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WSIPC Enhanced Skyward PaC Finance

WESPaC Human Resources

Job Aid
Payroll
Monthly Checklist
	Ck
	Step
	Description

	
	
	

	
	1
	Award Time Off accrual for the current month.

HR, Time Off, Accrual, Build Time Off Accrual Transactions

· Run the build Time Off Accrual process dated the appropriate day of the current payroll month.  Keep in mind the impact the date used in this process has if you print time off information on your payroll checks and direct deposit advices.  
· Award on the first of the month for the current month accrual if you award time off on a monthly basis.  
· This process should be run prior to any current time off entries.



	
	2
	Update any forms or documents with current month payroll data.



	
	3
	Update Vendor Information as needed.

FM, Vendor Management 

· Search the vendor master file to verify if vendor is on file.

· Update existing vendor information or add a new vendor as needed.


	
	4
	Update Payroll Codes as needed.

HR, Setup, Codes, Payroll Folder

· Payroll Codes – Enter new pay codes as needed.

· Deduction Codes – Edit deduction codes or add additional codes as needed.

· Benefit Codes – Edit benefit codes or add additional codes as needed.

· Bank Names – Add new banks for direct deposit as needed.



	
	5
	Add New Employee Profile Records.

HR, Profile [+Add]

The add option automatically walks you through the address and personnel screen fields.

· Name Maintenance – Add new employee name and address information.

· If a message displays indicating other names exist with the key, display the list.

· Review the list information to determine if the new employee is already in the WESPaC database. See where the name is “used as.”

· Verify existing name data.

· DO NOT use the existing name on file if it is a student (male or female).

· Select from the name list if applicable or cancel out of the name list to add a new alpha key record.

· Personnel - Enter new employee personnel information.

· Upon completing information, select OK, answer Yes to load in default deduction and benefit codes.

· In many cases, new employee profile will have been previously entered with assignments and pay code records established in the Employee Management module.

· Coordinate all new employee data processing with Personnel staff.



	
	6
	Edit Profile Information for employees as needed.

HR\Profile

Enter Payroll/Personnel Adjustments

· Address Tab – Update address and telephone information.
· Personnel Tab – Update any changes to employee personnel information such as employee type and building.

· WA Feature Set, Retirement Tab – Add/edit the appropriate retirement plan information and/or retirement adjustments as needed.

· WA Feature Set, General Tab – Add/edit the general assignment hours, days, hourly wage, and FTE fields.

· General Tab – Add/edit direct deposit banking information. Edit tax information according to employee’s W-4 form. Edit check location.

· Pay Tab – Add, edit, or delete pay records as needed.
· Do not add or adjust pay records for assignments if they will be imported from the Employee Management System (EMS).

· Only add, edit, or delete necessary pay records not included in employee EMS assignments.

· Ded/Ben Tab – Add deduction and benefit code records as needed.

· Do not add, edit, or delete deduction/benefit records for insurance plans if you are using Insurance Tracking.

· Those deduction and benefit records will be imported from the Insurance Tracking module.

· Contracts Tab – Update existing contracts or insert additional contracts as needed.
· Do not add or adjust a contract that is imported from EMS.
· Only add/adjust a contract not included in employee EMS assignments.

· The corresponding pay record would also have to be manually adjusted.

· Timeoff Tab – Enter Time Off transactions.
· Add/update time off setup information as needed.

· This may include adding, changing, or deleting allotment setup.

· Add time off transactions for time off allocations or time off taken (excluding auto accrual).

· Transactions may also be entered through TimeOff “Limited Access Processing,”, “Utilities”, or through Payroll Worksheets.



	
	7
	EMS – Update and Import contract assignment pay records as needed.

HR, Employee Management

· As assignments are created/updated for new and existing employees in EMS, import into the employee profile pay records/contracts. This is the preferred method for maintaining contract information.

· Use Selection Parameters during the export/import to limit the employees and pay code as needed.



	
	8
	Complete Insurance Tracking updates.

HR, Insurance Tracking 

· Add/edit employee plan records as needed. If employee is changing coverage, enter an end date on the old sub-plan and add a new plan.

· Run a calculate process, make corrections, run necessary utilities and reports, rerun a final calculate.
· Import insurance tracking records into the employee deduction/benefit payroll records. (This does not update ded/ben for deleted sub-plan or end date on sub-plan).

NOTE:  The calculate and import steps  may not be run every month, or may be run only on selected employees or groups, depending on the business practice in your agency.  

· Go to employee’s profile Ded/Ben tab and remove old Ded/ben record if needed.



	
	9
	Process Substitute Tracking records (Can be done anytime.)

HR, Substitute Tracking 

· Add/Update substitute master records as needed.

· Add/Update substitute detail records as needed.

· Run a calculate process, make necessary corrections, run necessary utilities and reports, rerun calculate before selecting current payroll records.  Be sure to use the correct date in the substitute tracking calculate.  


	
	10
	Process Payroll Worksheets (Can be done anytime).

HR, Payroll, Current Payroll, Payroll Worksheets
· Add or clone Worksheet masters and include employees as needed.

· Reset a previously used worksheet to zero hours from previous payroll.

· Select worksheets and enter appropriate records for non-contract payments as needed. You may also enter time off transactions via worksheets.

· Print Worksheet reports to verify accuracy.



	
	11
	Select records into current payroll, verify data, and edit records as needed.

HR, Payroll, Current Payroll, Select

· Add or select current payroll run number.
· Select the appropriate payroll parameters.

· Mass select records into current payroll.

· Import Worksheets to include in current payroll selection.

· Import Substitute Tracking Records to include in current payroll selection.

· Select other imports as needed (payroll payable and contract payout if applicable).

· Edit selected pay record transactions as needed.



	
	12
	Run Preliminary Verification Reports.

· Run the pre-verify reports to check for accuracy of records included for the payroll run.

HR, Payroll, Current Payroll, Pre-Verify

District Reports:

Employee’s Not Being Paid 
Do not print SSN

Omitted Ded/Ben
Transactions from primary records only, load “All DED/BENS” Sel. Par.

Omitted Ded/Ben
All Records in pay control, load “Mandatory DED/BENS” Sel. Par.

New Acct. Process Tracking (for review with Bus. Mgr.)

Load “Salary Object” for current month date range 

· Run additional reports to check for accuracy of records included for the payroll run. 

District Reports:

HR Menu Path

Audit W4 Changes

Profile, Quick Reports

Audit Direct Deposit Prenotes

Profile, Quick Reports



	
	13
	Make Corrections by returning to appropriate step.

· Complete Current Payroll Selection process to select or import any updated records.



	
	14
	Run a payroll calculation.

HR, Payroll, Current Payroll, Calculate

· Always run Excepts report (prints warning and error exceptions, including retirement).



	
	15
	Run Post Verify Reports

HR, Payroll, Current Payroll, Post-Verify

· Run the post-verify reports to check for accuracy of records included for the payroll run. (similar to preliminary payroll reports).
District Reports:

Check Summary Gross + Net  (1007)

Individual Reports – Pay Detail By Employee

Gross and Accounts



	
	16
	Run any addition payroll/profile reports as needed.

· Run additional reports to check for accuracy of records included for the payroll run.

District Reports:

HR Menu Path

Payroll Vendor Register (1000) 

HCA vendor and others as needed

Payroll, Reporting, MF

Payroll Vendor Variances

Payroll, Reporting, MF

Retirement Transaction Report (1009)

Calc Not Paid

Payroll, Reporting, RE

Retirement Adjustments Report (1029) Unprocessed

Payroll, Reporting, RE

Retirement Audit Report (1008)

Payroll, Reporting, RE

TimeOff Detail Transactions
Report load=Monthly Timeoff Trans for Emp

Sel. Parameters load=Timeoff Used Codes

TimeOff, Reporting, Dot. Trans

Payroll Variance Report
Payroll, Reporting, PV


	
	17
	Make corrections by returning to appropriate step.

· Complete Current Payroll Selection process to select or import any updated records.

· Rerun Payroll Calculation.

· Rerun any reports as needed. (in steps 15 & 16).



	
	18
	Run Final Reports not included in Check Register.
HR, Payroll, Current Payroll, Post Verify

District Reports: 

HR Menu Path

Check Verification 

Payroll, Current Payroll, Post Verify

Labor Benefit Distribution-Labor

Payroll, Current Payroll, Post Verify

Labor Benefit Distributions-Benefit

Payroll, Current Payroll, Post Verify

Individual Report-Deduction/Benefits

Payroll, Current Payroll, Post Verify

Individual Report-Board Certification Pay/Ded/Ben

Payroll, Current Payroll, Post Verify


	
	19
	Run the Check Register Process.
HR, Payroll, Current Payroll, Check Register

· The register must be processed before the payroll checks can be printed.

· The register process produces a report of payroll data for accounts payable invoices and the accounting register.

District Reports:

Print/Save

Check Register

No/Yes

General Ledger

Yes/No

Payroll Data for AP Invoices with Vendors

Yes/No

Payroll Data for AP Invoices without Vendors 

Yes/No

Workers Compensation (1010)

2 copies  (file copy,  L&I Payment Advice)

Yes/No

Retirement Activity (1028)

Yes/Yes

Payroll Vendor Register

2 copies

Yes/No

Object Summary Current Pay Codes

No/No

Current Pay Codes

No/No

Current Deduction Codes

No/No

Current Benefit Codes

No/No



	
	20
	Print Checks and Direct Deposit Advices.
HR, Payroll, Current Payroll, Print Checks

· Once this step is completed, you cannot restart the payroll process.

· Selections: First Name first, No SSN, Timeoff – Date range depending on district business practice.  
· Print checks to appropriate printer.

· Print direct deposit advice to appropriate printer.



	
	21
	Create Information for County Treasurer (step run by ESD Data Center).
HR, Payroll, Current Payroll, Create Info for CT

· Assign micro numbers, print 2 copies of warrant register, and create CT Reconciliation file.

· This must be completed before the payroll can be updated to the General Ledger.



	
	22
	Run the Payroll Update Process (posts payroll to the GL).
HR, Payroll, Current Payroll, Update

· After the update process is complete, payroll information can be viewed on the employee profile Checks tab.

· This step must be completed before the ACH direct deposit file is created.



	
	23
	Run the ACH Direct Deposit process.

HR, Payroll, Current Payroll, ACH

· Run verification report (1004).

· Create Direct Deposit file.

· Send e-mail notification to the Data Center.

· Include total deposit amount and count.

· Transmit ACH Direct Deposit file.

· The step is completed by the Data Center.

· Reply to sender confirmation of file transmitted.



	
	24
	Run vendor payments through accounts payable invoicing.

· The payroll update process, adds the vendor invoices into Batch status in Accounts Payable.

· Complete the AP payroll vendor invoice process.

Financial Management, AP, Invoices

· Batch Update the batch invoices to Open Status.

· Enter a Batch Range low= P to high= PZZZZZZZ
(If your payroll batches are P1 to P9, then enter that.)
· Enter Sequence = Vendor

· Posting Date = Current Date

· Process generate Accounts Payable Invoice Port or the Accounting Register (no print).
Financial Management, AP, Check Process

· Create Check Register.
· Select the appropriate Bank.
· Enter Maximum due date=payroll check date

· Enter a Batch Range low= P to high= PZZZZZZZ

(If your payroll batches are P1 to P9, then enter that.)
· Review next check number.
· Enter check date = payroll check date

· Posting Date= Current date

· Process generates Check Register (print) and Account Register (no print).
· Run and print check summary.

· Select Summary with Check Number/Vendor/Amount-1copy, Yes-Fund Total, Board Certification checked.

· Compare Check summary with Payroll Check Register Report “Payroll Data for AP Invoices with Vendors.”

· Verify all vendors to be paid from the payroll run are included in the AP check register run.

· Print Checks.

· Select First, Middle, Last.

· Print to appropriate printer.

NOTE:   There may be variations to this process for EFT vendors or items paid from a different bank cash account.  

	
	25
	Create AP Check Information for County Treasurer (ESD Data Center step).
Financial Management, AP, Create Info for CT

· Assign micro numbers.

· Print 2 copies of warrant register.

· Create CT Reconciliation file.

· This must be completed before the AP can be updated to the General Ledger.


	
	26
	Update the AP Check Register into history (posts to the GL).
Financial Management, AP, Check Process

· When Checks have been received and verified, update AP Check Register to history.



	
	27
	Run Post Payroll Reports

District Reports: 

HR Menu Path

WA Quarterly Wage Detail (1015 monthly)

For current month only 

Payroll, Reporting, State/Fed

WA Quarterly Wage Detail (1015 Quarterly)

For quarter if end of quarter, create file for UIFastTax

Payroll, Reporting, State/Fed

Quarterly Fed Tax Return

For quarter if end of quarter, for 941

Payroll, Reporting, State/Fed

New Hire Report

Enter appropriate begin date, create file 

Payroll, Reporting, State/Fed

DRS Transmittal File

Create download file

Payroll, Reporting, Retirement

Time Off Detail Transactions (1017)

Date Rage 01/01/yy to end

Timeoff, Reporting



	
	28
	Run Payroll Encumbrance process.

HR, Payroll, Current Payroll, Payroll Encumbrance 

· Complete the encumbrance process anytime after the current payroll process is complete.

· Change the status of the Batch/Reversal to Open.

· This ensures any existing payroll purchase orders are in open status, so they can be liquidated.

· Close POs to liquidate the open purchase orders.

· Create New POs from the current payroll data on file.

· Set Batch POs to open status.



	
	29
	Complete EFTPS Transmittal to County Treasurer.
· Use Check Verification Register summary page: Report of Deductions/Benefits by Category, to obtain totals.



	
	30
	Transmit the DRS Retirement Transmittal File to DRS.
HR, Payroll, Reporting, Retirement Folder 

· Transmit download file to DRS using DRS provided login and software.

· Complete before the 15th of the month following the payroll reporting month.



	
	31
	Complete Workers Compensation Cooperative Remittance Advice for ESD.

· Use Worker’s Compensation Report summary page to obtain totals for payment advice.



	
	32
	Complete Unemployment Cooperative Remittance Advice for ESD.

· Use current month WA. Wage Detail Report summary page to obtain totals for payment advice.



	
	33
	Complete US Dept. of Labor Statistic Report.

· Use Check Verification Register: Report of Deductions/Benefits by Category, summary page to obtain totals.



	
	34
	If end of Quarter, Transmit Wage Detail to Employment Security.

· Import WA Quarterly Wage Detail Report file into UI Fast Tax.

· Complete UI Fast tax verification and transmit file to Employment Security.



	
	35
	If end of quarter, Complete and submit 941 form.

· Use Quarterly Federal Tax Return Report to complete and submit 941 form.
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