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Overview

Retirement Systems of Alabama (RSA) chose the Deloitte Pension Administration System (DPAS) to
replace many of their outdated legacy computer systems. This system provides an Employer Self-
Service Web Portal that will be used by the districts to manage member enrollments and submit
contribution reports. These files will contain 18 new data elements that will allow for the collection of

more thorough and accurate data. The DPAS system has strict edits that will cause a file to be rejected
when the codes are not accurate. Therefore, the setup of the new codes is a critical task that will likely
require a significant amount of time for analysis and data entry.

This document will walk you through setting up information and generating the files required by the
new RSA reporting specifications. The districts will be responsible for uploading two files:

e NEW! The Enrollment File will enable new employees to be enrolled electronically, as well as,
communicating name, address and status changes for existing employees. All employees (who
are not substitutes) must be reported on this file whether they are eligible to contribute or
not. This file can be submitted as frequently as daily.

e The Contribution File will replace the existing upload files for retirement wages and
contributions. The new file format includes fields for both TRS and RSA-1 Contributions. All
employees (who are not substitutes) must be reported on this file whether they were paid
during the reporting period or not.

Please contact RSA for any questions related to RSA rules and policies:

DPAS_4C@rsa-al.gov

New RSA Data Elements in NextGen

Employee Master
e LOA Status Effective Date
e | OA Status Reason
e Retirement Tier

Employee Job Record
e Contribution Group
e Position Status
e Enrollment Begin Date
e Enrollment End Date
e Enrollment End Reason
e Scheduled Units Effective Date
e Scheduled Units Per Week
o Type of Rate of Pay
e Use Enrollment Job No
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Employee Type Master

Build RSA Enrollment Record
Contribution Group

Position Status

Work Schedule Code

Type of Rate of Pay

Type of Units Worked

FT Units Per Week

Active Flag

Payment Reason

Annual Units to Work

Termination Code

State Termination Code (used for Enrollment End Reason)

Work Schedule Code and Units

Work Schedule Code
Work Schedule Year
Work Units Per Month/Pay Period
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Enrollment End Reason

Verify that your state termination codes are up to date and accurate. This information is defined on
Payroll Code Maintenance Il, tab 1 in the State Termination Code field. Note: NextGen Termination
Codes may vary by district. When an employee is terminated, the system will automatically set the
RSA Enrollment End Date to equal the Termination Date and the RSA Enrollment End Reason to equal
the State Termination code of the Employee Termination code.

Valid Codes:
Reason Description
00 Change in Contribution Group
01 Retirement
02 Death
03 Change in Position Status
04 Transfer
05 Hired in Error
06 Voluntary Termination
07 Involuntary Termination
08 Gross Misconduct

Payroll>PR Setup>Payroll Code Maintenance Il, Tab 1 — Termination (PR/PDC2)

%% PR/PDLCZ: Payroll Code Maintenance IT {¥3.04)

[ 9. HourlyDailyCode |  10.Work Sched Code |  11.Work Sched Days |
[ 5. Contract Month Code T 6. Fringe Benefit Type T 7. Input Pay Type T 8. Adjustment Code
1. Termination Code I 2. Pay Period Code I 3. Summer Pay Flag T 4. Position Tenure Code

Termination Code [P

Termination Code Description |Deceased

State Termination Code |02

¥ Deceased Termination Code

~ Active

Change Mode: Enter the Key Word for the Record to be Changed
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Work Schedules

You must define a work schedule for each unique set of ‘Actual Employee Work Units Per Pay Period’.
To do this, you will need set up Work Schedule Codes and then define how many units the employee
with the work schedule will be expected to work each period in the year. The work schedule codes are
then tied to employee types in Employee Type Maintenance (PR/ETPM).

Work Schedule Codes

A few commonly used codes have been pre-loaded for your convenience. These codes may be used
and/or you may set up new ones.

Payroll>PR Setup>Payroll Code Maintenance |l — Tab 10 Work Sched Code (PR/PDC2)

$f PR/PDCZ2: Payroll Code Maintenance II {(¥3.05)

[ 5. Contract Month Code T B. Fringe Benefit Type T 7. Input Pay Type T 8. Adjustment Code

[ 1. Termination Code T 2. Pay Period Code T 3. Summer Pay Flag 4. Position Tenure Code

9. Hourly/Daily Code T 10. Work Sched Code I 11. Wark Sched Units

Wyork Schedule Code

Wark Schedule Desc  [3-Month Teachers

Ingquire Mode: Enter the Key Ward for the Desired Record

To Add New Work Schedule Codes:

1. Click on the Add button.

2. Enter a uniqgue Work Schedule Code.

3. Enter a Work Schedule Description.

4. Click on the Save button.
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Work Schedule Units
For each Work Schedule Code defined on Tab 10, you must identify the ‘Actual Employee Work Units
Per Pay Period’ for the year.

Payroll>PR Setup>Payroll Code Maintenance |l — Tab 11 Work Sched Units (PR/PDC2)

8 PR./PDC2: Payroll Code Maintenance II (v3.05)

[ 5. Contract Month Code T B. Fringe Benefit Type T 7. Input Pay Type T 8. Adjustment Code

[ 1. Termination Code I 2. Pay Period Code I 3. Summer Pay Flag 4. Position Tenure Code

9. Hourly/Daily Code T 10. Wark Sched Code T 11. Work Sched Units

Year |2D18 2017 /2018 vear |work . [Jul [ &[S | Oct| Mov| D 2]
2016 0SMT O 21 21 21 168 12
YWark Sched ~| a
[SMT " ~] g-Month Teachers 2018 09NC 0 21 21 21 16 12
2016 10MT & 23 21 21 18 12
2016 10NC 7 23 21 2 18 12
]

qMM 17 12T

| 3
Jul Aug Sep Ot May Dec: Jan Feb ETS Apr hay Jun L
ID |21 |21 |21 |18 |12 |2u |20 |1E= |19 |19 |u

'?I“IMFE T1hdT
4

Inguire Made: Enter the Key Word far the Desired Record

1. Click on the Add button.

2. Enter the Year. For example, 2018 will represent July 2017 through June 2018.

3. Select a Work Schedule code from the Work Sched drop down. These codes should populate
from the codes defined on Tab 10. If the code has been created on Tab 10 but you do not see

it in the drop-down you may type it in.

4. For each month in the year, enter the number of units an employee working on this work
schedule would be expected to work.

5. Click on the Save button.

6. Repeat these steps for each Work Schedule Code that has been defined.

Note: If you would like to print out a copy of the Work Schedules defined you may do so by running
the Payroll Validation Code Report (PR Setup>PR Parameter Reports>PR/PVCR) with the Work

Schedule Days option selected.
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Employee Type Maintenance

The new RSA fields on this transaction can be populated in mass by employee type by using
the Mass Change Employee Type transaction (PR/USPF). See page 12.

Only Employee Types that should produce a record in the Enrollment file need to have the
Build RSA Enroll Record flag selected. If this flag is selected please make sure that the other
RSA fields are complete and accurate.

Payment Reasons should be defined for all Employee Types.

You may need to add new Employee Types if more than one Contribution Group, Position
Status, etc. applies to employees that currently share an existing Employee Type.

Support workers (Contribution Groups 015, 016, 017, 019 and 020) should always have Type of
Units Worked defined as 02 (Hours).

Bus Drivers should always have Type of Units Worked defined as 01 (Shifts).

The Type of Rate of Pay should be 03 — Yearly if:
= Payment Reason = 00 and Summer Position is unchecked
-or-
= Payment Reason =03

There is now a flag available to designate an Employee Type as active or inactive. To inactivate
an employee type, select the Change button, un-check the Active Empl Type flag and click on
the Save button. Inactive Employee Types will no longer show up in Employee Type lists on
reports and will not be available to be assigned to employees in Employee Maintenance.

The field Annual Units to Work should contain the number of units (days, hours, shifts) the
employee is expected to work each year.

You should review all existing settings on active employee types, especially the contract days,
job types and work hours per day. To review Employee Type settings you may run the
Employee Type Report (PR/ETPR).
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Payment Reason

Payment Reasons are used to explain fluctuations in wages. Regular pay includes straight time pay,
shift differential pay, call-back pay, vacation, sick leave (not paid as a lump sum), and other related
pensionable compensation made to an employee. Regular pay does not include Lump Sum/Longevity,
Overtime, Comp Time, Terminating Vacation, or Terminating Sick Leave paid as a lump sum. These
items should be submitted as separate payment reasons in the file.

Each Employee Type must be coded with the appropriate Payment Reason. When an employee is paid
on a Job Record, that job’s Employee Type provides the Payment Reason for the contribution record.
An exception to the rule if overtime. Overtime can be coded to any job and as long as the overtime
object code is used it will be reported as a separate record in the contribution file with the overtime
payment reason. It is not necessary to have a separate overtime employee type/job.

Note: You can enter a payment reason on an Employee Type even if that Employee Type is not set to
build an RSA enrollment record.

Valid Codes:

Reason Description

00 Regular Pay (default)

01 Pensionable Lump Sum/Longevity

03 Contract Payoff

04 National Board Certification

02 Overtime

98 Non-Pensionable Lump Sum/Longevity
99 Other Non-Pensionable Wages

Payroll>PR Setup>Employee Type Maintenance (PR/ETPM)

i PR,/ETPM: Employee Type Maintenance (v3.07)

1. Employee Type [ 2. Leawve Infarmation T 3. Mandatory Ded T 4. Substitute Info
Employee Type - Position Desc |Natinma| Board Certification v Active Employee Type
I~ Exempt Matching Ins
Certified Code [C = Contract Days |0 I~ Use Contract Date Range
Rate Code: [ Build RSA Enroll Record
Work Hrs/Day (0.00 Wark Maonthsfyear|0.0 % Salzried ™ Daly ™ Hourly - .
Subls Units [ = #of Accrual Days| 000 W (O oA Payment Reason |3 ~| MNatl Board Cert
[~ Exempt fram Cvertime | J
RSA Contribution G hd
Leave Units [D = Work Comp Code hd aniribution Broup
[ State Based Salary
RSA Pasition Status d
Pay Class Code [ Wark Comp Rate 0% ™ Elig For Sub
B Work Schedule Code s
oard Member
Sick Bank Type hd Job Type |5 ¥
¥ Include Job in LEAPS Reporting Type of Rate of Pay i
0
B e Sl U Ty I~ Update Budget Max I Confirm?. Type of Units Worked [0 7] Days
= ™ Regular ™ Supplemental Pay
AEAQOIC Cails El  ovT I Substitute Pay FT Units Per Week [0.00 Days
™ Pay Adj " Leave Adjustments
Annual Units to Wark {0 Days
Inguire Mode: Enter the Key Ward for the Desired Record
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Payroll>PR Setup>Employee Type Maintenance (PR/ETPM)

:# PR/ETPM: Employee Type Maintenance (v3.07)

1. Employee Type I 2. Leave Information I 3. Mandatory Ded I 4. Substitute Info
Employee Type |TC12 - Puosition DESEITEBEhEl’ 12 month I Active Employee Type
™ Exempt Matching Ins
Certified Code |© T Contract Days |240 [~ Use Contract Date Range
Rate Code ¥ Build RSA Enrall Recaord
Wark Hrs/Day |8.00 Work Manths/vear|12.0 ;
W iy A ¥ Salaried [~ Daily ™ Hourly I~ Surnrmer Position
Sub's Units |D ~ # of Accrual Days| 300 | QRIS (A E T Payment Reason (00 ~| Regular Pay

[~ Exempt from Cvertime

RSA Contribution Gi 011 7| Teach
Leave Units |0 - Work Comp Code i onirioution GroLp Eacher

[~ State Based Salary

Pay Class Code = Work Camp Rate (0% [¥ Elig For Sub
[~ Board Member
Sick Bank Type = Job Type|P ~

RS54 Position Status |01 ~| Regular

;

Work Schedule Code [12MT =] 12-Manth Teachers

¥ Include Job in LEAPS Reparting Type of Rate of Pay |02 ~| Monthhy
Ext Sub Days |0 State Supp Type
™ Update Budget Max = Confirmai Type of Units Waorked i} ~| Days
I__l' ™ Regular ™ Supplemental Pay
ACA DOC Cade |14 - OvT I~ Substitute Pay FT Units Per Week |5.00 Days
I~ Pay Adj I Leave Adjustments

Annual Units to Work 240 Days

!

1. Click on the Change button.
2. Select the Employee Type.

3. Select the Build RSA Enroll Record option if an enrollment record should be created for a job
with this employee type.

4. Enter information into the appropriate RSA fields. Payment Reason should be filled out for all
employee types, regardless of whether the build option is selected. See appendix for a list of

valid codes for each field.

5. Click the Save button.
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Mass Change Employee Type
Note: You do NOT have to run this transaction if you have updated each employee type individually.

The following RSA codes can be mass assighed to Employee Types using the Mass Chg Empl Job/Empl
Type (PR/USPF) transaction:

e Contribution Group e Type of Units Worked
e Position Status e Active Flag
e Work Schedule Code e FT Units Per Week

e Type of Rate of Pay

Note: Your transaction may have a different name or be in a different location. From the menu,
search for transaction code USPF.

Payroll>Miscellaneous Procedures>Miscellaneous PR Maint>Mass Chg Empl Job/Empl Type (PR/USPF)

%= PR/USPF: Mass Chg Empl Job / Emipl Type {¥3.12)

" Workers Comp Rates " Incl Job in LEAPS Rpt
¢ Contract Dates " ACA Offer of Cov Code
< _loh Tune 13 Contribution Group
 Position Status " Waork Schedule Code
 Type of Rate of Pay " Type of Units Waorked
 Active Flag  FT Units Per VWeek

" Contract Days

Employee Type
Type Description | Days | Cert =]
OsUPP  Supplemental 187 M
OSUPR  Superintendent 20 C
MTc1o Teacher 10 month 209 C
MTc12 Teacher 12 month 240 C
ETCs Teacher 3 month 189 C
OTuTR TUTORS 189 C
Owac WACATION DAYS .. 187 I j

Mewe Contribution Group Im] vl Teacher

Enter Selection Criteria, Click Enter(F1) To Execute Query

Note: These steps and screen shots walk you through updating the Contribution Group codes. Each
code listed can be updated in the same manner. Only one option can be updated at a time.
1. Select the Contribution Group option in the Mass Change Employee Type Options section of

the transaction.

2. Select the Employee Types that you want to update to the new code.
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3. Select the New Contribution Group code in the drop-down.

4, Click on the Enter button.

A list of Employee Types will display and the Old Contribution Group and New Contribution
Group will be listed. If there are any employee types you do not want to update, you can
uncheck the checkbox next to the Employee Type. If you would like to print the list, you can

select the PrtScr button at the top of the screen.

== PR fUSPF: Mass Chg Empl Job / Empl Type {¥3.10) = I
Employ... | Employee Type Description | Old Contrib Group | New Contrib Group | |
FTC10 Teacher 10 month 014 011
FTC12 Teacher 12 manth 014 011

014 011

TCa Teacher 9 manth

4]

Enter Selection Criteria, Click Enter(F 1) To Execute Query

6. Pressthe Save button. Any Employee Type that has a checkmark next to it will be updated.
When the update is complete you will see a message in Red at the bottom of the screen that

says ‘Update Completed Successfully’.

Note: If there are no records that need to be updated a message will display that reads: No

Records Match the Update Selection Criteria.
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Employee Type Report

To review Employee Type settings you may run the Employee Type Report.

o All new RSA fields from the Employee Type Maintenance screen are included on the report as
well as a count of all active jobs tied to the Employee Type.

e Select the Grid Report Destination to view a spreadsheet-like view of the data. Select the To
Report Viewer Report Destination to see a report view of the data.

e Exclude any Employee Types that have been set to inactive by selecting the Active Only flag.

Payroll>PR Setup>PR Parameter Reports>Employee Type Report (PR/ETPR)

== PR/ETPR: Employee Type Report (¥3.05)

—Employee Type Range
Frorm IAII Thru IAII

~Include Repart(s)

[ #dand Deductions: [T Sub Rate Level [T Leave Type
[~ Active Only
—Report Destination
& To Report Viewer " To Grid ™ To File

" ToPrinter  Milton (from GWwirhS1) Setup |

Enter Selection Criteria, Click Enter(F1) To Generate Repart

RUNM DATE: 071842017 MCAI PAYROLL SYSTEM Page 1 of 30
RUN TIME:  03:08.AM PAYROLL EMPLOYEE TYPES REPORT PRETPR
Harris School Solutions

EMPLOYEE TYPE: All THRU Al

WORK WORK  CONTR ACCRSICK BANK UPDATE LEAWE
EMPLOYEE TYPE CERTIFIED CD HRS/DAY MTHSNR DAYS DAYS IYPE BUDGET/COMFIRM UMITS PAY CLASS CODE ST EMPLTYPECD ACT
109 - HE HEAD FOOTBALL C Certified 0.00 0.00 189.00 0.00 NO YES D 01 Regular YES
RATE CODE: SALARY WC RATE/CODE: 0.000% / STATE BASED SALARY: NO BUILD EMROLL REC: NO
ELIG FOR SUB: NO BOARD: MO JOBTYPE: ? SUPPTYPE: ? EXEMPT OT: NO ACADQC: ? EXTRA SUB DAYS: 0.00
SUMMER: MO UNITS FROM [PAY: NO WORKSCH: 09MT  RATE PAY: 02-MTHLY  UNITS WORK 00-DAYS  FT UNMITSANK 5.00 EMPL TYPE COUNT: 1
110 - Football Wars. Asst Head Coach Mon-Certified 0.00 0.00 189.00 0.00 NO YES D 01 Regular YES
RATE CODE: SBALARY WC RATE/CODE: 0.000% f STATE BASED SALARY: NO BUILD ENROLL REC: NO
ELIG FOR SUB: NO BOARD: MO JOBTYPE: 7 SUPPTYPE: ? EXEMPT OT: NO ACAOOC: ? EXTRA SUB DAYS: 0.00
SUMMER: MO UNITS FROM [PAY: NO WORKSCH: 09T RATE PAY: 02-MTHLY  UNITSWORK 00-DAYS  FT UNMITSAWK: 5.00 EMPL TYPE COUNT: 1
111 - Football Wars. Asst Coach M Won-Certified 0.00 0.00 189.00 0.00 MO MO n} 01 Regular YES
RATE CODE: SALARY WC RATE/CODE: 0.012% / STATE BASED SALARY: NO BUILD EMROLL REC: YES
ELIG FOR SUB: NO BOARD: MO JOBTYPE: ¥ SUPPTYPE: ? EXEMPT OT: MO ACAOOC: ? EXTRA SUB DAYS: 0.00
SUMMER: MO UNITS FROM [PAY: NO WORKSCH: 09MT  RATE PAY: D2-MTHLY  UNITEWORK 00-DAYS  FT UNMITSAVK: 5.00 EMPL TYPE COUNT. &
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Mass Change Employee Jobs

The Position Status, Contribution Group, FT Units Per Week and Type of Rate of Pay from the

Employee Type can be pushed out to Employee Job Records by running the Mass Change Employee
Jobs transaction.

Payroll>Employee Maintenance>Mass Change Employee Jobs (PR/CCDE)

%+ PR/CCDE: Mass Change Employee Jobs {¥3.09)

Employee Types Job Status Codes Job Types

Type | Description | Days i’ Stat | Description Type | Description

4109 HS HEAD FOOTBALL 189 A Active Oa Additional Job

110 Football Wars. Asst Head Coach | 189 aL On Leave P Primary Joh

E111 Foathall Wars. Asst Coach 189 ar Applicant Os Supplemental Jab

112 Faootball-Coordinator 189 Or Retiree Substitute

[113 MS Football Head Coach 189 s Substitute

E114 MS Football Asst Coach 189 arT Terminated

115 Freshman Football Head Coach 189 -

q° L - _>|_I 4 | D | ©
[ Update Hourly/Daily Code " Employee " Job " Serice Hired Before IDQHDQMB 'l

[~ Update (Reset) Salary Periods
[~ Update Accrual Days

[~ Update Hours/Day

[™ Update Contract Dates

[~ Include in LEAFPS Reporting

[~ Update Job Type

[~ Update ACA Offer of Coverage

[ Include Jobs Terminations After
™ Update Contract Days

IDQH 072018 'l

= From Employes Type
= Fram Salary Schedule
FAl

© Only if lLess than Emp Type/Sal Sched

[¥ RSA Pasition Status

¥ Type of Units Worked

[V Scheduled Units Per Waek
% Based on Hours Per Day {Hourly Only)
¢ Based on FT Units Per Week

[V RSA Contribution Group
2 )

Enter Selection Crteria, Click Enter(F1) To Generate Repart

1. Select the Employee Types to update from.

2. Select the Job Status Codes and Job Types you wish to update.

3. Select Position Status, Contribution Group, Type of Units Worked, Type of Rate of Pay and
Scheduled Units Per Week. You may also process one option at a time if you wish.

Scheduled Units Per Week options:

a. Based on Hours Per Day (Hourly Only) — Only available when the Type of Units Worked
is ‘Hours’. Uses a calculated value that is the Hours per Day from Employee Type

Maintenance multiplied by 5. Use for hourly employees who are in Part Time
positions who will NOT be scheduled to work the FT Units Per Week. Ex: If the
FT Units on the employee type is 40 but the hours per day is 4 then, the scheduled
units will populate as 20 (4 hours x 5 days per week).
b. Based on FT Units Per Week — populates directly from the FT Units in Employee Type

Maintenance.
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4. Enter a Hired Before date and Employee or Job option. If you have employees that have been
entered into payroll with a future hire date you will want to put a future date here to include
those employees. Anyone with a hire date (employee or job, depending on the option
selected) after this date will not be included in this update.

5. Press the Enter button. A list of employees will display along with the ‘Old’ and ‘New’ code
values for each field selected. A record will display for the employee if any one of the fields
selected has a different value on the job versus what is on the employee type. You can de-
select any record that you do not want to update by unchecking the check box next to the
record. If you would like, you can export the list view to Excel by selecting the PrtScr button at
the top of the transaction.

=+ PR/CCDE: Mass Change Employee Jobs (¥3.06)

.| PP | Job Hire Old Positi... Qld FT ... | Mew FT Unit... | Old =
1Al 12 Ll [ Footba M D 3

LAST MNAM .2 114 MSFo.. M 08/07/2013 O 01 5 5 0z0
2620 LAST NAME 157... 4 210 Varsity.. M 070772011 01 01 5 5 014
1561 LAST NAME 508... 3 n Varsity.. M 08/09/2004 01 01 5 5 010
2738 LAST NAME 168... 1 a1 Varsity.. M 022872012 01 01 5 5 011
F2315 LAST MAME 186... 2 21 Varsity.. M 0212/2013 01 01 5 5 010
2915 LAST NAME 186... 1 314 Bolrst... M 02272013 O 01 5 5 011
42353 LAST NAME 180... 2 412 Soccer.. M 08/07/2013 1 01 5 5 010
3189 LAST MNAME 211... 3 412 Soccer.. M 08/11/2014 01 01 5 5 020
2154 LAST NAME 114... 1 414 MSiAs.. M 02/05/2008 O 01 5 5 010
2154 LAST NAME 114... 4 416 HSMS.. M 02/05/2008 1 01 5 5 010
42935 LAST NAME 188... 4 418 Vrsty V.. M 08312013 01 01 5 5 0z0
[ 2925 LAST NAME 187... 3 425 JMS M 08072013 O 01 5 5 0z0
1520 LAST MAME 461... 2 428 MS Golf M 03/29/2006  O1 01 5 5 0z0
[ 2620 LAST NAME 157... 2 435 ATHLE.. M 07072011 O 01 5 5 014
3358 LAST NAME 230... 10 435 ATHLE.. M 08/03/20168 01 01 5 5 0z0
1520 LAST MNAME 461... 3 720 High/i... W 0B/0B/2015 01 01 5 5 0z0
1446 LAST NAME 163... 2 732 Instruc... M 04/01/1986 1 01 5 5 015
1544 LAST NAME 306... 3 732 Instruc... M 07/01/1986 1 01 5 5 014
1733 LAST NAME 337... 2 732 Instruc... M 10/01/19883 o1 01 5 5 010
2087 LAST NAME 104... 2 732 Instruc... M 08/09/2007 1 01 5 5 010
2154 LAST NAME 114... 3 732 Instruc... M 02/05/2008 1 01 5 5 010

2381 LAST NAME 134... 4 732 Instruc... M 07132008 o1 01 5 5 015 +

1 | o

Select Employee Job Records to Update and Click Save,
ar Click Clear to Select Different Criteria

6. Click the Save button. Once saved, updated information will display in the Application Center
in the RSA Employee Maintenance>RSA Job Maintenance screen.
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RSA Employee Maintenance

Use this transaction to update employee and job information related to RSA reporting and to find
records with exceptions that will cause an error when submitted to RSA.

o LOA Status Effective date will default from the Employee Data Hire Date field.

e LOA Status Reason will default to 00-Not on Unpaid Leave.

e Retirement Tier will default to ‘00" in Employee Maintenance when new employees are added.
Until it is changed to 01, 02 or 99 in RSA Employee Maintenance, it will be treated as an

exception record.

e When information is updated in this screen, the data will be saved and will not be cleared
unless by a user.

e The Report to RSA as CONT flag defaults to unchecked only if the employee has ‘Do Not

Withhold’ marked on their Employee Data screen in Employee Maintenance. Otherwise, the
setting is checked.

1. Signinto the Application Center.
2. Select State Specific>Alabama>RSA Employee Maintenance.

3. Select the Employee Maintenance for RSA Data button.

State Specific>Alabama>RSA Employee Maintenance

EApout  J [@RsAR ) S RSAM |

Employee Maintenance for RSA Data

Naote: Use this Transaction to Update the new RSA fields on the Employee Master and the Employee Job Record Tables.
Data Modifications made by this Transaction will Not Change when the Enrollment and Contribution Data Tables are Created in RSA Reporting.
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4. You can use the options on the left to filter the list view by jobs hired since a certain date, jobs
terminated since a certain date, and/or employees modified since a certain date. Select the
Review Exceptions Only flag to filter the list view to only employees that have data problems
that will produce an error when submitted to RSA. The exception may be related to employee
level data and/or job level data.

5. Click on the Get Employee Records button. A list of employees will display based on the
criteria selected.

RSA Data Maintenance

Select ALL Active, LOA and Retiree Employees and Jobs
[ Filter: Only Employees With Jobs Hired Since
" Filter: Only Employees end Jabs Modified Since V' Raeview Exceptions Only GetEmployee Records
¥ Include Employees Wit Jobs Terminated Since | 8/ 1/2017 j'

Empl Ma First Mame | hl | Last Name | Suffix | Feporting Location Empl Status | LOAEff Date LOA Status Fetire Tier

oo1057 SHELIA LAST NAME 171 0040-Cost Center D040 Terminated  08/08/2005 00 = Mot on Unpaid Leawve | 01 =Tier 1
oo1s02 DOROTHY LAST NAME 518 0070-Cost Center D070 Terminated  03/17/2016 00 = Mot on Unpaid Leawve | 01 =Tier 1

4 | |
Releazed: 11-21-2017

Close |
Please Double-Click Employee Record to Modify.
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6. To view/modify an employee record, find the record in the list view and double-click it. The
employee level data will display in a new screen. You may modify the LOA information or
Retirement Tier information. In addition, there is a new option to Report to RSA as CONT. If
you have an employee who does not participate in RSA at your district but still needs to be
reported as ‘contributing’ then you can change the setting on this flag to accommodate that
situation. To save modified data, click on the Update Employee and Job Records button. To
close the screen without updating any data click on the Cancel button.

RSA Employee Maintenance

Employee Mumber: 001258 i~ Retirement Information

Employes MName: LAST MAME 481, KIMBERLY Retire Flag:  Use Defautt

Fepotting Location:  0035-Cost Center 0035 Fetire Ded Status: Active

Employee Status: Active Petire Employee %: 7.500000

Hire Date:  09/01/1999 Retire Employer % 12.240000

LOA Status Eff Date: I B 171999 > Retirement Tier: |U1 = Tier1 j
LOA Status Reason I[IEI =MNot on Unpaid Leave j ¥ Reportto RSA as CONT
Jok Record Data.

Update Employes and Jok

Records Cancel Update

Note: If there is any invalid data on the screen when the Update Employee and Job Records
button is selected an error will display as in the example below. You will need to correct the error
and click Update again.

RSA Employee Maintenance I

Ermployee Number. 001671 — Retirernent Information
Employee Name: LAST NAME 127, ANGELA Retire Flag: Do NotWithhold
Reporting Location:  8600-Cost Center 8500 Fetire Ded Status:  Inactive

Employee Status: Active Retire Employee *%:  0.000000

Hire Date: 0170141900 Retire Ernployer 5: 0.000000

LOA Status Eff Date: | 9/10/2018 x Retirement Tier: I j
LOA Status Reason: IDD = Mot on Unpaid Leave j ¥ Reporto RSA as CONT
Joh Record Data,

The Retirement Tier is Invalid.

Records Cancel Update

Upclate Employee and Job ‘
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7. To view/modify this employee’s job information, select the Job Record Data button. The RSA
Job Maintenance screen will display and show all active jobs for the employee.

RSA Job Maintenance

Employea: 001043 - LAST NAME 34. ABBY
Job No: 1

—dJob Record 1 Information ———————— ] [ Employee Type Information
Usge Enrall Jok Mo: I 1
Empl Type: TCH Type Desc: Teacher 9 month
' Enrall Beg Date: I1 0/15/2005 j' Joh Type: Primary Payment Reason: 00 = Regular Pay
I Enroll End Date: Job Status: Active Confrib Group: 011 = Teacher
Contr Days: 189 Paosition Status: 01 = Regular
Enrall End Reason: I 'l
Hourly/Daily: Daily Work Sched:  09MT = S-Manth Teachers
¥ Sched Units Eff Date: |1 0/19/2005 'l Salatied Periods: 12 Summer Position: Mo
Sched Units PerWesk: 500 Hours Per Day: 8.00 Type Rate Pay: 03 = Yearly
Type Units Whked: 00 = Days
Cantribution Group: IDH = Teacher j ¥ y
FT Unitsfiteek:  5.00
Paosition Status: |El1 =Regular = Annual Units: 189.00
Type of Rate of Pay: IDS ="Yeatly j
Add/Update Job Listview
Type of Units Warked: |DD =Days j
Job Mo | Enroll Job | Status | Type Empl Type | Empl Type Desc | Contrib Group | Pos Status | Enrall Begin | Enrall End End Reason | T
1 1 Active  Primany TCH Teacher Yrnonth | 011 = Teacher 01 =Reqular  10419/2005 0
2 1 Termi.. Suppl. 734 Instructional Advi.. 011 =Teacher 01 =Regular 0
25 1 Active  Suppl.. NTBC Mational Board ... | 011 =Teacher 01 = Regular 0
30 1 Active | Additi.. | STIP CERTIFIED STI.. 011 =Teacher 01 =Regular i
il 1 Active | Additi.. | STIP CERTIFIED STI.. 011 =Teacher 01 =FRegular i
45 1 Active  Addit..  TUTR TUTORS 011 =Teacher 01 =Regular 0
< | ol

Please Double-Click Job Record to Modify.

8. To modify information for a particular job, double-click the job in the list view. The job details
will display in the fields at the top of the screen. Make any needed changes and press the
Add/Update Job Listview button. Click on the Close button to go back to the RSA Employee
Maintenance screen. You must also click Update Employee and Job Records button on the
employee’s RSA Employee Maintenance screen in order to save the job changes.

A Note about Use Enroll Job Number: Multiple jobs can roll up into a single job number for the
purposes of RSA reporting. If a job has an employee type that does not have the ‘Build RSA Enroll
Record’ flag selected, then that job will roll into (be included with) the primary job with the lowest
job number. In the above example, jobs 2 through 45 are all rolling into primary job 1. Therefore,
the value in the Enroll Job column will show job 1 instead of the actual NextGen job number.
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Note: If there are any errors on the screen when the Update button is selected an error will
display as seen in the example below. You will need to correct the error and click the Add/Update
Job Listview button again. You must also click Update Employee and Job Records button on the

employee’s RSA Employee Maintenance screen in order to save the job changes.

RSA Job Maintenance I

Employes: 001043 - LAST NAME 34, ABBY
Job No: 1

—Job Record 1 Information ———— | [ Emplovee Type Infarmation
Use Enrall Job No: | 1
Empl Type: TCH Type Desc:  Teacher 8 month
I Enroll Bag Date: [10719/2005 =] Job Type: Primary Fayment Fieason: 00 = Regular Pay
™ Enroll End Date: Joh Status: Active Cantribh Group: 011 = Teacher
Contr Daws: 189 Faosition Status: 01 = Regular
Enroll End Reason: I 'l
Hourly/Daily:  Daily Wark Sched:  09MT = 9-Manth Teachers
¥ Sched Units Eff Date: |1 0/19/2005 ‘l Salatied Periods: 12 Surmer Position: Mo
Sched Units PerWeek: I Hours Per Day: 8.00 Type Rata Pay: 03 = Yearly
Type Units Whed: 00 = Days
Contribution Group: IDH =Teacher j yp y
FT Unitsptveek:  5.00
Position Status: |D1 =Regular = Annual Units: 189.00

Type of Rate of Pay: |D3 ="eatly
Add/Update Job Listview

Type of Units Waorked: IDD =Days vI

The Sched Units Per Week is Required.

Job No | Enroll Job | Status | Type Empl Type | Empl Type Desc | Contrib Group | Pos Status | Enroll Begin | Enroll End End Reason | T
1 1 Active  Primary TCH Teacher9month 011 = Teacher 01 = Regular | 10/19/2005 0
2 1 Tormni Sunnl 234 Inctrnctional A M1 =Teachor (1=EBonular il
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Creating the Enrollment Data Table
The Enrollment file must be submitted to RSA whenever a new employee is hired, or if information on
an existing employee is changed. This file may be submitted daily if needed.

1. Click on State Specific>Alabama>RSA State Reporting.

2. Select the Create Data Table button within the Enrollment Reporting section of the screen.

— Enroliment Reporting

Create Data Tahkle

Data Table Maintenance

Generate Files

3. Select a Termination Cutoff Date. No one terminated before this date will be included in the

Enrollment Work File.

4, Select a New Hire Cutoff Date. No one hired after this date will be included in the Enrollment
Work File.
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5. Click on the Process button to generate the Enrollment data or the Cancel button to stop the

process.
Generate RSA Enrollment Work File I

Termination Cutoff Date: IEIE.-’EH,:"EEH 7 j

New Hire Cutaff Date:  |08/0172017 =]

Process

Cancel |

6. Click OK.

Success... |

-
\lj) Enrollment Table Data has been Successfully Inserted,

Note: If the Enrollment Work File was generated at a prior time a box will display indicating that
records already exist. Selecting Yes will overwrite the existing records in the Enrollment table with
new data. Selecting No will cancel the process and existing enrollment records will be reported when

generating the Enroliment File.

Records Exist in the Enrollment Data Table |

“» | Records Exist in the Enrollment Daka Table,
*-"s/ Select Yes to Rebwild the Enrollment Data Table, Seleck Mo to Exit,

Yes Mo |
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Enrollment Data Table Maintenance
You may use Enrollment Data Table Maintenance to modify or delete an existing record, or add a new
record within the Enrollment data table.

Important Note: If you modify a record in the Enroliment Data Table Maintenance, it will only affect
the data in Enrollment Data Table. If the information is not corrected in NextGen or in RSA Employee
Maintenance, the exception will occur again when the Enroliment data table is created again.
Information updated in RSA Enrollment Data Table Maintenance will be reset when the enrollment
data table is generated again.

1. Click on State Specific>Alabama>RSA State Reporting.

2. Select the Data Table Maintenance button within the Enrollment Reporting section of the
screen.

— Enroliment Reporting

Create Data Takle

Data Table Maintenance

Generate Files
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Maintain R5A Enrollment Work File

W Exceptions Only I|
Employee Number | Job No Ermployee Name | Job Status | Joh Hire Date | Job Term Date | nd
1992 1 LAST NAME 1000, MARK Active 2007-06-11
2015 4 LAST MNAME 1027, BEVERLY Artive 2007-08-09
2031 2 LAST NAKME 1044, SANDRA Active 2007-08-08
2084 1 LAST NAME 1048, DAYMNA Active 2007-08-01
2036 1 LAST NAME 1049, JOHARI Active 2007-08-09
2086 1 LAST NAME 1075, LITONZOO Artive 2007-08-09

To modify a record:

1. Select the Exceptions Only flag to filter the list view to only employees that have data
problems that will produce an error when submitted to RSA. To see all records, leave this
option un-selected.

2. Click on the Get Employee Records button. A list of employees will display based on the
criteria selected.

3. To modify or delete an enrollment record, find the record in the list view and double-click it.
The employee data will display in a new screen. Modify the data and click on the Update
button or click on the Delete button to delete the record. To close the screen without
updating any data click on the Cancel button.

fesa eovamentramegnanie
Soc Sec Number:  111-01-1037 Ermployee Mame:  LAST NAME 1037, DOMINIQUE Birth Date: B/ 511976 'I
Employee Number. 2048 Home Address: 1037 MAIN STREET Gender:  Female
Joh Number. 1 GetEmpl Info MOBILE. AL 36648

Empl Type: TCH-Teacher 4 month

Contribution Group: IW ¥ LOA Status Eff Date: IW[ ¥ Sched Units Eff Date: IWI
Position Status lm LOA Status Fieason: |00 - Motan Unpaid Lesve 7 Type of Units Warked: |00 - Days i
Fetirement Tier. lm Sched Units Pereek: 5.00
FT Units ParWeek: 500
¥ Enrollment Begin Date: | & 92007 = Units Annusllytotwork [ 188.00
I Enroliment End Date | 1/ 1/1500 = Number ofMonths Paid: [ 12

Enrollment End Reason: e Payroll Fregquency: |00 - Manthly ©

Delete | Add{/Update Cancel

To Add a Record:

1. Click on the Get Records button.
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2. Click on the Add Record button.
3. Enter the Employee Number and Job Number.

4. Click on the Get Empl Info button.

Note: If a record already exists in the employee data table for this employee number/job
number combination you will see a message that says ‘The Employee Job Record Already Has
An Enrollment Record’. Follow the instructions for modifying a record if changes need to be
made to this record.

RSA Enrollment Maintenance

Soc Sec Number: 111-01-1000 Employee Name:  LAST NAME 1000, MARK Birth Date: 4{261960 *
Ermployee Mumber: | 1992 Horme Address: 1000 MAIN STREET Gender: M
Job Murnber: 4 Get Empl Info MOBILE. AL 36688
mpl Type: - Extracurricular s uppol
Contribution Group:  |01THOMNE - Teacher - ¥ 104 Status Eff Dater | 6112007 x ¥ | Sched Units Eff Date: 6/11/2007 x
Position Status: |01 - Fegular = LOA Status Reason: |U0 - Maton Unpaid Leave ¥ Type of Units Warked: |10 -Dave d
Retirernent Tier: |39 - 1Mo Tier - Sched Units PerWeek: .00
FT Units Per \Week: 5.00
| Enrallment BeginDate: 6/11/2007 x Units Annually to Wark:
= Enrollment End Date: | 14 141900 = Number of Months Paid: 12
Enroliment End Reason: A Payroll Fraquency: |00 - Manthly k4

Delete Add{Update Cancel

5. Make any necessary changes to the fields on the screen and click on the Add/Update button.
The record will be added into the table. Click on the Get Records button again to refresh the
list view and see the newly added record.
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Generating the Enrollment File
Two files can be exported. The first will have a .ENRL extension and it will be the file you will submit to
RSA. The second is a .CSV file that you can save for your records if you wish.

1. Select the Generate Files button in the Enrollment Reporting box.

— Enroliment Reporting

Create Data Tahkle

Data Takle Maintenance

Generate Files

2. Click on the Process button.

Generate RSA Enrollment Report File |

‘ Frocess Cancel

3. A RSA Edits Complete box will display. If there are any exceptions you will see a count. You

should clear up any exceptions before submitting your file to RSA by returning to Enroliment
Table Maintenance and checking exceptions.
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4. Click on the Export Data button.

RSA Edits Complete |

124 Enrallment Exceptionis) Hawe Been Detected.

Fun the Exceptions Only Option in Enrollment Work File Maintenance.

Expart Data Close

5. Browse to the location where you want to save the file and click Save.

Note: Do not change the name of this file. The file is automatically named using RSA
requirements.

Enter the Output File Path for the Enrollment file. EH
Save i IE} My Documents j &) N e
Application Center
My Wideos
Yisual Studio 2008
®] THOMZ0170714
®] THOMZ0170721
[] B l‘l:_tl:l p
by Diocuments
o 8
by Computer
File name: [THOM201 70804 | Save
Save as type: I EMAL filez [*EMRAL] j Cancel
P
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6. When the export is complete you will get a message with the record count in the file. Click OK.

RSA Upload Export Complete... I

L)
-l ) 703 Recard(s) have been Successfully Qukpuk ko the RSA Uplaad File,

—

7. A box will display allowing you to browse to the location where you want to save a file for your
records. This .CSV file does not need to be submitted to RSA. It is for your records only.
Browse to the location where you want to save the file and click Save.

Note: If you do not wish to create the .CSV file, press Cancel.

Enter the Dutput File Path for the Enrollment CSY¥ file.

Save in: I@ My Documents j ) 5 e

Application Center

My Wideos

Wisual Studio 2008
#] THOMZ0170714
#]THOMzO170721
&) THOMZ0170804

File name: THI:I k20170804 ERBOLL TS5

Lef L«
o
o
3

Save az type: IENHL filez [ EMAL])
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8. When the export is complete you will get a message with the record count in the file. Click OK.

CSY¥ Export Complete... Ed |

1 J 703 Record(s) have been Successfully Qutpuk to the Excel C3% File.

9. Submit the .ENRL file to RSA.
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Creating the Contribution Data Table

The Contribution file will be used to remit gross wages and contribution information for all employees,
regardless of their contribution status. Enrollments must be created prior to employees being
reported on a contribution file.

1. Click on State Specific>Alabama>RSA State Reporting.

2. Select the Create Data Table button within the Contribution Reporting section of the screen.

~ Contribution Reporting

Create Data Tahle

Diata Takle Maintenance

Generate Files

3. Enter the selection criteria and click on the Process button.

Generate RSA Contibution Work File I

From Check Date:  |07/01/2017

Thru Check Date: |07/31/2017

Ll Led Lo

Reporting Date: | 07/31/2017

Pay Petiod Begin Date:  |07/01/2017

KR NER

Pay Period End Date:  |07/31/2017

YWork Schedule Year: |2EI1E 2o 2ma

Lol Lol

YWarl Schedule Maonth: |July

Cancel
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4. If the Contribution Data Table has been previously generated for the reporting date a box will
display indicating that records already exist. Click Yes to overwrite the existing records in the
Contribution table with new data. Selecting No will cancel the process and existing
contribution records will be reported when generating the Contribution file.

Records Exist in the Contribution Data Table Ed I

¥ | Records Exist in the Contribution Data Table for 7)31/2017,
\\I’} Select ¥es to Rebuild the Contribution Data Table, Seleck Mo bo Exit,

Yes Mo |

5. Once the data has been inserted click Ok.
SucCcess...

\lj) Contribution Table Data has been Successfully Inserted.
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Contribution Data Table Maintenance
You may use Contribution Data Table Maintenance to modify or delete an existing record, or add a
new record.

Important Note: If you correct or add a record in the RSA Contribution Data Table Maintenance, this
will ONLY be corrected in the Contribution data table. Information updated in Contribution Data
Table Maintenance will be reset when the contribution data table is generated again for the same
reporting date. If the information is not corrected in NextGen or in RSA Employee Maintenance, the
exception will occur again when the Contribution file is generated.

1. Click on State Specific>Alabama>RSA State Reporting.

2. Click on the Data Table Maintenance button in the Contribution Reporting box.

~ Contribution Reporting

Create Data Takle

Diata Table kaintenance

Generate Files
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3. Enter the Retire Year, Month and Reporting Date.

4. If you would like to view only records with errors click on the Exceptions Only flag.

5. Click the Get Records button. A list of records will display.

Refire Year. (2017 ~|  Month: |4 ~ Reporting Date: | 4/30/2017 ~ [v] Exceptions Only Add Record GetRecords

Employee Number  SeqMNo Employee Name Empl Status ~ Empl Hire Date  Empl Term Date Employee Type
1006 0 LASTNAMET006 , SANDRA L Active 9/1/199912.0... STIP-CERTIFIED STIPENDS
y | 2813 0 LASTNAME2813, JOHN'W Active 8/20/201212.... STAR-STAR COORDINATOR

To modify or delete a contribution record:

1. Find the record in the list view and double-click it. The employee data will display in a new
screen. Modify the data and click on the Update button or click on the Delete button to delete
the record. To close the screen without updating any data click on the Cancel button.

RSA Contribution Maintenance I

SocSecMumber. 1171-01-1198
Employee Name:  LAST NAME 1198, LEARI Birth Diate: erenmy =
Ermplovee Number: 2226 GetEmpl Info Home Address: 1198 MAIN STREET Gender:  Male
Fetrement Seqg Mo 1} FIDIEILE, AL S

Reporting Year, 2017
Reporting Manth; 7
Fetire Report Date;  7/31/2017

Peay Date: 703102017 * Type of Rate of Pay: |02 - Manthly - Payment Reasan; |00 - Regular Pay -

Fey Period Begin Date: | 7/ 1/2017 * Rate of Pay: 0.00 Type of Units Warked: |00- Days -
Pay Period End Date: 7i3em? = Employee Contribution 0.00 Full Time Units 0
Payroll Freguency: |00 - Manthly - Retirement Wages: 0.00 Actual Units Waorked 1]

Contribution Group: |11 7CONT - Maintenance = Wages Over IRS Limit: 0.00 I Summet Paosition
Position Status: |01 - Regular - RSA-1 Contribution: 0.00

Delete | Add/ Update Cancel
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To add a new contribution record:

1. Click on the Add Record button.

Maintain R5A Centibution Work File

Retire Year. | 2017 ~ Month: 4 Reporting Date: [ Exceptions Only Add Record Get Records
Employee Number  SeqMo Employee Name Empl Status ~ Empl Hire Date Empl Term Date Employee Type ()
1077 0 LASTNAMET03, KEITHA Active 1998-01-20 TCY-Teacher 9 month

2074 0 LASTNAMET039, PATSY R Active 2007-08-09 MN185-NonCert. 187 Days

2076 0 LASTNAMET047, STACIEM Active 2008-08-07 TC8-Teacher 9 month

2084 0 LASTNAMET048 . DAYNA NEECE Active 2007-08-01 MN240-NonCert 240 days

2036 0 LASTNAMET049 . JOHARI ANANA Active 2007-08-09 CNP-CNP

2215 1 LASTNAMET153, PAMELABROCKE  Active 2008-08-07 TCY-Teacher 9 month

2215 0 LASTNAMET153, PAMELABROCKE  Active 2008-08-07 HRLY-Hourly Employee

2194 0 LASTNAMET174, DARBY WESSON  Active 2008-05-12 TC8-Teacher 9 month

2252 0 LASTNAMET195. DELISAM Active 2008-08-07 C10-COUNSELOR 10 month
2345 0 LASTNAME1316 . JANE Active 2014-08-04 CNP-CNP

2508 0 LASTNAMET465 , AMANDA C Active 2010-08-05 TCY-Teacher 9 month

2622 0 LASTNAME1575 , BENJAMIN W Active 2011-08-08 TC12-Teacher 12 month

2628 0 LASTNAME1581. LORIL Active 2011-08-08 HRLY-Hourly Employee

2782 o LASTNAMET731, ZACHARY L Active 2012-07-01 CONP-Contracted Principal
2794 0 LASTNAME1743, CHRISTOPHER G Active 2012-08-01 MN240-NonCert 240 days

2804 0 LASTNAME1753 . JACQUELINE B Active 2012-08-08 CNP-CNP

2807 0 LASTNAMET756 , KAYLA M Active 2012-08-14 EXTD-Extended Day

2868 0 LASTNAME1817. DEBRAM Active 202-10-23 HRLY-Hourly Employee

2873 0 LASTNAME1822  KIMBERLY D Active 2012-11-05 N240-NonCert 240 days

2951 1 LASTNAMET300 . TAYLOR Active 2013-08-07 TCY-Teacher 9 month

2951 0 LASTNAMET900 . TAYLOR Active 2013-08-07 TC8-Teacher 9 month

2952 0 LASTNAMET901 ., VIRGINIA S Active 2013-08-07 TC8-Teacher 9 month

1085 0 LASTNAMET38 , MARY A Active 1997-08-01 TC12-Teacher 12 month

1025 0 LASTNAMEZ201, RICHARD A Active 2000-08-14 TCY-Teacher 9 month v

Close

2. Abox will display with blank fields. Enter the Employee number and click on the Get Empl Info

button. The employee’s NextGen data will pull into the field. Make any necessary changes
and click on the Add/Update button.

RSA Contribution Maintenance I

Employee Name:  LAST NAME 1000, MARK Birth Date: 4/26/1960 ¥
Employee Number: 1392 GetEmpl Info I Home Address: 1000 MAIN STREET Gender: M
Fietirement Seq No: | 0 RIS
Reporting Year: 2017
Reporting Manth: 7
Reelire Report Date:  7/31/2017
Pay Date: | 7/31/2017 = Type of Rate of Pay: |02 - Monthly - Payment Reasan: |00 -
Pay Period Begin Date: | 7/ 172017 = Rite of Pay. 0.00 Type of Units Warked: [00-Days -
Pay Period End Date: | 7/3172017 Employee Contribution 0.00 Full Time Units: 0.00
Payrall Frequency: |00 - Monthly - Retirement Wages 0.00 Actual Units Warked 0.00
Contribution Group:  |01TNONP - Teacher 2 ‘Wages OverIRS Limit 0.00 I Summer Pasition
Position Status: |01 - Regular = RSA-1 Contribution: 0.00
Delete | Add / Update | Cancel |
I—, v
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Generating the Contribution File

1. Click on State Specific>Alabama>RSA State Reporting.

2. Click on the Generate Files button in the Contribution Reporting box.

~ Contribution Reporting

Create Data Takle

Diata Table kaintenance

Generate Files

3. Enter the Reporting Date and click on the Process button.

Generate RSA Contibution Report File I

Reporting Date: [07/31/2017 =

Process Cancel
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4. A RSA Edits Complete box will display that will show you the RET and RSA employee totals. If
there are any exceptions you will see a count. You should clear up any exceptions before
submitting your file to RSA.

RSA Edits Complete |

Feporing Date: 3/31/2017
FET Employee Total: $163.196.24
RSA-1 Employee Total: $36.703.33

297 Contribution Exception(s) Hawve Eeen Detected.
Fun the Exceptions Only Cption in Contribution YWork File bMaintenance.

Expaort Data I Close

5. Click on the Export Data button.
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6. Browse to the location where you want to save the file and click Save.

Note: Do not change the name of this file. The file is automatically named using RSA
requirements.

Enter the Output File Path for the Contribution File.

K E3

Save i IM_I,I Documents j J ? - *

Application Center

My Wideos

Wisual Studio 2005
THOMZO01 70714, CONT
THOMZO0170721, CONT
THOMZO01 70727 . CONT

Desktop

4

by Documents

o

by Computer

File name: [THOMZ0T70804 =l

Save

Saveastype:  |CONT files ["CONT) = Cancel |
g

7. When the export is complete you will get a message with the record count in the file. Click OK.

RSA Upload Export Complete... |

L
-l ) 743 Record(s) have been Successfully Qukpuk ko the RSA Upload File.

Lok

8. A box will display allowing you to browse to the location where you want to save a file for your
records. This .CSV file does not need to be submitted to RSA. It is for your records only.

Browse to the location where you want to save the file and click Save. Note: If you do not
wish to create the .CSV file, press Cancel.
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Enter the Output File Path for the Contribution CS¥ file. [ 2|

Save in: IE} by Documents j (% 5

Application Center

My Videos

Wisual Studio 2008
THOMZ0170714,. CONT
THOM20170721 . CONT
THOMZ01 70727 . ZONT
THOM201 70804, CONT

Deszktop

4

by Documents

by Computer

File name: I HOM20170304 COMTRIB C5Y j Save

Saveastype:  |CONT files [*CONT) ! Cancel |
pA

9. When the export is complete you will get a message with the record count in the file. Click OK.

CSY¥ Export Complete... | x| |

L.}
- | ) 743 Record(s) have been Successfully Qutpuk ko the Excel 5% File,

o

10. Submit the .CONT file to RSA.
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Useful Comparison Reports

You can check the RET and RSA numbers that display when you generate the Contribution file by
running the MTD Combined Deduction Report or Salary and Benefits by GL report for the same check
range. On either report you can select RSA deductions to be included in one column and RET in
another column to get the totals broken out.

Salary and Benefits by GL Report
Payroll>PR Check Processing>Regular Checks>Computed Reports>Salary and Benefits by GL (PR/SBGL)

%= PR/SBGL: Salary & Benefits by GL Report (¥3.20)

~Restrict Report By ———

 Payroll Bun Id
Beginning Check Date (03012017 =|  Thu [03312017 =] P

¥ Updated Checks [ In Process Checks " Post Date

—Sort Repart By,

* Employee MName

~Report Columns

o el

@ Colurnn 1 Descl [RET EmpliEE  ® By € Emplayees

- IW Deductions To Use For Column

Column 2 Dese 2 Ded # | Description | Sglect Gl

¢ Column3  Desc3 ICDIumn 3 O4 Social Security CIIHEEN!
Os Medicare Wyithholdi

" Column 4 Desc 4 IColumn 4 arz Jefferson County Tz I Print GL Account Detail
08  Additional Medicare -

¢ Columnd  Desca IColumn 3 010  GROUP TERM LIFE ¥ Include Gross Amt
E11 Teachers Retirerner I=| Brint Social Security#

 ColumnB  DescB IColumn B 012 Peehip - Emplayer [ FayE Ligan ui Sy
‘I = = = I'_ ' _’I—I (AT

[” Select Employee Mumbers to Report

& To Report Wiewsr  Ta Grid " Ta Eile
. . . . Setup |
 To Printer  Milton (from GWWEMS1) in session 2

Enter Selection Criteria, Click Enter(F1) To Generate Report

’rRepon Destination

RUN DATE  07/28/2017 MCAI PAYROLL SYSTEM Page 1 of 1
RUN TIME:  12:22PM Salary & Benefits by GL Report (v3.20) PRSBGL
Harris School Solutions

03/01/2017 Thru 03/31/2017

EMPLOYEE EMPLOYEE

GROSS AMT RET REA1 TOTAL

Fund 11 11
Fund 11 Total 226039277 153,831.98 3551242 243973717

Fund 12 12
Fund 12 Total 136 B53.45 9.364.26 119091 149,408.62
GRAND TOTALS ===> 238924622 163,196.24 3670333 2.569,14579

**END OF REPORT ™
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Payroll>Monthly Procedures>MTD Combined Deduction Report (PR/MCND)

*i= PR/MCND: MTD Combined Deduction Report (¥3.03)

™ Ta Brinter

Milton {frorm GYWhEMST)

aetup |

& Check Date (" Post Date ‘heck Date From: [13012017 | Th [03312017  ~| T E”na;kefaim
e Sl ~Dad Types Deductions To Use For Selected Column
Ded # | Description -]
@ Column 1 Desc 1 |RET  Mandatory 10 GROUF TERM LIFE e
 Column 2 Desc 2 |RSA1  MarMand 11 Teachers Retirament
 Colurn 3 Desc 3 [Column 3 - 01z F'eeh!p - Employer
+ Both 013  Peehip - Employee
 Column 4 Desc 4 |Column 4 014  PEEHIP TOBACCO SURCH#
 Column 5 Desc 5 [Column & & Employes 15  PEEHIF DENMTAL .
¢ Coumn6  Desc§[Colamn 6 - L1168 Health Care SpendingFlex_
" Employer ':' I 5
—Report Destination
& To Report Yiewer " To Grid " To Eile

Enter Selection Criteria, Click Enter(F1) To Generate Report

Sample MTD Combined Deductions Report:

=+ END OF REPORT *+*

RUN DATE: 07 /2772017 MC Al PAYROLL SYSTEM Page 9 of 8
RUN TIME: 10:55AM MTD COMBINED DEDUCTIONS REFORT PRMCND
Harris School Solutions
FROM 03/01,/2017 TO 03/31/2017
EMPLOYEE EMPLOYEE
EMPLOYEE NAME EMPLOYEE# SOC SEC# 11 RET 38 REA1 TOTAL
LAST NAME 727 , ELLEN 1705 111-01-0727 354,16 0.00 354,18
LAST NAME 733 , TARYN 1325 111-01-0733 338458 0.00 33845
LAST NAME 734, TIMOTH 1333 111-01-0734 503.45 0.00 503.45
LAST NAME 739, MATTHE 170 111-01-0739 203.18 0.00 203.18
LAST NAME 744 , CONNIE 1145 111-01-07 44 409.04 42000 820.04
LAST NAME 746 , CHRIST 1637 111-01-07 46 338.45 0.00 338.45
LAST NAME 877 , ANNAGR 2023 111-01-0977 45718 0.00 45718
LAST NAME 996 , ASHLEY 204 111-01-0926 33845 0.00 338.45
LAST NAME 828 , MELANI 2018 111-01-0928 37471 0.0o0 37471
TOTAL===> 163,196.24 36,703.33 0.0 0.0 oo 0.00 199,899.57
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Appendix A - Codes

TRS Contribution Groups

Description Cont | Contributing Non PEEHIP Empl Old Retire
Grp Member Participating Designation Class
Other — 010 010CONT 010NONP Professional/Admin 00, 60
Professional/Admin
Teacher 011 011CONT 011NONP Professional/Admin 01,51
Principal 012 012CONT 012NONP Professional/Admin 02,52
Superintendent 013 013CONT 013NONP Professional/Admin 03, 53
Administrative 014 014CONT 014NONP Professional/Admin 04, 54
Clerical 015 015CONT 015NONP Support 05, 55
Lunchroom 016 016CONT 016NONP Support 06, 56
Maintenance 017 017CONT 017NONP Support 07,57
Bus Driver 018 018CONT 018NONP Bus Driver 08, 58
Mechanic 019 019CONT 019NONP Support 09, 59
Other — Support Worker | 020 020CONT 020NONP Support N/A
Firefighter 021 021CONT 021NONP Professional/Admin 11,71
Law Enforcement Officer | 022 022CONT 022NONP Professional/Admin | 10, 12, 70
Nurse 023 023CONT 023NONP Professional/Admin
Physician’s Assistant 024 024CONT 024NONP Professional/Admin
Physician 025 025CONT 025NONP Professional/Admin
FLC Dual 099 099CONT | Not Applicable | Professional/Admin

Position Status Codes

Status Description

01 Regular

03 Seasonal/Irregular

04 Temporary

05 Adjunct

06 Substitute Teacher (Retirees Only)

08 Ineligible to Contribute

09 Ineligible to Contribute and Ineligible for PEEHIP

Work Schedule Codes — Defined by each District.

Type of Rate of Pay
Type Description
00 Hourly (All Support)
01 Shifts (Bus Drivers)
02 Monthly
03 Yearly
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Type of Units Worked
Type Description
00 Days
01 Shifts (Bus Drivers)
02 Hours (All Support)
03 Courses

Enroliment End Reason Codes

Reason Description
00 Change in Contribution Group
01 Retirement
02 Death
03 Change in Position Status
04 Transfer
05 Hired in Error
06 Voluntary Termination
07 Involuntary Termination
08 Gross Misconduct

LOA Status Codes
Status Description
00 Not on Unpaid Leave
01 Unpaid FMLA
02 Unpaid Maternity
03 Unpaid Medical Leave
04 Unpaid Military
05 Unpaid Worker’s Comp
06 Other Unpaid Leave

Payroll Frequency

Status Description
00 Monthly

01 Semi-Monthly
02 Bi-Weekly

03 Weekly

Payment Reason

Code Description

00 Regular Pay

01 Lump Sum/Longevity and Other Pensionable Wages
02 Overtime

03 Contract Payoff

04 National Board Certification

98 Non-Pensionable Lump Sum/Longevity

99 Other Non-Pensionable Wages
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