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❖ It’s important to understand that your are responsible for maintaining an open line of 
communication with your employees.  

❖ Trust

❖ Transparency

❖ Build Relationships

Communication Skills in Payroll



oThere are two sets of tax tables in Nextgen
▪ Standard – Used if the Form W-4 is from 2019 or earlier, or if the Form W-4 is from 2020 or 

later AND the box in Step 2c of Form W-4 is NOT checked.
▪ Checkbox – Used if the Form W-4  is from 2020 or later AND the box in Step 2c of Form 

W-4 is IS checked.
▪ Keep in mind employees transferring from another school system is most likely on the 

standard tax table with their previous employer. 

W4 Tax Form



-



-



Recognition of Higher Degree

o Highest Degree/Equivalency for Pay Purposes

▪ Verification of Higher Degree Form submitted to the ALSDE will 

expedite recognition for pay purposes.

▪ Increase pay upon recognition of advanced degree by ALSDE.

• Upon recognition of higher degree by ALSDE, Jasper City 

Schools calculates pay based upon date of degree earned.  





EMPLOYEE 12/8/2022

3/14/2023

OLD DEGREE

49,479.00

188

263.19

85

22,370.82          

ADVANCED DEGREE

ANNUAL AMOUNT 57,135.00

CONTRACT DAYS 188

DAILY AMOUNT 303.91

NO. OF DAYS TO BE WORKED ON AD DEGREE 103

TOTAL EARNED ON ADVANCED DEGREE 31,302.69          

53,673.51$        

8/31/23 53,307.00             

ADJUSTMENT TO PAY NEXT PAYCHECK PAYROLL ID MARCH 2023 366.51$        

4/30/23 4,761.25$     

AUG 21

SEPT 4,123.25             SEPT 21

OCT 4,123.25             OCT 20

NOV 4,123.25             NOV 18

DEC 4,123.25             DEC 5

JAN 4,123.25             OLD DEGREE 85

FEB 4,123.25             DEC 7

Jan 20

MAR 4,761.25          FEB 19

APRIL 4,761.25          MAR 18

MAY 4,761.25          APRIL 20

JUNE 4,761.25          MAY 19

JULY 4,761.25          (NEW DEGREE) 103

AUG 4,761.25          TOTAL 188

TOTAL 53,307.00$      

SALARY TO BE PAID

DAILY AMOUNT

NEW MONTHLY AMOUNT BEGINNING WITH CHECK DATED 

PAID DAYS WORKED

NO. OF DAYS WORKED ON OLD DEGREE

TOTAL EARNED ON OLD DEGREE

TOTAL AMOUNT TO BE EARNED DURING SCHOOL YEAR

LESS AMOUNT TO BE PAID THROUGH THE LAST CHECK DATED

                        PAY INCREASE DUE TO ADVANCED DEGREE

ANNUAL AMOUNT

CONTRACT DAYS

DATE ADVANCED DEGREE RECOGNIZED

DATE ADVANCED DEGREE EARNED



Payroll Monthly Checklist

O Payroll, Payroll, wherefore art thou Payroll? 

If an unexpected emergency arises, what steps are in place to help 

complete payroll so employees receive their paycheck on time?  

• Passwords should be kept in a secure location for access by 

your supervisor or CSFO.

• Payroll checklist should always be accessible showing where 

you are currently in the progression of completing payroll. 



PAYROLL CHECKLIST 

RUN ID  APR2023 
 

1)  Payroll Run ID Maintenance 

o Create a new payroll run ID 

o Check date & pay period ending date are the same 

2) PEEHIP Import 

o If employees have resigned, been terminated, hired – go to portal for health insurance and enter changes by the 9th. 

o Download insurance invoice from PEEHIP (rsa-al.gov) when email notification arrives (check before loading to Payroll software) 

▪ Payroll Deduction File – Text, save as 

o Import PEEHIP file – Payroll Site Specific – 3rd Party Ded.- Browse to find file & hit enter 

3) Input Pay –  

o Enter input pay and leave for employees 

o STOP Remote Input Pay on Run ID 

o Central Office Timesheets  

4) Input Pay & Leave Edit Report 

o Print 1st report after 2nd report uploads 

o Verify & check 

5) Pre-Compute Exceptions 

o Pre-Compute – correct errors in employee maintenance and pre-compute again 

6) Compute Payroll 

o Compute Payroll - correct errors in employee maintenance & deduction master maintenance  

7) Post Payroll to GL 

o Check box to REPORT ONLY DO NOT POST!!!  - this may show errors in cash and/or expense accounts – compute again if changes are made 

8) Prior Period Comparison Report 

o Print prior period comparison report for gross wages & fringes differences  

9) Payroll Register 

o Print Payroll Register and include totals grouped by GL (SFund) 

o Verify report (check PEEHIP #’s)   

10)  Payroll Checks – DS Print Checks  

o Regular  (print cover sheet)         ○  Vendor          ○    Statements   

11) Payroll Check Register 

o Print Payroll Check Register 

12) ACH Direct Deposit 

o Generate ACH Direct Deposit – see attached instructions for upload to bank  

13) Post Payroll to GL  

o Do not check the report only option 

14) PR Check Update  

o Enter Run ID - Enter then Update                                                     



Finally, though many theorists have analyzed both 
industrial and sustainable agriculture from an 
ideological perspective, most of them partake of a 
subtle form of materialism, recapitulating the belief 
that relationships among beings are exclusively 
external. This subtle materialism precludes the 
farmer from ascribing interiority to the majority of 
the beings she is in relationship with. Revisiting 
transpersonal ecological practices, with an 
understanding of interiority, yields a truly holistic, 
integral agriculture that takes seriously the mindset 
of the farmer and the interiority of the beings on the 
farm.

Cox, Travis E.B., “Integral Agriculture: Taking seriously the mindset of the farmer, the interiority of the 
beings on the farm, and a metaphysics that connects them” (2014). Graduate Theses and Dissertations 
14091 https://lib.dr.iastate.edu/eld/14091

https://lib.dr.iastate.edu/eld/14091


- Truth in Salary Statement 

o All school districts are required to provide an annual itemized statement of employee benefits received as 

well as information about the total employer contributions to retirement systems and health insurance 

plans. Do not confuse the total amount as being your salary as you will be highly disappointed. This is 

because the total includes the amount that Jasper City Schools contributes toward health insurance, 

retirement, social security and medicare for each employee.

- W2’s 
o Please keep in mind wages reported on your W2 is based on calendar year and not the school fiscal year and 

therefore will not match the salary schedule.  If you are trying to match to the salary schedule, please take 

your gross pay for December (not including supplements for coaching, extra pay, etc) and multiply times 12.

• Box 1 reports your total taxable wages or salary for federal income tax

purposes. This figure includes your wages, salary, and other taxable compensation. Box 1 does not 

include any pre-tax deductions such as contributions to 403(b) plan, health and dental insurance, 

medical or dependent care reimbursement plan, contributions to the Retirement System, or other types 

of pre-tax benefits. These amounts show in Box 14 and are deducted from your earnings to arrive at the 

total in Box 1.



- Beneficiary – send reminder several times a year

o Teacher Retirement System of Alabama and RSA-1 (if applicable)

▪ Include Designation of Beneficiary Prior to Retirement form

o Optional Policies

▪ American Fidelity

▪ Texas Life

▪ Liberty National

▪ Life of Alabama

▪ AEA

o Bank – It is important to have a Payable on Death (POD) beneficiary on your 

checking and savings account to receive the balance of funds when the last owner 

on the account passes away.



Each year I am reminded as I meet with employees 

regarding retirement just how important it is to invest in 

an additional savings plan.  This is especially important 

for our TIER II employees. Remind all employees about 

RSA-1 and other deferred compensation plans your 

system may offer.  



Teacher Retirement System of Alabama / PEEHIP

Notify employees often about creating a member online service account.  

This is the notification I send out each semester.  

 

Have you enrolled in Member Online Services yet?  The 

online portal is an easy and convenient way to access 

everything you need.  With a Member Online Services 

account, you can: 

• View your account details 

• Update your contact information 

• Change address 

• PEEHIP: 

o View current coverage(s) 

o Enroll in PEEHIP or change coverage(s) 

o Upload required documents 

o Make PEEHIP payments 

 

 

Log onto rsa-al.gov to create your member online services account.  

Please contact me for your PID number to complete registration. 



January is a great month to remind employees about the deadline dates for retirement as most 

employees retire effective June 1st.

RETIREMENT COUNTDOWN IN PROGRESS

Please be advised that the deadline to file an Application for Retirement is 30 to 90 days prior 

to the retirement date, as required by the Code of Alabama, 1975. If you are unable to have your 

document notarized, you should still submit your signed Application for Retirement to the RSA 30 to 

90 days prior to the retirement date. You should always mail the original document to RSA at the 

address listed on the form, but, to meet the deadline, you may also submit a copy of the form by fax 

at 877.517.0021, upload to your MOS account, or email trs.info@rsa-al.gov.

mailto:trs.info@rsa-al.gov






- Wellness Screening  
o Participating pharmacies now offer a new convenient way to get the annual 

wellness screening
• PEEHIP members and spouses enrolled in the Blue Cross Blue Shield Group #14000 Plan have a 

new, convenient way to get their annual wellness screening. This means you can get your annual 
wellness screening at a local participating pharmacy on your own schedule. I have attached a list 
of participating pharmacies. If you choose to get your screening at a pharmacy, an appointment 
may be required. Also, remember to bring your PEEHIP Blue Cross and Blue Shield of Alabama ID 
Card. Screenings at pharmacies are provided free of charge to PEEHIP members.

• Attach the Pharmacy Biometric Screening and Referral Form and 
Biometric Screening Pharmacy List



IMPORTANT PEEHIP NOTIFICATIONS

• Transfer Employees – Enrolled in PEEHIP coverage

o Transfers need to log onto their MOS account and pay the premium due for August coverage

• New Employees - Enrolling in PEEHIP coverage

o Failure to timely pay your initial premiums will result in a claim hold being placed on your account. A 

claim hold will prevent you and your dependents from using your coverage. Once payment is received, 

the hold will be removed

• ALL Employees – Members NOT Enrolled in a PEEHIP Hospital Medical Plan

o Members who choose not to enroll in a PEEHIP hospital medical plan can enroll in the PEEHIP 

Supplemental Medical Plan or up to four Optional Coverage Plans at no premium cost for individual or 

family coverage. Spouses who are independently eligible for PEEHIP coverage cannot be covered by a 

PEEHIP hospital medical plan and enroll in the PEEHIP Supplemental Medical Plan or the Optional 

Coverage Plans at no cost.



The two things
in life you are in

total control over 
are your attitude
and your effort.  



Nikki Shipman
Payroll Specialist

Jasper City Schools

205-384-6880 ext. 68023
nshipman@jasper.k12.al.us

mailto:nshipman@jasper.k12.al.us

