THE NEw YORK CiTY DEPARTMENT OF EDUCATION
JOEL I. KLEIN, Chancellor

Vincent A. Giordano, Executive Director
Division of Financial Operations

PAYROLL ADMINISTRATION MEMORANDUM - NO. 3, 2006 — 2007

DATE: August 28, 2006

TO: ROC Directors (via e-mail)
Principals (via “Principal’s Weekly Newsletter”)

School Secretaries
Hceer8 L o eter

SUBJECT: Timekeeping Modifications for the FY 2006-2007 School Year

FROM: Vincent A. Giordano, Executive Director

The following timekeeping modifications have been placed into production for the FY 2006-2007 school
year:

¢ Name confirmation when entering Per Session Payroll Service

e The ability to process prep period coverages for teachers in school locations (other than the
teacher’s home school) via the Per Diem payroll.

Detailed procedural handouts are attached for your review.

Questions concerning this memorandum should be referred to the Per Diem/Per Session Payroll
Unit at 718-935-2236 or 718-935-2229. Press ‘0’ to speak with a payroll officer.

VAG/ms
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c. M. Aaronsen
K. Lubetsky, UFT
L. Tamburo



NAME VERIFICATION FOR PER SESSION SERVICE

In order to prevent erroneous payment to employees, we have implemented an edit requiring
confirmation of the employee’s name to file number or SS No. for Per Session Service.

At the beginning of each record, you will only be able to enter the file number or the social
security number. After entering the file or social security number, press ENTER and the system
will display the name of the employee. If the name is correct, enter a “Y” in the NAME
CONFRM Y/N field and press ENTER. You will now be able to enter all other information and
continue normal processing.

If the name of the employee does not match the employee to be paid, review and correct the file
number or social security number and press ENTER. Each time the file number or social
security number is updated, you must re-verify the name of the employee before the system will
allow entry of data.

ES41C01 N. Y. C. BOARD OF EDUCATION E41MSO1
08/14/2006 15:22:20 PER SESSION DATA ENTRY REPORT E41MPO1

EIS ID : 0123456 BUDGET LINE: POS SYMBOL: __ DIST

SOC-SEC: 123456789 BUDGET CODE: ARREARS - _ BORO B

MONTH: __ YEAR: QUICK CODE: LANGUAGE : EN  SCHOOL : _

PAY CODE: JOB ID: PROG NO:

NAME: JENNIFER SMITH ASSIGNMENT: E

* VERIFICATION OF THE NAME REQUIRED * NAME CONFRM Y/N (Y
DAY STRTEND A STRTEND A  STRTEND A  STRT END A  STRT END
1 8 _ 15 22 29 3
~ 2 ) ~ 16 ~ 23 ~ 30 B
_ 3 _ 10 _ 17 _ 24 _ 3 _ You must
4 _ 11 _ 18 _ 25 _ verify the
_ 5 _ 12 _ 19 _ 26 _ name by
~_ 6 — 13 20 ~ 27 B typing a “Y”
— 7 = 14 -2 - 28 = here and
TOTAL FOR THIS SERVICE - HOURS: __ MINUTES: __ YTD PAID: . ;
PENDING HOURS FOR ALL LOCATIONS: - PAYABLE: ._ ErISISTS:Ens

CLEAR=EXIT PF2=ADD PF5=UPDATE PF7=BACKWARD PF9=SVC-SUM PF11=INQ TOTAL
ENTER=INQUIRY PF4=MENU PF6=DELETE PF8=FORWARD PF10=IND-SUM PF12=CLEAR-SCR



Instructions for Using New Event Code 28001 To Pay Prep Period Coverage for Q742

Teachers At Other than the Teacher’s Home School Locations Through the PDPS Per

Diem Payroll System

Go to the Application Menu

Type PDPS, press ENTER

Enter Function 01 Per Diem Payroll, press ENTER
Press ENTER again to by-pass the Bulletin Board
Enter Function 01 Timekeeping Menu, press ENTER

Enter Function 04 Timekeeping Detail, please enter the district, boro, and school then
press ENTER

Enter the EIS ID number of the Q742 teacher, Press ENTER

Press function key F8 to page forward to the 2" page of the Per Diem Timekeeping
Detail screen

Tab to the Date and enter the date of the prep coverage

Enter the correct Bulk Job ID for the prep coverage

Enter the school location for the prep coverage (location must be different from the
teacher’s home school location). Prep coverage performed at the employee’s home
school assignment must be entered via EIS through the timekeeping screens.

Tab to the CD column and enter “P”

Tab to the PD column and enter the number of prep coverage (maximum is 2 prep
coverage per day)

Enter the Event Code 28001, press ENTER (see screen print)

USER: ASMITH N.Y.C. BOARD OF EDUCATION - PER DIEM SYSTEM ES5MTO8
05/05/2006 12:00 PER DIEM TIMEKEEPING DETAIL

EIS ID
SOCSEC: 011111111 NAME: JONES ,D CAR: 00 00 00

: 0111111 LOC : PAYROLL PERIOD: 05 01 2006 - 05 15 2006

A

DATE

JOB LOC REPL ID ST CD HH:MM E PD TIME EE FD EVENT | TOT HH:MM

05 01 AABBC 21K212 P 1 28001 0:

Z:

F:

LU:
ENTER-PROC
F1-LOOKUP
F2-SHOW ALL
F3-MENU
F4-REPL 1D
F5-PREV SCR
F6-ERRORS
F7-BACK
F8-FORWARD
F11-PREV PD
F12-NEXT PD



1 CLEAR-EXIT
CONFIRM: ENTER SERVICE DATA

e Type “Y” to Confirm and press ENTER

e The confirmed event displays on the 1% page of the Timekeeping Detail screen

e The principal must approve the prep coverage. The Timekeeping Roster/Approval screen
can be accessed directly from the Per Diem Timekeeping Detail screen

e Enter an “R” next to the date of the prep coverage under the A column and press ENTER

e Enter an “A” next to the teacher’s name to approve the prep coverage and press ENTER

e Type “Y” to Confirm and press ENTER
e The prep coverage are approved for the next Per Diem payroll timekeeping close

e The principal may also approve the prep coverage by accessing the Timekeeping
Roster/Approval screen from the Timekeeping Menu Function 03 and entering the school
location and press ENTER

e The Per Diem Timekeeping Roster/Approval screen is displayed

e Enter an “A” next to the teachers’ names whose prep coverage you want to approve and
press ENTER (see screen print)

USER: ASMITH N.Y.C. BOARD OF EDUCATION - PER DIEM SYSTEM ESSMTO5
05/05/2006 12:00 PER DIEM TIMEKEEPING ROSTER/APPROVAL
LOC @ 21K212 PAYROLL PERIOD: 05 01 2006 - 05 15 2006
EIS ID: SOCSEC: FUND:
Enter the A NAME EIS ID SVC END TRAN JOB LOC DD H:MM PD EE FD TT CF AP
A” here to JONES ,D 0111111 05/15/06 ADD AABBC K212 1 11
approve the  |(A ROGER .M 0222222 05/15/06 ADD AABBC K212 5 3 3
preps and
press
ENTER.
APPROVAL MEANS YOU VERIFIED SERVICE.... LU DT: APP PG: CONF:
ENTER-PROC F1-LOOKUP F3-MENU F5-PREV SCR
F7-BACK F8-FORWARD F9-PREV LOC ~ F10-NEXT LOC CLEAR-EXIT

e Type “Y” to Confirm and press ENTER

e The principal may also approve the entire page for the school location. Tab to the APP PG field
and type a “Y” and press ENTER

e Type “Y” to Confirm and press ENTER

e The entire page is approved for the next Per Diem payroll timekeeping close



e If you should enter additional prep coverage for teachers after the Timekeeping Roster/Approval
screen has been approved, the principal must reapprove the additional prep coverage in the
Timekeeping Roster/Approval screen in order for all approved prep coverage to be processed.



