California Educational Computer Consortium


CHANGING FREQUENCIES

BETWEEN

FISCAL YEARS


When a District makes the decision to change the frequencies or cycles employees get paid, there are several steps that must be performed.  In addition, these steps MUST be performed in a specific order and Step 2 cannot be done until Step 1 is completed, etc.


The following pages will lead a District/County Office through the process of changing these frequencies.  The sample used will be if a district is changing the frequency from a 10 (All Except July & August) to a 13 (All Except June & July).  In addition, next to the Step # is the department responsible for the task.

The query changes being made are an “All or None” type.  For example, changes made will be to ALL employees on Pay Calendar 1 with Earning FQ 10.  It cannot be, “some” of the employees on Pay Calendar 1 with Earning FQ 10.  There is no way to correctly get the data if there are too many exceptions.  Districts will have to use the 90/10 Rule.  Correctly changing 90% of the employees and possibly having to manually fix the remaining 10%.  
Step 1:  DISTRICT- Run the Employee Earning Report (PYR530) and the Employee Deduction Report (PYR630).  This report should be run for individual Pay Calendars and Cycle 06 R@.  Using the R@ will make sure the correct lines are reported regardless of whether it is on a Regular Payroll, or a Liability.  Put an “@” in the “Status” field, a “Y” in the “Include $0 Deduction Line” and a “Y” in the “Include SSN”.  
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Employee Earning Report (PYR530) initiator to create “before” report.
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Employee Deduction Report (PYR630) initiator to create “before” report.

The Model created to apply to the report is located on the SBCSS Web Page at the following address: http://www.cecc.org/monarchdown.htm#payroll.  The Model created will pull Earnings and Deductions with a frequency of 10.  (The model can be modified if the “starting” frequency is not 10)  There is a model for the PYR530 and a model for the PYR630.  Apply the model to the individual reports and look at the “Summary” view.  This will display a listing for all employees Earning lines with any Pty other than “P?”.  When the model is applied to the PYR630, it will display a listing for all employees Deduction lines with a frequency of 10.  This step is done to give the Programmer a number of records to “search” for.  This validation is important to guarantee ONLY the appropriate records are changed.
Step 2:  COUNTY/IT- AFTER Cycle 06 R@ is processed & Updated, query change the frequency codes on individual Earning & Deduction lines for a SPECIFIC PAY CALENDAR IN CYCLE 06 R@.  When selecting the data to be changed, the request must be specific in both the Pay Calendar, Cycle and Type fields.  For example, the above would be selected as “CECONT06 R  “.  If the Payroll had been a Liability, it would have looked like this: “CECONT06 RL “.
EARNINGS~  The following query is a sample based on the above districts criteria for the Datasets: PY-EMPE-EARNING & PY-EARNING-ACCT



S=PY-EMPE-EARNING (SAME FOR PY-EARNING-ACCT)


F DI-YR=322006



SUB PAYCAL-CYTY =”CECONT06 R  ”



SAVE ________ (Create your filename to save records prior to change)



SUB PAY-TYPE=M,R,O



SUB FREQ=10



CQ FREQ=”13”

DEDUCTIONS~  The following query is a sample based on the above districts criteria for the Dataset: PY-DED-EMPE

S=PY-DED-EMPE


F DI-YR =322006


SUB PAYCAL-CYTY =”CECONT06 R  ”


SAVE ________ (Create your filename to save records prior to change)


SUB EE-FREQ=10


CQ EE-FREQ=”13”


All other earning/deduction lines with different frequencies should be left alone and NOT modified.

Step 3:  COUNTY/IT-  AFTER the above query is completed, process the Districts Generation (PYFYGN).  The generated earning lines will be created with INCORRECT frequencies since the Earning Frequency in the Employee Tax/Ret record has not been changed yet.  

This step must be completed to ensure that ALL employees get Generated, especially those who are NOT having the Frequency changed.  If the District Generation is NOT done, then the only employees to have “P” records will be those that had an Earning Frequency change in Tax/Ret.

Step 4:  COUNTY/IT-  AFTER the district’s Generation is completed, process the Districts Earning & Deduction Roll (PYFYRR).  Since the Earning and Deduction frequencies have been changed AND the Earning Frequency in the Employee Tax/Ret record has NOT been changed, the Roll Program will still “look” at Cycle 06 R@ to get the Earnings & Deductions from, but will CREATE them in the cycles based on the query changed frequencies!

Step 5:  DISTRICT-  Once ALL the above steps have been completed, the District will then access EACH EMPLOYEE TAX/RET record and manually change the Earning Frequency and the Ben Cy Roll Frequency to 13 (based on our sample) on the 7/1/06 record.  We CANNOT do this through query because of history issues.  Since Tax/Ret is NOT fiscal year bound, we could potentially affect the online history of Payroll in prior Fiscal Years and Cycles.  When each employee is changed, it will call Generation and the position pay will now have the new frequency.  User will also have to modify the DNP Payout cycles from 07R and 08R to 06R and 07R.  This will cause Cycle 07 in the NEW fiscal year to have the ENTIRE DNP Payout since Cycle 06 R@ has already been processed.  So, the employee will get the entire Payout in July, and their new salary will begin in August.  
*** Step #5 MUST BE COMPLETED PRIOR TO THE FIRST PAYROLL BEING PROCESSED 
*** If it is NOT done, there will be closed cycle adjustments in August, that should probably NOT exist, and there will be manual work for DNP.
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