
[image: image1.png]OESD 114
IM
edscations)

Service Distret  \ o

e —
ducational wecan
Sorvce Dreiic NWESD 189

Esp101 TESD




[image: image2.jpg]o
WSIPC




WSIPC Enhanced Skyward PaC Finance

WESPaC Human Resources

Job Aid
Payroll
Current Payroll Processing
Current Payroll Processing Check List
· Step a
*
Adding a Worksheet Master* 

· Step b
*
Building a Worksheet*
· Step 1

Entering time into a worksheet  

· Step 2

Select a Run Number  

· Step 3

Set Current Payroll Selection Parameters  

· Step 4

Select Pay Records for Processing  

· Step 5

Import Payroll Data  

· Step 6

Run the Pre-Verify Reports (optional)  

· Step 7

Run the Calculate Process  

· Step 8

Run the Post-Verification Reports  

· Step 9

Run the Check Register  

· Step 10
Print the Checks 

· Step 11
Create the Info for the County Treasurer (if MICR district)

· Step 12
Run the Update Process 

· Step 13
Run the ACH Process 
* A setup process that may not need to be completed more than once.
Refer to the Online Help for more information.
The following information gives you a brief overview of each of the steps in the current Payroll Process.
Step 1

Entering time into a worksheet


(Human Resources, Payroll, Current Payroll, Payroll Worksheet)
Click on a worksheet in the Worksheet Master table on the left to highlight it and click the Entry button on the right to open the Payroll Worksheet screen.
The bottom half of the Payroll Worksheet screen is for data entry. Edit the Pay Code, Account Number, Pay Rate, Hours, Retirement Hours, or Earning Period fields as needed.
The Worksheet must be reset after payroll each month to clear out the hours for the next month. You may also rebuild the worksheet each month to ensure that pay records for all new employees applicable to the worksheet are included.
Refer to the PaC Documentation for more information.
Step 2

Select a Run Number



(Human Resources, Payroll, Current Payroll, Select)


OR



(Human Resources, Payroll, Current Payroll, Run Nbr)
In a multiple entry payroll system, users can create and save multiple payroll files. Before you can select pay records to process, you must select a payroll run number.

Refer to the PaC Documentation for more information.
Step 3

Set Current Payroll Selection Parameters



(Human Resources, Payroll, Current Payroll, Select)
To begin the payroll selection process by setting up a parameter set, you enter the Period End Date and Number of Times to Pay. The period end date should be set to the last day of the pay period. You may need to modify the selection parameters to select the pay records that should be processed on this payroll run.
Refer to the PaC Documentation for more information.
Step 4

Select Pay Records for Processing



(Human Resources, Payroll, Current Payroll, Select)
Set up profiles and pay records for all employees before selecting a payroll. Changes made to the permanent record after selection will not be reflected on the current payroll, unless a new selection process occurs.

The Mass Select option allows the system to automatically select all employees having the specified parameters. The Individual Select option allows you to add individuals to the payroll file after the mass selection process, or it can be used to create a small payroll run.
The Payroll Transactions Selected for Payroll Run screen displays the selected records in the Selected Transactions table.

Refer to the PaC Documentation for more information.
Step 5

Import Payroll Data



(Human Resources, Payroll, Current Payroll, Select)
Import payroll records from other areas in the system (Worksheets or Substitute Tracking) to your payroll transaction file. Any changes to these records should be completed before they are imported into payroll.
Refer to the PaC Documentation for more information.
Step 6

Run the Pre-Verify Reports (optional)



(Human Resources, Payroll, Current Payroll, Pre-Verify)
Running these reports is optional, and you may find the post-verification reports (which are run after you have completed the calculations) are more helpful. Because the calculations have not been processed yet, no amounts for deductions, benefits, or net pay appear on these reports.
Step 7

Run the Calculate Process  


(Human Resources, Payroll, Current Payroll, Calculate)
The calculate process performs the calculations necessary to generate the payroll. This process calculates the appropriate amount of taxes to be withheld, other deduction and benefit amounts, and the net pay amount.
If exceptions are present, the Excepts button on the totals screen will be sensitized. Review the report and modify the payroll file if necessary. If the payroll file needs to be modified, the Calculate option must be rerun.
Refer to the PaC Documentation for more information.
Step 8

Run the Post-Verification Reports



(Human Resources, Payroll, Current Payroll, Post-verify)
After you have completed the payroll calculations process, you can run a series of optional reports to check the results. The reports selected to run will depend upon the preferences of the individual district or ESD.
Refer to the PaC Documentation for more information.
Step 9

Run the Check Register



(Human Resources, Payroll, Current Payroll, Check Register)
The check register process is used to verify the information that will appear on the paychecks when they are printed. The register must be processed before the payroll checks can be printed.

Refer to the PaC Documentation for more information.

Step 10
Print the Checks



(Human Resources, Payroll, Current Payroll, Print Chks)
When the check register reports have been run and verified, you can print your checks/advice of deposits. Contact your data center for specific details on this process. Once this step is completed, you cannot restart the payroll process.
Do not Update yet!

Refer to the PaC Documentation for more information.

Step 11
Create Info for the County Treasurer (MICR number districts only)


(Human Resources, Payroll, Current Payroll, Create Info for C.T.)
Before updating the payroll information to the General Ledger, use this process to designate a range of MICR warrant numbers and then create an electronic file to send to the County Treasurer, and/or create a printable warrant register. This process may be completed at your data center.

Refer to the WESPaC Help Documentation for more information.
Step 12
Run the Update Process 


(Human Resources, Payroll, Current Payroll, Update)
To update the newly created payroll information to the General Ledger, run the update by clicking the Update button. This opens the Print Checks Process Summary screen where you can select the Update button and Run.

After the update process has completed, you can look up payroll information for an employee using the Checks tab in the Profile module.

Refer to the PaC Documentation for more information.
Step 13
Run the ACH Process



(Human Resources, Payroll, Current Payroll, ACH)
The ACH process allows you to create a NACHA file for the electronic transfer of payments from your district into the checking or savings accounts of employees, retirees, or taxpayers. The payments can be divided among several different accounts and between different financial institutions.
Refer to the PaC Documentation for more information.
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