This date works in conjunction with the effective date. It is used to
backdate a Retirement record. If the member status date is within the effective date, the
person’s retirement contribution is included in the payroll. The system treats a member status
date as a new "begin" date for that Retirement record.

PERS Work Schedule — Enter one of the valid values (see PERS manual for valid values).

PERS Member ID — Public Employees Retirement System identifier. In general, this field is
read-only from the Person record. However, if this is either a new employee that has never
been in the system (does not have a Person record based on the SSN) or an employee with
an existing Person record that does not have a PERS Member ID specified, this field is open
for edit and will be saved to the Person record when the employee is saved. This field may be
required, depending upon the system setup.

PERS Assignment Begin Date — Enter the date the employee’s PERS assignment starts. As
of 2011, PERS requiring period dates to be the actual dates and not the first of the month
when a PERS Appointment begins or ends.

PERS Assignment End Date — Enter the date the employee’s PERS assignment ends. If you
are terminating a PERS employee, you will need to enter the assignment end date for correct
PERS reporting. If the employee’s PERS retirement record was created before 2011, you will
have to end the record and create a new one so you can enter the assignment end date.

STRS Assignment Code — Use the lookup window to select one of the valid values.

STRS Member ID — State Teachers Retirement System identifier. In general, this field is read-
only from the Person record. However, if this is either a new employee that has never been in
the system (does not have a Person record based on the SSN) or an employee with an
existing Person record that does not have a STRS Member ID specified, this field is open for
edit and will be saved to the Person record when the employee is saved. This field may be
required, depending upon the system setup.
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DEFAULTS FOR NEW EMPLOYEES

If you add an employee that has a Person record (e.g., the person is employed at another
district), The system will default the plan information using the following logic:

If the employee is new (no Person record):

If the Member Status is 1, the Plan Option becomes required.

If the Member Status is 2, the Plan Option defaults to blank.

If the employee has one plan (PERS or STRS) in the Person record, the system will default the
fields from retirement setup in the Person record.

If the employee has two plans in the Person record, the system will default the fields from the
retirement setup which is marked as Member.

If the employee has two plans in the Person record and both plans are marked as Member, the
system will not default any fields, instead will present a warning, "This employee has two plans
set up in their Person Record."

DUAL RETIREMENT

Most employees have only one retirement system.

However, there are circumstances where an employee needs to be a member of STRS and
PERS simultaneously. For example, an employee has a classified assignment (e.g.,
instructional aid), and is a substitute teacher also.

The setup is fairly easy:

Enter two different retirement records (i.e., you cannot set up two PERS) in the employee’s
payroll setup. One retirement system must be defined as the primary, the other as secondary.

Enter the retirement plan in the Position Type record. This defaults the secondary membership
into the assignment if the employee has dual setup.

Enter the retirement plan in the Addon system record. This defaults the secondary
membership into the addon, if the employee has dual setup.

The retirement plan "default” can be overridden in the assignment or addon, but not for addons
that adjust positional pay rates (Set Rate Option set to YES). In the case where an addon has
no retirement system specified and the employee is in both systems, the system uses the
employee's primary retirement system.

For your convenience, the Adjust Payroll summary section displays SINGLE or DUAL, the
retirement system name (PERS or STRS), the member status, and whether or not the
retirement system is primary or secondary for the employee.
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ADJUSTING RETIREMENT

You can adjust retirement in the Earnings, Deductions, or Contributions tabs.

Rather than explain all these fields here, we feel that users adjusting retirement information for
employees should be experts and the fields in question will be obvious to them. The exact
fields that you need to fill in depends on the retirement system in question. This will generally
default for each employee.

Now, you can backdate a retirement record to a previous pay period when an employee needs
an active retirement record prior to the current pay period (the employee has been paid or has
data being processed in the previous pay period of the same pay cycle).

The new Override Begin Date task is available on the Retirement Tab of the Employee
record. This task empowers users to backdate the retirement Begin Date. For example, you
have a retiree with a retirement record that ended last year who is processed on a BenOnly
pay cycle in March (pay period 3/1-3/31). You have rehired the employee as a sub for March
SO you need to add that employee to a supplemental pay cycle in April. Normally, the system
would not allow you to backdate the “new” Retirement record’s Begin Date to March, but with
the Retirement Override task, you could change the Begin Date to allow for the pay on the
April supplemental.

Previously, if you needed to backdate a retirement record under these circumstances, you had
to contact Frontline Support to backdate the record.

'3 © - HR/Payroll - Employment - Employeo Management

Soach Lw  Fom
S | " 5 B S0 W [¥) Tasks « iy Tab Favortes =

Michaaels, Celeste J (4409) 3319 - Status: TNRD
Type. 1 {Certificated) - Pay Cycle. 10 - Ret. STRS-Pro 2013 (Member{Y]) - FTE. 1.00000

Encloymert  Pay Cycles 2 Taxes.! R | ACH:) Ded 3 Contriy 2 Aanigy 4 Addorm! Leaves Beneft Providers:5 Depende 4 | *
oo " | e B a " A o £ Save/Close £ Carest
B 1 - Retirement Setup Information

Begn Date & B8:1/2019

Frd Dat

Hetesment Plan “ STRS (STRS)

Mernber Status &1 {Mernber)

Plan Option # O {Pre 2013)

Prinacy Plan 4 You

Member Type 8 Y (Exiating Member}

Member Status Date & 2nm

Disallow PERS Modification & No

PERS Survivor Berfit o

PERS Work Schedie -

PERS Member Id “

PERS Aasignment Begin Date .

PERS Aamgnment End Date -

STRS Assignment Code 8 57 {Full or PT - Non YRS)

STRS Member Id & 729418589)

Comment
B2 - AddsUpdate Information

Crwated iy & Encape

Create Date & 0/3072019 11 26:06 AM

Edt Liser L
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ACH (Direct Deposit)

The system has the ability to send deposit information directly to banks. The ACH record
defines the bank(s) and accounts to which an employee wants all or portions of the net
paycheck to be distributed. The process may include pre-note processing or not, depending
upon system setup.

Michaels, Celeste J (158220) 2186 - Status: A
Type: 1 {Certificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000

Employment Pay Oycles 1 Taxes 1 Retvement 1 ACH3 Doduchions 1 Contributions 1 Assgnments & Schedules 1 Addons2 Acct Retros 1 Leaves  Banafit Prom ¢
5] R @ i n B [Nt Eciose |
8 1 - ACH Setup Informabon

Bagin Date & 1n200e

End Date

Bank id & 322271627 (JPMORGAN CHASE BANK, NA)

Status # D {Diect Depaosit)

Sequence g

Deposit Amount “0.00

Deposit Percantage & 100.00

Acoount Number 4 456¥890123

Routing & & 322262

Routing Check Digit .7

Account Type & C (Chacking}

Use for AP ACH * No

Primary Pay Cycle Only & No

ACH Pre-ote Batch : .
H 2 - Add/Update Information

These records should be entered for any employee that wants to have some or all of their net
pay deposited directly. The process is defined by the ACH (Automated Clearing House)
standards for direct deposits.

It is best to request a cancelled check from an employee wanting to set up direct deposit. This
will provide you with both the bank’s ACH number and the employee’s account number. You
may set up multiple records for an employee, so that some amounts go to separate banks
and/or accounts. The amounts can be fixed or percentages.

When creating ACH records that conflict (like when an employee is changing banks or
accounts), you will receive a warning. All warnings must be resolved before running payroll.

When copying ACH records, please note that the Sequence field does not copy.

You cannot delete an ACH record that has been used in payroll processing or for AP ACH.

Begin/End Date — Enter the date range for which the record is applicable. A begin date is
required, but the end date may be left blank (open ended). (Required)

Bank ID — Use the lookup to select the appropriate bank. If you do not find your bank on the
list, it must be added — Contact SCOE Business Services to add a new bank. (Required)
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Status — Read only. The system automatically sets this field to D (direct deposit) if the
organization is not setup to create pre-notes. If the organization is setup to create pre-notes,
the system sets this field to P (pre-note) and then switches it to D (direct deposit) once the pre-
note is generated.

Sequence — Enter 9 for employees depositing their entire checks to one account. Take care in
setting the sequence. If two records have the same sequence, the system will not know which
record to use first and adverse results may occur. See Special Considerations at the end of
this section for information about partial deposits or employees that want to deposit their net
pay to more than one account. (Required)

Deposit Amount — If you want a fixed amount of the employee’s net to go to this account,
enter that fixed amount. If you make an entry in this field, the Deposit Percentage is set to
read-only. You can enter several fixed amounts. Any remaining balance will be cut to a check.
(Required)

Deposit Percentage — Enter 100 if the entire net pay is going to one account. Otherwise, if
you want this account to get a specific percentage of the employee’s net, enter that
percentage. If you make an entry in this field, the Deposit Amount is set to read-only. No
checks are cut if a percentage record exists. (Required)

Account Number — The employee’s bank account. (Required)

Routing Number and Check Digit — The ACH Bank Code for the employee’s bank. This was
automatically entered when you selected the bank.

Account Type — Use the lookup to select checking or savings.

Use for AP ACH — Set this to YES to use this record for ACH payments from Accounts
Payable. (Only applicable when status is D. In other words, cannot be used for prenotes.)

Primary Pay Cycle Only — Set this to YES to use this record exclusively on the employee’s
primary pay cycle. For example, if it is set to YES, then the ACH record will be ignored on any
pay cycles that are not the employee's primary, defaulting all of the pay to the other ACH
records. If there are no other ACH records, the non-primary pay will be processed as a check.
(Required)

ACH Pre-Note Batch — Read only. This is the ID of the batch that contained the employee’s
pre-note for this ACH record. The system automatically enters the number when an
employee’s ACH is included in the pre-note file generated during payroll processing.
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SPECIAL CONSIDERATIONS

The sequence and amount/percentage fields work together when an employee has multiple
direct deposits. The sequence defines the order of the deposits, with each successive
sequence using the balance of the net pay. The system always starts at sequence 1.

For example, if an employee has four active ACH records setup where the first two are fixed
amounts ($400 and $100), the last two are percentages (50% and 100%), and their net pay is
$1,000. The system would work as follows:

Sequence 1 is $400. (Amount deposited is $400.)

Sequence 2 is $100. (Amount deposited is $100.)

Sequence 3 is 50% (half of what is left of the net pay). (Amount deposited is $250.)
Sequence 9 is 100% (all that is left of the net pay). (Amount deposited is $250.)

DEDUCTIONS/CONTRIBUTIONS TABS

Any voluntary or involuntary deduction or contributions specific to the employee are entered in
these two tabs. Examples are charitable contributions, garnishments, alternative retirement,
etc.

These records point to org-level deduction and contribution records, which detail how they will
affect pay.

TGoE S, UeTeoie U | 1WOLREV] & 10U -~ Owtas. Ty
m Type: 1 {Certificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000

Employment Pay Cycles 1 Taxes | Relrement ] ACH 3 Deducions | Conlnbubions 1 Assignments 6 Schedudes | Addons 2 Acct Relros: 1 Leaves  Benefil Prow ¢
oo v @on oo B @ @ Lowe W
© 1 - Deduchon Setup Information

BU:E Dato * 1112015

Deduchon Id # CTA [Dues)

Vendor #% 770601 (CALIF TEACHERS ASSOCIATION)

Vendor Address * 1 [P OBOX 45529, Rosewla, CA)

Dascnption .

Deduction Amount 10180

Daduction Amount Goal 000

Daduchon Amount Tolad .

Oveenide Perods “

Monthly Max .
2 2 - ACH Information

Referenca Number "

Medical Suppont 4 No
2 3 - Add/Update Information

Created By s Escape

Create Date 1021201533107 PM
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Begin/End Date — Enter the date range for which the record is applicable. A begin date is
required, but the end date may be left blank (open ended). (Required)

Deduction/Contribution ID — Use the lookup to select the deduction/contribution (Required)

Vendor — Use the lookup window to select the vendor. Remember, you must enter at least two
characters to open a vendor lookup window. (Required)

Vendor Address — Use the lookup window to select a different address than the one defaulted
(remit to) when you selected the vendor. (Required)

Description — Enter a description for reports, ACHs and Checks.
Amount — Enter the amount to be deducted or contributed each month.

Goal — If you want to specify a maximum amount to be deducted or contributed, enter that
amount here. Once the goal is reached, deductions/contributions will stop.

Total — The total amount deducted (or contributed). This is a read-only field.

Override Periods — Enter the months (comma separated) to have the contribution/deduction
calculated for those pay date months.

Monthly Max - Enter the monthly maximum for the pay period, overriding the amount set in
the organization deduction/contribution.

ACH Information — This applies to deductions only.

Reference Number —. This is a mandatory field for electronic child support payment
processing.

Medical Support - This is a mandatory field for electronic child support payment processing.

MITNA0TS, COIoSIo J [ 100220) Z 100 - SWias.
m Type: 1 {Centificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000

Employment Pay Cycles 1 Tames 1 F 1 ACH3 Dw 1 Contibutions 1 Assignments & Schedules 1 Addons 2 Acct Retros 1 Leaves  Bonafit Prow ¢ Y
fig Bl & = i} Dolate Es Zame W
@ 1 - Coninbution Sctup Information

T R

£nd Dato

Cantrbation Id LIFE (Lo}

Vandor a8 772322 (LIFE INS CO OF THE SOUTHWEST)

Vancor Address & 2 (PO BOX 911422 Rosevla, TX)

Descriphon

Canbrbution Amount 41656

Contribution Amoont Goal 0.00

Cantrbubon Amount Total & 0.00

Owverride Penods

Montrvy Max .
8 2 - AddfUpdate Information

Created By » TUTORIAL

Cmate Date & 10202020 10 2024 AM

Edit Usey .

Edt Date & 1OV21/2020 102024 AM n
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ASSIGNMENT

The assignment tab is where you assign positions. There are several types of assignments.
Each of these types has four possible statuses: past, current, future, or canceled.

Michaels, Celesie J (158220) 2186 - Siatus: A
Type: 1 {Certficated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000
Employment Pay Cycses 1 Taxwes'1 Retsement] ACH3 Dedouctions 1 Contrbosons 1 Assgnments @ Schedules 1 Addons2 Acct Reltros 1 Leaves Beneft Prom ¢ *
L 0pen | INew JCopy BEqon @ [¥) Tasks v

[ achet 12 ' \
L] 86 10 PAD 005 STEACHER & Teacher ne9 63072020 PAST 100000 {70004 1 1275

. B6 9 PAID 008 STEACHER & Teacher 72018 8302019 PAST 100000 {7000H 1 1 4
. 86 8 PAID 006 STEACHER &Teacher mnan? 63072018 PAST 100000 {7.000H 1 10 4

Extra — Employee works over 1.0 FTE. The amount over 1.0 needs to be in this type of
assignment. This ensures correct STRS reporting. For example, this is used for a teacher that
is working an extra period (6/5 of a day).

Leave of Absence (LOA) — Employee is on unpaid leave from a position. The assignment
does not generate pay or get included in salary or encumbrance projections.

Leave of Absence Paid (LOAPaid) — Employee is on a paid leave of absence from a position.
The assignment has a salary and is included in salary or encumbrance projections.

Paid — Employee is assigned to a position for a period of time. The assignment has a salary
and is included in salary or encumbrance projections.

Timecard — Employee is assigned to a position for a period of time. The assignment is paid
from a timecard. The hours are entered through the Adjust Payroll activity.

Unpaid — Employee or volunteer is assigned to a position for a period of time. The assignment
does not generate pay or get included in salary or encumbrance projections.

When you create an assignment, several fields default from the position record, including:

Bargaining Unit (cannot be changed)
Job Category (cannot be changed)
Job Class (cannot be changed)

Location (cannot be changed)
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o« Calendar

e Salary Schedule

Sowch Lst Form

4~ " R L cose WY [2) Tasks + 3¢ Tab Favontes ~
' Michaels, Celeste J (158220) 2186 - Status: A
Type: 1 (Centificated) - Pay Cycle; CE11 - Ret: STRS (Member) - FTE: 1,00000

Empioyment Fay Cycles 1 Taxss 1 Resremont 1 ACHI Deductions 1 Contrbutions 1 Assignments 6 Schadules 1 Addons 2 Acct Rebos: 1 Loaves Banefit Prom ¢ |+
20pen | JNew ] Copy BEpet g
Positen s Asnd | vos Ha

STEACHER & Teachar
. L) 9 PAID 006 STEACHER  “Teacher
. 86 4 PAID 006 STEACHER  “Teacher

Use the quick link to go to the position or
the snapshot to review the calendar
without having to open the assignment.

You CANNOT delete an assignment once it
has been paid

ASSIGNMENT INFORMATION

e Position Number —You must select an active position number, as of the begin/end dates.
Once you enter the number, several fields will default from the position record.

e Assignment Id — The assignment Id will automatically be assigned when you save the entire
record.

o Begin/End Date — Enter the date the assignment begins. The end date will automatically
default to the end of the fiscal year. (required)

o If you do not specify a position number or an account number in a system addon
and the addon has the Use Position flag set to YES and the Set Rate Option to
blank, the addon will use the primary position’s accounts.

e Assignment Type — Defaults to paid. Use the lookup window to indicate the type of
assignment (e.g., paid, vacant, leave of absence, etc.).
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Michaels, Celeste J (158220) 2180 - Status. A
m Type: 1 {Certficated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000
Employment Pay Opcies 1 Taxes | Relrement ] ACHS Deduclions: 1 Conbributions 1 Assigrments6 Scheduies 1 Addons:2 Acct Relros' ] Leaves BeneSt Prow ¢ | *
] [ O = ahl @ [Snet S oose W & v
.l A Infoemation 0 2 - Additional Assignment Information

& 58 (TEACHER/TEACHER (006) Avalibs FTE 0.000] Assgnment Status ¢ CURR (Curent]
Assgnmentld 4 1) Charge Benefits? * Yes

Begn Date & 7N2020 Calendar 46 CE186 (TEACHER 2021)
End Date 6302021 Salary Schedule 8 1 {Cartificated - ACT)
Prmary Postion & Yes Ratire Flan .

Assgnmant Typa  » PAID PERS Apponitmant |

PTW Flag s No Associated Deducte

FIE # 100000 {7 000 Hours) Associated Contribat

Salary Schedule Cedl 13/ 5{$113 571 00 Certificated - ACT) Longedty Date &

Increment Ovamde & 0 {No Ovemde (detaull)) Anrwversary Date

Pay Distribution Op& (Noemal - First Month DIt} Probation Date

Adusted Days 4000 Approval Date

Days & 186 00 Custom Code #1

Cancelod No Custom Code #2

Based on Pay Cyces Language

Salary L 11357104 Work Scheduse Com

Ratirement Rate & 10 324 64 Comment

e Primary Position — Defaults to YES. Use the lookup window to select NO if this is not the
primary position for the employee. If an employee has assignments, one of them must be
defined as the primary position. Employees can only have one primary position at a time. The
primary position or primary assignment is usually the assignment with the greatest FTE. In
cases where an employee has equal FTE in multiple assignments, many clients choose the
assignment with the largest pay rate. The primary position is used throughout the system for
calculations and display purposes:

e The primary position information is shown on the Employee Management
List.

e The primary position information is used in reports.

« If you grant leaves for all assignments (the Leave Grant Using Primary
Assignment flag in the Organization record is set to Use All Assignment
Leave Groups), the employee’s primary position leave groups will be used
to display the setup and balances on the Leaves Tab in Employee
Management.

o If you grant leaves by primary assignment (the Leave Grant Using Primary
Assignment flag in the Organization record is set to Leave Grant Using
Primary Assignment), the employee’s default leave group will be based on
the job category/class of the primary position. (Leave group can be
overridden on the Leaves Tab in Employee Management.)

« The bargaining unit of the primary position is used for benefit proration.
(Proration can be overridden on Benefit tab in Employee Management.)
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T S, =
Im Type: 1 {Certificated} - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000

Employment Pay Cyces 1 Taxes ) Retrement] ACH3 Deductons] Contributons 1 Assignments 6 Schedules ] Addons2 Acct Retros:) Leaves Benest Prow 4 | *
=] e B B an o [Snet Ziciose WY @2 v
B 1 - Ass | Information 8 2 - Additional Assignment Information
& 86 {TEACHER/TEACHER (006) Avatable FTE 0 000) Assgnment Status & CURR (Currant)
Assignementid 411 Charge Benefis? & Yes
Bagin Date & MNR020 Calendar 8 CE180 (TEACHER 2021)
End Date 302021 Salary Schedula 48 | {CartSicated - ACT)
Pnmary Position & Yes Retire Plan .
Assignment Type & PAID PERS Appomtment |
PTW Flag 4 No Assoctated Deduchs
FTE £ 1 00000 (7 000 Howrs} Asseciated Conlritus
Salary Sehedule Csd 13 5{$113.571.00 Certificated - ACT) Longesity Date o
Increment Ovamida 4 O (No Ovenida (detaull)} Anewersary Date
Pay Distrbution Opik {Normial - Farst Month Dift) Probaton Date
Ausied Days 4000 Approva Date
Days 418500 Custom Code ¥1
Cancetiao No Custom Code #2
Based an Pay Cyces Language
Salary 41135714 Work Schedue Com
Retremant Rate & 10,324 64 Comment
Retremant Unt & Monthly Show in Portal Times * (No from Job Category)

Assignment Type — Defaults to paid. Use the lookup window to indicate the type of
assignment (e.g., paid, vacant, leave of absence, etc.).

m WICaeTs, Celesta J [ 100220] Z100 - oEws. A

Type: 1 {Centificated) - Pay Cycle: CE11 - Ret: STRS (Member) - FTE: 1.00000
Employmont Py Cycdles 1 Taxes 1 Retvemant1 ACH3 Deductions'| Contributions:1 Assgnments§ Scheaules | Addons:2 Acct Rotros | Leaves Bonefit Prow ¢ | # I

W W B Boaor 4 8 & [t Sove oo B~

o- | Information 11 2 - Additsonal Assignmont Information
&uﬁnmmnwmmm&);\mne 0.000) ig Gaicg
Assignmentid & 11
WF 003“’ ';;0’0730 ® Extra - over 1.0 FTE
nd Date 21 «
Primacy Position 4 Yes ® Leave of Absence (LOA) - UNPAID leave
Assgnment Type & PAID 8 o A APai 2 |
BTV Flag A » LO' P:?lid (LO. ”aud). PAlp eave
FTE & 1.00000 7,000 Hours) ® Paid - “Regular” paid assignment
Salaey Schedule Ced 13 5 {$112,571.00 Certificated - ACT) ° 3 ’ :
Increanent Overnae s 0 0 Ovene (defm ) Tnmec'vard Paid assignment from timecard
Pay Drstrbution Opi {Normal - Frst Month Dif) e * Unpaid - Does not generate pay
Adusted Days 4000 Appra
Days 418600 s
Canceded No Custom Code 82
Based on Pay Cydes Langquage
Salary S1135M04 Work Schedule Com
Retromant Rate & 10 324 64 Commant
Lty (B ‘Hﬂll"‘ W‘Mu‘r_._vl\ln&m o Oal

PTW Flag — Defaults to No. Use the lookup flag to indicate that the assignment is to be used
as "Percent Time Worked." It is for employees that are part-time but work full days. When set
to yes, The system will multiply the number of days by the FTE. For example, a part-time
employee (FTE is 5.92 hours or 0.74 FTE) works MWF 8-5 instead of working M-F 8-12. The
calendar for this assignment is 190 days. If the PTW Flag is set to No, the total number of days
is not factored by FTE. Thus, it shows 190 days. If the PTW flag is set to yes, the number of
days is factored by FTE. Thus, it shows 140.60 (190 * 0.74 = 140.60). This flag also affects the
units that default when entering in leave usages. If the PTW field is set to No, then the days
I ——————
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that default in leave entry will be factored by FTE (5.92 hours). If the field is set to Yes, then
the entry will default as a full FTE (8 hours).

FTE — Enter the amount of time worked in the position, which must not exceed the authorized
and available FTE, and in no case exceed 1.0. On the other hand for Paid and Paid LOA
assignments, the FTE must be at least 0.01.

Actual Daily Hours — Access to this field is controlled by the job class. If the job class for an
assignment has the Allow Hours Per Day Override set to YES, users can edit the field. If the
job class for the assignment does not have the flag set to YES, the field is blank and read-only.
If no job classes in the organization have the flag set to YES, the Actual Daily Hours field in the
assignment is suppressed (does not appear on the form) for that organization.

Salary Schedule Cell — Use the lookup window to select the cell. You will receive a warning if
you attempt to select a cell outside of the range defined in the job class.

Increment Override — Use the lookup to override the step/column movement for this
assignment (e.g., Y rated) to "skip" the first year (increment after the first year) or never
increment. This field is applicable only if the Anniversary Option in the Bargaining Unit record
is set to No (increment on 7/1). It is not applicable if the Anniversary Option is set to increment
on the anniversary.

Pay Distribution Option — Use the lookup to equalize pay (). Otherwise, leave blank for
normal/first-month difference. This cannot be set to blank (Normal) if the assignment covers
the entire year and has a manual calendar and days do not match contract days.

Adjusted Days — Access to the field is controlled by the calendar and the dates of the
assignment. If this assignment is PTW (part-time worker), you can designate what type of time
you are entering: based on PTW or full FTE. If you are entering a number that is based on
PTW, the number will be accepted as is. If you are entering a number that is based on FTE,
you enter the number and then the word FULL (i.e., 5 full), and the system will calculate your
number as FTE. Let's use a PTW assignment with 0.5 FTE as an example. To enter 5 part-
time days, you would enter "5" and the system would factor by FTE: 5 {2.5 full days}. To enter
5 full days, you would enter "5 FULL" and the system would use full days: 10.00 {5.00 full
days}.

Days — Access to the fields is controlled by the calendar and the dates of the assignment.
Cancelled — Set to YES to cancel an assignment.

Based on Pay Cycle — Use the lookup window to set an "alternative" pay cycle. The system
uses this to find a matching pay period based on the employee's primary pay cycle using the
primary pay cycle's period from and thru dates. From this, the Equalized Pay Distribution
option and earnings periods will be picked up and used to calculate pay for this assignment.
The system does not assign the pay to this pay cycle; instead, The system uses the pay cycle
for determining how many periods to divide this assignment’s earnings. This flag cannot be set
if the employee is on a manual calendar!

If leave granting by assignment is turned on, several fields appear read-only. To change the
fields use the Change Leave Overrides task. You can use the Change Leave Overrides task at
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any time except if the assignment has been canceled or does not have FTE. If you do change
these fields, a history record will be written.

Leave Grant FTE — This displays the FTE granted for leaves for this assignment. It overrides
the employee’s FTE used to calculate leave grants.

Leave Base Date — This displays the base date used for leave granting for this assignment.
The system will always use this date first for granting for this assignment. If this is left blank,
the system will use the leave base date for the employee.

Leave Group Code — This displays the leave group used for leave granting for this
assignment. It overrides the leave group code override or the leave group code of the
employee’s primary position.

Leave Years of Service — This displays the years of service for leave granting for this
assignment.

AUTOMATICALLY GENERATED

e Salary — Salary for this assignment.
« Retirement Rate - Retirement rate last used for this assignment.

e Retirement Unit — Retirement unit last used for this assignment as defined in the
system addon, calendar, or salary schedule.

« Pay Cycle —The pay cycle on which the assignment was last paid.

o Last Period Paid — The last period on which this assignment was paid.
e Paid Thru Date — The last paid thru date for this assignment.

e Paid Amount — The last paid amount for this assignment.

« Paid Days — The number of paid days for the last period on which this assignment was
paid.

« Assignment Pay Summary Information — Hourly Rate, Daily Rate, Pay Period Rate,
Annual Rate
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ADDONS

Addons are any employee pay that does not come from position assignments. Examples are
stipends, longevity, substitutes (non-regular employees), etc.

There are several concepts to remember when adding an addon:

e The employee must have a primary pay cycle.
e You cannot delete an addon that has been paid.

e The begin date for an addon should be AFTER the last paid through date. However,
there are special circumstances where you would want the date to be before the last
paid through date (for example, W2 changes). As long as the pay cycle has open
periods, you may backdate and assign the addon to that pay cycle and make changes.

« If you want to use the Earnings Goal for annual on-going addons, use the mass change
activity to ‘add’ the addon for each new year (because the goal from the existing addon
for the previous year will have been met).

If you are having trouble saving the addon, check the account field. It may be required.

Begin/End Date — Enter the date the addon begins and ends. The begin date defaults to the pay cycle
period’s from date for the next open pay cycle period. If you leave the end date blank, the addon will
remain open year after year.

Addon ID — Use the lookup window to select the addon.
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o Description — Enter a description of the addon. This defaults from the system addon
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Rate 1 and Rate 2 Amounts — The pay from this addon is controlled by the Rate 1 Amount and the

Rate 2 Amount. These fields default from the addon setup.

Salary Schedule and Salary Cell — Enter the salary schedule and cell if the system addon is setup

with question marks for the salary schedule and the addon does not set rate or use position. Otherwise,
these fields cannot be changed.

Longevity Date — Enter a date for longevity. This date is used in determining longevity for extra pay for

addons and assignments. The system uses the following logic to determine longevity.
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e Use the longevity date in the addon and assignment to determine longevity. (If
the longevity addon is in the assignment salary schedule, the assignment
longevity date will be used.)

o If those are blank, use the longevity date in the employee record.
o If that is blank, use the Base Date in the employee record.
o If that is blank, use the Hire Date in the employee record.

Use Position — Defaults to YES to tie an addon to a position. Set this to NO to disassociate the addon
from the position so that the addon will not pick up setup — retirement, job class, accounts, etc. — from
a position. Earnings Goal — Enter a maximum amount to be paid, if appropriate. Once the goal is
reached (see Earnings Paid field), pay from this addon will stop. Districts may use this field to control
stipends, benefit payments, longevity, etc.

Earnings Paid — The amount paid for this addon for locked pay periods (i.e., Locked, Submitted,
Approved, Processed, Closed).

Charge Benefits — Use the lookup window to indicate whether or not benefits should be charged to this
addon’s accounts. (Defaults from the Organization Addon Setup.)

Position # — Use the lookup window to select the position if appropriate. This field has two purposes:

o Enter a position number to cause the expense of this addon to be linked to a
specific position, instead of the primary position. It should also be noted that
when an employee changes positions, this field would have to be revisited.

o Enter a position number to set the retirement pay rate (applicable to PERS with a
contribution code of 1, 3, 11 or 13) and job category/class to the last pay rate for
the position specified. The job category/class is used for seniority adjustments. If
you do not specify a position number or an account number and the addon is set
up with the Use Position flag set to YES and the Set Rate Option to blank, then
the addon will use the primary position's accounts. Similarly, if the addon is set
up with the Use Position flag set to NO and the Set Rate Option to blank, then
the addon will distribute to all position accounts.

Override Periods — Enter the months this addon will be paid, overriding the system addon record. You
can type the entire name of the month or just a few letters. If you want to enter more than one month,
separate the months with commas (e.g., Jan, Feb, Apr). Before you enter any overrides, be sure to
check the system addon record to see if it is necessary.

Pay Cycle — Use the lookup window to select a pay cycle if this addon is to be paid on a different pay
cycle (e.g., variable or supplemental) than the employee’s primary pay cycle (the one defined on the
Pay Cycle tab of the Employee record). If this is left blank, the addon will be paid along with positional
pay on the employee’s primary pay cycle.

Job Class/Category — Use the lookup window to select the job category/job class to which this addon
belongs. If the field is locked, you cannot change it.
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LEAVES

This tab displays a summary of leave balances and a list of leave transactions. If there are multiple
leave groups (because you are granting for all assignments), the employee’s primary position leave
groups will be used to display the setup and balances.
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The Leaves tab has a summary at the top and then a list of all leave transactions.

Leave Summary

e Balances — Summarizes up to 16 leave balances. The balances are displayed in one or two
categories across the top of the form, depending on how many leave balances the employee
holds. If a max accrual is defined (in the Leave Balance Profile), the maximum accrual will be
displayed also. If a leave balance is negative, it will be displayed in parentheses.

e Setup — Displays the employee’s leave setup. This may need to be updated when an
employee changes status (example - (HFA) a sub gets hired as an employee)

o Other Balances — Summarizes any transaction balances that are not part of the employee’s
leave balance profile setup.

The list shows dates, transaction type, leave type, hours/days, etc.
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Balance Forward — Sets an amount for an employee’s leave balance. Balance forward
transactions are created through the roll-forward process at the beginning of the fiscal year.
The amount depends upon setup. It may be the sum of prior transactions (no limit on leave
carryover), the max carryover amount, or zero because there was a payout or the leave
balance was set up to not carry over. Balance Forward transactions cannot be edited in the
Leaves tab in Employee Management.

Grant — Adds to an employee’s leave balance. Most employee grants are created
automatically monthly or annually by the Grant task in the Leave Status activity. However,
grants can be created manually in the Leave Transaction activity for employees with a leave
group that begins with HFA (Healthy Families Act). Grant transactions cannot be edited in the
Leaves tab in Employee Management.

Usage — Subtracts from an employee’s leave balance

Adjustment —Adds or subtracts from an employee’s leave balance
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BENEFIT PROVIDERS
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The Benefit Providers tab lists the employee’s chosen provider "packages."

Begin/End Date — Enter the date range for which the record is applicable. A begin date is
required. The end date can be blank (open-ended). (Required) If you change the end date, the
coverage end date will reflect the change.

Provider — Use the lookup window to select the provider. (Required)

Level — Use the lookup window to select a valid provider coverage level. This establishes the
price and type of coverage. These are unique to each provider and are defined in the Benefit
Levels setup records. (Required)

COBRA - Enter YES if this is a COBRA benefit, excluding this provider from the payroll
computation.

Coverage Begin/End Date — If the Benefit Provider is set up to prepay (Prepay Benefits flag
in the Benefit Setup-Benefit Provider record is set to YES or blank AND the Prepay Benefits
flag in the Organization record is set to YES), the coverage dates will default to the employee's
Benefit Provider Begin Date, plus one month. You may change the date to override the benefit
provider and/or the begin/end dates entered above. This affects the calculation for coverage in
the Pay60 and ACA 1095 reporting.

Payroll Credit — Enter YES if this benefit should be treated as a credit. Generally, this is used
to process a credit for one month when an employee changes their benefits after the fact.
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Include in Cap Processing — Enter YES (default) to have this provider record included in the
benefit cap processing equation. Change to NO to exclude this provider for this employee from
the equation.

DEPENDENTS

The Dependents tab lists the employee’s dependent information.
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Begin/End Date — Enter the date range for which the record is applicable. A begin date is
required, but the end date may be left blank. (Required)

First Name, Preferred First Name, Middle Name, Last Name, Prefix, and Suffix — Enter the
dependent’s name. contain any special characters.

Gender — Use the lookup window to select the dependent’s gender.

Birth Date — Enter the dependent’s birth date. (Required)

SSN - Enter the dependent’s social security number

Medical — Enter Yes or No to indicate if this dependent has healthcare through the employee.

Relationship — Use the lookup window to specify the dependent’s relationship to the
employee. (Required)

Status — This is the status (Active, Inactive) for the dependent.

Comment — Enter any comment about this dependent.
I ——————
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BENEFITS

The Benefits tab contains the basic information for the employee benefit record.
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The Benefits tab is optional unless your

organization has an annual cap for benefits.

Total Records: 1

Begin/End Date — Enter the date range for which the record is applicable. A begin date is
required, but the end date may be left blank (open ended). (Required)

Status — Use the lookup window to select the status (e.g., Active, COBRA, AB 528, etc.) of the
benefits.

ER Pay Cap — Enter an annual dollar amount if there is a cap on total dollars the employer
pays for this employee. This will override the employee’s bargaining unit setup and cause
benefit expenditures in excess of this amount to be deducted from employee’s net pay.

ER Pay % — Enter an annual percentage if there is a proration on employee benefits. This will
override the employee’s computed FTE during a benefit calculation. The percentage only
works if the benefit charges are prorated on FTE. The percentage does not take the pay cap
into consideration. In other words, if you enter ER Pay Cap and ER Pay %, the ER Pay Cap is
ignored.
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ADDITIONAL TABS

The learning center is accessible while logged into the system and allows you to access the
many training videos and informational articles about Employee Records Tabs. Below is a
listing of all 27 tabs available in the Employee Record.

e Learﬂiﬂg Center | Frontline ERP - California (formerly Escape)

Employment Tab
Account Retros Tab
ACH Tab

Addons Tab

AP Payments Tab
Assets (Employee) Tab
Assignments Tab
Attachments Tab
Authorizations Tab
Benefit Providers Tab
Benefits Tab

Creds Tab
Deductions Tab/Contributions Tab
Dependents Tab
Education Tab
Evaluations Tab
Employee Flex Tab
History Tab
Indicators Tab
Leaves Tab

Notes Tab

Pay Cycles Tab
Retirement Tab
Schedules Tab

Seniority Tab

Subjects Tab
Taxes Tab

While logged into the system, you can follow the link below:

https://caerp-help.frontlineeducation.com/hc/en-us/sections/360009520433-Employee-Record-Tabs
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https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116734--Employment-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877833-Account-Retros-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877853--ACH-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116614--Addons-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116634--AP-Payments-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877873-Assets-Employee-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116654--Assignments-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877893-Attachments-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116674--Authorizations-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877913--Benefit-Providers-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877933--Benefits-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877953--Creds-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116694--Deductions-Tab-Contributions-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116714--Dependents-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877973--Education-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052877993--Evaluations-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116754--Employee-Flex-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052878013-History-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052878033-Indicators-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116774-Leaves-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052878053--Notes-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052878093--Pay-Cycles-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116794--Retirement-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116814--Schedules-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052878113--Seniority-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052116834--Subjects-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/articles/360052878153--Taxes-Tab
https://caerp-help.frontlineeducation.com/hc/en-us/sections/360009520433-Employee-Record-Tabs

