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USPS-R Fiscal Year End Checklist 2025
IMPORTANT – PLEASE FOLLOW THIS CHECKLIST
**NOTE** July Payroll cannot be processed unless STRS Advance has been Submitted. *An error will be given if trying to Initialize *
Please also note that Benefit Obligation and Wage Obligation reports will be generated when you close June.  
IF the auditors need to see a beginning and ending leave balance for the Fiscal Year, have them run the report called “Leave Activity Report” located in the REPORTS menu.
1. Severance Payments
Redesign Current and Future do not have a limitation on the unit amount for Severance Payments. The unit amount field can process in excess of 99,999.99 with no errors. 
· Keep a list of employees who retire in FY25 but receive their severance in FY26                      
2. Cost of Life Insurance over $50,000 NC1
·  For any employee that will be retiring or resigning at the end of the fiscal year, calculate the cost of board paid life insurance over $50,000. 
Using PAYROLL PAYMENTS-CURRENT or PAYROLL PAYMENTS-FUTURE the amount should be included as part of their final pay using a pay type of Life Insurance Premium. (For an example and an in-depth discussion of the calculation process, refer to IRS link https://www.irs.gov/government-entities/federal-state-local-governments/group-term-life-insurance
· If the Life Insurance Premium Pay Type was NOT USED prior to the employee’s final pay, a manual entry will be necessary prior to Calendar Year-End. (Refer to document, “Reporting Taxable Amount of Life Insurance Premiums” )
· 
· NC1 Calculator
· IRS Publication 15-B 2025



Cost of Life Insurance over $50,000 NC1 continued
Life Insurance Premium (NC1) (per 2025 IRS Publication 15B, page 14)
· 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

· NC1 EXAMPLE: District provides $100,000 board-paid group term life for the Superintendent.  The Superintendent is 54 years old on the last day of calendar year December 2025 and is retiring effective July 1, 2025.

·  The non-cash earnings calculation: .23 Ins. Prem x 50 amt over 50,000 x 6 mos.) = $69.00.

· There is an NC1 calculator available on the MVECA Fiscal USPS webpage. (Enter the full amount of the coverage into the calculator. This example:100,000) 
NC1 Calculator


· Any NC1 amounts are taxed by Medicare or 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 Earn" flag to True on the city tax record. 
· Go to: Core /Payroll Item Configuration 


Cost of Life Insurance over $50,000 NC1 continued
The non-cash earnings amount will not be included in the gross pay amount, or in the gross totals found on PAY REPORT. However, the non-cash earnings amount is being included in the applicable gross figure because the amount is considered part of the taxable gross even though no tax is being withheld.
The Pay Report will provide a total figure of all non-cash earnings in the Pay Type Totals section. This extra total will help with balancing.
After POSTING the payroll, the total payment showing for Life Insurance Premium (NC1), will be added to the total and applicable gross figures on Federal, State and OSDI tax records. (For W2 Reporting)
NOTE:  Life Insurance Premium amounts are not included in the Total Gross charged to USAS.  The Pay Report, Pay Amount Summary Report, and Quarter Report provide special totals to assist in balancing.

3. STRS ADVANCE FY25
· Verify in CORE/ORGANIZATION that the STRS Advance Amount and Advance Paid Back amount for FY24 are zero and Advance Mode flag is unchecked.

· Run the STRS Advance Reports to begin checking and balancing the reports to avoid issues after the final pay in June is processed. 
· Go to Reports/STRS Advance

· Run the following reports:
· Advance Positions Report
· Non-Advance Positions Report 
· Advance Fiscal Year to Date Report. – All STRS Employees
· These reports can be used to begin balancing and verification of data. (To begin looking at number of days remaining)  
· Go to Reports>STRS Reporting>STRS Advance.
· Sort By - Employee Name.  Can be changed from drop down if desired. 
· Report Format - PDF.  Can be changed from drop down if desired. 
· Starting Date  –  Academic Year 
· Ending Date  –   Academic Year .
· If Number of Days Worked and Contract Work Days are not equal, you have two options to make the change:
· 1. Mass Load – use json file from https://www.mveca.org/RedesignUSPS.aspx under Redesign USPS > USPS MVECA JSON Report Library to save a mass load spreadsheet to your Report Manager.
· 
    (drag to desktop, then import into Report/Report Manager)
·     Change Days Worked Mass Load Template and Change Days Worked Mass Load Instructions
· 2. For one person:	
· CORE/COMPENSATION/CONTRACT COMPENSATION TAB
· FIND EMPLOYEE CLICK EDIT
· ADJUSTMENT TO DAYS WORKED (adjustment bottom of screen)
4. EMIS Staff Reporting 
· Follow the Final L Reporting Checklist-
·  FINAL L REPORTING USPS-R EMIS CHECKLIST

· EMIS absence and attendance days are calculated for you through the job calendars and attendance posting. 
· If updates are necessary, make adjustments using CORE/Adjustments.
· Go To CORE/ADJUSTMENTS  
· Click Create
· Find Employee by typing a few characters of first or last name and then click on employee name
· Go to Type and choose EMIS Attendance or EMIS Absence from drop down option
· Enter in a Transaction Date (date must be in the current Fiscal Year)
· In the Amount field enter number of days needed
· Leave all TO DATE fields checked
· Click [image: C:\70a4e3f2b3dcfc16cd3124919455da9e]
· Create CC and CJ records as needed
· Separation Date and Reason – Make sure to enter a separation date and reason for employees who are no longer with the district 

· Enter the separation date and reason -PRIOR TO CLOSING THE FISCAL YEAR.  

· See Document Staff EMIS Separation Scenarios FY25 

5.  Clear Long Term Illness for FY24 
Go to CORE/EMPLOYEE
· If Long Term Illness header is not on the grid, click on MORE, select Long Term Illness. 

· Sort the grid by Long Term Illness days  >0

· From here you can delete Long Term Illness days manually or using Mass Change.  Please email helpfiscal@mveca.org to process Mass Change if you have not processed a Mass Change in the past.


6.  Add Long Term Illness for FY25 
 (15 or more consecutive Sick Leave, Other Days and 
Dock Days due to illness)  

· Go to REPORTS and run ABS101 under Attendance, or Reporting Entity Count Summary Report, or Reports/Report Manager and run:     
·  SSDT Attendance Journal Report or Reporting Entity Count Summary Report
· Go to:
CORE/EMPLOYEE- Enter long-term illness days on Employee Screen.
· Or you can Mass Load:

 (save spreadsheet as .csv before loading)
UTILITIES/MASS LOAD 
Importable Entity – Employee


7. EMIS Reports –
· Go to Reports click on EMIS REPORT There are some errors on these reports:
· Generate Employee Report
· Generate Position Report
· Go to Reports/Report Manager run EMIS Reportable Employee Position Compensation 
· If you don’t have the .json file go to USPS JSON Reports/ Click and drag json file to your desktop/import into Report Manager.
· Compare Employee/Position/Compensation EMIS reportable fields.
8.STRS ADVANCE Projection
· Run STRS Advanced Positions Report – Verify that the correct certified staff will be included in Advance.  
· To run the report:
· Go to REPORTS
· Select STRS Advance 
· Sort by Employee Name
· Report Format (PDF if desired)
· Starting and Ending dates for the Academic Year
· Click on “Generate Advanced Positions Report”
· Review the Non-Advanced Positions Report as well to make sure no certified staff that should be in advance are reporting as Non-Advanced.

  9.  Create Calendars for 2025-2026 school year.  To create Calendars:
· Go to CORE/Job Calendar -click Job Calendar link to see documentation for specific information about creating job calendars.
· Click Edit Icon to update the selected calendar. 
· Copy Job Calendars from Job Calendar Grid [image: ]

10.  Contract Last Pay  only reported on the “Error Report” when payroll is Initialized.



11.  Build New Contracts  for July 1 start dates
· Go to Processing
· Select NEW CONTRACTS
· New Contract Maintenance - Copy
· Mass Copy Compensations –to add pay groups to New Contract
· Import New Contracts
· Run New Contract Report (go to Reports/New Contract Report) to balance before Activating New Contracts (Purge)
· Determine if EMIS Related Information fields need updated on Position Screen
· Activate New Contracts (Purge)


12.  Month-End Closing
Balance the payroll clearance account.
Reconcile all checks per your bank statement. 
· To Auto-reconcile checks with a file from the bank:
· Go to Payments>Check Register.
· Click Auto-Reconcile. 
· Enter a date in the Reconciliation Date field.
· Select the Pay Rec Format from the drop down (this will stay after entering the first time).
· Verify Bank Account.
· Click Choose File.
· Browse to locate the bank file.
· Click Upload.
To reconcile checks manually:
· Go to Payments>Check Register.
· Check the checkbox next to the checks you want to reconcile.
· Click Reconcile.
· Enter the date in the Reconcile Date pop-up box.
· Click Reconcile.
· Generate a list of outstanding checks.
· From the Home page>SSDT Outstanding Checks Report.
· Format-Choose format from drop down.
· Page Size-Choose from drop down.
· Orientation- Choose from drop down.
· Name-Default name is Outstanding Checks. Can be changed if desired.
· Summary Report- Check the checkbox if you only want a summary report with totals only.
· Start Date-Enter in a start date in MM/DD/YY format.
· End Date- Enter in an end date in MM/DD/YY format.
· Click Generate Report.
 -OR-





12.   Month-End Closing (continued)
· Go to Reports>Payment Transaction Status Report.
· Sort Option - Check Number.
· Payment Transaction Type Options - All Types.
· Payment Transaction Status Options - All Types.
· Bank Account - Verify bank name is listed.
· Starting Check Number - Leave blank.
· Ending Check Number - Leave blank.
· Issue Start Date - Leave blank.
· Issue Stop Date - Leave blank.
· Reconciled Start Date - Leave blank.
· Reconciled Stop Date - Leave blank.
· Void Start Date - Leave blank.
· Void Stop Date - Leave blank.
· Generate Report.

13.____ Run STRSMONTH 
Go to Reports/STRS Monthly Report
· Report Title-Default STRS Monthly Report can be changed if desired
· Month-Defaulted to current month
· Year-Defaulted to current year
· Sort By-Choose sorting option from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_10-10-41.png?version=1&modificationDate=1541430642081&api=v2]
· Report Format-Choose reporting format from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_10-11-13.png?version=1&modificationDate=1541430674811&api=v2]
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_10-11-40.png?version=1&modificationDate=1541430701635&api=v2]
14.____ Run SERSMONTH 
Go to Reports/SERS Monthly Report
· Report Title-Default SERS Monthly Report can be changed if desired
· Month-Defaulted to current month
· Year-Defaulted to current year
· Sort By-Choose sorting option from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_10-10-41.png?version=1&modificationDate=1541430642081&api=v2]
· Report Format-Choose reporting format from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_10-11-13.png?version=1&modificationDate=1541430674811&api=v2]
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_10-11-40.png?version=1&modificationDate=1541430701635&api=v2]

[bookmark: _Hlk134626021]12.   Month-End Closing (continued)
15.___  Run the CENSUS Report and create a submission file for ING reporting (Optional).
· 
· Go to Reports>CENSUS Report.
· File Name - Defaults to CENSUS.CSV.  Can be changed if desired.
· Employee Selection - Select option from drop down.
· Deduction Stop Date - Enter a date or select from calendar.
· Last Paid Date - Enter a date or select from calendar.
· Include Archived Employees? - By default archived employees will be included.  Can uncheck if desired.
· Use User Defined Date 2 for Rehired Date? - By default, the checkbox is checked.  Can be unchecked if desired. Census Report Rehire Error and How to Correct
· Move all desired fields to the Selected side.
· Click Generate File.
· Upload the file to VOYA.
16.____ AFFORD Report –ACA Reporting (if this applies to your district)
Go to Reports/AFFORD Report
· Report Title-Defaults to AFFORD Report, can be changed if desired
· Sort By:-Choose from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2]
· Beginning Date-Enter or Choose a date from the calendar -beginning of your measurement period.
· Ending Date-Enter or Choose a date from the calendar- ending of your measurement period.
· Calculate based on number of weeks or month? -Choose from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2]
· Calendar for calculating breaks-Choose from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2] (whatever is suggested by AF.)
· Select Pay Groups-Double click on the pay group or click the pay group and then click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-44-0.png?version=1&modificationDate=1541454240427&api=v2] to move the pay group to the Selected box. If you want all pay groups click the first pay group, then type CTRL A to select all pay groups.  Then click right arrow to move all pay groups to the Selected box. (whatever is suggested by AF Comply)
Select Employees - To find an employee by name hold the CNTRL key and click on the F key. Type in a portion of the name and all occurrences of that will be highlighted in the Available employees all box. Double click on the employee’s name or click the employee's name and then click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-44-0.png?version=1&modificationDate=1541454240427&api=v2] to move the employee to the Selected box. 
If you want all employees click the first name, type CTRL A to select all names, then
click the  [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-46-24.png?version=1&modificationDate=1541454385102&api=v2] key and all employees will be moved to the Selected box.
12.  Month-End Closing continued
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-52-14.png?version=1&modificationDate=1541454735011&api=v2] to create a report for review
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-52-40.png?version=1&modificationDate=1541454760221&api=v2] to create a file for uploading to your ACA provider.
17.____Processing Benefit Accruals (typically processed during payroll)
Go to Processing/Benefit Update and Projection
· Report Title-Defaults to Benefit Accrual Report can be changed if desired
· Accrual or Projection ?-Default is Accrual Projections Report (suggested for initial run)
· Benefit Accrual Options-Choose from drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2]
· Specific Accrual Date-Enter or Choose a date from calendar
· Sort Options-Choose from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2]
· Select Pay Groups--Double click on the pay group or click the pay group and then click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-44-0.png?version=1&modificationDate=1541454240427&api=v2] to move the pay group to the Selected box. If you want all pay groups click the first pay group, scroll down the the bottom of the pay groups and hold the Shift key and click the last pay group, click the  [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-46-24.png?version=1&modificationDate=1541454385102&api=v2] key and all pay groups will be move to the Selected box.
· Select Employees-To find an employee by name hold the CNTRL key and click on the F key. Type in a portion of the name and all occurrences of that will be highlighted in the Available employees all box. Double click on the employee’s name or click the employee's name and then click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-44-0.png?version=1&modificationDate=1541454240427&api=v2] to move the employee to the Selected box. If you want all employees click the first name, scroll down the bottom of the employee names and hold the Shift key and click the last employee’s name, click the  [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-46-24.png?version=1&modificationDate=1541454385102&api=v2] key and all employees will be move to the Selected box.
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-52-14.png?version=1&modificationDate=1541454735011&api=v2] to create a report for review
· If all data or report is accurate Go back up to:
· Accrual or Projection-Choose Accrual Report from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2]
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-52-14.png?version=1&modificationDate=1541454735011&api=v2] All accruals will be updated accordingly.





12.   Month-End Closing continued
18.____Process any monthly Outstanding Payables
Go to Processing/Outstanding Payables
· Click on the Monthly Payroll Cycle option
· Any payroll Items that are paid monthly should appear
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_17-9-18.png?version=1&modificationDate=1541455758129&api=v2] to get a report of all monthly payables to be paid
· Click the select all box [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_17-7-1.png?version=1&modificationDate=1541455621984&api=v2]  -left side of screen.
· All items will be checked and pulled over to the Selected Payables Detail area
· Click the [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_17-10-43.png?version=1&modificationDate=1541455843076&api=v2]button
· Transaction Date-Defaults to current date Can be changed if desired
· Bank Account-Choose from Drop Down [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_16-31-9.png?version=1&modificationDate=1541453469764&api=v2]
· Output Format- Choose XML to create a file for check printing
· Starting Check Number-Should default to the next available payroll check number
· Click [image: https://wiki.ssdt-ohio.org/download/thumbnails/62916481/image2018-11-5_17-10-43.png?version=1&modificationDate=1541455843076&api=v2]
· A file Check.xml file will be created that can be saved to your desktop or a folder of your choosing and then uploaded to your check printing software to print out your checks.











Quarter-End Closing 
19.  Balance Quarter Report - Go to Reports/Quarter Report  
· Set up for quarter reporting 
· Year-Choose year from drop down. Default should be current year\
· Quarter-Choose from drop down. Default should be current quarter
· Sort By-Choose sorting option from drop down
· Click-[image: C:\a47f5a852c9e0700f5589c0e7cc614f4]
Assure Total Adjusted Gross and Calculated Adjusted Gross on Quarter Report balance. (This is located at the bottom of the Quarter Report)
In the 'Totals Summary' section of the Quarter Report, the Calculated Adjusted Gross is calculated by the following:
  Total Gross (Total gross paid on all Position records.)
- Total Annuities (Total of Payroll Items with the Type equaling Annuity and all Adjustments.)
+Non-Cash Earnings (Total of all Life Insurance paid using Payroll Payments - Future or Payroll Payments - Current)
Calculated Adjusted Gross
· If in balance, the Total Gross paid on all Compensations minus the Total Annuities plus the Non-Cash Earnings should equal the Applicable Gross from the Core>Payroll Item>Federal records. This would be the case since the total gross from the jobs should equal the total gross from the Federal tax records. In other words, the gross paid on all jobs is potentially subject to federal taxation.







[bookmark: _Hlk134537994]Quarter-End Closing continued
· IF NOT BALANCING:
If the 'Calculated Adjusted Gross' figure differs from the adjusted gross on the Federal tax records, an additional amount prints on the Quarter Report. This difference could represent manual adjustments or problems with annuity error adjustments and should be researched. 
* Go to Reports/Audit Report - look for manual changes to total gross, applicable gross, Payroll Item annuity amount withheld, federal applicable gross. (also see Core/Adjustment)
* Verify the non-cash amounts
20. Payee checks:  All Payroll Item checks for the quarter should equal the total Payroll Items showing on quarter report. Be sure to verify the electronic transfers of federal and Medicare payments as well. This should be true for every Payroll Item.

21. The total gross showing on Quarter Report should equal the total of all payroll disbursement checks (Type = Payroll) created during Payroll Posting to USAS for the quarter.
* Once balanced, if a hard copy of the report is desired, print the Quarter Report.
*Note - Quarter to Date totals, will be cleared, when you close June Posting Period. -Don’t close June Posting Period until FYE is complete.
22.  It is recommended that you balance the W2 Report quarterly to minimize problems at calendar year-end. 
· Go to Reports/W2 Report and Submission and check for any errors on the report                                                                                                                                                                                                                                              
· Output Type should be set to REPORT
· Format-Choose the format from the drop down
· Report Title-Default is W2 Report. Can be changed to desired name                    
· Federal ID Number-Defaulted to district Federal Id number
· State ID Number-Defaulted to district State ID number
· Kind if Employer-Choose from drop down
· Sort Options-Choose sorting option from drop down
· Report for Year-Current year should be defaulted. Can choose from drop down if need
Quarter-End Closing continued
· Include Fringe Benefits in Box 14? - Check the checkbox if wish to include.
· Report Employees with errors only? - Check the checkbox to generate an errors only report.
· Select Payroll Item Configuration and click Add - If the 'Include Fringe Benefits in Box 14' checkbox is marked, select payroll items to be printed in Box 14 on the W2.
· Select Employee and click Add - Enter an employee and click Add.  Selecting none will select all.
· Select Pay Groups - Move any that apply to the Selected side.  Selecting none will select all.
· Select By City Tax Entity Code - Leave blank.

·  Click [image: C:\a47f5a852c9e0700f5589c0e7cc614f4]

 23. Complete and balance the W2 Report Reconciliation Worksheet for the quarter following the directions on the W2 Reconciliation Worksheet or your 941spreadsheet.

 24.  Balance the Payroll Item totals (taxes and annuities) on the W2 Report with the totals from the Outstanding Payables Reports from the quarter.

*ANOTHER OPTION:
· Go to Payments/Payee/Payee Checks
· Filter Transaction date on the grid by the quarter (Ex. 04/01/2024..06/30/2024)
· Click on Report
· A report of all Payee checks for the quarter will be produced with a Grand Total
· Follow the same process for Payee Electronic Transfers
 25.  Balance the Gross Amounts on the W2 Report with Gross Amounts on the Pay Reports for the quarter.
*Note-These amounts may not balance due to the way W2Report handles certain amounts (e.g. Medicare pickup inflates applicable gross wages.) Click here to see Calculation document
Quarter-End Closing continued
 26.  If errors are discovered, check employees who had an exception processed during the quarter, such as voided checks, error adjustments, or manual changes made through CORE/ADJUSTMENTS. The Audit Report can be useful in identifying these problems. 
· Go to Reports/Report Manager/SSDT Audit Report  I prefer Report/Audit Report
· Format-Choose format from drop down
· Page Size-Choose from drop down
· Orientation-Choose from drop down (landscape or portrait)
· Name- Default is Audit Report can be changed if desired
· Summary Report-If you only want a summary report click the box
· Show Sort Options-If you want a page displaying the page setup of the report
· Start Date- Enter a start date you wish to begin your audit from
· End Date- Enter an end date you wish to process the report through 
· (try just using one month intervals or the audit report will run for a long period of time)
· Click [image: C:\a47f5a852c9e0700f5589c0e7cc614f4]
· 
27.  Go to Processing/Outstanding Payables and verify that there are no outstanding Payroll Items. (Screen should be empty)

28.  The total of all Employer Distribution amounts (BRDDIS)  (if tracked on the system) should equal the total of all USAS accounts payable checks to the vendor or deduction company.

29.  Complete and file any required quarter-end submission forms.  (Federal -941 and Schedule B, OSDI, Cities, etc.) **State IT 942** State IT 942 tax form is no longer required to file quarterly, only annually.

30.  For city withholding, take the total gross times the percentage to be sure the tax withheld and submitted are correct.                                                  
**NOTE** Mobile employees could cause discrepancies.



ODJFS Reporting – District submit file to The Source website
31. Go to Reports/ODJFS Report
· Set up for ODJFS reporting 
· Year - Default is current year. Choose year from drop down if needed.
· Quarter - Current quarter should be defaulted. Can choose from drop down if needed.
· Sort By - Choose sorting option from drop down.
· Transmitter's Name - Should default.  Verify.
· Transmitter's Phone Number - Should default. Verify.
· Transmitter's Phone Extension - Should default. Verify.
· Transmitter's Email - Should default. Verify.
Click [image: C:\a47f5a852c9e0700f5589c0e7cc614f4]
Check all totals carefully for accuracy. If necessary, go to Core/Adjustments and add the appropriate number of ODJFS weeks and/or ODJFS Total Gross. (if still having issues, verify the compensation record has a CALENDAR START DATE.
32. When all data is correct click on Generate Submission File 
· Save the ODJFS23Q2.TXT file on your computer.
·  A) Transfer and save the file to your desktop or folder of your choosing
 B)  Upload your ODJFS23Q2.TXT-ODJFS submission file by logging into 
The SOURCE.  When uploading the file, format type should be set to ICESA.







STRS Advance Processing
NOTE: If employee is to be paid out early, Compensation should be changed prior to Advance.

Also:  If you know you will be docking any employees during Advance - ADD those docks into FUTURE - RUN ADVANCE - THEN REMOVE THE DOCKS.  This will include those dock amounts in Advance.

VERIFY STRS ADVANCE IS CORRECT BEFORE CREATING SUBMISSION FILE
IF 450 IS SET TO INCREASED COMPENSATION THEN THE 691 WILL HAVE AN INFLATED RATE

IF THE EMPLOYEE ADVANCED LAST YEAR THEY SHOULD ADVANCE THIS YEAR - unless they changed positions and will have service credit days in July for their current contract.

MAKE SURE SUPPLEMENTAL COMPENSATIONS ARE ADVANCING IF THEY ARE SUPPOSED TO.  THEY COULD BE MISSED.


VERIFY NON-ADVANCE REPORT.  MAKE SURE THE EMPLOYEES ARE NOT SUPPOSED TO ADVANCE

· Employees flagged as full-time must have at least 120 service days to be granted a full year of service credit toward retirement. Employees flagged as part-time will be given credit according to STRS rules outlined in the STRS Employer's Manual. If you are in doubt about an employee's part-time or full-time status, contact STRS and obtain a ruling. 
888‑535‑4050 or email report@strsoh.org. 
STRS Service Credit Calculator      Link is also at the bottom of MVECA FYE Webpage





STRS Advance Processing continued
33. Go to Reports/STRS Advance.
                        1- Sort By-Choose sorting option from drop down option  
                        2- Start Date for Academic Year-Choose or enter starting date for academic year
                        3- Ending Date for Academic Year-Choose or enter ending date for academic year 
                        4- Click Generate Advance Fiscal Year to Date Report-All STRS Employees   
                         5- Click Generate Advanced Positions Report-Advanced STRS Employees
                         6- Click Generate Non-Advanced Positions Report-Non-Advance Employees    
-These options can be run as many times as needed.
-The Advanced Positions Report lists all advanced jobs for the district.
-The Advance Fiscal Year to Date Report is the complete fiscal year-end report for all STRS employees.
-The Non-Advanced Positions Report lists STRS employees whose jobs will not be advanced.
Verify the data on the reports. On the Advance Fiscal Year to Date Report, check each employee's service credit and FYTD totals. At the bottom of this report, there is an amount labeled Taxed + Non-taxed. The amount shown should equal the amount deposited with STRS during the fiscal year plus the amount of accrued contributions (Advance) on summer pays.
34. Once the data has been verified for Advance, in Reports/STRS Advance, click on the Generate Submission File option. Save the file to your desktop or a folder of your choosing
Click CHOOSE FILE – select the file – Before submitting to STRS, go to Core/Organization and verify your Advance amount and that Advance flag is checked!!!
Click button - SUBMIT UPLOADED FILE TO STRS
♦  This option will flag all eligible jobs as in advance mode, set the system Advance Mode flag and the create the Advance Amount figure. Each time Outstanding Payables are processed for STRS the Advance Pay Back field will be increased by the advance amount figure paid. 

STRS Advance Processing continued
*DISTRICTS SHOULD RUN CHECK STRS ADVANCE REPORT EACH PAY
· Reports
· STRS Reporting
· Check STRS Advance

[bookmark: _Hlk136608859]* DO NOT USE REG AND IRG PAY TYPES DURING ADVANCE

PAY TYPES THAT CHANGE ADVANCE AMOUNT:
DCK - Dock
BCK - Retro
TRM - Termination
POF – Pay Off Accrued Wages

* NUMBER OF PAYS CAN BE CHANGED, BUT IT COULD CAUSE ADVANCE BALANCING ISSUES AT THE END.
*  Modifications cannot be made to certain fields on Position/Compensation records in advance mode. Ex. Position Numbers


35. *STRS ADVANCE MERGE If applicable** (Renhill) 
Click here to go to STRS Advance Merge instructions – follow these instructions to Create your STRS Advance file, Upload the Third Party STRS Advance file and Merge to send to STRS.
If third party files need to be merged with the STRS Advance file that were created, *SUBMITTING STRS ADVANCE FILE - make sure the file is in the correct format.
Click here to see the STRS Annual Reporting Record Layout
36. STRS Advance Merge is located in:  Reports/STRS Advance – scroll down to STRS MERGE FILES. After the files are merged, send them to STRS



 SERS Surcharge
37. Run Surcharge Report. Recommended  
· Reports/SERS Reporting/SERS Surcharge Report.
· Fiscal Year - Defaults to the current year.  Can be changed if desired.
· Include Fixed Pay Accounts - Defaults to be included.
· Sort By - Defaults to Fund.  Can be changed using drop down.
· Include Subtotal by Selected Sort Option? - Default to not subtotal by sort option.  Can be changed by checking the checkbox.
· Report Format - PDF.  Can be changed by using drop down.
· Click Generate SERS Surcharge Account Report.
NOTE: IF SURCHARGE PAYMENTS ARE DUE, DISTRICT HAS 30 DAYS ONCE THEY RECIEVE THE NOTIFICATION IN eSERS
For FY25, the SERS Surcharge amount is $30,000
[image: ]
 
See SSDT SERS Surcharge Report documentation for details.
SERS webpage:  https://www.ohsers.org/employers/annual-processes/surcharge/.
SERS Surcharge Facts Sheet





38. Run the Wage Obligation by Employee report selecting only SERS pay groups (SERS Liability Report for Auditors) This is a very important document for Auditors.
· Format - PDF and CSV for GAAP auditing purposes.
· Report as of - current date will populate (you can change this date if you need a report for a specified period of time.)
· Date to calculate payables through - June 30, 2025.
· Sort By - Employee Number.
· Appointment Type - Classified.
· Include Positions of archived Employees - Leave unchecked.
· Select Pay Groups - Move all Classified pay groups to the Selected side.
· Select Employees - Leave blank.
· Generate Report.
· Save the report on your computer for the Auditors use at a later time or save it to UTILITIES/FILE ARCHIVE/OTHER Create an Auditor File to store reports for auditors to easily access.
PLEASE NOTE:  This report is automatically created when the June posting period is closed which closes the fiscal year BUT for all employees, not just Classified
39.  Reports/Auditor of State:  These reports are now Scheduled Extracts from Job Scheduler
· Reports are sent directly to the Auditor’s email and
· A copy goes to File Archive/Audit Reports
· SOC1 Audit Report scheduled 5/19 each year
· District Audit Job scheduled 7/27 each year
            
40.  Go to REPORTS and Run reports below: Please run these prior to your first pay in July.
· BENEFIT OBLIGATION BY ACCOUNT
· BENEFIT OBLIGATION BY EMPLOYEE 
· WAGE OBLIGATION BY ACCOUNT
· WAGE OBLIGATION BY EMPLOYEE






41.  Close Month, Quarter, and Fiscal Year
When you close June Posting Period (this will close the Month, Quarter and Fiscal Year) – Please wait to begin processing until Month, Quarter and Fiscal Year-End Reports have updated in File Archive.  This could take a few minutes.
There is a Report for Auditors in REPORTS/ LEAVE ACTIVITY REPORT.   This report will provide a beginning and ending leave balance for a period of time that they can select. 

You have completed the USPS-R Fiscal Year End Closing procedures.
CONGRATULATIONS

NOTE: Once EMIS reporting is complete for FY25 (when your EMIS Coordinator has completed all reporting and has not filed an extension) the EMIS reporting period will need to be changed to FY26 by going to:

System
Configuration
EMIS Reporting Configuration
Click Edit icon.
Change Fiscal year to 2026 (do not change anything else)
Click SAVE.
VERY IMPORTANT: PLEASE MAKE SURE YOUR EMIS PERSON IS NO LONGER REPORTING STAFF FOR 2025 before making this change
EMIS final reporting date is scheduled for 8/6/2025 

Post Fiscal Year-End Closing
Restrictions during STRS Advance:  STRS ADVANCE Document
♦  Modifications cannot be made to certain fields on Position/Compensation records in advance mode. Ex. Position Numbers
♦  Certain Pay Types cannot be processed on advance jobs REG or IRR
42.  STRS follow-up: Verify Advance after all summer pays:   
	  Go to:
   _____A) Core/Organization-At the time of the last advance payment to determine if all advances have been paid correctly.  The Pay Back field will zero out, and the Advance Mode flag will be turned off.  
If there is a remaining amount, the Advance Amount figure will need to be removed manually by MVECA.  If that figure is not removed, it will be overwritten the following fiscal year by the new advance amount.  
           ♦  After the advance is complete, to find any discrepancies between what was contributed to STRS and what was reported on the advance submission tape file, a report in Redesign,    SSDT Check STRS Advance Report, can be run to compare totals for each employee to those on the Advance Positions Report.  Any employee showing a differing amount should be researched by the district.
          ♦  Any difference should be reported to STRS as a prior fiscal year correction if necessary.
  _____ B) After discrepancies have been resolved, send an email to  helpfiscal@mveca.org  to create a ticket so STRS Advance remaining amounts can be removed from STRS Advance Configuration and the Advance Flag turned off.

New Fiscal Year
_____1) Go to Core/Posting Period and create the July Posting Period
_____2). July Posting Period must be at least Open in order to begin payroll processing. The Posting Period will need to be set to Current before Payroll Posting takes place.
_____3) Create Job Calendars for the upcoming school year (if you have not already done so)
_____4) Create New Contracts for employees.
· Go to Processing/New Contracts and use one of the following options 
· New Contract Maintenance
· Mass Copy Compensations
· Import New Contracts
_____5) Non-Contract Compensations cannot be loaded through New Contract. One of two options can be used to update Non-Contract Compensations:
· Go to Reports/Report Manager and generate SSDT Non-Contract Compensation Mass Load Extract 
· This file can be processed to create an excel file with the appropriate headers for Mass Load. 
· The file then can then be updated-removing unwanted records, updating unit amount, start/stop date, etc...  save as csv
· Go to Utilities/Mass Load, find your file.
· Under Importable Entities choose Compensation then click LOAD
· Other option is to manually update Non-Contract Compensations records.

Documentation:
List of Reports and Mass Change Definitions SSDT has made available. Click here
These can be imported into:
Mass Change if the report has a mcd-json extension.
Reports/Report Manager with .json extension.

15
5/20/2025 12:37 PM
image1.emf
Contract Days  Worked .rpd-json


Contract Days Worked .rpd-json
---
reportDefinition: !<org.ssdt_ohio.reporting.AdhocReportDefinition>
  description: "ContractCompensation Report"
  tags: null
  predefined: false
  parameters: !<org.ssdt_ohio.reporting.AdhocReportParameters>
    pageSize: "LETTER"
    pageOrientation: "PORTRAIT"
    outputFormat: "XLSX-F"
    templateName: "Contract Days Worked"
    suppressDetail: false
    showOptions: false
    sortProperties: !<java.util.ArrayList>
    - !<java.util.ArrayList>
      propertyName: "position.employee.number"
      label: "Number"
      ascending: true
      controlBreak: false
      pageBreak: false
    queryParameters: !<java.util.LinkedHashMap> {}
  title: "Contract Days Worked"
  querySpecification:
    specification: "archived.eq 'false'\nposition.employee.archived.eq 'false'\nposition.appointmentType.eq\
      \ 'Certificated'\nposition.employee.fytdGross.gt '0'"
    querySpecParameters: !<java.util.ArrayList> []
  entity: "org.ssdt_ohio.usps.model.position.ContractCompensation"
  properties: !<java.util.ArrayList>
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Number"
    type: "java.lang.String"
    propertyName: "number"
    propertyPath: "position.employee"
    entityName: "Employee"
    sortOrder: 1
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Number"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "position.employee.number"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
      - "employee"
    suppressRepeating: false
    columnOrder: 1
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Last Name"
    type: "java.lang.String"
    propertyName: "lastName"
    propertyPath: "position.employee.name"
    entityName: "Name"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Last Name"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "position.employee.name.lastName"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
      - "employee"
      - "name"
    suppressRepeating: false
    columnOrder: 2
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "First Name"
    type: "java.lang.String"
    propertyName: "firstName"
    propertyPath: "position.employee.name"
    entityName: "Name"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "First Name"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "position.employee.name.firstName"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
      - "employee"
      - "name"
    suppressRepeating: false
    columnOrder: 3
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Pos #"
    type: "java.lang.Integer"
    propertyName: "number"
    propertyPath: "position"
    entityName: "Position"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: "NONE"
    source: "FIELD"
    label: null
    columnTitle: "Pos #"
    alignment: "RIGHT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 5
    relativePropertyName: "position.number"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
    suppressRepeating: false
    columnOrder: 4
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Position Description"
    type: "java.lang.String"
    propertyName: "positionDescription"
    propertyPath: "position"
    entityName: "Position"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Position Description"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "position.positionDescription"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
    suppressRepeating: false
    columnOrder: 5
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Type"
    type: "org.ssdt_ohio.usps.model.constants.CompensationType"
    propertyName: "type"
    propertyPath: null
    entityName: "Compensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Type"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "type"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList> []
    suppressRepeating: false
    columnOrder: 6
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Code"
    type: "java.lang.String"
    propertyName: "code"
    propertyPath: "position.payGroup"
    entityName: "PayGroup"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Code"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "position.payGroup.code"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
      - "payGroup"
    suppressRepeating: false
    columnOrder: 7
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Description"
    type: "java.lang.String"
    propertyName: "description"
    propertyPath: "position.payGroup"
    entityName: "PayGroup"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Description"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "position.payGroup.description"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList>
      - "position"
      - "payGroup"
    suppressRepeating: false
    columnOrder: 8
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Contract Days Worked"
    type: "java.math.BigDecimal"
    propertyName: "contractDaysWorked"
    propertyPath: null
    entityName: "ContractCompensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: "Sum"
    baseClassProperty: false
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Contract Days Worked"
    alignment: "RIGHT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "contractDaysWorked"
    dataSourcePath:
      path: !<java.util.ArrayList> []
      currentPath: !<java.util.ArrayList> []
    suppressRepeating: false
    columnOrder: 9
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Contract Work Days"
    type: "java.math.BigDecimal"
    propertyName: "contractWorkDays"
    propertyPath: null
    entityName: "ContractCompensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: false
    format: "DEFAULT"
    source: "FIELD"
    label: ""
    columnTitle: "Contract Work Days"
    alignment: "RIGHT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "contractWorkDays"
    dataSourcePath:
      path: !<java.util.ArrayList> []
      currentPath: !<java.util.ArrayList> []
    suppressRepeating: false
    columnOrder: 10
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Description"
    type: "java.lang.String"
    propertyName: "description"
    propertyPath: null
    entityName: "Compensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Description"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "description"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList> []
    suppressRepeating: false
    columnOrder: 11
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Pay Plan"
    type: "org.ssdt_ohio.usps.model.constants.PayPlan"
    propertyName: "payPlan"
    propertyPath: null
    entityName: "Compensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Pay Plan"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "payPlan"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList> []
    suppressRepeating: false
    columnOrder: 12
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Pay Unit"
    type: "org.ssdt_ohio.usps.model.constants.DailyOrHourlyOptions"
    propertyName: "payUnit"
    propertyPath: null
    entityName: "Compensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: null
    columnTitle: "Pay Unit"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "payUnit"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList> []
    suppressRepeating: false
    columnOrder: 13
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Unit Amount"
    type: "java.math.BigDecimal"
    propertyName: "unitAmount"
    propertyPath: null
    entityName: "ContractCompensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: "Sum"
    baseClassProperty: false
    format: "CURRENCY"
    source: "METHOD"
    label: null
    columnTitle: "Unit Amount"
    alignment: "RIGHT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "unitAmount"
    dataSourcePath:
      path: !<java.util.ArrayList> []
      currentPath: !<java.util.ArrayList> []
    suppressRepeating: false
    columnOrder: 14
    permission: null
  - !<org.ssdt_ohio.reporting.ReportablePropertyImpl>
    description: "Code"
    type: "java.lang.String"
    propertyName: "code"
    propertyPath: null
    entityName: "Compensation"
    sortOrder: 0
    controlBreak: false
    suppressed: false
    pageBreak: false
    ascending: true
    function: null
    baseClassProperty: true
    format: null
    source: "FIELD"
    label: ""
    columnTitle: "Code"
    alignment: "LEFT"
    controlHeaderOnly: false
    controlFooterOnly: false
    detailHeaderOnly: false
    width: 0
    relativePropertyName: "code"
    dataSourcePath:
      path: !<java.util.Collections$UnmodifiableRandomAccessList> []
      currentPath: !<java.util.Collections$UnmodifiableRandomAccessList> []
    suppressRepeating: false
    columnOrder: 15
    permission: null
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Long Term Illness  Mass Load.xlsx
TEST LT ILLNESS

		number		name.lastName		name.firstName		customFields.longTermIllness.value

		BUNN00007		BUNNY		ANN		19

		BUNN00001		BUNNY		EASTER		54
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