
Utilizing Technology
in

Payroll / Personnel



Topics to Cover:

• Salary Schedules

• Prorating schedules

• Increasing salary amounts

• Changing contract days

• Resetting Payroll Variables

• Salary pay periods

• Contract days

• Using Adjustment Codes

• Input Pay

• Service Report

• Calculating Contract Payoff

• Deduction Adjustment Module

• Salary Transfer

• Leave Adjustment to History

• Prior Period Comparison Report



Updating Salary Schedule



Prorating Salary Schedule
• One salary schedule for multiple employee types
• No manual salary calculation for late hire / mid year termination



Updating Salary Schedule

• Make manual changes to individual schedules
• Break out salary between state and local
• Change one or both parts of salary
• Change contract days for specific schedule
• Choose to prorate



• Mass Change multiple schedules
• Increase complete schedules based on 

SS Code  and rank
• Increase by percentage or amount
• Increase specific part of salary if needed
• Can decrease amount by using a 

negative (-)  factor



• Review list of proposed changes
• Check Salary Schedules to change
• Click “SAVE” for changes to be 

made to the master salary schedule







• Mass Change multiple contract days
• Increase/decrease contract days
• Increase/decrease schedule salary amounts  

based on new contract days
• Increase specific part of salary if needed





Employee Type Maintenance



Resetting Payroll Variables

• Salary pay periods

• Reset 13 check option or late hire periods to 12

• Contract Days

• Reset prorated contracts days to employee type contract days



Mass Change Employee Jobs



Update Salary Periods

• Run prior to first payroll of new pay year
• Run each update separately
• Enter date to skip new hires  



• Review list of proposed changes
• Uncheck any record that does not 

need to change
• Click “SAVE” for changes to be 

made to the employee’s pay record



Update Contract Days



• Review list of proposed changes
• Uncheck any record that does 

not need to change
• Click “SAVE” for changes to be 

made to the employee’s pay 
record



Before Update After Update

***Resetting Payroll 
Variables WILL NOT 
automatically recalculate 
Annual or Pay Period 
Salaries!





Helpful Features

• Adjustment Codes

• Importing Input Pay from Excel Spreadsheet

• Contract Payoff

• Deduction Adjustment Module

• Salary Transfer

• Leave Adjustments to History

• Prior Period Comparison Report



Using Adjustment Codes

• Identifies additional pay/salary reduction affecting an employee during the 
payroll process

• Can control pay rate and general ledger account for remote pay

• Beneficial when using spreadsheet to upload input pay entries

• Payroll Service Report





Remote Payroll / Input Pay





Remote Payroll / Input Leave



Payroll Service Report





Importing Payroll Service Report









Contract Payoff

• Change contract days under Employee Pay Data

• Change to Pay Period Salary to “0.00”  under Employee Pay Data

• Run Payroll Check Record Report for total paid to date

• Check Job Leave/Fringe information for any days owed to the Sick Leave Bank

• Complete Calculating Contract Payoff (PR/CTPO) with requested data

• Contract Payoff will post as a Pay Adjustment into Input Pay

• Must have a Final Pay Adjustment code established









• Effective Date must be 
within the payroll processing 
dated

• Change Actual Paid to reflect 
total paid for the primary job 
for contract year

• Payroll Run ID is the payroll 
you want the payoff to occur 

• Must have an adjustment 
code set up for Final Pay

• Contract Pay Off will be part 
of Input Pay







Deduction Adjustment Module

• Use when needing to make a 1-time change to an existing deduction



• Deduction to adjust must be an active 
deduction on employees pay record

• A: Adjust will add/subtract from current 
deduction amount

• O: Override will replace the current 
deduction amount

• Deduction adjustment will disappear once 
the payroll run is processed





Salary Transfer
• Use to moved salary and benefits between general ledger 

accounts
• Replaces manual calculations and journal entries
• Payroll and Budgetary report information will match 



• Prior to starting transfer, you must add the new general ledger account number to the employee 
record



• Only use salary transfer for current 
fiscal year

• Posting date is current month; do 
not use for a period that has 
already been closed











Input Leave Adjustment to History

• Use When:

• Making corrections to leave taken
• Receiving or transferring sick leave from/to another school
• Donating/receiving days under catastrophic leave

• Transaction will be included in leave history

• History will include a record of why the change occurred for future reference













Prior Period Comparison Report

• Compares current month’s payroll to prior month

• Compares gross pay and/or deductions at job level
• Option to compare all changes or set thresholds
• Should have documentation to support any changes identified
• Total Difference from Prior Period should equal the difference from 

total gross pay on the current payroll register and total gross pay from 
the comparison period








