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State Coding

• State	Users	Manual	

hHps://www.educa4on.ne.gov/fos/SchoolFinance/AFR/Downloads/1415/2015UsersManual.pdf	
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FUND	-	is	a	sum	of	money	or	is	the	money	derived	from	certain	sources	and	set	aside	for	
specific	purposes	and	ac4vi4es.	
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FUNCTION	-	is	the	purpose	for	which	a	thing	exists	or	is	used.	
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OBJECT	-	iden4fies	the	service	or	commodity	obtained	as	the	result	of	a	specific	
expenditure.	
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Revenue			
01-1-1000		Local	Receipts	
•  Fund			01	(General)	
•  Receipt/Expenditure			1	
•  Func4on			1000	(Local	Receipts)	
	
	
	

Expenditure			
01-2-1000-100	General	Fund	All	Instruc4on	Salaries	
•  Fund			01	(General)	
•  Receipt/Expenditure			2		
•  Func4on			1000	(All	Instruc4on)	
•  Object	Code			100	(Salaries)	
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Revenue			
01-1110		Local	Property	Tax	Receipt	
•  Fund			01	(General)	
• Receipt/Expenditure			1	
•  Func4on			1110	(Local	Property	Taxes	Receipts)	
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Expenditure			
01-1100-120-00-1	General	Fund	Regular	Instruc4onal	Sub	Salaries	-	
Elementary	
•  Fund			01	(General)	
• Receipt/Expenditure			2		
•  Func4on			1100	(Regular	Instruc4on)	
• Object	Code			120	(Sub	Salaries)	
• Dimension	00	
•  School	1	(Elementary)	
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hHp://www.educa4on.ne.gov/FOS/PaymentInforma4on/index.html	Finance	&	Organiza4onal	Services	
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v Give	details	if	possible.	It	saves	4me/
headaches	remembering	what	you	did	
when	asked	later.	

v Done	right	the	first	4me	=	saves	4me	
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New	Hire	–	

	 	Re4rement	
	 	W4	
	 	I-9	
	 	Health	Insurance	
	 	Life	Insurance	
	 	Vision	Insurance	
	 	Sec4on	125	Plan	
	 	Time/AHendance	
	 		

	
	

	
	

	 	Long	Term	Disability	
	 	COBRA	–	Ini4al	No4ce	
	 	Contract	
	 	Leave		
	 	Direct	Deposit	
	 	E	Verify	
	 	State	New	Hire	

	 		

Human	Resources/Payroll	
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	Subsequent	years	–	
	 	Health	Insurance	
	 	Life	Insurance	
	 	Vision	Insurance	
	 	Sec4on	125	Plan	
	 	Contract	
	 	Leave	roll	over	
	 	Update	Pay	Levels	
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	Resigna4on–	
	 	Re4rement	-Non	Contribu4ng	Member	Form	
	 	Health	Insurance	
	 	Life	Insurance	
	 	Vision	Insurance	
	 	Sec4on	125	Plan	
	 	COBRA	 		
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IN	THE	MIDDLE	of	all	that	you	have		to	issue	pay	checks	

Not	quite	that	simple	
Ø  Hourly	staff	works	as	a	bus	driver	and	custodian	

at	different	rates	and	it	all	equals	45	hours/week	
=	Blended	Over4me	

Ø  Teacher	has	a	baby,	gets	married,	gets	divorced.	
Ø  Teacher	covers		for	another	and	gets	paid	for	it.	

tclausen/bookkeeper101/presenta4on/final	2016	

Ø Teacher	covers		for	another	and	gets	paid	for	it.	
Considera4ons:	
? 				Is	teacher	in	the	re4rement	plan	
? 				Do	I	count	the	hours/salary	towards	re4rement	
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Ø  Teacher	has	a	baby,	gets	married,	gets	divorced.	

ü Add/Remove	from	Health	Insurance	
1.  What	are	the	deadlines?	
2.  How	do	you	add/remove?	

ü Cobra	requirements	
1.  When	does	coverage	end?	
2.  What	type	of	coverage	do	they	currently	have?	

ü Re4rement/Life	Insurance	
1.  Do	they	want	to	change	beneficiary?	
2.  Changing	name?	
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Once	everyone	has	been	paid	you	have	repor2ng	to	do	
	

Monthly	Reports	
Re4rement	

		Due	the	10th	of	the	month-accurate	and	on	4me.	
EFTPS	

	Usually	due	3	days	aier	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	un.l	W2	.me!	
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Quarterly	Reports	
941	

	hHp://www.irs.gov/	
	
941N	

	hHp://www.revenue.nebraska.gov/	
	
Unemployment	

	hHps://uiconnect.ne.gov/uiconnect/faces/jsp/centerne.jsp	

Balance	on	a	monthly	basis	–	Don’t	wait	un.l	W2	.me!	
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Yearly	Reports	
W-2	

	hHp://www.ssa.gov/thirdparty/business.html	
	
W-2N	

	hHp://www.revenue.nebraska.gov/	
	
1099	

	hHps://fire.irs.gov/firev1r/	
	
1094C	

	hHps://www.irs.gov/for-Tax-Pros	
	
	Balance	on	a	monthly	basis	–	Don’t	wait	un.l	W2	.me!	
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Resources	
	Circular	E	–	IRS	
	Educators	Health	Alliance	
	Nebraska	Public	Employees	Re4rement	
	EFTPS	
	Nebraska	Department	of	Revenue	
	Irs.gov	
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General	Ledger	
	
If	you	don’t	understand	how	a	General	Ledger	works		
v you	need	to	find	a	support	person	
v take	a	class	at	the	local	community	college	
v talk	to	your	business	teacher	
v 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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Ø Be	organized	
Ø Match	your	invoices	to	purchase	orders	
Ø Don’t	wait	un4l	the	last	minute	
Ø Follow	Board	Policy	

Accounts	Payable	
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Board	Policy	
	

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	
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GMS	–	Grants	Management	System	
	

•  Code	things	correctly	the	first	4me	so	that	you	don’t	have	to	make	journal	
entries.	

		
									Accuracy	=	Vital	
									Documenta4on	=	Necessary			
	

Vital	+	Necessary	=	Seamless	Reimbursements	
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Budget	
		

This	should	be	an	administra4ve	func4on	but	in	reality	it	
may	become	yours	
	
U4lize	the	state	as	support	
	
You	need	good,	accurate	informa4on	no	maHer	if	you	are	
doing	the	budget	or	just	providing	the	facts	
		

It	needs	to	match	your	Audit!!!!	
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Records	Reten.on	
Organiza4on!!!!!!!!!	
	
Filing	system	–	Electronic	vs.	paper	
AP	–	monthly	vs.	vendor	
HR	–	W4/I9/Pay	documenta4on/Benefit	elec4on	
	
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/bookkeeper101/presenta4on/final	2016	

Computer	System	
q Many	types	
q Many	brands	
q Ask	for	help	and	use	their	support	
		

Networking	is	vital	
q Within	your	organiza4on	
q Within	your	conference	
q Within	the	state	
q With	others	who	use	your	soiware	
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Ques0ons???
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Ø  Hourly	staff	work	as	a	bus	driver	and	custodian	at	different	
rates	and	it	all	equals	45	hours=	Blended	Over4me	

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 22.50$									 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$							 250.00$									

Total	Hours 45 Total	Pay 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 8.61$									 43.05$											

Total	Hours 50 Total	Pay 818.05$								
45	Hours	reported	for	retirement
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When	you	get	an	invoice		
Expense																																													A/P																

When	you	pay	the	invoice		
A/P																																																					Cash														

DT	

DT	

CR	

CR	
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