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We

,_%w Checklist — Bank Reconciliation

In WebSmart:

e Go to Finance > Banking & Receipts > Reconciliation
e Select © Create Bank Statement
e Enter/Verify the following information:

0 Banking Account — when selecting the banking account, the Statement Date,
Period, and Starting Balance will automatically populate according to the last

reconciled bank statement
o Statement Date — Verify accuracy or enter statement date
o Period - Verify accuracy or change as needed

= Period To - allows transactions up to this date to be pulled into the bank

reconciliation to help minimize errors. Transactions after this date will not

be included in the bank reconciliation.
o Ending Balance — Enter the ending balance from the bank statement

| Bank Statement

Transactions subsequent

o | to this date will not be
Banking Account: | I s pulled into the banking
* Statement Date: | = | reconciliation process

J

* period: | 11/1/2012 | ™4 | To |11f30,v’2012 |/5v-| |

Difference 0.00

Balances /’
Starting Balance 3§ 643,182.67 ] 1
Enter from physical
S— * bank statement ’
Net Change % -210,922.56 6
$

e Select Clear Withdrawals

[ Sawve ) cCancel | _\\

Select to clear
withdrawals and
| Clear Withdrawals other debits

Clear Deposits

General Information

11/30/2012 | 25
* Period:  [11/1/2012 = o [11/30/2012 | =

Balances
[
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e Clear individual checks, electronic payments, and bank transfers by checking the box in
the CLR column to the right of the Amount

Cleared Withdrawals and Debits ﬁ Clear Range

Page Size: 10 -

Reference 4 ‘ Date | Memo ‘ nmuunt| CLR
10262 11/15/2012 Insect Lore £57.96

e Clear a range of (consecutive) checks
o Click © Clear Range

Cleared Withdrawals and Debits Q Clear Range
-
Page Size: 10 ¥ select to clear a
Reference 4 | Date ‘ Memo range Of Consecutlve | Amnunt‘ CLR
checks
10262 11/15/2012  Insect Lore \ j £57.96

e Enter Range Begin — the beginning check number to clear
e Enter Range End — the ending check number to clear

Cleared Withdrawals and Debits

F 4 Y L ]
enter check &4 undate |° Cancel

* Range Begin: numbers and
* Range End: | 10269| | % select Update

Clear Withdrawals screen shot

Summary

Starting Balance $ 643,182.67 Credits % 403,023.51

Ending Balance % 432,260.11 Debits % 513,946.07

Net Change % -210,922.56 Cleared ﬂmMElD,QEE.SG
Difference % 0.00 / \

As transactions are
cleared, WebSmart

Cleared Withdrawals and Debits ﬁ Clear Range

Page Size: 10 ¥ updates the reconciled

Reference 4 | Date Memo DEb".S Amount | CLR
10262 11/15/2012 Insect Lore £57.96
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e Select Clear Deposits
L Save )[; Cancel
Select to clear
General Information
deposits and other
Clear Withdrawals CrEdltS v
Clear Deposits wr]
Balances

o Clear all deposits, within the specified date range, by checking the box in the CLR

column to the right of the Amount

Cleared Deposits and Credits

e

3\

(select to clear deposits

| Amount | CLR

Page Size: 10 ¥

Reference | Date Memo

DEPO0O1291  11/23/2012  FSP-Foundation Formul
DEPOD1435 11/7/2012 Credit for Sales Tax Ch

and other credits

QO

el

$221.51

Page 1of1 w 0 0

Clear Deposits Screen Shot

Summary
Starting Balance % 643,182.67
Ending Balance % 432,260.11
Net Change % -210,922.56
Difference % 0.00

Cleared Deposits and Credits

Page Size: 10 ¥

Reference | Date Memo

DEPO01221  11/23/2012  FSP-Foundation Formu

Credii‘sf % 403,023.51
Debi % 613,946.07
Cleared A nt 3% -210,922.56

\

As transactions are

cleared, WebSmart
updates the reconciled

Amount | CLR

Credits

DEPD01435 11/7/2012 Credit for Sales Tax C& oo

$402,802.00

$221.51

@ 0 Page 1of1 « 0 0
e Verify the difference equals zero
[ Summary / _\
Starting Balance k3 543,182.67 a reconciled bank 403,023.51
Ending Balance % 432,260.11 statement will show a 613,946.07
Met Change 3 -210,922.56 zero difference -210,922.56
| Difference % 0.00 4 |
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e Select Save

*Notes:

If the cleared deposit items do not balance, for example, due to bank interest, you
will need to go to Finance > Banking & Receipts > Bank Receipts and add a
receipt to clear on the Reconciliation. (WATCH YOUR DATES!)

If the cleared withdrawals items do not balance, for example, due to a bank
charge, you will need to go to Finance > Banking & Receipts > Bank Charges

and add a bank charge to clear on the Reconciliation. (WATCH YOUR
DATES!)

Review Banking Sections

After reconciling the bank statement, go to the following sections to verify all the month’s
transactions have been cleared.

e (o to Finance > Banking & Receipts
0 Go to Receipts

= Verify all receipts have been cleared for the month to ensure there are not
any duplicate entries. If there are, delete duplicates.

Receipts

//' "\\ @ Create Receipt 1

Page Size: 10 ¥ Query: Uncleared Receipts

verify all receipts have been

cleared for the month
\K Page1of1 - 0 0

0 Go to Banking Transfers

= Verify all banking transfers have been cleared for the month to ensure
there are not any duplicate entries. If there are, delete duplicates.

Mo Receipts Found

Banking Account Transfers

ﬁ Create Transfer
e B
Page Size: 10 ¥ Query: Uncleared Transfers - [

verify all banking transfers
have been reconciled for the
month

No Banking Account Transrere

0 Pagelof1 * 0 0
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0 Go to Bank Charges
= Verify all banking transfers have been cleared for the month to ensure
there are not any duplicate entries. If there are, delete duplicates.

@ ‘\
Bank Charges Ve ™, ﬁ Create Bank Charge

Page Size: 10 ¥ Query: Uncleared Bank Charges « Verify a" bank Charges
have been reconciled for

\K the month
0 Page 1of1 w o 0

MNo Bank Charges Found
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Compare Register to Ledger

AFTER reconciling your bank statements in Websmart at Finance > Banking & Receipts >
Reconciliation, run the Banking Account Reconciliation report to review your records for
accuracy and print for your records.

e Go to Finance > Reports > Banking
e Select the Banking Account Reconciliation report
e Enter the parameters as indicated below in order to generate the appropriate banking
account reconciliation by selecting the following criteria:
0 Banking Account — select the appropriate banking account
o Effective Date — The effective date is a very important parameter, which is
defined as the last date of the completely RECONCILED bank statement. For
this example, we are looking at the March reconciliation; therefore, 3/31/2011 is
entered as the effective date.
0 Report Type - select Detail
0 Select Run Report

Finance Reports

Report™ | Eanking Account Reconciliation |+

Parameters

NOTE: The effective

Banking Account | opERATING ACCOUNT v date is defined as the
Effective Date =ty < last day of the month
) for the reconciled
Report Type v statement.

Export Data To Excel I

[ j:f_. Run Report

B R R R R R R R R S R R R R R AR AR R R R R R AR R R R R R R R R R AR R R R AR AR R R R R R AR A R R R R R R R R R R AR R R R R R R R R R e e

NOTE: Again, the effective date is very important when defining parameters to extract your
reports. Be sure to watch the dates carefully in the bank reconciliation, especially if you have a
quarterly statement to reconcile. You’ll need to ensure the dates are correct for the quarter in the
bank reconciliation, and when generating this report, be sure to enter the last date of the quarterly
statement. For example, if you are reconciling a bank statement for the 1* quarter, the bank
statement reconciliation dates will be 1/1/2011 to 3/31/2011; however, when generating the
Banking Account Reconciliation Report, you’ll enter the effective date as 3/31/2011.

B o o e o R R A R R AR R R R R R AR R R S R R R R R AR R R R R AR R R R AR R R S R R R R R R R R R S R R R R R R R R R e e
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When selecting the Banking Account Reconciliation report, you will find the following reports
combined into one printout.

Banking Account Reconciliation
Cleared Register Items
Uncleared Transactions Detail
Outstanding Ledger Detail
Balances By Code

For further information on each report, see the detailed information below. You will be able to
look at each of the following reports to locate the totals on the summary sheet.

e Banking Account Reconciliation — The first page of the Banking Account
Reconciliation report includes a summary of the reconciled transactions. Looking at the
example on the next page, the first three headers indicate the following: Bank
Reconciliation + Outstanding = Expected Ledger. These columns indicate the total
transactions included in the register. The ending balance of the Expected Ledger is what
is expected to balance to the Ending balance of the Actual Ledger. The Actual Ledger
includes ledger transactions within the specified date range. If there is a difference, which
needs to be addressed, this will be found in the last column. The ending balance of the
Difference should be 0.00.

Starting Balance - the previous bank statement balance from the register

Deposit/Debits — all cleared deposits/debits on the bank reconciliation. The detail for the
transactions is included directly following the summary page.

Withdrawals/Credits — all cleared withdrawals/credits on the bank reconciliation. The detail
for the transactions is included directly following the summary page.

Ending Balance — the sum of the Starting Balance, Deposits/Debits, and Withdrawals/Credits

Diff in

Register &
Register Items Ledger Items Ledger
iliati 10 Thotal Page(s,
Distict £595599 Bank|ng Account Recoficiliation )
OPERATING AECOUNT - EffectiveV03/31/2011 06:24 AM
Recoiiri.ll? ation + QOutstanding = Expected Ledger - Actual Ledger = Difference

Staring Balance $1,674,93717 + 5000 = $1,674937.17 - $1,663,421.78 = $11,515.39
Deposits/Debits $465,856.77 + 518,486.89 = 5484 34366 - $468,90069 = $15,442.97
Withdrawals/Credits ($327,632.19) + (550,027 58) = ($377.659.77) - ($350,701.41) = ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00
WebSmart by JR3 — Finance Revised Jan. 2013
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Cleared Register Items — This report shows all cleared transactions in the register from
the bank reconciliation for the specified date, and indicates the total credits and debits,
which appear on the summary page.

; ot 10 Total Page(s)
District #999959 Banking Account Reconciliation e
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Bank . .
+ = - =
Reconciliation QOutstanding Expected Ledger Actual Ledger Difference
Staring Balance $1,674,93717 + 5000 = $1,674937.17 - $1,663,421.78 = $11,515.39
Deposits/Debits 1 $465,856.77 + 518,486.89 = 5484 34366 - $468,90069 = $15,442.97
Withdrawals/Credits 2 ($327632.19) + (550,027 58) = ($377.659.77) - ($350,701.41) = ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00
DEMO CHARTER A YT
Dickrict #999999 Banking Account Reconciliation 4192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Cleared Register ltems
Transagtion Transaction Credit Debit
Date Referelle Type Memo Amount Amount
311072011 7110 APCHECK WORLDWIDE PEST CONTROL, INC 50.00 $110.00
3102011 7095 APCHECK IKON OFFICE SOLUTIONS 50.00 $371.82
37252011 XFROOO§34 XFRIN ZBA TRANSFER PAYROLL TO OPERATING $1,585.70 $0.00
372872011 DEPO34psT RECEIPT CORRECT AFTERSCHOOL EXPENSE $1,216.49 $0.00
3297201 XFROOOR32 XFROUT ZBA TRANSFER OPERATING TO PAYROLL 30.00 $536.00
3317201 XFROOOQ32 XFROUT ZBA TRANSFER FROM OPERATING TO PAYROLL 50.00 $117,052.70
Credit Total [ $465,856.77 ]
Debit Total $327,632.19
: 1 Tt |
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e Uncleared Transaction Detail — This report shows all outstanding transactions in the
register from the specified bank reconciliation, and indicates the total credits and debits,
which appear on the summary page.

; ot 10 Total Page(s)
District #999599 Banking Account Reconciliation Iaaom
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Bank " _ - .
Reconciliation Outstanding = Expected Ledger - Actual Ledger = Difference
Staring Balance $1674,93717 + $0.00 = $1,674,937.17 - $1,66342178 = $11,515.39
Deposits/Debits 546585677 + 3 51848689 = 5484 34366 - $468,90069 = $15,442 97
Withdrawals/Credits ($327,632.19) + 4 ($50,02758) = ($377.659.77) - ($350,701.41) = ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00
DEMO CHARTER , .

District #599999 Banking Account Reconciliation 2192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM

Uncleared Transaction Detail

Transaction Transaction

Credit Debit
Date Reference Type Mem Amount Amount
B6/26/2009 4256 APPMT SYLVI4ROMO, BEXAR COUNTY TAX ASSESS. $0.00 $164.82
712312009 4297 APPMT TEXASJASSOC OF SCHOOL ADMIN. $0.00 $595.00
3252011 7132 APCHECK LINDAR. SULLIVAN $0.00 $1,605.00
312512011 7138 APCHECK NEWS{-YOU $0.00 53,696.00
312512011 7134 APCHECK MCGRAW-HILL COMPANIES $0.00 $13,451.43
3252011 7137 APCHECK NETOR TECH, NC $0.00 $851.00

Credit Total $18,486.89
Debit Total $50,027.58
3 4
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e OQutstanding Ledger Detail — This report shows all outstanding ledger transactions
within the specified date range and indicates the total credits and debits, which appear on
the summary page. These transactions include check runs, voided payments, journal
entries, receipts, etc, which are included in the ledger balance.

i iliati 10 Total Page(s,
Distict £595599 Banking Account Reconciliation )
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Recoiiri.ll? ation + QOutstanding = Expected Ledger - Actual Ledger = Difference
Staring Balance $1,674,93717 + 5000 = $1,674937.17 - $1,663,421.78 = $11,515.39
Deposits/Debits $465,856.77 + 518,486.89 = 5484 34366 - 5 $468,90069 (= $15,442.97
Withdrawals/Credits ($327,632.19) + (550,027 58) = ($377.659.77) - 6 (5350,701.41) ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 - $1,781,621.06 $0.00
DEMO CHARTER , pra e
Districl #999599 Banking Account Reconciliation 41972011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Outstanding Ledger Detail
Ledger Code Transaction Credit Debit
Date Description Amount Amount
312572011 163-00-1110.00-000-1-00-0-00 Check Run #96: Recording payment $281.80 $0.00
3/320M 211-00-1110.00-000-1-00-0-00 Check Run #87: Recording payment $82.75 $0.00
3/320M 211-00-1110.00-000-1-00-0-00 Check Run #37: Recordinug payment $100.00 - $0.00
3287201 420-00-1110.00-000-1-00-0-00 Cash Xfr #117: Voiding transfer $165.32 $0.00
3281201 420-00-1110.00-000-1-00-0-00 Cash Xfr #118: Voiding transfer 51,216.49 $0.00
3292011 420-00-1110.00-000-1-00-0-00 Cash Xfr #132: Recording transfer $536.00 $0.00
33120M 420-00-1110.00-000-1-00-0-00 Cash Xfr #133: Recording transfer $117,052.70 $0.00
Credit Total $350,701.41 )
Debit Total
6 5
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e Balances By Code — This report indicates a summary of the ledger’s starting and ending
trial balance, which are appear on the summary sheet.

Banking Account Reconciliation

10 Total Page(s)

District #399999 41192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Bank . .
+ = - =
Reconciliation QOutstanding Expected Ledger Actual Ledger Difference

Staring Balance $1,674,93717 + 5000 = $1,674937.17 - 7 $166342178 = $11,515.39

Deposits/Debits $465,856.77 + 518,486.89 = 5484 34366 - $468,90069 = $15,442.97

Withdrawals/Credits ($327,632.19) + ($50,027.58) = ($377,659.77) - (5350,701.41) = ($26,958.36)

Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 8 $0.00

DEMO CHARTER , e x
District #995959 Banking Account Reconciliation 2192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Balances By Code
Code Description Starting Amount | Ending Amount

163-00-1110.00-000-1-00-0-00 CASH AND TEMPCRARY INVESTMENTS ($9,060.96) (59,342.76)
198-00-1110.00-000-1-00-0-00 - - Cash - General Operating ($5,256.74) (55,256.74)
211-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS 545,327.30 $39,278.99
224-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS ($1,990.60) (516,620.79)
240-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS $5,639.37 55,366.74
255-00-1110.00-000-1-00-0-00 CASH AND TEMPCORARY INVESTMENTS 57,275.53 55,434.14
266-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS ($1,826.31) ($12,830.75)
279-00-1110.00-000-1-00-0-00 . - Cash - General Operating 50.00 (5851.00)
283-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS $2,668.92 (52,865.98)
284-00-1110.00-000-1-00-0-00 CASH AND TEMPCORARY INVESTMENTS $634.07 $634.07
285-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS 534.015.96 $34,015.96
404-00-1110.00-000-1-00-0-00 CASH AND TEMPCRARY INVESTMENTS (524,732.85) ($38,027.34)
411-00-1110.00-000-1-00-0-00 CASH AND TEMPORARY INVESTMENTS 57,699.59 55,344.74
420-00-1110.00-000-1-00-0-00 GENERAL OPERATING 51,603,128.50 51,777.541.78

Starting Balance
Ending Balance

$1,663,421.78 |
8

$1,781,621.06

Lock Statement

e Go to Finance > Banking & Receipts > Reconciliation
e Lock Statement — Select the green (unlocked) lock icon & to “lock” the bank
statement. A red (locked) lock icon “ will appear, which indicates, the bank statement

has been processed and completed.

Bank Statements

D Create Bank Statement

Page Size: 3 ¥ Query: Recent Statements +

System ID | Statement Date | Account | Actions

20 11/30/2012 select to lock 5.

15 11/30/2012 Statement & }\__',-'_ e_
18 11/30/2012 O

@ 0 Page 2 of 4 w 0 0

WebSmart by JR3 — Finance
Finance > Banking & Receipts > Bank Reconciliation

Revised Jan. 2013
Page 11 of 11



T
]

W%W Banking Account Reconciliation Reports

AFTER reconciling your bank statements in Websmart at Finance > Banking & Receipts >
Reconciliation, there is a new Banking Account Reconciliation report available to review your
records for accuracy and print for your records.

Finance > Reports > Banking
Enter the parameters as indicated below in order to generate the appropriate banking account
reconciliation by selecting the following criteria:

Banking Account — select the appropriate banking account

o Effective Date — The effective date is a very important parameter, which is defined as the
last date of the completely RECONCILED bank statement. For this example, we are
looking at the March reconciliation; therefore, 3/31/2011 is entered as the effective date.

e Report Type — select Detail

e Select Run Report

Finance Reports

Report™ | Eanking Account Reconciliation

Parameters

NOTE: The effective

Banking Account | OPERATING ACCOUNT ¥ date is defined as the
Effective Date ry < last day of the month
for the reconciled
Report Type “w statement.

Export Data To Excel O

[ 5.-?_' Run Report

*hhkhkAhhkhkAhhkhkkhhkhkkhhhkhhhkkhhhkhhhkhhhkkhhhkhhhkhkhkhkhkhhkhkkhhkhkhhkhkkhhhkkihhhkkhhhkkihhkkhhhkkhhhkkhkihkkhihkkhihkiiikk

NOTE: Again, the effective date is very important when defining parameters to extract your
reports. Be sure to watch the dates carefully in the bank reconciliation, especially if you have a
quarterly statement to reconcile. You’ll need to ensure the dates are correct for the quarter in the
bank reconciliation, and when generating this report, be sure to enter the last date of the quarterly
statement. For example, if you are reconciling a bank statement for the 1% quarter, the bank
statement reconciliation dates will be 1/1/2011 to 3/31/2011; however, when generating the
Banking Account Reconciliation Report, you’ll enter the effective date as 3/31/2011.

*hhhhkhkhkhkhkkhhhhhhhkhkhkhkkhkhhirrhhhkhkhkhhrhrrrhhhkhkhkhhhirrhhhhkhkhhhrrrhhhhhhhiiiriiikhkhiix
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When selecting the Banking Account Reconciliation report, you will find the following reports
combined into one printout.

Banking Account Reconciliation
Cleared Register Items
Uncleared Transactions Detail
Outstanding Ledger Detail
Balances By Code

For further information on each report, see the detailed information below. You will be able to
look at each of the following reports to locate the totals on the summary sheet.

e Banking Account Reconciliation — The first page of the Banking Account
Reconciliation report includes a summary of the reconciled transactions. Looking at the
example on the next page, the first three headers indicate the following: Bank
Reconciliation + Outstanding = Expected Ledger. These columns indicate the total
transactions included in the register. The ending balance of the Expected Ledger is what
is expected to balance to the Ending balance of the Actual Ledger. The Actual Ledger
includes ledger transactions within the specified date range. If there is a difference, which
needs to be addressed, this will be found in the last column. The ending balance of the
Difference should be 0.00.

Starting Balance — the previous bank statement balance from the register
—— Deposit/Debits — all cleared deposits/debits on the bank reconciliation. The detail for the
transactions is included directly following the summary page.
— Withdrawals/Credits — all cleared withdrawals/credits on the bank reconciliation. The detail
for the transactions is included directly following the summary page.
—— Ending Balance — the sum of the Starting Balance, Deposits/Debits, and Withdrawals/Credits

Diff in
Register &
Register Items Ledger Items Ledger

iliati 10 Tptal Page(s,

Distict 5599999 Bank|ng Account Recofyciliation )

OPERATING ABCOUNT - EffectiveV03/31/2011 06:24 AM

Recoiiri.ll? ation Qutstanding = Expected Ledger - Actual Ledger = Difference

Staring Balance $1,674,93717 + 5000 = $1,674937.17 - $1,663,42178 = $11,515.39

— Deposits/Debits $465,856.77 + $18,486.89 = 5484 34366 - 546890069 = $15,442.97

P> \Withdrawals/Credits ($327,632.19) + ($50,027 58) = ($377.659.77) - ($350,701.41) = ($26,958.36)

> Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00
WebSmart by JR3 — Finance Revised 04/19/2011
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o Cleared Register Items — This report shows all cleared transactions in the register from
the bank reconciliation for the specified date, and indicates the total credits and debits,
which appear on the summary page.

; ot 10 Total Page(s)
District #999999 Banking Account Reconciliation e
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Bank . .
+ = - =
Reconciliation Qutstanding Expected Ledger Actual Ledger Difference
Staring Balance 51,674,937 17 + 5000 = $1,674937.17 - $1,663,42178 = $11,515.39
Deposits/Debits 546585677 + $18,486.89 = 5484 34366 - 546890069 = $15,442.97
Withdrawals/Credits ($327,632.19) + ($50,027 58) = ($377.659.77) - ($350,701.41) = ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00
DEMO CHARTER B e e
Dickrict #999999 Banking Account Reconciliation 4192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Cleared Register ltems
Transadtion Transaction Credit Debit
Date Referenge Type Memo Amount Amount
311072011 7110 APCHECK WORLDWIDE PEST CONTROL, INC 50.00 $110.00
3102011 7095 APCHECK IKON OFFICE SOLUTIONS 50.00 $371.82
3252011 XFROOOJ34 XFRIN ZBA TRANSFER PAYROLL TO OPERATING $1,585.70 $0.00
372872011 DEPO34psT RECEIPT CORRECT AFTERSCHOOL EXPENSE $1,216.49 $0.00
3297201 XFROOOY32 XFROUT ZBA TRANSFER OPERATING TO PAYROLL 50.00 $536.00
3317201 XFROOOY33 XFROUT ZBA TRANSFER FROM OPERATING TO PAYROLL 50.00 $117,052.70
Credit Total [ $465,856.77 ]
Debit Total $327,632.19

1 1 2

|
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e Uncleared Transaction Detail — This report shows all outstanding transactions in the
register from the specified bank reconciliation, and indicates the total credits and debits,
which appear on the summary page.

; i 10 Total P
District #999999 Banking Account Reconciliation ota Pagets)
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Recoi?:ri.ll? ation + Outstanding = Expected Ledger - Actual Ledger = Difference
Staring Balance §1,674,93717 + 50.00 = $1,674,937.17 - $1,66342178 = $11,515.39
Deposits/Debits $465,856.77 + 3 $18,486.89 = 5484 34366 - 546890069 = $15,442.97
Withdrawals/Credits ($327,632.19) + 4 ($50,027.58) = ($377.659.77) - ($350,701.41) = ($26,958.36)
Ending Balance: $1,813,161.75 - ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00
DEMO CHARTER , o
District #599999 Banking Account Reconciliation 2192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
l Uncleared Transaction Detail
Transaction Transaction Credit Debit
Date Reference Type Mem Amount Amount
B/26/2009 4256 APPMT SYLVIQROMO, BEXAR COUNTY TAX ASSESS. 50.00 $164.82
712312009 4297 APPMT TEXASIASSOC OF SCHOOL ADMIN. $0.00 $55.00
3252011 7132 APCHECK LINDA L. SULLIVAN $0.00 $1,605.00
312512011 7138 APCHECK NEWSE-YOU $0.00 53,696.00
312512011 7134 APCHECK MCGRAW-HILL COMPANIES $0.00 $13,451.43
372512011 7137 APCHECK NETORTECH, NC $0.00 $851.00
Credit Total $18,486.89
Debit Total 3 $50,027.58
a4
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e OQutstanding Ledger Detail — This report shows all outstanding ledger transactions
within the specified date range and indicates the total credits and debits, which appear on
the summary page. These transactions include check runs, voided payments, journal
entries, receipts, etc, which are included in the ledger balance.

A i 10 Total Page(s)
District #999999 Banking Account Reconciliation e
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Bank . - = P
Reconciliation + Qutstanding = Expected Ledger - Actual Ledger = Difference
Staring Balance $1,674,93717 + 5000 = $1,674937.17 - $1,663,42178 = $11,515.39
Deposits/Debits $465,856.77 + $18,486.89 = 5484 34366 - 5  $468,90069 ;= $15,442.97
Withdrawals/Credits ($327,632.19) + ($50,027.58) = ($377,659.77) - 6 (5350,701.41) ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 $0.00

DEMO CHARTER

Districl #999599 Banking Account Reconciliation 41972011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Outstanding Ledger Detail

Ledger Code Transaction Credit Debit
Date Description Amount Amount
37252011 163-00-1110.00-000-1-00-0-00 Check Run #96: Recording payment $261.80 $0.00
3/320M 211-00-1110.00-000-1-00-0-00 Check Run #87: Recording payment 58275 $0.00
3/320M 211-00-1110.00-000-1-00-0-00 Check Run #387: Recording payment $100.00 - $0.00
3287201 420-00-1110.00-000-1-00-0-00 Cash Xfr #117: Voiding transfer $165.32 $0.00
3281201 420-00-1110.00-000-1-00-0-00 Cash Xfr #118: Voiding transfer 51.216.49 $0.00
3292011 420-00-1110.00-000-1-00-0-00 Cash Xfr #132: Recording transfer $536.00 $0.00
331201 420-00-1110.00-000-1-00-0-00 Cash Xfr #133: Recording transfer $117,052.70 $0.00

Credit Total $350,701.41 N
Debit Total $468,900.69
6 5
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e Balances By Code — This report indicates a summary of the ledger’s starting and ending
trial balance, which are appear on the summary sheet.

Banking Account Reconciliation

10 Total Page(s)

District #399999 4192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Bank " - = P
Reconciliation Qutstanding = Expected Ledger Actual Ledger = Difference
Staring Balance $1,674,93717 + 50,00 = 51,674,937.17 7 $1.66342178 = 511,515.39
Deposits/Debits $465,856.77 + 518.486.89 = $5484,343.66 $468,90069 = 515,442.97
Withdrawals/Credits ($327,632.19) + ($50,027 58) = ($377,659.77) ($350,701.41) = ($26,958.36)
Ending Balance: $1,813,161.75 ($31,540.69) $1,781,621.06 $1,781,621.06 8 $0.00
DEMO CHARTER , e x
District #995959 Banking Account Reconciliation 2192011
OPERATING ACCOUNT - Effective 03/31/2011 10:06:24 AM
Balances By Code
Code Description Starting Amount | Ending Amount

163-00-1110.00-000-1-00-0-00
198-00-1110.00-000-1-00-0-00
211-00-1110.00-000-1-00-0-00
224-00-1110.00-000-1-00-0-00
240-00-1110.00-000-1-00-0-00
255-00-1110.00-000-1-00-0-00
266-00-1110.00-000-1-00-0-00
279-00-1110.00-000-1-00-0-00
283-00-1110.00-000-1-00-0-00
284-00-1110.00-000-1-00-0-00
285-00-1110.00-000-1-00-0-00
404-00-1110.00-000-1-00-0-00
411-00-1110.00-000-1-00-0-00
420-00-1110.00-000-1-00-0-00

CASH AND TEMPORARY INVESTMENTS
: - Cash - General Operating

CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
. - Cash - General Operating

CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
CASH AND TEMPORARY INVESTMENTS
GENERAL OPERATING

Starting Balance
Ending Balance

(59,060.96) (59,342.76)
(55,256.74) (55,256.74)
$45,327.30 $39,.278.99
(51,990.60) (516,820.79)
$5,539.37 $5,366.74
57,275.53 55.434.14
(51,826.31) (512,830.75)
$0.00 (5851.00)
$2,668.92 (52,865.98)
$634.07 $634.07
534,015.96 $34,015.96
(524,732.85) (§38,027.34)

$7,699.59 $5,344.74
$1,603,128.50 l 51,777 54178

$1,663,421.78 J

g $1781621.06
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Pay Period

- >
w%w Checklist for Payroll - Monthly @
N2

Check Employees Eligibility for TRS and how name is listed with
TRS on TRAQS Website.

https://oapi.trs.state.tx.us/TRAQS/do/loginPage

Enter NEW employees into WebSmart using TRS naming
convention if applicable

https://oapi.trs.state.tx.us/TRAQS/do/loginPage

Enter Name Changes into WebSmart - Create MD25 Record and
Submit MD to TRAQS

https://oapi.trs.state.tx.us/TRAQS/do/loginPage

Enter Benefit/Deduction changes

Enter Leave Forms

Print Unprocessed Leave Report verify data entry and expected
dock amounts

Calculate any payoffs or additional pay

Gather time sheets

Create Payroll Batch

Enter data - hrly, payoffs, additional pay

Run Payroll Journal - Employee Details

Verify against previous month and verify payoffs and
additional pay

Run Payroll Plan Participation report by Vendor and reconcile
with Vendor invoice

Create Payroll Checks

Print NACHA file and save to desktop

Print payroll checks and direct deposit stubs

Complete Direct Deposit Process with your bank

Post IRS/EFTPS Payment in WebSmart

Pay IRS Payment online

https://www.eftps.gov/eftps/login/logininitial
Must be paid immediately

Post and distribute deduction checks

Some may be paper and some may be online.

TERMINATE employees from WebSmart

Notify Benefit providers of terminated employees or terminate
them online

END OF MONTH

Compile TRAQS files and save

Verify New Employees and Terminated employees appear in
TRAQS Member Data

Run TRS Reports

Submit TRAQS files & complete signatures using TRS Reports

https://oapi.trs.state.tx.us/TRAQS/do/loginPage

Submit TEXNET payments

https://texnet.cpa.state.tx.us/TXN_idlocpwd.asp?
Must be paid by 6" of following month.

Staff Salary

https://seguin.tea.state.tx.us/apps/logon.asp



https://oapi.trs.state.tx.us/TRAQS/do/loginPage
https://oapi.trs.state.tx.us/TRAQS/do/loginPage
https://oapi.trs.state.tx.us/TRAQS/do/loginPage
https://www.eftps.gov/eftps/login/loginInitial
https://oapi.trs.state.tx.us/TRAQS/do/loginPage
https://texnet.cpa.state.tx.us/TXN_idlocpwd.asp
https://seguin.tea.state.tx.us/apps/logon.asp




T

W@L;SgwsTRAQS: Creating an MD25 ~ Demographic Adjustment

When an employee’s demographic information was originally sent through the TRAQS system
incorrectly, you need to create an MD25 — Demographic Adjustment in WebSmart and submit it through
the TRAQS online system to make the correction. We recommend submitting these changes throughout
the month so that the Regular Payroll report won’t reject when you submit the correct information.

Follow these instructions to create an MD25 in WebSmart.

Compliance > State > Texas > TRAQS > Member Data
e Go to Compliance > State > Texas > TRAQS > Member Data

e Select the Month in which you are reporting the change
e Select the Year in which you are reporting the change
o Select € Create TRAQS File

TRAQS Member Data

Submission Details

@ Create

TRAQS File

Month: May w

Year: 2011 |»

e Select the Q (manage icon) on the MD25 file

TRAQS Member Data

Submission Details

Month: May L

Year: 2011 |»

Reference ID: 169

Record Type ‘ ‘ Manage ‘ Record
MO0 - Lead Record MD00
MD20 - Demographic Record 9 MD20
MD25 - Demographic &djustment @ MD25

WebSmart by JR3
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° SeIect@ Add Record

Demographic Adjustment: MD25 #| Return to File Manager
The records below represent the data set that will be reported as TRAQS MD25 records.

Records @ Add Record I
Page Size: |10 | Query: | All Records w

Mo Records To Report

Al A IBICIDIEIEISIHILIIIIEILIMIN |2 IEIQ[R |

|t

[T IU ¥

I
0 0 Page 1 of 1 % 0 0

Ir1

W | X |

1=

Enter the Employee’s Original Information (as it was originally reported to TRAQS)

This information is to help the TRAQS system identify their records in the system. This information is
bordered in the red box as indicated on the example screen shot on the following page.

e Enter the employee’s Original Member Identification Number (the employee’s social security
number without the dashes)

e Enter the employee’s Original Date of Birth

e Enter the employee’s Original Last Name

e Enter the employee’s Original First Name

e Enter the employee’s Original Generation Code, if applicable

e Enter the employee’s Original Middle Initial, if applicable

Enter the Employee’s Corrected Information

This information indicates to the TRAQS sytem which areas need to be corrected. For example, if the
employee’s date of birth was incorrect, you will only enter the corrected date of birth in the New Date
of Birth field. This information is bordered in the green box on the example screen shot on the following

page.

Again, only update what needs to be corrected.

WebSmart by JR3 Revised 06/11
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IDenwgraphic Adjustment: MD25 #*| Return to File Manager

The records below represent the data set that will be reported as TRAQS MD2S records.

Records

&Y Uupdate 0 Cancel
1585MD23 501010001 5
Field Name | Value Description

Retirement Plan Number: 1985

Record Type: MD25

Original Member Identification Number: 999999999 Do not use "-"

Original Member Identification Code: =

Original Date of Birth: 05/28/1941

Original Gender Code: F - Female L

Original First Name: Jane

Original Last Name:

Original Generation Code: Mone |

Original Middle Initial:

New Last Name: [ pelete?
New First Name: l:l [ pelete?

Mew Generation Code: None | D Delete?

Mew Middle Initial: l:l [ pelete?

Mew US Citizen Code: Mo changs...

|

<

New Member Identification Number:

|

New Member Identification Code:

New Date of Birth:  [05/21/1541] | =]

New Gender Code: None provided... w

e Once you are satified with the correction, select Update
e Select Return to File Manager to return to the main TRAQS Member Data screen

Demographic Adjustment: MD25 [ #| Return to File Manager

The records below represent the data =et that will be reported as TRAQS MD25 records.

Records @ Add Record
Page Size: |10 % | Query: | All Records w

ID | Name | Actions
31 Coe, Jane i 0

Al TA[BEICIDIEIEIS |HIL]]IE

-
=
1=
o
o
o
=
I
-
=

v W ix|Y|z

0 0 Page 1 of 1 » 0 0
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unchecked, and will uncheck all boxes below it.

Select the check box in the heading field. Once you click the check box, the box will be

TRAQS Member Data

Submission Details

Month: Mavy w
Year: 2011 |
Reference ID: 36

Record Type

‘ Manage ‘Recnrd

After unchecking the heading box, select the following. To report demographic changes, other

than at the usual time, you only want to send the Lead Record and the MD25.

e Check the box for MD0OO — Lead Record
Check the box for MD25 — Demographic Adjustment

Select Create File

TRAQS Member Data

Submission Details

Month: May w
Year: 2011 |»
Reference ID: 169

Record Type | F ‘ Manage | Record
MD00 - Lead Record MDOD
MD20 - Demographic Record [F] @ MD20
MD25 - Demographic Adjustment @ MD25
MD30 - Address O () MD30
MC40 - Contract and FPosition 1 @ MD40
MD45 - Contract and Position Adjustment [F] @ MD45
MOS0 - Termination O & MDS0

CREATE FILH

The file will open up in Notepad — save it to your desktop
Send the file through TRAQS

WebSmart by JR3
TRAQS — Creating MD25 — Demographic Adj
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TRAQS: Creating an MD30 ~ Address Change

w@.bsmﬁw JR3

When an employee’s address changes, you need to remember to report an MD30 — Member Data
Address Record through TRAQS. Follow these instructions to create an MD30 in WebSmart.

Finance > HR > Staff Manager

e Go to the employee’s record by selecting the &/ (edit icon)

e Change the employee’s address on the Core Demographics tab

e Select the employee’s Service Record

e Change the employee’s Payroll Begin Date to reflect the TRAQS reporting month in which you
wish to report the MD30

e Select Update

e Repeat these steps for each employee with an address change

Service Records

* Instructional Period:

2010-2011 School Year

E Update 0 Cancel

Payroll Begin:

|;. 1/2011 | =

* Institution: NYCQS Charter School - Test
Authorized to Teach?
Contract
© B = * End: b5 |
* Primary Position: Teacher/Full-Time Librarian * Percent of Day:
Contract Type: 190 Cay i * Pay Step: I:l
* Length (Days): 150 # of Stub Days: I:l

MNumber of Checks: 1

Compliance > State > Texas > TRAQS > Member Data

e Select the Month in which you are reporting the change

e Select the Year in which you are reporting the change
o Select @create TRAQS File

TRAQS Member Data

Submission Details

€) create TRAQS File

Year: 2011 |»

Month: May w

e Select the Q (manage icon) to verify employees will be generated in the MD30 file

WebSmart by JR3
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TRAQS Member Data

Submission Details

Month: May e
Year: 2011 |»

Reference ID: 36

Record Type ‘ ‘ Manage ‘ Record
MD00 - Lead Record MD00
MD20 - Demographic Record @ MD20
MDZ5 - Demographic Adjustment @ MD25
MD30 - Address MD30

e Verify employees’ MD30 record by selecting the & (edit icon)

e Select Return to File Manager to return to the main TRAQS Member Data screen

Address Record: MD30

#*| Return to File Manager

The records below represent the data =et that will be reported a=s TRAQS MD30 records.

Records I
Page Size: |10 % | Query: |All Records ha

Name |Actions|
Arguello, Claudia E \_L

Lee, Andrea 5

Al |A|IBICIDIEIEIGIHILIIIEILIM N[O [|E|QIRIS [T IU |V [W |X |I|z|

Fage 1 of 1 @ G:I

e Select the check box in the heading field. Once you click the check box, the box will be

unchecked, and will uncheck all boxes below it.

TRAQS Member Data

Submission Details

Month: May w
Year: 2011 |«
Reference ID: 36

Record Type ‘

‘ Manage ‘Recnrd

WebSmart by JR3
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e After unchecking the heading box, select the following. To report address changes, other than
at the usual time, you only want to send the Lead Record and the MD30.

e Check the box for MDOO — Lead Record

e Check the box for MD30 — Address

e Select Create File

TRAQS Member Data

Submission Details

Month: May w
Year: 2011 |»
Reference ID: 36

Record Type ‘ [F] ‘ Manage ‘Recnrd

MD0O0 - Lead Record - MD0O0

MD20 - Demagraphic Record FI @ MD20
MDZ23 - Demographic Adjustment ] @ MD23
MD30 - Address O MD30
MC40 - Contract and Position Fl @ M40
MD45 - Contract and Position Adjustment FI @ MO45
MDS0 - Termination O O MDS0
e The file will open up in Notepad — save it to your desktop
e Send the file through TRAQS
WebSmart by JR3 Revised 06/11
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Once you have created the TRAQS file and sent it through TRAQS, go back to the employee’s Service
Record in HR and change the Payroll Begin Date BACK to the original date. In this case it was 9/1/10.
This is a very important step. If you don’t change the Payroll Begin Date back to the original date, it will
cause problems when running the payroll process.

Service Records

Use the aditor below to update each yaar's service record.

Service Records

i update | © Cancel

* Instructional Period: 2010-2011 School Year
* Institution: Charter School - Test

[#] Authorized to Teach?

Contract
*Begin: [7/1/2010 | £ “Eend: [e/30/2011 | I
* Primary Position: Teacher/Full-Time Librarian * Percent of Day: 100.00]
Contract Type: 150 Day W * Pay Step: 'f'_
* Length {Days): 190 # of Stub Days: ol
Payroll Begin: Mumber of Checks: | 13|
WebSmart by JR3 Revised 06/11
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WebSare, ., TRS/TRAQS Checklist
’i For Pay Period:

Terminate Employees

Finance > HR > Staff Manager

. Terminate Employees — After the final Payroll for the month has been done,
terminate/release all employees for the month prior to processing the TRAQS files below
for submission to TRS. This process creates the MD90 necessary to report through
TRAQS.

o Go to Finance > HR > Staff Manager

o Select &'to edit the desired employee(s)
o Click on Employment Detail
(@)

Select the “£» under Actions

Emiployment Details

sSelect ‘ Employment Type ‘ Term Actions

~>
Employee 8/12/2009 - Present 2

o Enter the termination information according to the employees credentials (similar
to the example below)

= Termination Reason — select the appropriate termination reason

= Contract Termination Date — enter the last date that the employee
worked for the district

= Payroll Termination Date — enter the last date of the month that the
employee will receive a pay check. For example — if an employee’s
Contract Termination Date is 10/20/2011, and the employee is receiving
their last check in October, you’ll enter 10/31/2011 as the Payroll
termination date; however, if the employee is receiving a check in
November, you’ll enter 11/30/2011.

= Select Q Terminate

#| Return to Employment Details 0 Terminate

* Termination Reason: IC - Other ;I

* Contract Termination Date: 10/20/2011 | X5
* Payroll Termination Date: 10/31/2011 | 249

* Contract Work Days: 43

= Select to Save the employee’s record

WebSmart by JR3 — Finance Revised 12/2011
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Create TRAQS Extracts

The next step is to create the extracts. This process will produce the data necessary to create the
submission files for TRAQS.

Go to Compliance > State > Texas > TRAQS
Select € Create New Extract

TRAQS Submissions

S ’ €D create New Extractl
Page Size: |10 -] Filter: Im
System ID | Submission ‘ Actions |
7 September 2011 H
12 August 2011 3]
Records: 2 0 0 m 0 0
[ ]

Select the report Year

Select the report Month (this is the CALENDAR month). For example, 10 = October,
11 = November, 12 = December

e Select Create

Mew TRAQS Extract

[to be provided]

Identifier

Year” |2|:|11 *I

Month* -

KA Creats | © cancel |

This process will generate the TRAQS data for Member Data, Regular Payroll and
Retired Members. (see below example)

J Member Data | | Regular Payroll | | Retired Members
Edit: 2011-10

#=| Return to list

Thiz view allows yvou view and modify the records that will be a part of thizs submiszion
Record Type

Description
Moo

| Records ‘ Actions
Lead Record

1 N/A

WebSmart by JR3 — Finance Revised 12/2011
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To Generate the Member Data Files for Submission:

e Select the Member Data tab

e Review all the Member Data is correct by selecting the &/ (edit icon) for the MD files
o Select Generate File

AN

[Member Data] | Regular Payrall | | Retire%mbers |

Edit: 2011-10 #*| Return to list

Thiz view allows yvou view and modify the records thatN\yill be a part of this submiszion
Record Type | Description | Records ‘ Actions
MD00 Lead Record 1 NSA
MD20 Demographic Record 2
MD25 Demographic Adjustment o “_'\_r'
MD30 Address 2 ]
MD31 Supplemental Address 0 NSA
MD40 Contract and Fosition 2 )
MD45 Contract and Position Adjustment o “_'\_r'
MDS0 Termination 1 )
et |

e The following prompt will appear.
e Select Open

IFile Download x|

Do you want to open or zave thiz file?

Mame: tragsmd.kxk
Type: Text Document, 1.57KE

From: websmart.jr3online.com

Open | Save | Cancel I

|--"‘~| wehhile files from the Intermet can be uzeful, zome files can potentially
d harm vour computer. If you do not trust the source, do not open or
= save this file. What's the risk?

e The file will open in Notepad

WebSmart by JR3 — Finance Revised 12/2011
TRS/TRAQS Checklist Page 3 of 20



e The following example shows the first line of the file in Notepad. The last couple of
digits on the first line of the file is the number of Member Data signatures you’ll need
when entering the Signatures on the TRAQS page.

!ﬁ traqsmd[1].txt - Motepad

File Edit Farmat Yiew Help

23204MDO0L02011000000007 |

e Select File > Save As

Rename the File (per your discretion to help you identify the file when browsing to

submit through TRAQS). For example, you may want to save the October file as
MD102011.txt

e Save the Member Data file to your desktop. You’ll submit this file through TRAQS later
in the procedures.

To Generate the Reqular Payroll Files for Submission:

e Select the Regular Payroll tab
e Select Generate File

_Member Data Regular Payrall | Retired I\r%k{s |

Edit: 2011-10

#| Return to list

Thizs view allows you view and medify the records that will be a paxgf this submission
Record Type | Description | Records | Actions

RPOO Lead Record 1 MNSA
RP10 Favyroll Detail 39 ‘f‘_

RF11 Performance Fay Fayroll Detail )

RF13 Favyroll Adjustment 1Y)

RF16 Performance Fay Fayroll Adjustment

generate file

e The following prompt will appear.
e Select Open

File Download x|

% Do you want to open or save this file?

Mame: Etragsrp.kxk

Type: Text Document, 7.89KE
From: websmart.jr3online.com

Open || Save | Caricel I
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e The file will open in Notepad
Select File > Save As
¢ Rename the File (per your discretion to help you identify the file when browsing to

submit through TRAQS). For example, you may want to save the October file as
RP102011.txt

e Save the Regular Payroll file to your desktop. You’ll submit this file through TRAQS
later in the procedures.

To Generate the Retired Members Files for Submission (if any):

e Select the Retired Members tab

e Ifthe ER10 Records are 0, you don’t have any retired members to report. Remember,
you are only reporting detail on employees that retired after 1/1/2011.

o Select Generate File

Retired Mehwars ]

Member Data

%Edit: 2011-10

Regular Payroll |

#=| Return to list]

This view allows vou view and modify the records that will be a part

Record Type | Description ‘ Records ‘ Actions

EROO Lead Record 1 NS

ER10 Dretail 0 )

R

generate file

e The following prompt will appear.
e Select Open

File Download x|

Do you want to open or save this file?

Mame: kragser,txk

Type: Text Document, 202 bytes

From: websmart.jr3online.com

Open | Save | Cancel I

e The file will open in Notepad

e Select File > Save As

e Rename the File (per your discretion to help you identify the file when browsing to
submit through TRAQS). For example, you may want to save the October file as
ER102011.txt

e Save the Retired Members file to your desktop. You’ll submit this file through TRAQS
later in the procedures.

WebSmart by JR3 — Finance Revised 12/2011
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Verify TexNet Payment and Compare to TRS Reports

Before submitting the TRAQS files and TexNet payment, generate a PRELIMINARY payment
for TRS. You’ll use this report to compare to TRS reports before submission, but first, you’ll
want to make sure you are selecting the appropriate payroll batches for the TRS payments.

e Go to Finance > Payroll > Payroll Batches

o Verify the Payroll Batches for the month you are processing. In the screenshot below,
Payroll Batches 638 and 639 are the only ones for the month of October.

Payroll Batches

Fage Size: IlD ‘I Query: I.-'-'\II Active Reccrds;l

System ID ‘ Payment Date | Status | Description
549 11/15/2011 Froceszed Standard Batch: BI-MONTHLY - SST Corpus 10/24/2011-11/05/2011
539 10/31/2011 Processed Standard Batch: BI-MONTHLY - S5T Cerpus 10/10/2011-10,/22/2011
538 10/31/2011 Froces=ed Standard Batch: MONTHLY - SST Corpus 10/01/2011-10/31/2011
635 8/31/2011 Froceszed Supplemental Batch: 6 ~ 08/01/2011-08/31/2011

e Go to Finance > Purchasing & AP > Payments > Make Payments

o Select the appropriate Bank Account

e Select the appropriate vendor for TRS

e Select the E to the left of the TRS vendoxto open the detail of the payments that are due

to TRS.

!

Unpaid Liabilities/ N\

Update the ba nkﬁ:nera[ infermaticn below:

“ Banking ﬁcit'luunt: Ciperating Aecount ;[ I

Total Amount: 610.22) Create Chegk fun

Liabilities
Query: ] L - All Liabilities ;J

| Vendor Amount | pay I
& ELL FINANCIAL SERVICES 5.00) r
= INTERMAL REVENUE SERVICE -

TRS §610.22

e Uncheck any payroll batches that are NOT due to TRS with the current TRS payment.
(You may have other payroll batches awaiting payment if the prior payment was not
posted or if the payroll clerk ran a payroll during the first of the following month. These
payments would NOT be included in the current month’s payment.)

e Select Create Check Run
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Click on the “4 (view icon) to preview the TRS Electronic Payment
Select to open the report

Print report

At this time, select CANCEL

NOTE:

Do not click Save until this information is
completely correct.

Print the following reports to verify the detail amounts are correct and match the amounts on the
TRS Electronic Payment report. These reports will also be used to enter the signature
information on the TRAQS Website.

Print TRS — Reqular Payroll report

Go to Finance > Reports > TRS Reports

Select TRS — Regular Payroll

Select the reporting Year

Select the calendar reporting Month

Select Run Report

Print report and verify the amounts
Finance Reports

Report” |TRs - Regular Payroll =l

Parameters

Year |2|:|11 *I

Month | -

Export Data To Excel [

jif_. Run Report |

Checkpoint: Verify the following:

* Deposit amount = Retirement Contribution Amount-TRS1 or 4. Verify Deposit
amount = 6.4% x Salary amount.

* Insurance amount = Insurance Contribution Amount TRS 374. Verify Insurance
amount = .65% x Salary amount

* TRS REC amount = Reporting Entity TRS-Care Contribution Amount — TRS
374. Verify TRS REC amount = .55% x Salary amount.
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Print TRS — Retired Members report (if any)

Go to Finance > Reports > TRS Reports
Select TRS — Retired Members

Select the reporting Year

Select the calendar reporting Month
Select Run Report

Print report

Finance Reports

Report® ITRE - Retired Members ;I

Parameters

Year |2|:|11 *I
Month m

Export Data To Excel [

fl?_. Run Report |

For the remainder of the TRS reports:

e Select =l Return to List to return to the main Finance > Reports screen
e Select Legacy Reports

Print Above Statutory Minimum Report (Does NOT apply to Charter Schools):

Select Sub-Report — Above Statutory Minimum

Select the General Ledger year

Select the Date Range for the reporting month you are processing
Select Submit Report

Configure Report: TRS Reports
Collection of Teacher Retirement System Reports

Sub-Report: I-—"\I::C'-;e Statutory Minimum;l

Report Parameters

General Ledger |2D].1.-2Dl2 Fiscal Year = |

Date Range |Custcm ;l

Range Begin 10/1/2011 =]
Range End [10/31/2011 | ]

Mask 55N

Output Optiens

Format: IPDF 'I

Submit Report | Return To List I
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e Print report
Checkpoint: Verify the Above Minimum amount x 6% = Contribution amount

Print Federal Fund Contribution Amount — TRS 003:

Select Sub-Report — Adjustment Details

Select the General Ledger year

Select the Date Range for the reporting month you are processing

Select the Adjustment Category: Federal Fund Contribution Amount — TRS
003/TRS 2 or 2b as indicated below

Select Submit report

e Print report

Configure Report: TRS Reports
Collection of Teacher Retirement System Reports

Sub-Report: |-1'\|:|justment Dretails -]

Report Parameters

General Ledger IEEII].-EEI].E Fizcal Year = |

Date Range |Custu:m ;I

Range Begin 10/1/2011 -
Range End  [10/3t/2011 | =]

Adjustment Category IFederaI Fund Contribution Amount - TRS 003 / TRS 2 ar 2I::;|

Qutput Options

Format: | FDF ;I

Submit Report | Return To List |

Checkpoint: Verify the Deduction/Contribution amount = 6% x Federal Wages
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Print Federal Fund Contribution Amount — TRS 489:

Select Sub-Report — Adjustment Details

Select the General Ledger year

Select the Date Range for the reporting month you are processing

Select the Adjustment Category: Federal Insurance Amount Due — TRS 489/ TRS
488 as indicated below

Select Submit report

e Print report

' Configure Report: TRS Reports
Collection of Teacher Retirement System Reports

Sub-Report: I-Z'\djustment Cetails ;I

Report Parameters

General Ledger |2I:I].].-2I:I].2 Fiscal Year = |

Diate Range ICust-:m ;l

Range Begin 10/1/2011 =]
Range End [10/31/2011 | )

Adjustment Category |Federa| Insurance Amount Due - TRS 489 / TRS 488 ;I

Output Options

Format: I FDF ;I

Submit Repart I Return To List I

Checkpoint: Verify the Deduction/Contribution amount = 1% x Federal Wages
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Print Federal Fund Contribution Amount — TRS 489:

Select Sub-Report — Adjustment Details

Select the General Ledger year

Select the Date Range for the reporting month you are processing

Select the Adjustment Category: Reporting Entity Payments for New Members as
indicated below

Select Submit report

Print report

Configure Report: TRS Reports
Collection of Teacher Retirement System Reports

Sub-Report: |-1'\|:|justment Dretails -]

Report Parameters

General Ledger IEEII].-EEI].E Fizcal Year = |

Date Range |Custu:m ;I

Range Begin 10/1/2011 -
Range End  [10/31/2011 | )

Adjustment Category IREpcr‘ting Entity Payments for New Members ;I

Output Options

Format: | FDF ;I

Submit Report | Return To List |

Checkpoint: Verify the Contribution amount = 6% x Salary Amount
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Print Federal Fund Contribution Amount — TRS 489:

Select Sub-Report — Adjustment Details

Select the General Ledger year

Select the Date Range for the reporting month you are processing

Select the Adjustment Category: TRS Active Care Billed Amount Due as indicated
below

Select Submit report

e Print report

Configure Report: TRS Reports
Collection of Teacher Retirement System Reports

Sub-Report: I.-'-'\u:ljustment Details ;I

Report Parameters

General Ledger |2I]ll-2012 Fiscal Year;l

Date Range ICustI:m ;l

Range Begin 10/1/2011 ]
Range End [10/31/2011 | &)

Adjustment Category ITRE Active Care Billed Amount Cue ;I

Output Options

Format: | FDF ;I

Submit Report | Return To List |

Checkpoint: Reconcile the TRS ActiveCare Billed Amount Due to the TRS
ActiveCare billing for the month. If the bill does not reconcile to the
report, make any necessary adjustments by creating a bill or credit memo
in Purchasing & AP.
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Post TRS Payment in WebSmart

Go to Finance > Purchasing & AP > Payments > Make Payments

Select the appropriate Bank Account

Select the appropriate vendor for TRS

Select the = to the left of the TRS vehqor to open the detail of the payments that are due

to TRS. /
Unpaid Liabilitier[ \

Update the hartk/;leneral information below:

|‘ Banking A.l:,éuunt: Crperating &ecount 3 |

Tota%muunt: _ 613-22: Create Chegk Aun

Liabilities

Pay r

= CELL FINANCIAL SERVICES

Query: | ALL - All Liabilities ]
| Veéndor Amount

= INTERMAL REVENUE SERVICE

-

e Uncheck any payroll batches that are NOT due to TRS with the current TRS payment.
(You may have other payroll batches awaiting payment if the prior payment was not
posted or if the payroll clerk ran a payroll during the first of the following month. These
payments would NOT be included in the current month’s payment.)

Select Create Check Run

Click on the -« (view icon) to preview the TRS Electronic Payment

Select to open the report

Print report

At this time, select SAVE.

NOTE:
-This is the total to report for TexNet and TRAQS
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Submit Texnet Payment for TRS

e Use this Texnet Payment Report to enter amounts on the TexNet Screen.
e Use the printed TRS Reports to enter signature amounts on the TRAQS website.

Examples

Example of TRS Payment Details:

Report from WebSmart
TRS Electronic Payment 26CDE8D9-EACT-4F61-9430-4311637BFEA3 (#0)

FILE TOTAL: §19,044.15
Vendor: TRS (003086)

Standard Distributions

Retirement Contribution Amount - TRS1 or 4 $5,476.52
Insurance Contribution Amount - TRS 374 $556.22
Federal Fund Contribution Amount - TRS 003 $326.54
Statutory Minimum Contribution Amount - TRS 372 $0.00
Non-Education Contribution Amount - TRS 370 $0.00
Interest Amount Due - TRS 376 $0.00
Federal Insurance Amount Due - TRS 489 $51.02
Education/General-Local Funds Amount Due - TRS 553 $0.00
SSBB Deduction - TRS 565 $0.00
TRS Active Care Billed Amount Due $11,611.00
Reporting Entity TRS-Care Contribution Amount - TRS 374 $470.57
Reporting Entity Payments for New Members $552.28
Reporting Entity Pension Surcharge for Retirees $0.00
Reporting Entity TRS-Care Surcharge for Retirees $0.00
Sub-Total $19,044.15

Calculated: £19,044.15

Payment: £19,044.15

TOTAL PAYMENT: $19,044.15

This report is laid out like the TexNet website for easy data entry.
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TexNet Screen, data entered from TRS Payment Details from previous page.

N

§-

4£EX

" Electronic Payment " Network

Teacher Retirement System

Identification #: 67300 Location #:

Total Amount
Settlement Date
Report Month
t-TRS1or4

Retir t Contribution A

Insurance Contribution Amount - TRS 374

Susan Combs
Texas Comptroller of Public Accounts

19303.39
11/25/2009 ~
11

5476.562
bb6.22

326.54
$0.00
$0.00
$0.00
51.02

Federal Fund Contribution Amount - TRS 2 or 2B
Statutory Minimum Contribution Amount - TRS 372
Non-Education Contribution Amount - TRS 370
Interest Amount Due - TRS 376
Federal Insurance Amount Due - TRS 488
$0.00
$0.00
11889.00

Education/General-Local Funds Amount Due - TRS 553

SSBB Deduction - TRS 565

TRS Active Care Billed Amount Due

47057

53357
$0.00
$0.00

Reporting Entity TRS-Care Contribution Amount - TRS 374

Reporting Entity Pay ts for New Members

Reporting Entity Pension Surcharge for Retirees

Reporting Entity TRS-Care Surcharge for Retirees

I

[ Submit Clear ] [ Return to Menu

Help
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List of Signature Totals — all Signatures must be submitted, even if amount is 0.

Submit Reports

Submit Signatures
Querv Reports

Estimate Interest Due

Reporting Entity Data
View Emplovee Eligibilitv
Member Data Correction

ER. Correction

August Stop Pavment
Listing

Back to Main Menu

Change Password
Log Out

Error Codes

Warning Codes
Electronic File Formats

TRAQS Home

Emplover Name Emplover
Number

Submit Signature Totals

Please Select a Signature to Submit:

Summary of Member Data Report

Summary

of Regular Pavroll Report

Summary of Emplovment of Retired Member

Summary
Summary
Summary
Summary
Summary
Summary

Summary

of ER Corrections

of Federal Fund and/or Private Grant Salaries and Contributions

of Federal Grant TRS-CAREFE Contributions

of District Contributions on Salaries Paid Above the Statutory Minimum
of Salaries and Contributions paid from Noneducational/General Funds
of Salaries and Contributions Paid from Educational/General-Local Funds

of Reporting Entity Pavment for New Members

Summary

of Reporting Entitv Pension Surcharge for Reported Retirees

Summary

of Reporting Entitv TRS-Care Surcharge for Reported Retirees

By submirtting this data, you certify it to be complete and accurate and in accordance
with reporting requirements of the Teacher Retirement System aof Texas.

On the next pages you will see a few examples of these screens and where you find the
information from the Reports you printed earlier.

WebSmart by JR3 — Finance
TRS/TRAQS Checklist

Revised 12/2011
Page 16 of 20



Regular Payroll

Submit Reports

Submit Signatures
Querv Reports

Estimate Interest Due

Reporting Entitv Data
View Emplovee Eligibilitv
Member Data Correction

ER. Correction

August Stop Pavment
Listing

Back to Main Menu

Change Password
Log Out

Error Codes

Warning Codes
Electronic File Formats

TRAQS Home

Emplover Name Emplover
Number

Enter Signature Data

Summary of Regular Payroll Report
Report Month: | October v | Report Year: | 2003 +

Check here if vou are not sending a Payroll report this month: [

Member Retirement Contribution

laries Contrjpgtions Number of Records
Totals from Current Mont 3

Prior Month Adjustments
Member Insurance Contribution

Contgibutions
Totals from Current Month

Prior Month Adjustments
Reporting Entity TRS-Care Contribution

C jbutions
Totals from Current Month 5

Prior Month Adjustments
Member Payments for Purchase of Special Service

Degductions
Totals from Current Month

Prior Month Adjustments

Back to Submit Signature Totals Menun

Use the last line of the Report to fill in this screen.

District # Regular Payroll 11/25/2009
0030:7306 11-2009 8:51:28 AM
Tax Number Last Name First Name Middle Initial Salary Dreposit Insurance Buyback TRS REC
Participating Employee(s): 37 GRAND TOTALS $85,570.00 $5,476.52 $5566.22 $0.00 $470.57

3

17 2 &
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Member Data

TIREM,
Qe

Emplover Name Emplover
Number

; Enter Signature Data

Submit Reports Summary of Member Data Report
Submit Signatures

Query Reports Report Month: |Movember + | Report Year: | 2003 +
Estimate Interest Due

Reporting Entity Data Check here if you are not sending a Member Data report this month:
View Emplovee Eligibility
Member Data Correction Total Records Submitted

ER Correction
August Stop Pavment
Listing

Back to Submit Signature Totals Menun

Back to Main Menu
Change Password
Log Out

Error Codes

Warning Codes
Electronic File Formats

TRAQS Home

You will enter the number of records listed on the TRAQS — Member Data File or check the box
for not sending a Member Data file.

!‘I. tragsmd[1].txt - Motepad
File Edit Format Wiew Help

2304MD0O01 02011 000000007

Total Member
Records
Submitted
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Retired Member

Emplover Name Emplover
. Number
Enter Signature Data

Submit Reports Summary of Employment of Retired Member
Submit Signatures

Query Reports Report Month: | Movember v | Report Year: | 2009 +
Estimate Interest Due

Reporting Entity Data Area 1 (Retired AFTER Jan. 1, 2001)

View Emglm'ee Ellglbllll" Total Detail Records

Member Data Correction Check here if you are not sending an Area 1 report this month:

ER. Correction

August Stop Payment 4, 3 (Retired PRIOR to Jan. 1, 2001)
Listing
Administrative/Professional
Back to Main Menu Teachers/Librarians
Change Password Support Staff
Log Out Bus Drivers

Error Codes Counselors/Nurses

Warning Codes

Electronic File Formats
TRAQS Home

Check here if you are not sending an Area 2 report this month:

Back to Submit Signature Totals Menu

You will enter the number of records listed on the TRAQS — Retired Member report or check the
box for not sending a Retired Member report.

ISD . 1 Total Page(s)
District # Retired Members 11/25/2009
0232:7530 For Period 11/2009 11:20:50 AM

Retired Subsequent To 1/1/2001

Name Retirement Date
Blanks, Staff 8/8/2005
Snelling, Staff 5/1/2001
Somers, Staff 6/30/2009
Somers, Staff 5/25/2007

4 Staff Retired After 1/1/2001

Retired Prior to 1/1/2001

Name Retirement Date
Newton, Staff 8/1/2000
Jone |, Staff 8/1/2000

2 Staff Retired Prior to 1/1/2001

6 Total Retired Staff
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Federal Fund and/or Private Grant Salaries and Contributions

Emplover Name Emplover
Number

Enter Signature Data

Submit Reports Summary of Federal Fund and/or Private Grant Salaries and Contributions
Submit Signatures

Query Reports Report Month: | November v | Report Year: | 2009 +

Estimate Interest Due

Reporting Entity Data Salaries Contributions

View Employee Eligibility Current Month Totals 510234 326.54
Member Data Correction

ER. Correction
August Stop Pavment

Listing

Adjustments for Prior Month

Back to Submit Signature Totals Menu

Back to Main Menu
Change Password
Log Qut

Error Codes

Warning Codes
Electronic File Formats

TRAQS Home
Distict = Adjustment Details 1172572008
neaTaet Federal Fund Contribution Amount - TRS 003 - 11/01/2009 thru 11/30/2009 SD4E2AM
Employee/Position Adjustment Account Code Fed Wages Wages Contribution Deduction
Grand Total: $5.102.34 $5,102.34 $326.54 $0.00
Contribution + Deduction: $326.54

7 Employees Total

il 2
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