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REASONS TO UTILIZE 

TECHNOLOGY

• More Efficient

• Fewer Errors

• Better Traceability

• Digital 

Documentation



EMPLOYEE SELF SERVICE (ESS) 

BENEFITS

• Employees can view their paychecks

• Employees can view W2, Truth In Salary, and 1095C 

without Employer printing a copy

• Employees can make changes to their address, bank 

information, and/or tax withholdings without filling out 

paperwork (reduces paperwork and employer entry 

errors)

• Employees can have access to company 

documents and employee documents

• Goes hand-in-hand with Document Services 

(DS2)



EMPLOYEE SELF SERVICE (ESS) 

POTENTIAL PROBLEMS
• Some employees aren’t comfortable with technology

• Make training material readily available

• Have a public computer set up at Centrol Office or each school for those who 

don’t have a home computer or printer

• Resist the urge to “just do it the old way” because it’s what everyone knows

• People don’t like change

• Stress the benefits of having unlimited access to their information

• Remind payroll personnel that it will save time once everyone has 

adjusted



TIME KEEPING SYSTEM 

BENEFITS

• Reduces time calculation errors

• Creates a file that can be imported to NextGen

• Creates a leave file that can be imported

• Enters Sub pay for leave (discuss more later)

• Helps show compliance with Employee Leave Laws

• Digital File makes it easier to pull past data



TIMEKEEPING SYSTEM 

POTENTIAL PROBLEMS
• Some feel like they lose control of the information with an import

• Run reports that check the information

• If leave isn’t entered correctly, sub pay won’t import

• Train employees to enter leave every time

• Train subs to clock in correctly

• Run reports that check the information

• Wide Variety of Systems for Wide Range of Cost

• Research

• Look at actual needs – Don’t get caught up in flashy options if you don’t 

need them





SUBSTITUTES

• Orientation

• Make expectations clear from the 

beginning

• Properly train them in the technology 

they will utilize

• Valuable resource – treat them that way

• Timekeeping

• Make sure employee leave is entered

• Make sure sub time is entered

• Run reports to reconcile

• Sub Calling System

• Determine if centralized person or 

employee will enter Sub need

• Reconcile to Timekeeping system

• ESS

• Just as important for sub to view 

information

• Sub needs ability to make changes, too



HRMS -

Human Resources Management System

An HRMS is “a type of information 

system (IS) that is designed to 

manage an organization’s 

computerized and automated human 

resources processes.” (www.techopedia.com)



NEXTGEN

• Move Job Leave Pay Data

• Mass Initialize Employee 

jobs

• New Hire Upload



MOVE JOB LEAVE/PAY DATA 

(PR/MVLV)

• When an employee moves jobs to another job number

• Example: Teacher to Assistant Principal

• MVLV will copy Fringe and Leave from old job to new job 

number.

• Must have new job created first

• Can also copy GL, Salary Schedules, and Pay Record, if 

needed

• Normally this will be setup differently because of new position



• Moving leave and 

fringe from Job 1 to 

Job 3

• Deselect options not 

needed

• Deduction and

Employer Paid

options are not for

Alabama users

• Pressing Save will 

inactive information on 

old job and copy it to 

the new job number.

• Information will be 

identical from old job.



MASS INITIALIZE EMPLOYEE JOBS 

(SC/MCET)

• Relatively new transaction

• Transaction under System Control

• Request transaction from Harris Support

• Mass updates information on employee jobs

• Different from Mass Change Employee Jobs under Employee 

Maintenance Folder

• Give List View with changes for review

• Mass Termination

• Can be tricky to use





NEW HIRE REPORT

Application Center

Hire Date Range:

EMPLOYEE DATA SCREEN

60 Day Subs:

Current Run Id: Which subs were paid

From/Thru Dates: Were they paid during this time 

frame? 

NO?  Then report

Yes?  Not reported



Reporting Subs after Summer Break:  60 day rule

1. Change Employee Data screen date with new school year start date

1. Wait for substitute to report on the New Hire Report based on run ID and 

date ranges

3.  Clean up your sub list

Terminate subs not worked in a year (mass 

initialize)

4.  Send email/letter about returning for next year

Terminate those not returning and reset date 

for returns











BLENDED RATE CALCULATION FOR OT

What are Blended Rates?

The federal government’s Fair Labor Standards Act requires that when work is performed at 

two or more rates, overtime must be paid out at a blended rate. A “blended rate” is a rate of 

not less than one-and-a-half times the weighted average of all non-overtime rates used 

during that workweek.

When is a blended rate required?

A blended rate is required any time an employee who earns different wages for different 

roles works overtime in any of these roles. Importantly, an employee who works 35 hours in 

one role and six in another during one week still earns overtime pay. Although this employee 

worked less than 40 hours in each role, the roles together amount to over 40 hours. That 

sum is what the FLSA uses to determine whether blended overtime pay is required.
How Do You Calculate Blended Overtime Pay? - business.com

Blended Rate Calculation Explained (tasb.org)

https://www.business.com/payroll/blended-overtime-pay/
https://www.tasb.org/services/hr-services/hrx/compensation-and-benefits/blended-rate-calculation-explained.aspx


EXAMPLE:

JOHN DOE’S JOB 1 IS A CNP WORKER MAKING $15.41 AN HOUR 

HIS JOB 2 IS A CROSSING GUARD MAKING $15.00 AN HOUR

IN A SINGLE WEEK, HE WORKS 36.5 HOURS IN JOB 1 AND 13.75 HOURS IN JOB 2 FOR A TOTAL OF 50.25 HOURS.

JOB 1:  $15.47 X 36.5 = $562.47 JOB 2:   $15.00 X 13.75 = $206.25 REGULAR RATE FOR 50.25 HOURS IS $768.72

HIS BLENDED REGULAR RATE IS $768.72 / 50.25 HOUR = $15.30 AN HOUR

HIS CALCULATED BLENDED OVERTIME IS $15.30 X .5  X 10.25 OT HOURS = $78.41 

JOHN DOE’S TOTAL PAY FOR THE WEEK IS $768.72 FOR ALL HOURS WORK PLUS $78.41 BLENDED OVERTIME 

EQUALLING $847.13 FOR THE WEEK



PUT IT IN EXCEL!!
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