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PAYROLL DATA INTEGRITY AND VALIDATION

Maintaining the integrity of employee information between the Employee Maintenance and Employee
Positions and Pay windows can be challenging when employees change jobs. The challenge can be
heightened when two different departments are responsible for entering the data.

In this class, you'll learn how to quickly and easily identify discrepancies between Employee Maintenance
and Positions & Pay, utilizing grid layouts and Excel.

In this class, we will cover the following:
1. How to create and save several grid layouts in the Employee Positions and Pay window

e Verify Employee Information

Verify FTE to Leave Factor

Verify Pay Basis to Pay Method to Work Calendar

Verify Pay Information

Verify Timecard and Substitute Information
e Verify Work Calendar Information

2. How to use Excel to identify discrepancies in the data
e Export the grid to Excel

e Turn on the Filter options
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There are many Filter Criteria options in the Employee Positions and Pay grid to choose from for data
validation. The examples provided in this document may be adjusted for individual client needs. All grids
may be accessed from Payroll > Employees > Employee Positions and Pay.

The purpose of this grid layout is to compare the Primary Job Title from Employee Maintenance to the
employee’s Position Type, Description, State Code Description, and Classification from Positions & Pay to
locate any discrepancies that need to be corrected.

1. Inthe Filter Criteria, choose Position for Pay Type and Filled for Vacancy Status and select Apply
Selection to get every position on the grid.

NOTE You can also filter the grid by the Open or Closed Status depending on the focus of your
data validation.

BEST PRACTICE Populate the grid with data before creating grid layouts.

Fitar Cnteria
Emolovea: | ] Ewclwves ID: | Cortrol Code: | Start Penod: L
Groun: [ =1 Stans: &l ] Dac &l *] EndPaiiod: L Apply Selection
Descriotiors | 21 Pav Teoe Pasition ‘acancy Stabus: |Filed Clear Selection
Wiew: | Positionz & Pay = tecoure [ oo
wiork Calendar. | ~] [[]Show Hes Documerts [ LUngenesated [¥] Show Substitutes [ ] Next ‘Yes Aml.
[ Position and Pay Records
[ [Record D [Pay Type [ Cantral Code |pac | Depanment | Pas]:on Type [ Description [FTE

2. Once the datais in the grid, arrange the columns in the following order, from left to right:
Employee ID

Name

DAC

Department

Primary Job Title

Position Type

Description

State Code Description

L O N o U A~ W N

Classification

3. Highlight the nine columns and use your right mouse menu to select Show Columns. This limits
the grid to nine columns of data.

4. Setyour cursor in one of the Primary Job Title fields. Right-click the mouse and select A to Z Sort
Ascending from the menu.
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Employee Positions and Pay

:Fl!.lg.-ﬂl.ﬂﬁ I =] T =1 reselCads = cmipains [ =

Brwe [ =] e = ree e ZdFedPaied [ X1 [ ApplySelection

Parerirtion [ = [Brsitinn =1 versnenGtone [Filn =1 Dlear Selection

Wiane [Prciticre & Pan Xl Arermt | e — =

Work Calendar. [ =] [ Show Has Documerits [] Ungenerated ] Show Substitutes [ | Net Year Amt,

Position and Pay Records

Employee ID | Mame DAC Primary Job Title | Position Type | State Code Desciip | Classification A

L GRE8123 Graves, Doug Business and Finance Serv| Business Services beoounting Manager | Accounting Manage | Accounting M anager M anager-Other Classified H
FO57102 Fold, Bil Business and Finance Serv| Finance Accourts Recervable Accounts Receivat | Accounts Recervable Cl | Clencal Classified
56456 Byke, Rhoda Infinite Middle 5 choaol Schoal office Asgt | Admirestiative Asst Asst Administrative Assistant Classified

|| DaE3791 Dayin, Holy Intfinite: Middle 5 chool Schoal office ive Asst | Admirsshiative Asst | tve Asst Administrative Assistant | Classified

| |LIB4444 Lipps, Ruby Grants b 1t Business Services Asgt | Admirestiative Asst Asst Administrative Assistant Classified

| |wig2a92 Wire, Barb & Capital City Elementary Sch| Schoal office ive Asst | Admirsstiative Asst | Administrative Asst Administrative Assistant | Classified
w5645 “wiood, Holly Wisionz High School Schoal office Asgt | Admirestiative Asst Asst Administrative Assistant Classified

|__|OR12345 Order. Laren Business and Finance Serv| Business Services Algaton Wrester Drirector of Safety [Dier.hor of Safety Directos-Other |Classiied
LI74589 Litter, Kitty Business and Finance Serv| Finance AP Clerk Accounts Payable [ AP Clerk Clencal Classifed

|__|HU45611 Mutt. Hazel Business and Finance Serv| Finance AP Clerk Accounts Payable E[AP Clerk. Clencal |Gassﬁed
454545 Ajar, Donis Capital City Elementary Sch| Schoal office Asst Principal Asst Principal Azst Principal 10 Month | Assistant Principal Certified Admin

|| Maz4564 Maggio. Jodie Infinite: Middle 5 chool Schoal office Asst Principal Asst Principal | Asst Principal 10 Morith | Assistant Principal | Cettified Admin
5423456 Sance. Fenes “Wizons High Schaool Schoal office Asst Principal Agst Pincpal Azst Principal 12 Mo Azastant Principal Certified Admin

|__|E¥77208 Eve., May Business and Finance Serv| Business Services Asst Superintendent | Asst Superintenden [Ant Supt Bus Seraces | Asastant Superintendent |Certiﬁed Admin
WETETEE “wellington, Bif Cumicudum Insinuction Inst Suppart Services Asst S ! Agst Superintenden | Asst Supt Currdnst Azastant Superintendent Certified Admin

|| Tw83632 Twoo.Juan N Business and Finance Serv| Fnance EBludget Manager Bludget Manager [Eudget Manages b anaper-Other |Classﬁed
BE37845 Bebum, Sara Transpartation Transportation Bus Driver Blus Diiver Bus Driver Bus Dimver Classifed

- .FIFEHHR [ N Tranrakatice Trarernatation Paues Mirisesr R Mirnems [ Purs Miriveee Buis Nimemr [ Plasihnd v

5. You grid layout is now ready to save. Right-click and select Save Layout.

6. Name the grid and mark the Save Grid Filter and Sort checkbox.

7. Select Public as the Visibility option.

These settings ensure the next time you load this layout, the grid shows only the nine columns desired,

sorted in ascending order by Primary Job Title. This grid layout is also accessible to other users who have

access to this window.

Informnakion
Gnd Mame:

"erify EE Information

Save Gnd Layout

[WliSave Gnd Fiter and Sork

ak

Visibilty
®) Public

LCancel

(") Private

Help

Now that the grid layout is saved, you can right-click and select Load Layout to load this grid layout or
other saved layouts in the future.

8. Right-click and select Export to Excel from the menu.
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% Listing

E' Load Listing
&, print

Export to Excel
B9 Export as HTML

Save Layout
Load Layout

Hide Columns

Show Columns

Choose Columns

Ctrl+P

Refresh Default Layout

includes a dropdown option.

you work in the grid.

On the Home tab in Excel, select Filter from the Sort & Filter dropdown. Every column now

. Select View > Freeze Top Row. This Best Practice keeps the top row from scrolling out of sight as

O = Ml ©- H B GBERER® W - Book2 - Excel Flores, Aiessa [
Insert  Page layout Formulas  Data Review  View Help Q Tell me what you want to do
= X - . - =_| % - ab E Eolnsert - | X - A p
. tD E‘@ . Calibri 11 A == ¥ 22 Wrap Text General . y g:“ %“ EXDelele B @- Sil -~
aste: i ===|e =i o <o .  Conditional Formatas Cel =y in
= B o Qe|Ee 2- TIEEEIE Merge & Center - $ "8 e e Formatting ~ Table~ Styles~ (£l Format - " [Filter - Select -
Clipboard T Font 5} Alignment ] Number 5} Styles Cells 2l SortAtoz ~
Al - I Employee 1D Al sotzroa v
Custom Sort.
A B € D E F L=
1 |Employee | - _lName ~ |DAC ~ | Department ~ | Primary Job Title ~ | Position Type Filter
2 |GR88123 Graves, Doug Business and Finance Services  Business Services Accounting Manager Accounting Manager a
3 |FO57108 Fold, Bill Business and Finance Services  Finance Accounts Receivable Clerk Accounts Receivable Clerk 3
4 | BY56456 Byke, Rhoda Infinite Middle School School office Administrative Asst Administrative Asst Aunsuauve
5 |DAg3791 Dayin, Holly Infinite Middle School School office Administrative Asst Administrative Asst Administrative
6 |LI64444 Lipps, Ruby Grants Management Business Services Administrative Asst Administrative Asst Administrative
7 |WI192992 Wire, Barb A Capital City Elementary School School office Administrative Asst Administrative Asst Administrative
8 |W056456  Wood, Holly Visions High School School office Administrative Asst Administrative Asst Administrative
9 |OR12345 Order, Loren Business and Finance Services  Business Services Alligator Wrestler Director of Safety Director of Safe
10 LI174589 Litter, Kitty Business and Finance Services  Finance AP Clerk Accounts Payable Clerk AP Clerk
11 NU45611 Nutt, Hazel Business and Finance Services  Finance AP Clerk Accounts Payable Clerk AP Clerk
12 AJ54545 Ajar, Doris Capital City Elementary School School office Asst Principal Asst Principal Asst Principal 1
13 MA74564 Maggio, Jodie Infinite Middle School School office Asst Principal Asst Principal Asst Principal 1
14 SA23456 Sance, Renee Visions High School School office Asst Principal Asst Principal Asst Principal 1.
15 EY77288 Eye, May Business and Finance Services  Business Services Asst Superintendent Asst Superintendent Asst Supt Bus S
16 WE78788 Wellington, Biff Curriculum Instruction Inst Support Services Asst Superintendent Asst Superintendent Asst Supt Curr/|
17 TwW89632 Twoo, Juan N Business and Finance Services  Finance Budget Manager Budget Manager Budget Manage
18 BE37845 Bellum, Sara Transportation Transportation Bus Driver Bus Driver Bus Driver -
| Sheetl | & F =
2 ) [FREnISRE] ) e [ R TEe i) i TR R TS o e [ o (B EShe) | - vasu

At this point, you have a variety of options for validating the data. You can filter on the DAC column and
verify the information from that view or you can filter by Primary Job Title and validate data from that
view. This allows you to review the data easily and find discrepancies.
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You can see below that by selecting the Business and Finance DAC, we were able to identify three
possible discrepancies in the data.

Insert Page Layout

Formulas

Data Review

View Help

Q Tell me what you want to do

N 1 A ==HE#®- |» E [ T Z-ay O
L tD E‘E i} Calibri 11 A == 2o Wrap Text General ) . ‘;‘ ’%}4 EX Delete - m : Szrtv& Fo
= = = = €0 .00 ot

3'5 ‘ ER - Merge B Center - $ 7H G e F;:;ﬁ't't?n”:' iramblae ?S Styfes- &l Format - - Fi?terv S;Tect-

Clipboard = Font 5} Alignment (M Number M Styles Cells Editing i

138 - b3 Certified Non-Admin -

A B C D E F G H I

1 |Employ( ~* | Name ~ | DAC -T|Department | ~ |Primary Job Title ~ | Position Type ~ | Description - | State Code Desci ~ | Classificatio
2 |GR88123 Graves, Doug Business and Finance { Business Services Accounting Manager Accounting Manager  Accounting Manager Manager-Other Classified

3 |FO57108 Fold, Bill Business and Finance ¢ Finance Accounts Receivable Clerk Accounts Receivable Cle Accounts Receivable Clerk Clerical Classified

9 |OR12345 Order, Loren Business and Finance ¢ Business Services Alligator Wrestler Director of Safety Director of Safety Director-Other Classified

10 |LI74589  Litter, Kitty ~ Business and Finance ¢ Finance AP Clerk Accounts Payable Clerk AP Clerk Clerical Classified

11 INU45611 Nutt, Hazel  Business and Finance ¢ Finance AP Clerk Accounts Payable Clerk AP Clerk Clerical Classified

15 |[EY77288 Eye, May Business and Finance ¢ Business Services Asst Superintendent Asst Superintendent Asst Supt Bus Services Assistant Superinter Certified Adr
17 |TwW89632 Twoo, Juan N Business and Finance ¢ Finance Budget Manager Budget Manager Budget Manager Manager-Other Classified

38 |SH84654  Shulaces, Tyrc Business and Finance ¢ Business Services Computer Technician Data Processing Tech  Computer Technician Technician Certified No!
39 |[EN28951 Ender, Cal Business and Finance ¢ Finance Consultant Bookkeeper Bookkeeper Bookkeeper Classified
40 [LO51684 Loafer, Penny Business and Finance $ Finance Consultant Bookkeeper Bookkeeper Bookkeeper Classified

52 |M044644 Money, Owen Business and Finance ¢ Finance Director of Finance Director of Finance Director of Finance Business Manager Classified

54 |LE82345 Lee, Heaven Business and Finance ¢ Finance Food Service Manager Accounting Manager  Accounting Manager Manager-Other Classified

79 |NA48377 Nade, Sarah Business and Finance ¢ Payroll Payroll Clerk Payroll Clerk Payroll Clerk Clerical Classified
80 |HA44555 Hafta, Dewey Business and Finance ¢ Payroll Payroll Supervisor Payroll Supervisor Payroll Supervisor Supervisor Classified
86 |CR23111 Credit, Lina  Business and Finance ¢ Finance Purchasing Agent Purchasing Agent Purchasing Agent Buyer Classified
103|AB16549 Abbott, Peter . Business and Finance ¢ Superintendents ( Superintendent Superintendent Superintendent Superintendent Certified Adr
170

Sheetl [ (3

The purpose of this grid layout is to compare the employee FTE to the Leave Factor from Positions & Pay
and find any discrepancies that need to be corrected. Many districts align the Leave Factor to the FTE
and, therefore, the two fields should be identical unless there are extenuating circumstances.

1.

In the Filter Criteria, choose Position for Pay Type and Filled for Vacancy Status and select Apply
Selection to get every position on the grid.

NOTE You can also filter the grid by the Open or Closed Status depending on the focus of your

data validation.

BEST PRACTICE Populate the grid with data before creating grid layouts.

Fitar Critana
Ernclouea: | ] Emolowes 1D: =] cortal Cade: =] Start Period -
Groun: [ =1 Stahs: &1 *] Dpac: Al *] EndFeiiod > Apply Seleclion
Descrigiore | =l PawTioe: Paaition *|  Waconcy Stabus: |Filed =] Clear Selection
View [Pasitionz & Pay 21 dccoune [moammm o RO
Work Calandar. | ] []Show Hes Documerts [ Ungenerated [o] Show Substitites [ Mext e Aml.
| Pozition and Pay Records
| TRecordID_[Pay Type [ Contral Code | DAC | Depanment | Pasl5on Type [ Description [FTE

2. Once the datais in the grid, arrange the columns in the following order, from left to right:

@
)
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1. Employee ID
2. Name

3. DAC

4. Descripition

5. Position Status
6. FTE

7. Leave Factor

3. Highlight these seven columns. Right-click and select Show Columns to limit the grid to seven
columns of data.

4. Set your cursor in one of the Name fields. Right-click and select A to Z Sort Ascending.

*; Trainee5 Group | Employee Positions and Pay | 43

Filter Criternia

E ke I =1 Emelwsine [ X Crebel Cadas I = Chart Pasind | =1

I =i e an = rar an =T Ford Parind | =i Apply Selection
e | ET] (i [Prsiinn T Awean~o Shabie [Filad =i Clear Selection
Wi [Pritinns . Pan X1 Areemb [amm an Amm aaan
Work Calendar: [ =] [7] Show Has Documents ["] Ungenerated V] Show Substitutes [ Next Year Amt,
Position and Pay Records
Employee ID Name DAC I i | Position Status | FTE | Leave Factor | P

P FARTEDAS Abbatt, Peter Jaybird 1| | Business and Finance Sery | Supenntendent Open 1.0000 1.0000; =
|__|AJ54545 Ajar, Doris Capital City Elementany Sch | Asst Principal 10 Month | Open | 1.0000) 1.0000
|__|ANE3574 Anthemum, Chris Capital City Elementany Sch) Teacher Grade 3 | Open | 1.0000 1.0000
|__|ANB3574 Arithemurn, Chiis Capital City Elementary Sch| Teacher Grade 3 | Closed | 1.0000) 1.0000
| |APase2s Apena, Hal Capital City Elementary Sch| Principal Elem | Open | 1.00007 1.0000
|__|AR58383 Ayitan, Sam Capital City Elemnentany Sch| Teacher Grade 3 | Open | 1.0000) 1.0000
| |AS47857 Asday, Claire Infinite Middle S chool | Teacher Sped MR | Open | 1.0000° 1.0000
|__|ATe4554 Attnck., Geri Capital City Elernentany Sch | ParaPro Aide | Open | 1.0000° 1.0000
| |Al4139 August, June July Human Resources | Asst Supt HR | Open | 10000 1.0000/
|__|PE70040 Ball, Crystal Capital City Elementary Sch| Student Security Aide | Open | 1.00007 1.0000
| |Ba61245 Banks, Fobin Capital City Elementary Sch | Secretary | Open | 1.00007 1.0000
| |easeers Ban, Candi Substitute Services | Substite - Classified | Closed | 0.0000 0.0000
| |earasa0 Baum. Adam Visions High Schoal | ParaPro Aide | Open | 1.0000, 0.7500
| |BE37845 Belum, Sara Transpartation | Bus Driver | Open | 1.0000° 1.0000
|__|BE23444 Betcha, Hugh Wigions High School | Principal HS | Open | 10000 1.0000|
|__|eH32836 Bhaer, Ted E Visions High School | ParaPio Aide SPED | Open | 1.0000 1.0000
|__|BIE3a52 Birthday, Abby Wizgions High Schoal | Teacher Fieading | Open | 1.00007 1.0000

BL46583 Blinds, Minnie Transportation Substitute - Classified Closed 0.0000 0.0000

[lensarag Bozed Bl Az €ard [ Cascbod; oan 1 100an 1A il

5. You grid layout is now ready to save. Right-click and select Save Layout.
6. Name the grid and mark the Save Grid Filter and Sort checkbox.
7. Select Public as the Visibility option.

These settings ensure the next time you load this layout, the grid shows only the 7 columns desired and
sorted in ascending order by Name. This grid layout is also accessible to other users who have access to
this window.
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Gind Mare: Wenfy FTE - Leave Factor
Save Giid Lapout Visibility:
[v] Save Grid Filter and Sart ic () Private
ak Cancel Help

Now that the grid layout is saved, you can right-click and select Load Layout to load this grid layout or
other saved layouts in the future.

8. Right-click and select Export to Excel from the menu.
@ Listing

E Load Listing

& print Ctrl+P

Export to Bxcel
B9) Export as HTML

-----

Save Layout

Load Layout

Refresh Default Layaut
Hide Colurmns

Show Columns

i i e ED & B

Choaose Columns

9. Onthe Home tab in Excel, select Filter from the Sort & Filter dropdown. Every column now
includes a dropdown option.

10. Select View > Freeze Top Row. This Best Practice keeps the top row from scrolling out of sight as
you work in the grid.

At this point we want to create a VARIANCE column that will calculate the difference between the FTE
column and the Leave Factor column. This will quickly identify any employees who have a discrepancy.

(]
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Formulas  Data  Review

View Help Q Tell me what you want to do

= 35) - - A A ab . " E:'=='Insert - p
D E"@ - Calibri 11 A A 22 Wrap Text Number I::—l 5‘4 g“ X Delete - El i} Y
Paste B I U-~- i~ 2. A === Merge & Center + $ -0 3 | oo ;Condltlgnal Formatas Cell E' Format - . Sprt & Find &
= ormatting - Table - Styles~ Filter - Select -

Clipboard Font M Alignment M Number ] Styles Cells Editing ~

H2 > S =F2-G2 v
A B C D E F G H I J -

1 Employee r Name - |DAC - | Description - |Position Stat| * |FTE | = | Leave Fact ~ Varianc ~

2 |AB16549 Abbott, Peter Jaybird 11l Business and Finance Services  Superintendent Open 1.0000 1.0000 D.DDDDl

3 |Al54545 Ajar, Doris Capital City Elementary School Asst Principal 10 Month Open 1.0000 1.0000 0.0000

4 | AN69874 Anthemum, Chris Capital City Elementary School Teacher Grade 3 Open 1.0000 1.0000 0.0000

5 |AN69874 Anthemum, Chris Capital City Elementary School Teacher Grade 3 Closed 1.0000 1.0000 0.0000

6 |AP88828 Apeno, Hal Capital City Elementary School Principal Elem Open 1.0000 1.0000 0.0000

7 |AR58963 Aritan, Sam Capital City Elementary School Teacher Grade 3 Open 1.0000 1.0000 0.0000

8 |As47897 Asday, Claire Infinite Middle School Teacher Sped MMR Open 1.0000 1.0000 0.0000

9 |AT84964 Attrick, Geri Capital City Elementary School ParaPro Aide Open 1.0000 1.0000 0.0000

10 AU41369 August, June July Human Resources Asst Supt HR Open 1.0000 1.0000 0.0000

11 PE70040 Ball, Crystal Capital City Elementary School Student Security Aide Open 1.0000 1.0000 0.0000

12 BA61245 Banks, Robin Capital City Elementary School Secretary Open 1.0000 1.0000 0.0000

13 BA66678 Barr, Candi Substitute Services Substitute - Classified Closed 0.0000 0.0000 0.0000

14 BA78520 Baum, Adam Visions High School ParaPro Aide Open 1.0000 0.7500 0.2500

15 BE37845 Bellum, Sara Transportation Bus Driver Open 1.0000 1.0000 0.0000

16 BE23444 Betcha, Hugh Visions High School Principal HS Open 1.0000 1.0000 0.0000

17 BH98836 Bhaer, Ted E Visions High School ParaPro Aide SPED Open 1.0000 1.0000 0.0000

18 BI63852 Birthday, Abby Visions High School Teacher Reading Open 1.0000 1.0000 0.0000 -

= | sheetr [ @ 4 y

Let’s find the discrepancies by selecting the dropdown option for the Variance column and deselecting
the 0.000 option.

L S0t s

-

B Select 2l
10000
| 05000
| 02500
= 03000

o)

The 7 records below should be reviewed and corrected if necessary. Don’t forget to look at their
employee leave plans to see if there are accrual errors that also need to be corrected.
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Insert Page Layout Formulas  Data Review  View Help Q Tell me what you want to do

ab -1 "
Wrap Text General - 4 g | p
ce Tirep ) =" X Delete - E‘ -

e,
% Calibri

Ogy .

e BT 5z Bumrecone - $-% % 7 oo omam G0 £ 0 s s

Clipboard = Font M Alignment M Number ~ Styles Cells Editing ~

Al - b3 Employee 1D v
A B C D E F G H I J -

1 |Employee - |Name - |DAC - | Description - | Position Stat ~ | FTE |~ | Leave Fact ~ | Varianc ¥

14 |BA78520 Baum, Adam Visions High School ParaPro Aide Open 1.0000 0.7500 0.2500

53: DO14121 Donalds, Mack Nutrition Services Food Service Manager Closed 0.0000 1.0000 -1.0000

60: EN28951 Ender, Cal Business and Finance Services Bookkeeper Open 0.5000 0.0000 0.5000

63: EY77288 Eye, May Business and Finance Services  Asst Supt Bus Services Closed 0.0000 1.0000 -1.0000

67: FL44262 Floors, Dusty Maintenance Services Custodial Supervisor Open 0.5000 0.0000 0.5000

68 |FL44262 Floors, Dusty Maintenance Services Maintenance Supervisor Open 0.5000 1.0000 -0.5000

95: LO51684 Loafer, Penny Business and Finance Services Bookkeeper Open 0.5000 0.0000 0.5000

170|

171]

172

173|

174

175

176|

177]

178

179| -

| sheet1 [ @ < v

The purpose of this grid layout is to compare the employee Pay Basis (Hourly/Salary) to the Pay Method
(Time Card/Work Agreement) against the Work Calendar in Positions & Pay.

1. Inthe Filter Criteria, choose Position for Pay Type and Filled for Vacancy Status and select Apply
Selection to get every position on the grid.

NOTE You can also filter the grid by the Open or Closed Status depending on the focus of your
data validation.

BEST PRACTICE Populate the grid with data before creating grid layouts.

Fiter Criteria
Erncloves: | ] Emolves ID: =] Coriwl Code: Start Period:
Grou: [ =] Stans DAL End Peticd: Apply Selection
Descrighore | Jid QT :I Wacancy Stabus: |Filed Clear Selection
View, |Pasitions & Pay Tl secoune: | FITR TN
‘Work Calendar. | | [ Show Hes Documerts [ Lngenerated [#] Show Substintes [ Mest Yea Amt.
| Position and Pay Records
| RecordID_[Pay Type [ Cantral Code |pAC | Department [ Pal5on Type [ Detcription [FTE

2. Once the datais in the grid, arrange the columns in the following order, from left to right:
1. Employee ID
2. Name

3. DAC

o," o t
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4. Descripition

5. Pay Basis

6. Pay Method

7. Work Calendar

3. Highlight the seven columns. Right-click and select Show Columns to limit the grid to seven

columns of data.

4. Setyour cursor in one of the Pay Basis fields. Right-click and select A to Z Sort Ascending.

- Trainee5Group |  Employee Positions and Pay 4
:F.I.I.tfn'..?.‘t.erﬁ =i Fmelwanin: [ =] Frekd Code = Geibeis [ =
I =1 Grahe &l =1 nar &l FodPannet [ 2] Apply Selection
I X P Tome T 3] weeswen@tone [Filed X1 Lo
Miaer [Racitinne 1 Pan =i Amemimb Famn A Amm Aman
Work Calendar: [ = [[] Show Has Documents ["] Lngenerated [¥] Show Substitutes [ Next Year Amt
Position and Pay Records
Employee 1D Name DAC [D i [ Pay Basis [ Pay Method [ work Calendar | ~

[ |aT84564 Attnck, Ger Capital City Elementary Sch| ParaPro Aide IHouriy | Time Card | Monthly - 217 Day Actua =
|| PE70040 Ball, Crystal Capital City Elementary Sch Student Security Aide | Hourly | Time Card | 260 Day Actual |
| |BaB1245 Bank.s. Aobin Capital City Elementary Sch| Secretary | Houry | Time Card | Mortthly - 217 Day Actua
|| BABBETS Bam. Candi Substitute Services | Substitute - Classified | Hourly | Time Card | 260 Day Actual

|| BABEETS Bam, Candi Substitute Services | Substitute - Certified /Classifie| Hourly | Time Card | 260 Day Actual |

|__|BE37845 Belurn, Sara Transportation | Bus Driver | Houry | Time Card | Monthly - 217 Day Achua

| |BL4sBaz Blindz, Minnie Transpartation Substiute - Classified Hoaurky Time Card | 260 Day Actual

| |BL46583 Blinds, Minnie Substitute Services | Substitute - Classified | Hourly | Time Card 260 Day Actual

|__|B0O&5783 Board. Bil Mantenance Services | Custodian | Houry | Time Card | 260 Day 26 Pay Balance |

|_|BO58532 Book, Rita Capital City Elementary Sch| Certified Extra Duty | Houry | Time Card | 260 Day Actual

|__|eos01 Bope, Adz Nutrition Services | Food Service Warker | Houry | Time Card | 260 Day Actusl

[ |eosmi1 Boye. Ada Busness and Finance Serv| Paid Sick Time-Classified | Houry | Time Card 1 260 Day Actual

| |eR74311 Bridge. Brooke Lynn Capital City Elenentary Sch| Substiute - Certified/Classifie Houry | Time Card | 260 Day Actusl

|__|BU45644 Bul. Temy Capital City Elementary Sch)| Substiute - -Certified | Hourly | Time Card | 260 Day Actual

|__|BU45644 Bul. Temy Substitute Services | Substitute - Cestified/Classifie| Houry | Time Card | 260 Day Actual

|__|BU20004 Bus. Misty Nutition Services | Food Service Warker | Houry | Time Card | 260 Day Achusl

| |Bveedse Byke, Rhoda Infinite Middle S chool | Adrninistrative Asst | Houry | Time Card | 260 Day Actual

B'756456 Byke, Rhoda Infinite: Middle School Paid Comp Time: Houry Time Card 260 Day Actual
leaser Caka Do Canital Ciy EL b Taarhar Grad e ks | TimaCard {260 Doy Acnial &

5. You grid layout is now ready to save. Right-click and select Save Layout.

6. Name the grid and mark the Save Grid Filter and Sort checkbox.

7. Select Public as the Visibility option.

These settings ensure the next time you load this layout, the grid shows only the seven columns desired
and sorted in ascending order by Pay Basis. This grid layout is also accessible to other users who have

access to this window.

"o t
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Girid Mame: Verify Pay Basis - Pay Method - WC
Save Giid Layout Wisibility:
Save Gid Filter and Sort ®Fuic () Private
ok Lancel Help

Now that the grid layout is saved, you can right-click and select Load Layout to load this grid layout or
other saved layouts in the future.

8. Right-click and select Export to Excel from the menu.
L% Listing

E Load Listing

L= Print Ctrl+P

Export to Excel
B9) Export as HTML

gl Save Layout

Load Layout

Refresh Default Layaut
Hide Colurnns

Show Columns

i W D &

Choose Columns

9. Onthe Home tab in Excel, select Filter from the Sort & Filter dropdown. Every column now
includes a dropdown option.

10. Select View > Freeze Top Row. This Best Practice keeps the top row from scrolling out of sight as
you work in the grid.

11. On the Pay Basis filter, select Hourly.
12. On the Pay Method filter, select Time Card.

13. Now, on the Work Calendar filter, select any Work Calendars that are not appropriate.

(]
. tyler
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7+ 50 o
Aw 30
" 3
Text Filters J

B (Select All)

[+ 280 Day 26 Pay Balance SPF |
260 Day Adtual

[ mcnthly - 175 ay Balance 557
mdanthly = 217 Day Actual

. O Cancel

The four records below should be reviewed and corrected if necessary.

Home Insert  Page Layout Formulas  Data Review  View Help Q Tell me what you want to do

o 22 Wrap Text General - ,_—‘.‘4 ,;]4 ° | &= éY p

D Calibri ~11 .
o L F*Delete - [#]-

EIMerge & Center - § - % 2 %8 % Conditional Formatas Cell  —. . _ Sort& Find &
o0 Formatting = Table » Styles ~ £l Format Filter ~ Select ~

B
Pa'ste - B I U-~ Hi-

Clipboard & Font M Alignment = Number ] Styles Cells Editing ~

Al - I Employee 1D

A B C D E F G H -
1 Employee ~ Name ~ | DAC ~ | Description ~ | Pay Basis -T|Pay Method | ~ Work Calendar
10 \BO89789 Board, Bill Maintenance Services Custodian Hourly Time Card 260 Day 26 Pay Balance SPF

55 |KU15678 Kutz, Cole Transportation Mechanic Hourly Time Card Monthly - 175 Day Balance SPF

?6: TH65651 Theman, Stan Transportation Mechanic Hourly Time Card Monthly - 175 Day Balance SPF

79 |\WH68844  Wheels, Ellen  Transportation Bus Driver Hourly Time Card 260 Day 26 Pay Balance SPF

333

334

335

336

337

338

339

340

341

342

343

344

345 -
Sheetl | () 4 3

The purpose of this grid layout is to review employee pay information for accuracy.

1. Inthe Filter Criteria, choose Position for Pay Type and Filled for Vacancy Status and select Apply
Selection to get every position on the grid.

Empowering people who serve the public®
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NOTE You can also filter the grid by the Open or Closed Status depending on the focus of your

data validation.

BEST PRACTICE Populate the grid with data before creating grid layouts.

Fiter Crtena
Erncloves: | 7] Emolves ID: =] Coriwl Code: T ] Start Period: -
Greue: [ =] Stans: Ll Tl Dac Al T | End Peiiod: 7 Apply Selecticn
Desceotiore | Jid QT Pasition "1 Wacancw Stahus: [Filed =] Clear Selection
Wiew: [Pasitions & Pay =] tccoue [moammmmmrnamon
‘work Calendar. | =] [1ShowHas Documerts [ | Ungenerated [ Show Substiites  [] Mest Yeor Aml.
[ Pozition and Pay Recoids
| [RecordID_[Pay Type [ Cantrol Code | DAC | Department | Pasl5on Type [ Description [FTE

2. Once the datais in the grid, arrange the columns in the following order, from left to right:
Employee ID

Name

DAC

Row Head

Column Head

Salary Schedule

Description

FTE

O N o U kW NP

Budget

[E
o

. Amount

[y
[y

. Hours Per Day

[E
N

. Rate

[E
w

. Pay Basis

=
~

. Pay Method

[EEN
vl

. Start Date
. End Date

_ e
N o

. Start Pay Period
18. End Pay Period

3. Highlight the 18 columns. Right-click and select Show Columns to limit the grid to 18 columns of

data.

4. Set your cursor in one of the Description fields. Right-click and select A to Z Sort Ascending.

. tyler
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NECT

W FUELINGCONNEC TEDCOMMUNITIES

i g i e v
Filter Ciitesia
Eronbenas: T =i T =1 CrekddlCede T X1 Coait Painet | =i
e I = - = nae Tan =1 Fod Barind: | = | Apply S election
Narsrintimw | =J T = verssenCiahie [Eiled E] (6 =Tl S
Wi IPncitinns 1 Py ZI  Ammrimb | P
Work Calendar: [ = [[] Show Has Documeris [ Ungenerated ] Show Substitubes [ Mext Year At
Position and Pay Records
DAC Row Head | Col Head | Salary Sct Descripti [FTE Budget | Amount [Hours Per Day |Rate | Pay Basis ~
» | Business and Finance Serv| STEF 9 Budget Mar | Admin-Supervisor Sl | Accounting Manager 1.0000 $36.000.00 $36.000.00 8.0000 $17.3077 | Salary =
|| Business and Finsnce Serv| STEP 3 Busiess Classified Salary AccountingManager | 10000 $29.00000)  $29.00000) 80000 $16.7051 | Salary
Business and Finance Serv| Admin Aszist | Lewel Il Classified Hawly [To sho | Accounts Receivable CI 1.0000 $25,392.00 $26,52000 2.0000 $12.7500 | Hourly
|| Ifinite Middle 5 chool Admin Agsist | Level Il Classified Hously Administratree Asst 1.0000 $2641600  $2652000 80000/ $127500 Hourly
Infinite Middle 5 chool Admin Assist | Level Il Classified Hously Administratre Asst 1.0000 $000 $18662.00 £.0000 $10.7500 | Hourly
|| Grants banagement STEP 10 Aide Classified Salary [T o sho | Administratve Asst ] 1.0000 52400000 $2400000) 8.0000] $11.5305 Salary
Capital City Elementary Sch| Admin Assist | Level lll Classified Hously Administratrve Asst 1.0000 $26.416800 $26,520.00 £.0000 $12.7500 Hourly
|| ¥istons High Schoal Admin Assist | Level Il Classified Hously Admnistrative Asst ] 1.0000 $2641600  $2652000) 80000/ $12.7500 Hourly
Yigians High School Maintenance  Level Il Classified Hously Anrwalz | Aide 1.0000 $14.354.00 $14.364.00 £.0000 $3.9750 5 dary
|| Intfinite Middle School | Teach ide  Level lll Classified Hously Anruiaiz | Aide I 10000 $18.14400) 41814400 80000 $12.6000| Salary
Infinite Middle S chool $150/Day Arnual Pay | Dai Rate (200 Days) & | Aide SPED 1.0000 $30.000.00 32700000 8.0000 $18.7500 | S alary
|__|Business and Finance Serv| Admin Assist | Level lll Classified Hously AP Clerk | 1.0000 $0000  $22134.00] 80000 $12.7500 Hourly
Business and Finance Serv STEP S Budget Mgr | Admin-Supervsor Salay | AP Clerk 1.0000 $33.00000 $33,00000 8.0000 $15.8654 5 slary
|| Visions High Schoal Coach-Asst B: Amount Stipends Asst Baskethall Coachin | 0.0000 $0.00] $2500.00] 0.0000] $2500.0000 S dary
Capital City Elernentan Sch [Min] [#sdmin 1] Administrators 5 slary Asst Principal 10 Month 1.0000 $55,000.00 $55,000.00 8.0000 $22.3200 5 slary
|| Infinite Middle 5 chool [in] [Admin 1] Administistors S slary Asst Principal 10 Manth | 1.0000 $51,50000  $51,500.00] 80000/ $23.2614 Salary
Yigions High School [Hin] [Admin 1] Administrators § slary Asst Principal 12 Mo 1.0000 $55.000.00 45500000 £.0000 $31.2500 S slary
P Rincinzes and Finanes San: —~ &est Sunt Rue Samiees | 1 Anan 479R4RON. 412 9IRIR] AONAN 4R BAIF | Salan = ol

5. You grid layout is now ready to save. Right-click and select Save Layout.
6. Name the grid and mark the Save Grid Filter and Sort checkbox.
7. Select Public as the Visibility option.

These settings ensure the next time you load this layout, the grid shows only the 18 columns desired and
sorted in ascending order by Primary Job Title. This grid layout is also accessible to other users who have
access to this window.

Infarmation
Grid M ame: etify Payp [rfarmation
Save Grid Layout Wisibity:
Save Grid Filter and Seat ®Pubbd O Private
DK | Cencel Help

Now that the grid layout is saved, you can right-click and select Load Layout to load this grid layout or
other saved layouts in the future.

8. Right-click and select Export to Excel from the menu.

(]
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% Listing

E' Load Listing

&, print Ctri+P
Export to Excel

B9 Export as HTML

Save Layout

{ Load Layout

¥ Refresh Default Layout
%E Hide Columns

Show Columns

Choose Columns

9. Onthe Home tab in Excel, select Filter from the Sort & Filter dropdown. Every column now
includes a dropdown option.

10. Select View > Freeze Top Row. This Best Practice keeps the top row from scrolling out of sight as
you work in the grid.

O e i - H B GBRE® & - Book5 - Excel Flores, Aiessa [

Insert  Page Layout Formulas  Data Review  View Help Q Tell me what you want to do

L] p—
% ibri -l KA =

. — I . ab . = Emlnsert - X - A p
D E‘@ ) Calibri == 2 Wrap Text General ,_—‘.“ ,;j‘ B Delete - B Y
e o B Iy [D 0 A === B Eeeacme - § % 0 W Outow s Gl g S s
Clipboard 1= Font M Alignment [ Number [ Styles Cells él SortAtoZ ~
Al - S Employee ID &l sortzioa v
Custom Sort.

A B C D E F -~
1 |Employe ~ |Name ~  DAC ~ | Row Head ~ | Col Head ~ |Salary Schedule A Des Eilter :
2 |GR88123  Graves, Doug Business and Finance Services STEP 9 Budget Mgr Admin-Supervisor Salary Acc
3 |LE82345  Lee, Heaven Business and Finance Services STEP 3 Business Classified Salary Acc
4 FO57108 Fold, Bill Business and Finance Services  Admin Assist Level 111 Classified Hourly (To show Retro) AcCuuims neccivaune usiK
5 |BY56456  Byke, Rhoda Infinite Middle Schoaol Admin Assist Level 111 Classified Hourly Administrative Asst
6 |DA63791  Dayin, Holly Infinite Middle School Admin Assist Level I Classified Hourly Administrative Asst
7 |Ll64444 Lipps, Ruby Grants Management STEP 10 Aide Classified Salary (To show Retro) Administrative Asst
8 |W192992  Wire, Barb A Capital City Elementary School Admin Assist Level 11 Classified Hourly Administrative Asst
9 |W056456 Wood, Holly Visions High School Admin Assist Level 111 Classified Hourly Administrative Asst
10 DRO1545 D'Rhode, Oliver Visions High School Maintenance Level 111 Classified Hourly Annualized Work Agreement  Aide
11 FR45245  Free, Bjorn Infinite Middle School Teach Aide Level 11 Classified Hourly Annualized Work Agreement  Aide
12 C036833 Coe, Chris Infinite Middle School $150/Day Annual Pay Daily Rate (200 Days) Annual Salary Schedule  Aide SPED
13 |L174589 Litter, Kitty Business and Finance Services  Admin Assist Level 11 Classified Hourly AP Clerk
14i NU45611 Nutt, Hazel Business and Finance Services STEP 5 Budget Mgr Admin-Supervisor Salary AP Clerk
15 KR48523  Kramden, Ralph Visions High School Coach-Asst Basketball Amount Stipends Asst Basketball Coaching St
16 AJ54545  Ajar, Doris Capital City Elementary School [Min] [Admin 1] Administrators Salary Asst Principal 10 Month
17 MA74564 Maggio, Jodie Infinite Middle School [Min] [Admin 1] Administrators Salary Asst Principal 10 Month
18 SA23456  Sance, Renee Visions High School [Min] [Admin 1] Administrators Salary Asst Principal 12 Mo -

| sheet1 | ‘ ’
e TR WS o [P N s [ [ [ W I+ B PGS o |
At this point, you have a variety of options for validating the data. You can filter on the Description
column and verify the information from that view point or any other column. The idea is to provide a tool
to review the data easily and find the discrepancies.

= tyler
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You can

see below that by selecting the Hours Per Day colmn, we were able to identify nine possible

discrepancies in the data.

Home Insert Page Layout Formulas Data Review View Help ¢ Tell me what you want to do
=% ibri - A oA ab . . Sehsert ~ X - A p
Oe . Calibri : ?1 A A 25 Wrap Text General ’;‘4 g‘d TxDelete - 13~ zT ,
e 718 T (BB A- == =588 Elvegencemer -| § - % » | % 3 | Condionsl Famatas Col gl T O s rnas
Clipboard = Font ~ Alignment = Number = Styles cells Editing ~
c1 2 S5 DAC -
A B G H I J K L M N o] P |~
1 |Employe ~ | Name ~ |Description ~ |FTE | ~ |Budget |~ |Amount | ~ | Hours Per Day|-T | Rate ~ |Pay Basis | ~ |Pay Method ~ StartDate ~  EndDat
2 |GR88123 Graves, Doug Accounting Manager 1.0000 $36,000.00 $36,000.00 8.0000 $17.31 Salary Work Agreement 7/1/2018 6/30/2
3 |LE82345 Lee, Heaven Accounting Manager 1.0000 $29,000.00 $29,000.00 8.0000 $16.71 Salary Work Agreement  8/28/2018 6/26/2
4 |FO57108 Fold, Bill Accounts Receivable Clerk 1.0000 $25,398.00 $26,520.00 8.0000 $12.75 Hourly Time Card 7/1/2018 6/30/7
5 |BY56456 Byke, Rhoda Administrative Asst 1.0000 $26,418.00 $26,520.00 8.0000 $12.75 Hourly Time Card 7/1/2018 6/30/7
6 |DA63791 Dayin, Holly Administrative Asst 1.0000 $0.00 $18,662.00 8.0000 $10.75 Hourly Time Card 8/28/2018 6/26/7
7 |Li64444 Lipps, Ruby Administrative Asst 1.0000 $24,000.00 $24,000.00 8.0000 $11.54 Salary Wark Agreement 7/1/2018 6/30/2
8 |WI92992  Wire, Barb A Administrative Asst 1.0000 $26,418.00 $26,520.00 8.0000 $12.75 Hourly Time Card 7/1/2018 6/30/2
9 |W056456 Woaod, Holly Administrative Asst 1.0000 $26,418.00 $26,520.00 8.0000 $12.75 Hourly Time Card 7/1/2018 6/30/2
10 [DRO1545 D'Rhode, Oliver |Aide 1.0000 $14,364.00 $14,364.00 8.0000 $9.98 salary Work Agreement 8/9/2018 5/18/2
11 |FR45245 Free, Bjorn Aide 1.0000 $18,144.00 $18,144.00 8.0000 $12.60 Salary Work Agreement 8/9/2018 5/18/2
12 [CO36833 Coe, Chris Aide SPED 1.0000 $30,000.00 $27,000.00 8.0000 $18.75 Salary Work Agreement 8/9/2018 5/18/2
13 [LI74589 Litter, Kitty AP Clerk 1.0000 $0.00 $22,134.00 8.0000 $12.75 Hourly Time Card 8/28/2018 6/26/2
14 [NU45611 Nutt, Hazel AP Clerk 1.0000 $33,000.00 $33,000.00 8.0000 $15.87 Salary Work Agreement 7/1/2018 6/30/2
16 |AIS4545 Ajar, Doris Asst Principal 10 Month 1.0000 $55,000.00 $55,000.00 8.0000 $22.32 Salary Work Agreement  7/20/2018 5/23/Z
17 |[MA74564 Magsgio, Jodie Asst Principal 10 Month 1.0000 $51,500.00 $51,500.00 8.0000 $29.26 Salary Work Agreement  7/20/2018 5/23/Z
18 [SA23456  Sance, Renee Asst Principal 12 Mo 1.0000 $55,000.00 $55,000.00 8.0000 $31.25 Salary Work Agreement  7/20/2018 5/23/Z
19 |EY77288  Eye, May Asst Supt Bus Services 0.0000 $79,548.00 $12,238.16 8.0000 $5.88 Salary Work Agreement 7/1/2018 6/30/7 _
Sheetl @ < >

This grid layout is intended to be used by districts who have implemented a Time Card and/or Substitute
interface.

The purpose of this grid layout is to verify that employees who clock in and out of a timeclock system
have been assigned the appropriate TCl Job, TCI Dept and TCI P fields.

In addition, this grid layout can be used to verify employees who require a substitute have been assigned
the appropriate Sl Job Code.

1.

In the Filter Criteria, choose Position for Pay Type and Filled for Vacancy Status and select Apply
Selection to get every position on the grid.

NOTE You can also filter the grid by the Open or Closed Status depending on the focus of your
data validation.

BEST PRACTICE Populate the grid with data before creating grid layouts.

2.

Fitar Cntana
Erinlovea: | =] Emolowee ID: =] Cortral Code: =] Start Periodt -
Groun: [ =1 Staws: & ] Dac &l *] EndPaiiod: L Apply Selection
Descriotiors | 21 Pav Teoe Pasition ‘acancy Stabus: |Filed Clear Selection
Wiew: [Fasitionz & Pay = otecure [moammmrrre i rmon
wiork Calendar. | ~] [[]Show Hes Documerts [ Lngenesated [¥] Show Substitutes ] Next ‘Yes Aml.
[ Pozition and Pay Records
[ [RecordID [Pay Type [ Control Code |pac | Depanment | Pas]:on Type [ Desciiption [FTE

Once the data is in the grid, arrange the columns in the following order, from left to right:

1. Employee ID

@
o.o'o.
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2. Name

3. DAC

4. Descripition
5. Classification
6. TCllJob

7. TCI Dept

8. TCIP

9. SlJob Code

3. Highlight the nine columns. Right-click and select Show Columns to limit the grid to nine columns
of data.

4. Set your cursor in one of the Classification fields. Right-click and select A to Z Sort Ascending.

|

| "% Trainee5 Group | Employee Fositions and Pay 1px
Filtes Critena
[ S [ =] Cwnlmmalli: [ ZJ  Canbal Cads I 1 Chrart Daindt [ a |
I [ T e = nar Fan 1 Eod Paried: [ 4| Apply 5 election
i [ X Dun Tums M X Verswu@ishie [Filled X1 bemaete
Wi [P rsitione & P I R ey T an Amm mame
‘work Calendar: [ = ["]Show Has Documerits ["] Ungenerated (] Show Substitutes [ Mewt Year Amt,
Position and Pay Records

E 1D Name DAC [ i | Classification [TC1dob | TCI Dept |51 Job Code ”
|__|AB1ER4Y Abbatt, Peter Javoird Il | Busness and Finance Serv | Superntendent | Certifed Admin o L =
|__|AJ54545 Ajar. Doriz Capital City Elementany Sch Asst Principal 10 Month | Certibed Admin o 1]
|__|APssE2s Apeno. Hal Captal City Elementay Sch Pincipal Elem | Certifed Admin o 1]

Al1471369 August, June July Human Resowrces Aszst Supt HR Certified Admin 0 0
B (BE 23444 Betcha, Hugh Vigiors High School FPrincipal HS Certified Admir 1] ]
|__|BR44123 Braker, Winn [Grants Management | Tittee | Coordinator | Certified Admin o 1]
| |EY77z88 Eye. May Business and Finance Serv | Asst Supt Bus Services | Certified Admin o 1]
|| FL88523 Flowers. May Infinite: Middle 5 chool | Pspchalogist | Certified Admin 1] ]
|_|KN23222 Knott, Shirey Infinite Middle 5 chool | Pincipal M5 | Certified Admin a 0
|| MaFased Maggio. Jodie Infinite: Middle 5 chool | Asst Principal 10 Maonth | Certified Admin o 1]
|| OusEa44 Quack. Ima Wizions High Schoal | Psychaloaist | Certified Admin o 0
|| 5A23456 Sance. Renee ¥isions High Schoal | Asst Principal 12 Mo | Certified Admin o a
|| wE7STa8 ‘wielington, Biff Curicuum Instruction | Asst Supt Currfinst | Certified Admin o 0
|_|AB16549 Abbott, Peter Jaybird Ill | Business and Finance Serv | Cell Phone Allowance | Certified N on-Admin o 0
|| AJ54545 Ajar, Doris Business and Finance Serv| Cell Phone Allowance | Certified Non-Admin o 0
|| ANB3ET4 Anthemum, Chriz Capital City Elernentary Sch| Teacher Grade 3 | Certified M on-Admin a 0
|| ANB3ET4 Anthemum, Chris Capital City Elementary Sch) Teacher Grade 3 | Certified Non-4dmin o 0
|_|APssE2s Apeno, Hal Busness and Finance Serv| Cell Phone Allowance | Certified N or-Admin a 0 v

ACEAGE itan € £ aibal by EL b Tazcher Biad Cactifiacl 8o ok 0 a

5. You grid layout is now ready to save. Right-click and select Save Layout.
6. Name the grid and mark the Save Grid Filter and Sort checkbox.
7. Select Public as the Visibility option.

These settings ensure the next time you load this layout, the grid shows only the 9 columns desired and
sorted in ascending order by Pay Basis. This grid layout is also accessible to other users who have access
to this window.

. tyler
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Grid Name: Yerify TC & Sub Information
o] 5 ave Grid Layout Wisibaity:
] Save Grid Fiber and S ort ®Fubic (O Private
oK, Cancel Help

Now that the grid layout is saved, you can right-click and select Load Layout to load this grid layout or
other saved layouts in the future.

8. Right-click and select Export to Excel from the menu.
L% Listing

E Load Listing

L=y Print Ctrl+P

Export to Excel
B9) Export as HTML

gl Save Layout

{ Load Layout

¥ Refresh Default Layout
éE Hide Columns

§ii Show Columns

Choose Columns

9. Onthe Home tab in Excel, select Filter from the Sort & Filter dropdown. Every column now
includes a dropdown option.

10. Select View > Freeze Top Row. This Best Practice keeps the top row from scrolling out of sight as
you work in the grid.

11. On the Classification filter, select Classified. Using the TCl Job and TCI Dept filters, identify any
missing or incorrect data.

(]
Empowering people who serve the public® 0 0
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B (Select Al
Certhed Admin
Certified Mon-admin
| Clagsifigd

QK Cancel
[sEInSM Insert  Page Layout Formulas  Data Review View Help Q Tell me what you want to do
e -
0 % Calibri -1 -|A A 25, Wrap Text General - - 7 4 2 2 '%Y p
B - - & PxDelete -
Paste | B I === E|Merge &cCenter = $ - % * W9 % Conditional Format as = Sort & Find &
o 4 N e Formatting~ Table -~ Styles~ & Format Filter ~ Select ~
Clipboard I Font L Alignment L Number I} Styles Cells Editing
232 - I Infinite Middle School
A B C D E F G H I

1 Employee ID| ~ |Name - | DAC ~ | Description ~ | Classificati(~-T TCl Job ~ | TClI Dept |~ |[TCIP |~ Sl Job Code |~
226 BA78520 Baum, Adam Visions High School ParaPro Aide Classified 100 200 TRUE 220
227 BH98836 Bhaer, Ted E Visions High School ParaPro Aide SPED Classified FALSE
228 BO94569 Body, Annie Infinite Middle School Health Aide Classified 110 150 TRUE
229 BO54658 Book, Reed A Infinite Middle School ParaPro Aide Classified 100 150 TRUE
230 BO50121 Boye, Ada Business and Finance Services  Paid Sick Time-Classified Classified 0 0 FALSE
231 BY76300 Bye, Ali Visions High School Technology Assistant Classified 125 150 FALSE
232(BY56456 Byke, Rhoda Infinite Middle School |Paid Comp Time Classified 0 0 FALSE
233 CO36833 Coe, Chris Infinite Middle School Aide SPED Classified 120 150 TRUE 200
234 CR23111 Credit, Lina Business and Finance Services  Purchasing Agent Classified 0 0 FALSE
235 CR23111 Credit, Lina Business and Finance Services  Paid Comp Time Classified 0 0 FALSE
236 DR0O1545 D'Rhode, Oliver Visions High School Aide Classified 100 200 TRUE
237 DO14121 Donalds, Mack Nutrition Services Food Service Manager Classified 0 0 FALSE 120
238 EN28951 Ender, Cal Business and Finance Services Bookkeeper Classified 210 990 FALSE
239 ES99498 Ester, Polly Management Information Director MIS Classified 0 0 FALSE
240 EW68732 Ewe, Gladys Infinite Middle School ParaPro Aide SPED Classified 120 150 TRUE

=N ‘ Sheet1 ‘ ® 1 L4

12
13
14

Now, on the Classification filter, select Certified Non-Admin.

Next, select the Description dropdown and type “Teacher” in the filter.

missing the Sl Job Code. (You can also filter on the Blanks on the Sl Job Code filter.)

Empowering people who serve the public®

Select Ok to show only teachers in the spreadsheet. Now you can identify any teachers who are
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SortAto Z
Sort 7o A
Sor] by Colo

edr ¥ -.' I J| 1 I L.
Text Eilters
Teacher

[# (Select Al Search Resuhs)

Add current selection to: fiber
| Teacher &n
| Teacher Band

| Teacher Compafer Somnde

~| Teacher CTE Agriculture

¥ Teacher CTE Consiruction

~| Teacher ELL
¥ Tescher Gifted
¥ Teacher Grade |

RN Insert  Page Layout  Formulas  Data Review View Help Q Tell me what you want to do
LS — =_lw. | = L_\ - Z-A p
! tD % - Calibri | == & 28 Wrap Text General . - ‘:J @ SxDelete « 1]~ SZ:; -~
aste === ) «0 o0 Conditional Format as o of in
~ EERUA Q- s T= Mgy = $ "85 E w0 Formatting - Table - Styles - [ElFormat- & - Filter = Select =
Clipboard 1% Font n Alignment ~ Number ~ Styles Cells Editing ~
158 - b3 -
A B C D E F G H I J -
1 Employee D - Name ~ | DAC ~ | Description T Classificati(-T | TCl Job| ~ | TCl Dept | ~ | TCIP ~|SlJob Code | ~
17 ANG9874 Anthemum, Chris Capital City Elementary School Teacher Grade 3 Certified Non- 0 0 FALSE
18 AN69874 Anthemum, Chris Capital City Elementary School Teacher Grade 3 Certified Non- 0 0 FALSE
20i AR58963 Aritan, Sam Capital City Elementary School Teacher Grade 3 Certified Non- 0 0 FALSE
21 |AS47897 Asday, Claire Infinite Middle School Teacher Sped MMR Certified Non- 0 0 FALSE 800
25: BI63852 Birthday, Abby Visions High School Teacher Reading Certified Non- 0 0 FALSE 160
31i BO58592 Book, Rita Capital City Elementary School Teacher Kindergarten Certified Non- 0 0 FALSE 100
35 [BR84563 Bridge, George W Infinite Middle School Teacher Grade 7 Math Certified Non- 0 0 FALSE
36 VE52526 Bye, Betty Visions High School Teacher Home Ec Certified Non- 0 0 FALSE 160
40 |CA56777 Cake, Patti Capital City Elementary School Teacher Grade 3 Certified Non- 0 0 FALSE
41 |CA65123 Camp, Summer Visions High School Teacher Music Certified Non- 0 0 FALSE 150
46 | CA89798 Case, Justin Infinite Middle School Teacher SPED Resource Certified Non- 0 0 FALSE
49 | C020152 Com, Dot Visions High School Teacher Art Certified Non- 0 0 FALSE
53: DE58528 Delawn, Moe Capital City Elementary School Teacher Grade 1 Certified Non- 0 0 FALSE 120
57 |DE63423 DeMann, Hugh Infinite Middle School Teacher Grade 7 Lang Arts  Certified Non- 0 0 FALSE
58 |DO16216 Dors, Patty O Infinite Middle School Teacher Grade 7 Soc Studies  Certified Non- 0 0 FALSE l:l -
Py Sheetl [ (3 . R

The purpose of this grid layout is to review employee Work Calendar information including Start/End
Dates, Start/End Pay Periods.

1.

In the Filter Criteria, choose Position for Pay Type and Filled for Vacancy Status and select Apply
Selection to get every position on the grid.

NOTE You can also filter the grid by the Open or Closed Status depending on the focus of your
data validation.

Empowering people who serve the public®
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BEST PRACTICE Populate the grid with data before creating grid layouts.

Fitar Cnteria
Emolovea: | ] Emolves ID: 1 Coriol Code: | Start Penod: L
Groun: [ =1 Stans: &l ] Dac &l *] EndPaiiod: L Apply Selection
Descriotiors | 21 Pav Teoe Pasition ‘acancy Stabus: |Filed Clear Selection
Wiew: [Fasitionz & Pay Z e [moammmrmrnrmon
wiork Calendar. | ~] [[]Show Hes Documerts [ LUngenesated [¥] Show Substitutes [ ] Next ‘Yes Aml.
[ Position and Pay Records
[ [Record D [Pay Type [ Cantral Code |pac | Depanment | Pas]:on Type [ Description [FTE

2. Once the datais in the grid, arrange the columns in the following order, from left to right:

1. Employee ID
Name

DAC
Descripition
Pay Basis

Pay Method
Work Calendar

Start Date

W O N v kW

End Date
10. Start Period
11. End Period

12. Position Days

Highlight the 12 columns. Right-click and select Show Columns to limit the grid to 12 columns of

data.

4. Setyour cursor in one of the Work Calendar fields. Right-click and select A to Z Sort Ascending.
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W FUELINGCONNEC TEDCOMMUNITIES

S| e
:ll.t.ﬂhcﬂt.aﬁ I =i Crrlwmalt: [ = Foanbel Mo I — I =PTSRS R p— |
B T =1 Ghane e = nae e =1 FedPaint [ =1 [ Apply Selection
Paenringiows | i Ou Toes [Prstinn 3 VaersneiCiabw [Filed =] Ciea Sekecion
Uimiar IPrcitione & Pan X1 Arceamtb | ST e—
Work Calendar [ =i ["] Show Has Documents ["] Ungenerated [¥/] Show Substitutes  [] Next Year Amt,
Position and Pay Records
Employee ID | Name DAC iphi Pay Basiz | Pay Method Work Calendar StartDate | EndDate | Start Pay End | Position Daps &
¥ FBA7E520 Elsum, Adam Wisions High School | ParsPro Aide S dlary Work Agreement | 180 Day Teach 21 Pay B 8/9/2018 | 5/18/2019 400 2400 160 E-
|_|BH38836 Bhaer. TedE | Visions High School | ParaPro Aide SPED | Salary Work Agreement | 180 Dap Teach 21 Pay B | 8/9/2018 | 5/18/2019 400 2400 180
| |Ble3g52 Biithdlay, Abby | Visions High School | Teacher Feadng | Salary Work Agreement | 180 Dap Teach 21 Pay B | 8/9/20018 | 61872008 400 2400 160
|| BO54658 EBiook, ReedA | Infinite Middle School | ParaPro Aide Salary ‘work Agreement | 180 Dap Teach 21 Pay B | 8/3/218 | 5A18/203 400 2400 180
| |VES2526 Bye, Batty igions High School | TeacherHome Ec | Salary Work Agreement | 180 Day Teach 21 Pay B | 8/9/2018 | 518/20019 400 2400 160
|| Cag5123 Camp. Summer | Yizions High School | Teacher Music Salany Wwork Ageement | 180 Day Teach 21 Pay B | 8/9/2018 | 5M18/2019 400 2(.00'15]
CO36833 Coe, Chris Infinite Middle School | Aide SPED 5 alary Work dgreement | 180 Dap Teach 21 Pay B | 8/9/2018 | 5/18/2019 400 2400 160
|_|Cozms2 Com, Dot Wisionz High Schoal | Teacher At Salary ‘Work Agreement | 180 Day Teach 21 Pay B | 8/9/218 | 5418/20M9 400 2400 160
DRO1545 D'Rhode, Oliver | Visions High School | Aide 5 alary ‘Wwork dgreement | 180 Dap Teach 21 Pay B | 8/9/2018 | 5/18/20M9 400 2400 180
|| Dw2s036 Dwops, ‘Wayne | Infinite Midde School | Teacher Home Ec | Salary Work Agreement | 180 Dap Teach 21 Pay B | 8/9/218 | BA18/208 400 2400 160
|| FR45245 Frez. Bjom Infinite Middle School | Ade S alary ‘Wwork Agreement | 180 Dap Teach 21 Pay B | 5/9/2018 | 518/20M3 400 2400 180
|| Fueszi Funt, Ella Capital City Elementan | Libratian S alary Work Agreement | 180 Dap Teach 21 Pay B | 8/9/218 | 5/18/2M9 400 2400 180
FLIE5211 Funt, Ella Infinite Middle Schaol | Libraian S alary ‘Wwork Agreement | 180 Day Teach 21 Pay B | 5/9/2008 | 518/209 400 2400 160
|JLE22233 League, lvy Wigionz High School | Counselor Salary Work Agreement | 180 Dap Teach 21 Pay B | 8/9/2018 | 5/18/20M9 400 2400 180
| |Ll44565 Lifeboats, Mandy | Capital City Elementan | Heakh Aide Salary Work Agreement | 180D ay Teach 21 Pay B | 8/9/2018 | BA8/2019 400 2400 160
|| LI44555 Lifeboats, Mandy | Infinite Midde School | Health Aide Salary ‘work Agreement | 180 Day Teach 21 Pay B | 8/9/2018 | 5/18/2M9 400 2400 180
ME1Z2344 b eter, Mily “igions High School | Library Assistant Salary Work Agreement | 180 Day Teach 21 Pay B | 8/9/218 | 511872019 400 2400 160
T .l:i‘f’“nl.ld blite Nirah Wizinne Hinh Schnnl | Taaches SPEN Reer | Salan \fork Ameement 1AM Nan Teach 21 Pag R IRA2ME TRARSMS 4nn 2400160 S bl

5. You grid layout is now ready to save. Right-click and select Save Layout.

6. Name the grid and mark the Save Grid Filter and Sort checkbox.

7. Select Public as the Visibility option.

These settings ensure the next time you load this layout, the grid shows only the 12 columns desired and
sorted in ascending order by Name. This grid layout is also accessible to other users who have access to
this window.

Information

Grid Narne: \erify Wark Calendar Information
[¥] Save Gnd Layout Wisibility:
[+] Save Gnd Fiter and Sort

LCancel

Help

Now that the grid layout is saved, you can right-click and select Load Layout to load this grid layout or
other saved layouts in the future.

8. Right-click and select Export to Excel from the menu.
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% Listing

E' Load Listing
Z Print

Export to Excel
B9 Export as HTML

Ctrl+P

Save Layout

{ Load Layout

¥ Refresh Default Layout
[ |

L E Hide Columns

9. Onthe Home tab in Excel, select Filter from the Sort & Filter dropdown. Every column now
includes a dropdown option.
10. Select View > Freeze Top Row. This Best Practice keeps the top row from scrolling out of sight as

you work in the grid.

The example below shows the 260 Day Actual Work Calendar has been selected and there are two
employee records that don’t look right. A teacher is not normally on an Actual Work Calendar and a
Custodian would not have a Start Period of 10 when their Start Date is 7/1/2018.

“ Home

Data

Q Tell me what you want to do

Insert  Pagelayout Formulas Review View Help

e ——— - -~ Z-ay O
L 0 e Calibri 1 General . . @ %“ TxDelete - | [3]- SZY& L
te B €0 00 oy
N 81U~ S ting- Table- Syles-| EFomats | & - GO L
Clipboard = Font K1 Alignment ] Number M Styles Cells Editing ~
287 - f- | PE70040 -
A B C D E F G H I J K L -
1 |Employ ~ |Name - |DAC ~ | Description ~ |Pay Be ~  Pay Methc - | Work Calend:-T | StartDate ~ |EndDate - |Start P - | End P& - | Position Day ~
87 [PE70040 lBaII, Crystal Capital City Elementary S Student Security Aidc Hourly ~ Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
88 BAG66678 Barr, Candi Substitute Services Substitute - Classifie Hourly  Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
89 BL46583 Blinds, Minnie Transportation Substitute - Classifie Hourly ~ Time Card 260 Day Actual 7/1/2018 &/30/2019 1.00 27.00 260
90 |BO50121 Boye, Ada Nutrition Services Food Service Worke(Hourly  Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
91 BR74311 Bridge, Brooke Lyi Capital City Elementary S Substitute - CertifiectHourly Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
92 BU45644 Bull, Terry Capital City Elementary S Substitute - -Certifie Hourly ~ Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
93 BU20004 Bus, Misty Nutrition Services Food Service Workel Hourly  Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
94 BY56456 Byke, Rhoda Infinite Middle School ~ Administrative Asst Hourly Time Card 260 Day Actual 7/1/2018 &/30/2019 1.00 27.00 260
95 (CA56777 Cake, Patti Capital City Elementary S Teacher Grade 3 Hourly Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00  27.00 260
96 (CA48159 Catraz, Al Maintenance Services Custodian Hourly Time Card 260 Day Actual 7/1/2018 6/30/2019 10.00 27.00 260
97 |CHO1564 Choke, Artie Infinite Middle School Substitute - -Certifie Hourly ~Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
98 (CR21001 Creme, Chris P Transportation Substitute - Classifie Hourly  Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
99 CU77887 Cue, Barbie Nutrition Services Food Service Worke|Hourly ~ Time Card 260 Day Actual 7/1/2018 &/30/2019 1.00 27.00 260
100 DA78021 Dactul, Terry Nutrition Services Substitute - Classifie Hourly ~ Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260
101 DA41140 Day, May Capital City Elementary S Substitute - -Certifie Hourly ~ Time Card 260 Day Actual 7/1/2018 6/30/2019 1.00 27.00 260 |

=

Sheetl [ (&)

4

As you can see, there are many Filter Criteria options in the Employee Positions and Pay grid that allow
for data validation.
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