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MVECA USAS EMIS FINANCIAL (H) REPORTING 
CHECKLIST  


 


The following checklist outlines the steps to be followed when reporting financial fiscal 
yearend data to ODE.  * INDICATES THAT THESE STEPS ARE REQUIRED FOR THE 
14H MANIFEST THAT EXPIRES ON 8/20/14. 
 
___1*.  Before closing USAS for the fiscal year, run the program VALACT to insure that no 
invalid accounts exist in the account master file.  If invalid accounts do exist, they have to 
be eliminated before processing USAEMSEDT. Invalid accounts can be eliminated via 
ACTCHG or FNDCHG program by changing them to valid account codes.  AOS USAS 
manual Appendix A defines all of the changes from fy13.    
 
___2*.  Enter EMIS Fund Categories for required funds.  The category defines the 
FUND/SCC describing what type of fund it is for EMIS yearend financial data processing 
and is required for funds that have multiple sources of revenue as defined in the biennial 
budget.  You may run an EMISFCAT report for a listing of all cash accounts with their EMIS 
fund category. See ODE EMIS manual, Chapter 6.2, starting on page 3.  


 
 
IF NEEDED THE FOLLOWING STEPS CAN BE PERFORMED FROM THE USAS 
FISCAL YEAREND BACKUP; BUT MUST BE COMPLETED AND SUBMITTED AS 
REQUIRED BY THE DATA SUBMISSION REQUIREMENTS 


___3*.  The Building Profile, Central office square footage and ITC IRN information must be 
entered in the USAEMSDB program. The building profile includes information to report the 
correct square footage, bussing percentages, and lunchroom percentages for each building 
in your district. The district profile includes information to report the central office square 
footage for your district.  


MENU>USAEMSDB 
o Option 1. DSTMNT - EMIS District Info Maintenance  - Central Office Square 


Footage and  ADD MVECA’s IRN = 086488  
 Central Office Square Footage = Include the square footage of the 


central office space and any other facility directed by the central 
office not already reported under a separate IRN.  ESCs should 
report all zeros (000000000) 
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o Option 2.  BLDMNT  - EMIS Building Info Maintenance -  Previous year’s 
values will be displayed. Update transportation and lunchroom percentages 
and correct square footage fields, if needed  


 Transportation and Lunchroom Percentages must total 100% 
Building     Square  Transportation  Lunchroom 


IRN    Feet  Percentage  Percentage 


 000000  Sampleville Elementary  33908  50  50 


111111  Sampleville Middle  45650  25  25 


222222  Sampleville High School  51962  25  25 


    
___4*.  OPU - Use USASWeb/ Operational Units to query all the OPUs;  and make 
modifications if needed 
 


 
The entity type is set to "C" if the OPU is set up to track central office expenses. Otherwise, 
the entity type is left blank.  IRNs must belong to your district.  The IRN used determines 
what building an expenditure will be reported. Run OPULST for a report of your OPUs, if 
needed. 


 
USAEMSEDT options are not required for the current 14H 
manifest.  These elements will be required for the 14H 
supplemental manifest that will run from 8/29 – 9/30.   
 
___5.  Run USAEMSEDT - Must enter all 4 options even if there is nothing to input. 
 


o Cash Reconciliation – Exhibit 1 - enter bank ending blanaces, deposits in 
transit, outstanding check totals, adjusting entries, investment information and 
petty cash amounts.  The total ending balance must equal the current fund 
balance on FINSUMM.  Creates CSHREC.TXT 
 


o Federal Assistance Programs Summary – Schedule of Federal Assistance 
Summary -  Reports if distirct had more or less than $500,000 in Federal 
expenditures during the fiscal year.  Creates FEDSUM.TXT 


 
o Federal Assistance Programs Detail – Schedule of Federal Assistance Detail 


 Run the initialization option to delete all 5xx funds from previous year 
and creates a new record for non-zero figures for current fiscal year. 


 Add CFDA #  to new records 
 Add /Update federal aid received on non 5xx funds  


OPUs found in 
Configuration 
menu option 
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 Districts with federal loans for Adult Ed programs see AOS Bulletin 
2009-002.  Non-federal fund numbers 022 and 012 need to be added 
to this detail. 


 ODE’s webpage contains a summary report of federal contributions 
 Creates FEDDET.TXT 


 
o Civil Proceedings – Statement R - If the district is involved as a plaintiff or 


defendant in any law suits, they should be disclosed here.  CVLPRC.TXT  
 
___6*.  Run USAEMS once satisfied with the accuracy of reports.  Extracts USAEMSEDT 
and USAEMSDB data and creates USAEMS_EMISR.SEQ and USAEMS.SEQ.  
 


 Answer ‘N’o to “Are you extracting for an Information Technology Center?” 
 Accounts extracted are based on the “SM1/SM2” flag on the cash account  
 Will validate EMIS Fund Category and issue errors. 
 Will check CSHREC (Cash Reconciliation) to see if it balances.  


 
___7*.  Execute USAEMS_FTP to transfer the USAEMS_EMISR.SEQ file to the data 
collector 
 
____8.  Compile your capital assets information before  Reporting period H closes.  


o EIS DISTRICTS 
 Add current year capital assets 
 Execute EISEMS – This produces EISEMS.SEQ 
 Execute EISEMS_FTP – This transfers the file to the Data Collector 


Other Data Sources 


o NON-EIS DISTRICTS 
 Enter your capital asset information into EMIS-Flat File Editor   
 Export sequential file and save it to your local drive. 
 Login to the Data Collector and upload this file to the Other Data 


Sources for reporting period P 
 


___9*.  The manifest for the H reporting period will be both a SIF collection (Accounts, 
Receipts, Expenditures, and OPUs) and Other Data Source (USAEMS_EMISR.SEQ and 
EISEMS.SEQ or file from Flat File Editor).  Login to the Data Collector and collect, prepare, 
preview, certify and submit  your data to ODE 
 
PROCESSING USAEMSEDT AFTER CLOSE OF USAS FISCAL YEAR 
 
___1H.  At the menu prompt execute the command 4502HIST 
 
 Menu>4502HIST 
 
___2H. Process any steps that were not completed prior to closing USAS.   
 
___3H  Add a Unicenter request to have a new backup created and to copy the USAEMSEDT 
reports out to FISCALCD.  
  
___4H.  Return to live files Menu>4502live 
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2014 MVECA USAS FISCAL YEAR END  
 


The following checklist outlines the steps to be followed when closing out USAS for the  
month, quarter and fiscal year. 
 


PRE-CLOSING PROCEDURES 
 


      1.  Follow the EMIS Financial Reporting Period H Checklist.  Much of the USAS 
fiscal yearend closing is related to reporting financial information to ODE and AOS.  
Some of the steps on that checklist should be executed prior to closing the June and/or 
the fiscal year.  


      2.  Run the program VALACT to insure that no invalid accounts exist in the account 
master file.  If invalid accounts do exist, they have to be eliminated before processing 
USAEMSEDT. Invalid accounts can be eliminated via ACTCHG or FNDCHG program 
by changing them to valid account codes. 
 
      3.  The APPROP program can be used to enter Next Year Proposed budget and 


revenue estimates.  Options 1-4 are used if budgeting before running ADJUST to close 
the fiscal year. (Options 5-8 are used to add initial budget after the close of the fiscal 
year.)  
 


 
MONTH END CLOSING 


 
      4.   ENTER ALL TRANSACTONS FOR THE CURRENT MONTH. 
 
      5.   Reconcile the USAS records with bank(s). 


 Perform districts normal bank reconciliation procedure.  
 Generate Cash Reconciliation using the cash reconciliation (option 


1) of the USAEMSEDT program, summary FINDET,FINSUMM, 
PODETL (Outstanding POs) & BALCHK reports. 


 
      6.  Examine the MTD, YTD, FYTD revenue & expenditure lines on the BALCHK 
report.  The dollar amounts for cash and revenue accounts should be identical for each 
line on the report. 
  
      7.  Compare Current Encumbered totals from the BALCHK and PODETL reports.  
Execute the program FIXENC to correct if errors occur and then regenerate BALCHK 
and compare totals.  If the totals still do not balance contact MVECA for assistance. 
 
      8.  Run FINSUMM selecting the option to automatically create the FINDET for 
comparison.  This will cause the FINDET report to be generated with the same selection 
criteria as the FINSUMM.   


 
  If all the above steps are performed and totals agree, accounts are balanced. Proceed! 
 
COMPLETE STEPS 9 & 10 ONLY IF TRACKING SM2 FIGURES 
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      9.  Optional - RUN THE SM12 PROGRAM AND SELECT THE “CALCULATED 
OPTION”.  Upon completion generate a report if desired.   
 
      10.  Generate the quarterly SM12 report and check it carefully.  If errors occur, 
discontinue this procedure and contact MVECA for assistance in making the necessary 
corrections. 
   
      11.  GENERATE ALL NEEDED MONTH-END REPORTS. 
 
The following is a list of the MINIMUM report listings recommended for retention on a 
monthly basis: 


___USARPT/BUDSUM using YTD (or split) Budget Summary-All Funds 
___USARPT/APPSUM using YTD (or split) Appropriation Summary-All Funds 
___USARPT/REVSUM using YTD option Revenue Summary-All Funds 
___POSUMM summary of PO’s 
___PODETL detail report of PO’s 
___ FINSUMM and FINDET Reports 
___RECLED Reports-All funds, All options 
___CHKREG Detailed Check Register for the Month 
___CSHREC -Cash Reconciliation Report using the cash reconciliation (option1) 


of the USAEMSEDT (or 4502) Program 
___VENDOR2 - Vendor Listing with FYTD Threshold for Auditors 


 
Retention note:  It is recommended that the above reports be stored until the 
books have been audited. 
 


 
FISCAL YEAR END CLOSING 


 
      12.  RUN THE USAS AUDITOR EXTRACTION PROGRAM, USASAUD. 
(Answer “Y” to the question “Send data to the AOS now”)      
This program will take information from the Account Master, Vendor, Check, and  
Receipt files and create 3 new data files:  ACCTAUD.SEQ, VENDAUD.SEQ  
and TRANAUD.SEQ.  Do not attempt to print these files.  Reports of this data will 
also be created called ACCTAUD.TXT, VENDAUD.TXT and TRANAUD.TXT.  These 
reports will detail the exact information that the auditor’s office is receiving in the above 
files.  The ACCTAUD, VENDAUD and TRANAUD.SEQ file along with a FINSUMM fy 
fund are sent via email to the State Auditor’s Office where it may be used in the auditing 
process. 
 
Contact MVECA if you do not receive an email from the auditors office confirming 
the receipt of your files. 
 
      13.  The GAAP_EXP option of USAEXP can be run before or after fiscal yearend 
closing. 


 GAAP_EXP will create the file necessary for uploading into the 
WEB_GAAP system and also allows you to enter the email address of the 
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person you wish to send the export file to.  Multiple addresses may be 
entered by separating them with commas. 
For more information on Web-GAAP and legacy cash reports you can go to the GAAP 
Wikki http://gaapwiki.oecn.k12.oh.us/index.php?title=Main_Page  


 
      14.  Run WORKCOMP or BWCRPT- Workers compensation Report if 6 months of 
data is needed. 
 
      15.  Generate any fiscal year end reports that may not be included in the FISCALCD step 
below with the sort options preferred.  


 CSHREC, FEDSUM, FEDDET and CVLPRC will copy to MonthlyCD 
 TRANADV, also, added to MonthlyCD 


 
IMPORTANT STEP BELOW: 
 
      16.  USAS_FYBCK - TO BACKUP THE  DATA 
FILES – Users may not access USAS files during 
the backup procedure-including certain payroll 
screens.  If you have a file conflict, write 
fiscal@mveca.org before trying to execute the 
backup a second time. 
(Do not proceed until this is accomplished.) 
 
      17.  Run FISCALCD (BEFORE ADJUST). This procedure will generate a 
standardized set of fiscal USAS financial reports available from MonthlyCD on the  
MVECA/Fiscal Webpage and can be archived to CDRom, if desired. 
(See FISCALCD REPORTS AND SORT OPTIONS, USAS Reference Manual) 
  
      18.  Run ADJUST for month-end (JUNE ONLY) saying Y to run Monthly CD. Then 
choose option 1 to perform month-end processing.  The program will ask for which 
month and a confirmation that ALL processing for that month is complete.   
 
      19.  Run ADJUST  for yearend saying N to Monthly CD and choosing OPTION 2 
(year-end processing) and then select the FISCAL option. 
 
 
This completes all necessary steps to close USAS for the fiscal year.  BEGIN 
PROCESSING FOR FY 2015   
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POST-ADJUST PROCESSING 


 
       20.  Run USACERT 


 
The USASCERT/CERTBAL program produces a Certificate of Available balances report 
which is to be submitted to the county auditor at the beginning of the fiscal year. 
CERTBAL pulls the necessary data directly from the account master information. 
Reporting requirement states that only interest earnings are to be considered available 
for expenditure when certifying the year-end balances of non expendable trust funds to 
the county auditors.  Therefore, CERTBAL will report the FYTD expendable amount for 
these funds (008) instead of the July 1 cash balance. Thus, the expendable amount for 
these funds should reflect the amount of accumulated unspent interest, and not contain 
any principal amounts.  (See AOS Bulletin 98-004 for more information on this 
requirement.) It is necessary to enter any advances that have not been repaid when 
generating the report.  


 
      21.  Tracking receivables 


• The PAYABL program generates a report listing all accounts payable. This report 
is particularly useful in determining all payable amounts as of the last day of the 
fiscal year (necessary for GAAP reporting). 


• In order for the PAYABL program to generate a report, accurate received dates 
must be entered when invoicing items in USASWEB. Please note the received 
date will automatically default to the invoice date if another date is not 
manually entered. 


• The PAYABL program's "Date Selection" field defaults to June 30 of the last 
fiscal year closed. You have the option of overriding the default date. This date, 
along with the received date entered in USASWEB, and the payment date are 
then used in determining what items will be reported as payable amounts. Only 
items that have a received date prior to the date entered and a paid date after the 
date entered, or have not yet been paid, will be reported. For example when 
determining payable amounts as of the end of a fiscal year, the "Date Selection" 
would be set to June 30, XXXX. The report would then display any items that 
have been invoiced with a received date prior to June 30 but have not yet been 
paid or the paid date is after June 30. 


 
 
 


 
 
 


             
 


Use Paste 
option to fill 
date to all 
items 
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USAS FISCAL YEAREND CHECKLIST AT A GLANCE
Pre-Closing Procedures


1. EMIS Financial Reporting Period H Checklist*


2. Run VALACT


3. Add Next Year Proposed amounts to budget and revenue accounts


4.     Perform regular Month-end Balancing


Fiscal Yearend Procedures


5.     Run USASAUD to send files to AOS*


6.     Generate your custom reports that need archived


7.     Run FISCALCD   


8.     Run USAS_FYBCK to backup your files before running ADJUST


9.     Run ADJUST for month-end – MONTHLYCD will automatically run


10.   Run ADJUST for yearend processing and selection Fiscal


Post Fiscal Yearend Procedures


11.   Run USAEXP/GAAP_EXP (Can be run before or after closing fiscal year.)


* These steps can be executed from the fiscal yearend backup created in step 6 above 


EMIS Financial Reporting Period H Checklist At A Glance


 Run VALACT- correct invalid accounts


 Enter EMIS Fund Categories to Cash accounts, where applicable


 Run USAEMSDB to add the district building data*


 Creates the DN record required for the manifest that expires on 8/20


 Review the OPUs and make changes where needed


 Run USAEMSEDT- Cash Reconciliation, Federal Assistance Summary and Detail and Civil 
Proceedings*


 Run USAEMS to create the flat file and USAEMS_FTP to transfer the file to the Data Collector*


 EIS users RUN EISEMS and EMIS_FTP to transfer capital assets to the Data Collector


 Non-EIS districts use the Flat File Editor to create a flat file for capital assets


* Can be executed from the fiscal yearend backup
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EMIS Financial Reporting Period H Checklist
 VALACT – lists invalid accounts 


 Fatal error will prohibit the creation of the sequential file when executing USAEMS


 Use ACTCHG to change to new accounts


 New option added last year to upload a spreadsheet 


 Requires specific headers


 One to one relationship only.  If changing a single account code to many different codes, change one account code 
and then split the one created into many by using the additions and deduction fields.  


 User cannot cross funds with ACTCHG. The old and new account must belong to the same cash account.


 If the SCC on the old account is between 0000 and 8999, this account belongs to the fund with a SCC of 0000 so 
the new account must also have a SCC between 0000 and 8999. For example, 009 5000 account is part of the 009 
0000 cash account. 009 9000 account is a separate cash account - it doesn't belong to 009 0000.


 If the SCC on the old account starts with 9, then the FUND and SCC of the new account must exactly match the 
FUND and SCC of the old account. SCC's of 9000-9999 provide separate cash accounts. For example, 009 9111 and 
009 9112 are two separate cash accounts


 If you enter an account number which was previously entered as an old or new account in the same run of 
ACTCHG, the changes will not be allowed to take place. An error message will be received explaining that you 
must either enter this change through a separate run of ACTCHG or change the account number. Please refer to 
this error message and others in the "ERROR MESSAGES" section at the end of the chapter.


 You may need to manually change USPS mapping entries and USASEC security account filters for those accounts 
that no longer exist due to ACTCHG modifications.


May Release of new validations
 Currently is requiring an OPU that is assigned to a building IRN for the following functions:


 2110 Direction of Support Services - Pupils


 2121 Service Area Direction


 2131 Service Area Direction


 2141 Service Area Direction


 2151 Service Area Direction


 2171 Service Area Direction


 2211 Service Area Direction


 2221 Service Area Direction


 2231 Service Area Direction


 2490 Other Administration Services


 According to Londa Schwierking, involved in the creation of the crosswalk to align state account codes 
with federal reporting, the intent was for districts to only use the xxx1 code for supervisors who are 
assigned to a specific building for that service area.  The national coding system looks at any 
supervision in a school as being under the 24xx administration codes, not support services.


 Therefore, the speech pathologists need to be coded to 2152 instead of 2151, and psychologists as 
2142 not 2141 It is not about creating OPU's for these jobs, it is about putting the right code on these 
jobs. 
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ACTCHG Options


 B - Change budget account and associated transactions
This option will change the entered budget account and all transactions associated with that account to the newly entered 
account code.


 R - Change revenue account and associated transactions
This option will change the entered revenue account and all transactions associated with that account to the newly entered 
account code.


 H - Hold update for processing at a later time
The "Hold" option allows you to make any wanted changes, but to delay the posting of those changes until you are ready. The 
"Hold" option will also be automatically chosen by the program if while
updating files, the program encounters a file "locked by another user". To recover from a file ledocked or continue with 
changes previously put on "Hold", you simply need to rerun the ACTCHG program and answer "Y" to the "ACTCHG file exists, 
would you like to continue using this file" prompt. This will enable you to continue with posting the previously entered changes
or to make additional changes. Saying "No" to this prompt will erase all of the previous changes that had been entered through 
ACTCHG and the accounts will not be updated.


 S - Change accounts using spreadsheet file


 The "S" option allows you to make numerous account code changes at once via a CSV or tab-delimited file. The spreadsheet 
must contain a header row with labels. (A template has been attached to this chapter.) Budget and Revenue accounts may be 
processed in a single file if desired. The "S" option will prompt, if the spreadsheet should be processed for "Validation only (V)" 
or "Add records to ACTCHG.IDX (A)" with the default being "V".


 Any warnings or errors encountered while processing the spreadsheet file will be written to ACTCHGERR.TXT showing the 
old/new accounts and the error. The ‘V’ option is recommended to be run first and will simply validate your changes and 
report any warnings or errors. Once the validation run is clean, it is recommended to re-run ACTCHG using the “S” option and 
an actual run, which will add the account changes to the ACTCHG.IDX file. If the spreadsheet is being processed for an actual 
run without a clean validation run, any Fatal errors encountered will prevent that account change from being written to the 
ACTCHG file.


 Upon completion of the “S” (spreadsheet) option, the ACTCHG program will be exited. To proceed with actual updates to the 
accounts, it will be necessary to re-run ACTCHG, answering ‘Y’ to continue with the existing ACTCHG.IDX file and using the ‘E’ 
option.


 E - End this session and update transaction files with information entered
The "E" option ends the current session and posts any changes currently entered.  Always run in batch.  


 Q - Quit (End this session with no file updates)
The "Q" option ends the current session and allows for no changes to be made.
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EMIS Financial Reporting Period H 
Checklist


 NEW this year – MULTIPLE MANIFESTS FOR 14H


 Current manifest opened on May 2nd


 Validations for fy14 were added to manifest on 5/23


 This manifest can be collected as a SIF and flat file


 SIF will collect all account information directly from USAS


 USAEMS will create a flat file of the DN record required


 USAEMS will not longer fatal if the USAEMSEDT options are not complete


 It will not check the cash balance with FINSUMM


 Must still go to the federal assistance summary and add the fiscal year before executing 
USAEMS 


 Available for you to collect, prepare, preview certify and submit through 8/20


 No data submission requirements YET


EMIS Financial Reporting Period H 
Checklist


 New manifest starting in September for the non-Local Report Card elements


 USAEMSEDT OPTIONS


 Capital assets


 EISEMS can be executed when all transactions are complete for the fiscal year


 You DO NOT have to close your EIS for the fiscal year


 Some of the options on the checklist can be executed from the fiscal yearend backup 


 USAEMSDB


 USAEMSEDT


 USAEMS and USAEMS_FTP


 Webex was held and recorded on 5/23.  Let me know if you want the link to the recording.  
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Financial Records for H Reporting


CASH, 
EXPENDITUR
E, RECEIPT


USAS


District/ 
Building Data
Central Office 


Sq footage
MVECA’s IRN


Bldg Sq
Footage, 


Transportation 
percentage,
Lunchroom 
percentage


USAEMSDB


Cash and 
Fund Balance 
Reconciliation
, Schedule of


Federal  
Assistance 
Detail and 
Summary,


Civil 
Proceedings


USAEMSEDT


Operational 
Unit


OPUEDT (or 
USASWEB 


entry)


USAEMS combines these  elements 
into a single file, 
USAEMS_EMISR.SEQ,
that can be transferred  to DC using 
USAEMS_FTP


Capital 
Assets 


EISEMS 
or FFE


DATA COLLECTOR


SIF


Next Year Proposed 


 Run BUDWRK and/or REVWRK as output 
.csv


 Add proposed appropriations to the 
Proposed column


 Use APPROP option NYPLOAD to upload the 
spreadsheet


 Populate the Next Year Proposed field on 
the account


 Move to INITIAL_BUDGET when ADJUST is 
run for the fiscal yearend
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Month-end Closing
 Follow normal process of closing out for the month


 After all transactions have been entered, reconcile USAS with the bank


 BALCHK totals should be in balance


 Ensures all underlying accounts are in balance with the associated cash 
account


 Current encumbered from BALCHK should balance with PODETL


 Cash Reconciliation from USAEMSEDT should balance with FINSUMM


 FINSUMM needs to balance with FINDET


 Figures are coming from 2 completely different areas


 FINSUMM pulls amounts from the account file


 FINDET pulls amounts from the detailed transaction files


 If the 2 do not balance, means something did not get completely updated during processing


 Run SM2 CALC option if tracking SM2 figures


 Review report for accuracy


 Optional – also runs automatically as part of ADJUST


 Generate any Month-end custom reports not archived by MONTHLYCD


11


Fiscal Yearend Closing


 Run USASAUD


 Answer "Y" to the question "Send data to AOS now." This program will take 
information from the Account Master, Vendor, Check, and Receipt files and create 3 
new data files, ACCTAUD.SEQ, VENDAUD.SEQ, and TRANAUD.SEQ, do not print 
these files. 


 These files, along with a FINSUMM report will be sent via email to the State 
Auditor's office where they may be used for help in the auditing process.


 Reports of this data will also be created called ACCTAUD.TXT, VENDAUD.TXT, and 
TRANAUD.TXT. These reports will detail the exact information that the auditor's 
office is receiving in the above files. They may be archived, if desired.


 Field available for additional email addresses if you have other auditors that need 
the files.
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Fiscal Yearend Closing


 Generate any reports that are not created and archived by FISCALCD


 Execute FISCALCD


 Execute USAS_FYBCK


 This program requires exclusive access to USAS.  If you see a file conflict, send an 
email to fiscal@mveca.org.  We will have to clear the directory for you to be able 
to execute the backup again.  


DO NOT PROCEED until the backup is created successfully


 Run ADJUST for Month-end  


 MONTHLYCD will automatically run when ADJUST is executed from the menu


 Run ADJUST for yearend processing select “fiscal”
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Fiscal Yearend ADJUST


 Accounts
 Amounts moved to USAHIST file


 Current fund balance moved to July 1st Cash Balance


 Future Year Encumbered added to Future Encumbered then cleared


 Future Year Requisitioned added to Requisitioned Amt then cleared


 Next Year Proposed moved to Initial Budget/Rev. and then cleared


 Current encumbrances moved to Carryover Encumbrances


 Fiscal-to-date amounts cleared


 Calculated fields recalculated


 GAAP Original fields set to new expendable/receivable


15


Fiscal Yearend ADJUST


 Vendors


 Fiscal-to-date amount cleared


 USASDAT/USACON


 Current Fiscal Year updated


 SM2/ADJUST monthly access flags cleared


16
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GAAP Conversion


 Run USAEXP/GAAP_EXP option to create necessary files for GAAP reporting


 Can be run either before or after closing out


 Creates file (GAAPEXP.TXT) to be uploaded into WebGAAP


 Emails GAAPEXP.TXT to specified email address for uploading into WebGAAP 


17


USAEXP/GAAP_EXP


18
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 Please refer to the checklist for details about each step.  


 QUESTIONS?








Possible VALACT messages 
 


“Invalid Fund Per Current Blue Book Standards” 


◦ The Fund is no longer valid in USAS.   


◦ WARNING will precede the message if there was no activity against the fund; you can choose to 
ignore the warning. 


◦ FATAL will precede it if there is any activity against the fund; it will cause errors when running 
USAEMS 


◦ Invalid Fund messages are mainly associated with grant funds so if AOS does not assign a new fund 
number to replace the invalid one, you can FNDCHG it to a miscellaneous account (499/599 with a 
unique SCC) until you find out what needs to be done with the leftover monies. 


 
“Function must be defined at a higher level of detail” 


◦ The same applies for receipt or object codes 


◦ The dimension (function, receipt or object code) is no longer valid in USAS;  AOS has defined it to a 
higher level of detail 


◦ WARNING will precede the message if no activity against this code; you can choose to ignore the 
warning. 


◦ FATAL will precede it if there is any activity against the code;  need to use ACTCHG to make the 
necessary updates 


 
“Invalid object per the current blue book standards. “ 


◦ The same applies for function or receipts codes 


◦ The dimension (function, receipt or object code) is no longer valid in USAS 


◦ WARNING will precede the message if no activity against this code; you can choose to ignore the 
warning. 


◦ FATAL will precede it if there is any activity against the code;  need to use ACTCHG to make the 
necessary updates 


 
“ODE requires SUBJ or IL to be entered for this func/obj in most cases” 


◦ according to EMIS requirements (chapter 4 of ODE's EMIS Guide), ODE wants a subject or 


instructional level on certain types of accounts. Rule of thumb: if it’s a high school or middle/junior 


high class where teachers teach specific courses, a subject code should be provided. If it’s an 


elementary, then an instructional level should be provided. However, ODE states that there are cases 
where this doesn't apply and it is okay in those cases not to provide the subject or IL code.  So since it 
is not enforced, it will display in VALACT as a warning. 


 
“A Valid EMIS category should be entered for this fund” 


◦ WARNING will precede this message if you entered an “*” in the EMIS Fund Category for a fund that 
requires an EMIS Category code.  This is intended for you to verify (double-check) that there isn’t an 
existing code that should be used.  If no proper code exists,  the * should be used.   


◦ WARNING will also precede message if EMIS Fund Category is blank for a fund that requires an EMIS 
Category code and there is no activity against this code;  Even though a warning, strongly advise to 
enter a fund category (or an *) to that cash account. 


◦ FATAL will precede this message if the EMIS Fund Category is blank for a fund that requires a fund 
category code and there is activity against this fund.  Must enter a fund category to the cash account 


 


 






Instructions

		1.  Complete spreadsheet 

		2.  Save as .csv (Comma Delimited) file

		3.  Transfer csv file to host

		4.  Execute ACTCHG select S (spreadsheet) option 

				a.  Add Spreadsheet filename

				b.  Run as VALIDATE

		5.  Error output filename = ACHTCHGERR.TXT - fix spreadsheet and go to step 2.

		6.  Once spreadsheet is error free - execute ACTCHG select S option as Add records

				a.  Any fatal erros will prevent that particular account change to be written to the ACTCHG file

				b.  If successful, ACTCHG will exit 

		7.  To proceed with actual updates, execute ACTCHG select option E

				a.  E - End Session and update transaction files with information entered

				b.  Option to run in batch is recommended.  - any USAS instances will conflict with ACTCHG

		NOTE:  ACTCHG changes all transactions that are in your live directory.  Consider that the Data Collector will pull data from your live directory for 13H reporting

				Do not make ACTCHGs in FY14 until your final submission of 13H





ACTCHG

		TRANSACTION_INDICATOR		OLD_FUND		OLD_FUNC_RCPT		OLD_OBJ		OLD_SCC		OLD_SUBJ		OLD_OPU		OLD_IL		OLD_JOB		NEW_FUND		NEW_FUNC_RCPT		NEW_OBJ		NEW_SCC		NEW_SUBJ		NEW_OPU		NEW_IL		NEW_JOB
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overview


This program allows you to change account codes in the account master file. As these account codes are changed, all
associated transaction file records will be changed accordingly. You will also be given the option to perform these changes
through a batch process which can run at night. By utilizing the overnight batch process it is less likely that the program will
encounter a file which is locked by another user. If the batch process is not used, and the program does encounter a file locked
by another user, it will quit and place the changes on "hold". Please refer to the ACTCHG Options section in this chapter for
more information on how to recover or continue with ACTCHG entries that have been put on hold either by encountering a file
locked error during posting or by choosing the "Hold" option.


ACTCHG can be used to collapse multiple accounts into one new account. If the new budget or revenue account does not exist
on the account master file, ACTCHG will add it automatically.


Each time ACTCHG is executed, a .TXT file is created. It is recommended that this .TXT file be printed and retained for auditing
purposes.


Restrictions


User cannot cross funds with ACTCHG. The old and new account must belong to the same cash account.
If the SCC on the old account is between 0000 and 8999, this account belongs to the fund with a SCC of 0000 so the
new account must also have a SCC between 0000 and 8999. For example, 009 5000 account is part of the 009 0000
cash account. 009 9000 account is a separate cash account - it doesn't belong to 009 0000.
If the SCC on the old account starts with 9, then the FUND and SCC of the new account must exactly match the FUND
and SCC of the old account. SCC's of 9000-9999 provide separate cash accounts. For example, 009 9111 and 009
9112 are two separate cash accounts.


 


accessing the program


To use the ACTCHG program, type the following command:


$ RUN OECN$BUD:ACTCHG


at the $ prompt or in the menu system type:


Menu>ACTCHG


 


sample run


If you enter an account number which was previously entered as an old or new account in the same run of ACTCHG,
the changes will not be allowed to take place. An error message will be received explaining that you must either enter
this change through a separate run of ACTCHG or change the account number. Please refer to this error message and
others in the "ERROR MESSAGES" section at the end of the chapter.


You may need to manually change USPS mapping entries and USASEC security account filters for those accounts
that no longer exist due to ACTCHG modifications.







 


** ACTCHG **


    This program allows the user to change account codes in
    the account master file.  As these account codes are
    changed, all associated transaction file records will be changed
    accordingly.


    ** NOTE **


    USPS mapping entries as well as the USASEC security account filters
    may need to be changed manually.


    ** Main Menu Options: **


       B - Change budget account and associated transactions
       R - Change revenue account and associated transactions
       H - Hold update for processing at a later time
       S - Change accounts using spreadsheet file
       E - End this session and update transaction files with
           information entered
       Q - Quit (End this session with no file updates)
       ? - Display this list of options


    Enter `?' for Menu or
    enter an option  <Q>: _
                          B


    Enter District Name: ________________________________________
    <CR> for USASDAT name    <CR>


    Enter old account number


    Fund? ___
          001
     Function? ____
               1100
      Object? ___
              511
       Special Cost? ____
                     <CR>
        Subject? ______
                  <CR>
         Op Unit? ___
                  001
          Inst Level? __
                      <CR>
           Job Asg? ___
                    <CR>


    Old account is:  001 1100 511 0000 000000 001 00 000
    Description   :  Educational Supplies - Elementary


    Is this correct? (Y/N <Y>) _
                              <CR>


    Enter new account number







    Fund? ___
          001
     Function? ____
               1100
      Object? ___
              511
       Special Cost? ____
                     5100
        Subject? ______
                  <CR>
         Op Unit? ___
                  002
          Inst Level? __
                      <CR>
           Job Asg? ___
                    <CR>
    New account is:  001 1100 511 5100 000000 002 00 000


    Is this correct? (Y/N <Y>) _
                               <CR>
    Account Change Entered.


    Enter `?' for Menu or
    enter an option  <B>: _
                          E


    You may perform the updates in batch overnight, or you
    can perform the updates now.  Running the updates in
    batch will help avoid conflicts with any other users
    who may be currently using the files.


    Do you want to run the updates in batch? (Y/N) <N> _
                                                       <CR>


    Searching ACCT.IDX file, please wait. . .


    Searching USAHIST.IDX file, please wait. . .


    Searching AUDITS.IDX file, please wait. . .


    Searching INAMT.IDX file, please wait. . .


    Searching INVPAY.IDX file, please wait. . .


    Searching POAMT.IDX file, please wait. . .


    Searching EISACQ.IDX file, please wait. . .


    Searching RECEIT.IDX file, please wait. . .


    Searching REQ.IDX file, please wait. . .


    Searching XREF.IDX file, please wait. . .


    Searching AR.IDX file, please wait. . .


    Searching Payroll PAYACT.IDX file, please wait. . .


    Searching Payroll USPNEWPAY.IDX file, please wait. . .







    Searching Payroll ACCHIS.IDX file, please wait. . .


    Searching Payroll USPCURPA.IDX file, please wait. . .


    Searching Payroll USPFUTPA.IDX file, please wait. . .


    Searching batch processing files, please wait. . .


    Report name is ACTCHG.TXT


    Processing completed.







 


actchg options


The main menu options in ACTCHG are explained in more detail below:


B - Change budget account and associated transactions
This option will change the entered budget account and all transactions associated with that account to the newly entered account code.


R - Change revenue account and associated transactions
This option will change the entered revenue account and all transactions associated with that account to the newly entered account code.


H - Hold update for processing at a later time
The "Hold" option allows you to make any wanted changes, but to delay the posting of those changes until you are ready. The "Hold" option will
also be automatically chosen by the program if while
updating files, the program encounters a file "locked by another user". To recover from a file ledocked or continue with changes previously put on
"Hold", you simply need to rerun the ACTCHG program and answer "Y" to the "ACTCHG file exists, would you like to continue using this file"
prompt. This will enable you to continue with posting the previously entered changes or to make additional changes. Saying "No" to this prompt
will erase all of the previous changes that had been entered through ACTCHG and the accounts will not be updated.


S - Change accounts using spreadsheet file


The "S" option allows you to make numerous account code changes at once via a CSV or tab-delimited file. The spreadsheet must contain a
header row with labels. (A template has been attached to this chapter.) Budget and Revenue accounts may be processed in a single file if


The "S" option will prompt, if the spreadsheet should be processed for "Validation only (V)" or "Add records to ACTCHG.IDX (A)" with thedesired.  
default being "V". 


Any warnings or errors encountered while processing the spreadsheet file will be written to ACTCHGERR.TXT showing the old/new accounts and
the error.  The ‘V’ option is recommended to be run first and will simply validate your changes and report any warnings or errors.  Once the
validation run is clean, it is recommended to re-run ACTCHG using the “S” option and an actual run, which will add the account changes to the
ACTCHG.IDX file.   If the spreadsheet is being processed for an actual run without a clean validation run, any Fatal errors encountered will
prevent that account change from being written to the ACTCHG file.


Upon completion of the “S” (spreadsheet) option, the ACTCHG program will be exited.  To proceed with actual updates to the accounts, it will be
necessary to re-run ACTCHG, answering ‘Y’ to continue with the existing ACTCHG.IDX file and using the ‘E’ option.


E - End this session and update transaction files with information entered
The "E" option ends the current session and posts any changes currently entered.


Q - Quit (End this session with no file updates)
The "Q" option ends the current session and allows for no changesto be made.


sample report


ACTCHG Report


DATE: 05/18/1998                            ACCOUNT CHANGE REPORT          
PAGE:   1
TIME: 11:33:34                               SAMPLE CITY SCHOOLS           
(ACTCHG)
 FILE          FILE KEY                         OLD ACCOUNT CODE           
NEW ACCOUNT CODE
         ACCOUNT NUMBER CHANGED  /FIELD CHANGED    OLD AMOUNT              
NEW AMOUNT


ACCT     020011110511510000000000200000   020011110511000000000000100000  
020011110511510000000000200000
USAHIST  1997                             020011110511000000000000100000  
020011110511510000000000200000
USAHIST  1996                             020011110511000000000000100000  
020011110511510000000000200000
USAHIST  1995                             020011110511000000000000100000  







020011110511510000000000200000
USAHIST  1994                             020011110511000000000000100000  
020011110511510000000000200000
USAHIST  1993                             020011110511000000000000100000  
020011110511510000000000200000
INAMT    9600014 5268515         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600014 5268515         0002     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600061 95399849        0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600062 0025746         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600062 0025746         0002     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600062 2574600         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600062 2574600         0002     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600063 0001417         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600064 6192427         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600084 0001437         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600084 0001437         0002     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600093 5295582         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600093 9522180         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600093 95255945        0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0002     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0003     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0004     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0005     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0006     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0007     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600122 0041820         0004     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600122 0041820         0005     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600302 0047138         0001     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0008     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0009     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0010     050011110511000000000000100000  
050011110511510000000000200000







INAMT    9600094 0715241         0011     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0012     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0013     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0014     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0015     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0016     050011110511000000000000100000  
050011110511510000000000200000
INAMT    9600094 0715241         0017     050011110511000000000000100000  
050011110511510000000000200000
                                                  .
                                                  .
                                                  .
POAMT    9801139 0001                     050011110511000000000000100000  
050011110511510000000000200000
POAMT    9801139 0002                     050011110511000000000000100000  
050011110511510000000000200000
POAMT    9801140 0001                     050011110511000000000000100000  
050011110511510000000000200000
POAMT    9801140 0002                     050011110511000000000000100000  
050011110511510000000000200000
POAMT    9801141 0001                     050011110511000000000000100000  
050011110511510000000000200000
POAMT    9801141 0002                     050011110511000000000000100000  
050011110511510000000000200000
RECEIT   003653 0002                      050011110511000000000000100000  
050011110511510000000000200000
RECEIT   004398 0001                      050011110511000000000000100000  
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050011110511510000000000200000


 


error messages


 


Error - xxxxxx file locked by another user. An attempt was made before the updates were started to open all files. If
any are locked, this message is displayed. Updates entered are saved on the ACTCHG.IDX file and can be recovered
by using the "C" option when the ACTCHG program is re-run.
Warning... Old account does not exist. Do you wish to continue? Account code entered doesn't exist on the account
master file. If user answers "yes," it will continue to prompt for the new account code and make the change if it exists on
any other file. If user answers no, then old account must be reentered.
You cannot enter the same account number for the old and new account, try again. The old and new account
must be different.
You may not cross funds, try again. The new account must belong to the same cash account as the old account (see
explanation under "Restrictions" in the Overview Section).
Warning: You will be crossing appropriation boundaries. Do you want to continue? The new account is in a
different appropriation account than the old account. If the user continues, appropriation account balances will be
adjusted to correspond to the budget account changes made.
Old account already entered. The old account just entered has already been entered as an old account during this run
of the program. The account must be reentered.
This "old" account already entered as a "new" account, try again. The account just entered as an old account was
already entered as a new account during this run of the program. The account must be reentered.
The "new" account is already on file as an "old" account previously entered in ACTCHG. File updating could
occur incorrectly due to entering account codes in this manner. The new account just entered was already entered
as an old account. The account must be reentered, or the change must be made in a subsequent run of ACTCHG.
The new account codes already exists in your current account file. Do you want the accounts to collapse? The
accounts just entered as new already exist on file. If the user answers "yes," then the old account that is being changed
to this new account will be combined with the existing new account, essentially collapsing the two accounts together.
The new account code will already exist in your account file. Do you want the accounts to collapse? The account
just entered as new was already entered as a new account on a previous old-new entry in this run of ACTCHG. If the
user answers "yes," the two (or more) old accounts will be collapsed together to form the new account.
Bad write on ACCT.IDX file. Contact system manager. Program is trying to create an account that already exists on
the account master file.
Old account record not deleted:xxxxxxxxxxxxxxxxxxxxxxxxxx. Contact system manager. The account entered as
the old account could not be located on the account master file to delete. This is a potentially severe error which needs
additional investigation into the files.
Bad ACCOUNT read:xxxxxxxxxxxxxxxxxxxxxxxx. Contact system manager. The old-new accounts crossed
appropriation boundaries and the new appropriation account could not be found. This is a potentially severe error which
needs additional investigation into the files.
** . The old-new accounts cross appropriationERROR: No appropriation account found. Contact system manager
boundaries and the old appropriation account could not be found. This is a potentially severe error which needs
additional investigation into the files.


miscellaneous notes


New Appropriation Accounts


If a new appropriation account is created when ACTCHG is run in batch, a message will be displayed showing the
description which was assigned to the account.


Processing in Batch Mode


Only one ACTCHG batch can be processed per day.


If processing in batch mode an email will automatically be sent to the user running ACTCHG after the batch has been
processed. If the changes were successfully processed the subject of the message will read: "ACTCHG run completed
successfully." If an error was incurred, the subject of the message will read: "Error during ACTCHG run, please check
log file." The message itself will include the ACTCHG log indicating what caused the error. The changes will be placed
on "Hold" and can be recovered by rerunning ACTCHG. A prompt will be displayed indicating an ACTCHG file already
exists and ask if you wish to continue using this file. Saying yes will allow you to recover the changes previously
entered through ACTCHG. Answering no to this prompt will erase all of the changes previously entered through
ACTCHG and the accounts will not be updated.
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APPROP - Appropriation Maintenance
overview
accessing the program
main menu
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nypini
nypmass
nypmnt
nypload
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iabmnt
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iabload
gaapset


overview


The APPROP program is a screen-formatted program created to replace the NEWAPP, PRMAPP and PCTMNT programs. In addition, it contains
options to update the GAAP Orig Budget/GAAP Orig Estimate fields on the account file and load next fiscal year proposed or initial
budget/revenue amounts from a CSV or TAB-delimited input file.


APPROP is divided into three sections: Next Year Proposed options, Initial/Permanent Account Balances options, and GAAP Original Amounts
option. The APPROP options include:


NYPINI: initializes the Next Year Proposed fields (similar to Initialize in NEWAPP)
NYPMASS: mass change the Next Year Proposed fields (similar to the Mass Change option in NEWAPP)
NYPMNT: maintain the Next Year Proposed amounts for each account individually (similar to the Build option in NEWAPP)
NYPLOAD: loads the Next Year Proposed amounts from a CSV or TAB-delimited input file.
IABMASS: mass change the Initial Account balances (similar to the Mass Change option in PRMAPP)
IABMNT: maintain the Initial Account balances (similar to the Initial option in PRMAPP)
PABMNT: maintain the Permanent account balances (similar to the Permanent option in PRMAPP)
IABLOAD: loads the Initial Account amounts from a CSV or TAB-delimited input file.
GAAPSET: Mass Update GAAP Original Budget/Estimate fields


accessing the program


The program may be executed by typing:


$ RUN OECN$BUD:APPROP


at the $ prompt or in the menu system type:


MENU>APPROP


main menu


The following main menu will appear:







________________________________________________________________________
|                                                                       |
|  APPROP - Appropriation Maintenance                                   |
|  ---------------------------------------------------------------------|
|                                                                       |
|                      NEXT YEAR PROPOSED                               |
|     1. NYPINI   - Initialize Next Year Proposed Amounts               |
|     2. NYPMASS  - Mass Change Next Year Proposed Amounts              |
|     3. NYPMNT   - Next Year Proposed Maintenance Screen               |
|     4. NYPLOAD  - Update Proposed Amounts from CSV/TAB file           |
|                                                                       |
|                    INITIAL/PERMANENT ACCOUNT BALANCES                 |
|     5. IABMASS  - Mass Change Initial Account Balances                |
|     6. IABMNT   - Initial Account Balance Maintenance Screen          |
|     7. PABMNT   - Permanent Account Balance Maintenance Screen        |
|     8. IABLOAD  - Update Initial Balances from CSV/TAB file           |
|                                                                       |
|                    GAAP ORIGINAL AMOUNTS                              |
|     9. GAAPSET  - Mass Update GAAP Original Budget/Estimate           |
|                                                                       |
|    10. EXIT     - Exit program                                        |
|                                                                       |
|                                                                       |
|   Menu: APPROP Option>  _____________________________________________ |
|                                                                       |
|   XXX Accept           XX  Help            XX  Exit         XXX Next  |
|_______________________________________________________________________|


approp


When first entering any of the APPROP options, you are prompted on whether you want to affect budget account or revenue accounts.







_______________________________________________________________________________________
___
|                                                                                      
|
|  ------------------NYPINI - Initialize Next Year Proposed Amounts--------------------
|
|  |                                                                                  |
|
|  | Do you wish to initialize Next Year Proposed amounts for:                        |
|
|  |                                                                                  |
|
|  | Budget Accounts            Revenue Accounts            Return to menu            |
|
|  |                                                                                  |
|
|  |__________________________________________________________________________________|
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|                                                                                      
|
|______________________________________________________________________________________
__|


nypini


The NYPINI option will set the value of the Next Fiscal Year Proposed Amount to zero on budget or revenue accounts. It is recommended to run
NYPINI before entering amounts in the NYPMASS and NYPMNT programs.


Initializing Next Year Proposed Budget Amounts


If you select budget accounts in the NYPINI option, you may enter up to ten range or wildcard selections to indicate which accounts you want to
initialize. If you want to initialize all budget accounts on file, enter "W" in the Wild/Range field and enter "*" in the fund field.







--------------------------------------------------------------------------------------
----
|                                                                                     
|
|                     NYPINI - Initialize Next Year Proposed Amounts                  
|
|                                                                                     
|
|                  Wild/            Fnd   Func   Obj   SCC    Subj     Opu   Il   Job 
|
|                  Range                                                              
|
|                    _        From: ___   ____   ___   ____   ______   ___   __   ___ 
|
|                             To:   ___   ____   ___   ____   ______   ___   __   ___ 
|
|                                                                                     
|
|                    _        From: ___   ____   ___   ____   ______   ___   __   ___ 
|
|                             To:   ___   ____   ___   ____   ______   ___   __   ___ 
|
|                                                                                     
|
|                    _        From: ___   ____   ___   ____   ______   ___   __   ___ 
|
|                             To:   ___   ____   ___   ____   ______   ___   __   ___ 
|
|                                                                                     
|
|                    _        From: ___   ____   ___   ____   ______   ___   __   ___ 
|
|                             To:   ___   ____   ___   ____   ______   ___   __   ___ 
|
|                                                                                     
|
|                    _        From: ___   ____   ___   ____   ______   ___   __   ___ 
|
|                             To:   ___   ____   ___   ____   ______   ___   __   ___ 
|
|                                                                                     
|
|                                                                                     
|
|  Initialize Next Year Proposed Budget Amounts                                1 of  2
|
|   XX  Execute             XX  Cancel              XX  Next Screen                   
|
|   XX  First Screen        XX  Reset                                                 
|
|   XX  Help                XX  Save/Recall                                           
|
|   XX  Exit                XX  Prev Screen                                           
|
|_____________________________________________________________________________________
___|







Field Definitions


If a "R" is entered in the  field, you will need to enter an account code in the FROM line from which to begin selection ofWild/Range
accounts. Next, enter an account code in the TO line to specify the account on which to end the selected range of accounts. Any
accounts that fall between the FROM and TO range will be selected for updating purposes.
If a "W" is entered in the  field, only the FROM account line is used. Any accounts matching the wildcard will be selected forWild/Range
updating purposes. Please refer to the chapter in the
USAS User Guide titled "Using the USAS Report Programs" for a complete explanation of wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


Initializing Next Year Proposed Revenue Amounts


If you select revenue accounts in the NYPINI option, you may enter up to ten range or wildcard selections to indicate which accounts you want to
initialize. If you want to initialize all revenue accounts on file, enter "W" in the Wild/Range field and enter "*" in the fund field







--------------------------------------------------------------------------------------
----
|                                                                                     
|
|                     NYPINI - Initialize Next Year Proposed Amounts                  
|
|                                                                                     
|
|                  Wild/            Fnd   Rcpt   SCC    Subj     Opu                  
|
|                  Range                                                              
|
|                    _        From: ___   ____   ____   ______   ___                  
|
|                             To:   ___   ____   ____   ______   ___                  
|
|                                                                                     
|
|                    _        From: ___   ____   ____   ______   ___                  
|
|                             To:   ___   ____   ____   ______   ___                  
|
|                                                                                     
|
|                    _        From: ___   ____   ____   ______   ___                  
|
|                             To:   ___   ____   ____   ______   ___                  
|
|                                                                                     
|
|                    _        From: ___   ____   ____   ______   ___                  
|
|                             To:   ___   ____   ____   ______   ___                  
|
|                                                                                     
|
|                    _        From: ___   ____   ____   ______   ___                  
|
|                             To:   ___   ____   ____   ______   ___                  
|
|                                                                                     
|
|  Initialize Next Year Proposed Revenue Amounts                               1 of  2
|
|   XX  Execute             XX  Cancel              XX  Next Screen                   
|
|   XX  First Screen        XX  Reset                                                 
|
|   XX  Help                XX  Save/Recall                                           
|
|   XX  Exit                XX  Prev Screen                                           
|
|_____________________________________________________________________________________
___|


Field Definitions







If a "R" is entered in the  field, you will need to enter an account code in the FROM line from which to begin selection ofWild/Range
accounts. Next, enter an account code in the TO line to specify the account on which to end the selected range of accounts. Any
accounts that fall between the FROM and TO range will be selected for updating purposes.
If a "W" is entered in the  field, only the FROM account line is used. Any accounts matching the wildcard will be selected forWild/Range
updating purposes. Please refer to the chapter in the
USAS User Guide titled "Using the USAS Report Programs" for a complete explanation of wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


nypmass


The NYPMASS program allows you to mass change the values for the Next Year Proposed fields. You choose whether to update budget or
revenue accounts. Only those accounts with an active status will be updated by the program.


Mass Change Next Year Proposed Budget Amounts


After selecting budget accounts, you may enter up to ten range or wildcard selections. For each selection, you may determine which amounts to
use to mass change that range or wildcard group of accounts, and the percentage to use. The calculation or the percentage may be different for
each group of selections for added flexibility.







--------------------------------------------------------------------------------------
-------
|                                                                                     
|
|                     NYPMASS - Mass Change Next Year Proposed Amounts                
|
|                                                                                     
|
|Calculate      Percent  Round?    Wild/         Fnd  Func  Obj  SCC   Subj    Opu  Il
Job  |
|based on:                         Range                                              
|
|   _           _______    _         _    From:  ___  ____  ___  ____  ______  ___  __
___  |
|                                         To:    ___  ____  ___  ____  ______  ___  __
___  |
|                                                                                     
|
|   _           _______    _         _    From:  ___  ____  ___  ____  ______  ___  __
___  |
|                                         To:    ___  ____  ___  ____  ______  ___  __
___  |
|                                                                                     
|
|   _           _______    _         _    From:  ___  ____  ___  ____  ______  ___  __
___  |
|                                         To:    ___  ____  ___  ____  ______  ___  __
___  |
|                                                                                     
|
|   _           _______    _         _    From:  ___  ____  ___  ____  ______  ___  __
___  |
|                                         To:    ___  ____  ___  ____  ______  ___  __
___  |
|                                                                                     
|
|   _           _______    _         _    From:  ___  ____  ___  ____  ______  ___  __
___  |
|                                         To:    ___  ____  ___  ____  ______  ___  __
___  |
|                                                                                     
|
|                                                                                     
|
|  Mass Change Next Year Proposed Budget Amounts                                     1
of  2 |
|   XX  Execute             XX  Cancel              XX  Next Screen                   
|
|   XX  First Screen        XX  Reset                                                 
|
|   XX  Help                XX  Save/Recall                                           
|
|   XX  Exit                XX  Prev Screen                                           
|
|_____________________________________________________________________________________
_______|







Field Definitions


In order to look at the  options, move your cursor to the calculate based on field and press the  key. The massCalculate based on Help
change will be based on the following options:


A = Percentage of Fiscal YTD Expendables
      B = Percentage of Fiscal YTD Expenditures
      C = Fiscal YTD Unencumbered Balance
      D = Percentage of Fiscal YTD Expendable minus Prior FY Encumbered
      E = Percentage of Fiscal YTD Expendable minus Current Encumbered
      F = Current Next Year Proposed minus Current Encumbered


If you chose to calculate based on a percentage, you will need to enter the percentage in the  field. For example, you chose toPercent
calculate based on the percentage of Fiscal YTD
Expendable and the Fiscal YTD Expandable amount equaled $10,000. By entering 115%, your next fiscal year proposed amount would
be $11,500.00
If you want the calculated amounts to be rounded to the nearest whole dollar, enter "Y" in the  field. Entering an "N" will calculateRound?
the amount using dollars and cents. Please keep in mind this option should be left blank when using calculation types which are not
based on a percentage.
If a "R" is entered in the  field, you will need to enter an account code in the FROM line from which to begin selection ofWild/Range
accounts. Next, enter an account code in the TO line to specify the account on which to end the selected range of accounts. Any
accounts that fall between the FROM and TO range will be selected for updating purposes.
If a "W" is entered in the  field, only the FROM account line is used. Any accounts matching the wildcard will be selected forWild/Range
updating purposes. Please refer to the chapter in the
USAS User Guide titled "Using the USAS Report Programs" for a complete explanation of wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


Mass Change Next Year Proposed Revenue Amounts


After selecting revenue accounts, you may enter up to ten range or wildcard selections. For each selection, you may determine which amounts to
use to mass change that range or wildcard group of accounts, and the percentage to use. The calculation or the percentage may be different for
each group of selections for added flexibility.







--------------------------------------------------------------------------------------
---
|                                                                                     
|
|                     NYPMASS - Mass Change Next Year Proposed Amounts                
|
|                                                                                     
|
|Calculate      Percent   Round?   Wild/         Fnd  Rcpt  SCC   Subj    Opu         
|
|based on:                         Range                                              
|
|   _           _______     _        _    From:  ___  ____  ____  ______  ___         
|
|                                         To:    ___  ____  ____  ______  ___         
|
|                                                                                     
|
|   _           _______     _        _    From:  ___  ____  ____  ______  ___         
|
|                                         To:    ___  ____  ____  ______  ___         
|
|                                                                                     
|
|   _           _______     _        _    From:  ___  ____  ____  ______  ___         
|
|                                         To:    ___  ____  ____  ______  ___         
|
|                                                                                     
|
|   _           _______     _        _    From:  ___  ____  ____  ______  ___         
|
|                                         To:    ___  ____  ____  ______  ___         
|
|                                                                                     
|
|   _           _______     _        _    From:  ___  ____  ____  ______  ___         
|
|                                         To:    ___  ____  ____  ______  ___         
|
|                                                                                     
|
|  Mass Change Next Year Proposed Revenue Amounts                              1 of  2
|
|   XX  Execute             XX  Cancel              XX  Next Screen                   
|
|   XX  First Screen        XX  Reset                                                 
|
|   XX  Help                XX  Save/Recall                                           
|
|   XX  Exit                XX  Prev Screen                                           
|
|_____________________________________________________________________________________
___|


Field Definitions







In order to look at the *Calculate based on options, move your cursor to the calculate based on field and press the  key. The massHelp
change will be based on the following options:


A = Percentage of Fiscal YTD Receivables
      B = Percentage of Fiscal YTD Receipts
      C = Fiscal YTD Balance Receivable


If you chose to calculate based on a percentage, you will need to enter the pecentage in the  field. For example, youPercent
chose to calculate based on the percentage of Fiscal YTD
Receivables and the Fiscal YTD Receivables amount equaled $10,000. By entering 115%, your next fiscal year proposed
amount would be $11,500.00
If you want the calculated amounts to be rounded to the nearest whole dollar, enter "Y" in the  field. Entering an "N" willRound?
calculate the amount using dollars and cents. Please keep
in mind this option should be left blank when using calculation types which are not based on a percentage.
If a "R" is entered in the  field, you will need to enter an account code in the FROM line from which to begin selectionWild/Range
of accounts. Next, enter an account code in the TO line to specify the account on which to end the selected range of accounts.
Any accounts that fall between the FROM and TO range will be selected for updating purposes.
If a "W" is entered in the  field, only the FROM account line is used. Any accounts matching the wildcard will beWild/Range
selected for updating purposes. Please refer to the chapter in the
USAS User Guide titled "Using the USAS Report Programs" for a complete explanation of wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


nypmnt


The NYPMNT program allows you to maintain the Next Year Proposed amount for each account individually. You choose whether to
update budget or revenue accounts.


Maintain Next Year Proposed Budget Amounts


After selecting budget accounts, you are given options similar to the USARPT/BUDWRK report. This allows the user to duplicate the
exact sort and selection options that you chose in BUDWRK.







---------------------------------------------------------------------------------
---------
|                                                                                
|
|               NYPMNT - Next Year Proposed Maintenance - Budget Accounts        
|
|                                                                                
|
|  How do you want the amounts calculated? (A, B)                                
|
|    A = The figure entered will be the Next Year Proposed amount                
|
|    B = Subtract the Current Encumbrances from the figure entered               
|
|                                                                                
|
| - Account Sort and Selection Criteria -                                        
|
|                                                                                
|
|  Sort options                         
____________________________________________    |
|                                                                                
|
|  Exclude accounts with zero amounts? (A,C,N)         N                         
|
|  Include accounts which are no longer active? (Y,N)  Y                         
|
|                                                                                
|
|  Bank Codes                            ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                        ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                                                                
|
|                                                                                
|
| Press <next screen> for wildcard account selection options                     
|
|                                                                                
|
|                                                                                
|
| Maintenance Setup          Pres PF4 to Load the Maintenance Screen           1
of   3  |
|   XX  Continue            XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________
________|







Field Definitions
If an "A" is entered in the  field, you will need to enter the Board Approved BudgetHow do you want the amounts calculated
amount and this figure will be placed in the Next Year's Proposed field. If a "B" is entered, you will need to enter the Board
Approved Budget amount and the amount placed in the Next Year's Proposed field will be the amount you entered minus the
Current Encumbrances.
In order to look at the possible , move the cursor to the sort option line and press the [Help] key. The followingSort options
pop-up window appears. You may then enter the desired sort options, separated by commas.


------------------------------Sort Items------------------------------
| AC - Entire Budget Account        AP - Appropriation Account       |
| FS - Fund/SCC                     FD - Fund                        |
| FC - Function                     F1 - Function Level: 1 sig digit |
| FL - Function Level: 2 sig digits OB - Object                      |
| OL - Object Level: 1 sig digit    SC - Special Cost Center         |
| SU - Subject                      OU - Operational Unit            |
| IL - Instructional Level          J  - Job Assignment              |
|                                                                    |
|  Enter the fields you wish to sort on. If you wish to sort on more |
|  than one field, enter the fields separated by commas.             |
|                                                                    |
|                                                                    |
|                                                                    |
|        Accept            Cancel                                    |
----------------------------------------------------------------------


The option to  is offered. Choices are A, C, or N.Exclude accounts with zero amounts


Choosing A, causes accounts where all columns contain zeros to be excluded. This means that an account would be included if either
any current year column does not have a zero entry, or any prior fiscal year expended field is not zero. Thus, accounts with non-zero
prior year expended fields would be included.


Choosing C, causes accounts where all current year columns contain all zeros to be excluded regardless of whether or not the account
has zero or non-zero entries in any of the prior year expended fields.


Choosing N, causes accounts for which the current year columns contain all zeros to be included regardless of whether or not the
account has zero or non-zero entries in any of the prior year expended fields.*


You have the option to *Include accounts which are no longer active*. The options are either Y or N. "Y" indicating inactive
accounts should be included, "N" to exclude any inactive accounts.
Bank codes refer to a unique bank code number assigned in the ACTSCN program that allows you to select information by
banking institution. If desired, enter the bank code. If left blank,
all bank codes will be selected.
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---------------------------------------------------------------------------------
------------
|                                                                                
|
|                  NYPMNT - Next Year Proposed Maintenance - Budet Accounts      
|
| -Wildcard budget account selection  - Fnd   Func    Obj   SCC   Subj    Opu  
IL   Job    |
| Include or Exclude I     Wildcard     200                 9*                   
|
|                    X     Wildcard                   1*                         
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup             Press PF4 to Load the Maintenance Screen         
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
------------


Field Definitions







Screen 2 of 3 offers the option to use wildcard selection by account code.
Accounts may be selected by a single account code, a range of accounts, or by a group of accounts all in a single run of the
program.
You have the option to  accounts by entering either an I or an X on the account line. If an account is entered,Include or Exclude
a blank is the same as an I for inclusion (the default).
This works in the following way. The program processes the accounts by first looking for all inclusions. Then the program will
process the accounts again looking for any exclusions to see if the account should be "deselected" from the included set. For
example, screen 2 above illustrates a situation where you include the student activities fund 200 with 9xxx special cost centers,
but then exclude from these accounts all of the objects 100 - 199.


Suppose you also wanted to include all accounts from the fund 006. Under the above set of exclusions, all of the 006 funds with object
codes 1xx, would also be excluded. If you wanted the exclusion of 1xx objects to apply only to the 200 funds, then the account selection
screen would look like the following:


There could be a potential problem if other sets of accounts were to be included.







---------------------------------------------------------------------------------
------------
|                                                                                
|
|                  NYPMNT - Next Year Proposed Maintenance - Budet Accounts      
|
| -Wildcard budget account selection  - Fnd   Func    Obj   SCC   Subj    Opu  
IL   Job    |
| Include or Exclude I     Wildcard     200                 9*                   
|
|                    X     Wildcard     200           1*    9*                   
|
|                    _     Wildcard     006                                      
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup             Press PF4 to Load the Maintenance Screen         
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
------------


Up to 14 wildcard selections may be entered during a run.







Please refer to the chapter in the USAS User Guide titled Using the USAS Report Programs for a complete explanation of
wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.
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---------------------------------------------------------------------------------
------------
|                                                                                
|
|               NYPMNT - Next Year Proposed Maintenance  -  Budget Accounts      
|
|  - Range budget account selection -   Fnd   Func   Obj   SCC    Subj    Opu  
IL   Job    |
|    Include or Exclude  I       From   200                9000                  
|
|                                To     200                9999                  
|
|                        X       From   200          400   9000                  
|
|                                To     200          499   9999                  
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                                                                                
|
|  Maintenance Setup         Press PF4 to Load the Maintenance Screen            
3 of 3 |
|   XX  Continue               XX  Cancel                 XX  Next Screen        
|
|   XX  First Screen           XX  Reset                                         
|
|   XX  Help                   XX  Save/Recall                                   
|
|   XX  Exit                   XX  Prev Screen                                   
|
---------------------------------------------------------------------------------
------------


Field Definitions
Screen 3 of 3 offers the option to use ranges of accounts selected by account code. Please refer to the chapter in the USAS
User Guide titled Using the USAS Report Programs for a complete explanation of using ranges.
You have the option to  accounts by entering either an I or an X on the "From" account line. If an account isInclude or Exclude
entered, a blank is the same as an I for inclusion (the default).Screen 3 illustrates the situation where you want to include only







the 9xxx accounts for the student activity fund 200, and to exclude from these all of the accounts with objects from 400 to 499.
Up to 8 range selections may be entered during a run.
The important thing to remember about ranges is that each dimension is evaluated independently of the other dimensions.


NYPMNT Budget Maintenance Screen


After executing the NYPMNT budget screens, you will be placed in the NYPMNT maintenance screen with the selected budget accounts
listed by the sort options entered in the previous screens as shown in the following sample screen:







---------------------------------------------------------------------------------
--------
| Find:  02 ___ ____ ___ ____ ______ ___ __ ___                        Board
Approved    |
|        TI FND FUNC OBJ SPCC SUBJCT OPU IL JOB                           Amount:
|
|        02 001 1100 291 0000 000000 000 00 000                                  
|
|  Insurance Benefits - Mental Health Certified                       
______________    |
|                                                                                
|
|        02 001 1100 510 9413 000000 001 00 000                                  
|
|  Supplies and Software - Computers                                  
______________    |
|                                                                                
|
|        02 001 1100 511 9413 000000 001 00 000                                  
|
|  Elem. Classroom Supplies ($300)                                    
______________    |
|                                                                                
|
|        02 001 1100 511 9413 000000 002 00 000                                  
|
|  HS Classroom Supplies ($300)                                       
______________    |
|                                                                                
|
|        02 001 1100 640 9413 000000 002 00 000                                  
|
|  HS Instr. Computer Equipment                                       
______________    |
|                                                                                
|
|        02 001 1100 740 9413 000000 002 00 000                                  
|
|  HS Instr. Computer Equipment Replacement                           
______________    |
|                                                                                
|
| Press the Modify key to begin entering Board Approved amounts                  
|
|                                                                                
|
| NYPMNT    Maintenance program                                                  
|
|   XX  Top              XX  Next          XX  Exit Lockmode       XX  Scroll
Down       |
|   XX  Help             XX  Find          XX  Disp Totals                       
|
|   XX  Exit             XX  Modify        XX  Scroll Up                         
|
|________________________________________________________________________________
________|







At this point, if you want to update a specific budget account, you can locate it by using the Find feature. Enter the account in the Find
field and press [Find]. The specified account will be loaded onto the screen. You can also scroll through the accounts by using the [Scroll
Up Scroll Down] functions.


In order to start entering Board approved amounts for each budget account, you need to press the [Modify] key. You are automatically
locked into the modify mode by the Lockmode feature allowing you to modify up to six accounts at a time.  If you chose Option A (under
"How do you want the amounts calculated"), enter the Board approved amount.  If you chose Option B, it will automatically display the
current encumbrances.  Modify that amount by entering the Board approved amount.  When you are finished entering the Board
approved amounts, press [Modify] to accept the newly entered amounts for the six accounts currently being displayed. The program
automatically displays the next six accounts to be modified. Pressing the [Scroll Up Scroll Down] functions will also automatically accept
the new amounts before scrolling to the previous or next list of accounts when locked into the modify mode.


If you do not want to accept the newly entered amounts, press [Do not modify]. The program will not save any amounts to those accounts
currently being displayed and will automatically scroll to the next six accounts. To exit out of the modify mode, press [Exit Modify] and it
will return you to the main NYPMNT maintenance screen. If you wish to turn Lockmode off, press [Exit Lockmode].


Selecting the [Disp Totals] function will display a pop-up report on your screen containing the totals of the amounts that have been
entered. The report provides a grand total as well as subtotals with the subtotals based on the first sort option selected on the Setup
screen. This report should be used in checking the total amounts that have just been entered through NYPMNT.


Maintain Next Year Proposed Revenue Amounts


After selecting revenue accounts, you are given options similar to the USARPT/REVWRK report. This allows the user to duplicate the
exact sort and selection options that you chose in REVWRK.







---------------------------------------------------------------------------------
--------
|                                                                                
|
|               NYPMNT - Next Year Proposed Maintenance - Revenue Accounts       
|
|                                                                                
|
| - Account Sort and Selection Criteria -                                        
|
|                                                                                
|
|  Sort options                         
____________________________________________    |
|                                                                                
|
|  Exclude accounts with zero amounts? (A,C,N)         N                         
|
|                                                                                
|
|  Include accounts which are no longer active? (Y,N)  Y                         
|
|                                                                                
|
|  Bank Codes                            ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                        ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                                                                
|
|                                                                                
|
| Press <next screen> for wildcard account selection options                     
|
|                                                                                
|
|                                                                                
|
| Maintenance Setup          Pres PF4 to Load the Maintenance Screen           1
of   3  |
|   XX  Continue            XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________
________|


Field Definitions
In order to look at the possible , move the cursor to the sort option line and press the  key. The followingSort options Help
pop-up window appears. You may then enter the desired sort options, separated by commas.







------------------------------Sort Items------------------------------
| AC - Entire Revenue Account       FS - Fund/Scc                    |
| FD - Fund                         RC - Receipt                     |
| R2 - Receipt Level; 2 sig digits  SC - Special Cost Center         |
| SU - Subject                      OB - Operational Unit            |
|                                                                    |
|  Enter the fields you wish to sort on. If you wish to sort on more |
|  than one field, enter the fields separated by commas.             |
|                                                                    |
|                                                                    |
|                                                                    |
|        Accept            Cancel                                    |
----------------------------------------------------------------------


The option to  is offered. Choices are A, C, or N.Exclude accounts with zero amounts


Choosing A, causes accounts where all columns contain zeros to be excluded. This means that an account would be included if either
any current year column does not have a zero entry, or any prior fiscal year expended field is not zero. Thus, accounts with non-zero
prior year expended fields would be included.


Choosing C, causes accounts where all current year columns contain all zeros to be excluded regardless of whether or not the account
has zero or non-zero entries in any of the prior year expended fields.


Choosing N, causes accounts for which the current year columns contain all zeros to be included regardless of whether or not the
account has zero or non-zero entries in any of the prior year expended fields.


You have the option to *Include accounts which are no longer active*. The options are either Y or N. "Y" indicating inactive
accounts should be included, "N" to exclude any inactive accounts.
Bank codes refer to a unique bank code number assigned in the ACTSCN program that allows you to select information by
banking institution. If desired, enter the bank code. If left blank,
all bank codes will be selected.
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---------------------------------------------------------------------------------
--------
|                                                                                
|
|                  NYPMNT - Next Year Proposed Maintenance - Revenue Accounts    
|
| -Wildcard budget account selection  -  Fnd   Rcpt   SCC   Subj     Opu         
|
|  Include or Exclude I     Wildcard     200          9*                         
|
|                    X     Wildcard            1*                                
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup           Press PF4 to Load the Maintenance Screen           
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
--------


Field Definitions







Screen 2 of 3 offers the option to use wildcard selection by account code.
Accounts may be selected by a single account code, a range of accounts, or by a group of accounts all in a single run of the
program.
You have the option to  accounts by entering either an I or an X on the account line. If an account is entered,Include or Exclude
a blank is the same as an I for inclusion (the default).


This works in the following way. The program processes the accounts by first looking for all inclusions. Then the program will process the
accounts again looking for any exclusions to see if the account should be "deselected" from the included set. For example, screen 2
above illustrates a situation where you include the student activities fund 200 with 9xxx special cost centers, but then exclude from these
accounts all of the receipts 1000 - 1999.


Suppose you also wanted to include all accounts from the fund 006. Under the above set of exclusions, all of the 006 funds with receipt
codes 1xxx, would also be excluded. If you wanted the exclusion of 1xxx receipts to apply only to the 200 funds, then the account
selection screen would look like the following:


There could be a potential problem if other sets of accounts were to be included.







---------------------------------------------------------------------------------
--------
|                                                                                
|
|                  NYPMNT - Next Year Proposed Maintenance - Revenue Accounts    
|
| -Wildcard budget account selection  -  Fnd   Rcpt   SCC   Subj     Opu         
|
|  Include or Exclude I     Wildcard     200          9*                         
|
|                    X     Wildcard      200   1*     9*                         
|
|                    _     Wildcard                                              
|
|                    _     Wildcard      006                                     
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup           Press PF4 to Load the Maintenance Screen           
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
--------


Up to 14 wildcard selections may be entered during a run.







Please refer to the chapter in the USAS User Guide titled Using the USAS Report Programs for a complete explanation of
wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


NYPMNT Revenue Screen 3 of 3







---------------------------------------------------------------------------------
--------
|                                                                                
|
|             NYPMNT - Next Year Proposed Maintenance  -  Revenue Accounts       
|
| - Range budget account selection -   Fnd   Rcpt   SCC   Subj    Opu            
|
|   Include or Exclude   I      From   200          9000                         
|
|                               To     200          9999                         
|
|                        X      From   200   1000   9000                         
|
|                               To     200   1999   9999                         
|
|                        _      From                                             
|
|                               To                                               
|
|                        _      From                                             
|
|                               To                                               
|
|                        _      From                                             
|
|                               To                                               
|
|                        _      From                                             
|
|                               To                                               
|
|                        _      From                                             
|
|                               To                                               
|
|                        _      From                                             
|
|                               To                                               
|
|                                                                                
|
|  Maintenance Setup            Press PF4 to Load the Maintenance Screen        
3 of 3 |
|   XX  Continue               XX  Cancel                 XX  Next Screen        
|
|   XX  First Screen           XX  Reset                                         
|
|   XX  Help                   XX  Save/Recall                                   
|
|   XX  Exit                   XX  Prev Screen                                   
|
---------------------------------------------------------------------------------
--------


Field Definitions







Screen 3 of 3 offers the option to use ranges of accounts selected by account code. Please refer to the chapter in the USAS
User Guide titled Using the USAS Report Programs for a complete explanation of using ranges.
You have the option to  accounts by entering either an I or an X on the "From" account line. If an account isInclude or Exclude
entered, a blank is the same as an I for inclusion (the default). Screen 3 illustrates the situation where you want to include only
the 9xxx accounts for the student activity fund 200, and to exclude from these all of the accounts with receipts from 1000 to
1999.
Up to 8 range selections may be entered during a run.
The important thing to remember about ranges is that each dimension is evaluated independently of the other dimensions.


NYPMNT Revenue Maintenance Screen


After executing the NYPMNT revenue screens, you will be placed in the NYPMNT maintenance screen with the selected revenue
accounts listed by the sort options entered in the previous screens as shown in the following sample screen:







---------------------------------------------------------------------------------
--------
| Find:  03 ___ ____ ____ ______ ___                                   Board
Approved    |
|        TI FND RCPT SPCC SUBJCT OPU                                      Amount:
|
|        03 001 1111 0001 000000 000                                             
|
|  General Property Tax - Sample County                               
______________    |
|                                                                                
|
|        03 001 1111 0002 000000 000                                             
|
|  General Property Tax - Noname County                               
______________    |
|                                                                                
|
|        03 001 1111 9412 000000 000                                             
|
|  General Prop. Tax - Budget Reserve Fund                            
______________    |
|                                                                                
|
|        03 001 1111 9413 000000 000                                             
|
|  General Prop. Tax-Sample - Instr. Mat. Set-Aside                   
______________    |
|                                                                                
|
|        03 001 1111 9414 000000 000                                             
|
|  Gen. Prop. Tax - Noname - Capital/Maint. Set-Aside                 
______________    |
|                                                                                
|
|        03 001 1120 0001 000000 000                                             
|
|  Personal Property Tax - Sample County                              
______________    |
|                                                                                
|
| Press the Modify key to begin entering Board Approved amounts                  
|
|                                                                                
|
| NYPMNT    Maintenance program                                                  
|
|   XX  Top              XX  Next          XX  Exit Lockmode       XX  Scroll
Down       |
|   XX  Help             XX  Find          XX  Disp Totals                       
|
|   XX  Exit             XX  Modify        XX  Scroll Up                         
|
|________________________________________________________________________________
________|







At this point, if you want to update a specific revenue account, you can locate it by using the Find feature. Enter the account in the Find
field and press [Find]. The specified account will be loaded onto the screen. You can also scroll through the accounts by using the [Scroll
Up Scroll Down] functions.


In order to start entering Board approved amounts for each revenue account, you need to press the [Modify] key. You are automatically
locked into the modify mode by the Lockmode feature allowing you to modify up to six accounts at a time.  Enter in your Board approved
amounts.  When you are finished entering the Board approved amounts, press [Modify] to accept the newly entered amounts for the six
accounts currently being displayed. The program automatically displays
the next six accounts to be modified. Pressing the [Scroll Up Scroll Down] functions will also automatically accept the new amounts
before scrolling to the previous or next list of accounts when
locked into the modify mode.


If you do not want to accept the newly entered amounts, press [Do not modify]. The program will not save any amounts to those accounts
currently being displayed and will automatically scroll to the next six accounts. To exit out of the modify mode, press [Exit Modify] and it
will return you to the main NYPMNT maintenance screen. If you wish to turn Lockmode off, press [Exit Lockmode].


Selecting the [Disp Totals] function will display a pop-up report on your screen containing the totals of the amounts that have been
entered. The report provides a grand total as well as subtotals with the subtotals based on the first sort option selected on the Setup
screen. This report should be used in checking the total amounts that have just been entered through NYPMNT.


nypload


The NYPLOAD program allows you to load the Next Year Proposed amounts from a CSV or TAB-delimited input file. You need to specify
the input file and whether you want to do a test run or update the accounts. A report will be generated indicating any warnings and errors
and the success or failure of the account updates.







---------------------------------------------------------------------------------
---------
|                                                                                
|
|               NYPLOAD - Load Next Year Proposed Amounts from CSV/TAB file      
|
|                                                                                
|
|  Processing Options:                                                           
|
|    Name of import file:                        NYPLOAD.CSV                     
|
|    Format of import file:                      CSV                             
|
|    Update account file or report only (U/R)?   R                               
|
|                                                                                
|
|  Report File Specifications:                                                   
|
|    Error report file                           NYPLOAD.TXT                     
|
|    Print options page? (Y/N)                   Y                               
|
|                                                                                
|
|                                                                                
|
|                                                                                
|
|                                                                                
|
| Load Next Year Proposed Amounts                                                
1 of 1 |
|   XX  Execute             XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                                                                     
|
|   XX  Cancel                                                                   
|
|________________________________________________________________________________
________|


Field Definitions
Enter the name of the import file to be imported in the  field. The file name including extension must beName of import file
provided (filename.ext).
Enter the format of the file to be imported in the field. The format choices are as follows:Format of import file


CSV - comma-separated values
TAB - tab-delimited format


The  option allows you to enter the code "U" to actually update the account file or "R" toUpdate account file or report only
generate the report but not update the account file.
The default error report file name is NYPLOAD.TXT. The text file name can be changed at the  prompt.Error report file
The  prompt, if set to 'Y' (yes), will cause a listing to print at the beginning of the NYPLOAD.TXT file showingPrint options page
which options were selected during the program run.


NYPLOAD Import File Specifications







The CSV or TAB-delimited file being read by the NYPLOAD program can include the fields in any order. The first row of the spreadsheet
or file must contain the Required Column Descriptions listed below. The remaining rows will contain the data values to be loaded. Extra
columns on the import file without the required criteria will be ignored and will not be updated.


NYPLOAD .CSV or TAB delimited field requirements


The following table outlines the field requirements for the NYPLOAD import file. Each table includes a description, the maximum size, the
required column description, possible values, and the field format. In the column labeled "Max Size" the fields defined are represented as
either alphabetic or numeric. All alphabetic fields are defined as 'X'. All numeric fields are defined as '9'. Numeric fields with an 'S'
preceding the '9' indicate this field can hold a positive value or a negative value. Numeric fields containing a value which allows decimal
places, contain a '.' in the "Max Size" column. All numeric values with a decimal point, must include the decimal point in the CSV or TAB
file. For example, a value for 2 dollars and 10 cents, must be in the spreadsheet as 2.10. All account codes must be valid account codes.
All account code dimensions will be padded with zeroes, if necessary. (i.e. If the FUND is "1", it will be changed to "001").


Description Max. Size
Req. Column
Desc.


Possible Values Format


Transaction
Indicator


X(2) TI
Must equal "02" for budgets and "03" for
revenues


 


Fund Number X(3) FUND    


Function Code X(4) FUNCTION    


Object Code X(3) OBJECT    


Special Cost
Center


X(4) SCC    


Subject Code X(6) SUBJECT    


Operational Unit X(3) OPU    


Instructional Level X(2) IL    


Job Code X(3) JOB    


Receipt Number X(4) RECEIPT    


Account
Description


X(30) DESCRIPTION Only updated when adding new accounts  


Next Year
Proposed


S9(9)V9(2) PROPOSED    


EXPWRK Programs


The CSV spreadsheet files generated from the BUDWRK or REVWRK programs are compatible with the NYPLOAD program. The first
row of the spreadsheet automatically includes the required column descriptions. Once the next year proposed amounts are entered in the
spreadsheet, the CSV file can then be loaded into the NYPLOAD program.


New Accounts


If new accounts are included on the spreadsheet that currently do not exist on the system, a message will be included on the projection
report that the new accounts will be created when posting the spreadsheet through NYPLOAD.


iabmass


The IABMASS program allows you to enter temporary or permanent amounts into the intial budget fields by mass changing the amounts
based on a percentage of last fiscal year's actual expendables or expenditures. Likewise, temporary or permanent amounts can be
entered into the initial revenue fields based on a percentage of last fiscal year's actual receipts. Only those accounts with an active status
will be updated by the program. When running IABMASS, the GAAP Original Budget/GAAP Original Estimate fields will be automatically
updated with the same amounts as the Initial Budget/Initial Estimate fields.


Mass Change Initial Budget Amounts


After selecting budget accounts, you may enter up to ten range or wildcard selections. For each selection, you may determine which
amounts to use to mass change that range or wildcard group of accounts, and the percentage to use. The calculation or the percentage
may be different for each group of selections for added flexibility.







---------------------------------------------------------------------------------
----------
|                                                                                
|
|                     IABMASS - Mass Change Initial Account Balances             
|
|                                                                                
|
|Calculate      Percent  Round?   Wild/         Fnd  Func  Obj  SCC   Subj    Opu
Il  Job |
|based on:                        Range                                          
|
|   _           _______    _        _    From:  ___  ____  ___  ____  ______  ___
__  ___ |
|                                        To:    ___  ____  ___  ____  ______  ___
__  ___ |
|                                                                                
|
|   _           _______    _        _    From:  ___  ____  ___  ____  ______  ___
__  ___ |
|                                        To:    ___  ____  ___  ____  ______  ___
__  ___ |
|                                                                                
|
|   _           _______    _        _    From:  ___  ____  ___  ____  ______  ___
__  ___ |
|                                        To:    ___  ____  ___  ____  ______  ___
__  ___ |
|                                                                                
|
|   _           _______    _        _    From:  ___  ____  ___  ____  ______  ___
__  ___ |
|                                        To:    ___  ____  ___  ____  ______  ___
__  ___ |
|                                                                                
|
|   _           _______    _        _    From:  ___  ____  ___  ____  ______  ___
__  ___ |
|                                        To:    ___  ____  ___  ____  ______  ___
__  ___ |
|                                                                                
|
|                                                                                
|
|  Mass Change Initial Budget Amounts                                          1
of  2     |
|   XX  Execute             XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________
__________|







Field Definitions
In order to look at the  options, mover your cursor to the calculate based on field and press the [Help] key.Calculate based on
The mass change will be based on the following two options:


A = Percentage of Fiscal YTD Expendables
      B = Percentage of Fiscal YTD Expenditures


In the  field, enter the percentage. For example, if last fiscal year's actual expenditures equaled $10,000, entering 115%Percent
would result in an initial budget of $11,500.00
If you want the calculated amounts to be rounded to the nearest whole dollar, enter "Y" in the  field. Entering an "N" willRound?
calculate the amount using dollars and cents. Please keep
in mind this option should be left blank when using calculation types which are not based on a percentage.
If an "R" is entered in the  field, you will need to enter an account code in the FROM line from which to beginWild/Range
selection of accounts. Next, enter an account code in the TO line to
specify the account on which to end the selected range of accounts. Any accounts that fall between the FROM and TO range will
be selected for updating purposes.
If a "W" is entered in the  field, only the FROM account line is used. Any accounts matching the wildcard will beWild/Range
selected for updating purposes. Please refer to the chapter in the
USAS User Guide titled "Using the USAS Report Programs" for a complete explanation of wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


Mass Change Initial Revenue Amounts


After selecting revenue accounts, you may enter up to ten range or wildcard selections. For each selection, you may determine which
amounts to use to mass change that range or wildcard group of accounts, and the percentage to use. The calculation or the percentage
may be different for each group of selections for added flexibility.







---------------------------------------------------------------------------------
--------
|                                                                                
|
|                     IABMASS - Mass Change Initial Account Balances             
|
|                                                                                
|
|Calculate      Percent  Round?    Wild/         Fnd  Rcpt  SCC   Subj    Opu    
|
|based on:                         Range                                         
|
|   _           _______    _         _    From:  ___  ____  ____  ______  ___    
|
|                                         To:    ___  ____  ____  ______  ___    
|
|                                                                                
|
|   _           _______    _         _    From:  ___  ____  ____  ______  ___    
|
|                                         To:    ___  ____  ____  ______  ___    
|
|                                                                                
|
|   _           _______    _         _    From:  ___  ____  ____  ______  ___    
|
|                                         To:    ___  ____  ____  ______  ___    
|
|                                                                                
|
|   _           _______    _         _    From:  ___  ____  ____  ______  ___    
|
|                                         To:    ___  ____  ____  ______  ___    
|
|                                                                                
|
|   _           _______    _         _    From:  ___  ____  ____  ______  ___    
|
|                                         To:    ___  ____  ____  ______  ___    
|
|                                                                                
|
|                                                                                
|
|  Mass Change Initial Revenue Estimates                                       1
of  2   |
|   XX  Execute             XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________
________|







Field Definitions
Entering an "A" in the  field will calculate it based the percentage of last fiscal year's actual receipts.Calculate based on
In the  field, enter the percentage. For example, if last fiscal year's actual receipts equaled $10,000, entering 115%Percent
would result in an initial revenue of $11,500.00
If you want the calculated amounts to be rounded to the nearest whole dollar, enter "Y" in the  field. Entering an "N" willRound?
calculate the amount using dollars and cents. Please keep in mind this option should be left blank when using calculation types
which are not based on a percentage.
If an "R" is entered in the  field, you will need to enter an account code in the FROM line from which to beginWild/Range
selection of accounts. Next, enter an account code in the TO line to specify the account on which to end the selected range of
accounts. Any accounts that fall between the FROM and TO range will be selected for updating purposes.
If a "W" is entered in the  field, only the FROM account line is used. Any accounts matching the wildcard will beWild/Range
selected for updating purposes. Please refer to the chapter in the USAS User Guide titled "Using the USAS Report Programs" for
a complete explanation of wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


iabmnt


The IABMNT program allows you to enter or maintain amounts in the initial budget or initial revenue fields. These amounts may be
temporary or permanent balances. When running IABMNT, the GAAP Original Budget/GAAP Original Estimate fields will be automatically
updated with the same amounts entered in the Initial Budget/Initial Estimate fields.


Maintain Initial Budget Amounts


After selecting budget accounts, you are given options similar to the USARPT/BUDWRK report. This allows the user to duplicate the
exact sort and selection options that you chose in BUDWRK.







---------------------------------------------------------------------------------
---------
|                                                                                
|
|               IABMNT - Initial Account Balance Maintenance - Budget Accounts   
|
|                                                                                
|
|  How do you want the amounts calculated? (A, B)                                
|
|    A = Subtract the Last FY Encumbrances from the figure entered               
|
|    B = The figure entered will be the Initial Budget amount                    
|
|                                                                                
|
| - Account Sort and Selection Criteria -                                        
|
|                                                                                
|
|  Sort options                         
____________________________________________    |
|                                                                                
|
|  Exclude accounts with zero amounts? (A,C,N)         N                         
|
|  Include accounts which are no longer active? (Y,N)  Y                         
|
|                                                                                
|
|  Bank Codes                            ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                        ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                                                                
|
|                                                                                
|
| Press <next screen> for wildcard account selection options                     
|
|                                                                                
|
|                                                                                
|
| Maintenance Setup          Pres PF4 to Load the Maintenance Screen           1
of   3  |
|   XX  Continue            XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________
________|







Field Definitions
If an "A" is entered in the  field, you will need to enter the Board Approved BudgetHow do you want the amounts calculated
amount and the amount placed in the Initial Budget field will be the amount you entered minus the Last Fiscal Year's Carryover
Encumbrances. If a "B" is entered, you will need to enter the Board Approved Budget amount and this figure will be placed in the
Initial Budget field.
In order to look at the possible , move the cursor to the sort option line and press the [Help] key. The followingSort options
pop-up window appears. You may then enter the desired sort options, separated by commas.


------------------------------Sort Items------------------------------
| AC - Entire Budget Account        AP - Appropriation Account       |
| FS - Fund/SCC                     FD - Fund                        |
| FC - Function                     F1 - Function Level: 1 sig digit |
| FL - Function Level: 2 sig digits OB - Object                      |
| OL - Object Level: 1 sig digit    SC - Special Cost Center         |
| SU - Subject                      OU - Operational Unit            |
| IL - Instructional Level          J  - Job Assignment              |
|                                                                    |
|  Enter the fields you wish to sort on. If you wish to sort on more |
|  than one field, enter the fields separated by commas.             |
|                                                                    |
|                                                                    |
|                                                                    |
|        Accept            Cancel                                    |
----------------------------------------------------------------------


The option to  is offered. Choices are A, C, or N.Exclude accounts with zero amounts


Choosing A, causes accounts where all columns contain zeros to be excluded. This means that an account would be included if either
any current year column does not have a zero entry, or any prior fiscal year expended field is not zero. Thus, accounts with non-zero
prior year expended fields would be included.


Choosing C, causes accounts where all current year columns contain all zeros to be excluded regardless of whether or not the account
has zero or non-zero entries in any of the prior year expended fields.


Choosing N, causes accounts for which the current year columns contain all zeros to be included regardless of whether or not the
account has zero or non-zero entries in any of the prior year expended fields.


You have the option to *Include accounts which are no longer active*. The options are either Y or N. "Y" indicating inactive
accounts should be included, "N" to exclude any inactive accounts.*
Bank codes refer to a unique bank code number assigned in the ACTSCN program that allows you to select information by
banking institution. If desired, enter the bank code. If left blank,
all bank codes will be selected.


IABMNT Budget Screen 2 of 3







---------------------------------------------------------------------------------
------------
|                                                                                
|
|              IABMNT - Initial Account Balance Maintenance - Budget Accounts    
|
| -Wildcard budget account selection  - Fnd   Func    Obj   SCC   Subj    Opu  
IL   Job    |
| Include or Exclude I     Wildcard     200                 9*                   
|
|                    X     Wildcard                   1*                         
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup             Press PF4 to Load the Maintenance Screen         
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
------------


Field Definitions







Screen 2 of 3 offers the option to use wildcard selection by account code.
Accounts may be selected by a single account code, a range of accounts, or by a group of accounts all in a single run of the
program.
You have the option to  accounts by entering either an I or an X on the account line. If an account is entered,Include or Exclude
a blank is the same as an I for inclusion (the default).


This works in the following way. The program processes the accounts by first looking for all inclusions. Then the program will process the
accounts again looking for any exclusions to see if the account should be "deselected" from the included set. For example, screen 2
above illustrates a situation where you include the student activities fund
200 with 9xxx special cost centers, but then exclude from these accounts all of the receipts 1000 - 1999.


Suppose you also wanted to include all accounts from the fund 006. Under the above set of exclusions, all of the 006 funds with receipt
codes 1xxx, would also be excluded. If you wanted the exclusion of 1xxx receipts to apply only to the 200 funds, then the account
selection screen would look like the following:


There could be a potential problem if other sets of accounts were to be included.







---------------------------------------------------------------------------------
------------
|                                                                                
|
|              IABMNT - Initial Account Balance Maintenance - Budget Accounts    
|
| -Wildcard budget account selection  - Fnd   Func    Obj   SCC   Subj    Opu  
IL   Job    |
| Include or Exclude I     Wildcard     200                 9*                   
|
|                    X     Wildcard     200           1*    9*                   
|
|                    _     Wildcard     006                                      
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                    _     Wildcard                                              
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup             Press PF4 to Load the Maintenance Screen         
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
------------


Up to 14 wildcard selections may be entered during a run.







Please refer to the chapter in the USAS User Guide titled Using the USAS Report Programs for a complete explanation of
wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


IABMNT Budget Screen 3 of 3







---------------------------------------------------------------------------------
------------
|                                                                                
|
|               IABMNT - Initial Account Balance Maintenance  -  Budget Accounts 
|
|  - Range budget account selection -   Fnd   Func   Obj   SCC    Subj    Opu  
IL   Job    |
|    Include or Exclude  I       From   200                9000                  
|
|                                To     200                9999                  
|
|                        X       From   200          400   9000                  
|
|                                To     200          499   9999                  
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                        _       From                                            
|
|                                To                                              
|
|                                                                                
|
|  Maintenance Setup         Press PF4 to Load the Maintenance Screen            
3 of 3 |
|   XX  Continue               XX  Cancel                 XX  Next Screen        
|
|   XX  First Screen           XX  Reset                                         
|
|   XX  Help                   XX  Save/Recall                                   
|
|   XX  Exit                   XX  Prev Screen                                   
|
---------------------------------------------------------------------------------
------------


Field Definitions
Screen 3 of 3 offers the option to use ranges of accounts selected by account code. Please refer to the chapter in the USAS
User Guide titled Using the USAS Report Programs for a complete explanation of using ranges.
You have the option to  accounts by entering either an I or an X on the "From" account line. If an account isInclude or Exclude
entered, a blank is the same as an I for inclusion (the default). Screen 3 illustrates the situation where you want to include only







the 9xxx accounts for the student activity fund 200, and to exclude from these all of the accounts with receipts from 4000 to
4999.
Up to 8 range selections may be entered during a run.
The important thing to remember about ranges is that each dimension is evaluated independently of the other dimensions.


IABMNT Budget Maintenance Screen


After executing the IABMNT screens, you will be placed in the IABMNT maintenance program with the selected budget accounts listed by
the sort options entered in the previous screens as displayed in the following sample screen:







---------------------------------------------------------------------------------
--------
| Find:  02 ___ ____ ___ ____ ______ ___ __ ___                        Initial
Budget    |
|        TI FND FUNC OBJ SPCC SUBJCT OPU IL JOB                           Amount:
|
|        02 006 3110 141 0000 000000 000 00 000                                  
|
|  Salary - Lunchroom `Manager                                        
______________    |
|                                                                                
|
|        02 006 3110 144 0000 000000 000 00 000                                  
|
|  Overtime - Lunchroom Manager                                       
______________    |
|                                                                                
|
|        02 006 3110 151 0000 000000 000 00 000                                  
|
|  Sick Leave Benefits - LR Manager                                   
______________    |
|                                                                                
|
|        02 006 3110 152 0000 000000 000 00 000                                  
|
|  Personal Leave Benefits - LR Manager                               
______________    |
|                                                                                
|
|        02 006 3110 154 0000 000000 000 00 000                                  
|
|  Holiday Pay - Head Cook                                            
______________    |
|                                                                                
|
|        02 006 3110 161 0000 000000 000 00 000                                  
|
|  Calamity Day Benefits - LR Manager                                 
______________    |
|                                                                                
|
| Press the Modify key to begin entering Board Approved amounts                  
|
|                                                                                
|
| IABMNT    Maintenance program                                                  
|
|   XX  Top              XX  Next          XX  Exit Lockmode       XX  Scroll
Down       |
|   XX  Help             XX  Find          XX  Disp Totals                       
|
|   XX  Exit             XX  Modify        XX  Scroll Up                         
|
|________________________________________________________________________________
________|







At this point, if you want to update a specific budget account, you can locate it by using the Find feature. Enter the account in the Find
field and press [Find]. The specified account will be loaded onto the screen. You can also scroll through the accounts by using the [Scroll
Up Scroll Down] functions.


In order to start entering Board approved amounts for each budget account, you need to press the [Modify] key. You are automatically
locked into the modify mode by the Lockmode feature allowing you to modify up to six accounts at a time. Default amounts are provided
for each account. The defaults are calculated so that, if accepted, will not result in changes to the amounts on file. When you are finished
entering the Board approved amounts, press [Modify] to accept the newly entered amounts for the six accounts currently being displayed.
The program automatically displays the next six accounts to be modified. Pressing the [Scroll Up Scroll Down] functions will also
automatically accept the new amounts before scrolling to the previous or next list of accounts when locked into the modify mode.


If you do not want to accept the newly entered amounts, press [Do not modify]. The program will not save any amounts to those accounts
currently being displayed and will automatically scroll to the next six accounts. To exit out of the modify mode, press [Exit Modify] and it
will return you to the main IABMNT maintenance screen. If you wish to turn Lockmode off, press [Exit Lockmode].


Selecting the [Disp Totals] function will display a pop-up report on your screen containing the totals of the amounts that have been
entered. The report provides a grand total as well as subtotals with the subtotals based on the first sort option selected on the Setup
screen. This report should be used in checking the total amounts that have just been entered through IABMNT.


Maintain Initial Revenue Amounts


After selecting revenue accounts, you are given options similar to the USARPT/REVWRK report. This allows the user to duplicate the
exact sort and selection options that you chose in REVWRK.







---------------------------------------------------------------------------------
--------
|                                                                                
|
|          IABMNT - Initial Account Balance Maintenance - Revenue Accounts       
|
|                                                                                
|
| - Account Sort and Selection Criteria -                                        
|
|                                                                                
|
|  Sort options                         
____________________________________________    |
|                                                                                
|
|  Exclude accounts with zero amounts? (A,C,N)         N                         
|
|                                                                                
|
| Include accounts which are no longer active? (Y,N)  Y                          
|
|                                                                                
|
|  Bank Codes                            ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                        ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                                                                
|
|                                                                                
|
| Press <next screen> for wildcard account selection options                     
|
|                                                                                
|
|                                                                                
|
| Maintenance Setup          Pres PF4 to Load the Maintenance Screen           1
of   3  |
|   XX  Continue            XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________
________|


Field Definitions
In order to look at the possible , move the cursor to the sort option line and press the  key. The followingSort options Help
pop-up window appears. You may then enter the desired sort options, separated by commas.







------------------------------Sort Items---------------------------
| AC - Entire Revenue Account       FS - Fund/Scc                 |
| FD - Fund                         RC - Receipt                  |
| R2 - Receipt Level; 2 sig digits  SC - Special Cost Center      |
| SU - Subject                      OU - Operational Unit         |
|                                                                 |
|  Enter the fields you wish to sort on. If you wish to sort on   |
|  more than one field, enter the fields separated by commas.     |
|                                                                 |
|                                                                 |
|                                                                 |
|        Accept            Cancel                                 |
-------------------------------------------------------------------


The option to  is offered. Choices are A, C, or N.Exclude accounts with zero amounts


Choosing A, causes accounts where all columns contain zeros to be excluded. This means that an account would be included if either
any current year column does not have a zero entry, or any prior fiscal year expended field is not zero. Thus, accounts with non-zero
prior year expended fields would be included.


Choosing C, causes accounts where all current year columns contain all zeros to be excluded regardless of whether or not the account
has zero or non-zero entries in any of the prior year expended fields.


Choosing N, causes accounts for which the current year columns contain all zeros to be included regardless of whether or
not the account has zero or non-zero entries in any of the prior year expended fields.


You have the option to *Include accounts which are no longer active*. The options are either Y or N. "Y" indicating inactive
accounts should be included, "N" to exclude any inactive accounts.
Bank codes refer to a unique bank code number assigned in the ACTSCN program that allows you to select information by
banking institution. If desired, enter the bank code. If left blank,
all bank codes will be selected.
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---------------------------------------------------------------------------------
---------
|                                                                                
|
|             IABMNT - Initial Account Balance Maintenance - Revenue Accounts    
|
|  -Wildcard budget account selection  - Fnd  Rcpt  SCC   Subj   Opu             
|
|   Include or Exclude I     Wildcard    200        9*                           
|
|                      X     Wildcard         1*                                 
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                      _     Wildcard                                            
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup            Press PF4 to Load the Maintenance Screen          
2 of 3|
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
---------


Field Definitions
Screen 2 of 3 offers the option to use wildcard selection by account code.
Accounts may be selected by a single account code, a range of accounts, or by a group of accounts all in a single run of the







program.
You have the option to  accounts by entering either an I or an X on the account line. If an account is entered,Include or Exclude
a blank is the same as an I for inclusion (the default).


This works in the following way. The program processes the accounts by first looking for all inclusions. Then the program will process the
accounts again looking for any exclusions to see if the account should be "deselected" from the included set. For example, screen 2
above illustrates a situation where you include the student activities fund 200 with 9xxx special cost centers, but then exclude from these
accounts all of the receipts 1000 - 1999.


Suppose you also wanted to include all accounts from the fund 006. Under the above set of exclusions, all of the 006 funds with receipt
codes 1xxx, would also be excluded. If you wanted the exclusion of 1xxx receipts to apply only to the 200 funds, then the account
selection screen would look like the following:


There could be a potential problem if other sets of accounts were to be included.







---------------------------------------------------------------------------------
---------
|                                                                                
|
|             IABMNT - Initial Account Balance Maintenance - Revenue Accounts    
|
|   -Wildcard budget account selection  - Fnd   Rcpt   SCC   Subj    Opu         
|
|    Include or Exclude I     Wildcard    200          9*                        
|
|                       X     Wildcard    200   1*     9*                        
|
|                       I     Wildcard    006                                    
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                       _     Wildcard                                           
|
|                                                                                
|
|  Press <next screen> for range account selection options                       
|
|                                                                                
|
| Maintenance Setup             Press PF4 to Load the Maintenance Screen        
2 of 3  |
|  XX  Continue               XX  Cancel                 XX  Next Screen         
|
|  XX  First Screen           XX  Reset                                          
|
|  XX  Help                   XX  Save/Recall                                    
|
|  XX  Exit                   XX  Prev Screen                                    
|
---------------------------------------------------------------------------------
---------


Up to 14 wildcard selections may be entered during a run.







Please refer to the chapter in the USAS User Guide titled Using the USAS Report Programs for a complete explanation of
wildcard usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.


IABMNT Revenue Screen 3 of 3







---------------------------------------------------------------------------------
---------
|                                                                                
|
|           IABMNT  -  Initial Account Balance Maintenance - Revenue Accounts    
|
|   - Range budget account selection - Fnd  Rcpt  SCC  Subj    Opu               
|
|     Include or Exclude  I     From   200        9000                           
|
|                               To     200        9999                           
|
|                         X     From   200  4000  9000                           
|
|                               To     200  4999  9999                           
|
|                         _     From                                             
|
|                               To                                               
|
|                         _     From                                             
|
|                               To                                               
|
|                         _     From                                             
|
|                               To                                               
|
|                         _     From                                             
|
|                               To                                               
|
|                         _     From                                             
|
|                               To                                               
|
|                         _     From                                             
|
|                               To                                               
|
|                                                                                
|
|  Maintenance Setup         Press PF4 to Load the Maintenance Screen          3
of 3    |
|   XX  Continue               XX  Cancel                 XX  Next Screen        
|
|   XX  First Screen           XX  Reset                                         
|
|   XX  Help                   XX  Save/Recall                                   
|
|   XX  Exit                   XX  Prev Screen                                   
|
---------------------------------------------------------------------------------
---------


Field Definitions







Screen 3 of 3 offers the option to use ranges of accounts selected by account code. Please refer to the chapter in the USAS
User Guide titled Using the USAS Report Programs for a complete explanation of using ranges.
You have the option to  accounts by entering either an I or an X on the "From" account line. If an account isInclude or Exclude
entered, a blank is the same as an I for inclusion (the default). Screen 3 illustrates the situation where you want to include only
the 9xxx accounts for the student activity fund 200, and to exclude from these all of the accounts with receipts from 4000 to
4999.
Up to 8 range selections may be entered during a run.
The important thing to remember about ranges is that each dimension is evaluated independently of the other dimensions.


IABMNT Revenue Maintenance Screen


After executing the IABMNT screens, you will be placed in the IABMNT maintenance program with the selected revenue accounts listed
by the sort options entered in the previous screens as displayed in the following sample screen:







---------------------------------------------------------------------------------
--------
| Find:  03 ___ ____ ____ ______ ___                                   Initial
Revenue   |
|        TI FND RCPT SPCC SUBJCT OPU                                     
Estimate:      |
|        03 006 1410 0000 000000 000                                             
|
|  Interest - Lunchroom Fund                                          
______________    |
|                                                                                
|
|        03 006 1512 0000 000000 000                                             
|
|  Student Type A Lunch Sales                                         
______________    |
|                                                                                
|
|        03 006 1513 0000 000000 000                                             
|
|  Student Ala Carte Sales                                            
______________    |
|                                                                                
|
|        03 006 1514 0000 000000 000                                             
|
|  Student Milk Sales                                                 
______________    |
|                                                                                
|
|        03 006 1522 0000 000000 000                                             
|
|  Adult Type A Lunch Sales                                           
______________    |
|                                                                                
|
|        03 006 1523 0000 000000 000                                             
|
|  Adult Ala Carte Sales                                              
______________    |
|                                                                                
|
| Press the Modify key to begin entering Board Approved amounts                  
|
|                                                                                
|
| IABMNT    Maintenance program                                                  
|
|   XX  Top              XX  Next          XX  Exit Lockmode       XX  Scroll
Down       |
|   XX  Help             XX  Find          XX  Disp Totals                       
|
|   XX  Exit             XX  Modify        XX  Scroll Up                         
|
|________________________________________________________________________________
________|







At this point, if you want to update a specific revenue account, you can locate it by using the Find feature. Enter the account in the Find
field and press [Find]. The specified account will be loaded onto the screen. You can also scroll through the accounts by using the [Scroll
Up Scroll Down] functions.


In order to start entering Board approved amounts for each revenue account, you need to press the [Modify] key. You are automatically
locked into the modify mode by the Lockmode feature allowing you to modify up to six accounts at a time. Default amounts are provided
for each account. The defaults are calculated so that, if accepted, will not result in changes to the amounts on file. When you are finished
entering the Board approved amounts, press [Modify] to accept the newly entered amounts for the six accounts currently being displayed.
The program automatically displays the next six accounts to be modified. Pressing the [Scroll Up Scroll Down] functions will also
automatically accept the new amounts before scrolling to the previous or next list of accounts when locked into the modify mode.


If you do not want to accept the newly entered amounts, press [Do not modify]. The program will not save any amounts to those accounts
currently being displayed and will automatically scroll to the next six accounts. To exit out of the modify mode, press [Exit Modify] and it
will return you to the main IABMNT maintenance screen. If you wish to turn Lockmode off, press [Exit Lockmode].


Selecting the [Disp Totals] function will display a pop-up report on your screen containing the totals of the amounts that have been
entered. The report provides a grand total as well as subtotals with the subtotals based on the first sort option selected on the Setup
screen. This report should be used in checking the total amounts that have just been entered through IABMNT.


pabmnt


The PABMNT program allows you to maintain the FYTD expendable field for budget accounts or the FYTD receivable field for revenue
accounts. Use this option if changing temporary to permanent balances whether the initial amounts were entered using NYPMASS,
NYPMNT, IABMNT or IABMASS.


The PABMNT option does not affect the initial budget or initial revenue amount fields. Using this option will enter Board approved
amounts directly into the FYTD expendable or receivable fields. Any adjustments (in the initial balances vs. permanent balances) will be
automatically made to the additions or deductions fields.


PABMNT also has the option to allow you to mass change the GAAP Orig Budget/Orig Estimate fields on the account records to the
current expendable/receivable amounts.


Maintain Permanent Budget Amounts


After selecting budget accounts, you are given options similar to the USARPT/BUDWRK report. This allows the user to duplicate the
exact sort and selection options that you chose in BUDWRK.


The following formula is used to calculate the FTYD expendable figure. In this formula, the initial budget amount is given and is not
changed.


Basic Formula:


FYTD Expendables = Initial Budget + FYTD Additions - FYTD Deductions
                   + Last FY Carryover Encumbrances


---------------------------------------------------------------------------------
--------
|                                                                                
|
|               PABMNT - Permanent Account Balance Maintenance - Budget Accounts 
|
|                                                                                
|
|  How do you want the amounts calculated? (A, B)                                
|
|    A = The figure entered will be the Fiscal YTD Expendable amount             
|
|    B = Add Last FY Carryover Encumbrances to the figure entered                
|
|                                                                                
|
|  Update the GAAP Original Budget amounts? (Y,N)       Y                        
|
|                                                                                







|
| - Account Sort and Selection Criteria -                                        
|
|                                                                                
|
|  Sort options                         
____________________________________________    |
|                                                                                
|
|  Exclude accounts with zero amounts? (A,C,N)         N                         
|
|  Include accounts which are no longer active? (Y,N)  Y                         
|
|                                                                                
|
|  Bank Codes                            ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                        ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ 
|
|                                                                                
|
|                                                                                
|
| Press <next screen> for wildcard account selection options                     
|
|                                                                                
|
|                                                                                
|
| Maintenance Setup          Pres PF4 to Load the Maintenance Screen           1
of   3  |
|   XX  Continue            XX  Cancel              XX  Next Screen              
|
|   XX  First Screen        XX  Reset                                            
|
|   XX  Help                XX  Save/Recall                                      
|
|   XX  Exit                XX  Prev Screen                                      
|
|________________________________________________________________________________







________|


Field Definitions
If an "A" is entered in the *How do you want the amounts calculated* field, you will need to enter the Board Approved Permanent
Budget amount and this figure will be placed in the Fiscal
Year-to-Date Expendable field. If a "B" is entered, you will need to enter the Board Approved Permanent Budget amount and the
amount placed in the Fiscal Year-to-Date Expandable field will be the amount you entered plus the Last FY Carryover
Encumbrances.


The option to *Update the GAAP Original Budget amounts?* allows you to mass change the GAAP Orig Budget field to the
expendable value for the selected accounts after PABMNT is completed.
In order to look at the possible , move the cursor to the sort option line and press the  key. The followingSort options Help
pop-up window appears. You may then enter the desired sort options, separated by commas.


------------------------------Sort Items-------------------------------
| AC - Entire Budget Account         AP - Appropriation Account       |
| FS - Fund/SCC                      FD - Fund                        |
| FC - Function                      F1 - Function Level: 1 sig digit |
| FL - Function Level: 2 sig digits  OB - Object                      |
| OL - Object Level: 1 sig digit     SC - Special Cost Center         |
| SU - Subject                       OU - Operational Unit            |
| IL - Instructional Level           J  - Job Assignment              |
|                                                                     |
|  Enter the fields you wish to sort on. If you wish to sort on more  |
|  than one field, enter the fields separated by commas.              |
|                                                                     |
|                                                                     |
|                                                                     |
|        Accept            Cancel                                     |
-----------------------------------------------------------------------


The option to  is offered. Choices are A, C, or N.Exclude accounts with zero amounts


Choosing A, causes accounts where all columns contain zeros to be excluded. This means that an account would be included if either
any current year column does not have a zero entry, or any prior fiscal year expended field is not zero. Thus, accounts with non-zero
prior year expended fields would be included.


Choosing C, causes accounts where all current year columns contain all zeros to be excluded regardless of whether or not the account
has zero or non-zero entries in any of the prior year expended fields.


Choosing N, causes accounts for which the current year columns contain all zeros to be included regardless of whether or not the
account has zero or non-zero entries in any of the prior year expended fields.


You have the option to *Include accounts which are no longer active*. The options are either Y or N. "Y" indicating inactive
accounts should be included, "N" to exclude any inactive accounts.
Bank codes refer to a unique bank code number assigned in the ACTSCN program that allows you to select information by
banking institution. If desired, enter the bank code. If left blank, all bank codes will be selected.
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Districts which do not allow encumbrances to be carried into the next fiscal year would choose option "A", while districts who do
allow encumbrances to be carried forward would use option "B".







--------------------------------------------------------------------------------------
----
|                                                                                     
|
|             PABMNT - Permanent Account Balance Maintenance - Budget Accounts        
|
| -Wildcard budget account selection  - Fnd  Func  Obj  SCC  Subj   Opu  IL  Job      
|
|  Include or Exclude I     Wildcard    200             9*                            
|
|                     X     Wildcard         1*                                       
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                                                                                     
|
|  Press <next screen> for range account selection options                            
|
|                                                                                     
|
| Maintenance Setup         Press PF4 to Load the Maintenance Screen             2 of
3  |
|  XX  Continue               XX  Cancel                 XX  Next Screen              
|
|  XX  First Screen           XX  Reset                                               
|
|  XX  Help                   XX  Save/Recall                                         
|
|  XX  Exit                   XX  Prev Screen                                         
|
--------------------------------------------------------------------------------------
----


Field Definitions







Screen 2 of 3 offers the option to use wildcard selection by account code.
Accounts may be selected by a single account code, a range of accounts, or by a group of accounts all in a single run of the program.
You have the option to  accounts by entering either an I or an X on the account line. If an account is entered, a blankInclude or Exclude
is the same as an I for inclusion (the default).


This works in the following way. The program processes the accounts by first looking for all inclusions. Then the program will process the
accounts again looking for any exclusions to see if the account should be "deselected" from the included set. For example, screen 2 above
illustrates a situation where you include the student activities fund 200 with 9xxx special cost centers, but then exclude from these accounts all of
the objects 100 - 199.


Suppose you also wanted to include all accounts from the fund 006. Under the above set of exclusions, all of the 006 funds with object codes 1xx,
would also be excluded. If you wanted the exclusion of 1xx objects to apply only to the 200 funds, then the account selection screen would look
like the following:


There could be a potential problem if other sets of accounts were to be included.







--------------------------------------------------------------------------------------
----
|                                                                                     
|
|             PABMNT - Permanent Account Balance Maintenance - Budget Accounts        
|
| -Wildcard budget account selection  - Fnd  Func  Obj  SCC  Subj   Opu  IL  Job      
|
|  Include or Exclude I     Wildcard    200             9*                            
|
|                     X     Wildcard    200  1*         9*                            
|
|                     _     Wildcard    006                                           
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                                                                                     
|
|  Press <next screen> for range account selection options                            
|
|                                                                                     
|
| Maintenance Setup         Press PF4 to Load the Maintenance Screen             2 of
3  |
|  XX  Continue               XX  Cancel                 XX  Next Screen              
|
|  XX  First Screen           XX  Reset                                               
|
|  XX  Help                   XX  Save/Recall                                         
|
|  XX  Exit                   XX  Prev Screen                                         
|
--------------------------------------------------------------------------------------
----


Up to 14 wildcard selections may be entered during a run.







Please refer to the chapter in the USAS User Guide titled Using the USAS Report Programs for a complete explanation of wildcard
usage.


Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.
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--------------------------------------------------------------------------------------
----
|                                                                                     
|
|            PABMNT - Permanent Account Balance Maintenance  -  Budget Accounts       
|
|  - Range budget account selection - Fnd  Func  Obj  SCC   Subj   Opu  IL  Job       
|
|    Include or Exclude  I     From   200             9000                            
|
|                              To     200             9999                            
|
|                        X     From   200        400  9000                            
|
|                              To     200        499  9999                            
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                                                                                     
|
|  Maintenance Setup              Press PF4 to Load the Maintenance Screen        3 of
3 |
|   XX  Continue               XX  Cancel                 XX  Next Screen             
|
|   XX  First Screen           XX  Reset                                              
|
|   XX  Help                   XX  Save/Recall                                        
|
|   XX  Exit                   XX  Prev Screen                                        
|
--------------------------------------------------------------------------------------
----


Field Definitions







Screen 3 of 3 offers the option to use ranges of accounts selected by account code. Please refer to the chapter in the USAS User Guide
titled Using the USAS Report Programs for a complete explanation of using ranges.
You have the option to  accounts by entering either an I or an X on the "From" account line. If an account is entered,Include or Exclude
a blank is the same as an I for inclusion (the default). Screen 3 illustrates the situation where you want to include only the 9xxx accounts
for the student activity fund 200, and to exclude from these all of the accounts with objects from 400 to 499.
Up to 8 range selections may be entered during a run.
The important thing to remember about ranges is that each dimension is evaluated independently of the other dimensions.


PABMNT Budget Maintenance Screen


After executing the PABMNT screens, you will be placed in the PABMNT maintenance program with the selected budget accounts listed by the
sort options entered in the previous screens as displayed in the following sample screen:







--------------------------------------------------------------------------------------
---
| Find:  02 ___ ____ ___ ____ ______ ___ __ ___                      Permanent Budget 
|
|        TI FND FUNC OBJ SPCC SUBJCT OPU IL JOB                           Amount:     
|
|        02 004 5100 610 0000 000000 000 00 000                                       
|
|  Site Acquisition - Building Fund                                    ______________ 
|
|                                                                                     
|
|        02 004 5500 418 0000 000000 000 00 000                                       
|
|  Architect Services - Building Fund                                  ______________ 
|
|                                                                                     
|
|        02 004 5500 419 0000 000000 000 00 000                                       
|
|  Prof. & Technical Serv. - Building Fund                             ______________ 
|
|                                                                                     
|
|        02 004 5500 446 0000 000000 000 00 000                                       
|
|  Advertising - Building Project                                      ______________ 
|
|                                                                                     
|
|        02 004 5500 620 0000 000000 000 00 000                                       
|
|  Building Construction                                               ______________ 
|
|                                                                                     
|
|        02 004 5500 630 0000 000000 000 00 000                                       
|
|  Site Improvement - Building Fund                                    ______________ 
|
|                                                                                     
|
| Press the Modify key to begin entering Board Approved amounts                       
|
|                                                                                     
|
| PABMNT    Maintenance program                                                       
|
|   XX  Top              XX  Next          XX  Exit Lockmode       XX  Scroll Down    
|
|   XX  Help             XX  Find          XX  Disp Totals                            
|
|   XX  Exit             XX  Modify        XX  Scroll Up                              
|
|_____________________________________________________________________________________
___|







At this point, if you want to update a specific budget account, you can locate it by using the Find feature. Enter the account in the Find field and
press [Find]. The specified account will be loaded onto the screen. You can also scroll through the accounts by using the [Scroll Up Scroll Down]
functions.


In order to start entering Board approved amounts for each budget account, you need to press the [Modify] key. You are automatically locked into
the modify mode by the Lockmode feature allowing you to modify up to six accounts at a time. Default amounts are provided for each account.
The defaults are calculated so that, if accepted, will not result in changes to the amounts on file. When you are finished entering the Board
approved amounts, press [Modify] to accept the newly entered amounts for the six accounts currently being displayed. The program automatically
displays
the next six accounts to be modified. Pressing the [Scroll Up Scroll Down] functions will also automatically accept the new amounts before
scrolling to the previous or next list of accounts when
locked into the modify mode.


If you do not want to accept the newly entered amounts, press [Do not modify]. The program will not save any amounts to those accounts
currently being displayed and will automatically scroll to the next six accounts. To exit out of the modify mode, press [Exit Modify] and it will return
you to the main PABMNT maintenance screen. If you wish to turn Lockmode off, press [Exit Lockmode].


Selecting the [Disp Totals] function will display a pop-up report on your screen containing the totals of the amounts that have been entered. The
report provides a grand total as well as subtotals with the subtotals based on the first sort option selected on the Setup screen. This report should
be used in checking the total amounts that have just been entered through PABMNT.


Maintain Permanent Revenue Amounts


After selecting revenue accounts, you are given options similar to the USARPT/REVWRK report. This allows the user to duplicate the exact sort
and selection options that you chose in REVWRK.


The following formula is used to calculate the FTYD receivable figure. In this formula, the initial revenue amount is given and is not changed.


Basic Formula:


FYTD Receivables = Initial Revenue Estimate + FYTD Additions - FYTD Deductions







--------------------------------------------------------------------------------------
---
|           PABMNT - Permanent Account Balance Maintenance - Revenue Accounts         
|
|                                                                                     
|
|  Update the GAAP Original Estimate amounts? (Y,N)     Y                             
|
|                                                                                     
|
| - Account Sort and Selection Criteria -                                             
|
|                                                                                     
|
|  Sort options                          ____________________________________________ 
|
|                                                                                     
|
|  Exclude accounts with zero amounts? (A,C,N)         N                              
|
|                                                                                     
|
|  Include accounts which are no longer active? (Y,N)  Y                              
|
|                                                                                     
|
|  Bank Codes                            ___ ___ ___ ___ ___ ___ ___ ___ ___ ___      
|
|                                        ___ ___ ___ ___ ___ ___ ___ ___ ___ ___      
|
|                                                                                     
|
|                                                                                     
|
| Press <next screen> for wildcard account selection options                          
|
|                                                                                     
|
| Maintenance Setup          Pres PF4 to Load the Maintenance Screen           1 of  
3  |
|   XX  Continue            XX  Cancel              XX  Next Screen                   
|
|   XX  First Screen        XX  Reset                                                 
|
|   XX  Help                XX  Save/Recall                                           
|
|   XX  Exit                XX  Prev Screen                                           
|
|_____________________________________________________________________________________
___|


Field Definitions


The option to  allows you to mass change the GAAP Orig Estimate field to theUpdate the GAAP Original Estimate amounts?
receivable value for the selected accounts after PABMNT is completed.
In order to look at the possible , move the cursor to the sort option line and press the [Help] key. The following pop-upSort options
window appears. You may then enter the desired sort options, separated by commas.







------------------------------Sort Items----------------------------
| AC - Entire Revenue Account        FS - Fund/Scc                 |
| FD - Fund                          RC - Receipt                  |
| R2 - Receipt Level: 2 sig digits   SC - Special Cost Center      |
| SU - Subject                       OU - Operational Unit         |
|                                                                  |
|  Enter the fields you wish to sort on. If you wish to sort on    |
|  more than one field, enter the fields separated by commas.      |
|                                                                  |
|                                                                  |
|                                                                  |
|        Accept            Cancel                                  |
--------------------------------------------------------------------


The option to  is offered. Choices are A, C, or N.Exclude accounts with zero amounts


Choosing A, causes accounts where all columns contain zeros to be excluded. This means that an account would be included if either any current
year column does not
have a zero entry, or any prior fiscal year expended field is not zero. Thus, accounts with non-zero prior year expended fields would be included.


Choosing C, causes accounts where all current year columns contain all zeros to be excluded regardless of whether or not the account has zero
or non-zero entries in any of the prior year expended fields.


Choosing N, causes accounts for which the current year columns contain all zeros to be included regardless of whether or not the account has
zero or non-zero entries in any of the prior year
expended fields.


You have the option to *Include accounts which are no longer active*. The options are either Y or N. "Y" indicating inactive accounts
should be included, "N" to exclude any inactive accounts.
Bank codes refer to a unique bank code number assigned in the ACTSCN program that allows you to select information by banking
institution. If desired, enter the bank code. If left blank,
all bank codes will be selected.
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--------------------------------------------------------------------------------------
----
|                                                                                     
|
|             PABMNT - Permanent Account Balance Maintenance - Revenue Accounts       
|
| -Wildcard budget account selection  - Fnd  Rcpt   SCC   Subj     Opu                
|
|  Include or Exclude I     Wildcard    200         9*                                
|
|                     X     Wildcard         1*                                       
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                                                                                     
|
|  Press <next screen> for range account selection options                            
|
|                                                                                     
|
| Maintenance Setup         Press PF4 to Load the Maintenance Screen             2 of
3  |
|  XX  Continue               XX  Cancel                 XX  Next Screen              
|
|  XX  First Screen           XX  Reset                                               
|
|  XX  Help                   XX  Save/Recall                                         
|
|  XX  Exit                   XX  Prev Screen                                         
|
--------------------------------------------------------------------------------------
----


Field Definitions


Screen 2 of 3 offers the option to use wildcard selection by account code.







Accounts may be selected by a single account code, a range of accounts, or by a group of accounts all in a single run of the program.
You have the option to  accounts by entering either an I or an X on the account line. If an account is entered, a blankInclude or Exclude
is the same as an I for inclusion (the default).


This works in the following way. The program processes the accounts by first looking for all inclusions. Then the program will process the
accounts again looking for any exclusions to see if the account should be "deselected" from the included set. For example, screen 2 above
illustrates a situation where you include the student activities fund 200 with 9xxx special cost centers, but then exclude from these accounts all of
the receipts 1000 - 1999.


Suppose you also wanted to include all accounts from the fund 006. Under the above set of exclusions, all of the 006 funds with receipt codes
1xxx, would also be excluded. If you wanted the exclusion of 1xxx receipts to apply only to the 200 funds, then the account selection screen would
look like the following:


There could be a potential problem if other sets of accounts were to be included.







--------------------------------------------------------------------------------------
----
|                                                                                     
|
|             PABMNT - Permanent Account Balance Maintenance - Revenue Accounts       
|
| -Wildcard budget account selection  - Fnd  Rcpt   SCC   Subj     Opu                
|
|  Include or Exclude I     Wildcard    200         9*                                
|
|                     X     Wildcard    200  1*     9*                                
|
|                     _     Wildcard    006                                           
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                     _     Wildcard                                                  
|
|                                                                                     
|
|  Press <next screen> for range account selection options                            
|
|                                                                                     
|
| Maintenance Setup         Press PF4 to Load the Maintenance Screen             2 of
3  |
|  XX  Continue               XX  Cancel                 XX  Next Screen              
|
|  XX  First Screen           XX  Reset                                               
|
|  XX  Help                   XX  Save/Recall                                         
|
|  XX  Exit                   XX  Prev Screen                                         
|
--------------------------------------------------------------------------------------
----


Up to 14 wildcard selections may be entered during a run.
Please refer to the chapter in the USAS User Guide titled Using the USAS Report Programs for a complete explanation of wildcard
usage.







Wildcard Meaning
* Represents multiple digits or alphabetic characters.


% Represents a single digit or alphabetic character.


# Represents a single digit.


@ Represents a single alphabetic character.
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--------------------------------------------------------------------------------------
----
|                                                                                     
|
|            PABMNT - Permanent Account Balance Maintenance  -  Revenue Accounts      
|
| - Range budget account selection -  Fnd  Rcpt   SCC    Subj      Opu                
|
|   Include or Exclude   I     From   200         9000                                
|
|                              To     200         9999                                
|
|                        X     From   200  4000   9000                                
|
|                              To     200  4999   9999                                
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                        _     From                                                   
|
|                              To                                                     
|
|                                                                                     
|
|  Maintenance Setup              Press PF4 to Load the Maintenance Screen        3 of
3 |
|   XX  Continue               XX  Cancel                 XX  Next Screen             
|
|   XX  First Screen           XX  Reset                                              
|
|   XX  Help                   XX  Save/Recall                                        
|
|   XX  Exit                   XX  Prev Screen                                        
|
--------------------------------------------------------------------------------------
----


Field Definitions







Screen 3 of 3 offers the option to use ranges of accounts selected by account code. Please refer to the chapter in the USAS User Guide
titled Using the USAS Report Programs for a complete explanation of using ranges.
You have the option to  accounts by entering either an I or an X on the "From" account line. If an account is entered,Include or Exclude
a blank is the same as an I for inclusion (the default). Screen 3 illustrates the situation where you want to include only the 9xxx accounts
for the student activity fund 200, and to exclude from these all of the accounts with receipts from 4000 to 4999.
Up to 8 range selections may be entered during a run.
The important thing to remember about ranges is that each dimension is evaluated independently of the other dimensions.


PABMNT Revenue Maintenance Screen


After executing the PABMNT screens, you will be placed in the PABMNT maintenance program with the selected revenue accounts listed by the
sort options entered in the previous screens as displayed in the following sample screen:







--------------------------------------------------------------------------------------
---
| Find:  03 ___ ____ ____ ______ ___                                   Permanent Est. 
|
|        TI FND RCPT SPCC SUBJCT OPU                                      Revenues:   
|
|        03 004 1410 0000 000000 000                                                  
|
|  Interest - Building Fund                                            ______________ 
|
|                                                                                     
|
|        03 004 1820 0000 000000 000                                                  
|
|  Donations - Building Fund                                           ______________ 
|
|                                                                                     
|
|        03 004 1890 0000 000000 000                                                  
|
|  Other Income Bld. Fund - Rebate                                     ______________ 
|
|                                                                                     
|
|        03 004 1920 0000 000000 000                                                  
|
|  Sale of Bonds - Building Fund                                       ______________ 
|
|                                                                                     
|
|        03 004 1930 0000 000000 000                                                  
|
|  Sale of Assets - Building Fund                                      ______________ 
|
|                                                                                     
|
|                                                                                     
|
| Press the Modify key to begin entering Board Approved amounts                       
|
|                                                                                     
|
| PABMNT    Maintenance program                                                       
|
|   XX  Top              XX  Next          XX  Exit Lockmode       XX  Scroll Down    
|
|   XX  Help             XX  Find          XX  Disp Totals                            
|
|   XX  Exit             XX  Modify        XX  Scroll Up                              
|
|_____________________________________________________________________________________
___|


At this point, if you want to update a specific revenue account, you can locate it by using the Find feature. Enter the account in the Find field and
press [Find]. The specified account will be loaded onto the screen. You can also scroll through the accounts by using the [Scroll Up Scroll Down]
functions.







In order to start entering Board approved amounts for each revenue account, you need to press the [Modify] key. You are automatically locked
into the modify mode by the Lockmode feature allowing you to modify up to six accounts at a time. Default amounts are provided for each
account. The defaults are calculated so that, if accepted, will not result in changes to the amounts on file. When you are finished entering the
Board approved amounts, press [Modify] to accept the newly entered amounts for the six accounts currently being displayed. The program
automatically displays
the next six accounts to be modified. Pressing the [Scroll Up Scroll Down] functions will also automatically accept the new amounts before
scrolling to the previous or next list of accounts when
locked into the modify mode.


If you do not want to accept the newly entered amounts, press [Do not modify]. The program will not save any amounts to those accounts
currently being displayed and will automatically scroll to the next six accounts. To exit out of the modify mode, press [Exit Modify] and it will return
you to the main PABMNT maintenance screen. If you wish to turn Lockmode off, press [Exit Lockmode].


Selecting the [Disp Totals] function will display a pop-up report on your screen containing the totals of the amounts that have been entered. The
report provides a grand total as well as subtotals with the subtotals based on the first sort option selected on the Setup screen. This report should
be used in checking the total amounts that have just been entered through PABMNT.


iabload


The IABLOAD program allows you to load initial budget amounts or initial revenue estimate amounts from a CSV or TAB-delimited input file. You
need to specify the input file and whether you want to do a test run or update the accounts. A report will be generated indicating any warnings and
errors and the success or failure of the account updates.


When running IABLOAD, the GAAP Original Budget/GAAP Original Estimate fields will be automatically updated with the same amounts as the
Initial Budget/Initial Estimate fields.







--------------------------------------------------------------------------------------
----
|                                                                                     
|
|               IABLOAD - Load Initial Account Balances from CSV/TAB file             
|
|                                                                                     
|
|  Processing Options:                                                                
|
|    Name of import file:                        IABLOAD.CSV                          
|
|    Format of import file:                      CSV                                  
|
|    Update account file or report only (U/R)?   R                                    
|
|                                                                                     
|
|  Report File Specifications:                                                        
|
|    Error report file                           IABLOAD.TXT                          
|
|    Print options page? (Y/N)                   Y                                    
|
|                                                                                     
|
|                                                                                     
|
|                                                                                     
|
|                                                                                     
|
| Load Initial Account Balances                                                   1 of
1 |
|   XX  Execute             XX  Reset                                                 
|
|   XX  Help                XX  Save/Recall                                           
|
|   XX  Exit                                                                          
|
|   XX  Cancel                                                                        
|
|_____________________________________________________________________________________
___|


Field Definitions


Enter the name of the import file to be imported in the  field. The file name including extension must be providedName of import file
(filename.ext).
Enter the format of the file to be imported in the field. The format choices are as follows:Format of import file


CSV - comma-separated values
TAB - tab-delimited format


The  option allows you to enter the code "U" to actually update the account file or "R" to generate theUpdate account file or report only
report but not update the account file.
The default error report file name is IABLOAD.TXT. The text file name can be changed at the  prompt.Error report file
The  prompt, if set to 'Y' (yes), will cause a listing to print at the beginning of the IABLOAD.TXT file showing whichPrint options page
options were selected during the program run.







IABLOAD Import File Specifications


The CSV or TAB-delimited file being read by the IABLOAD program can include the fields in any order. The first row of the spreadsheet or file
must contain the Required Column Descriptions listed below. The remaining rows will contain the data values to be loaded. Extra columns on the
import file without the required criteria will be ignored and will not be updated.


IABLOAD .CSV or TAB delimited field requirements


The following table outlines the field requirements for the IABLOAD import file. Each table includes a description, the maximum size, the required
column description, possible values, and the field format. In the column labeled "Max Size" the fields defined are represented as either alphabetic
or numeric. All alphabetic fields are defined as 'X'. All numeric fields are defined as '9'. Numeric fields with an 'S' preceding the '9' indicate this
field can hold a positive value or a negative value. Numeric fields containing a value which allows decimal places, contain a '.' in the "Max Size"
column. All numeric values with a decimal point, must include the decimal point in the CSV or TAB file. For example, a value for 2 dollars and 10
cents, must be in the spreadsheet as 2.10. All account codes must be valid account codes. All account code dimensions will be padded with
zeroes, if necessary. (i.e. If the FUND is "1", it will be changed to "001").


Description Max. Size
Req. Column
Desc.


Possible Values Format


Transaction Indicator X(2) TI
Must equal "02" for budgets and "03" for
revenues


 


Fund Number X(3) FUND    


Function Code X(4) FUNCTION    


Object Code X(3) OBJECT    


Special Cost Center X(4) SCC    


Subject Code X(6) SUBJECT    


Operational Unit X(3) OPU    


Instructional Level X(2) IL    


Job Code X(3) JOB    


Receipt Number X(4) RECEIPT    


Account Description X(30) DESCRIPTION Only updated when adding new accounts  


Initial Budget S9(9)V9(2) INITIAL_BUDGET    


Initial Revenue
Estimate


S9(9)V9(2) INITIAL_ESTIMATE    


EXPWRK Programs


The CSV spreadsheet files generated from the BUDWRK or REVWRK programs are compatible with the IABLOAD program. The first row of the
spreadsheet automatically includes the required column descriptions (with the exception of the INITIAL_BUDGET and INITIAL_ESTIMATE
columns). For the column the initial budget or initial revenue figures are being entered into, the column heading will need to be changed to the
required column description (INITIAL_BUDGET or INITIAL_ESTIMATE). Once the amounts are entered in the spreadsheet, the CSV file can then
be loaded into the IABLOAD program.


New Accounts


If new accounts are included on the spreadsheet that currently do not exist on the system, a message will be included on the projection report that
the new accounts will be created when posting the spreadsheet through IABLOAD.


gaapset


The GAAPSET option provides the ability to mass change the GAAP Original Budget/Original Estimate fields on the account records to the
current expendable/receivable amounts.


The GAAP Original fields on the budget and revenue accounts serve as a means for tracking changes in the appropriations throughout a fiscal
year per GASB 34 accounting standards. The GAAP Original fields are to reflect the first appropriation covering the entire fiscal year for each
fund. Once this initial appropriation is set, the value in this field becomes a benchmark for appropriation changes that may occur during the course
of the year. The changes in appropriations throughout the year are then tracked by comparing the actual expendable and receivable fields on the
accounts to the amounts recorded in the GAAP Original Budget and Revenue fields. These fields are automatically updated in several ways if
entering appropriations through the APPROP options, either as Next Year Proposed amounts or as Initial Account Balances. GAAPSET would be
most useful if appropriations are manually entered through USASCN/ACTSCN. Once the first appropriations covering the entire fiscal year are
entered through ACTSCN, GAAPSET can be run to update the GAAP Original fields accordingly.


GAAPSET provides the option of selecting specific accounts by use of wildcards or a range of accounts.







---------------------------------------------------------------------------
 |      GAAPSET - Mass Update GAAP Original Budget/Estimate Amounts        |
 |                                                                         |
 |     Wild/       Fnd SCC                Wild/       Fnd SCC              |
 |     Range                              Range                            |
 |        R  From: 572 0000                  _  From: ___ ____             |
 |           To:   573 9999                     To:   ___ ____             |
 |                                                                         |
 |        W  From: 300 *                     _  From: ___ ____             |
 |           To:   ___ ____                     To:   ___ ____             |
 |                                                                         |
 |        _  From: ___ ____                  _  From: ___ ____             |
 |           To:   ___ ____                     To:   ___ ____             |
 |                                                                         |
 |        _  From: ___ ____                  _  From: ___ ____             |
 |           To:   ___ ____                     To:   ___ ____             |
 |                                                                         |
 |        _  From: ___ ____                  _  From: ___ ____             |
 |           To:   ___ ____                     To:   ___ ____             |
 |                                                                         |
 | Mass Update GAAP Original Budget/Estimate Amounts          1 of  1      |
 |  XXX Execute         XXX Reset                                          |
 |  XX  Help            XX  Save/Recall                                    |
 |  XX  Exit                                                               |
 |  XX  Cancel                                                             |
 |_________________________________________________________________________|


Field Definitions


The  field accepts the value "W" when using a wild card or "R" when entering a range of accounts. For the wildcard optionWild/Range
only the "From" field is used. For a range of accounts both the "From" and "To" fields are used, but no wildcards may be entered.
You are to enter values for the . Mass changes are made for all accounts associated with a selected fund.Fnd and SCC
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cents-per-mile rule to value the personal use of a vehicle 
you provide to an employee. See Cents-Per-Mile Rule in 
section 3.
Qualified parking exclusion and commuter transpor-
tation benefit.  For 2014, the monthly exclusion for quali-
fied parking is $250 and the monthly exclusion for com-
muter highway vehicle transportation and transit passes is 
$130. See Qualified Transportation Benefits in section 2.
Same-sex Marriage For federal tax purposes, individu-
als of the same sex are considered married if they were 
lawfully married in a state (or foreign country) whose laws 
authorize the marriage of two individuals of the same sex, 
even if the state (or foreign country) in which they now live 
does not recognize same-sex marriage. For more infor-
mation, see Revenue Ruling 2013-17, 2013-38 I.R.B. 201, 
available at www.irs.gov/irb/2013-38_IRB/ar07.html. No-
tice 2013-61 provides special administrative procedures 
for employers to make claims for refund or adjustments of 
overpayments of social security and Medicare taxes with 
respect to certain same-sex spouse benefits before expi-
ration of the period of limitations. Notice 2013-61, 2013-44 
I.R.B. 432, is available at www.irs.gov/irb/2013-44_IRB/
ar10.html.
Recent changes to certain rules for cafeteria plans. 
Notice 2013-71, 2013-47 I.R.B. 532, available at 
www.irs.gov/irb/2013-47_IRB/ar10.html, discusses recent 
changes to the “use-or-lose” rule for health flexible spend-
ing arrangements (FSAs) and clarifies the transitional rule 
for 2013-2014 non-calendar year salary reduction elec-
tions. See Notice 2013-71 for details on these changes.


Reminders
$2,500 limit on a health flexible spending arrange-
ment (FSA). For plan years beginning after December 
31, 2012, a cafeteria plan may not allow an employee to 
request salary reduction contributions for a health FSA in 
excess of $2,500. For plan years beginning after Decem-
ber 31, 2013, the limit is unchanged at $2,500. For more 
information, see Cafeteria Plans in section 1.
Additional Medicare Tax withholding. In addition to 
withholding Medicare tax at 1.45%, you must withhold a 
0.9% Additional Medicare Tax from wages you pay to an 
employee in excess of $200,000 in a calendar year. You 
are required to begin withholding Additional Medicare Tax 
in the pay period in which you pay wages in excess of 
$200,000 to an employee and continue to withhold it each 
pay period until the end of the calendar year. Additional 
Medicare Tax is only imposed on the employee. There is 
no employer share of Additional Medicare Tax. All wages 
that are subject to Medicare tax are subject to Additional 
Medicare Tax withholding if paid in excess of the 
$200,000 withholding threshold. Unless otherwise noted, 
references to Medicare tax include Additional Medicare 
Tax.


For more information on what wages are subject to 
Medicare tax, see Table 2-1, later, and the chart, Special 
Rules for Various Types of Services and Payments, in 
section 15 of Publication 15, (Circular E), Employer's Tax 


Guide. For more information on Additional Medicare Tax, 
visit IRS.gov and enter “Additional Medicare Tax” in the 
search box.
Photographs of missing children. The IRS is a proud 
partner with the National Center for Missing and Exploited 
Children. Photographs of missing children selected by the 
Center may appear in this publication on pages that would 
otherwise be blank. You can help bring these children 
home by looking at the photographs and calling 
1-800-THE-LOST (1-800-843-5678) if you recognize a 
child.


Introduction
This publication supplements Publication 15 (Circular E), 
Employer's Tax Guide, and Publication 15-A, Employer's 
Supplemental Tax Guide. It contains information for em-
ployers on the employment tax treatment of fringe bene-
fits.
Comments and suggestions. We welcome your com-
ments about this publication and your suggestions for fu-
ture editions.


You can write to us at the following address:
Internal Revenue Service
Tax Forms and Publications Division
1111 Constitution Ave. NW, IR-6526
Washington, DC 20224


We respond to many letters by telephone. Therefore, it 
would be helpful if you would include your daytime phone 
number, including the area code, in your correspondence.


You can also send us comments from www.irs.gov/
formspubs. Click on More Information and then click on 
Comment on Tax Forms and Publications.


Although we cannot respond individually to each com-
ment received, we do appreciate your feedback and will 
consider your comments as we revise our tax products.


1. Fringe Benefit Overview
A fringe benefit is a form of pay for the performance of 
services. For example, you provide an employee with a 
fringe benefit when you allow the employee to use a busi-
ness vehicle to commute to and from work.
Performance of services. A person who performs serv-
ices for you does not have to be your employee. A person 
may perform services for you as an independent contrac-
tor, partner, or director. Also, for fringe benefit purposes, 
treat a person who agrees not to perform services (such 
as under a covenant not to compete) as performing serv-
ices.
Provider of benefit. You are the provider of a fringe ben-
efit if it is provided for services performed for you. You are 
considered the provider of a fringe benefit even if a third 
party, such as your client or customer, provides the 
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benefit to your employee for services the employee per-
forms for you. For example, if, in exchange for goods or 
services, your customer provides day care services as a 
fringe benefit to your employees for services they provide 
for you as their employer, then you are the provider of this 
fringe benefit even though the customer is actually provid-
ing the day care.
Recipient of benefit. The person who performs services 
for you is considered the recipient of a fringe benefit provi-
ded for those services. That person may be considered 
the recipient even if the benefit is provided to someone 
who did not perform services for you. For example, your 
employee may be the recipient of a fringe benefit you pro-
vide to a member of the employee's family.


Are Fringe Benefits Taxable?
Any fringe benefit you provide is taxable and must be in-
cluded in the recipient's pay unless the law specifically ex-
cludes it. Section 2 discusses the exclusions that apply to 
certain fringe benefits. Any benefit not excluded under the 
rules discussed in section 2 is taxable.
Including taxable benefits in pay. You must include in 
a recipient's pay the amount by which the value of a fringe 
benefit is more than the sum of the following amounts.


Any amount the law excludes from pay.
Any amount the recipient paid for the benefit.


The rules used to determine the value of a fringe benefit 
are discussed in section 3.


If the recipient of a taxable fringe benefit is your em-
ployee, the benefit is subject to employment taxes and 
must be reported on Form W-2, Wage and Tax Statement. 
However, you can use special rules to withhold, deposit, 
and report the employment taxes. These rules are dis-
cussed in section 4.


If the recipient of a taxable fringe benefit is not your em-
ployee, the benefit is not subject to employment taxes. 
However, you may have to report the benefit on one of the 
following information returns.


If the recipient
receives the benefit 
as: Use:
An independent 
contractor


Form 1099-MISC, Miscellaneous Income


A partner Schedule K-1 (Form 1065), Partner's 
Share of Income, Deductions, Credits, 
etc.


For more information, see the instructions for the forms lis-
ted above.


Cafeteria Plans
A cafeteria plan, including a flexible spending arrange-
ment, is a written plan that allows your employees to 
choose between receiving cash or taxable benefits 


instead of certain qualified benefits for which the law pro-
vides an exclusion from wages. If an employee chooses 
to receive a qualified benefit under the plan, the fact that 
the employee could have received cash or a taxable ben-
efit instead will not make the qualified benefit taxable.


Generally, a cafeteria plan does not include any plan 
that offers a benefit that defers pay. However, a cafeteria 
plan can include a qualified 401(k) plan as a benefit. Also, 
certain life insurance plans maintained by educational in-
stitutions can be offered as a benefit even though they de-
fer pay.
Qualified benefits. A cafeteria plan can include the fol-
lowing benefits discussed in section 2.


Accident and health benefits (but not Archer medical 
savings accounts (Archer MSAs) or long-term care in-
surance).
Adoption assistance.
Dependent care assistance.
Group-term life insurance coverage (including costs 
that cannot be excluded from wages).
Health savings accounts (HSAs). Distributions from 
an HSA may be used to pay eligible long-term care in-
surance premiums or qualified long-term care serv-
ices.


Benefits not allowed. A cafeteria plan cannot include 
the following benefits discussed in section 2.


Archer MSAs. See Accident and Health Benefits in 
section 2.
Athletic facilities.
De minimis (minimal) benefits.
Educational assistance.
Employee discounts.
Employer-provided cell phones.
Lodging on your business premises.
Meals.
Moving expense reimbursements.
No-additional-cost services.
Transportation (commuting) benefits.
Tuition reduction.
Working condition benefits.


It also cannot include scholarships or fellowships (dis-
cussed in Publication 970, Tax Benefits for Education).
$2,500 limit on a health flexible spending arrange-
ment (FSA). For plan years beginning after December 
31, 2012, a cafeteria plan may not allow an employee to 
request salary reduction contributions for a health FSA in 
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excess of $2,500. For plan years beginning after Decem-
ber 31, 2013, the limit is unchanged at $2,500.


A cafeteria plan offering a health FSA must be amen-
ded to specify the $2,500 limit (or any lower limit set by 
the employer). While cafeteria plans generally must be 
amended on a prospective basis, an amendment that is 
adopted on or before December 31, 2014, may be made 
effective retroactively, provided that in operation the cafe-
teria plan meets the limit for plan years beginning after 
December 31, 2012. A cafeteria plan that does not limit 
health FSA contributions to the dollar limit is not a cafete-
ria plan and all benefits offered under the plan are includi-
ble in the employee's gross income.


For more information, see Notice 2012-40, 2012-26 
I.R.B. 1046, available at www.irs.gov/irb/2012-26_IRB/
ar09.html.
Employee. For these plans, treat the following individu-
als as employees.


A current common-law employee. See section 2 in 
Publication 15 (Circular E) for more information.
A full-time life insurance agent who is a current statu-
tory employee.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.


Exception for S corporation shareholders. Do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation for this purpose. A 2% share-
holder for this purpose is someone who directly or indi-
rectly owns (at any time during the year) more than 2% of 
the corporation's stock or stock with more than 2% of the 
voting power. Treat a 2% shareholder as you would a 
partner in a partnership for fringe benefit purposes, but do 
not treat the benefit as a reduction in distributions to the 
2% shareholder.
Plans that favor highly compensated employees. If 
your plan favors highly compensated employees as to eli-
gibility to participate, contributions, or benefits, you must 
include in their wages the value of taxable benefits they 
could have selected. A plan you maintain under a collec-
tive bargaining agreement does not favor highly compen-
sated employees.


A highly compensated employee for this purpose is any 
of the following employees.


1. An officer.
2. A shareholder who owns more than 5% of the voting 


power or value of all classes of the employer's stock.
3. An employee who is highly compensated based on 


the facts and circumstances.
4. A spouse or dependent of a person described in (1), 


(2), or (3).
Plans that favor key employees. If your plan favors key 
employees, you must include in their wages the value of 
taxable benefits they could have selected. A plan favors 


key employees if more than 25% of the total of the nontax-
able benefits you provide for all employees under the plan 
go to key employees. However, a plan you maintain under 
a collective bargaining agreement does not favor key em-
ployees.


A key employee during 2014 is generally an employee 
who is either of the following.


1. An officer having annual pay of more than $170,000.
2. An employee who for 2014 is either of the following.


a. A 5% owner of your business.
b. A 1% owner of your business whose annual pay 


was more than $150,000.


Simple Cafeteria Plans
Eligible employers meeting contribution requirements and 
eligibility and participation requirements can establish a 
simple cafeteria plan. Simple cafeteria plans are treated 
as meeting the nondiscrimination requirements of a cafe-
teria plan and certain benefits under a cafeteria plan.
Eligible employer. You are an eligible employer if you 
employ an average of 100 or fewer employees during ei-
ther of the 2 preceding years. If your business was not in 
existence throughout the preceding year, you are eligible 
if you reasonably expect to employ an average of 100 or 
fewer employees in the current year. If you establish a 
simple cafeteria plan in a year that you employ an average 
of 100 or fewer employees, you are considered an eligible 
employer for any subsequent year as long as you do not 
employ an average of 200 or more employees in a subse-
quent year.
Eligibility and participation requirements. These re-
quirements are met if all employees who had at least 
1,000 hours of service for the preceding plan year are eli-
gible to participate and each employee eligible to partici-
pate in the plan may elect any benefit available under the 
plan. You may elect to exclude from the plan employees 
who:


1. Are under age 21 before the close of the plan year,
2. Have less than 1 year of service with you as of any 


day during the plan year,
3. Are covered under a collective bargaining agreement, 


or
4. Are nonresident aliens working outside the United 


States whose income did not come from a U.S. 
source.


Contribution requirements. You must make a contribu-
tion to provide qualified benefits on behalf of each quali-
fied employee in an amount equal to:


1. A uniform percentage (not less than 2%) of the em-
ployee’s compensation for the plan year, or


2. An amount which is at least 6% of the employee’s 
compensation for the plan year or twice the amount of 
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the salary reduction contributions of each qualified 
employee, whichever is less.


If the contribution requirements are met using option (2), 
the rate of contribution to any salary reduction contribution 
of a highly compensated or key employee can not be 
greater than the rate of contribution to any other em-
ployee.
More information.  For more information about cafeteria 
plans, see section 125 of the Internal Revenue Code and 
its regulations.


2. Fringe Benefit Exclusion 
Rules
This section discusses the exclusion rules that apply to 
fringe benefits. These rules exclude all or part of the value 
of certain benefits from the recipient's pay.


The excluded benefits are not subject to federal in-
come tax withholding. Also, in most cases, they are not 
subject to social security, Medicare, or federal unemploy-
ment (FUTA) tax and are not reported on Form W-2.


This section discusses the exclusion rules for the fol-
lowing fringe benefits.


Accident and health benefits.
Achievement awards.
Adoption assistance.
Athletic facilities.
De minimis (minimal) benefits.
Dependent care assistance.
Educational assistance.
Employee discounts.
Employee stock options.
Employer-provided cell phones.
Group-term life insurance coverage.
Health savings accounts (HSAs).
Lodging on your business premises.
Meals.
Moving expense reimbursements.
No-additional-cost services.
Retirement planning services.
Transportation (commuting) benefits.
Tuition reduction.
Working condition benefits.


See Table 2-1, later, for an overview of the employment 
tax treatment of these benefits.


Accident and Health Benefits
This exclusion applies to contributions you make to an ac-
cident or health plan for an employee, including the follow-
ing.


Contributions to the cost of accident or health insur-
ance including qualified long-term care insurance.
Contributions to a separate trust or fund that directly 
or through insurance provides accident or health ben-
efits.
Contributions to Archer MSAs or health savings ac-
counts (discussed in Publication 969, Health Savings 
Accounts and Other Tax-Favored Health Plans).


This exclusion also applies to payments you directly or 
indirectly make to an employee under an accident or 
health plan for employees that are either of the following.


Payments or reimbursements of medical expenses.
Payments for specific injuries or illnesses (such as the 
loss of the use of an arm or leg). The payments must 
be figured without regard to any period of absence 
from work.


Accident or health plan. This is an arrangement that 
provides benefits for your employees, their spouses, their 
dependents, and their children (under age 27) in the event 
of personal injury or sickness. The plan may be insured or 
noninsured and does not need to be in writing.
Employee. For this exclusion, treat the following individu-
als as employees.


A current common-law employee.
A full-time life insurance agent who is a current statu-
tory employee.
A retired employee.
A former employee you maintain coverage for based 
on the employment relationship.
A widow or widower of an individual who died while an 
employee.
A widow or widower of a retired employee.
For the exclusion of contributions to an accident or 
health plan, a leased employee who has provided 
services to you on a substantially full-time basis for at 
least a year if the services are performed under your 
primary direction or control.


Special rule for certain government plans. For cer-
tain government accident and health plans, payments to a 
deceased plan participant's beneficiary may qualify for the 
exclusion from gross income if the other requirements for 
exclusion are met. See section 105(j) for details.
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Exception for S corporation shareholders. Do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation for this purpose. A 2% share-
holder is someone who directly or indirectly owns (at any 
time during the year) more than 2% of the corporation's 
stock or stock with more than 2% of the voting power. 
Treat a 2% shareholder as you would a partner in a part-
nership for fringe benefit purposes, but do not treat the 
benefit as a reduction in distributions to the 2% share-
holder.
Exclusion from wages. You can generally exclude the 
value of accident or health benefits you provide to an em-
ployee from the employee's wages.


Exception for certain long-term care benefits. You 
cannot exclude contributions to the cost of long-term care 


insurance from an employee's wages subject to federal in-
come tax withholding if the coverage is provided through a 
flexible spending or similar arrangement. This is a benefit 
program that reimburses specified expenses up to a maxi-
mum amount that is reasonably available to the employee 
and is less than five times the total cost of the insurance. 
However, you can exclude these contributions from the 
employee's wages subject to social security, Medicare, 
and federal unemployment (FUTA) taxes.


S corporation shareholders. Because you cannot 
treat a 2% shareholder of an S corporation as an em-
ployee for this exclusion, you must include the value of ac-
cident or health benefits you provide to the employee in 
the employee's wages subject to federal income tax with-
holding. However, you can exclude the value of these 


Table 2-1. Special Rules for Various Types of Fringe Benefits
(For more information, see the full discussion in this section.)


Treatment Under Employment Taxes
Type of Fringe Benefit Income Tax Withholding Social Security and Medicare 


(including Additional Medicare 
Tax when wages are paid in 


excess of $200,000)


Federal Unemployment (FUTA)


Accident and health benefits
Exempt1,2, except for long-term care 
benefits provided through a flexible 
spending or similar arrangement.


Exempt, except for certain payments 
to S corporation employees who are 
2% shareholders.


Exempt


Achievement awards Exempt1 up to $1,600 for qualified plan awards ($400 for nonqualified awards).
Adoption assistance Exempt1,3 Taxable Taxable


Athletic facilities Exempt if substantially all use during the calendar year is by employees, their spouses, and their dependent children 
and the facility is operated by the employer on premises owned or leased by the employer.


De minimis (minimal) benefits Exempt Exempt Exempt
Dependent care assistance Exempt3 up to certain limits, $5,000 ($2,500 for married employee filing separate return).
Educational assistance Exempt up to $5,250 of benefits each year. (See Educational Assistance, later in this section.)
Employee discounts Exempt3 up to certain limits. (See Employee Discounts, later in this section.)
Employee stock options See Employee Stock Options, later in this section.
Employer-provided cell phones Exempt if provided primarily for noncompensatory business purposes.


Group-term life insurance coverage
Exempt Exempt1,4, 7 up to cost of $50,000 of 


coverage. (Special rules apply to 
former employees.)


Exempt


Health savings accounts (HSAs) Exempt for qualified individuals up to the HSA contribution limits. (See Health Savings Accounts, later in this section.)
Lodging on your business premises Exempt1 if furnished for your convenience as a condition of employment.


Meals Exempt if furnished on your business premises for your convenience.
Exempt if de minimis.


Moving expense reimbursements Exempt1 if expenses would be deductible if the employee had paid them.
No-additional-cost services Exempt3 Exempt3 Exempt3


Retirement planning services Exempt5 Exempt5 Exempt5


Transportation (commuting) benefits
Exempt1 up to certain limits if for rides in a commuter highway vehicle and/or transit passes ($130), qualified parking 
($250), or qualified bicycle commuting reimbursement6 ($20). (See Transportation (Commuting) Benefits, later in this 
section.)
Exempt if de minimis.


Tuition reduction Exempt3 if for undergraduate education (or graduate education if the employee performs teaching or research 
activities).


Working condition benefits Exempt Exempt Exempt
1 Exemption does not apply to S corporation employees who are 2% shareholders.
2 Exemption does not apply to certain highly compensated employees under a self-insured plan that favors those employees.
3 Exemption does not apply to certain highly compensated employees under a program that favors those employees.
4 Exemption does not apply to certain key employees under a plan that favors those employees.
5 Exemption does not apply to services for tax preparation, accounting, legal, or brokerage services.
6 If the employee receives a qualified bicycle commuting reimbursement in a qualified bicycle commuting month, the employee cannot receive commuter highway vehicle, 
transit pass, or qualified parking benefits in that same month.
7 You must include in your employee's wages the cost of group-term life insurance beyond $50,000 worth of coverage, reduced by the amount the employee paid toward the 
insurance. Report it as wages in boxes 1, 3, and 5 of the employee's Form W-2. Also, show it in box 12 with code “C.” The amount is subject to social security and Medicare 
taxes, and you may, at your option, withhold federal income tax.
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benefits (other than payments for specific injuries or ill-
nesses) from the employee's wages subject to social se-
curity, Medicare, and FUTA taxes.


Exception for highly compensated employees. If 
your plan is a self-insured medical reimbursement plan 
that favors highly compensated employees, you must in-
clude all or part of the amounts you pay to these employ-
ees in their wages subject to federal income tax withhold-
ing. However, you can exclude these amounts (other than 
payments for specific injuries or illnesses) from the em-
ployee's wages subject to social security, Medicare, and 
FUTA taxes.


A self-insured plan is a plan that reimburses your em-
ployees for medical expenses not covered by an accident 
or health insurance policy.


A highly compensated employee for this exception is 
any of the following individuals.


One of the five highest paid officers.
An employee who owns (directly or indirectly) more 
than 10% in value of the employer's stock.
An employee who is among the highest paid 25% of 
all employees (other than those who can be excluded 
from the plan).


For more information on this exception, see section 
105(h) of the Internal Revenue Code and its regulations.


COBRA premiums. The exclusion for accident and 
health benefits applies to amounts you pay to maintain 
medical coverage for a current or former employee under 
the Combined Omnibus Budget Reconciliation Act of 
1986 (COBRA). The exclusion applies regardless of the 
length of employment, whether you directly pay the premi-
ums or reimburse the former employee for premiums paid, 
and whether the employee's separation is permanent or 
temporary.


Achievement Awards
This exclusion applies to the value of any tangible per-
sonal property you give to an employee as an award for 
either length of service or safety achievement. The exclu-
sion does not apply to awards of cash, cash equivalents, 
gift certificates, or other intangible property such as vaca-
tions, meals, lodging, tickets to theater or sporting events, 
stocks, bonds, and other securities. The award must meet 
the requirements for employee achievement awards dis-
cussed in chapter 2 of Publication 535, Business Expen-
ses.
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A former common-law employee you maintain cover-
age for in consideration of or based on an agreement 
relating to prior service as an employee.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 


the services are performed under your primary direc-
tion or control.


Exception for S corporation shareholders. Do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation for this purpose. A 2% share-
holder is someone who directly or indirectly owns (at any 
time during the year) more than 2% of the corporation's 
stock or stock with more than 2% of the voting power. 
Treat a 2% shareholder as you would a partner in a part-
nership for fringe benefit purposes, but do not treat the 
benefit as a reduction in distributions to the 2% share-
holder.
Exclusion from wages. You can generally exclude the 
value of achievement awards you give to an employee 
from the employee's wages if their cost is not more than 
the amount you can deduct as a business expense for the 
year. The excludable annual amount is $1,600 ($400 for 
awards that are not “qualified plan awards”). See chap-
ter 2 of Publication 535 for more information about the 
limit on deductions for employee achievement awards.


To determine for 2014 whether an achievement 
award is a “qualified plan award” under the de-
duction rules described in Publication 535, treat 


any employee who received more than $115,000 in pay 
for 2013 as a highly compensated employee.


If the cost of awards given to an employee is more than 
your allowable deduction, include in the employee's wa-
ges the larger of the following amounts.


The part of the cost that is more than your allowable 
deduction (up to the value of the awards).
The amount by which the value of the awards exceeds 
your allowable deduction.


Exclude the remaining value of the awards from the em-
ployee's wages.


Adoption Assistance
An adoption assistance program is a separate written plan 
of an employer that meets all of the following require-
ments.


1. It benefits employees who qualify under rules set up 
by you, which do not favor highly compensated em-
ployees or their dependents. To determine whether 
your plan meets this test, do not consider employees 
excluded from your plan who are covered by a collec-
tive bargaining agreement, if there is evidence that 
adoption assistance was a subject of good-faith bar-
gaining.


2. It does not pay more than 5% of its payments during 
the year for shareholders or owners (or their spouses 
or dependents). A shareholder or owner is someone 
who owns (on any day of the year) more than 5% of 
the stock or of the capital or profits interest of your 
business.


3. You give reasonable notice of the plan to eligible em-
ployees.


CAUTION
!
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4. Employees provide reasonable substantiation that 
payments or reimbursements are for qualifying ex-
penses.


For this exclusion, a highly compensated employee for 
2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.


You must exclude all payments or reimbursements you 
make under an adoption assistance program for an em-
ployee's qualified adoption expenses from the employee's 
wages subject to federal income tax withholding. How-
ever, you cannot exclude these payments from wages 
subject to social security, Medicare, and federal unem-
ployment (FUTA) taxes. For more information, see the In-
structions for Form 8839, Qualified Adoption Expenses.


You must report all qualifying adoption expenses you 
paid or reimbursed under your adoption assistance pro-
gram for each employee for the year in box 12 of the em-
ployee's Form W-2. Use code “T” to identify this amount.
Exception for S corporation shareholders. For this 
exclusion, do not treat a 2% shareholder of an S corpora-
tion as an employee of the corporation. A 2% shareholder 
is someone who directly or indirectly owns (at any time 
during the year) more than 2% of the corporation's stock 
or stock with more than 2% of the voting power. Treat a 
2% shareholder as you would a partner in a partnership 
for fringe benefit purposes, including using the benefit as 
a reduction in distributions to the 2% shareholder.


Athletic Facilities
You can exclude the value of an employee's use of an 
on-premises gym or other athletic facility you operate from 
an employee's wages if substantially all use of the facility 
during the calendar year is by your employees, their spou-
ses, and their dependent children. For this purpose, an 
employee's dependent child is a child or stepchild who is 
the employee's dependent or who, if both parents are de-
ceased, has not attained the age of 25.
On-premises facility. The athletic facility must be loca-
ted on premises you own or lease. It does not have to be 
located on your business premises. However, the exclu-
sion does not apply to an athletic facility for residential 
use, such as athletic facilities that are part of a resort.
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A former employee who retired or left on disability.


A widow or widower of an individual who died while an 
employee.
A widow or widower of a former employee who retired 
or left on disability.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.
A partner who performs services for a partnership.


De Minimis (Minimal) Benefits
You can exclude the value of a de minimis benefit you 
provide to an employee from the employee's wages. A de 
minimis benefit is any property or service you provide to 
an employee that has so little value (taking into account 
how frequently you provide similar benefits to your em-
ployees) that accounting for it would be unreasonable or 
administratively impracticable. Cash and cash equivalent 
fringe benefits (for example, use of gift card, charge card, 
or credit card), no matter how little, are never excludable 
as a de minimis benefit, except for occasional meal 
money or transportation fare.


Examples of de minimis benefits include the following.
Personal use of an employer-provided cell phone pro-
vided primarily for noncompensatory business purpo-
ses. See Employer-Provided Cell Phones, later in this 
section, for details.
Occasional personal use of a company copying ma-
chine if you sufficiently control its use so that at least 
85% of its use is for business purposes.
Holiday gifts, other than cash, with a low fair market 
value.
Group-term life insurance payable on the death of an 
employee's spouse or dependent if the face amount is 
not more than $2,000.
Meals. See Meals, later in this section, for details.
Occasional parties or picnics for employees and their 
guests.
Occasional tickets for theater or sporting events.
Transportation fare. See Transportation (Commuting) 
Benefits, later in this section, for details.


Employee. For this exclusion, treat any recipient of a de 
minimis benefit as an employee.


Dependent Care Assistance
This exclusion applies to household and dependent care 
services you directly or indirectly pay for or provide to an 
employee under a dependent care assistance program 
that covers only your employees. The services must be for 
a qualifying person's care and must be provided to allow 
the employee to work. These requirements are basically 
the same as the tests the employee would have to meet to 
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claim the dependent care credit if the employee paid for 
the services. For more information, see Qualifying Person 
Test and Work-Related Expense Test in Publication 503, 
Child and Dependent Care Expenses.
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.
Yourself (if you are a sole proprietor).
A partner who performs services for a partnership.


Exclusion from wages. You can exclude the value of 
benefits you provide to an employee under a dependent 
care assistance program from the employee's wages if 
you reasonably believe that the employee can exclude the 
benefits from gross income.


An employee can generally exclude from gross income 
up to $5,000 of benefits received under a dependent care 
assistance program each year. This limit is reduced to 
$2,500 for married employees filing separate returns.


However, the exclusion cannot be more than the 
smaller of the earned income of either the employee or 
employee's spouse. Special rules apply to determine the 
earned income of a spouse who is either a student or not 
able to care for himself or herself. For more information on 
the earned income limit, see Publication 503.


Exception for highly compensated employees. 
You cannot exclude dependent care assistance from the 
wages of a highly compensated employee unless the ben-
efits provided under the program do not favor highly com-
pensated employees and the program meets the require-
ments described in section 129(d) of the Internal Revenue 
Code.


For this exclusion, a highly compensated employee for 
2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.
Form W-2. Report the value of all dependent care assis-
tance you provide to an employee under a dependent 
care assistance program in box 10 of the employee's 
Form W-2. Include any amounts you cannot exclude from 
the employee's wages in boxes 1, 3, and 5. Report both 
the nontaxable portion of assistance (up to $5,000) and 
any assistance above the amount that is non-taxable to 
the employee.


Example. Company A provides a dependent care as-
sistance flexible spending arrangement to its employees 
through a cafeteria plan. In addition, it provides occasional 
on-site dependent care to its employees at no cost. Emily, 
an employee of company A, had $4,500 deducted from 
her pay for the dependent care flexible spending arrange-
ment. In addition, Emily used the on-site dependent care 
several times. The fair market value of the on-site care 
was $700. Emily's Form W-2 should report $5,200 of de-
pendent care assistance in box 10 ($4,500 flexible spend-
ing arrangement plus $700 on-site dependent care). 
Boxes 1, 3, and 5 should include $200 (the amount in ex-
cess of the nontaxable assistance), and applicable taxes 
should be withheld on that amount.


Educational Assistance
This exclusion applies to educational assistance you pro-
vide to employees under an educational assistance pro-
gram. The exclusion also applies to graduate level cour-
ses.


Educational assistance means amounts you pay or in-
cur for your employees' education expenses. These ex-
penses generally include the cost of books, equipment, 
fees, supplies, and tuition. However, these expenses do 
not include the cost of a course or other education involv-
ing sports, games, or hobbies, unless the education:


Has a reasonable relationship to your business, or
Is required as part of a degree program.


Education expenses do not include the cost of tools or 
supplies (other than textbooks) your employee is allowed 
to keep at the end of the course. Nor do they include the 
cost of lodging, meals, or transportation.
Educational assistance program. An educational as-
sistance program is a separate written plan that provides 
educational assistance only to your employees. The pro-
gram qualifies only if all of the following tests are met.


The program benefits employees who qualify under 
rules set up by you that do not favor highly compensa-
ted employees. To determine whether your program 
meets this test, do not consider employees excluded 
from your program who are covered by a collective 
bargaining agreement if there is evidence that educa-
tional assistance was a subject of good-faith bargain-
ing.
The program does not provide more than 5% of its 
benefits during the year for shareholders or owners. A 
shareholder or owner is someone who owns (on any 
day of the year) more than 5% of the stock or of the 
capital or profits interest of your business.
The program does not allow employees to choose to 
receive cash or other benefits that must be included in 
gross income instead of educational assistance.
You give reasonable notice of the program to eligible 
employees.
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Your program can cover former employees if their employ-
ment is the reason for the coverage.


For this exclusion, a highly compensated employee for 
2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A former employee who retired, left on disability, or 
was laid off.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.
Yourself (if you are a sole proprietor).
A partner who performs services for a partnership.


Exclusion from wages. You can exclude up to $5,250 
of educational assistance you provide to an employee un-
der an educational assistance program from the employ-
ee's wages each year.


Assistance over $5,250. If you do not have an edu-
cational assistance plan, or you provide an employee with 
assistance exceeding $5,250, you must include the value 
of these benefits as wages, unless the benefits are work-
ing condition benefits. Working condition benefits may be 
excluded from wages. Property or a service provided is a 
working condition benefit to the extent that if the employee 
paid for it, the amount paid would have been deductible 
as a business or depreciation expense. See Working Con-
dition Benefits, later, in this section.


Employee Discounts
This exclusion applies to a price reduction you give an 
employee on property or services you offer to customers 
in the ordinary course of the line of business in which the 
employee performs substantial services. However, it does 
not apply to discounts on real property or discounts on 
personal property of a kind commonly held for investment 
(such as stocks or bonds).
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A former employee who retired or left on disability.


A widow or widower of an individual who died while an 
employee.
A widow or widower of an employee who retired or left 
on disability.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.
A partner who performs services for a partnership.


Exclusion from wages. You can generally exclude the 
value of an employee discount you provide an employee 
from the employee's wages, up to the following limits.


For a discount on services, 20% of the price you 
charge nonemployee customers for the service.
For a discount on merchandise or other property, your 
gross profit percentage times the price you charge 
nonemployee customers for the property.


Determine your gross profit percentage in the line of 
business based on all property you offer to customers (in-
cluding employee customers) and your experience during 
the tax year immediately before the tax year in which the 
discount is available. To figure your gross profit percent-
age, subtract the total cost of the property from the total 
sales price of the property and divide the result by the to-
tal sales price of the property.


Exception for highly compensated employees. 
You cannot exclude from the wages of a highly compen-
sated employee any part of the value of a discount that is 
not available on the same terms to one of the following 
groups.


All of your employees.
A group of employees defined under a reasonable 
classification you set up that does not favor highly 
compensated employees.


For this exclusion, a highly compensated employee for 
2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.


Employee Stock Options
There are three kinds of stock options—incentive stock 
options, employee stock purchase plan options, and non-
statutory (nonqualified) stock options.


Wages for social security, Medicare, and federal unem-
ployment (FUTA) taxes do not include remuneration re-
sulting from the exercise, after October 22, 2004, of an 
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incentive stock option or under an employee stock pur-
chase plan option, or from any disposition of stock ac-
quired by exercising such an option. The IRS will not ap-
ply these taxes to an exercise before October 23, 2004, of 
an incentive stock option or an employee stock purchase 
plan option or to a disposition of stock acquired by such 
exercise.


Additionally, federal income tax withholding is not re-
quired on the income resulting from a disqualifying dispo-
sition of stock acquired by the exercise after October 22, 
2004, of an incentive stock option or under an employee 
stock purchase plan option, or on income equal to the dis-
count portion of stock acquired by the exercise, after Oc-
tober 22, 2004, of an employee stock purchase plan op-
tion resulting from any disposition of the stock. The IRS 
will not apply federal income tax withholding upon the dis-
position of stock acquired by the exercise, before October 
23, 2004, of an incentive stock option or an employee 
stock purchase plan option. However, the employer must 
report as income in box 1 of Form W-2, (a) the discount 
portion of stock acquired by the exercise of an employee 
stock purchase plan option upon disposition of the stock, 
and (b) the spread (between the exercise price and the 
fair market value of the stock at the time of exercise) upon 
a disqualifying disposition of stock acquired by the exer-
cise of an incentive stock option or an employee stock 
purchase plan option.


An employer must report the excess of the fair market 
value of stock received upon exercise of a nonstatutory 
stock option over the amount paid for the stock option on 
Form W-2 in boxes 1, 3 (up to the social security wage 
base), 5, and in box 12 using the code “V.” See Regula-
tions section 1.83-7.


An employee who transfers his or her interest in non-
statutory stock options to the employee's former spouse 
incident to a divorce is not required to include an amount 
in gross income upon the transfer. The former spouse, 
rather than the employee, is required to include an 
amount in gross income when the former spouse exerci-
ses the stock options. See Revenue Ruling 2002-22 and 
Revenue Ruling 2004-60 for details. You can find Reve-
nue Ruling 2002-22 on page 849 of Internal Revenue Bul-
letin 2002-19 at www.irs.gov/pub/irs-irbs/irb02-19.pdf. 
See Revenue Ruling 2004-60, 2004-24 I.R.B. 1051, avail-
able at www.irs.gov/irb/2004-24_IRB/ar13.html.


For more information about employee stock options, 
see sections 421, 422, and 423 of the Internal Revenue 
Code and their related regulations.


Employer-Provided Cell Phones
The value of an employer-provided cell phone, provided 
primarily for noncompensatory business reasons, is ex-
cludable from an employee's income as a working condi-
tion fringe benefit. Personal use of an employer-provided 
cell phone, provided primarily for noncompensatory busi-
ness reasons, is excludable from an employee's income 
as a de minimis fringe benefit. For the rules relating to 
these types of benefits, see De Minimis (Minimal) 


Benefits, earlier in this section, and Working Condition 
Benefits, later in this section.
Noncompensatory business purposes.  You provide a 
cell phone primarily for noncompensatory business purpo-
ses if there are substantial business reasons for providing 
the cell phone. Examples of substantial business reasons 
include the employer's:


Need to contact the employee at all times for work-re-
lated emergencies,
Requirement that the employee be available to speak 
with clients at times when the employee is away from 
the office, and
Need to speak with clients located in other time zones 
at times outside the employee's normal workday.


Cell phones provided to promote goodwill, boost 
morale, or attract prospective employees.  You can-
not exclude from an employee's wages the value of a cell 
phone provided to promote goodwill of an employee, to 
attract a prospective employee, or as a means of provid-
ing additional compensation to an employee.
Additional information. For additional information on 
the tax treatment of employer-provided cell phones, see 
Notice 2011-72, 2011-38 I.R.B. 407, available at
www.irs.gov/irb/2011-38_IRB/ar07.html.


Group-Term Life Insurance Coverage
This exclusion applies to life insurance coverage that 
meets all the following conditions.


It provides a general death benefit that is not included 
in income.
You provide it to a group of employees. See The 
10-employee rule, later.
It provides an amount of insurance to each employee 
based on a formula that prevents individual selection. 
This formula must use factors such as the employee's 
age, years of service, pay, or position.
You provide it under a policy you directly or indirectly 
carry. Even if you do not pay any of the policy's cost, 
you are considered to carry it if you arrange for pay-
ment of its cost by your employees and charge at 
least one employee less than, and at least one other 
employee more than, the cost of his or her insurance. 
Determine the cost of the insurance, for this purpose, 
as explained under Coverage over the limit, later.


Group-term life insurance does not include the follow-
ing insurance.


Insurance that does not provide general death bene-
fits, such as travel insurance or a policy providing only 
accidental death benefits.
Life insurance on the life of your employee's spouse or 
dependent. However, you may be able to exclude the 
cost of this insurance from the employee's wages as a 
de minimis benefit. See De Minimis (Minimal) 
Benefits, earlier in this section.
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Insurance provided under a policy that provides a per-
manent benefit (an economic value that extends be-
yond 1 policy year, such as paid-up or cash surrender 
value), unless certain requirements are met. See Reg-
ulations section 1.79-1 for details.


Employee. For this exclusion, treat the following individu-
als as employees.


1. A current common-law employee.
2. A full-time life insurance agent who is a current statu-


tory employee.
3. An individual who was formerly your employee under 


(1) or (2).
4. A leased employee who has provided services to you 


on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion and control.


Exception for S corporation shareholders. Do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation for this purpose. A 2% share-
holder is someone who directly or indirectly owns (at any 
time during the year) more than 2% of the corporation's 
stock or stock with more than 2% of the voting power. 
Treat a 2% shareholder as you would a partner in a part-
nership for fringe benefit purposes, but do not treat the 
benefit as a reduction in distributions to the 2% share-
holder.
The 10-employee rule. Generally, life insurance is not 
group-term life insurance unless you provide it to at least 
10 full-time employees at some time during the year.


For this rule, count employees who choose not to re-
ceive the insurance unless, to receive it, they must con-
tribute to the cost of benefits other than the group-term life 
insurance. For example, count an employee who could re-
ceive insurance by paying part of the cost, even if that em-
ployee chooses not to receive it. However, do not count 
an employee who must pay part or all of the cost of per-
manent benefits to get insurance, unless that employee 
chooses to receive it. A permanent benefit is an economic 
value extending beyond one policy year (for example, a 
paid-up or cash-surrender value) that is provided under a 
life insurance policy.


Exceptions. Even if you do not meet the 10-employee 
rule, two exceptions allow you to treat insurance as 
group-term life insurance.


Under the first exception, you do not have to meet the 
10-employee rule if all the following conditions are met.


1. If evidence that the employee is insurable is required, 
it is limited to a medical questionnaire (completed by 
the employee) that does not require a physical.


2. You provide the insurance to all your full-time employ-
ees or, if the insurer requires the evidence mentioned 
in (1), to all full-time employees who provide evidence 
the insurer accepts.


3. You figure the coverage based on either a uniform 
percentage of pay or the insurer's coverage brackets 


that meet certain requirements. See Regulations sec-
tion 1.79-1 for details.


Under the second exception, you do not have to meet 
the 10-employee rule if all the following conditions are 
met.


You provide the insurance under a common plan cov-
ering your employees and the employees of at least 
one other employer who is not related to you.
The insurance is restricted to, but mandatory for, all 
your employees who belong to, or are represented by, 
an organization (such as a union) that carries on sub-
stantial activities besides obtaining insurance.
Evidence of whether an employee is insurable does 
not affect an employee's eligibility for insurance or the 
amount of insurance that employee gets.


To apply either exception, do not consider employees 
who were denied insurance for any of the following rea-
sons.


They were 65 or older.
They customarily work 20 hours or less a week or 5 
months or less in a calendar year.
They have not been employed for the waiting period 
given in the policy. This waiting period cannot be more 
than 6 months.


Exclusion from wages. You can generally exclude the 
cost of up to $50,000 of group-term life insurance from the 
wages of an insured employee. You can exclude the 
same amount from the employee's wages when figuring 
social security and Medicare taxes. In addition, you do not 
have to withhold federal income tax or pay FUTA tax on 
any group-term life insurance you provide to an employee.


Coverage over the limit. You must include in your 
employee's wages the cost of group-term life insurance 
beyond $50,000 worth of coverage, reduced by the 
amount the employee paid toward the insurance. Report it 
as wages in boxes 1, 3, and 5 of the employee's Form 
W-2. Also, show it in box 12 with code “C.” The amount is 
subject to social security and Medicare taxes, and you 
may, at your option, withhold federal income tax.


Figure the monthly cost of the insurance to include in 
the employee's wages by multiplying the number of thou-
sands of dollars of all insurance coverage over $50,000 
(figured to the nearest $100) by the cost shown in Ta-
ble 2-2. For all coverage provided within the calendar 
year, use the employee's age on the last day of the em-
ployee's tax year. You must prorate the cost from the table 
if less than a full month of coverage is involved.
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Table 2-2. Cost Per $1,000 of Protection For 
1 Month


Age Cost
Under 25 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ .05
25 through 29 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .06
30 through 34 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .08
35 through 39 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .09
40 through 44 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .10
45 through 49 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .15
50 through 54 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .23
55 through 59 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .43
60 through 64 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .66
65 through 69 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.27
70 and older . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.06


You figure the total cost to include in the employee's 
wages by multiplying the monthly cost by the number of 
full months' coverage at that cost.


Example. Tom's employer provides him with 
group-term life insurance coverage of $200,000. Tom is 
45 years old, is not a key employee, and pays $100 per 
year toward the cost of the insurance. Tom's employer 
must include $170 in his wages. The $200,000 of insur-
ance coverage is reduced by $50,000. The yearly cost of 
$150,000 of coverage is $270 ($.15 x 150 x 12), and is re-
duced by the $100 Tom pays for the insurance. The em-
ployer includes $170 in boxes 1, 3, and 5 of Tom's Form 
W-2. The employer also enters $170 in box 12 with code 
“C.”


Coverage for dependents. Group-term life insurance 
coverage paid by the employer for the spouse or depend-
ents of an employee may be excludable from income as a 
de minimis fringe benefit if the face amount is not more 
than $2,000. If the face amount is greater than $2,000, the 
entire cost of the dependent coverage must be included in 
income unless the amount over $2,000 is purchased with 
employee contributions on an after-tax basis. The cost of 
the insurance is determined by using Table 2-2.


Former employees. When group-term life insurance 
over $50,000 is provided to an employee (including retir-
ees) after his or her termination, the employee share of 
social security and Medicare taxes on that period of cov-
erage is paid by the former employee with his or her tax 
return and is not collected by the employer. You are not 
required to collect those taxes. Use the table above to de-
termine the amount of social security and Medicare taxes 
owed by the former employee for coverage provided after 
separation from service. Report those uncollected 
amounts separately in box 12 of Form W-2 using codes 
“M” and “N.” See the General Instructions for Forms W-2 
and W-3 and the Instructions for Form 941.


Exception for key employees. Generally, if your 
group-term life insurance plan favors key employees as to 
participation or benefits, you must include the entire cost 
of the insurance in your key employees' wages. This ex-
ception generally does not apply to church plans. When 
figuring social security and Medicare taxes, you must also 
include the entire cost in the employees' wages. Include 
the cost in boxes 1, 3, and 5 of Form W-2. However, you 


do not have to withhold federal income tax or pay FUTA 
tax on the cost of any group-term life insurance you pro-
vide to an employee.


For this purpose, the cost of the insurance is the 
greater of the following amounts.


The premiums you pay for the employee's insurance. 
See Regulations section 1.79-4T(Q&A 6) for more in-
formation.
The cost you figure using Table 2-2.


For this exclusion, a key employee during 2014 is an 
employee or former employee who is one of the following 
individuals. See section 416(i) of the Internal Revenue 
Code for more information.


1. An officer having annual pay of more than $170,000.
2. An individual who for 2014 was either of the following.


a. A 5% owner of your business.
b. A 1% owner of your business whose annual pay 


was more than $150,000.
A former employee who was a key employee upon re-


tirement or separation from service is also a key em-
ployee.


Your plan does not favor key employees as to partici-
pation if at least one of the following is true.


It benefits at least 70% of your employees.
At least 85% of the participating employees are not 
key employees.
It benefits employees who qualify under a set of rules 
you set up that do not favor key employees.


Your plan meets this participation test if it is part of a 
cafeteria plan (discussed in section 1) and it meets the 
participation test for those plans.


When applying this test, do not consider employees 
who:


Have not completed 3 years of service,
Are part-time or seasonal,
Are nonresident aliens who receive no U.S. source 
earned income from you, or
Are not included in the plan but are in a unit of employ-
ees covered by a collective bargaining agreement, if 
the benefits provided under the plan were the subject 
of good-faith bargaining between you and employee 
representatives.


Your plan does not favor key employees as to benefits 
if all benefits available to participating key employees are 
also available to all other participating employees. Your 
plan does not favor key employees just because the 
amount of insurance you provide to your employees is 
uniformly related to their pay.


S corporation shareholders. Because you cannot 
treat a 2% shareholder of an S corporation as an em-
ployee for this exclusion, you must include the cost of all 
group-term life insurance coverage you provide the 2% 
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shareholder in his or her wages. When figuring social se-
curity and Medicare taxes, you must also include the cost 
of this coverage in the 2% shareholder's wages. Include 
the cost in boxes 1, 3, and 5 of Form W-2. However, you 
do not have to withhold federal income tax or pay federal 
unemployment tax on the cost of any group-term life insur-
ance coverage you provide to the 2% shareholder.


Health Savings Accounts
A Health Savings Account (HSA) is an account owned by 
a qualified individual who is generally your employee or 
former employee. Any contributions that you make to an 
HSA become the employee's property and cannot be 
withdrawn by you. Contributions to the account are used 
to pay current or future medical expenses of the account 
owner, his or her spouse, and any qualified dependent. 
The medical expenses must not be reimbursable by insur-
ance or other sources and their payment from HSA funds 
(distribution) will not give rise to a medical expense de-
duction on the individual's federal income tax return. For 
more information about HSAs, visit the Department of 
Treasury's website at www.treasury.gov and enter “HSA” 
in the search box.
Eligibility.  A qualified individual must be covered by a 
High Deductible Health Plan (HDHP) and not be covered 
by other health insurance except for permitted insurance 
listed under section 223(c)(3) or insurance for accidents, 
disability, dental care, vision care, or long-term care. For 
calendar year 2014, a qualifying HDHP must have a de-
ductible of at least $1,250 for self-only coverage or $2,500 
for family coverage and must limit annual out-of-pocket 
expenses of the beneficiary to $6,350 for self-only cover-
age and $12,700 for family coverage.


There are no income limits that restrict an individual's 
eligibility to contribute to an HSA nor is there a require-
ment that the account owner have earned income to make 
a contribution.
Exceptions. An individual is not a qualified individual if 
he or she can be claimed as a dependent on another per-
son's tax return. Also, an employee's participation in a 
health flexible spending arrangement (FSA) or health re-
imbursement arrangement (HRA) generally disqualifies 
the individual (and employer) from making contributions to 
his or her HSA. However, an individual may qualify to par-
ticipate in an HSA if he or she is participating in only a limi-
ted-purpose FSA or HRA or a post-deductible FSA. For 
more information, see Other employee health plans in 
Publication 969.
Employer contributions.  Up to specified dollar limits, 
cash contributions to the HSA of a qualified individual (de-
termined monthly) are exempt from federal income tax 
withholding, social security tax, Medicare tax, and FUTA 
tax. For 2014, you can contribute up to $3,300 for 
self-only coverage or $6,550 for family coverage to a 
qualified individual's HSA.


The contribution amounts listed above are increased by 
$1,000 for a qualified individual who is age 55 or older at 
any time during the year. For two qualified individuals who 


are married to each other and who each are age 55 or 
older at any time during the year, each spouse's contribu-
tion limit is increased by $1,000 provided each spouse 
has a separate HSA. No contributions can be made to an 
individual's HSA after he or she becomes enrolled in Med-
icare Part A or Part B.
Nondiscrimination rules.  Your contribution amount to 
an employee's HSA must be comparable for all employ-
ees who have comparable coverage during the same pe-
riod. Otherwise, there will be an excise tax equal to 35% 
of the amount you contributed to all employees' HSAs.


For guidance on employer comparable contributions to 
HSAs under section 4980G in instances where an em-
ployee has not established an HSA by December 31 and 
in instances where an employer accelerates contributions 
for the calendar year for employees who have incurred 
qualified medical expenses, see Regulations section 
54.4980G-4.


Exception. The Tax Relief and Health Care Act of 
2006 allows employers to make larger HSA contributions 
for a nonhighly compensated employee than for a highly 
compensated employee. A highly compensated employee 
for 2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.
Partnerships and S corporations.  Partners and 2% 
shareholders of an S corporation are not eligible for salary 
reduction (pre-tax) contributions to an HSA. Employer 
contributions to the HSA of a bona fide partner or 2% 
shareholder are treated as distributions or guaranteed 
payments as determined by the facts and circumstances.
Cafeteria plans.  You may contribute to an employee's 
HSA using a cafeteria plan and your contributions are not 
subject to the statutory comparability rules. However, caf-
eteria plan nondiscrimination rules still apply. For exam-
ple, contributions under a cafeteria plan to employee 
HSAs cannot be greater for higher-paid employees than 
they are for lower-paid employees. Contributions that fa-
vor lower-paid employees are not prohibited.
Reporting requirements.  You must report your contri-
butions to an employee's HSA in box 12 of Form W-2 us-
ing code “W.” The trustee or custodian of the HSA, gener-
ally a bank or insurance company, reports distributions 
from the HSA using Form 1099-SA, Distributions From an 
HSA, Archer MSA, or Medicare Advantage MSA.
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Lodging on Your Business Premises
You can exclude the value of lodging you furnish to an 
employee from the employee's wages if it meets the 
following tests.


It is furnished on your business premises.
It is furnished for your convenience.
The employee must accept it as a condition of em-
ployment.


Different tests may apply to lodging furnished by educa-
tional institutions. See section 119(d) of the Internal Reve-
nue Code for details.


The exclusion does not apply if you allow your em-
ployee to choose to receive additional pay instead of lodg-
ing.
On your business premises. For this exclusion, your 
business premises is generally your employee's place of 
work. For special rules that apply to lodging furnished in a 
camp located in a foreign country, see section 119(c) of 
the Internal Revenue Code and its regulations.
For your convenience. Whether or not you furnish lodg-
ing for your convenience as an employer depends on all 
the facts and circumstances. You furnish the lodging to 
your employee for your convenience if you do this for a 
substantial business reason other than to provide the em-
ployee with additional pay. This is true even if a law or an 
employment contract provides that the lodging is fur-
nished as pay. However, a written statement that the lodg-
ing is furnished for your convenience is not sufficient.
Condition of employment. Lodging meets this test if 
you require your employees to accept the lodging be-
cause they need to live on your business premises to be 
able to properly perform their duties. Examples include 
employees who must be available at all times and employ-
ees who could not perform their required duties without 
being furnished the lodging.


It does not matter whether you must furnish the lodging 
as pay under the terms of an employment contract or a 
law fixing the terms of employment.


Example. A hospital gives Joan, an employee of the 
hospital, the choice of living at the hospital free of charge 
or living elsewhere and receiving a cash allowance in ad-
dition to her regular salary. If Joan chooses to live at the 
hospital, the hospital cannot exclude the value of the lodg-
ing from her wages because she is not required to live at 
the hospital to properly perform the duties of her employ-
ment.
S corporation shareholders. For this exclusion, do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation. A 2% shareholder is someone 
who directly or indirectly owns (at any time during the 
year) more than 2% of the corporation's stock or stock 
with more than 2% of the voting power. Treat a 2% share-
holder as you would a partner in a partnership for fringe 


benefit purposes, but do not treat the benefit as a reduc-
tion in distributions to the 2% shareholder.


Meals
This section discusses the exclusion rules that apply to de 
minimis meals and meals on your business premises.


De Minimis Meals
You can exclude any occasional meal or meal money you 
provide to an employee if it has so little value (taking into 
account how frequently you provide meals to your em-
ployees) that accounting for it would be unreasonable or 
administratively impracticable. The exclusion applies, for 
example, to the following items.


Coffee, doughnuts, or soft drinks.
Occasional meals or meal money provided to enable 
an employee to work overtime. However, the exclu-
sion does not apply to meal money figured on the ba-
sis of hours worked.
Occasional parties or picnics for employees and their 
guests.


This exclusion also applies to meals you provide at an 
employer-operated eating facility for employees if the an-
nual revenue from the facility equals or exceeds the direct 
costs of the facility. For this purpose, your revenue from 
providing a meal is considered equal to the facility's direct 
operating costs to provide that meal if its value can be ex-
cluded from an employee's wages as explained under 
Meals on Your Business Premises, later.


If food or beverages you furnish to employees 
qualify as a de minimis benefit, you can deduct 
their full cost. The 50% limit on deductions for the 


cost of meals does not apply. The deduction limit on 
meals is discussed in chapter 2 of Publication 535.


Employee. For this exclusion, treat any recipient of a de 
minimis meal as an employee.
Employer-operated eating facility for employees. An 
employer-operated eating facility for employees is an eat-
ing facility that meets all the following conditions.


You own or lease the facility.
You operate the facility. You are considered to oper-
ate the eating facility if you have a contract with an-
other to operate it.
The facility is on or near your business premises.
You provide meals (food, drinks, and related services) 
at the facility during, or immediately before or after, 
the employee's workday.


Exclusion from wages. You can generally exclude the 
value of de minimis meals you provide to an employee 
from the employee's wages.


TIP
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Exception for highly compensated employees. 
You cannot exclude from the wages of a highly compen-
sated employee the value of a meal provided at an em-
ployer-operated eating facility that is not available on the 
same terms to one of the following groups.


All of your employees.
A group of employees defined under a reasonable 
classification you set up that does not favor highly 
compensated employees.


For this exclusion, a highly compensated employee for 
2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.


Meals on Your Business Premises
You can exclude the value of meals you furnish to an em-
ployee from the employee's wages if they meet the follow-
ing tests.


They are furnished on your business premises.
They are furnished for your convenience.


This exclusion does not apply if you allow your em-
ployee to choose to receive additional pay instead of 
meals.
On your business premises. Generally, for this exclu-
sion, the employee's place of work is your business prem-
ises.
For your convenience. Whether you furnish meals for 
your convenience as an employer depends on all the facts 
and circumstances. You furnish the meals to your em-
ployee for your convenience if you do this for a substantial 
business reason other than to provide the employee with 
additional pay. This is true even if a law or an employment 
contract provides that the meals are furnished as pay. 
However, a written statement that the meals are furnished 
for your convenience is not sufficient.


Meals excluded for all employees if excluded for 
more than half. If more than half of your employees who 
are furnished meals on your business premises are fur-
nished the meals for your convenience, you can treat all 
meals you furnish to employees on your business prem-
ises as furnished for your convenience.


Food service employees. Meals you furnish to a res-
taurant or other food service employee during, or immedi-
ately before or after, the employee's working hours are 
furnished for your convenience. For example, if a waitress 
works through the breakfast and lunch periods, you can 


exclude from her wages the value of the breakfast and 
lunch you furnish in your restaurant for each day she 
works.


Example. You operate a restaurant business. You fur-
nish your employee, Carol, who is a waitress working 7:00 
a.m. to 4:00 p.m., two meals during each workday. You 
encourage but do not require Carol to have her breakfast 
on the business premises before starting work. She must 
have her lunch on the premises. Since Carol is a food 
service employee and works during the normal breakfast 
and lunch periods, you can exclude from her wages the 
value of her breakfast and lunch.


If you also allow Carol to have meals on your business 
premises without charge on her days off, you cannot ex-
clude the value of those meals from her wages.


Employees available for emergency calls. Meals 
you furnish during working hours so an employee will be 
available for emergency calls during the meal period are 
furnished for your convenience. You must be able to show 
these emergency calls have occurred or can reasonably 
be expected to occur.


Example. A hospital maintains a cafeteria on its prem-
ises where all of its 230 employees may get meals at no 
charge during their working hours. The hospital must have 
120 of its employees available for emergencies. Each of 
these 120 employees is, at times, called upon to perform 
services during the meal period. Although the hospital 
does not require these employees to remain on the prem-
ises, they rarely leave the hospital during their meal pe-
riod. Since the hospital furnishes meals on its premises to 
its employees so that more than half of them are available 
for emergency calls during meal periods, the hospital can 
exclude the value of these meals from the wages of all of 
its employees.


Short meal periods. Meals you furnish during work-
ing hours are furnished for your convenience if the nature 
of your business restricts an employee to a short meal pe-
riod (such as 30 or 45 minutes) and the employee cannot 
be expected to eat elsewhere in such a short time. For ex-
ample, meals can qualify for this treatment if your peak 
work-load occurs during the normal lunch hour. However, 
they do not qualify if the reason for the short meal period 
is to allow the employee to leave earlier in the day.


Example. Frank is a bank teller who works from 9 a.m. 
to 5 p.m. The bank furnishes his lunch without charge in a 
cafeteria the bank maintains on its premises. The bank 
furnishes these meals to Frank to limit his lunch period to 
30 minutes, since the bank's peak workload occurs during 
the normal lunch period. If Frank got his lunch elsewhere, 
it would take him much longer than 30 minutes and the 
bank strictly enforces the time limit. The bank can exclude 
the value of these meals from Frank's wages.


Proper meals not otherwise available. Meals you 
furnish during working hours are furnished for your con-
venience if the employee could not otherwise eat proper 
meals within a reasonable period of time. For example, 
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meals can qualify for this treatment if there are insufficient 
eating facilities near the place of employment.


Meals after work hours. Meals you furnish to an em-
ployee immediately after working hours are furnished for 
your convenience if you would have furnished them during 
working hours for a substantial nonpay business reason 
but, because of the work duties, they were not eaten dur-
ing working hours.


Meals you furnish to promote goodwill, boost mo-
rale, or attract prospective employees. Meals you fur-
nish to promote goodwill, boost morale, or attract pro-
spective employees are not considered furnished for your 
convenience. However, you may be able to exclude their 
value as discussed under De Minimis Meals, earlier.


Meals furnished on nonworkdays or with lodging. 
You generally cannot exclude from an employee's wages 
the value of meals you furnish on a day when the em-
ployee is not working. However, you can exclude these 
meals if they are furnished with lodging that is excluded 
from the employee's wages as discussed under Lodging 
on Your Business Premises, earlier in this section.


Meals with a charge. The fact that you charge for the 
meals and that your employees may accept or decline the 
meals is not taken into account in determining whether or 
not meals are furnished for your convenience.
S corporation shareholder-employee. For this exclu-
sion, do not treat a 2% shareholder of an S corporation as 
an employee of the corporation. A 2% shareholder is 
someone who directly or indirectly owns (at any time dur-
ing the year) more than 2% of the corporation's stock or 
stock with more than 2% of the voting power. Treat a 2% 
shareholder as you would a partner in a partnership for 
fringe benefit purposes, but do not treat the benefit as a 
reduction in distributions to the 2% shareholder.


Moving Expense Reimbursements
This exclusion applies to any amount you directly or indi-
rectly give to an employee, (including services furnished 
in kind) as payment for, or reimbursement of, moving ex-
penses. You must make the reimbursement under rules 
similar to those described in chapter 11 of Publication 535 
for reimbursement of expenses for travel, meals, and en-
tertainment under accountable plans.


The exclusion applies only to reimbursement of moving 
expenses that the employee could deduct if he or she had 
paid or incurred them without reimbursement. However, it 
does not apply if the employee actually deducted the ex-
penses in a previous year.
Deductible moving expenses.  Deductible moving ex-
penses include only the reasonable expenses of:


Moving household goods and personal effects from 
the former home to the new home, and
Traveling (including lodging) from the former home to 
the new home.


Deductible moving expenses do not include any expen-
ses for meals and must meet both the distance test and 
the time test. The distance test is met if the new job loca-
tion is at least 50 miles farther from the employee's old 
home than the old job location was. The time test is met if 
the employee works at least 39 weeks during the first 12 
months after arriving in the general area of the new job lo-
cation.


For more information on deductible moving expenses, 
see Publication 521, Moving Expenses.
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.


Exception for S corporation shareholders. Do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation for this purpose. A 2% share-
holder is someone who directly or indirectly owns (at any 
time during the year) more than 2% of the corporation's 
stock or stock with more than 2% of the voting power. 
Treat a 2% shareholder as you would a partner in a part-
nership for fringe benefit purposes, but do not treat the 
benefit as a reduction in distributions to the 2% share-
holder.
Exclusion from wages. Generally, you can exclude 
qualifying moving expense reimbursement you provide to 
an employee from the employee's wages. If you paid the 
reimbursement directly to the employee, report the 
amount in box 12 of Form W-2 with the code “P.” Do not 
report payments to a third party for the employee's moving 
expenses or the value of moving services you provided in 
kind.


No-Additional-Cost Services
This exclusion applies to a service you provide to an em-
ployee if it does not cause you to incur any substantial ad-
ditional costs. The service must be offered to customers in 
the ordinary course of the line of business in which the 
employee performs substantial services.


Generally, no-additional-cost services are excess ca-
pacity services, such as airline, bus, or train tickets; hotel 
rooms; or telephone services provided free or at a re-
duced price to employees working in those lines of busi-
ness.
Substantial additional costs. To determine whether 
you incur substantial additional costs to provide a service 
to an employee, count any lost revenue as a cost. Do not 
reduce the costs you incur by any amount the employee 
pays for the service. You are considered to incur substan-
tial additional costs if you or your employees spend a sub-
stantial amount of time in providing the service, even if the 
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time spent would otherwise be idle or if the services are 
provided outside normal business hours.
Reciprocal agreements. A no-additional-cost service 
provided to your employee by an unrelated employer may 
qualify as a no-additional-cost service if all the following 
tests are met.


The service is the same type of service generally pro-
vided to customers in both the line of business in 
which the employee works and the line of business in 
which the service is provided.
You and the employer providing the service have a 
written reciprocal agreement under which a group of 
employees of each employer, all of whom perform 
substantial services in the same line of business, may 
receive no-additional-cost services from the other em-
ployer.
Neither you nor the other employer incurs any sub-
stantial additional cost either in providing the service 
or because of the written agreement.


Employee. For this exclusion, treat the following individu-
als as employees.


1. A current employee.
2. A former employee who retired or left on disability.
3. A widow or widower of an individual who died while 


an employee.
4. A widow or widower of a former employee who retired 


or left on disability.
5. A leased employee who has provided services to you 


on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.


6. A partner who performs services for a partnership.
Treat services you provide to the spouse or dependent 


child of an employee as provided to the employee. For 
this fringe benefit, dependent child means any son, step-
son, daughter, or stepdaughter who is a dependent of the 
employee, or both of whose parents have died and who 
has not reached age 25. Treat a child of divorced parents 
as a dependent of both parents.


Treat any use of air transportation by the parent of an 
employee as use by the employee. This rule does not ap-
ply to use by the parent of a person considered an em-
ployee because of item (3) or (4) above.
Exclusion from wages. You can generally exclude the 
value of a no-additional-cost service you provide to an 
employee from the employee's wages.


Exception for highly compensated employees. 
You cannot exclude from the wages of a highly compen-
sated employee the value of a no-additional-cost service 
that is not available on the same terms to one of the fol-
lowing groups.


All of your employees.


A group of employees defined under a reasonable 
classification you set up that does not favor highly 
compensated employees.


For this exclusion, a highly compensated employee for 
2014 is an employee who meets either of the following 
tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.


Retirement Planning Services
You may exclude from an employee's wages the value of 
any retirement planning advice or information you provide 
to your employee or his or her spouse if you maintain a 
qualified retirement plan as defined in section 219(g)(5) of 
the Internal Revenue Code. In addition to employer plan 
advice and information, the services provided may include 
general advice and information on retirement. However, 
the exclusion does not apply to services for tax prepara-
tion, accounting, legal, or brokerage services. You cannot 
exclude from the wages of a highly compensated em-
ployee retirement planning services that are not available 
on the same terms to each member of a group of employ-
ees normally provided education and information about 
the employer's qualified retirement plan.


Transportation (Commuting) Benefits
This section discusses exclusion rules that apply to bene-
fits you provide to your employees for their personal trans-
portation, such as commuting to and from work. These 
rules apply to the following transportation benefits.


De minimis transportation benefits.
Qualified transportation benefits.


Special rules that apply to demonstrator cars and qualified 
nonpersonal use vehicles are discussed under Working 
Condition Benefits, later in this section.


De Minimis Transportation Benefits
You can exclude the value of any de minimis transporta-
tion benefit you provide to an employee from the employ-
ee's wages. A de minimis transportation benefit is any lo-
cal transportation benefit you provide to an employee if it 
has so little value (taking into account how frequently you 
provide transportation to your employees) that accounting 
for it would be unreasonable or administratively impracti-
cable. For example, it applies to occasional transportation 
fare you give an employee because the employee is work-
ing overtime if the benefit is reasonable and is not based 
on hours worked.
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Employee. For this exclusion, treat any recipient of a de 
minimis transportation benefit as an employee.


Qualified Transportation Benefits
This exclusion applies to the following benefits.


A ride in a commuter highway vehicle between the 
employee's home and work place.
A transit pass.
Qualified parking.
Qualified bicycle commuting reimbursement.


The exclusion applies whether you provide only one or a 
combination of these benefits to your employees.


Qualified transportation benefits can be provided di-
rectly by you or through a bona fide reimbursement ar-
rangement. However, cash reimbursements for transit 
passes qualify only if a voucher or a similar item that the 
employee can exchange only for a transit pass is not 
readily available for direct distribution by you to your em-
ployee. A voucher is readily available for direct distribution 
only if an employee can obtain it from a voucher provider 
that does not impose fare media charges or other restric-
tions that effectively prevent the employer from obtaining 
vouchers. See Regulations section 1.132-9(b)(Q&A 16–
19) for more information.


Generally, you can exclude qualified transportation 
fringe benefits from an employee's wages even if you pro-
vide them in place of pay. However, qualified bicycle com-
muting reimbursements cannot be excluded if the reim-
bursements are provided in place of pay. For information 
about providing qualified transportation fringe benefits un-
der a compensation reduction agreement, see Regula-
tions section 1.132-9(b)(Q&A 11–15).
Commuter highway vehicle. A commuter highway vehi-
cle is any highway vehicle that seats at least 6 adults (not 
including the driver). In addition, you must reasonably ex-
pect that at least 80% of the vehicle mileage will be for 
transporting employees between their homes and work 
place with employees occupying at least one-half the ve-
hicle's seats (not including the driver's).
Transit pass. A transit pass is any pass, token, farecard, 
voucher, or similar item entitling a person to ride, free of 
charge or at a reduced rate, on one of the following.


On mass transit.
In a vehicle that seats at least 6 adults (not including 
the driver) if a person in the business of transporting 
persons for pay or hire operates it.


Mass transit may be publicly or privately operated and in-
cludes bus, rail, or ferry. For guidance on the use of smart 
cards and debit cards to provide qualified transportation 
fringes, see Revenue Ruling 2006-57, 2006-47 I.R.B. 911, 
available at www.irs.gov/irb/2006-47_IRB/ar05.html and 
Notice 2010-94, 2010-52 I.R.B. 927, available at
www.irs.gov/irb/2010-52_IRB/ar18.html.


Qualified parking. Qualified parking is parking you pro-
vide to your employees on or near your business prem-
ises. It includes parking on or near the location from which 
your employees commute to work using mass transit, 
commuter highway vehicles, or carpools. It does not in-
clude parking at or near your employee's home.
Qualified bicycle commuting reimbursement. For any 
calendar year, the exclusion for qualified bicycle commut-
ing reimbursement includes any employer reimbursement 
during the 15-month period beginning with the first day of 
the calendar year for reasonable expenses incurred by 
the employee during the calendar year.


Reasonable expenses include:
The purchase of a bicycle, and
Bicycle improvements, repair, and storage.


These are considered reasonable expenses as long as 
the bicycle is regularly used for travel between the em-
ployee's residence and place of employment.
Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A leased employee who has provided services to you 
on a substantially full-time basis for at least a year if 
the services are performed under your primary direc-
tion or control.


A self-employed individual is not an employee for quali-
fied transportation benefit purposes.


Exception for S corporation shareholders. Do not 
treat a 2% shareholder of an S corporation as an em-
ployee of the corporation for this purpose. A 2% share-
holder is someone who directly or indirectly owns (at any 
time during the year) more than 2% of the corporation's 
stock or stock with more than 2% of the voting power. 
Treat a 2% shareholder as you would a partner in a part-
nership for fringe benefit purposes, but do not treat the 
benefit as a reduction in distributions to the 2% share-
holder.
Relation to other fringe benefits. You cannot exclude a 
qualified transportation benefit you provide to an em-
ployee under the de minimis or working condition benefit 
rules. However, if you provide a local transportation bene-
fit other than by transit pass or commuter highway vehicle, 
or to a person other than an employee, you may be able to 
exclude all or part of the benefit under other fringe benefit 
rules (de minimis, working condition, etc.).
Exclusion from wages. You can generally exclude the 
value of transportation benefits that you provide to an em-
ployee during 2014 from the employee's wages up to the 
following limits.


$130 per month for combined commuter highway ve-
hicle transportation and transit passes.
$250 per month for qualified parking.
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For a calendar year, $20 multiplied by the number of 
qualified bicycle commuting months during that year 
for qualified bicycle commuting reimbursement of ex-
penses incurred during the year.


Qualified bicycle commuting month. For any em-
ployee, a qualified bicycle commuting month is any month 
the employee:


1. Regularly uses the bicycle for a substantial portion of 
the travel between the employee's residence and 
place of employment and


2. Does not receive:
a. Transportation in a commuter highway vehicle,
b. Any transit pass, or
c. Qualified parking benefits.


Benefits more than the limit. If the value of a benefit 
for any month is more than its limit, include in the employ-
ee's wages the amount over the limit minus any amount 
the employee paid for the benefit. You cannot exclude the 
excess from the employee's wages as a de minimis trans-
portation benefit.
More information. For more information on qualified 
transportation benefits, including van pools, and how to 
determine the value of parking, see Regulations section 
1.132-9.


Tuition Reduction
An educational organization can exclude the value of a 
qualified tuition reduction it provides to an employee from 
the employee's wages.


A tuition reduction for undergraduate education gener-
ally qualifies for this exclusion if it is for the education of 
one of the following individuals.


1. A current employee.
2. A former employee who retired or left on disability.
3. A widow or widower of an individual who died while 


an employee.
4. A widow or widower of a former employee who retired 


or left on disability.
5. A dependent child or spouse of any individual listed in 


(1) through (4) above.
A tuition reduction for graduate education qualifies for 


this exclusion only if it is for the education of a graduate 
student who performs teaching or research activities for 
the educational organization.


For more information on this exclusion, see
Publication 970.


Working Condition Benefits
This exclusion applies to property and services you pro-
vide to an employee so that the employee can perform his 


or her job. It applies to the extent the employee could de-
duct the cost of the property or services as a business ex-
pense or depreciation expense if he or she had paid for it. 
The employee must meet any substantiation requirements 
that apply to the deduction. Examples of working condi-
tion benefits include an employee's use of a company car 
for business, an employer-provided cell phone provided 
primarily for noncompensatory business purposes, and 
job-related education provided to an employee.


This exclusion also applies to a cash payment you pro-
vide for an employee's expenses for a specific or prear-
ranged business activity for which a deduction is other-
wise allowable to the employee. You must require the 
employee to verify that the payment is actually used for 
those expenses and to return any unused part of the pay-
ment.


For information on deductible employee business ex-
penses, see Unreimbursed Employee Expenses in Publi-
cation 529, Miscellaneous Deductions.


The exclusion does not apply to the following items.
A service or property provided under a flexible spend-
ing account in which you agree to provide the em-
ployee, over a time period, a certain level of unspeci-
fied noncash benefits with a predetermined cash 
value.
A physical examination program you provide, even if 
mandatory.
Any item to the extent the employee could deduct its 
cost as an expense for a trade or business other than 
your trade or business.


Employee. For this exclusion, treat the following individu-
als as employees.


A current employee.
A partner who performs services for a partnership.
A director of your company.
An independent contractor who performs services for 
you.


Vehicle allocation rules. If you provide a car for an em-
ployee's use, the amount you can exclude as a working 
condition benefit is the amount that would be allowable as 
a deductible business expense if the employee paid for its 
use. If the employee uses the car for both business and 
personal use, the value of the working condition benefit is 
the part determined to be for business use of the vehicle. 
See Business use of your car under Personal versus Busi-
ness Expenses in chapter 1 of Publication 535. Also, see 
the special rules for certain demonstrator cars and quali-
fied nonpersonal use vehicles discussed later.


However, instead of excluding the value of the working 
condition benefit, you can include the entire annual lease 
value of the car in the employee's wages. The employee 
can then claim any deductible business expense for the 
car as an itemized deduction on his or her personal in-
come tax return. This option is available only if you use the 
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lease value rule (discussed in section 3) to value the ben-
efit.
Demonstrator cars. Generally, all of the use of a dem-
onstrator car by your full-time auto salesperson qualifies 
as a working condition benefit if the use is primarily to fa-
cilitate the services the salesperson provides for you and 
there are substantial restrictions on personal use. For 
more information and the definition of “full-time auto sales-
person,” see Regulations section 1.132-5(o). For optional, 
simplified methods used to determine if full, partial, or no 
exclusion of income to the employee for personal use of a 
demonstrator car applies, see Revenue Procedure 
2001-56. You can find Revenue Procedure 2001-56 on 
page 590 of Internal Revenue Bulletin 2001-51 at
www.irs.gov/pub/irs-irbs/irb01-51.pdf.
Qualified nonpersonal use vehicles. All of an employ-
ee's use of a qualified nonpersonal use vehicle is a work-
ing condition benefit. A qualified nonpersonal use vehicle 
is any vehicle the employee is not likely to use more than 
minimally for personal purposes because of its design. 
Qualified nonpersonal use vehicles generally include all of 
the following vehicles.


Clearly marked, through painted insignia or words, po-
lice, fire, and public safety vehicles.
Unmarked vehicles used by law enforcement officers 
if the use is officially authorized.
An ambulance or hearse used for its specific purpose.
Any vehicle designed to carry cargo with a loaded 
gross vehicle weight over 14,000 pounds.
Delivery trucks with seating for the driver only, or the 
driver plus a folding jump seat.
A passenger bus with a capacity of at least 20 pas-
sengers used for its specific purpose.
School buses.
Tractors and other special-purpose farm vehicles.
Bucket trucks, cement mixers, combines, cranes and 
derricks, dump trucks (including garbage trucks), flat-
bed trucks, forklifts, qualified moving vans, qualified 
specialized utility repair trucks, and refrigerated 
trucks.


See Regulations section 1.274-5(k) for the definition of 
qualified moving van and qualified specialized utility repair 
truck.


Pickup trucks. A pickup truck with a loaded gross ve-
hicle weight of 14,000 pounds or less is a qualified non-
personal use vehicle if it has been specially modified so it 
is not likely to be used more than minimally for personal 
purposes. For example, a pickup truck qualifies if it is 
clearly marked with permanently affixed decals, special 
painting, or other advertising associated with your trade, 
business, or function and meets either of the following re-
quirements.


1. It is equipped with at least one of the following items.


a. A hydraulic lift gate.
b. Permanent tanks or drums.
c. Permanent side boards or panels that materially 


raise the level of the sides of the truck bed.
d. Other heavy equipment (such as an electric gen-


erator, welder, boom, or crane used to tow auto-
mobiles and other vehicles).


2. It is used primarily to transport a particular type of 
load (other than over the public highways) in a con-
struction, manufacturing, processing, farming, mining, 
drilling, timbering, or other similar operation for which 
it was specially designed or significantly modified.


Vans. A van with a loaded gross vehicle weight of 
14,000 pounds or less is a qualified nonpersonal use vehi-
cle if it has been specially modified so it is not likely to be 
used more than minimally for personal purposes. For ex-
ample, a van qualifies if it is clearly marked with perma-
nently affixed decals, special painting, or other advertising 
associated with your trade, business, or function and has 
a seat for the driver only (or the driver and one other per-
son) and either of the following items.


Permanent shelving that fills most of the cargo area.
An open cargo area and the van always carries mer-
chandise, material, or equipment used in your trade, 
business, or function.


Education. Certain job-related education you provide to 
an employee may qualify for exclusion as a working condi-
tion benefit. To qualify, the education must meet the same 
requirements that would apply for determining whether the 
employee could deduct the expenses had the employee 
paid the expenses. Degree programs as a whole do not 
necessarily qualify as a working condition benefit. Each 
course in the program must be evaluated individually for 
qualification as a working condition benefit. The education 
must meet at least one of the following tests.


The education is required by the employer or by law 
for the employee to keep his or her present salary, 
status, or job. The required education must serve a 
bona fide business purpose of the employer.
The education maintains or improves skills needed in 
the job.


However, even if the education meets one or both of 
the above tests, it is not qualifying education if it:


Is needed to meet the minimum educational require-
ments of the employee's present trade or business, or
Is part of a program of study that will qualify the em-
ployee for a new trade or business.


Outplacement services. An employee's use of out-
placement services qualifies as a working condition bene-
fit if you provide the services to the employee on the basis 
of need, you get a substantial business benefit from the 
services distinct from the benefit you would get from the 
payment of additional wages, and the employee is seek-
ing employment in the same trade or business of the 


Publication 15-B (2014)   Page 21



http://www.irs.gov/pub/irs-irbs/irb01-51.pdf





Page 22 of 31  Fileid: … tions/P15B/2014/A/XML/Cycle06/source 14:36 - 4-Dec-2013
The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.


employer. Substantial business benefits include promot-
ing a positive business image, maintaining employee mo-
rale, and avoiding wrongful termination suits.


Outplacement services do not qualify as a working con-
dition benefit if the employee can choose to receive cash 
or taxable benefits in place of the services. If you maintain 
a severance plan and permit employees to get outplace-
ment services with reduced severance pay, include in the 
employee's wages the difference between the unreduced 
severance and the reduced severance payments.
Exclusion from wages. You can generally exclude the 
value of a working condition benefit you provide to an em-
ployee from the employee's wages.


Exception for independent contractors. You cannot 
exclude the value of parking (unless de minimis), transit 
passes (if their monthly value exceeds $130 per month), 
or the use of consumer goods you provide in a product 
testing program from the compensation you pay to an in-
dependent contractor who performs services for you.


Exception for company directors. You cannot ex-
clude the value of the use of consumer goods you provide 
in a product testing program from the compensation you 
pay to a director.


3. Fringe Benefit Valuation 
Rules
This section discusses the rules you must use to deter-
mine the value of a fringe benefit you provide to an em-
ployee. You must determine the value of any benefit you 
cannot exclude under the rules in section 2 or for which 
the amount you can exclude is limited. See Including taxa-
ble benefits in pay in section 1.


In most cases, you must use the general valuation rule 
to value a fringe benefit. However, you may be able to use 
a special valuation rule to determine the value of certain 
benefits.


This section does not discuss the special valuation rule 
used to value meals provided at an employer-operated 
eating facility for employees. For that rule, see Regula-
tions section 1.61-21(j). This section also does not dis-
cuss the special valuation rules used to value the use of 
aircraft. For those rules, see Regulations sections 
1.61-21(g) and (h). The fringe benefit valuation formulas 
are published in the Internal Revenue Bulletin as Revenue 
Rulings twice during the year. The formula applicable for 
the first half of the year is usually available at the end of 
March. The formula applicable for the second half of the 
year is usually available at the end of September.


General Valuation Rule
You must use the general valuation rule to determine the 
value of most fringe benefits. Under this rule, the value of 
a fringe benefit is its fair market value.


Fair market value. The fair market value (FMV) of a 
fringe benefit is the amount an employee would have to 
pay a third party in an arm's-length transaction to buy or 
lease the benefit. Determine this amount on the basis of 
all the facts and circumstances.


Neither the amount the employee considers to be the 
value of the fringe benefit nor the cost you incur to provide 
the benefit determines its FMV.
Employer-provided vehicles. In general, the FMV of an 
employer-provided vehicle is the amount the employee 
would have to pay a third party to lease the same or simi-
lar vehicle on the same or comparable terms in the geo-
graphic area where the employee uses the vehicle. A 
comparable lease term would be the amount of time the 
vehicle is available for the employee's use, such as a 
1-year period.


Do not determine the FMV by multiplying a 
cents-per-mile rate times the number of miles driven un-
less the employee can prove the vehicle could have been 
leased on a cents-per-mile basis.


Cents-Per-Mile Rule
Under this rule, you determine the value of a vehicle you 
provide to an employee for personal use by multiplying the 
standard mileage rate by the total miles the employee 
drives the vehicle for personal purposes. Personal use is 
any use of the vehicle other than use in your trade or busi-
ness. This amount must be included in the employee's 
wages or reimbursed by the employee. For 2014, the 
standard mileage rate is 56 cents per mile.


You can use the cents-per-mile rule if either of the fol-
lowing requirements is met.


You reasonably expect the vehicle to be regularly 
used in your trade or business throughout the calen-
dar year (or for a shorter period during which you own 
or lease it).
The vehicle meets the mileage test.


Maximum automobile value. You cannot use 
the cents-per-mile rule for an automobile (any 
four-wheeled vehicle, such as a car, pickup truck, 


or van) if its value when you first make it available to any 
employee for personal use is more than an amount deter-
mined by the IRS as the maximum automobile value for 
the year. For example, you cannot use the cents-per-mile 
rule for an automobile that you first made available to an 
employee in 2013 if its value at that time exceeded 
$16,000 for a passenger automobile or $17,000 for a truck 
or van. The maximum automobile value for 2014 will be 
published in a notice in the Internal Revenue Bulletin early 
in 2014. If you and the employee own or lease the auto-
mobile together, see Regulations section 1.61-21(e)(1)(iii)
(B).


Vehicle. For the cents-per-mile rule, a vehicle is any mo-
torized wheeled vehicle, including an automobile, manu-
factured primarily for use on public streets, roads, and 
highways.


CAUTION
!
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Regular use in your trade or business. A vehicle is 
regularly used in your trade or business if at least one of 
the following conditions is met.


At least 50% of the vehicle's total annual mileage is for 
your trade or business.
You sponsor a commuting pool that generally uses the 
vehicle each workday to drive at least three employ-
ees to and from work.
The vehicle is regularly used in your trade or business 
on the basis of all of the facts and circumstances. In-
frequent business use of the vehicle, such as for occa-
sional trips to the airport or between your multiple 
business premises, is not regular use of the vehicle in 
your trade or business.


Mileage test. A vehicle meets the mileage test for a cal-
endar year if both of the following requirements are met.


The vehicle is actually driven at least 10,000 miles 
during the year. If you own or lease the vehicle only 
part of the year, reduce the 10,000 mile requirement 
proportionately.
The vehicle is used during the year primarily by em-
ployees. Consider the vehicle used primarily by em-
ployees if they use it consistently for commuting. Do 
not treat the use of the vehicle by another individual 
whose use would be taxed to the employee as use by 
the employee.


For example, if only one employee uses a vehicle dur-
ing the calendar year and that employee drives the vehicle 
at least 10,000 miles in that year, the vehicle meets the 
mileage test even if all miles driven by the employee are 
personal.
Consistency requirements. If you use the 
cents-per-mile rule, the following requirements apply.


You must begin using the cents-per-mile rule on the 
first day you make the vehicle available to any em-
ployee for personal use. However, if you use the com-
muting rule (discussed later) when you first make the 
vehicle available to any employee for personal use, 
you can change to the cents-per-mile rule on the first 
day for which you do not use the commuting rule.
You must use the cents-per-mile rule for all later years 
in which you make the vehicle available to any em-
ployee and the vehicle qualifies, except that you can 
use the commuting rule for any year during which use 
of the vehicle qualifies under the commuting rules. 
However, if the vehicle does not qualify for the 
cents-per-mile rule during a later year, you can use for 
that year and thereafter any other rule for which the 
vehicle then qualifies.
You must continue to use the cents-per-mile rule if you 
provide a replacement vehicle to the employee (and 
the vehicle qualifies for the use of this rule) and your 
primary reason for the replacement is to reduce fed-
eral taxes.


Items included in cents-per-mile rate. The 
cents-per-mile rate includes the value of maintenance and 
insurance for the vehicle. Do not reduce the rate by the 
value of any service included in the rate that you did not 
provide. You can take into account the services actually 
provided for the vehicle by using the General Valuation 
Rule, earlier.


For miles driven in the United States, its territories and 
possessions, Canada, and Mexico, the cents-per-mile 
rate includes the value of fuel you provide. If you do not 
provide fuel, you can reduce the rate by no more than 5.5 
cents.


For special rules that apply to fuel you provide for miles 
driven outside the United States, Canada, and Mexico, 
see Regulations section 1.61-21(e)(3)(ii)(B).


The value of any other service you provide for a vehicle 
is not included in the cents-per-mile rate. Use the general 
valuation rule to value these services.


Commuting Rule
Under this rule, you determine the value of a vehicle you 
provide to an employee for commuting use by multiplying 
each one-way commute (that is, from home to work or 
from work to home) by $1.50. If more than one employee 
commutes in the vehicle, this value applies to each em-
ployee. This amount must be included in the employee's 
wages or reimbursed by the employee.


You can use the commuting rule if all the following re-
quirements are met.


You provide the vehicle to an employee for use in your 
trade or business and, for bona fide noncompensatory 
business reasons, you require the employee to com-
mute in the vehicle. You will be treated as if you had 
met this requirement if the vehicle is generally used 
each workday to carry at least three employees to and 
from work in an employer sponsored commuting pool.
You establish a written policy under which you do not 
allow the employee to use the vehicle for personal 
purposes other than for commuting or de minimis per-
sonal use (such as a stop for a personal errand on the 
way between a business delivery and the employee's 
home). Personal use of a vehicle is all use that is not 
for your trade or business.
The employee does not use the vehicle for personal 
purposes other than commuting and de minimis per-
sonal use.
If this vehicle is an automobile (any four-wheeled vehi-
cle, such as a car, pickup truck, or van), the employee 
who uses it for commuting is not a control employee. 
See Control employee, later.


Vehicle. For this rule, a vehicle is any motorized wheeled 
vehicle, including an automobile manufactured primarily 
for use on public streets, roads, and highways.
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Control employee. A control employee of a nongovern-
ment employer for 2014 is generally any of the following 
employees.


A board or shareholder-appointed, confirmed, or elec-
ted officer whose pay is $105,000 or more.
A director.
An employee whose pay is $210,000 or more.
An employee who owns a 1% or more equity, capital, 
or profits interest in your business.


A control employee for a government employer for 
2014 is either of the following.


A government employee whose compensation is 
equal to or exceeds Federal Government Executive 
Level V. See the Office of Personnel Management 
website at www.opm.gov/policy-data-oversight/pay-
leave/salaries-wages/ for 2014 compensation infor-
mation.
An elected official.


Highly compensated employee alternative. Instead 
of using the preceding definition, you can choose to de-
fine a control employee as any highly compensated em-
ployee. A highly compensated employee for 2014 is an 
employee who meets either of the following tests.


1. The employee was a 5% owner at any time during the 
year or the preceding year.


2. The employee received more than $115,000 in pay 
for the preceding year.


You can choose to ignore test (2) if the employee was not 
also in the top 20% of employees when ranked by pay for 
the preceding year.


Lease Value Rule
Under this rule, you determine the value of an automobile 
you provide to an employee by using its annual lease 
value. For an automobile provided only part of the year, 
use either its prorated annual lease value or its daily lease 
value.


If the automobile is used by the employee in your busi-
ness, you generally reduce the lease value by the amount 
that is excluded from the employee's wages as a working 
condition benefit. In order to do this, the employee must 
account to the employer for the business use. This is done 
by substantiating the usage (mileage, for example), the 
time and place of the travel, and the business purpose of 
the travel. Written records made at the time of each busi-
ness use are the best evidence. Any use of a com-
pany-provided vehicle that is not substantiated as busi-
ness use is included in income. The working condition 
benefit is the amount that would be an allowable business 
expense deduction for the employee if the employee paid 
for the use of the vehicle. However, you can choose to in-
clude the entire lease value in the employee's wages. See 
Vehicle allocation rules, under Working Condition Benefit 
in section 2.


Automobile. For this rule, an automobile is any 
four-wheeled vehicle (such as a car, pickup truck, or van) 
manufactured primarily for use on public streets, roads, 
and highways.
Consistency requirements. If you use the lease value 
rule, the following requirements apply.


1. You must begin using this rule on the first day you 
make the automobile available to any employee for 
personal use. However, the following exceptions ap-
ply.
a. If you use the commuting rule (discussed earlier in 


this section) when you first make the automobile 
available to any employee for personal use, you 
can change to the lease value rule on the first day 
for which you do not use the commuting rule.


b. If you use the cents-per-mile rule (discussed ear-
lier in this section) when you first make the auto-
mobile available to any employee for personal 
use, you can change to the lease value rule on the 
first day on which the automobile no longer quali-
fies for the cents-per-mile rule.


2. You must use this rule for all later years in which you 
make the automobile available to any employee, ex-
cept that you can use the commuting rule for any year 
during which use of the automobile qualifies.


3. You must continue to use this rule if you provide a re-
placement automobile to the employee and your pri-
mary reason for the replacement is to reduce federal 
taxes.


Annual Lease Value
Generally, you figure the annual lease value of an automo-
bile as follows.


1. Determine the fair market value (FMV) of the automo-
bile on the first date it is available to any employee for 
personal use.


2. Using Table 3-1. Annual Lease Value Table, read 
down column (1) until you come to the dollar range 
within which the FMV of the automobile falls. Then 
read across to column (2) to find the annual lease 
value.


3. Multiply the annual lease value by the percentage of 
personal miles out of total miles driven by the em-
ployee.
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Table 3-1. Annual Lease Value Table
(1) Automobile FMV (2) Annual Lease


$ 0 to 999 . . . . . . . . . . . . . . . . . . . . . . . . $  600
1,000 to 1,999 . . . . . . . . . . . . . . . . . . . . 850
2,000 to 2,999 . . . . . . . . . . . . . . . . . . . . 1,100
3,000 to 3,999 . . . . . . . . . . . . . . . . . . . . 1,350
4,000 to 4,999 . . . . . . . . . . . . . . . . . . . . 1,600
5,000 to 5,999 . . . . . . . . . . . . . . . . . . . . 1,850
6,000 to 6,999 . . . . . . . . . . . . . . . . . . . . 2,100
7,000 to 7,999 . . . . . . . . . . . . . . . . . . . . 2,350
8,000 to 8,999 . . . . . . . . . . . . . . . . . . . . 2,600
9,000 to 9,999 . . . . . . . . . . . . . . . . . . . . 2,850


10,000 to 10,999 . . . . . . . . . . . . . . . . . . . 3,100
11,000 to 11,999 . . . . . . . . . . . . . . . . . . . 3,350
12,000 to 12,999 . . . . . . . . . . . . . . . . . . . 3,600
13,000 to 13,999 . . . . . . . . . . . . . . . . . . . 3,850
14,000 to 14,999 . . . . . . . . . . . . . . . . . . . 4,100
15,000 to 15,999 . . . . . . . . . . . . . . . . . . . 4,350
16,000 to 16,999 . . . . . . . . . . . . . . . . . . . 4,600
17,000 to 17,999 . . . . . . . . . . . . . . . . . . . 4,850
18,000 to 18,999 . . . . . . . . . . . . . . . . . . . 5,100
19,000 to 19,999 . . . . . . . . . . . . . . . . . . . 5,350
20,000 to 20,999 . . . . . . . . . . . . . . . . . . . 5,600
21,000 to 21,999 . . . . . . . . . . . . . . . . . . . 5,850
22,000 to 22,999 . . . . . . . . . . . . . . . . . . . 6,100
23,000 to 23,999 . . . . . . . . . . . . . . . . . . . 6,350
24,000 to 24,999 . . . . . . . . . . . . . . . . . . . 6,600
25,000 to 25,999 . . . . . . . . . . . . . . . . . . . 6,850
26,000 to 27,999 . . . . . . . . . . . . . . . . . . . 7,250
28,000 to 29,999 . . . . . . . . . . . . . . . . . . . 7,750
30,000 to 31,999 . . . . . . . . . . . . . . . . . . . 8,250
32,000 to 33,999 . . . . . . . . . . . . . . . . . . . 8,750
34,000 to 35,999 . . . . . . . . . . . . . . . . . . . 9,250
36,000 to 37,999 . . . . . . . . . . . . . . . . . . . 9,750
38,000 to 39,999 . . . . . . . . . . . . . . . . . . . 10,250
40,000 to 41,999 . . . . . . . . . . . . . . . . . . . 10,750
42,000 to 43,999 . . . . . . . . . . . . . . . . . . . 11,250
44,000 to 45,999 . . . . . . . . . . . . . . . . . . . 11,750
46,000 to 47,999 . . . . . . . . . . . . . . . . . . . 12,250
48,000 to 49,999 . . . . . . . . . . . . . . . . . . . 12,750
50,000 to 51,999 . . . . . . . . . . . . . . . . . . . 13,250
52,000 to 53,999 . . . . . . . . . . . . . . . . . . . 13,750
54,000 to 55,999 . . . . . . . . . . . . . . . . . . . 14,250
56,000 to 57,999 . . . . . . . . . . . . . . . . . . . 14,750
58,000 to 59,999 . . . . . . . . . . . . . . . . . . . 15,250


For automobiles with a FMV of more than $59,999, the 
annual lease value equals (.25 × the FMV of the automo-
bile) + $500.
FMV. The FMV of an automobile is the amount a person 
would pay to buy it from a third party in an arm's-length 
transaction in the area in which the automobile is bought 
or leased. That amount includes all purchase expenses, 
such as sales tax and title fees.


If you have 20 or more automobiles, see Regulations 
section 1.61-21(d)(5)(v). If you and the employee own or 
lease the automobile together, see Regulations section 
1.61-21(d)(2)(ii).


You do not have to include the value of a telephone or 
any specialized equipment added to, or carried in, the au-
tomobile if the equipment is necessary for your business. 
However, include the value of specialized equipment if the 
employee to whom the automobile is available uses the 


specialized equipment in a trade or business other than 
yours.


Neither the amount the employee considers to be the 
value of the benefit nor your cost for either buying or leas-
ing the automobile determines its FMV. However, see 
Safe-harbor value, next.


Safe-harbor value. You may be able to use a 
safe-harbor value as the FMV.


For an automobile you bought at arm's length, the 
safe-harbor value is your cost, including sales tax, title, 
and other purchase expenses. You cannot have been the 
manufacturer of the automobile.


For an automobile you lease, you can use any of the 
following as the safe-harbor value.


The manufacturer's invoice price (including options) 
plus 4%.
The manufacturer's suggested retail price minus 8% 
(including sales tax, title, and other expenses of pur-
chase).
The retail value of the automobile reported by a na-
tionally recognized pricing source if that retail value is 
reasonable for the automobile.


Items included in annual lease value table. Each an-
nual lease value in the table includes the value of mainte-
nance and insurance for the automobile. Do not reduce 
the annual lease value by the value of any of these serv-
ices that you did not provide. For example, do not reduce 
the annual lease value by the value of a maintenance 
service contract or insurance you did not provide. You can 
take into account the services actually provided for the au-
tomobile by using the general valuation rule discussed 
earlier.


Items not included. The annual lease value does not 
include the value of fuel you provide to an employee for 
personal use, regardless of whether you provide it, reim-
burse its cost, or have it charged to you. You must include 
the value of the fuel separately in the employee's wages. 
You can value fuel you provided at FMV or at 5.5 cents 
per mile for all miles driven by the employee. However, 
you cannot value at 5.5 cents per mile fuel you provide for 
miles driven outside the United States (including its pos-
sessions and territories), Canada, and Mexico.


If you reimburse an employee for the cost of fuel, or 
have it charged to you, you generally value the fuel at the 
amount you reimburse, or the amount charged to you if it 
was bought at arm's length.


If you have 20 or more automobiles, see Regulations 
section 1.61-21(d)(3)(ii)(D).


If you provide any service other than maintenance and 
insurance for an automobile, you must add the FMV of 
that service to the annual lease value of the automobile to 
figure the value of the benefit.
4-year lease term. The annual lease values in the table 
are based on a 4-year lease term. These values will gen-
erally stay the same for the period that begins with the first 
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date you use this rule for the automobile and ends on De-
cember 31 of the fourth full calendar year following that 
date.


Figure the annual lease value for each later 4-year pe-
riod by determining the FMV of the automobile on January 
1 of the first year of the later 4-year period and selecting 
the amount in column (2) of the table that corresponds to 
the appropriate dollar range in column (1).


Using the special accounting rule. If you use the 
special accounting rule for fringe benefits discussed in 
section 4, you can figure the annual lease value for each 
later 4-year period at the beginning of the special account-
ing period that starts immediately before the January 1 
date described in the previous paragraph.


For example, assume that you use the special account-
ing rule and that, beginning on November 1, 2013, the 
special accounting period is November 1 to October 31. 
You elected to use the lease value rule as of January 1, 
2014. You can refigure the annual lease value on Novem-
ber 1, 2017, rather than on January 1, 2018.
Transferring an automobile from one employee to 
another. Unless the primary purpose of the transfer is to 
reduce federal taxes, you can refigure the annual lease 
value based on the FMV of the automobile on January 1 
of the calendar year of transfer.


However, if you use the special accounting rule for 
fringe benefits discussed in section 4, you can refigure the 
annual lease value (based on the FMV of the automobile) 
at the beginning of the special accounting period in which 
the transfer occurs.


Prorated Annual Lease Value
If you provide an automobile to an employee for a continu-
ous period of 30 or more days but less than an entire cal-
endar year, you can prorate the annual lease value. Fig-
ure the prorated annual lease value by multiplying the 
annual lease value by a fraction, using the number of days 
of availability as the numerator and 365 as the denomina-
tor.


If you provide an automobile continuously for at least 
30 days, but the period covers 2 calendar years (or 2 spe-
cial accounting periods if you are using the special ac-
counting rule for fringe benefits discussed in section 4), 
you can use the prorated annual lease value or the daily 
lease value.


If you have 20 or more automobiles, see Regulations 
section 1.61-21(d)(6).


If an automobile is unavailable to the employee be-
cause of his or her personal reasons (for example, if the 
employee is on vacation), you cannot take into account 
the periods of unavailability when you use a prorated an-
nual lease value.


You cannot use a prorated annual lease value if 
the reduction of federal tax is the main reason the 
automobile is unavailable.CAUTION


!


Daily Lease Value
If you provide an automobile to an employee for a continu-
ous period of less than 30 days, use the daily lease value 
to figure its value. Figure the daily lease value by multiply-
ing the annual lease value by a fraction, using four times 
the number of days of availability as the numerator and 
365 as the denominator.


However, you can apply a prorated annual lease value 
for a period of continuous availability of less than 30 days 
by treating the automobile as if it had been available for 30 
days. Use a prorated annual lease value if it would result 
in a lower valuation than applying the daily lease value to 
the shorter period of availability.


Unsafe Conditions Commuting Rule
Under this rule, the value of commuting transportation you 
provide to a qualified employee solely because of unsafe 
conditions is $1.50 for a one-way commute (that is, from 
home to work or from work to home). This amount must 
be included in the employee's wages or reimbursed by the 
employee.


You can use the unsafe conditions commuting rule for 
qualified employees if all of the following requirements are 
met.


The employee would ordinarily walk or use public 
transportation for commuting.
You have a written policy under which you do not pro-
vide the transportation for personal purposes other 
than commuting because of unsafe conditions.
The employee does not use the transportation for per-
sonal purposes other than commuting because of un-
safe conditions.


These requirements must be met on a trip-by-trip basis.
Commuting transportation. This is transportation to or 
from work using any motorized wheeled vehicle (including 
an automobile) manufactured for use on public streets, 
roads, and highways. You or the employee must buy the 
transportation from a party that is not related to you. If the 
employee buys it, you must reimburse the employee for its 
cost (for example, cab fare) under a bona fide reimburse-
ment arrangement.
Qualified employee. A qualified employee for 2014 is 
one who:


Performs services during the year;
Is paid on an hourly basis;
Is not claimed under section 213(a)(1) of the Fair La-
bor Standards Act (FLSA) of 1938 (as amended) to be 
exempt from the minimum wage and maximum hour 
provisions;
Is within a classification for which you actually pay, or 
have specified in writing that you will pay, overtime 
pay of at least one and one-half times the regular rate 
provided in section 207 of FLSA; and


Page 26 Publication 15-B (2014)







Page 27 of 31  Fileid: … tions/P15B/2014/A/XML/Cycle06/source 14:36 - 4-Dec-2013
The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.


Received pay of not more than $115,000 during 2013.
However, an employee is not considered a qualified em-
ployee if you do not comply with the recordkeeping re-
quirements concerning the employee's wages, hours, and 
other conditions and practices of employment under sec-
tion 211(c) of FLSA and the related regulations.
Unsafe conditions. Unsafe conditions exist if, under the 
facts and circumstances, a reasonable person would con-
sider it unsafe for the employee to walk or use public 
transportation at the time of day the employee must com-
mute. One factor indicating whether it is unsafe is the his-
tory of crime in the geographic area surrounding the em-
ployee's workplace or home at the time of day the 
employee commutes.


4. Rules for Withholding, 
Depositing, and Reporting
Use the following guidelines for withholding, depositing, 
and reporting taxable noncash fringe benefits. For addi-
tional information on how to withhold on fringe benefits, 
see section 5 in Publication 15 (Circular E).
Valuation of fringe benefits. Generally, you must deter-
mine the value of noncash fringe benefits no later than 
January 31 of the next year. Before January 31, you may 
reasonably estimate the value of the fringe benefits for 
purposes of withholding and depositing on time.
Choice of period for withholding, depositing, and re-
porting. For employment tax and withholding purposes, 
you can treat noncash fringe benefits (including personal 
use of employer-provided highway motor vehicles) as 
paid on a pay period, quarter, semiannual, annual, or 
other basis. But the benefits must be treated as paid no 
less frequently than annually. You do not have to choose 
the same period for all employees. You can withhold more 
frequently for some employees than for others.


You can change the period as often as you like as long 
as you treat all of the benefits provided in a calendar year 
as paid no later than December 31 of the calendar year.


You can also treat the value of a single fringe benefit as 
paid on one or more dates in the same calendar year, 
even if the employee receives the entire benefit at one 
time. For example, if your employee receives a fringe ben-
efit valued at $1,000 in one pay period during 2014, you 
can treat it as made in four payments of $250, each in a 
different pay period of 2014. You do not have to notify the 
IRS of the use of the periods discussed above.


Transfer of property. The above choice for reporting 
and withholding does not apply to a cash fringe benefit or 
a fringe benefit that is a transfer of tangible or intangible 
personal property of a kind normally held for investment or 
a transfer of real property. For these kinds of fringe bene-
fits, you must use the actual date the property was trans-
ferred to the employee.


Withholding and depositing taxes. You can add the 
value of fringe benefits to regular wages for a payroll pe-
riod and figure income tax withholding on the total. Or you 
can withhold federal income tax on the value of fringe 
benefits at the flat 25% rate that applies to supplemental 
wages. See section 7 in Publication 15 (Circular E) for the 
flat rate (39.6%) when supplemental wage payments to an 
individual exceed $1 million during the year.


You must withhold the applicable income, social secur-
ity, and Medicare taxes on the date or dates you chose to 
treat the benefits as paid. Deposit the amounts withheld 
as discussed in section 11 of Publication 15 (Circular E).
Additional Medicare Tax withholding. In addition to 
withholding Medicare tax at 1.45%, you must withhold a 
0.9% Additional Medicare Tax from wages you pay to an 
employee in excess of $200,000 in a calendar year. You 
are required to begin withholding Additional Medicare Tax 
in the pay period in which you pay wages in excess of 
$200,000 to an employee and continue to withhold it each 
pay period until the end of the calendar year. Additional 
Medicare Tax is only imposed on the employee. There is 
no employer share of Additional Medicare Tax. All wages 
that are subject to Medicare tax are subject to Additional 
Medicare Tax withholding if paid in excess of the 
$200,000 withholding threshold.


For more information on what wages are subject to 
Medicare tax, see Table 2-1, earlier, and the chart, Spe-
cial Rules for Various Types of Services and Payments, in 
section 15 of Publication 15, (Circular E). For more infor-
mation on Additional Medicare Tax, visit IRS.gov and en-
ter “Additional Medicare Tax” in the search box.


Amount of deposit. To estimate the amount of in-
come tax withholding and employment taxes and to de-
posit them on time, make a reasonable estimate of the 
value of the fringe benefits provided on the date or dates 
you chose to treat the benefits as paid. Determine the es-
timated deposit by figuring the amount you would have 
had to deposit if you had paid cash wages equal to the es-
timated value of the fringe benefits and withheld taxes 
from those cash wages. Even if you do not know which 
employee will receive the fringe benefit on the date the 
deposit is due, you should follow this procedure.


If you underestimate the value of the fringe benefits and 
deposit less than the amount you would have had to de-
posit if the applicable taxes had been withheld, you may 
be subject to a penalty.


If you overestimate the value of the fringe benefit and 
overdeposit, you can either claim a refund or have the 
overpayment applied to your next Form 941, Employer's 
QUARTERLY Federal Tax Return. See the Instructions for 
Form 941.


If you paid the required amount of taxes but withheld a 
lesser amount from the employee, you can recover from 
the employee the social security, Medicare, or income 
taxes you deposited on the employee's behalf and inclu-
ded on the employee's Form W-2. However, you must re-
cover the income taxes before April 1 of the following 
year.
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Paying your employee's share of social security and 
Medicare taxes. If you choose to pay your employee's 
social security and Medicare taxes on taxable fringe ben-
efits without deducting them from his or her pay, you must 
include the amount of the payments in the employee's in-
come. Also, if your employee leaves your employment 
and you have unpaid and uncollected taxes for noncash 
benefits, you are still liable for those taxes. You must add 
the uncollected employee share of social security and 
Medicare tax to the employee's wages. Follow the proce-
dure discussed under Employee's Portion of Taxes Paid 
by Employer in section 7 of Publication 15-A. Do not use 
withheld federal income tax to pay the social security and 
Medicare tax.
Special accounting rule. You can treat the value of tax-
able noncash benefits as paid on a pay period, quarterly, 
semi-annually, annually, or on another basis, provided 
that the benefits are treated as paid no less frequently 
than annually. You can treat the value of taxable noncash 
fringe benefits provided during the last two months of the 
calendar year, or any shorter period within the last two 
months, as paid in the next year. Thus, the value of taxa-
ble noncash benefits actually provided in the last two 
months of 2013 could be treated as provided in 2014 to-
gether with the value of benefits provided in the first 10 
months of 2014. This does not mean that all benefits trea-
ted as paid during the last two months of a calendar year 
can be deferred until the next year. Only the value of ben-
efits actually provided during the last two months of the 
calendar year can be treated as paid in the next calendar 
year.


Limitation. The special accounting rule cannot be 
used, however, for a fringe benefit that is a transfer of tan-
gible or intangible personal property of a kind normally 
held for investment or a transfer of real property.


Conformity rules. Use of the special accounting rule 
is optional. You can use the rule for some fringe benefits 
but not others. The period of use need not be the same for 
each fringe benefit. However, if you use the rule for a par-
ticular fringe benefit, you must use it for all employees 
who receive that benefit.


If you use the special accounting rule, your employee 
also must use it for the same period you use it. But your 
employee cannot use the special accounting rule unless 
you do.


You do not have to notify the IRS if you use the special 
accounting rule. You may also, for appropriate reasons, 
change the period for which you use the rule without noti-
fying the IRS. But you must report the income and deposit 
the withheld taxes as required for the changed period.
Special rules for highway motor vehicles. If an em-
ployee uses the employer's vehicle for personal purposes, 
the value of that use must be determined by the employer 
and included in the employee's wages. The value of the 
personal use must be based on fair market value or deter-
mined by using one of the following three special valuation 
rules previously discussed in section 3.


The lease value rule.


The cents-per-mile rule.
The commuting rule (for commuting use only).


Election not to withhold income tax. You can 
choose not to withhold income tax on the value of an em-
ployee's personal use of a highway motor vehicle you pro-
vided. You do not have to make this choice for all employ-
ees. You can withhold income tax from the wages of some 
employees but not others. You must, however, withhold 
the applicable social security and Medicare taxes on such 
benefits.


You can choose not to withhold income tax on an em-
ployee's personal use of a highway motor vehicle by:


Notifying the employee as described below that you 
choose not to withhold, and
Including the value of the benefits in boxes 1, 3, 5, and 
14 on a timely furnished Form W-2. For use of a sepa-
rate statement in lieu of using box 14, see the General 
Instructions for Forms W-2 and W-3.


The notice must be in writing and must be provided to 
the employee by January 31 of the election year or within 
30 days after a vehicle is first provided to the employee, 
whichever is later. This notice must be provided in a man-
ner reasonably expected to come to the attention of the 
affected employee. For example, the notice may be 
mailed to the employee, included with a paycheck, or pos-
ted where the employee could reasonably be expected to 
see it. You can also change your election not to withhold 
at any time by notifying the employee in the same manner.
Amount to report on Forms 941 (or Form 944) and 
W-2. The actual value of fringe benefits provided during a 
calendar year (or other period as explained under Special 
accounting rule, earlier in this section) must be deter-
mined by January 31 of the following year. You must re-
port the actual value on Forms 941 (or Form 944) and 
W-2. If you choose, you can use a separate Form W-2 for 
fringe benefits and any other benefit information.


Include the value of the fringe benefit in box 1 of Form 
W-2. Also include it in boxes 3 and 5, if applicable. You 
may show the total value of the fringe benefits provided in 
the calendar year or other period in box 14 of Form W-2. 
However, if you provided your employee with the use of a 
highway motor vehicle and included 100% of its annual 
lease value in the employee's income, you must also re-
port it separately in box 14 or provide it in a separate 
statement to the employee so that the employee can com-
pute the value of any business use of the vehicle.


If you use the special accounting rule, you must notify 
the affected employees of the period in which you used it. 
You must give this notice at or near the date you give the 
Form W-2, but not earlier than with the employee's last 
paycheck of the calendar year.


How To Get Tax Help
Whether it's help with a tax issue or a need for a free pub-
lication or form, get the help you need the way you want it: 
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online, use a smart phone, call or walk in to an IRS office 
or volunteer site near you.
Internet. IRS.gov and IRS2Go are ready when you 
are—24 hours a day, 7 days a week to.


Download the free IRS2Go app from the iTunes app 
store or from Google Play. Use it to watch the IRS 
YouTube channel, get IRS news as soon as it's re-
leased to the public, subscribe to filing season up-
dates or daily tax tips, and follow the IRS Twitter news 
feed, @IRSnews, to get the latest federal tax news, in-
cluding information about tax law changes and impor-
tant IRS programs.
Use Tax Trails, one of the Tax Topics on IRS.gov 
which contain general individual and business tax in-
formation or by searching the IRS Tax Map, which in-
cludes an international subject index. You can use 
the IRS Tax Map, to search publications and instruc-
tions by topic or keyword. The IRS Tax Map integrates 
forms and publications into one research tool and pro-
vides single-point access to tax law information by 
subject. When the user searches the IRS Tax Map, 
they will be provided with links to related content in ex-
isting IRS publications, forms and instructions, ques-
tions and answers, and Tax Topics.
Visit Understanding Your IRS Notice or Letter to get 
answers to questions about a notice or letter you re-
ceived from the IRS.
Make a payment using one of several safe and con-
venient electronic payment options available on 
IRS.gov. Select the Payment tab on the front page of 
IRS.gov for more information.
Request an Electronic Filing PIN by going to 
IRS.gov and entering Electronic Filing PIN in the 
search box.
Download forms, instructions and publications, includ-
ing accessible versions for people with disabilities.
Locate the nearest Taxpayer Assistance Center 
(TAC) using the Office Locator tool on IRS.gov, or 
choose the Contact Us option on the IRS2Go app and 
search Local Offices. An employee can answer ques-
tions about your tax account or help you set up a pay-
ment plan. Before you visit, check the Office Locator 
on IRS.gov, or Local Offices under Contact Us on 
IRS2Go to confirm the address, phone number, days 
and hours of operation, and the services provided. If 
you have a special need, such as a disability, you can 
request an appointment. Call the local number listed 
in the Office Locator, or look in the phone book under 
United States Government, Internal Revenue Service.
Apply for an Employer Identification Number (EIN). 
Go to IRS.gov and enter Apply for an EIN in the 
search box.
Read the Internal Revenue Code, regulations, or other 
official guidance.
Read Internal Revenue Bulletins.


Sign up to receive local and national tax news and 
more by email. Just click on “subscriptions” above the 
search box on IRS.gov and choose from a variety of 
options.


Phone. You can call the IRS, or you can carry it in your 
pocket with the IRS2Go app on your smart phone or tab-
let. Download the free IRS2Go app from the iTunes app 
store or from Google Play.


Call 1-800-TAX-FORM (1-800-829-3676) to order cur-
rent-year forms, instructions, publications, and 
prior-year forms and instructions (limited to 5 years). 
You should receive your order within 10 business 
days.
Call TeleTax, 1-800-829-4477 to listen to pre-recor-
ded messages covering general and business tax in-
formation.
Call the IRS Business and Specialty Tax Line with 
your employment tax questions at 1-800-829-4933.
Call using TDD/TTY equipment, 1-800-829-4059 to 
ask tax questions or order forms and publications. The 
TDD/TTY telephone number is for people who are 
deaf, hard of hearing, or have a speech disability. 
These individuals can also contact the IRS through re-
lay services such as the Federal Relay Service.


 Walk-in. You can find a selection of forms, publications 
and services — in-person.


Products. You can walk in to some post offices, libra-
ries, and IRS offices to pick up certain forms, instruc-
tions, and publications. Some IRS offices, libraries, 
and city and county government offices have a collec-
tion of products available to photocopy from reprodu-
cible proofs.
Services. You can walk in to your local TAC for 
face-to-face tax help. An employee can answer ques-
tions about your tax account or help you set up a pay-
ment plan. Before visiting, use the Office Locator tool 
on IRS.gov, or choose the Contact Us option on the 
IRS2Go app and search Local Offices for days and 
hours of operation, and services provided.


 Mail. You can send your order for forms, instructions, 
and publications to the address below. You should re-
ceive a response within 10 business days after your re-
quest is received.


Internal Revenue Service
1201 N. Mitsubishi Motorway
Bloomington, IL 61705-6613


 
The Taxpayer Advocate Service Is Here to Help You. The 
Taxpayer Advocate Service (TAS) is your voice at the 
IRS. Our job is to ensure that every taxpayer is treated 
fairly and that you know and understand your rights.
 
What can TAS do for you? We can offer you free help with 
IRS problems that you can't resolve on your own. We 
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know this process can be confusing, but the worst thing 
you can do is nothing at all! TAS can help if you can't re-
solve your tax problem and:


Your problem is causing financial difficulties for you, 
your family, or your business.
You face (or your business is facing) an immediate 
threat of adverse action.
You've tried repeatedly to contact the IRS but no one 
has responded, or the IRS hasn't responded by the 
date promised.


 
If you qualify for our help, you'll be assigned to one advo-
cate who'll be with you at every turn and will do everything 
possible to resolve your problem. Here's why we can help:


TAS is an independent organization within the IRS.


Our advocates know how to work with the IRS.
Our services are free and tailored to meet your needs.
We have offices in every state, the District of Colum-
bia, and Puerto Rico.


 
How can you reach us? If you think TAS can help you, call 
your local advocate, whose number is in your local direc-
tory and at Taxpayer Advocate, or call us toll-free at 
1-877-777-4778.
 
How else does TAS help taxpayers?
 
TAS also works to resolve large-scale, systemic problems 
that affect many taxpayers. If you know of one of these 
broad issues, please report it to us through our Systemic 
Advocacy Management System.
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To help us develop a more useful index, please let us know if you have ideas for index entries.
See “Comments and Suggestions” in the “Introduction” for the ways you can reach us.Index 
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Amounts on STRS Annual Report – STRSAD.RPT 


 


 


 


 


 


Earnings Amount 


The program first calculates the amount due on the contract by taking obligation minus amount paid 


minus amount docked minus dock next pay. In the example below the calculation is: 


55000.00 – 48125.07 = 6874.93 (Amount Due) 
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Then it looks at the FYTD Gross amount on the 450 DEDSCN record. In the example below the FYTD 


Gross Pay amount is 48125.07. 


 


 


The 2 amounts above are added together and appear on STRSAD.RPT in the Earnings column. 


6874.93 + 48125.07 = 55000.00 
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Deposit/Pick Up Amount 


This amount comes from the 591 DEDSCN record FYTD Deduct Total field. 


In this example the amount is 4812.51 


 


Strsad.rpt 
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Advanced Amount 


The Advanced Amount is calculated by taking the JOBSCN pay per period amount times the remaining 


pays in the contract and multiplying by the rate of 10%. In the example below the calculation from 


JOBSCN is: 


2291.67 x 3 = 6875.01 x 10% = 687.50 


 


Strsad.rpt 
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Total Amount 


The Total Amount is the deposit/pick up amount plus the advanced amount. In our example the 


calculation is: 


4812.51 + 687.50 = 5500.01  


 


As you can see the calculation may cause the total contributions to be off by pennies.  








 
 Worked in June 
 Paid in June 
 STRS Contribution 


11% 
 No back‐posting 


Scenario 


#1 


 Worked in June 
 Paid in July 
 STRS 


Contribution 11% 


 Back‐post 


Scenario 
#2 


 Pay period has 
days in June and 
July 


 Paid in July 
 STRS Contribution 


12% 
 No back‐posting 


Scenario 
#3 


 Worked in July 
 Paid in July 
 STRS 


Contribution 
12% 


 No back‐posting 


Scenario 
#4


Set up deductions by job if:
 Worked job# 1 in June 
 Paid in July 
 STRS Contribution 11% 


on job #1 
 Back‐post 
 After CHKUPD Clear FTD 


totals on STRS 
deductions for that job 
 


 Worked job #2 in July 
 Paid in July 
 STRS Contribution 12% 


on job #2 
 No back‐posting 


Scenario 
#5 
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2014 MVECA USPS FISCAL YEAR END 
NOTE:   Complete this checklist prior to processing any July payroll 


 
Before fiscal yearend: 
 


1.  SEVERANCE PAYMENTS - UPDCAL RATE field cannot exceed 9,999.99 - 
severance pay.   If the severance pay exceeds 9,999.99, add two lines in UPDCAL_FUT 
or UPDCAL_CUR for severance pay.    Example: 
                                        
Type   Units       Rate     Amount   Description 
MIS    1.00   9000.000     9000.00  Severance 
MIS    1.00   6000.000     6000.00  Severance 
 
OR- Use the daily rate to calculate the severance pay for a single UDPCAL transation: 
 
Type   Units       Rate     Amount   Description 
MIS    60.00  250.000    15000.00  Severance 
                                                     


2.  COST OF LIFE INSURANCE OVER $50,000 - Be certain to pay non-cash 
earnings to retiring/terminating employees with greater than $50,000 Life Insurance before 
their final pay.  Add an NC1 pay type in UPDCAL_CUR or UPDCAL_FUT. 
 
See  IRS Publication 15-B for Cost Table 
 
Age Cost 
Under 25 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . $ .05 
25 through 29 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .06 
30 through 34 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .08 
35 through 39 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .09 
40 through 44 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .10 
45 through 49 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .15 
50 through 54 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .23 
55 through 59 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .43 
60 through 64 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  .66 
65 through 69 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1.27 
70 and older . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2.06 
 
EXAMPLE:  District provides $100,000 group term life for the Superintendent.  The 
Superintendent is 54 years old on the last day of 2013 and is retiring effective July 1, 2014.  
The non cash earnings would equal (.23 x 50 x 6) = $69.00.   
FORMULA- (cost/1000 for 1 month  X  amount of coverage over 50,000/1000  X months of 
coverage)= non cash earnings  There is an NC1 calculator available on the Fiscal USPS 
webpage. 
 
Add NC1 pay type to UPDCAL; tax option and retirement – not required.  If added in 
UPDCAL_FUT the amount will be added to the Total Gross Pay from Future Data total and 
deleted from Total gross for “Active” jobs.  NC1s will not be added to the Gross Grand 
Total for this payroll in INICAL. 
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In the above INICAL, an NC1 pay type was added for $69.00 in UPDCAL_FUT.  The 
actual “Active” jobs total initialized is $620,277.27.  The best option is to add the NC1 pay 
types in UPDCAL_CUR after INICAL then INICAL totals are correct for the next payroll. 
 
Any NC1 amounts are taxed by Medicare and Social Security, as applicable. No Federal, 
state, or OSDI tax is deducted from this amount. The software provides the ability to 
withhold city tax on non-cash earnings. This can be activated by setting the "Tax non-cash 
earnings" flag to Y (yes) on the city tax record in the USPSDAT/DEDNAM program. 
 
The non-cash earnings amount will not be included in the gross pay amount, nor in the 
gross totals found on PAYRPT or PAYSUM. However, the non-cash earnings amount is 
being included in the adjusted gross figure because the amount is considered part of the 
taxable gross even though no tax is being withheld on it. Both the PAYRPT and PAYSUM 
reports will provide a total figure of all non-cash earnings in the total section. This extra 
total will help in balancing purposes.  
 
During the CHKUPD program, the total payment showing for NC1, will be added to the 
total and taxable gross figures on all the tax records including those for which no tax was 
withheld. City tax deduction records total and taxable gross fields are increased by this 
amount regardless of how the “tax non-cash earnings” flag is set in DEDNAM.  If the city in 
question does not consider the non-cash earnings for city taxation purposes, the district 
will have to reduce the total and taxable wage figures for these employees.  The JOBSCN 
to-date figures (screen 3 of 3) will also be updated in the Non-cash earnings fields. 
 
 


3.  Go into USPSDAT/USPCON and verify the last year advance amount is zero 
and no asterisk “*” appears in the advance field (2nd screen).  If the amount is not zero, 
please contact MVECA.   
 
Payroll Processing: 
STRS Advance Mode       : * 
STRS Advance Amount     : .01 
 


4.  EMIS STAFF REPORTING (see 14N Staff EMIS Checklist for complete details)   
 


5.  Surcharge report will be useful to review in advance.  The surcharge minimum 
level is $20,250.  SURCHG will not recalculate the 2% district SERS payroll maximum.   
Type SURCHG at the Menu>    
 


6.  Run STRSAD as a PROJECTION only.  At this time, verify that the correct 
certified staff will be included in the advance. 
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7. Create calendars for the 2014-2015 school year.  Use USPSDAT/ CALMNT.    
TIP:  Create a basic calendar that would work for most employees and use the COPY 
command  
 


 
 
 
 


8. Build NEWCNTs for July 1 start dates.  Purge NEWCNTs when initializing the 
pay that includes July 1.    If using NEWCNT for new employees, DO NOT add a 
contract amount to JOBSCN prior to building the NEWCNT.     
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Month End Closing: 
 


9.  Run RETIRE/SERSREG option.  Do not create a tape file at this time.  
a. Verify that the total contribution amounts listed on the report equal the total 


deduction checks for the withholding plus any warrant checks written for 
pickup on pick-up.   
 


b. Confirm that contributions  equal earnings times 10%.   
 


c. Verify the days and hours.  Look for 0 value and confirm that it’s correct.  If 
necessary, adjustments can be made using USPSCN/ATDSCN. 
 


d. Run RETIRE/SERSHIRE to create a file of any new hires to upload to 
eSERS. This program can be run multiple times throughout the month. 
SERS requires the enrollment prior to receiving contributions for the new 
employee.  This program changes the New Employee flag no the 400 
deduction from Y to R.   
 


e. Once satisfied that the data is correct, run RETIRE/SERSREG again and 
answer YES to create the tape file to clear the totals and create the 
submission file called SERS.yymm. The New Employee flag on the 400 
deduction will change from R to N.  MVECA submits the data to SERS for 
most of our member districts.Complete the MEMBER CONTRIBUTIONS 
form on eSERS to report your payment. 


 
10.  Run STRSMONTH to clear the month to date totals for STRS. This program, 


also, changes the New Employee flag on the 450 deduction from R to N.     
 


11.  Balance the payroll account  
 


a. Run the CHKSTA or PAYREC program to reconcile checks. 
 


b. Run the USPRPT/CHKSTS program to generate an outstanding check 
register.  


 
12.  Run BENACC, if applicable 


 
 
  


NEW 
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Quarter End Closing: 
 


13.  Generate the demand (option N) of  QRTRPT. The report shows quarter, fiscal, 
and annual totals.   DO NOT select any of the option(s) to zero totals.  Below is a 
description of the TOTALS section that will be at the end of the QRTRPT before the totals 
by deduction code. The following section will help balance QRTRPT.    


 


 


The  "TOTAL GROSS" is tallied from the JOB record QTD, FYTD and YTD gross fields.  


 


The "TOTAL ANNUITIES" are tallied from the QTD, FYTD and YTD annuity amount fields found on the 
DEDUCTION annuity records. 


 


The "NON-CASH EARNINGS" are tallied from the QTD, FYTD and YTD non-cash earnings amounts 
showing on the JOB records. 


 


The "TOTAL ADJUSTED GROSS" is tallied from the TAXABLE GROSS figures on the federal 
DEDUCTION records. 


 


The “CALCULATED ADJ GROSS”              =              -            +   
  
 
If               does not equal             there will be a “DIFFERENCE IN GROSS”.   
 
 
Resolve DIFFERENCES IN GROSS: 


Q1. Does the TOTAL GROSS equal the total of all payroll clearance amounts minus VOIDS for the time 
period in question? 


a. If the answer to item Q1 above is 'no', an AUDRPT should be run looking for manual 
changes to the gross figures on JOB record. Manual changes will alter the totals 
showing here. 


b. If the answer to item Q1 above is 'yes', then proceed to the next check point. 


Q2.  Do the TOTAL ANNUITIES equal the total of all annuity deduction checks written? Refunds of 
annuities should also be taken into consideration. 


a. If the answer to item Q2 above is 'no', an AUDRPT should be run looking for manual 
changes to the annuity amounts in DEDUCTION record. Manual changes will alter the 
totals showing here. 


b. If the answer to item Q2 above is 'yes', then proceed to the next check point. 


1 


1 


2


2 


3 


3 


4


4 


1 2 3


5 


5


5  4 
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Q3.  Do the NON-CASH EARNINGS equal the total amounts paid to employees using the NC1 pay 
type? 


a. If the answer to item Q3 above is 'no', an AUDRPT should be run looking for manual 
changes to the non-cash earnings amounts on the JOB record. Manual changes will 
alter the totals showing here. If a non-cash earnings pay type was missed on a payroll 
prior to the end of the calendar year, making a manual update to the files necessary, be 
sure the Non-cash earnings to-date fields on the JOB record have been updated 
otherwise QRTRPT will not balance to the NC1 pay types. 


b. If the answer to item Q3 above is 'yes', then proceed to the next check point. 
 


 If the answers to Q1-Q2 was 'no', the user should determine why the manual changes were made 
and adjust again as necessary. 


 If the answer to Q1-Q3 was 'yes', then the CALCULATED ADJ GROSS figure is correct and the 
TOTAL ADJUSTED GROSS figure is incorrect. An AUDRPT should be run looking for manual 
changes to the taxable gross figures showing on the 001, deduction records. The user should 
determine why the manual changes were made and adjust again as necessary. 


Many times, this portion of QRTRPT is out of balance due to: 


 Manual changes to annuities with no corresponding change to the taxable gross figures. 
 Manual changes to the taxable gross figures following a refund of an annuity amount. The software 


will automatically add the refunded annuity amount to the taxable gross figures. 
 Once all new manual updates are made, a new QRTRPT should be run, and the balancing process 


started over 


Additional Quarter End Checks: 


 


a. The amounts listed for QTD FEDERAL WITHHOLDING should equal the total of deduction 
checks for the quarter to the IRS for withholding of federal taxes. 
 


b. The amounts listed as QTD EMPLOYEE MEDICARE and EMPLOYEE FICA 
CONTRIBUTIONS balance to the employee share deduction checks for the quarter. 
 


c. The amounts listed as QTD EMPLOYER MEDICARE and EMPLOYER FICA 
CONTRIBUTIONS should balance to the warrant checks for the quarter for these 
deductions. 
 


d. The QTD MEDICARE TAXABLE WAGES times 1.45% should equal the EMPLOYEES' 
AND EMPLOYERS' MEDICARE CONTRIBUTION amounts. Rounding of a few pennies 
may be taken into consideration. The employer and employee shares should be the same. 
 


e. The QTD FICA TAXABLE WAGES times 4.2% should equal the EMPLOYEES' withholding 
AND 6.2% should equal the EMPLOYERS' FICA CONTRIBUTION amounts. Rounding of a 
few pennies may be taken into consideration. The employer and employee shares should 
be the same. 
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f. The QTD FEDERAL WITHHOLDING DEPOSITS found on QRTRPT should equal the total 
of all the deduction and warrant checks written to the IRS for Medicare, FICA and income 
tax withholdings.  
 


g. Verify the electronic transfers of federal and Medicare payments equal the QTD FEDERAL 
WITHHOLDING DEPOSITS 


 
14.  Run PAYDED to generate a non-zero deduction report.  To execute this, set 


the ‘Payment option’ to A and leave the ‘payment cycle’ and ‘deduction codes’ fields blank.  
View and verify the DEDRPT.TXT to make sure there are no outstanding deduction 
amounts for employees.  If there are outstanding employee amounts; process PAYDED to 
create the deduction transaction or add a Unicenter request for help to close the quarter 
with outstanding employee accums. 


a. If quarterly deductions, then execute for Q cycle   
 


15.  Balance the W2REPT quarterly to minimize problems at calendar year-end. 
 


a.  Run the program W2PROC.  Check the W2ERR.TXT report for error. 
 
Do not generate tape.  Answer NO to the question below: 
Do you want to create a W2 tape file (Y/N <Y>): N     


 
b.  Balance the deduction totals (taxes and annuities) on the W2REPT.TXT report with the totals 


from the DEDRPT.TXTs report from the quarter.   
 


c.  Balance the gross amounts on the W2REPT report with the PAYRPT.TXTs for the quarter.  
Consider voided checks and medicare pickup totals when comparing these totals. 


 
d.  If errors are discovered, check employees that had exception processing during the quarter 


such as voided checks, error adjustments, or manual changes in USPSCN.  The AUDRPT 
program can be useful in identifying these problems. 


 
e. Reconcile city taxes to check transactions for those deductions and confirm that the correct 


percentage is withheld. 
 


16.  Run the ODJFSRPT program and generate a report only by answering “N” to a 
tape file. 
 


a. Check all totals carefully for accuracy 
 


b. If necessary, adjustments (AD OB) can be made using USPSCN/ATDSCN. 
 


c. When all data is correct, run the ODJFSRPT program again to create a tape file for 
submission to ODJFS and QTD totals on USPSCN/DEDSCN will be cleared 


 
17. PROCESS THE STRS ADVANCE after all pays in June are complete. 


Many STRS members have earned their entire contract before fiscal yearend; yet, they are paid 
through August.  The purpose of the STRSAD program is to provide a file which contains the 
data required for the STRS’ Annual Report of fiscal year contributions.  For this discussion 
ADVANCE = ACCRUAL 
 


The following conditions must be met for a job to advance: 


Condition 1. DAYS WORKED must equal WORK DAYS by June 30.   
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Advancement is determined by initialized pay period dates and the job calendars.  The software will 
calculate the WORK DAYS remaining in the month of June provided the job calendars and payroll 
beginning and ending dates have been input correctly.  If after processing the last pay in June, 
DAYS WORKED do not equal WORK DAYS for the job, the job calendar is checked to determine if 
the number of WORK DAYS needed to fulfill the contract will be met by July 1st. If the calendar 
indicates that the DAYS WORKED will equal the WORK DAYS in contract by July 1st, the job will be 
advanced. FYI - July pays for jobs that advanced with DAYS WORKED not equal WORK DAYS will 
be paid as ACCrued wages that would have normally been brought into the payroll as regular wages 
(REG pay type).  This allows for proper handling of the advance earnings and WORK DAYS for the 
job. 
 
Jobs that will not be fulfilled by June 30 will not be advanced. 


 
Condition 2. PAYS PAID must be less than # OF PAYS by June 30. 


Service Credit is calculated based on the employment relationship.  This is determined by counting 
the number of work days on the calendar from the first day school is in session (added in STRSAD) 
or the HIRE DATE in BIOSCN (whichever is later) and the last day school is in session (added in 
STRSAD) or the TERMINATION date in BIOSCN (whichever is earlier). The STRSAD program will 
check the employee (BIOSCN) termination date, not the job termination dates.  
 


The following conditions determine service credit: 
 


1. 450 deduction record FULL OR PART TIME field  
2. If the employee is flagged as full-time and worked at least 120 days, then the service credit is 


100% if they were paid more than the state minimum salary. If the employee is flagged as full-time 
and did not work 120 days, they are considered part-time.  The service credit calculation is as 
follows (see, also, STRS Decision Tree): 


 the employee worked at least 90 days and the employment relationship was in effect for 120 
days and the total compensation is equal or greater than the state minimum, the service credit is 
100%. 


 If the employee worked at least 90 days, but the employment relationship was not in effect for 
120 days, the service credit is total days divided by 180. 


 If the employee did not work 90 days, the service credit is total days divided by 180. 
 If the employee worked at least 90 days and the employment relationship was in effect for 120 


days and the total compensation is not equal to or greater than the state minimum, the service 
credit is the greater of the following two calculations:  


 total compensation divided by state minimum salary 
 total days divided by 180 


 
Steps to process the advance:   
 


a. If a job will be docked in July or August, put the full amount of dock in the DOCK NEXT PAY 
field in JOBSCN while processing STRSAD.   This will calculate the advance contributions 
correctly.  Leave this amount in until the STRSAD is complete. 


 
b. If there are contracts that will be paid off early, change the number of pays before processing 


STRSAD.  Update the per pay amount if the final pay should be the pay off amount. 
  


c. Run RPTSUM to see the current count for all work days.  Add the days that remain to be 
initialized before 6/30/14.  If WORK DAYS will not equal DAYS WORKED, corrections can be 
made before the last payroll.  Add a Unicenter ticket for help. 


 
d. Verify the status of the part-time/full -time fields on the 450 deduction records.  Employees 


flagged, as full-time must have at least 120 service days to be granted a full service 
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credit toward retirement.  Employees who do not fulfill these requirements will be granted a 
percentage of a year’s service credit as described by the STRS Employer’s Manual.   


 
e. Run the STRSAD program and select the projection only (option 1). This option can be run 


as many times as needed.  The program produces three reports:  STRSAD.TXT, 
STRSAD.RPT, and  NONADV.TXT.  


 
 STRSAD.TXT -  lists all advanced jobs and totals advanced amount 
 STRSAD.RPT - complete fiscal year end report for all STRS members.   
 NONADV.TXT - lists all members that will have earnings in July. 


 
f. Check each employee service credit and FYTD totals.  


 
g. At the bottom of the report, there is an amount labeled Total Taxed + Non-Taxed.  The 


amount shown should equal the amount deposited with STRS during the fiscal year plus the 
amount of accrued contributions. 
 


h. Verify that someone that should advance is not listed on the NONADV.TXT. 
  


i. Once the data has been verified for the advance, run the STRSAD program again, this time 
selecting option 2. This option creates the tape file called STRSAD.yy06 that will be 
submitted to STRS .  Option 2 also flags eligible jobs as in advance mode until the last 
payment in the contract has been paid. At that time the advance flag is turned off and the job 
is no longer considered in advance mode. Final versions of the STRSAD.TXT, STRSAD.RPT 
and NONADV.TXT reports are archived and placed on the payrollCD webpage. 


 
NOTE:  If a DOCK NEXT PAY was added to JOBSCN, contact fiscal to modify the job to remove 
the amount. 
 


18.  Execute ANNSTRSSND from the Menu prompt 
District will submit annual report to STRS 


 Will prompt for STRS Employer ID 
 On screen display will indicate when transfer is complete 
 STRS will receive email notification of the file 
 Due by August 12, 2014 however STRS would prefer to have it submitted once it’s 


created. 
 


 
QUARTER END CLOSING COMPLETION 
 


19. Run the SURCHG program, if desired.  This program is designed to give an 
estimate of the SERS surcharge calculations and GAAP reporting. 
 


20. Generate and archive any district reports.  The following reports are part of the 
fiscal yearend PAYROLLCD: 
 


 USPRPT/EMPMST   
 ERNREG  
 QRTRPT  
 BENOBL/BENEMP 
 CHKSTS 


 
 


  
  







 10


Fiscal Yearend Closing 
 
VERY IMPORTANT!!!. 


21. Run PAYCOPY this backs up the payroll files for the fiscal year! 
 
22. Run BENACC to reset, pay or convert personal leave days (optional) 


 
23. Generate reports for GAAP 


 WAGOBL  
 BENOBL – NOTE:  Post leave for June using BENACC before 


running BENOBL 
 


24.  Run USPAUDIT to send payroll files to the auditor. 
 


25. Run the QRTRPT program again, this time clearing all data for the quarter and 
the fiscal year. (Option F)     IMPORTANT STEP...BE SURE DO THIS!!! 


 
26. To insure the data cleared correctly, run the QRTPRT program again  (option N) 


and verify that the fiscal year to date totals on the report are ZERO. 
 
27. Run CHGDED for the STRS deduction records for the increase to 12% 


a. The new rate applies to all new earnings for the new fiscal year.  STRSAD 
Actual flags all accrued wages and determines contributions based on the 
old rate.   


 
b. See the STRS PICKUP ON PICKUP DEDUCTION RATE CALCULATOR 


and/or STRS DEDUCTION RATES FOR PICKUP ON PICKUP_FY15 cheat 
sheet to determine the value needed in the 450, 591, and 691 deductions for 
staff with pickup on pickup with extra compensation. 


 
c. If earnings from the previous fiscal year need to be paid in the new fiscal 


year, the STRS contribution must be at the old rate.  Deductions by job are 
required for these earnings.  The contributions will be listed on the 
STRSREG and sent to STRS on the per pay file.  They must be back-posted 
once reported to STRS.   Clear the FTD totals from the 450, 591, and 691 for 
this job to exclude them from the fy15 annual report.  See  MVECA STRS 
Scenarios 
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POST FISCAL YEAR END CLOSING 
 


IMPORTANT:  RESTRICTIONS DURING THE ADVANCE  
 


Non-Modifiable Fields While in Advance Mode 


The following fields found in USPSCN/JOBSCN cannot be modified while the job is in advance mode. 


USPSCN/JOBSCN 1 of 3 


 Contract start 
 Contact stop 
 Job status 
 Pay plan 
 Retirement code 


USPSCN/JOBSCN 2 of 3 


 Obligation 
 Amount 
 Amount paid 
 Amount due 
 Amount earned 
 Amount docked 
 Equal pays flag 
 Hours per day 
 Pay unit 
 Pay per period 
 Unit amount 
 Number of pays 
 Number of pays paid 
 Work days 
 Days worked 
 
 


Processing Additional Pay Types on Advanced Jobs 


The following Pay Types can be processed on a job that is in the advance mode using USPSCN/UPDCAL_*. 


 MIS - miscellaneous pay 
 DCK - dock pay 
 OT - overtime pay 
 SHP - shift premium 
 TRM - termination pay 
 POF - pay off of total accrued wages 
 NC1 - non-cash life insurance premium 
 BCK - retro pay 


If the DCK (dock) Pay Type is used on a job in the advance mode, a warning will be issued indicating that 
the advance calculations will be off for this job. Notify STRS that the annual report needs to be amended for 
this member. 


If the BCK pay type is being added in UPDCAL after running the actual option of STRSAD, doing so may 
cause the advance calculations to be out of balance when all jobs are out of the advance mode. In this 
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instance, if the district wishes the BCK amount to be applied to the current contract, the warning can be 
ignored and corrections will need to be filed with STRS for this employee or employees as needed. If the 
BCK amount should not be applied to the current contract, the BCK type should be removed from UPDCAL. 


If the TRM (termination) Pay Type is used on a job in the advance mode, it must have a number of Units 
entered, in order for the system to calculate the pay off amount for the job. 


Using the POF (pay off total accrued wages) Pay Type may cause the payback to be off by a few pennies. 
The STRS Advance Flag will be turned off on the job record after the CHKUPD program is executed 
successfully. 


The following Pay Types cannot be processed on a job in the advance mode. 


 REG - regular wages 
 IRR - irregular pay 


These Pay Types affect the contract amount for the job and are considered new earnings. A new job would 
have to be set up for these Pay Types. 


 
 


GENERATE AFTER EACH PAYROLL DURING THE ADVANCE 
 


After EACH payroll generate and save the CHKSTRS.  This report will assist in finding 
errors if the advance does not end with a zero amount in USPCON after the final pay.   If 
any differences they should be reported to STRS as a prior fiscal year end correction if 
necessary.   
 
 


IMPORTANT – VERIFY/FOLLOW-UP FOR STRS AFTER FINAL PAY OF THE ADVANCE 
      
      Verify in the USPSDAT/USPCON the amount on the 2nd screen is zero and the advanced 


“*” is gone.  
 


                   Payroll Processing: 
        STRS Advance Mode       :    * 


           STRS Advance Amount     :   .01 
 


 
Do not AUTOPOST any July payrolls until USAS has closed for FY2014. 
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June 5, 2014


Agenda
 SERS – Katie Talbert


 SERS/STRS – Membership determination


 STRS‐ Beth Hohenstein


 USPS FYE checklist


 USAS FYE checklist
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STRS Annual Report Processing
 Terms


 ADVANCE – report earnings for the fiscal year to STRS on the 
annual report in “advance” of paying them to the employee


 ACCRUAL – contributions accrued in previous fiscal year reported 
to STRS in the new fiscal year per pay reporting


 PICKUP – annuitized deduction‐employee paid


 PICKUP ON PICKUP– portion or all of employee pickup paid by the 
employer 


 PICKUP ON PICKUP WITH EXTRA COMPENSATION– portion or 
all of employee pickup is paid by the employer.  Then an additional 
12% is calculated on the picked up amount


 BACK‐POST – The file sent to STRS contains contributions from the 
prior fiscal year.  These must be changed on STRS website
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STRSAD
 After all June pays are completed


 If aware of dock amounts on 1st July payroll enter those 
in ‘Dock Next Pay’ on JOBSCN


 Will be included in calculations by STRSAD


 If aware of early contract pay offs


 Change the number of pays


 Be cautious – pay per period may get changed
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STRSAD
 STRS annual report processing


 STRSAD 
 Select option ‘1’


 STRSAD selects all employees and jobs that were 
subject to STRS withholding
 All employees with any amount are listed on the 
STRSAD.RPT


‐ Service credit is calculated based on the STRS decision 
tree
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STRSAD
 If district is STRS based on gross and employees with 
STRS jobs that have:
 1) Work days equal days worked


 2) Amount remaining to pay greater than zero


 3) Pays greater than pays paid


Will have an accrued contribution amount calculated for 
them.  This accrued amount will be the amount of 
earnings not yet paid times the employee’s STRS 
withholding rate.
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STRSAD
 STRSAD.TXT


 Lists all employees with an accrued contribution 
calculation
 Report will be empty if STRS is based on earnings


 May be inflated if fringe benefit flag on 450 is set to “Y” and 
employee has 691 with inflated rate 


 Should be checked carefully


 Be consistent with prior years


 Check supplemental contracts, many times missed
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STRSAD
 NONADV.TXT


 Lists some of the employees with jobs that are not 
advancing


 If job has no amounts remaining to pay but meets all other 
criteria


 If days worked plus remaining days from calendar through 
June 30th exceed the total work days


 Not a catch of all potential jobs/employees


8







5


STRSADRPT
 STRSAD.RPT


‐ This is the complete fiscal year‐end report for all 
STRS employees, including all advanced employees.


9


Calculated 
based on STRS 
decision tree


Amount of FYTD gross 
from 450 plus amount of 
gross earned but not yet 
paid on the job record.  
Can be inflated if 691 is 
involved


Calculated job record 
pay per period X 
remaining pays X 11%


Total amounts already 
paid to STRS for 
employee contributions, 
includes  691 amounts


= Information reported to STRS for each employee


FYTD total 
from 591 
and/or 691
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STRSAD
 Check reports for warnings and errors


 USPS Reference Manual STRSAD lists messages and 
possible solutions.


 http://wiki.ssdt‐ohio.org/display/usps/STRSAD+‐
+STRS+Advance
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STRSAD
 Verify service credit


 Employees with 120 or more days receive 100% credit


 Employees with less than 120 days receive credit based 
on STRS decision tree


 Employees classified as part‐time have service credit 
based on STRS decision tree
 Part‐time flag on 450 must be set as needed


 If uncertain of an employee’s status contact STRS


 Re‐employed retirees will always have 0% credit 
reported with contributions
 Calculated service credit for rehired retiree will flag a warning
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STRSADRPT


 Staff retiring and rehired in the same fiscal year will 
appear twice on the report, one line for contributions 
prior to retirement, one line for after retirement 
contributions
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STRSAD
 STRSAD.RPT


 Balance the amount showing in the ‘Deposit/Pickup’ 
column included on the report


 Should total the deduction checks already written 
payable to STRS plus the warrant checks for pick‐up 
amounts
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STRSAD
 If not in balance and can’t resolve at the district


 Contact MVECA as needed


 STRS can usually find the problem


 STRS balances by employee as well as by district
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STRSAD
 Once STRSAD information is correct, run option ‘2’


 Sets advance flag on jobs to “*”


 Sets closing date in USPCON


 Places total accrued contribution amount in USPCON


 Creates annual reporting submission file
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STRSAD
 Creates temporary holding file for retirement deduction 
rates as they were in DEDSCN when option ‘2’ ran; 
known as SAVADV.IDX


 Advance field appears on JOBSCN


 Advance error adjustment fields appear on STRS 
deduction records


 Creates PayrollCD reports
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STRSAD
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Below is a screenshot of what you will see when you run 
the Actual of STRSAD. Notice it indicates that it is 
saving current percentages. The tape submission file 
name is also displayed; this file is only created when the 
Actual is run
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STRS RATE CHANGE
 STRS will be increasing the employee rate by 1% each 
year for the next 4 years as follows. 


 Effective July 1, 2013, the employee rate will increase 
from 10% to 11%


 Effective July 1, 2014, the employee rate will increase 
from 11% to 12%


 Effective July 1, 2015, the employee rate will increase 
from 12% to 13%


 Effective July 1, 2016, the employee rate will increase 
from 13% to 14%
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How Will USPS Handle Rate Chg
 When the STRSAD program is run at Fiscal Year End 
for ‘actual’ (option 2), the system stores the 
percentage rates that exist in DEDSCN at that time. 
So the old rate is saved in a temporary file and any 
accrued wages paid on advanced jobs will 
continue to use that rate.  If you have deductions by 
job implemented on your retirement records, the job 
number assigned for any advanced jobs will be stored 
in the temporary file that is created. 
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When and How to Change the Rates
 Before the first July payroll and after running STRSAD, 
Option “2”, you will want to run the CHGDED 
program, option C, and mass update the rates to 12% on 
the 591 records (see example below).   Keep in mind; 
CHGDED will only update the records whose DEDSCN 
rates match the old rate entered in CHGDED.  Because of 
this, you may have to run CHGDED several times.  
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You can also manually update the rates directly 
in DEDSCN as well or the new rate can be 
loaded from a spreadsheet. Please contact us if 
you need any assistance. 


STRS Annual Report Processing
 PICKUP after fiscal yearend close


 450 = 14%


 591 = 12%


 Full PICKUP on PICKUP (no compensation)


 450= 14%


 691 = 12%


 Full PICKUP on PICKUP (fringe benefit/extra 
compensation


 450 = 15.68


 691 = 13.44
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Calculating New Pickup on Pickup 
Deduction Rate
 Included in your document packet was a Pickup on 
Pickup with extra compensation calculator 
spreadsheet.  Add the pick up rate in the highlighted 
field and it will calculate the percentages for the 450, 
591 and 691 deductions
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if fringe benefit flag=Y


Pick up percent 591 rate 691 rate 450 board rate


4.5 6.5 4.995 14.63
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Scenario


#1


 Worked in June


 Paid in June


 STRS 


Contribution 11%


 No back‐posting


Scenario 


#2


 Worked in June


 Paid in July


 STRS 


Contribution 11%


 Back‐post


Scenario


#3


 Pay period has 


days in June and 


July


 Paid in July


 STRS 


Contribution 12%


 No back‐posting


Scenario 


#4


 Worked in July


 Paid in July


 STRS 


Contribution 12%


 No back‐posting


Set up deductions by job if:


 Worked job# 1 in June


 Paid in July


 STRS Contribution 11% 


on job #1


 Back‐post


 Clear FTD totals on STRS 


deductions for that job


 Worked job #2 in July


 Paid in July


 STRS Contribution 12% 


on job #2


 No back‐posting


Scenario


#5
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STRSAD
 Run ANNSTRSSND to submit annual report to 
STRS
 Updates USPSDAT/USPCON information


25


SERSHIRE/STRSHIRE
 New options to upload membership enrollment to the 
retirement websites


 SERSHIRE when executed as ACTUAL:


 will create a file that you will transfer to a local drive 
and upload to SERS website, 
http://www.ohsers.org/member‐enrollment


 will change the New Employee flag on the 400 
deduction to R. It will be changed to N when 
SERSREG is executed to create a tape file.
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SERSHIRE/STRSHIRE
 STRSHIRE when executed as ACTUAL:


 will create a tape file that you will send to STRS using 
the STRSHSEND command


 Will change the New Employee flag on the 450 
deduction to R. You must execute STRSMONTH to 
change the New Employee flag on the 450 
deduction to N.
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SERSHIRE/STRSHIRE
 Reported problem that the STRS file that is created 
can be picked up in STRSHIRE and transmitted to the 
wrong department at STRS.  


 Make sure the file listed is the correct file
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USPS Checklist at Glance
 Process NC1 payments for Group Term Life over 
$50,000 for anyone retiring before final pay


 EMIS Staff Reporting for “N” reporting period


 Create Calendars for FY15


 Month‐End Closing


 Start Quarter End Balancing


 STRS Annual Report Processing


 End Quarter End 


 End Fiscal Yearend


 Post Fiscal Yearend Closing
29


Post Closing
 During the payroll process


 FYTD amounts on the 450, 591 and 691 deductions will 
not be updated by any accrued earnings or contributions


 FYTD amounts on the JOBSCN will be updated 
regardless


 FYTD amounts on the 450, 591 and 691 deductions are 
updated only by new earnings and contributions on 
those new earnings 
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Post Closing
 During advance cycle certain pay types can not be used 
on jobs with advance flag set to “*”


 REG


 IRR


31


Post Closing
 Certain pay types affect balance of USPCON 
advance amount


 DCK


 BCK


 TRM (usually creates a few cents difference)


 POF  (usually creates a few cents difference)


 The pays and pays paid can be modified by 
MVECA to be different by 1 (forcing a contract pay 
off).  If this is done the amount in USPCON may 
not clear because of rounding
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Post Closing
 Verify each pay the advance amount showing in 
USPCON is decreasing


 After all summer pays are complete
 Verify advance amount in USPCON is zero


 If not zero, run CHKSTRS and compare employee totals 
to see who’s amount withheld on accrued earnings does 
not equal the amount STRSAD calculated 


 File corrections with STRS as needed
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STRS Deduction Rates Work Sheet

for Pickup on Pickup



(For fiscal year 2015 if fringe benefit flag on 450 = Y)
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		     Pick up percent

		

		              591 rate

		         691 rate

		  450 board rate

		

		



		1

		

		11.00

		1.120

		14.14

		

		

		



		1.5

		

		10.50

		1.680

		14.21

		

		

		



		2

		

		10.00

		2.240

		14.28

		

		

		



		2.5

		

		9.5

		2.800

		14.35

		

		

		



		3

		

		9.0

		3.360

		14.42

		

		

		



		3.5

		

		8.50

		3.920

		14.49

		

		

		



		4

		

		8.00

		4.480

		14.56

		

		

		



		4.5

		

		7.50

		5.040

		14.63

		

		

		



		5

		

		7.00

		5.600

		14.70

		

		

		



		5.5

		

		6.50

		6.160

		14.77

		

		

		



		6

		

		6.00

		6.720

		14.84

		

		

		



		6.5

		

		5.50

		7.280

		14.91

		

		

		



		7

		

		5.00

		7.840

		14.98

		

		

		



		7.5

		

		4.50

		8.400

		15.05

		

		

		



		8

		

		4.00

		8.960

		15.12

		

		

		



		8.5

		

		3.50

		9.520

		15.19

		

		

		



		9

		

		3.00

		10.080

		15.26

		

		

		



		9.5

		

		2.50

		10.649

		15.33

		

		

		



		10

		

		2.00

		11.200

		15.40

		

		

		



		10.5

		

		1.50

		11.760

		15.47

		

		

		



		11

		

		1.00

		12.32

		15.54

		



		                        11.5

		

		                       .05

		               12.88      

		              15.61

		

		

		



		                        12.0

		

		                         0        

		               13.44

		              15.68  <-- Full Pickup on pickup

		<-- Full Pickup on pickup
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STRS Deduction Rates Work Sheet

for Pickup on Pickup



(For fiscal year 2015 if fringe benefit flag on 450 = Y)
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STRS Rate Change FY13 to FY16



STRS will be increasing the employee rate by 1% each year for the next 4 years as follows. 

Effective July 1, 2013, the employee rate will increase from 10% to 11%

Effective July 1, 2014, the employee rate will increase from 11% to 12%

Effective July 1, 2015, the employee rate will increase from 12% to 13%

Effective July 1, 2016, the employee rate will increase from 13% to 14% 



How USPS handles the rate change



For anyone that was on the State Software system a little 11 years ago when the rate changed from 9.3% to 10%, you may remember that this is a pretty easy transition on State Software. It appeared that last year’s rate change went pretty smoothly as well overall. As a reminder…and for those of you that are new to this…here is how it works. 



When the STRSAD program is run at Fiscal Year End for ‘actual’ (option 2), the system stores the percentage rates that exist in DEDSCN at that time. The old rate is saved in a temporary file and any accrued wages paid on advanced jobs will continue to use that rate.  If you have deductions by job implemented on your retirement records, the job number assigned for any advanced jobs will be stored in the temporary file that is created. 



PLEASE DO NOT change your rates until AFTER you have closed for the FISCAL YEAR.



Below is a screenshot of what you will see when you run the Actual of STRSAD. Notice it indicates that it is saving current percentages. The tape submission file name is also displayed; this file is only created when the Actual is run. 

[image: ]



What about new earnings?



If the advance job also has new earnings on it, such as a miscellaneous (MIS) payment, or the employee has a separate job that is not in advance, the system uses the withholding rate on the DEDSCN (new rate) for calculation of the retirement.  



In this situation when RETIRE/STRSREG is processed, 2 totals will be provided for the employee.  One total for the ‘advanced’ contributions withheld at the old rate and one total for the new contributions withheld at the new rate.  



When the advanced job is completely paid and the new contract purged, the new contract will withhold at the new rate.

In the STRSREG report example below the employee’s primary job is in Advance at the FY14 rate of 11%. They were also paid for 3 extra days they worked in July so the FY15 rate of 12% applies. The Advance amount line is marked with a ‘!’ symbol and you can see that 11% of the earnings was calculated for the contribution amount. The other line is for the extra days worked in July and you can see that 12% of the earnings was calculated for the contribution amount. 

 RETIRE/STRSREG Report

[image: ]



[image: ]3 days @ 12%

Accrued wages @ 11%



When an employee’s job is in Advance the FYTD Gross Pay on the 450 DEDSCN record and the FYTD Deduct Total on the 591 and/or 691 DEDSCN record is not updated with accrued wage amounts. Only new earnings will update these fields. These amounts are used for reporting on the next fiscal year STRS Annual Report. 



The screenshot below shows the 450 DEDSCN record FYTD Gross pay for the employee only shows the 225.00 paid for the extra 3 days worked this fiscal year. 

[image: ]



The screenshot below shows the 591 DEDSCN record FYTD Deduct total for the employee only shows the 27.00 contribution for the 225.00 paid for the days in July at the 12% rate. Notice there is an STRS advance amount line which shows the contribution amount for the advance amount paid at 11%. 



[image: ]



When and how to change the rate for FY15



Before the first July payroll and after running STRSAD, Option “2” AND after closing the Fiscal Year, you will want to run the CHGDED program, option C, and mass update the rates to 12% on the 591 records (see example below).   Keep in mind; CHGDED will only update the records whose DEDSCN rates match the old rate entered in CHGDED.  Because of this, you may have to run CHGDED several times.  



[image: ]

[image: ]



You can also manually update the rates directly in DEDSCN or the new rate can be loaded from a spreadsheet. The spreadsheet titled ‘USPLOAD All Types Deduction Load’ located on the MEC Fiscal Services website under the ‘Spreadsheets, Downloads, and Documents’ link can be used to update the rates. Please contact us if you need any assistance. 



REMINDER: Before making any mass changes to your files we highly recommend running the BACKME program to create a complete backup of your files. If you notice any problem from the mass update contact MEC Fiscal Services right away and we can restore your files.   REMINDER: PLEASE DO NOT change your rates until AFTER you have closed for the FISCAL YEAR.



























Pickup on Pickup Rates



If you have employees with full pickup on pickup with extra compensation paid by the board, the rates will increase as follows if the Board is going to continue picking up the extra percentage: 



Effective July 1, 2013, the 450 deduction will increase from 15.4% to 15.54% and the 691 deduction will increase from 11 % to 12.21% 



Effective July 1, 2014, the 450 deduction will increase from 15.54% to 15.68% and the 691 deduction will increase from 12.21% to 13.44%



Effective July 1, 2015, the 450 deduction will increase from 15.68% to 15.82% and the 691 deduction will increase from 13.44% to 14.69%



Effective July 1, 2016, the 450 deduction will increase from 15.82% to 15.96% and the 691 deduction will increase from 14.69% to 15.96%



If you have partial pickup on pickup with extra compensation paid by the board then you will need to calculate your rate. The following link will take you to the SSDT USPS User Guide chapter explaining retirement calculations.  Please contact us if you need assistance. 

https://wiki.ssdt-ohio.org/display/usps/Calculating+Regular+and+Pick-up+Retirement 



(NEW) IMPORTANT: If your school provides pickup on pickup with extra compensation paid by the board and the board’s rate is NOT going to change for FY15 so the employee will pay the extra percentage for the year, please be aware that the board percentage will still increase slightly. 



For example, if the board picked up the full 11% last year for the pickup on pickup contribution, but the extra 1% for FY15 will NOT be picked up by the Board, there will still be a slight increase in the 691 DEDSCN percentage. Since the pickup is to be included in compensation for retirement purposes the annual increase to 12% will cause the rate to be a little higher, instead of 12.21% it will be 12.32%. 



Here is an example of why this is occurring. 



If an employee has an annual salary amount of $40,000 and Board pays pickup on pickup with compensation 11% and the employee pays the other 1%, the calculation is made as follows. 

$40,000 x 11% Board Pickup = $4,400

Compensation paid by the board is then based on $44,400 and the full STRS rate for the year.

$44,400 x 12% full rate for FY15 = $5,328 - So this is the total amount the owed to STRS. 

$40,000 x 12.32% (increased rate for FY15) = $4,928  Board Pays

$40,000 x 1% = $400 Employee Pays

Total paid to STRS is $5,328 ($4,928 from Board and $400 from Employee)



NOTE: There is a pickup on pickup calculator available on the MEC Fiscal Services website to assist you with calculating partial pickup on pickup with extra compensation rates. It can be found on both the Payroll and Fiscal Year End links. http://www.mecdc.org/Downloads/STRS%20pickup%20on%20pickup%20deduction%20rate%20calculator%20for%20FY152.xlsx 







STRS needs to be notified as to whether or not you will be picking up the additional percentage. Also, you will want to look at the original Board resolution to see if it indicates the Board will be picking up a specific percentage. If the rate listed in the resolution is 11% or less you must amend the resolution if the additional percentage will be picked up. If a new resolution is passed be sure to submit it to STRS with a cover sheet. 











Timesheet Employees



So what do you do with employees that submit a timesheet for work in June or earlier in the year but aren’t paid until July?  If at all possible, it would be best to pay them on the last pay of June at the old rate. If this is not possible then you just need to be consistent with how you have reported earnings in the past.  If you paid amounts in July for June earnings and have always reported those amounts as earnings and contributions in July, then you should do so again.  Even though the rate changes, you should be consistent with how you have reported in past years.  Most districts report June earnings in July for  the new fiscal year. You might want to think of this situation as related to how the IRS handles tax rate changes from year to year. They don’t expect you to adjust the tax rate for money earned in December that was paid in January. 



However, if in the past you paid amounts in July for June earnings and have always reported those amounts as earnings and contributions for the prior fiscal year by notifying STRS to backpost to the previous year, you should do so again.  There are not many districts that use this method but there a few that do. If you are not consistent in how these have been reported in the past, the contributions for the employees will be inflated one year and reduced the next and may affect the retirement benefits due to these employees. 



If you need to report a payment made in July for June (or prior) earnings and report them for the prior year with the old rate, the following steps should be followed:



Please note these steps are only used if the employee is ONLY being paid prior year earnings in the new fiscal year to be back posted with STRS. If the employee also has earnings in the new year, see the options available to process starting on page 7 of this document. 

 

When payment is made withhold retirement at the old rate by making sure the DEDSCN rate is correct. 

After CHKUPD is run, modify the rate to the current year rate and also modify the affected DEDSCN records to back out the amounts on the FYTD total fields. Backing out the amounts from these fields will prevent them from being reported on the next STRS Annual Report. 











In this example, the employee was paid $200 in July and the district withheld at the prior year rate and will report it to STRS for the prior year. On the 450 DEDSCN record, the FYTD gross of 200.00 will need to be removed.  It is not necessary to update the Board Share FYTD total because it is NOT used for the Annual Report but you can if you wish. If the employee is a rehired retiree update the retiree gross field as well. 



[image: ]





On the 591 DEDSCN record, the FYTD deduct total of 22.00 will need to be removed. If the employee is a rehired retiree update the retiree deduct field as well.



[image: ]



STRS should be notified to backpost the payment to the previous fiscal year. This can be done by contacting STRS or by entering the backposting in the STRS ESS (Employer Self Service) website.



Keep in mind that contributions made at the 11% rate should be reported for the 2013-2014 fiscal year and contributions made at the 12% rate should be reported in the 2014-2015 fiscal year. This applies to the annual report; STRSREG will always list the earnings and contributions per pay regardless of what year they apply to. 



Reminder: make sure the rate is correct in DEDSCN for the new fiscal year. 



What about timesheet employees that have earnings in both June and July that will be paid in July? 



STRS has stated that they do understand that there are situations where it is difficult to process payments at different rates and therefore, they suggest processing the most convenient way for the district. So in this scenario it is okay to process those earnings in July at the 12% rate and report them on that fiscal year’s annual report. Again, it comes to consistency…if you haven’t made an adjustment in previous years to report the June earnings in the previous fiscal year then continue to report as you have. 



However, if you have backposted the June earnings in the past or if for some reason you do want to pay the June earnings at 11% to report in the previous fiscal year, then you can process it through payroll one of two ways. 





Deductions by Job Method

If earnings for June apply to one job and earnings for July apply to a different job you can use the Deductions by Job method to apply the correct rate to the appropriate job. For example, the employee below is a teacher in advance and they also have a summer school job (02) and tutoring job (03) paid by timesheet. The employee worked 5 days in June for summer school and 2 days in July for Tutoring. They will be paid on the July 31 payroll. In order to withhold the summer school job at 11% and the tutoring job at 12% deductions by job can be setup. 



To implement deductions by job go to USPSDAT/DEDNAM and mark the ‘job level’ flag to ‘Y’ on the 450 and 591 records. 



[image: ] 



Then you can create another DEDSCN record for the employee specifically for the job to be withheld at 11% as shown in the example below. A corresponding 450 DEDSCN for the specific job number will also need to be established in order to create the 591 record. 



[image: ]
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The original 450 and 591 DEDSCN record can be left as is and all other jobs will use the rate listed on those records. Because the employee’s job 01 is currently in advance it will use the rate saved when STRSAD Actual was run. But when the job is no longer in advance it will use the rate in the DEDSCN records with no job level marked. 



When the payroll for the payments has been completed don’t forget to remove the FYTD Gross on the 450 and the FYTD Deduct Total on the 591 record (for job 2 in this example as shown below). This will prevent them from being reported on the annual report. You will need to contact STRS to backpost these amounts to the previous fiscal year or you can post it on the STRS ESS (Employer Self Service) website.  This applies to the annual report, STRSREG will always list the earnings and contributions per pay regardless of what year they apply to. 
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If the employee is a rehired retiree update the retiree gross (450) and deduct (591) field as well.





















Error Adjustment Method

If amounts for June and July are being paid on the same job and you are going to withhold at the different rates then you can calculate how much is to be withheld at each rate and on the 591 DEDSCN record withhold at the current 12% rate and enter a negative error adjustment amount to bring it back down to the calculated amount. 



For example, if a regular teacher whose job is in advance has also worked summer school from June 25 (5 days) to July 3 (2 days), and you are going to withhold the 5 days from June at 11% and the 2 days from July at 12%, you would start by calculating what should be withheld. If the daily rate for these days is $50, the calculation would be as follows:



5 days x $50 = $250 x 11% = $27.50

2 days x $50 = $100 x 12% = $12

[bookmark: _GoBack]Total withholding is $39.50



The 591 DEDSCN record is setup at 12% withholding, therefore the system will calculate withholding on the full $350 for $42.00. The difference between the system withholding and the calculated withholding amount is $2.50. So on the 591 DEDSCN record you can enter a negative error adjustment of -2.50 as shown below. Be careful not to enter the adjustment in the ‘Adv. Error adj.’ field. 

[image: ]



After processing the payroll you will need to adjust the FYTD amounts on the 450 and 591 DEDSCN records to remove the amounts that will be applied to the 2013-2014 fiscal year, as shown in the following screenshots. This will affect the STRSAD annual report only. The full earnings and contribution amount will be reported on STRSREG. So in the example above, $350 earnings and $39.50 withholding will be listed for this employee on STRSREG. You will need to contact STRS to backpost these amounts to the 2013-2014 fiscal year or you can post it on the STRS ESS (Employer Self Service) website.  

In this example on the 450 DEDSCN record reduce the FYTD Gross Pay amount from 350.00 to 100.00. If the employee is a rehired retiree update the retiree gross field as well.

[image: ]



On the 591 DEDSCN record you can see that the correct withholding amount which was manually calculated was withheld. Now we need to reduce the FYTD Deduct Total amount from 39.50 to 12.00. If the employee is a rehired retiree update the retiree deduct field as well.

[image: ]



REMINDER: If you backpost earnings to the previous fiscal year you may need to make an adjustment for service credit. If the employee will receive 120 days in the current fiscal year then this won’t be an issue. 



What about Administrators whose contract goes until the end of July? 

Start withholding at new rate (12% as of July 1, 2014). 



Retirement Withholding Based on Earnings

We don’t believe we have any districts that use this method but if you do, the following applies to only your district. 



If a district uses an inflated rate on the STRS deductions to withhold the retirement for all pays in a lesser number of pays, the district action is dependent on how the deductions are inactivated.  If the district has the ITC change the STRS withholding flag to ‘by earnings’, the district must change the rates prior to any July pays.  The record update is necessary so any new earnings have retirement calculated at the new rate.  If the district processes this by stopping the retirement deductions, the district will want to update the rates at the time new earnings must be paid on the jobs.

Page 9 of 10
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Sheet1

		STRS DEDUCTION RATE CALCULATOR FOR PICK UP ON PICK UP

		This calculator is for the FY15 rate of 12%

						if fringe benefit flag=Y

		Pick up percent				591 rate		691 rate		450 board rate

		11

Deb Dinnen:  
Only enter the percentage rate that is being picked up by the board in the highlighted area.   The remaining columns will adjust /calculate.  														

Powers: Powers:


This spreadsheet is intended to help you determine the correct percentages /rates if the Board picks up a portion of the employee deduction.

ONLY enter in the YELLOW highlighted column.   The spreadsheet will calculate the rest.		1		12.32		15.54
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miscellaneous notes


STRSAD Errors and Warnings

The following alphabetical list describes errors and warnings that may appear when the STRSAD program is run.


· Address cannot be blank. Verify entire address in USPSCN/BIOSCN for previous SSN. 
This indicates either the first line of address, city, state, or zip code on the USPSCN/BIOSCN is blank. No part of the address can be reported to STRS as blank. Run USPSCN/BIOSCN and verify the fields.


· Advance amount is negative for previous SSN, assuming zero. 
Indicates a possible error correction from a previous fiscal year. 
Check JOBSCN information and contact ITC if unable to resolve. It may also be necessary to contact STRS to resolve the problem.


· Amount remaining on contract is zero for previous SSN, job #. 
Indicates that pays are remaining with no contract amount to pay. 
Verify JOBSCN information and run an AUDRPT to determine if manual changes were made.


· Contract amount paid exceeds the contract obligation for previous SSN, job #. 
Indicates the amount paid shown on JOBSCN exceeds the obligation. 
Verify JOBSCN information and run an AUDRPT to determine if manual changes were made.


· Contributions with zero service credit for previous SSN. 
Regular contributions with no service credit have been detected. STRS requests that these situations be researched and corrected before submitting the data. 
Check DEDSCN (450/591/691) start and stop dates, job calendar assignments, job calendar start dates, and ATDSCN records. Contact ITC if unable to resolve. 
Refer to the chapter in the USPS User Guide called, "Calculating Days and Weeks for Reporting Purposes" for assistance in resolving service credit problems.


· Days worked in contract will exceed work days in contract for previous SSN, job #. 
This message indicates that the remaining work days on the calendar through June 30th for the job will cause the days worked to exceed the work days in contract. This refers to jobs that still have work days remaining on the calendar. 
Check the contract start date and the beginning date of the first payroll of the contract to insure days worked in the contract were correctly counted. Check for incorrect period beginning and/or ending dates that may have been entered. Adjustments to days worked may be necessary in JOBSCN.


· Employee's first/last name cannot be blank. Verify in USPSCN/BIOSCN for previous SSN. 
This message indicates either the first or last name on the USPSCN/BIOSCN is blank. The name cannot be reported to STRS as blank. Run USPSCN/BIOSCN and verify the fields.


· FTD total for board deduction is negative for previous SSN, assuming zero. 
A 691 DEDSCN record has a negative amount in the FTD deduction field. This indicates that an error correction from a previous fiscal year may have been processed. 
Research using AUDRPT (looking for manual updates) and contact STRS for possible correction procedures.


· FTD total for retirement deduction is negative for previous SSN, assuming zero. 
A 450 DEDSCN record has a negative amount in the FTD deduction field. This indicates that an error correction from a previous fiscal year may have been processed. 
Research using AUDRPT (looking for manual updates) and contact STRS for possible correction procedures.


· Name and address for previous SSN not on file. 
The employee's BIOSCN record does not have a name or address entered. 
Enter these fields in BIOSCN.


· No service days for regular earnings for previous SSN. 
No service days are found for this employee. 
Check DEDSCN (450/591/691) start and stop dates, job calendar assignments, job calendar start dates, and ATDSCN records. Contact ITC if unable to resolve. 
Refer to the chapter in the USPS User Guide called, "Calculating Days and Weeks for Reporting Purposes" for assistance in resolving service credit problems.


· Non-stretch pay job will advance for previous SSN. 
It is not normal for a non-stretch pay job to advance. This message simply alerts the user to a possible problem but does not indicate that a problem exists. If the situation does occur, it could cause problems in the advance pay back calculations since the amounts for these jobs are not properly handled by INICAL.


· Number of days worked exceeds work days in contract for previous SSN, job #. 
The number of days worked is greater than the work days in JOBSCN. 
Verify the days worked on the job and the job calendar assignment. Run an AUDRPT to determine if manual changes were made. Update JOBSCN if necessary.


· Pay per period times remaining pays differs from accrued wages by more than $1.00 for previous SSN, job #. 
This message indicates that a possible error in contract calculations has occurred. 
The district should verify the contract amounts in JOBSCN with what has been paid on the job thus far. Run an AUDRPT and attempt to isolate the problem. A dock or payment of additional money may be necessary to make the correction. Contact your ITC for assistance if necessary.


· Pick up amount is negative for previous SSN, assuming zero. 
A 591 DEDSCN record has a negative amount in the FTD deduction field. This indicates a possible error correction from a previous fiscal year may have been processed. 
Research using AUDRPT and contact STRS for possible correction procedures.


· Retiree amounts for previous SSN exceed the regular contribution total. 
The retiree amounts showing on the 450, 591, and 691 records are greater than regular amounts. This should not occur since retiree amounts are subsets of the regular contributions. The retiree amounts should be less than or equal to the regular contribution totals. 
Run AUDRPT to determine if manual adjustments to regular or retiree fields were processed. Manual changes to the DEDSCN records may be required.





Renhill STRS Merge 


 


1- Create a Renhill directory YY 


2- Open the file that the district sends to you and save it as a csv file (if not already in csv 


format.) 


3- Open the file with notepad to make sure that it looks correct. 


4- Name the file- save as STRS9655_TSA.CSV (ex) 


5- Transfer the file to your Renhill directory (make sure that you 


transfer in ASCII mode) 


6- Copy the STRSAD.YY06 file from the district data directory to the 


Renhill file that you have created.  


7- Copy all of the idx, rel, seq and ini files from the district to 


your Renhill directory. 


8- You should now have the Renhill file, The STRSAD.YY06 file and the 


district’s directory files in your Renhill sub directory. 


9- Run pay:strsmrg 


STRSAD File—STRSADYY06 


Renhill File Name STRSAD973.EPA.CSV (The name that you created when you saved the file) 


New Merged File Name—STRSAD-MERGED 


Output File—STRSMERGE.TXT 


10- Verify that the STRSMERGE.TXT file looks accurate by doing  a DIFF STRSADYY06 


STRSAD.MERGED 


11- Copy the file to the district user’s directory and tell them the name of the report 


STRSMERGE.TXT and ask them to verify that it is accurate. Tell them that once they have 


done this they need to let us know so we can continue with the next steps to create their 


file. 


12- In your directory rename the STRSMERGE.TXT FILE TO STRSMERGE.DOC 


13- Once you receive verification from the district go to your Renhill directory copy 


STRSAD.MERGED STRSAD.YY06. 


14- Double check report again to make sure that it looks accurate. 


15- Copy the (new) STRSAD.YY06 report from your directory to the district’s directory. 


16- Inform the district user that they can now run ANNSTRSSND. 


 


 


 






STRSAD.RPT


1. Employee Name:


USPSCN/BIOSCN, Name fields.


2. Soc-Sec-Num:


USPSCN/BIOSCN, SSN field.


3.  Credit:


Employees flagged as full-time must have at least 120 service days to be granted a full year of service credit toward retirement.  For employees flagged as full-time and did not work 120 days, or is considered part-time, the service credit is calculated as follows:


· If the employee worked at least 90 days and the employment relationship was in effect for 120 days and the total compensation is equal or greater than the state minimum, the service credit is 100%.


· If the employee worked at least 90 days, but the employment relationship was not in effect for 120 days, the service credit is total days / 180.


· If the employee did not work 90 days, the service credit is total days/ 180.


· If the employee worked at least 90 days and the employment relationship was in effect of 120 days and the total compensation is not equal or greater than the state minimum, the service credit is the greater of the two calculations:


- Total Compensation/State Minimum Salary


· Total Days/180


NOTES:


**Employment relationship = Compares the academic dates entered in STRSAD to     


   the Hire date on the BIOSCN record.  It will take this date or July 1, of the 


   the reporting year as the starting date (whichever is later) and calculate the work 


   days from the day to the Termination date on BIOSCN or June 30 (whichever is 


   earlier).


**State minimum = $20,000

**The employee termination date on BIOSCN must be updated when an employee leaves the district.  This field should not be confused with the termination date on JOBSCN.  STRSAD checks the BIOSCN termination date when determining employment relationship.


4.  STRS Days:


The system first finds all the checks for employees, which have a pay date in the fiscal year.  The payroll beginning and ending dates for those checks determine the calendar date range for counting service days.  This range (very likely) will start in the preceding fiscal year and end during the current fiscal year.  From this information, blank working calendars are created on the system.  Blank working calendars are used internally by the system and can not be viewed.


The jobs calendars from the employee’s fiscal years payroll are entered into the blank working calendars.  The ATDSCN transaction types AT or AB with paid dates in the reporting period are marked on the working calendars appropriately for each day.  The calendars are ‘modified’ inside the program to reflect the days from the calendars plus days from the ATDSCN.  Duplicate dates are not counted twice.  So you can think of ATDSCN records as modifying the calendars on a per employee basis.


The system then locates any adjustment transactions (AD) for the fiscal year for STRS.  Adjustment transactions entered through ATDSCN are considered manual adjustments to what the system would calculate.  Note that ‘manual adjustment’ transactions are picked up based on the fiscal year instead of the date range that the employee was paid for.  Any adjustment dated within the reporting period will be applied.  The manual adjustment records are a bit different because they are not for specific days.  The adjustments (if any) are added to or subtracted from the total unadjusted service days and that total is the total that will appear on the STRSAD report. 


The days are not reported to STRS, only the percentage of credit.


5.  Earnings:


Calculated by taking the FYTD gross amounts from the 450 record PLUS the amounts earned but not yet paid to the employee.


Advanced earnings are calculated as follows:


Obligation                                                                  Pay per Period


-Amt. Paid                              AND                          X Remaining Number of Pays


-Dock                                                                        -------------------------------------


--------------                                                               Remaining to Pay Based on Pay/Period 




   Based on Obligation


Remaining to Pay 




NOTE:


**This can be inflated if an employee has 691 deduction record and fringe benefit extra   



     compensation.



The earnings are not reported to STRS.

6.  Deposit/Pick UP:


FYTD total deducted amount listed on the 450, 591 and 691 deduction records.


This amount does not include contributions on amounts earned but not yet paid.


7.  Advanced Amount:


Calculates retirement amount on summer pays on a per pay basis per job as follows:


		Pays Remaining

		Pay Per Period

		Retirement Withheld



		22

		$1500.00

		$165.00



		23

		$1500.00

		$165.00



		24

		$1500.00

		$165.00



		25

		$1500.00

		$165.00



		26

		$1480.00

		$162.80.



		

		

		



		Total

		

		$822.80





8.  Total Taxed + Non-Taxed:


Amount deposited with STRS during fiscal year PLUS amount of contributions on earnings that have not yet been paid.  This amount can be inflated if there are 691 records.






1.  


2.  


Reporting Taxable Amount of Life Insurance Premiums


According to the Internal Revenue Service, the cost of group-term life insurance an employer provides to an
employee for coverage over $50,000 is to be included in the wages reported for the employee. This amount is
subject to withholding for Social Security and Medicare, but not income tax. The cost is generally determined by
using the uniform premium rates provided by the IRS. These rates set the cost of each $1000 of group-term life
insurance for each month, according to the employee's age.


The following steps will ensure that the proper amounts will be taxed and placed on the W2 forms.


Calculate the taxable amount for each employee involved.


Example


A 35 year old principal receives $250,000.00 of board paid group term life insurance for an entire calendar
year. 
The amount of excess coverage over $50,000.00 is used to determine the taxable coverage. In this example
the amount of taxable coverage would be $200,000.00.


                  $250,000.00 - $50,000 = $200,000.00 
 


Using this same figure, it must be determined how many thousands of dollars are involved.


                        $200,000 / $1,000.00 = 200 
 


This figure will be used later to determine the annual cost. IRS Publication 15-B gives the cost per $1000.00
of protection for a 1 month period. The cost for this 35 year old is .09 per month. This must be multiplied by
the number of months the coverage was in effect.


                          .09 X 12 = $1.08 
 


The non-cash earnings amount is calculated by taking the number of thousands and multiplying it by the
factor calculated in the previous step.


                        $1.08 X 200 = $216.00 
 







2.  


3.  


1.  


2.  


3.  


4.  


5.  


6.  


7.  


Using the USPSCN/UPDCAL_CUR or USPSCN/UPDCAL_FUT program, the amount should be entered
using a pay type of NC1. This pay type represents one kind of non-cash earnings for the employee. 
This pay type will be treated differently for taxation purposes. Using this non-cash earnings amount, the tax
amounts for Medicare and Social Security will be calculated during the CALCPAY and UPDCAL_CUR
programs.


No Federal, Ohio, or OSDI tax amounts will be calculated. All of these will be treated according to the federal
rules. The software provides the ability to withhold city tax on non-cash earnings. This can be activated by
setting the "Tax non-cash earnings" flag to Y (yes) on the city tax record in the USPSDAT/DEDNAM program.


Complete the payroll.


The non-cash earnings amount will not be included in the gross pay amount, nor in the gross totals found on
PAYRPT or PAYSUM. However, the non-cash earnings amount is being included in the adjusted gross figure
because the amount is considered part of the taxable gross even though no tax is being withheld on it. Both
the PAYRPT and PAYSUM reports will provide a total figure of all non-cash earnings in the total section. This
extra total will help in balancing purposes.


During the CHKUPD program, the total payment showing for NC1, will be added to the total and taxable
gross figures on all the tax records including those for which no tax was withheld. The JOBSCN to-date
figures (screen 3 of 3) will also be updated in the Non-cash earnings fields.


If the NC1 pay not was  used prior to the last pay of the calendar year, the following manual procedure must benot
used in order for the NC1 pay to show correctly on the W2 form and to insure that the QRTRPT balances. Follow
these procedures prior to generating W2 forms.


Increase the YTD gross and the YTD taxable gross figures on the federal tax record by the amount of the
taxable premium.
Increase the YTD gross and YTD taxable gross figures on the state tax deduction record to reflect the taxable
premium.
Increase the YTD gross and the YTD taxable gross figures on the municipality tax deduction record IF
required by the municipality. It may be necessary to contact the city tax department to determine if the
premiums on life insurance over $50,000 are considered taxable or not.
Increase the YTD gross and YTD taxable gross figures on the FICA and/or Medicare deduction records to
reflect the taxable premium.
Obtain payment from the employee for the FICA (6.2% of the taxable premium) and/or Medicare (1.45% of
the taxable premium) withholding amounts. Include this amount on the YTD Deduct Total field of the
FICA/Medicare Deduction record(s). The board of education must match these same amounts calculated in
this step (process as a USAS transaction).
Enter the taxable premium of life insurance on the federal tax deduction record in DEDSCN on the "Life
Insurance Cost" line.
Enter the taxable premium of life insuance on the  YTD, QTD and FYTD amount fields for Non-cash earnings
on JOBSCN (3 of 3). This will insure that the QRTRPT non-cash earnings will balance.





		Reporting Taxable Amount of Life Insurance Premiums




Rehired Retired Employees 


450 USPSCN/DEDSCN
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1.  ‘Retiree flag’ must be set to Y and a date in the ‘Rehired’ field.


2. The ‘Retire gross’ is a subset of the ‘Gross pay’.


a. If employee worked entire fiscal year as a rehired retiree the ‘Gross pay’ amount should be the same as the ‘Retiree gross’.


b. If an employee worked only part of the fiscal year as a rehired retiree, the ‘Retiree gross’ will be less than the ‘Gross pay’ amount.


** STRSAD.RPT Earnings = FYTD ‘Gross pay’ from 450 record + calculated amount remaining to be paid from JOBSCN (does not use the ‘Amount Due’ from JOBSCN)


591 USPSCN/DEDSCN




Job:     Type: Retirement (Annuity)  Name: STATE TEACHERS RETIREMENT         


   Percentage      :    11.000    Start: 00/00/0000                             


   Error adjustment:              Stop : 00/00/0000                             


                                  User Defined Fields:                          


                               Amount 1:             Amount 2:             


                               Code 1:     Code 2:     Date: 00/00/0000    


                               Text:                                       


                   Accum  MTD Totals   QTD Totals  FYTD Totals   YTD Total:


Deduct total:    31.35       31.35        36.85      100.10       58.30

Retiree deduct:                                      100.10            

The ‘Retiree deduct’ is a subset of the ‘Deduct total.’


a. If the employee was a rehired retiree all fiscal year The ‘Retiree deduct’ FYTD amount should equal the ‘Deduct total’ FYTD amount.


b. If the employee was not a rehired retiree all fiscal year, the ‘Retiree deduct’ FYTD amount will be less than the ‘Deduct total’ FYTD amount.


**The value in the FYTD Totals Deduct total/Retiree deduct field(s) is the DEPOSIT/PICK UP amount on the STRSAD.RPT.





 Service credit = greater
of actual compensation
÷ state minimum salary


or hours ÷ 1,000


Service credit = 1.00


Worked
at least 120 


days?


Yes


No


Yes


Employed
under full-time 


contract?*


No


Calculate service
credit as part time


Yes


No Calculate percentage of
full-time equivalent


Greater
than .66?


No


Yes


Service credit = 1.00


Service credit = 
actual percentage


Number
of days 


recorded by 
employer?


Number
of days or 


hours recorded 
by employer?


Number
of days 


recorded by 
employer?


Number
of days 


recorded by 
employer?


No
Taught at 
least 90 


days or 500 
hours?


Yes


Service credit = days ÷ 180


No No


Yes


Employment 
relationship in 


effect for at least 
120 days of 
school year?


Yes


Service credit =
hours ÷ 1,000


Is total
compensation


equal to or 
greater than the 
state minimum 


salary?


No


Yes


Service credit = 1.00


 Service credit = greater of actual 
compensation ÷ state minimum 


salary or days ÷ 180


Yes


*Full-time Contract
1. Begins and ends on first and last day of
  •   365-day year, or
  •   180-day academic year, or
  •   3-quarter academic year and


2. Compensation = 100% of full-time
salary as defined by
• Employer’s salary schedule for


  teachers working every day, 
  all day or


• College or university compensation
  for full-time workload.


Note: For members on a partially paid leave 
of absence, service credit is calculated as 
compensation paid ÷ full-time contract.


No


Yes


No


This decision tree is based on State Teachers Retire-
ment Board Rule 3307:1-2-01. It is provided as a 
tool to assist you in understanding the calculation 
of service credit. It is not intended to be a compre-
hensive description of the rule.


STRS OHIO SERVICE CREDIT DECISION TREE






STRS Annual Reporting


Commonly Asked Questions


Q.  What starting and ending dates should be used when running STRSAD?


A.   When running the STRSAD program, enter the first and last day of the academic year.  This date range is used for calculation of service credit for part-time and for those employees who did not work for 120 days.


Q. What reports are generated from STRSAD?


A. Three reports are generated each time the projection or actual advance options are executed.


        STRSAD.TXT – lists all advanced jobs for the districts.


        STRSAD.RPT – the complete fiscal year-end report for all STRS employees, including all advanced employees. Note, rehired retirees always receive zero percentage credit.  


        NONADV.TXT – Includes jobs that will not be advanced. The program will take the number of work days left on the calendar and add them to the days worked up to this point.  If this does not equal the total work days in the contract, the job will not be advanced and will be listed on this report.


Q. The reports generated by STRSAD show reporting for fiscal year 2013 when I am processing my annual report for 2014.


A.  STRS reports their fiscal year based on the first year in the cycle, not the second.  For STRS reporting purposes, fiscal year 2013 is the fiscal year 2013-2014

 reporting.


Q.   Can a job number be changed for a job that is in advance mode?


A.   Changing a job number assigned to an advanced job does not affect the calculation of advanced contributions.  There are checks built into JOBSCN that prevent the user from changing any of the fields that would affect these calculations.


Q.  STRS deductions listed on DEDRPT show a Prior fiscal year contributions balance amount before I run option ‘2’ of STRSAD, this is the same amount the recap sheet is off by.


A.  When the STRSAD tape file is created the advance amount is moved to the USPCON STRS advance field, (not added to the current value).  This value is reduced each time PAYDED runs in actual mode and processes a check to STRS with prior year contributions.  If there is a total listed on DEDRPT before running option ‘2’ of STRSAD for the current year, this indicates the advance did not balance back to zero last year.  This may be due to a prior years adjustment, a contract pay off, or a dock situation. The district may need to file a correction with STRS for the prior year.


Q.  How is the service credit calculated per employee?


A.  The service credit is calculated based on the STRS decision tree.


Q.  What if the amount showing as deposits does not equal the actual deposits the district has on record?


 A.   - Verify the deduction checks match amount of the checks on the system.


- Verify board checks for 691 match the board amounts showing for the appropriate employees. 


        - Check error adjustments to the STRS records.


        - Check prior fiscal year adjustments.


        - Check manual changes to the 450/591/691 records.


- Review voided checks for STRS employees.


 Q. If we did not advance some jobs last year that should have been advanced and those amounts are appearing on this year’s report, can we manually change the figures in the DEDSCN so that STRSAD will have the correct figures?


 A.  Yes, you should manually reduce the FYTD contributions and gross figures showing


on the 591/691 and 450 records.  The reduction should be the amount of monies that


were not advanced and should have been last fiscal year.  After all adjustments are made the total current FYTD figures reported should be for new earnings only.  If it hasn’t already been done, corrections may need to be filed with STRS.


Q. How does STRS balance the figures and reports I send to them?

The STRS Advance is processed to allow STRS to balance FYTD information.  STRS requires districts report contributions in the fiscal year they are earned, not the fiscal year they are paid.  Because of this requirement, the USPS system needs to still flag the jobs that are being paid contract amounts that were earned in the previous fiscal year, known on our system as “the advance”.  Districts are no longer required to make payments to STRS for the contributions on the previous years earnings, but they must report them correctly due to the manner in which STRS balances these figures.


STRS balances the annual reporting information to the per pay reporting for the fiscal year, also using the previous year’s reported advanced amounts.  STRS does this balancing in the following manner:


  Per pay amounts reported to STRS in the current fiscal year


-   Accrued contributions reported in the previous fiscal year, advance amount


+  Accrued contributions reported in the current year, advance amount


+/-Net effect of any prior fiscal year adjustments


-----------------------------------------------------------------------------------------------


     Total contributions for employees in current fiscal year’s annual report


Q.  What are the restrictions during the advance?


A.  Once a district is in ‘advance mode’, the job is flagged as an advanced job if the work days in the contract equals contract days worked and there are still pays remaining on the job.


You may make additional payments on advanced jobs, and the software will be able to determine what should be considered prior year’s earnings and what should be considered new earnings.  The software will automatically determine which payments are new earnings, which is all pay types with the exclusion of ‘REG’ (regular), ‘ACC’ (accrued), and ‘BCK’(retro).  This means you can make a ‘MIS’ (miscellaneous) payment on the advanced job and the miscellaneous payment will be considered new wages while the regular wages will be considered advanced.


Q. A district needs to do a payoff of a contract that is in the advance.  How can the ITC intervene to make this work?


A. The ITC will need to run USPSCN/JOBSCN and set the pays and pays paid to be different by 1 pay.  Once this is done, the district can run their payroll and the contract will pay off based on a last pay situation.


Q.  How do I handle a dock situation at end of fiscal year?


A.  There are a couple options:


1. If the district knows there will be a dock situation before they are in the advance mode, the amount may be placed in the ‘dock next pay’ field in JOBSCN.  When STRSAD is run, the advance will be calculated to include the dock amount.


2.   If the dock will not be processed on the first pay of the advance, an UPDCAL


      entry will be needed to include this dock amount.


Note: For docks that need to be made after the district is in the advance (not placed in the dock next pay field before running option 2), keep in mind the advance will not balance back to zero.


Q.  Why are jobs not showing up on the STRSAD report?


A.  Two conditions must be met for a job to be advanced:


1. The days worked must equal the work days.


2. The number of pays paid must be less than the number of pays in the contract.


There are situations where an STRS position may work extended days causing workdays to remain on the contract following the last payroll in June.  The software will calculate the work days remaining in the month of June provided the job calendars and payroll beginning and ending dates have been input correctly.


Q. What do I do about jobs that appear on the STRSAD report that should not be?


A.As long as there are work days remaining the user can trick STRSAD into not advancing a job, it is suggested the district point the job to the default calendar.  Run STRSAD, option 2, change the calendar type back to its original value.  This will cause STRSAD to not include the job in the advance and will still allow the contract to pay correctly on the next payroll(s).


Q. District is getting a warning message for a rehired retiree.


A.  This is likely caused by the district not setting the rehired retiree flag on the STRS deductions before paying wages to the employee as a rehired retiree.  Verify the information and update to reflect the contributions as a retiree.


Q. A district has completed option ‘2’ of STRSAD and realized they are missing some jobs from the advance report.  Can anything other than a restore be done??


A.  If the district has not ran QRTRPT to close for the quarter and fiscal year, the ITC can run CNVADV to unflag all the jobs that were flagged as advanced and clear the USPCON amount and flag.  The district can rerun STRSAD.


If the district has ran QRTRPT and has cleared the quarter and fiscal year, the files must be restored or the district will have to file corrections with STRS.
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STRS input file layout needed for STRSAD Merge


Position 1-4 X(4) District number


Position 5-12 9(6)V99 Deduction FTD amount (non


annuitized employee amount from 450 deduction record)


Position 13-16 X(4) Year


Position 17-19 9V99 Service credit (ex. 1.00 =100%, .5 =


50%)
Position 20-20 Xl) Retiree flag


Position 21-29 X(9) SSN


Position 30-44 X(15) Employee last name


Position 45-59 X(15) Employee first name


Position 60-67 9(6)V99 Pick-up FTD amount


Position 68-107 X(40) Address Line 1


Position 108-147 X(40) Address Line 2


Position 148-187 X(40) Address Line 3


Position 188-207 X(20) City


Position 208-209 X(2) State


Position 210-214 X(5) Zipcode


Position 215-2 18 X(4) Zipcode plus 4


Position 219-220 X(2) Delivery point zip


Position 221-228 9(6)V99 Accrued contributions


**Note: for fields with 9(?)V99 the V means implied decimal.


The 9 means numeric and the X means alphanumeric.


This file should be in an a .csv file extension. There is NO header record


and there are no comma’s separating it. It is all driven by position.
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EIS Fiscal Year-End Procedure 


 The following sequence of steps should be completed at the end of the EIS fiscal year 


 You should continue to add items received prior to July 1 to the system before using this 


procedure. If items were ordered prior to June 30, but are not received until after June 


30th, they will need to be posted in the next fiscal year. You can continue to add items 


to the pending file even though they may not be posted in EIS until next year. 


 


NOTE:      If the depreciation data has been changed so that it is necessary to completely 


recalculate the life-to-date (LTD) depreciation for several items, you may need to run 


EISDEPR.  Just note that running EISDEPR will affect items that have had 


improvements (additional ACQTRN’s) added to them causing them to lose their true 


depreciation history.  *Contact  your ITC for further assistance”.                                                           


   


______________________________________________________________________________


______________________________________________________________________________ 


Steps for Fiscal Year-End Procedure 


 1) Districts with a Dollar and Life Limit specified for the capitalization criteria may 


choose to run an EIS304 Brief Asset Listing to verify all items meeting the dollar and life 


limit capitalization criteria are on file as capitalized assets. When running the EIS304, 


only non-capitalized items should be selected as well as selecting only items with an 


original cost equal or higher than the capitalization threshold. The report will display a 


listing of items that currently are not capitalized but exceed the $ threshold.  Review the 


tags in question to verify that the life expectancy is under the life limit threshold and 


therefore should not be capitalized.  If you find tags that meet or exceed the life limit, you 


may contact your ITC to help determine why they aren’t being capitalized. 


 2) Run any fiscal year-end reports desired.  The following are suggested:  


GAAP SCHEDULES 


 EIS101 Schedule By Source 


 EIS102  Schedule by Function/Class - All Options (summary & detail)        
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 EIS103 Change Schedule (Only if on GAAP):  The following 103 reports are 


recommended  


o EIS103CL  Schedule of Changes in Fixed Assets by asset class (summary & detail) 


o EIS103FC  Schedule of Changes in Fixed Assets by function (summary & detail)          


o EIS103FD  Schedule of Changes in Fixed Assets by fund (summary & detail)              


 EIS104 Depreciation Change Schedule (Only if on GAAP):  The following 104 reports 


are recommended  


o EIS104CL  Schedule of Changes in Depreciation by asset class (summary & 


detail)   


o EIS104FC  Schedule of Changes in Depreciation by function  (summary & detail)         


o EIS104FD  Schedule of Changes in Depreciation by fund  (summary & detail)              


Non-GAAP Reports 


 EIS303  Master Listing - All Items 


o Provides you with an updated master list of your fixed assets. This report is an 


optional report and extremely large so we don’t recommend printing out a hard 


copy of the report.                    


 EIS304 Brief Asset Reports:   The following EIS304 reports are recommended.  The five 


reports should include capitalized items only and Status Codes of “A, N, EH, and EN” 


(with the exception of the disposition report) 


o Brief Asset Listing sorted by fund 


o Brief Asset Listing sorted by function 


o Brief Asset Listing sorted by asset class                                                    


o Acquisitions for current fiscal year                      


o Dispositions for current fiscal year                      


 EIS305 Book Value Reports: Provides you with necessary depreciation information.  The 


date 06/xxxx (where xxxx is FY being closed) is used for the reporting date.  The four 


reports should include capitalized items only.  Enter Status Codes of “A, N, EH, and 


EN” for the full reports, and Status Code “D” for the disposition reports.   
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o Book Value Report sorted by function                               


o Book Value Report sorted by class 


o Depreciation for current FY dispositions by function                                   


o Depreciation for current FY dispositions by class       


 EIS401  Values for Insurance Report 


o Recommended if the district maintains current replacement cost and/or 


insurable values on the inventory item records. 


 EIS801  Official Audits Report 


o Recommended. Select the Official Audit Report to be kept on file for the 


auditors  


 3) After checking the EIS103 and EIS104, run the EISEMS program (Only if the EIS 


GAAP flag is turned on):  


  MENU>EISEMS 


EISEMS generates an EISEMS.SEQ file that needs to be included in Period H EMIS 


submission.  A summary report is also generated. 


   4)Execute EISEMS_FTP to transfer the EISEMS.SEQ file to the Data Collector 


  5) Execute the EISCD procedure  


 This procedure will generate a standardized set of FYE EIS reports which 


can be made available to registered users online via a secure web site  


 You will receive an email when the reports are complete.  Copy/paste the 


link provided in the email to your browser (our website is under 


construction and the link is not visible on the webpage, yet).  Save this link 


as a favorite. 


 6) Run EIS_BACKUP  to make a copy of the EIS data and other appropriate files.   


 7)  Run the fiscal year-end closing program EISCLS. 
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 MENU>EISCLS             


 This program will update the life-to-date depreciation for the current 


fiscal year being closed. A summary report, EISDEP.TXT, of the current 


year’s depreciation posted by fund will be generated.  The program will 


also update the fiscal year closed field on the EISMNT/DATSCN record. If 


the district is currently on GAAP, the program will also update the 


beginning balances for the new fiscal year and generate the report 


EISCLS.TXT 


  8) If you are going to begin EIS GAAP reporting for the coming fiscal year contact your 


ITC.   OTHERWISE you are ready to begin processing for the new fiscal year. 


 For those beginning on GAAP, your ITC will run a one-time GAAP 


program called EISGAAP which will set the EIS GAAP flag to “Y” on the 


EISMNT/DATSCN record and set the beginning balances for the new  


year.   Do NOT perform any additional processing until your ITC has 


instructed you to continue. 
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MVECA USAS EMIS FINANCIAL (H) REPORTING 
CHECKLIST  


 


The following checklist outlines the steps to be followed when reporting financial fiscal 
yearend data to ODE.  * INDICATES THAT THESE STEPS ARE REQUIRED FOR THE 
14H MANIFEST THAT EXPIRES ON 8/20/14. 
 
___1*.  Before closing USAS for the fiscal year, run the program VALACT to insure that no 
invalid accounts exist in the account master file.  If invalid accounts do exist, they have to 
be eliminated before processing USAEMSEDT. Invalid accounts can be eliminated via 
ACTCHG or FNDCHG program by changing them to valid account codes.  AOS USAS 
manual Appendix A defines all of the changes from fy13.    
 
___2*.  Enter EMIS Fund Categories for required funds.  The category defines the 
FUND/SCC describing what type of fund it is for EMIS yearend financial data processing 
and is required for funds that have multiple sources of revenue as defined in the biennial 
budget.  You may run an EMISFCAT report for a listing of all cash accounts with their EMIS 
fund category. See ODE EMIS manual, Chapter 6.2, starting on page 3.  


 
 
IF NEEDED THE FOLLOWING STEPS CAN BE PERFORMED FROM THE USAS 
FISCAL YEAREND BACKUP; BUT MUST BE COMPLETED AND SUBMITTED AS 
REQUIRED BY THE DATA SUBMISSION REQUIREMENTS 


___3*.  The Building Profile, Central office square footage and ITC IRN information must be 
entered in the USAEMSDB program. The building profile includes information to report the 
correct square footage, bussing percentages, and lunchroom percentages for each building 
in your district. The district profile includes information to report the central office square 
footage for your district.  


MENU>USAEMSDB 
o Option 1. DSTMNT - EMIS District Info Maintenance  - Central Office Square 


Footage and  ADD MVECA’s IRN = 086488  
 Central Office Square Footage = Include the square footage of the 


central office space and any other facility directed by the central 
office not already reported under a separate IRN.  ESCs should 
report all zeros (000000000) 
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o Option 2.  BLDMNT  - EMIS Building Info Maintenance -  Previous year’s 
values will be displayed. Update transportation and lunchroom percentages 
and correct square footage fields, if needed  


 Transportation and Lunchroom Percentages must total 100% 
Building     Square  Transportation  Lunchroom 


IRN    Feet  Percentage  Percentage 


 000000  Sampleville Elementary  33908  50  50 


111111  Sampleville Middle  45650  25  25 


222222  Sampleville High School  51962  25  25 


    
___4*.  OPU - Use USASWeb/ Operational Units to query all the OPUs;  and make 
modifications if needed 
 


 
The entity type is set to "C" if the OPU is set up to track central office expenses. Otherwise, 
the entity type is left blank.  IRNs must belong to your district.  The IRN used determines 
what building an expenditure will be reported. Run OPULST for a report of your OPUs, if 
needed. 


 
USAEMSEDT options are not required for the current 14H 
manifest.  These elements will be required for the 14H 
supplemental manifest that will run from 8/29 – 9/30.   
 
___5.  Run USAEMSEDT - Must enter all 4 options even if there is nothing to input. 
 


o Cash Reconciliation – Exhibit 1 - enter bank ending blanaces, deposits in 
transit, outstanding check totals, adjusting entries, investment information and 
petty cash amounts.  The total ending balance must equal the current fund 
balance on FINSUMM.  Creates CSHREC.TXT 
 


o Federal Assistance Programs Summary – Schedule of Federal Assistance 
Summary -  Reports if distirct had more or less than $500,000 in Federal 
expenditures during the fiscal year.  Creates FEDSUM.TXT 


 
o Federal Assistance Programs Detail – Schedule of Federal Assistance Detail 


 Run the initialization option to delete all 5xx funds from previous year 
and creates a new record for non-zero figures for current fiscal year. 


 Add CFDA #  to new records 
 Add /Update federal aid received on non 5xx funds  


OPUs found in 
Configuration 
menu option 
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 Districts with federal loans for Adult Ed programs see AOS Bulletin 
2009-002.  Non-federal fund numbers 022 and 012 need to be added 
to this detail. 


 ODE’s webpage contains a summary report of federal contributions 
 Creates FEDDET.TXT 


 
o Civil Proceedings – Statement R - If the district is involved as a plaintiff or 


defendant in any law suits, they should be disclosed here.  CVLPRC.TXT  
 
___6*.  Run USAEMS once satisfied with the accuracy of reports.  Extracts USAEMSEDT 
and USAEMSDB data and creates USAEMS_EMISR.SEQ and USAEMS.SEQ.  
 


 Answer ‘N’o to “Are you extracting for an Information Technology Center?” 
 Accounts extracted are based on the “SM1/SM2” flag on the cash account  
 Will validate EMIS Fund Category and issue errors. 
 Will check CSHREC (Cash Reconciliation) to see if it balances.  


 
___7*.  Execute USAEMS_FTP to transfer the USAEMS_EMISR.SEQ file to the data 
collector 
 
____8.  Compile your capital assets information before  Reporting period H closes.  


o EIS DISTRICTS 
 Add current year capital assets 
 Execute EISEMS – This produces EISEMS.SEQ 
 Execute EISEMS_FTP – This transfers the file to the Data Collector 


Other Data Sources 


o NON-EIS DISTRICTS 
 Enter your capital asset information into EMIS-Flat File Editor   
 Export sequential file and save it to your local drive. 
 Login to the Data Collector and upload this file to the Other Data 


Sources for reporting period P 
 


___9*.  The manifest for the H reporting period will be both a SIF collection (Accounts, 
Receipts, Expenditures, and OPUs) and Other Data Source (USAEMS_EMISR.SEQ and 
EISEMS.SEQ or file from Flat File Editor).  Login to the Data Collector and collect, prepare, 
preview, certify and submit  your data to ODE 
 
PROCESSING USAEMSEDT AFTER CLOSE OF USAS FISCAL YEAR 
 
___1H.  At the menu prompt execute the command 4502HIST 
 
 Menu>4502HIST 
 
___2H. Process any steps that were not completed prior to closing USAS.   
 
___3H  Add a Unicenter request to have a new backup created and to copy the USAEMSEDT 
reports out to FISCALCD.  
  
___4H.  Return to live files Menu>4502live 
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Agenda


 Processing Schedule
 EMIS Financial Reporting Checklist - USAS
 Capital Assets – EIS
 Capital Assets - FFE
 Data Collector
 Validations
 Reports in DC
 ODE Reports







14H Processing Schedule







EMIS Financial Reporting Checklist 


 Run VALACT (Valid Accounts Report)
 New validations for functions that cannot have an 000 


OPU.  (from AOS USAS manual appendix)
 2110 Direction of Support Services - Pupils
 2121 Service Area Direction
 2131 Service Area Direction
 2141 Service Area Direction
 2151 Service Area Direction
 2171 Service Area Direction
 2211 Service Area Direction
 2221 Service Area Direction
 2231 Service Area Direction
 2490 Other Administration Services


If these functions have an 
OPU designated as “C” –
Central Office, expenditures 
are included in General 
Admin 
If these functions have an 
OPU that is not the central 
office, expenditures are 
included in School Admin







EMIS Financial Reporting Checklist


 VALACT errors
 Warning Message: "ODE requires SUBJECT or IL code to be 


entered for this func/obj in most cases." ODE wants a subject 
or instructional level on certain types of accounts. 
 The general rule of thumb is that if it is a high school class, or 


middle/junior high where teachers teach specific courses, a subject 
code should be provided. If it is an elementary, then an 
instructional level should be provided. However, ODE has also said 
that there are cases where this doesn't apply and it is okay in 
those cases to not provide the subject or IL code, thus it is a 
warning only and is not enforced anywhere in the USAS software. 
It is the decision of the district.







EMIS Financial Reporting Checklist 


 Valid accounts (con’d)
 Fatal errors must be resolved.


 ACTCHG if the accounts are in the same fund
 Use FNDCHG if the accounts are different funds and the new fund does not 


exist on the account master


 Enter EMIS Fund Categories – EMIS Manual defines accounts that 
require a category (Chp 6.2)
 EMISFCAT report will list cash account with EMIS Fund Categories
 USASWEB will have a drop down for options







EMIS Financial Reporting Checklist  


 Run USAEMSDB (District/Building Profile) DN record
 Option 1 – DSTMNT 


Central Office Square Footage 
(CENOFFSQFT) - Include the square footage 
of the central office space and also the square 
footage of any other facilities directed by the 
central office not already reported under a 
separate IRN. 
Educational Service Centers (ESCs) should 
report 000000000 as the default value of this 
element 


ITC IRN Number 
(INFOTECIRN) – MVECA 
086488


ESCs should report 
000000000







EMIS Financial Reporting Checklist 


 USAEMSDB (con’d)
 Option 2 – BLDMNT


 If you processed previous year in LIVE then last year’s data will be displayed.  
Update if needed.


BLDSQFEET – JVSDs must report this element only  
LUNCHRMPCT - Report the total number of meals served for this building divided 
by the total number of meals served in the district. Report zeroes if no positive 
value applies. Total percentages for all buildings must equal 100
TRANSPTPCT - Report the total number of students bused for this building divided 
by the total number of students bused in the district. Include the number of auxiliary 
service students bused. If the district is required to report this Attribute Name, 
report zeroes if no positive value applies. Total percentages for district must equal 
100.







EMIS Financial Reporting Checklist 


 Update OPUs if changes are needed
 All OPUs must have an IRN that is assigned to your 


district in OEDS 
 Run OPULST to see your current configuration
 The entity type is set to "C" if the OPU is set up to track 


central office expenses. Otherwise, the entity type is 
left blank. 







EMIS Financial Reporting Checklist 


 The following programs can be submitted in the 
current manifest but are not required until the 
supplemental manifest


 Run USAEMSEDT 
 Exhibit 1 - Cash and Fund Balance Reconciliation 
 Schedule of Federal Assistance Summary and Detail
 Statement R – Civil Proceedings







USAEMSEDT


 Exhibit 1 – Cash and Fund Balance Reconciliation
 Designed to disclose the position of the school district as 


of the last day of the fiscal year
 Cash Reconciliation – CSHREC.TXT


 Enter all Banks and ending balances


 Enter any deposits in transit


 Enter outstanding checks


 Enter any adjusting entries


 List Investments


 Bonds & Notes


 C D’s


 Securities


 Other Investments


 List Cash on Hand (example: Petty Cash)


 Enter Other Bank Balances


Total entered in option 1


Total on the account file







USAEMSEDT


 Schedule of Federal 
Assistance- Summary 
– FEDSUM.TXT
 Entity=School Name
 County
 Fiscal Year End
 Do you have 


$500,000 or more 
in Federal 
Expenditures? Y/N







USAEMSEDT


 Schedule of Federal Assistance- Detail – FEDDET.TXT
 Run initialization option to delete all 5xx funds from previous year and 


creates a new record for non-zero funds for current fiscal year
 Enter Federal Program Reference Number
 Enter CFDA number (from CIP)
 Grant Title
 Fund/SCC
 Amount of Federal Contribution Received
 Amount of Federal Expenditure







USAEMSEDT


 Schedule of Federal Assistance (Summary and Detail)
Data Element Definition


Entity Name (QC360) District or subdivision receiving funds


County Name (QC740) County in which district is located


Fiscal Year Ending (QC750) Fiscal year in which report is being made


Total Federal Receipt Group 
(QC760)


Federal agency that administers program


CFDA Number (QC780) Five-digit number from grantor that identifies the program 
supplying federal monies


USAS Fund (QC110) Fund which receives the federal monies


USAS Special Cost Center 
(QC120)


Special cost center for fund, if applicable


Federal Contribution Received in 
Current Fiscal Year (QC810)


All monies received and available for expenditures during 
the current fiscal year


Federal Expenditure during current 
Fiscal Year (QC820)


Amount of Expenditures of federal funds







USAEMSEDT


 Statement R - civil proceedings information sheet that contains all data 
pertaining to any civil proceedings pending in court involving the Board of 
Education – CVLPRC.TXT
 Enter Civil Proceeding Number
 Court
 Case Number
 BOE Plaintiff or Defendant? P/D
 Total expenses incurred by BOE through fiscal year
 Enter up to 5 plaintiffs or defedants
 Description







USAEMS


 RUN USAEMS- This IS required for the manifest that expires 
on 8/20.  The DN record is required for LRC reporting


 Answer N to “Are you extracting for an Information 
Technology Center”


 Confirm your district IRN and Name
 Enter Fiscal Year
 Accounts extracted are based on the Cash record SM1/SM2 


flag 
 Validates the EMIS Fund Category and lists warnings or 


fatals on EMSERR.TXT.  If fatal errors exist, the sequential 
files will not be created.


 An error message appears on the screen after execution







EMIS Financial Reporting Checklist 


 USAEMS (cont’d)
 Produces 2 output files
 USAEMS_EMISR.SEQ – contains district/building data 


entered in USAEMSDB and USAEMSEDT- must use SIF Agent 
to collect cash, expenditures, receipts and operational unit 
information


 USAEMS.SEQ – contains all record types – upload to 
DC/OTHER DATA SOURCES if not using SIF Agent







EMIS Financial Reporting Checklist 


 Run USAEMS_FTP if you are ready to transfer the 
USAEMS_EMISR.SEQ file to the Data Collector


 If using the USAEMS.SEQ file instead of the SIF 
Agent, file transfer the file from the host to your 
local drive and then upload it into the Data 
Collector/Other Data Sources







USAS 


 EFM_LOCAL was removed from the menu.  
 This program has not been functional since fy12.  ODE 


no longer provides the ADM information


 Expenditure Standards replaced this report
 Run BUDSUM 
 Sort and sub total options for CA-category and LN-line 


number   
 This report goes to MONTHLYCD monthly, BUDSUMCAT







Capital Assets EMIS Elements


 Capital Asset Code (QC971)
 DBI Depreciable Capital Assets, Buildings and Building Improvements 


 DBK Depreciable Capital Assets, Books 


 DFE Depreciable Capital Assets, Furniture, Fixtures and Equipment 


 DIN Depreciable Capital Assets, Infrastructure 


 DLI Depreciable Capital Assets, Land Improvements 


 DVE Depreciable Capital Assets, Vehicles 


 LBI Accumulated Depreciation, Buildings and Building Improvements 


 LBK Accumulated Depreciation, Books 


 LFE Accumulated Depreciation, Furniture, Fixtures and Equipment 


 LIN Accumulated Depreciation, Infrastructure 


 LLI Accumulated Depreciation, Land Improvements 


 LVE Accumulated Depreciation, Vehicles 


 NDC Capital Assets not being depreciated, Construction in Progress 


 NDL Capital Assets not being depreciated, Land







Capital Assets EMIS Elements


 Capital Assets Code Old Balance (QC972)
 Starting balance, June 30 prior fiscal year for this 


particular Capital Assets Code


 Capital Assets Code Additions (QC973)
 Amounts to be added for the current fiscal year to the 


starting balance


 Capital Assets Code Deduction (QC974)
 Amounts to be subtracted for the current fiscal year 


from the starting balance







Capital Assets - EIS


 01xx Asset Class
 Have subclasses designated for land and land improvements and have 


assets appropriately classified into each category


 “Land” items should have Deprec. Method = “N”
 will be reported under NDL “Capital Assets not being depreciated, Land”


 “Land Improvements” should have Deprec Method = “S”
 reported under DLI “Depreciable Capital Assets, Land Improvements”


 08xx class for Construction in Progress
 Should have Deprec. Method = “N” so they will be reported under NDC 


“Capital Assets not being depreciated, Construction in Progress”







Capital Assets - EIS


 Capitalized items should all have accurate “Class”
 Item amounts may be excluded or error generated if no or invalid Asset 


Class


 Asset Class displayed on EISSCN/ITMSCN screen 1


 To check asset class, run EIS304, sorting by AC,IC


 Governmental assets only are reported
 Fund type = “G”


 Check Fund types in EISMNT/FNDSCN







Capital Assets - EIS


 Run EISEMS
 Projection or Actual Mode
 Include or Exclude Entities
 Report created EISEMS.TXT 
 Sorted by Capital Asset Code







Capital Assets - EIS


 EISEMS (con’d)
 Produces EISEMS.SEQ


 Run EISEMS_FTP to transfer EISEMS.SEQ to the DC







Not using EIS?


 For districts who DO NOT use 
EIS for their capital assets, they 
will enter their capital asset 
information into EMISFFE (EMIS 
Flat File Editor).  


 Please refer to the “Capital 
Asset Reporting for Non-EIS 
Districts” handout for more 
information.


26







Not using EIS
27







Adding Capital Assets


 Click on “NEW CAPITAL ASSETS” to add a 
record for FY2014.  


 On the “Capital Assets Code” box, select a 
code from the drop down list.  


 Enter the prior year balance.  You will need 
to reference either last year’s ending 
balance (FY2013) or this year’s beginning 
balance (FY2014) for the amount for this 
code


 Enter total amount of additions (items 
acquired) during FY2014 for this asset code


 Enter total amount of deductions (items 
disposed of) during FY2014 for this asset 
code


 Click on “CREATE” when finished and repeat 
if you need to enter additional capital asset 
codes. 28







Modifying/Deleting Capital Assets


 An “Edit” option is available to modify 
a record that already exists You must 
first select a record from the “Capital 
Assets List” by clicking on the  ID # in 
order to edit it.


 Click on EDIT to edit the existing 
record.  Modifiable fields include the 
Capital Assets Code, Prior Balance, 
Additions and Deductions.  Click on 
“Update” to complete the changes. 


 You also have the option to DELETE a 
specific record.


29







Exporting a File from EMISFFE


 From the main EMISFFE menu, 
select “Export Data” to extract data 
into a flat file format


 Select the fiscal year 2014 and 
reporting period “H – July 
Financial”.   Make sure only the 
“QC Financial Data” record is 
checked.  Then click on Export File


 Save the file to your computer 
using either the default file name 
or a name of your choosing.  The 
filename extension must be .SEQ.  
Once you have saved the file, you 
will need to upload/collect/ submit 
the data via EMIS‐R for Period H 
reporting. 30


Uncheck 
DN 
record if 
added in 
USASDB







EMIS_R 


 Data Collector (DC) Review
 Terminology


 Manifest- Request for data from ODE
 Collection – pulling of data from SIF agent and flat files
 SIF – Schools Interoperability Framework
 Level 1- aggregations for district
 There are no level 2 validations for H data
 FFE- Flat File Editor


 Username and password should be the same as 
USASDW
 May need to complete a Data Collector user access form.







SIF Agent vs. Flat Files


 USAS SIF Agent
 Pulls data directly out of USAS via USAS SOAP service


 Flat Files
 FFE converts data into format required for DC 
 Used for information not pulled directly out of USAS or 


if school doesn’t use USAS
 Files get uploaded into Data Collector/Other Data 


Sources depository







USAS SIF Agent


 Data is pulled directly from USAS using USAS SOAP
 Accounts: Cash, Expenditures, Receipts
 Operational Units


 Pulls from USAHIST.IDX if fiscal year closed
 Dollar Amounts
 Fund Type, Description


 Controlled by new “EMIS Reporting Year” in USASDAT/USACON
Changes when 
adjust is 
executed for 
fiscal yearend


Changes when 
adjust is 
executed for 
calendar yearend







Flat Files for Financial Reporting


 USAEMS_EMISR.SEQ
 Cash Reconciliation
 Federal Assistance Summary and Detail
 Civil Proceedings
 District and Building Profile information


 Execute USAEMS_FTP to transfer this file directly to the Data 
Collector


 EISEMS.SEQ  or File exported from EMIS-FFE
 Capital Assets


 Execute EISEMS_FTP to transfer this file directly to the Data 
Collector  OR


 Follow steps to create the Capital Assets in the Flat File Editor







Financial Records for H Reporting


CASH, 
EXPENDITURE, 


RECEIPT
USAS


District/ 
Building Data
Central Office 


Sq footage
MVECA’s IRN


Bldg Sq
Footage, 


Transportation 
percentage,
Lunchroom 
percentage


USAEMSDB


Cash and Fund 
Balance 


Reconciliation, 
Schedule of


Federal  
Assistance 
Detail and 
Summary,


Civil 
Proceedings


USAEMSEDT


Operational 
Unit


OPUEDT (or 
USASWEB 


entry)


USAEMS combines these  elements 
into a single file, 
USAEMS_EMISR.SEQ,
that can be transferred  to DC using 


USAEMS_FTP


Capital 
Assets 


EISEMS 
or FFE


DATA COLLECTOR


SIF







Required record types for 14H


 2 Manifests for 14H Reporting on the Processing 
Schedule


 Current manifest expires on 8/20/14
 Must send a complete data set


 New manifest will be published on 8/29 that will 
expire on 9/30
 This will just collect flat files for the Miscellaneous Data 


Records that are non-LRC elements
 Cash Reconciliation
 Federal Assistance Summary and Detail
 Civil Proceedings 
 Capital Assets







Data Collector Access


 Who in your district has access to DC?
 Collector, Reviewer, Submitter


 Do you have a back up submitter?
 Will the submitter be available in July when the 


manifest is published?  











Uploading Flat Files 
(files created in FFE)  
1. Click on the Data Sources tab
2. Click “Other Data Sources”


Locate Data Source (folder) for the financial period


3. Click “Manage”


Financial







Uploading Flat Files
(files created in FFE)


4. Click on Upload File


5. Browse to the file you want to upload and click on “upload”.  
You can only upload 1 file at a time.


4


5







Collecting the Data


6. Click on the “Collection Requests” tab in the data collector and locate the 
Financial (period H) manifest.


7. Click on “Start Collection”. 







Collecting the Data


8. If using USAEMS_EMISR.SEQ, make sure both SIF Zone and correct data 
source (Financial) are checked. Click on “Start Data Collection for all 
items checked below”. Remember your SIF Zone contains your cash, 
expenditure, revenue and operational unit data. The Financial data source 
contains the data from USAEMS_EMISR.SEQ, EISEMS.SEQ or EMISFFE capital 
asset file. 
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Collecting the Data


If using USAEMS.SEQ, make sure only the financial data source is checked. 
(not the SIF zone).   Click on “Start Data Collection for all items checked 
below”.  The Financial data source contains the data from USAEMS.SEQ and 
EISEMS.SEQ or EMISFFE capital asset file. 







Data Collection Status


You may click the “Collection Status” tab to check the 
status of your current collection 







Level 1 Validations


 OPUs 
 Additional function checks







Preparing the Reports


9.   Once the collection is ‘complete’, click on the “Collection Request Tab” and 
then click on “Prepare” to prepare the collection for review. 


The system will display a Preparation Status page while it processes. Once 
complete, click on “OK”.
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Previewing the Reports


If the collected data encountered errors/warnings, a message will display with 
a direct link to the Validation Report.  If the errors warrant changes to be 
made in the source system, you will need to start the process over with 
uploading the corrected file and then re-collecting the data. 


10. After preparing the reports, click on “Preview” to preview the data you are 
about to certify.







Previewing the Reports


11. Recommend checkmarking the Detail and Missing (optional) boxes and a 
File Format of “CSV”. Click on ‘Generate Preview’. 







Previewing the Reports


The Preview will display a list of the records included in the collection. Scan the 
“invalid” column for any records with invalid data. If you double-click on a 
record type listed, it will display the details of the record via EXCEL. 


When viewing a record type via EXCEL, a column labeled “Record is Valid” 
indicates whether or not the record will be included in the submission 







Submitting the Data to ODE


12. Click back to the “Collection Requests” tab and select “Certify and Submit”







Submitting the Data to ODE


13. Checkmark the “I certify this collection” box. Add any comments if desired. 


14. Click on “Certify & Submit” at the bottom left-hand side of the screen. The 
data will then be submitted to ODE. 







Review Submission


To review the status of your submission, click on the “Submission” 
tab. Click on the arrow to the left of the Financial reporting 
period to display the current status of the submissions you 
processed. 
 A ‘Preparing Submission’ status indicates the data collector is 


preparing to submit the data to ODE. 
 A ‘Transmission Completed’ status indicates the submission has 


been received but has not yet been processed by ODE 







ODE Reports


 EXPND_AMT_BY_CAT_yyyymmdd (.csv or .pdf)
 Report explanation on ODE’s website
 These reports provide districts with information on how expenditures 


related to the education of students are organized into a new series 
of classroom, non-classroom, and non-operating categories. 
Expenditures assigned to a specific category are used in the per-
pupil expenditure calculations that determine rankings. 


 Expenditures displayed in both the CSV file and text report are 
actual amounts as submitted by districts and not adjusted on a per-
pupil basis. The text report also provides districts with information on 
how expenditures are organized by the legacy categories used in the 
previous Expenditure Flow Model. 


 MISSING DATA – Missing Data Report – Shows data submission 
requirement goals 







Questions?







