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General Information

Forward

This user guide was developed to provide assistance for implementing Year-End Procedures using CIMS Employee Management System (EMS) software.  It defines the programs and procedures involved in maintaining fiscal year end records and setting up the new fiscal year. Due to the many varied needs of users, this manual does not provide information regarding custom programs.

Computer Management Technologies, Inc. provides this publication “AS IS” without warranty of any kind, either expressed or implied, including but not limited to the implied warranties of merchantability or fitness for a particular purpose.  Some states do not allow a disclaimer of expressed or implied warranties in certain transactions; therefore, this statement may not be applicable to you.

This manual could include technical inaccuracies or typographical errors.  Changes are periodically made to the information; and these changes will be incorporated in new editions of the manual.  Computer Management Technologies, Inc. may make improvements and/or changes in the product(s) or program(s) described in this manual at any time. 

Any Questions

If you have any questions regarding this manual or the use of this program, please call Computer Management Technologies, Inc. at (989) 791-4860.

Thank you for your support of Computer Management Technologies, Inc.

Limitation of Liability

In no event will Computer Management Technologies, Inc. or its developers be liable to you for any incidental, consequential, or indirect damages (including damages for loss of profits, interruption, loss of information, and the like) arising out of the use or inability to use this program even if Computer Management Technologies, Inc. or any authorized Computer Management Technologies, Inc. representative has been advised of the possibility of such damages.

Computer Management Technologies, Inc.’s liability to you for actual damages for any cause whatsoever, and regardless of the form of action, will be limited to the greater of $500 or the money paid for this program.

Planning and Implementation

To get a head start on Fiscal Year End processing procedures, the following tasks may be performed either before or after the last payroll of the fiscal year has been run.  

The following New Year set up procedures must be completed BEFORE EMS:
In ACS New Fiscal Year 

· Update Work Areas 






ACS.250
· Update User Assignments





ACS.270
In FMS New Fiscal Year

· Set up Client Members for FMS System Files


FMS.000
· Define the General Financial Management Options

GNL.100

· Define the Account Code Format




GNL.101
· Copy the Prior year's Accounts to the New Year


FIN.010C
· Run the Cross Reference File Builder



GNL.103
· Run a Test of Financial Setup Status Successfully


GNL.901S
· Carry Forward FID Files into New Year



FI.110
· Permanently SAVE the FMSFILES and EMSFILES libraries at the End of Fiscal Year or before clearing any balances
Checklist for Setting up the New Year
Review and verify New Year set up tasks in the:

CURRENT FISCAL YEAR:

· Print screen of Payroll Options and Defaults


PAY.100
· Print  screen of Direct Deposit Control Options


PAY.140
(Optional)

Perform the following steps in the:

NEW FISCAL YEAR:
	STEP
	TASK
	DATE 
	ASSIGNED TO

	1.
	Set Up Client Members for EMS System Files
	
	

	
	Use EIS.000 to create new file members for the annual EMS files. This program can be run any time before the start of the new fiscal year. 

Use MR.140 to create new file numbers for the Annual ORS files.  

Use MR.725 to carry forward the MISDU employee deduction information for PAY.350.

	2.
	Review Payroll Options and Defaults
	
	

	
	Use PAY.100 to review payroll options and verify with prior year print screen.

	3.
	Review Direct Deposit Control Options
	
	

	
	Use PAY.140 to review direct deposit setup and verify with prior year print screen.

	4.
	Budget and Forecasting Set Up (Optional)
	
	

	
	Use PAY.880 to copy prior year Pay Table Code setup.  Copy assignments from prior year with PAY.881 and voluntary deductions with PAY.882.

Make changes with PBF.925 and copy into new year with PAY.855 leaving Pay Table Code field blank. 

This program can be run multiple times but replaces previous information.


Fiscal Year End Processing Checklist

Perform the following steps after all payrolls and check voids have been processed for the old fiscal year.  

CURRENT FISCAL YEAR:

· Create Outstanding Employee Contract Balance Listing
PAY.530
· Create MESC file for quarter.




MR.800
· Create Pay Quarter report.





PAY.QTR
· Print any other quarterly and/or monthly reports that access




the total pay and deduction balances for fiscal year.

The following year end processes clear the prior fiscal year balances.  It is recommended to verify no one else is using EMS applications when running these programs.  Perform these steps in the:

NEW FISCAL YEAR:
	STEP
	TASK
	DATE 
	ASSIGNED TO

	1.
	Back up the EMSFILES Library and Save in a Permanent File.
	
	

	2.
	Review Control Documents
	
	

	
	Use MGR.501 to review control document definitions for the following:  Pay Checks, Direct Deposits, Net Checks and Payroll Run Numbers.  Verify number in the ‘Last One Used’ field.

	3.
	Copy Assignments from the Prior Year
	
	

	
	Use PAY.881 to copy employee assignments and contracts into the New Fiscal Year. Either all of the assignments or only the active assignments may be copied.  The dates for assignments marked Active may also be checked. 

	4.
	Copy Prior Year’s Voluntary Deductions
	
	

	
	Use PAY.882 to copy all employee voluntary deduction records into the new fiscal year.

	5.
	Update Voluntary Deductions
	
	

	
	Use PAY.850 to change the amount of the deduction/contribution, number of checks or start/end dates associated with employee voluntary deduction records and print a report.

	STEP
	TASK
	DATE 
	ASSIGNED TO

	6.
	Increment Assignment Steps and Change Assignment Dates
	
	

	
	Use PAY.840 to automatically raise employees to the next step within their current grade on the salary schedule.  Employees who are at the top step within their grade will remain unchanged and have to be raised to the next grade manually.

· When the Initialization of Employee Contracts (Step 7) is run, the new assignment beginning and end dates may also be changed.  Therefore, for contract employees, this program is used only to increment their pay step.  Run this program separately for contract employees by using their job codes.

	7.
	Initialize Employee Contracts
	
	

	
	Use PAY.875 to set up the contracts for the New Fiscal Year by clearing the contract paid-to-date amounts and the number of checks paid to date.  The assignment start and end date and contract start date and end date can also be changed.  This program generates a report.

There is also an option to recalculate the contract days using the calendar definition.  This calendar code would come from either the assignment (PAY.345) or the job code definition (PAY.124).

· This program will process only those contracts that have the exact contract end date specified.  If the group or employee has other contracts with different end dates, this program will need to be run for each of those contracts.

· Run this program after processing the last pay for the old contract.

· The contract Paid-to Date balances need to be cleared so the employee will be paid in the New Year.



	STEP
	TASK
	DATE 
	ASSIGNED TO

	8.
	Recalculate the Table Amounts in Contract Pay Tables
	
	

	
	If the step amounts in the contract pay tables are changed, PAY.876 must be run to update the contract amount in the employee assignment and contract records. 

 If the pay tables you are changing are not "per contract period", this program does not need to be run.  This program also generates a report.

· If pay tables are changed and this program is not run, employees will be paid at their old rate of pay when the first payroll is run in the new year.  The system will also include a warning report to indicate that the pay amount differs from the contract amount.



	9.
	Post Absence Information (non-payroll run)
	
	

	
	If employees were absent after the last payroll was ran and the time absent needs to be posted without cutting another check, use PAI.885.  

This program updates history accordingly, but does not accrue leave.  This program also prints a report of the information posted.



	10.
	Perform Fiscal Year End Processing
	
	

	
	PAY.810 clears the fiscal year pay and deduction history balances from the history file program PAY.801 - Employee Pay/Deduction Balances.  

This program performs Type 4 (end of year) leave and absence accruals and prints a report listing the accruals made.  It also allows the entering of up to 12 absence codes to specify how their balances should be carried into the new fiscal year.

(  RUN THIS PROGRAM ONLY ONCE.



	11.
	Perform Absence and Leave Accrual
	
	

	
	PAY.831 performs Type 3 (beginning of year) leave and absence accruals.  This program also prints a report showing the accruals that have been made.


Optional Year End Procedures
If needed, any of these programs can be run in any order and at any time.

	STEP
	TASK
	DATE 
	ASSIGNED TO

	1.
	Remove Additional Assignment Addenda
	
	

	
	PAY.341 removes all of the additional assignment addenda that are no longer valid or in use. This program will not remove standard assignment addenda or contract addenda.

	2.
	Change Employee's Social Security Number
	
	

	
	PAY.900 may be used to change an employee's Social Security Number in the employee master record and all associated records.  Use this program at any time during the year. This program generates a report.

(   Verify that no records yet have the new Social Security Number.  If both the 

       old and new numbers exist, the program will not work.

(   No one should be in EMS when this program is run.

	3.


	Transfer Absence Balances by Employee or by Job Assignment
	
	

	
	PAY.950 enables transferring of employee absence balances in program PAY.802 – Employee Absence Balances from one assignment to another assignment.  This program is beneficial when an employee transfers from one position to another.

	4.
	Print the Absence Balances Transfer Report
	
	

	
	PAY.955 prints a report that shows the projected results of moving absence balances from one absence code to another.

For example, if the absence policy is to post unused personal leave to sick leave at the end of the year, use this program to print the results of transferring personal leave to sick leave for the selected employee or employee group.  Run this program as often as needed.

This program does not update the permanent absence balance records.  Use program PAY.955U to transfer absence balances and update the permanent absence balance records.




	STEP
	TASK
	DATE 
	ASSIGNED TO

	5.


	Update Absence Balances Transfers and

Print Report
	
	

	
	PAY.955U moves the absence balances from one absence code to another.  This program prints a report and updates the records in program PAY.802 – Employee Absence Balances.

	6.
	Update Optional Addenda "To" Date
	
	

	
	Use CBS.110 – Cafeteria Benefits Group Definition to update the date in the Optional Addenda "To" Date field.  This date is the desired expiration date of the additional assignment addendum for CBS.

	7.
	Change Additional Addenda Dates
	
	

	
	Use CBS.810 to change the dates for a number of addenda at the same time.

( This program can be run at any time for any addenda, not just CBS.

	8.
	Recalculate Cafeteria Benefits
	
	

	
	Use CBS.610 to recalculate and reset benefit information for a benefit group or for all benefit groups.


MIRPT400 INITIAL/FISCAL YEAR SETUP - MR.140
This program MUST be run at the beginning of a New Fiscal Year when the client members for EMS are being set up for the New Year.  These ORS files are annual files and must be built at the beginning of each new fiscal year.  

****VERIFY YOU ARE SIGNED INTO THE NEW FISCAL YEAR****
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Copy Employee Override Hours File Data: This field is defaulted to Y.   If the default is changed to No these files will need to be entered manually.

Copy Job Code Hours File Data: This field is defaulted to Y. If the default is changed to No these files will need to be entered manually.

COPYING THE PRIOR YEAR'S SETUP - PAY.880

Use this program to copy EMS system set up from the prior year.  It can be run more than once, but any files entered in the new fiscal year will be eliminated.

Some or all of the files listed below can be copied:

· Leave and Absence Codes

· Deduction Codes

· Job Codes

· Pay Table Codes

· Addenda Codes

· U.S. Bond Codes 

· U.S. Bond Employee Information

· Docks


· Payroll Group Codes

· Calendar Codes

Each file listed can actually represent more than one physical file.  For example, the deduction codes file selection also includes the deduction table lines and deduction additional lines files.  The pay table codes file also includes a header file and a lines file. 

· Do not select any file that needs to be manually entered for the new fiscal year.  If for example, job codes are set up in a different manner for the New Year, respond with an N for the Job Codes file selection to exclude this file from being copied.

This program also checks the account code format in FMS for changes from the previous year.  If the format has changed, updates are made with the new account codes when the cross-walk file (GNL.103) in FMS has been built.

If the assignments have already been copied (PAY.881) when PAY.880 is run, the system will also check (and change, if necessary) the account codes in the assignments.

Before Beginning

Make sure that the following tasks are complete:

· Run program EIS.000 - Build EMS Client File Members.

· Verify that the files to be copied exist on the system for the prior fiscal year.

· Verify that the account codes were built in FMS.

· Verify that no one else is using EMS.

****VERIFY YOU ARE SIGNED INTO THE NEW FISCAL YEAR****
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Selections:  Change the default N to Y for each file listed, if this file is to be copied to the next fiscal year.


( Copy only those files that have already been set up or used in the prior fiscal year.
WARNING:  Running this program will replace all data for files selected in the new fiscal year. This will also update account code format changes if found in FMS.

COPYING ASSIGNMENTS FROM THE PRIOR YEAR - PAY.881

Use this program to copy employee assignments and contracts from one fiscal year to the next fiscal year. Either all of the assignments or only active assignments can be copied.  The active dates for active assignments can also be checked.  This program copies all assignments regardless of contract end dates.

Before Beginning
Make sure the following have been completed:
· Program EIS.000 - Build EMS Client File members for the new fiscal year.

· Verify that the assignments to be copied exist on the system for the prior fiscal year.

· [image: image8.png]EMS
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Verify that no one else is using EMS.

1. Copy Only Active Or All Records:  Change the default N to Y to copy only the active assignments to the next fiscal year.

2. If Active Check Active Dates:  Review the default N.  If Y is entered in the Copy Only active Or All Records field, use this field to indicate whether or not the system is to check the effective dates of active assignments. 

( If the option is chosen to check the active dates against active assignments, the system will check the ending dates of assignment records against the current system date before it copies records into the new fiscal year.  If the ending date of the assignment record has not already passed, the record will be copied into the new fiscal year.

WARNING: This program can be run as many times as necessary, however, any changes made to these assignments will be lost if copied again.  

· If there are contracts continuing into the new year, this option needs to be run after all payrolls for current contract year are completed so that the contract amounts and number of checks Paid-to-Date are current.  A custom program has been written to update only the contract amounts and number of checks Paid-to-Date.
INCREMENTING ASSIGNMENT STEPS - PAY.840

This program will automatically raise employees to the next step within their current grade on the salary schedule. This program generates a report of all employees selected indicating old and new step.  RUN THIS PROGRAM AFTER PROCESSING THE LAST PAY OF THE OLD CONTRACT.
(  Employees at the top step within their grade remain unchanged and need to be changed manually.
This program can also be used to change the assignment start and end dates.
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1.
Employee Group Or Number:  Enter  an employee group ID or a valid employee Social Security Number.

2.
Include/Exclude (I,E):   Enter an I to include the job codes or pay tables entered for processing or an E to exclude the job codes or pay tables entered from processing.

3.
Job Codes or Pay Tables:  Enter a valid job code(s) or  a valid pay table code(s).


(  Use these fields, to restrict the processing to include or exclude just the job codes or pay tables specified.
4.
Blank Pay Tables?:   To change the default N, type Y.  

If Include (I) was selected in Step 2:
N causes the system to process only assignments with a pay table, grade, and step references.

Y includes assignments that have no pay table reference (assignments having an amount in the Other Amount in PAY.345).

If Exclude (E) was selected in Step 2:
N causes the system to include (not exclude) assignments with no pay table references (Other Amounts).

Y causes the system to exclude assignments with no pay table references (Other Amounts).

( If assignments with blank pay tables are included in the processing, the only change that occurs to those assignments is the date change (see Step 5).  An assignment with a blank pay table cannot be incremented.
5.
Optional assignment date change--Start/End:  Enter the new assignment start and/or end date(s).

6.
Suppress Step Upgrade?:   Leave the default N to move the employees to the next higher step within their current grade on the salary schedule.

Enter Y to keep the employees at the same grade and step on the salary schedule.

7.
Exclude Inactive Employee?:  Leave the default N to move the inactive employees to the next higher step on the corresponding salary schedule.

Enter Y to keep the inactive employees at the same grade and step on the

salary schedule.

INITIALIZING EMPLOYEE CONTRACTS - PAY.875

[image: image10.png]EMS Absence Posting - Non Pauyroll Run

Ref:

PAT.885P.01

Selection Criteria

Period End Date: 0/00/00
Update the following files
History Balances

Time Card History Retentlon

Print Audit Report: Y ((v/N)

F3=Exit Fd=Index F12=Cancel

(Y/N)
(Y/N)

Cancel? N




Use this program to clear the contract balances at the end of the fiscal year.  This program can be used to change the assignment begin and end date and contract start and end dates.  Also the contract days can be recalculated.

1.
Employee Group Or Employee Number:  Enter an employee group ID or a valid employee Social Security Number.

2.
Contract Year-end Date:  Enter the end date of the old contract(s) to be copied in MMDDYY format.  
( This program processes contracts only with the end date specified.
3.
Restrict To These Job Codes:  To limit the process to specific job codes, enter a valid job code. Up to 15 job codes can be entered.

( If the Job Code fields are blank, the system processes all of the jobs for this contract end date and this group or employee.

4.
Processing Options:  Review the defaults and change as needed.

Clear Paid-to-Date Amounts

Y clears (resets to zero) all contract paid-to-date balances in PAY.365 - Employee Contract Balances for the selected assignments.

Assignment Date Change

Enter the start and end dates (MMDDYY) for the assignment.

Contract Date Change

Enter the start and end dates ( MMDDYY) for the contract.

Recalculate Contract Days


To have the program recalculate the 

off Calendar



contract days off of the calendar (either in 






PAY.345 or from the job code, whichever 






is appropriate), type Y.

RECALCULATING ASSIGNMENT CONTRACT AMOUNTS - PAY.876

If the step amounts in the contract pay tables have been changed, this program must be run to update the contract amount in the assignments/contracts file (PPAY340H).

( If the pay tables to be changed are not "per contract period" this program does not need to be run.
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If the pay tables are changed and this program is not run, employees will be paid at their old rate and a warning report will run after the proforma payroll to indicate that the pay amount differs from the contract amount.

1.
Employee Group Or Number:  Enter an employee group ID or a valid employee Social Security Number.

2.
Include/Exclude (I,E):  Enter I to include the job codes or pay tables for processing or E to exclude the job codes or pay tables from processing.

3.
Job Codes or Pay Tables:  Enter a valid job or pay table code(s) to be included or excluded. 

( If these fields are left blank, the system includes or excludes all of the job codes or pay tables for this group or employee.
4.
Recalculate Contract Addenda Paid to Date Amount:  Review the default N.  To recalculate fiscal year-to-date totals in the paid-to-date amount for the addenda codes associated with the contract, enter Y.

COPYING VOLUNTARY DEDUCTIONS

FROM THE PRIOR YEAR - PAY.882
Use this program to copy all employee voluntary deductions from one fiscal year to the next fiscal year.

Sign on in the new fiscal year to run this program.
Before Beginning

· 
Review the prior year deductions and delete any expired or old voluntary deductions.

· 
If the EMS Budget and Forecasting module is not used, run this program only at the end of the current fiscal year.  If EMS Budget and Forecasting is used, run this program once when setting up the new fiscal year and then run it again at the end of the current fiscal year.

· 
Verify that no one else is using EMS.
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1.
Press ENTER to copy prior year Voluntary Deductions.

(  This program can be run as many times as desired.
(  Be careful to only press Enter once when selecting this program, as the second Enter WILL start the copying process.  There will be No submittal screen because this program runs interactively.

(  Be sure to run MR.725 to carry forward the employee’s child support information from the prior year to the current year.  If this is not processed, the necessary information needed to transfer the child support payments to the State will not be available.
UPDATE VOLUNTARY DEDUCTIONS - PAY.850

Use this program to reset the employee deduction amount and percentage, the employer pay amount and percentage, the number of checks, and the effective dates for selected voluntary deductions.

Before Beginning

· Verify that the voluntary deductions needing to be reset currently exist.

· Delete the voluntary deduction records that are not to be included.

· Verify that no one else is using EMS.


1.
Employee Group or Number:  Enter the name of the employee group or the employee's Social Security Number for whom voluntary deductions are to be updated.

2.
Deduction Code:  Enter the deduction code, followed by the jurisdiction, if there is one.


( An asterisk (*) may be used as a wildcard character to select a number of similar deductions.  For example, MESS* will include all deductions beginning with MESSA, such as MESSA1 or  MESSA2.

3.
Number of Checks: Enter the number to reset each deduction code to the appropriate number of checks.  If the number is reset to zero or blank, the system will not process the change.

4. 
Employee Flat Amt and Percent:  Enter an amount to reset the deduction amount and/or percentage paid by the employee for the listed deduction code.

5.
Employer Flat Amt and Percent:   Enter an amount to reset the deduction amount and/or percentage paid by the employer for the listed deduction code.

6.
Start Date and End Date:  Use the fields to reset the effective dates for the listed deduction code.

7.
Clear?:   These fields default to N.  To reset an amount to zero or remove a date, enter Y in the Clear? field immediately below the amount or date you want to clear.


( The number of checks, the deduction amounts, or the effective dates fields cannot be directly reset to zero or blank.  The fields labeled Clear? below each value must be used to do this. If an item is reset zero or blank without using the Clear? field, the system will not process the change.
POSTING ABSENCES WITHOUT RUNNING

A PAYROLL (NON-PAYROLL RUN) - PAI.885
This program will post time information without generating a paycheck.  For example, at year-end, if an employee is absent after the last payroll has been run and time absent needs to be posted without producing another check, use this program.  This program updates history accordingly, but does not accrue leave.  


1.
Period End Date:  Enter the end date (MMDDYY) of the payroll period.  

2.
Update the following files:  Review the files the system will update as part of this process.  If the file should not be updated type N in the appropriate field.

3.
Print Audit Report:  Change the default N to Y to print the Posted Absences Audit Report.

· This program must be run before absence balances are cleared.

PROCESSING FISCAL OR CALENDAR YEAR-END - PAY.810

This program clears the fiscal or calendar year pay and deduction history balances from the history file (PPAY801).  The program performs Type 4 accruals (as defined in PAY.121 - Absence/Leave Codes).  Type 4 accrues leave balances at year-end.

Up to 12 absence codes can be entered to specify how absence/leave balances are to be carried over into the new fiscal or calendar year.

Before Beginning
· Verify that all payrolls and check voids were run for the fiscal or calendar year being processed.

· Verify that the leave and absence definitions for calendar or fiscal accrual are correctly defined in PAY.121 - Absence/Leave Codes.

· If the fiscal year balances are being cleared, run all of the quarterly and monthly reports that access the total balance for the fiscal year.

· If the calendar year balances are being cleared, run all of the quarterly and monthly reports that access the total balance for the calendar year plus W-2s.

· Back up the EMSFILES library and keep in a permanent file.

· Verify that no one else is using EMS.

1.
Year Ending Date:  To change the default, enter the year ending date ( MMDDYY) to be cleared.

( The calendar year end date is 12/31/XX, and typically 06/30/XX is the end date for a fiscal year.
2.
Year End Type:  To change the default C, enter F.

3.
OPT:  Enter 1, 2, 3, or 4 to specify how the system is to carry over balances for the associated absence/leave code into the new fiscal or calendar year.

1
 Carry over only positive balances.

2
 Carry over negative balances.

3
 Carry over both positive and negative balances.

4  Do not carry over any absence/leave balances.

4.
Code:   Enter a valid absence/leave code for the carry over options. 

( Unless specified otherwise for a particular absence/leave code, the system will carry over only positive balances.
5.
MAX:  Enter the maximum number of accrued  absence/leave days that can be carried over  into the new fiscal or calendar year.

( If the system is to carry over all accrued days for this absence/leave code, enter 999.9999.
ACCRUING LEAVES AND ABSENCE - PAY.831

This program performs Type 3 accruals, as defined in PAY.121 - Absence/Leave Codes.  Type 3 accrues leave balances at the beginning of the year.  

Before Beginning
· Verify that all payrolls and check voids were run for the fiscal or calendar year being processed.

· Verify that the leave and absence definitions for calendar or fiscal accruals were correctly defined in PAY.121 - Absence/Leave Codes.

· Verify that the leave codes on the job assignment are defined for each employee who needs beginning of year leave accrual.

· Verify that the absence history balances in PAY.802 - Employee Absence Balances are correct before running this program.

· Verify PAI.885 – Absence Posting Non-Payroll Run has been completed, if needed.

· Verify that no one else is using EMS.


1.
Fiscal or Calendar Year:  To change the default 1, enter 2 to accrue an absence defined as a calendar absence in PAY.121.

2.
Effective Year Start Date:  To change the default (today's date), enter the effective year start date (MMDDYY).  

(  If the assignment is not active, it will not be included in the accrual.

3.
Employee Group or Employee Number:  Enter an employee group ID or a valid employee Social Security Number.

4.
Restrict to These Job Codes:  To limit the processing to certain job codes, enter up to 15 job codes. The program processes only these jobs for this group or employee.

( If these fields are left blank, the system processes all of the jobs for this group or employee.

5.
Restrict to These Leave Types:   To limit the processing to certain absence or leave codes, enter up to 15 valid leave or absence codes.  The program processes only these leave types for this group or employee.


( If these fields are left blank, the system processes all of the leave types for this group or employee. 
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