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State Coding

* State Users Manual

http://ww: ne.gov/FOS/SchoolFinance/AFR/D: 1314/2014L I.pdf
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* Fund 01
* Receipt/Expenditure 2
* Function 2222
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http://ww ion.ne.gov/FOS/Paymentinformation/index.html Finance & Organizational Services

+»*Give details if possible. It saves
time/headaches remembering what
you did when asked later.

**Done right the first time = saves time

Importance

State Coding
19%

General Ledger
15%

PR Regulations
16%
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New Hire —
Retirement
w4
1-9
Health Insurance
Life Insurance
Vision Insurance
Section 125 Plan
Time/Attendance

Long Term Disability
COBRA — Initial Notice
Contract

Leave

Direct Deposit

E Verify

State New Hire

4/13/2015

Subsequent years —
Health Insurance
Life Insurance
Vision Insurance
Section 125 Plan
Contract
Leave roll over
Update Pay Levels

Resignation—

Retirement -Non Contributing Member Form

Health Insurance
Life Insurance
Vision Insurance
Section 125 Plan
COBRA
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IN THE MIDDLE of all that you have
to issue pay checks

Hours x Rate = Pay
Index X Base = Pay

4/13/2015

Hours x Rate — P~v

Index x Base NOt quite that simple

» Hourly staff works as a bus driver and custodian
at different rates and it all equals 45 hours/week
= Blended Overtime

» Teacher covers for another and gets paid for it.

» Teacher has a baby, gets married, gets divorced.

» Hourly staff work as a bus driver and custodian at different
rates and it all equals 45 hours= Blended Overtime

Job Hours Rate of Pay Gross Pay Job Hours Rate of Pay Gross Pay

Custodian 35| % 15.00 | $ 525.00 Custodian 35 % 15.00 | $ 525.00
Sub Bus Driver 5[$ 25.00 | $ 125.00 Sub Bus Driver 5[ 25.00 | $ 125.00
OT Bus Driver 5 $ 37.50 | $ 187.50 OT Bus Cust 5[$ 2250 | $ 112.50

Total Hours 45 Total Pay

«

837.50 Total Hours 45 Total Pay $ 762.50
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Blended OT

Job Hours Rate of Pay Gross Pay

Custodian | 35[$ 15.00]$ 525.00]

Sub Bus Driver | 10[$ 25.00 S 250.00 |
Total Hours 45 TotalPay $  775.00

Total Pay/Total Hours=Average Rate
Average Rate/2 = Blended OT Rate

Job Hours Rate of Pay Gross Pay

Custodian 35/$ 15.00($  525.00
Sub Bus Driver 10[$ 25.00|$  250.00
Bleneded OT 5[$  861($ 43.05

Total Hours 50 TotalPay $ 818.05

45 Hours reported for retirement

» Teacher covers for another and gets paid for it.

Considerations:

? s teacher in the retirement plan

? Dol count the hours/salary towards retirement
? Isit overtime

» Teacher has a baby, gets married, gets divorced.

v'Add/Remove from Health Insurance

1. What are the deadlines?

2. How do you add/remove?
v'Cobra requirements

1. When does coverage end?

2. What type of coverage do they currently have?
v'Retirement/Life Insurance

1. Do they want to change beneficiary?

2. Changing name?
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Once everyone has been paid you have reporting to do

Monthly Reports
Retirement
Due the 10*" of the month-accurate and on time.
EFTPS
Usually due 3 days after payroll-IRS does not play around with deadlines.
State Taxes
Do it when you do your EFTPS

Balance on a monthly basis — Don’t wait until W2 time!

4/13/2015

Quarterly Reports
http://www.irs.gov,

941N
http://www.revenue.nebraska.gov,

Unemployment
https://uiconnect.ne.gov/uiconnect/faces/jsp/centerne.jsp

Balance on a monthly basis — Don’t wait until W2 time!

Yearly Reports
W-2
http://www.ssa.gov/thirdparty/business.html
W-2N
http://www.revenue.nebraska.gov,
1099

https://fire.irs.gov/firevir,

Balance on a monthly basis — Don’t wait until W2 time!
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Resources
Circular E—IRS
Educators Health Alliance
Nebraska Public Employees Retirement
EFTPS
Nebraska Department of Revenue

lausen/desktop/presentation/final/041515

Importance

Record Retention
3%

State Coding

PR Processing
18%

PR Regulations

General Ledger
15%

If you don’t understand how a General Ledger works
«»you need to find a support person
+»take a class at the local community college
+»talk to your business teacher
“»*You need to know what happens when you make an
entry and how it effects other accounts

Reconcile your bank statement to your General Ledger
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When you get an invoice

Expense AP
DT CR
When you pay the invoice
AP Cash
DT CR

PR Regulations
16%

> Be organized

»Match your invoices to purchase orders
»Don’t wait until the last minute

> Follow Board Policy
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Importance

Board Policy
10%

State Coding
19%

Accounts Payable
PR Processing 12%
18% .

General Ledger
15%

PR Regulations

Read through them

Be especially aware of payroll policies

Make sure you are doing it like the policy says
- if not change what you are doing
- or see if it can be changed

top/presentation/final/041515

Importance

State Coding
19%

PR Processing
18%

General Ledger
15%

PR Regulations
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GMS - Grants Management System

 Code things correctly the first time so that you don’t have to make journal
entries.

Accuracy = Vital
Documentation = Necessary

Vital + Necessary = Seamless Reimbursements
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Budget

This should be an administrative function but in reality it
may become yours

Utilize the state as support

You need good, accurate information no matter if you are
doing the budget or just providing the facts

It needs to match your Audit!!!!

State Coding
19%

PR Processing
18%

General Ledger
15%

PR Regulations
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Filing system — Electronic vs. paper
AP — monthly vs. vendor
HR — W4/19/Pay documentation/Benefit election

Just because it has been “done this way” for 20 years does
not mean it is efficient.

Forms — footers showing where stored/filename/date
example: tclausen/desktop/presentation/final/041515

Computer System

UMany types
OMany brands
QAsk for help and use their support

Networking is vital
QWithin your organization
QWithin your conference
QWwithin the state
QWith others who use your software

Questions???

Logan View Public Schools
Tami Clausen, Business Manager
2163 County Road G

. Hooper, NE 68031

School: 402-634-3317 ext 121
Fax:  402-654-3699

wibsite: www loganvicw,org

Email: tclauseni#loganvies.or:
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