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 FORMCHECKBOX 

Add new employees.

 FORMCHECKBOX 

Run SERSHIRE and STRSHIRE to report new hires. Submit tape files to respective entities. 

 FORMCHECKBOX 

Enter absence information in Calendar, Database, and USPSCN/ATDSCN.

 FORMCHECKBOX 

Figure timesheets.   

 FORMCHECKBOX 

Enter as many subs/overtime/extra time/bus trips using USPSCN/ATDSCN with link to UPDCAL_FUT.  

 FORMCHECKBOX 

Complete deduction changes.

 FORMCHECKBOX 

Complete contract changes.

 FORMCHECKBOX 

INICAL

Beginning Pay Period Date
___________________________________

Ending Pay Period Date

___________________________________


Pay Date



___________________________________


Pay of the Month 


1st
2nd
3rd

 FORMCHECKBOX 
 View INICAL.txt for errors.

 FORMCHECKBOX 
 Print INICAL.txt

 FORMCHECKBOX 

UPDCAL_CUR

 FORMCHECKBOX 
 Enter any additional timesheets/changes received in UPDCAL_CUR.

Use F18 (Pop-up PAYRPT) to review changes on screen.

 FORMCHECKBOX 

CALCPAY
 FORMCHECKBOX 
 View CALCERR.txt for errors:

 FORMCHECKBOX 
 Print PAYRPT.txt for review.

 FORMCHECKBOX 
 Print DEDTOT.txt for review.

 FORMCHECKBOX 

Check the following:

 FORMCHECKBOX 
 PAYRPT
 FORMCHECKBOX 
 DEDTOT

 FORMCHECKBOX 
 BUDPRO

 FORMCHECKBOX 

PAYSUM

 FORMCHECKBOX 

CHKPRT

 FORMCHECKBOX 
 Use the comment line for special announcements

_______________________________________________________________ 

 FORMCHECKBOX 

DIRECT DEPOSIT/CHECK PRINTING

 FORMCHECKBOX 
 Print overflow pages first (if created).

 FORMCHECKBOX 
 Print DIRFORM.txt (PRT0)

 FORMCHECKBOX 
 Print CHKFRM.txt (PRT0)

 FORMCHECKBOX 

CHKUPD

 FORMCHECKBOX 
 Pull 2 warrant checks and 2 purchase order numbers.


 FORMCHECKBOX 
 Print 2 copies of BUDDIS.txt for payroll files.


 FORMCHECKBOX 
 Print 1 copy of DISDET.txt for payroll files.                                                  


 FORMCHECKBOX 
 Type warrant check for payroll clearance account.

 FORMCHECKBOX 

Print all CALCPAY reports plus CHKUPD reports.


Print only those you didn’t get a chance to print earlier in process:


 FORMCHECKBOX 
 CALCERR.txt


 FORMCHECKBOX 
 PAYRPT revisions.


 FORMCHECKBOX 
 DEDDET.txt


 FORMCHECKBOX 
 BUDPRO.txt


 FORMCHECKBOX 
 BUDDET.txt


 FORMCHECKBOX 
 BUDDIS.txt


 FORMCHECKBOX 
 DISDET.txt

 FORMCHECKBOX 

PAYDIR

 FORMCHECKBOX 
 View PAYDIR.txt and compare total to direct deposit total on PAYRPT.txt.


 FORMCHECKBOX 
 Print 2 copies of PAYDIR.txt:

 FORMCHECKBOX 
 Complete “Direct Deposit” form on PC.

 FORMCHECKBOX 
 Print and prepare for fax.



ACHTAP


     Submit your ACHTAP.SEQ file to your bank


Process E_DIRDEP to send email direct deposit notices or set them in a que to send then at a later date.
 FORMCHECKBOX 

PAYDED

 FORMCHECKBOX 
 Make selections according to pay:

1st pay of month

- 
P

2nd pay of month
- 
P, 2, M (only if LAST pay of the month)


2nd pay of a 3 pay month
-
P, 2



3rd pay of the month
-
P, M

Quarter-end

-
P, M, Q


Year-end

- 
P, M, Q

 FORMCHECKBOX 
 Print and review DEDSUM.txt.

 FORMCHECKBOX 
 Print 2 copies of DEDRPT.txt for payroll files.  

 FORMCHECKBOX 
 See deduction check distribution chart for details on sending out deduction checks.

 FORMCHECKBOX 

BRDDIS (can be done at any time)

 FORMCHECKBOX 
 Print 2 copies of BRDDIS.txt 

 FORMCHECKBOX 
 Use AUTOPOST/BRDDIS. to calculate Medicare.

     Go into USASCN option 3 REQ – update date– F20 to convert requisition

     To Purchase Order, update PO#, PF4 to post, continue with Post & Print             

 FORMCHECKBOX 
 Print PO

 FORMCHECKBOX 
 Process Invoice via USASWEB.
 FORMCHECKBOX 
 Process CKPROC.
 FORMCHECKBOX 
 Prepare deposit slip for payroll account.

 FORMCHECKBOX 

PAYDED
 FORMCHECKBOX 
 Print PAYDED.txt for payroll reports file.                             

 FORMCHECKBOX 
 Print PAYFRM.txt to print deduction checks. Or use PAYDED.DAT for EDGE checks
 FORMCHECKBOX 
 Forward group of deduction checks/invoices/DEDRPT.txt to Jean for signatures.

 FORMCHECKBOX 
 Send invoice and deduction check.

 FORMCHECKBOX 
 File office copies of invoices in annuity folders.


HSA Tape File Submission

If using electronic submission for HSA deposits, submit your HSAACHXXX.SEQ file to the        bank
 FORMCHECKBOX 

FEDERAL TAXES 

 FORMCHECKBOX 
 Call in within 5 days
 FORMCHECKBOX 
 Copy worksheet for payroll folder. 

 FORMCHECKBOX 

STATE TAXES

 FORMCHECKBOX 
 Call in within 5 days
 FORMCHECKBOX 
 Copy worksheet for payroll folder.

 FORMCHECKBOX 

CHKSTS

 FORMCHECKBOX 
 Print CHKSTS.txt for payroll files.

 FORMCHECKBOX 

AUTOPOST

 FORMCHECKBOX 
 Print 2 copies of AUTOPOST_PAYROLL.txt 

 FORMCHECKBOX 
     NEW HIRE

 FORMCHECKBOX 
 Print 2 copies of NEWFRM.txt   
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       RETIRE/SERSREG
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Run RETIRE/SERSREG in projection. The following reports are created:



-SERSREG.TXT



-SERSDET.TXT



-SERSERR.TXT – Make corrections if needed
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Run  RETIRE/SERSREG in actual to create the SERS tape file(s)



-SERS2017031501.SEQ (example)


-SERS2017031501A.SEQ(example Adjustment file, only created if adjustments needed)
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RETIRE/STRSREG
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 Run RETIRE/STRSREG in projection. The following report is created:


-STRSREG



 View to verify days and earnings are accurate
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 Run  RETIRE/STRSREG in actual to create the SERS tape file:



-STRS2017031501.SEQ
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From the USPS-LCL Menu run the option SERS_EMAIL to email your self the SERS tape file(s) for uploading to eSERS
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Open the attachment in Notepad format and then Save the file to your desktop or a folder of your choosing.
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Upload the SERS tape file(s) to eSERS.
End of Month
 FORMCHECKBOX 
    BENACC
 FORMCHECKBOX 
 Print file final accrual BENACC with payroll reports for last pay in month.

 FORMCHECKBOX 

RETIRE


 FORMCHECKBOX 
 Get two purchase orders for board paid SERS and STRS.

 FORMCHECKBOX 
 Print report RETIRE.txt for payroll reports file(demand only, do not create tape file                  until verify all days reported correctly for SERS)

 FORMCHECKBOX 
 Print report RETIRE.txt for monthly SERS/STRS folders/packets.


 FORMCHECKBOX 
 Send email to (LM_STF_FIS) NWOCA that the tape SERS.99** has been created

 FORMCHECKBOX 

Create SERS and STRS monthly purchase orders, invoices, and checks

 FORMCHECKBOX 
 Complete SERS purchase order.


 FORMCHECKBOX 
 Complete SERS invoice.

 FORMCHECKBOX 
 Complete STRS purchase order.

 FORMCHECKBOX 
 Complete STRS invoice 
 FORMCHECKBOX 
 Create checks for both SERS/STRS.

 FORMCHECKBOX 

Complete reports for SERS and STRS


 FORMCHECKBOX 
 Complete form for SERS on system.

 FORMCHECKBOX 
 Print SERSCS.txt

 FORMCHECKBOX 
 Complete report for STRS.

              RETIRE/SERSMONTH

  RETIRE/STRSMONTH
 FORMCHECKBOX 

PAYROLL RECONCILIATION

 FORMCHECKBOX 
 Print form from Documents on PC.

 FORMCHECKBOX 
 Reconcile checks using CHKSTA.

 FORMCHECKBOX 
 Create CHKSTS. 

 FORMCHECKBOX 
 Adjustments as indicated on tape from prior month’s reconciliation packet.

 FORMCHECKBOX 
 Create CHKSTS for outstanding checks.

 FORMCHECKBOX 
 Fill in Outstanding check amount on form.

 FORMCHECKBOX 
 Run DEDRPT for all non-zero deductions.

 FORMCHECKBOX 
 Copy of first page of statement for Jean to post interest from Payroll account to General account.

 FORMCHECKBOX 

INSURANCE

 FORMCHECKBOX 
 Get 4 purchase order numbers/health/dental/life/vision

 FORMCHECKBOX 

For LIFE INSURANCE:

 FORMCHECKBOX 
 Complete worksheet.

 FORMCHECKBOX 
 Complete spreadsheet.

 FORMCHECKBOX 
 Complete LIFE Purchase Order

 FORMCHECKBOX 
 Complete LIFE Invoice


 FORMCHECKBOX 
 Complete LIFE Check (with others) 

 FORMCHECKBOX 

For DENTAL INSURANCE:
 FORMCHECKBOX 
 Complete worksheet.

 FORMCHECKBOX 
 Complete spreadsheet.

 FORMCHECKBOX 
 Complete DENTAL Purchase Order

 FORMCHECKBOX 
 Complete DENTAL Invoice


 FORMCHECKBOX 
 DENTAL Check (with others)

 FORMCHECKBOX 

For HEALTH INSURANCE:

 FORMCHECKBOX 
 Complete worksheet.

 FORMCHECKBOX 
 Complete spreadsheet.

 FORMCHECKBOX 
 Complete HEALTH Purchase Order

 FORMCHECKBOX 
 Complete HEALTH Invoice


 FORMCHECKBOX 
 Complete HEALTH Check (with others)

 FORMCHECKBOX 

For VISION INSURANCE:


 FORMCHECKBOX 
 Complete worksheet.


 FORMCHECKBOX 
 Complete spreadsheet


 FORMCHECKBOX 
 Complete VISION Purchase Order


 FORMCHECKBOX 
 Complete VISION Invoice


 FORMCHECKBOX 
 Complete VISION Check {with others}
 FORMCHECKBOX 

AUDRPT 

 FORMCHECKBOX 
 Run official copy and file.
List of reports to keep in payroll folder.

Text file





Program


When run?


futpay.txt




FUTPAY


every pay

inical.txt




INICAL



every pay

calcerr.txt




CALCPAY


every pay

payrpt.txt




CALCPAY


every pay

dedtot.txt




CALCPAY


every pay

deddet.txt




CALCPAY


every pay

budpro.txt




CALCPAY


every pay

buddet.txt




CALCPAY


every pay

buddis.txt




CHKUPD


every pay

disdet.txt




CHKUPD


every pay

paysum.txt




PAYSUM


every pay

paydir.txt/with direct deposit information

PAYDIR


every pay

dedsum.txt




DEDRPT


every pay

dedrpt.txt




DEDRPT


every pay

brddis.txt




BRDDIS


every pay

payded.txt




PAYDED


every pay

chksts.txt




CHKSTS


every pay

autopost_payroll.txt



AUTOPOST


every pay

abs101.txt (for dates within pay period)

ABSRPT


every pay

benacc.txt (actual)



BENACC


end of month

retreg.txt (demand copy or copy of monthly)
RETREG


end of month

audrpt.txt




AUDRPT


end of moth qrtrpt.txt (demand copy)



QRTRPT


end of quarter

w2 rept.txt




W2RPT.txt


end of cal year[image: image10.png]
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