
USPS FISCAL YEAR END CHECK LIST


THE FOLLOWING IS STEPS TO PROCESSING FISCAL YEAR END PROCEDURE
BEFORE LAST PAY IN FISCAL YEAR

STRS Advance Processing 

Run as PROJECTION ONLY until all reports have been corrected.

1. Run USPS_ANN/STRSAD

Balance to the following:

1. STRSAD.RPT – Fiscal to date for all employees

a. Add all STRS checks for 7/1/16 to current or run CHKSTS for deduction 591 and CHEKPY for STRS vendor – Don’t forget any unpaid STRS deductions


b. Subtract total of Deposits/Pickup from STRSAD.RPT

c. Remaining should be what was advanced last year
2. STRSAD.TXT – Shows the STRS advance employees only.

Will include jobs if Equal Pays = Y (Screen 2 of Job), Days Worked = Work Days in Contract by end of June, Amount remaining to pay is greater than zero, and pays are greater than pays paid.
3. NONADV.TXT – This should only be regular employees that are not advanced.    Ex.:  SUPERINTENDENTS

· This will include 260-day employees 

· ON THE JOB Screen 2: Work days field should be blank for all temporary employees (Days worked can have #’s)

BALANCE QRTRPT AMOUNTS AND ALL DEDUCTIONS
      Balance the QRTRPT quarter to date and Year to date using the Fiscal year end balancing handout.

COSTS OF LIFE INSURANCE OVER $50K - for any employee that will be retiring at     the end of the fiscal year, calculate the cost of life insurance over $50,000. 

To Setup for Life Insurance Payment:


    USPSCN/UPDCAL_FUT          PayType = NC1

The amount should be included in one of their final pays using a pay type of   "NC1"    

(NOT MISC OR REG)

RUN LAST JUNE PAYROLL  


Normal Payroll Processing – Last Pay for Fiscal Year


          BALANCE QRTRPT AMOUNTS For Final Time

Balance all deductions and amounts using Fiscal Year End Balancing handout.
MONTHEND Processing:


2. RETIRE      (Processing STRS(Per Pay)  SERS (MONTHEND)
a. Select SERSREG – 
1. Run SERSREG without creating the file
2. Check days, hours and money
3. If everything is ok – run SERSREG and Create the SERS tape file
b. Select the SERSMONTH    
1. Verify total contribution amounts on the report equal to the total deduction checks for the withholding plus any warrant checks written for pickup on pickup 

2. Verify employee contributions = earnings times the retirement percentage. (Allow rounding by few cents) 

3. Review service credit for all employees on report 

Is everything OKAY??? If yes then continue to run step B:

c. SERSMONTH  -  Clear SERS MTD accumulators Yes 
d. STRSREG  - create per pay submission for STRS 
e. STRSMonth – clears MTD totals on 450, 591 and 691 dedscns  **
QUARTER END CLOSING PROGRAMS TO RUN:
1.  USPS_ANN/ODJFSRPT  - Run the ODJFS Report 
· OPTIONS ”N” DO NOT create Tape 

CHECK THE FOLLOWING REPORT
· ODJFSRPT.TXT
PRINT OUT REPORT AND CHECK WEEKS AND EARNINGS
IF REPORT BALANCES TO QRTRPT TOTAL GROSS
RERUN ODJFSRPT AND CREATE THE TAPE

2.  USPS_PRC/PAYDED  - Verify that all appropriate deductions have been paid

· Run in “P” (Projection mode)

· Do Not enter any cycles or deduction codes. 
3.  USPS_ANN/USPAUDIT  - Creates a submission file for the Auditor’s Office

· OPTION TO SEND?  “Y”

This submission file will be sent to the Auditors

You will receive an email back from ISA-SCHOOLSW@auditor.state.oh.us after they receive your file.
4.      USPS_ANN  -  YTD REPORT - optional

5.    USPS_ANN/QRTRPT  - Run the QRTRPT Report  & DO NOT CLEAR QTR. 

· OPTION ”N”   - Reporting period should be June 2017

CHECK THE FOLLOWING REPORTS
· QRTRPT.TXT

· Balance totals – see fiscal year end handout.

REPORTS TO PROCESS & KEEP!

 PRIOR TO PROCESSING QTR END TOTALS
These reports are also on the PAYROLLCD

1. EMPMST  - For All Employees

2. ERNREG  - For All Employees


Starting Date:   07/01/2016

Ending Date:    06/30/2017

3. WAGOBL – WAGE OBLIGATIONS   - Retain both copies.

RUN OPTIONS

1. WAGEMP

2. WAGACT    

4.  BENOBL – Benefits OBLIGATIONS - Retain both copies.


RUN OPTIONS:

1. BENEMP  - “Benefit Obligation Report by Employee”- ** use only active jobs ** old jobs – put a N for sick, personal & vacation leaves
2. BENACT – “Benefit Obligation Report by Account”

5. GENERATE SICK PERS & VAC REPORTS usps_rpt

RUN  REPORTS:

1. BENRPT – “Benefit Balance Report”


2. ABSRPT

· ABS101 – “Staff Attendance Reporting”
· ABS103 – “Staff Attendance Summary Report”

6. W2PROC – Use this to balance to the Employees’ Earnings to date.   

· Do Not Create the Tape!


7. USPS_RPT/AUDRPT  - Auditors’ will be reviewing this report!!!!

 Audit report for entire Fiscal Year

· Run in “D”  Option

· Enter dates inclusive of the entire fiscal year
· July 1, 2016 thru June 30, 2017

8. USPEMS  - STAFF EMIS 

RUN PRIOR TO PURGING NEW CONTRACTS TO THE JOB SCREEN
          Check with your Staff EMIS person before running these reports
RUN PERDET then run USPEMX to create STAFF EMIS File

9. ANY OTHER REPORTS REQUESTED BY GAAP OR AUDITORS
Reports that are on the PAYROLL CD:
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© ABS101 Staff Attendance Report (ABS101 PDF)

© AUDRPT USPS Audit Report (\UDRPT.PDF)

© BENACT Pay Account Benefit Obligation (BENACT PDF)

© BENEMP Emplovee Benefit Obligation (BENEMP.PDF)

© BENRPT Benefit Balance Report (BENRPT PDF)

o CHKSTS USPS Check Status Report (CHKSTS PDF)

© ERNREG Earnings Register Report (ERNREG PDF)

© NONADV Non-Advanced STRS Emplovee Listing (NONADV PDF)

© STRSAD STRS Advance Report (STRSAD PDF)

© WAGACT Pay Account Accrued Wage Obligation (WAGACT PDF)

© WAGEMP Employee Accrued Wage Obligation (WAGEMP PDF)

© BENACT Pay Account Benefit Obligation Spreadsheet (BENACT.CSV)
© WAGACT Pay Account Wage Obligation Spreadsheet (WAGACT.CSV)






10. STRSAD
a. Run STRSAD as a Projection #1
b. Check reports as above
c. Make sure that NONADV is ok
d. Run STRSAD for final time as Actual #2

11. Send STRS Annual report to STRS

a. Run ANNSTRSSND to submit annual report to STRS
CONTACT NEOMIN FISCAL SUPPORT WHEN EVERYTHING IS COMPLETED – PLEASE USE THE HELPDESK or email Fiscal.Support@neomin.org 
WE WILL MAKE A COPY OF YOUR FILES AND CLEAR THE QUARTER AND FISCAL YEAR
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