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              Checklist – Bank Reconciliation 
 
In WebSmart:  
 

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

o 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 
 

 
 

• Select Clear Withdrawals 
 

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

 

 
 
  ~OR~ 
 

• Clear a range of (consecutive) checks 
o Click  Clear Range 

 

 
 

• Enter Range Begin – the beginning check number to clear 
• Enter Range End – the ending check number to clear 

 

 
 
 
Clear Withdrawals screen shot 
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• Select Clear Deposits  
 

 
 

• Clear all deposits, within the specified date range, by checking the box in the CLR 
column to the right of the Amount 

 

 
  
Clear Deposits Screen Shot 
 

 
 

• Verify the difference equals zero 
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• 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. 
 

• Go to Finance > Banking & Receipts 
o 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. 

 

 
 

o 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. 
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o 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. 
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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. 
 

• Go to Finance > Reports > Banking 
• Select the Banking Account Reconciliation report 
• Enter the parameters as indicated below in order to generate the appropriate banking 

account reconciliation by selecting the following criteria: 
o 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. 

o Report Type – select Detail 
o Select Run Report 

 
 
 
 
 
 
          NOTE: The effective 

date is defined as the 
last day of the month 
for the reconciled 
statement. 

 
 
 
 
 
 
 
 
****************************************************************************** 
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 1st 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. 
******************************************************************************
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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. 
 

• 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  
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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. 

 
 

 
 
 

 
 

1 
2 

1 2 
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• 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. 

 
 

 
 
 

 

 
 
 
 

3 
4 

3 4 
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• Outstanding 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. 
 
 

 

 
  
 
 

 

 
 
 
 
 
 
 
 
 

5 
6 

5 6 
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• Balances By Code – This report indicates a summary of the ledger’s starting and ending 
trial balance, which are appear on the summary sheet. 

 

 
 

 
 
 

Lock Statement 
 
 

• Go to Finance > Banking & Receipts > Reconciliation 
• 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. 

 

7 

7 

8 

8 
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              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 

 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. 

 Report Type – select Detail 

 Select Run Report 

 

 

 

 

 

 

          NOTE: The effective 

date is defined as the 

last day of the month 

for the reconciled 

statement. 

 

 

 

 

 

 

****************************************************************************** 

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
st
 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. 

******************************************************************************
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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. 

 

 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  
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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. 

 

 

 
 

 

 
 

1 
2 

1 2 
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 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. 

 

 

 
 

 

 

 
 

 

 

3 

4 

3 4 
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 Outstanding 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. 

 

 

 

 
  

 

 

 

 
 

 

 

 

 

 

 

 

5 

6 

5 6 
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 Balances By Code – This report indicates a summary of the ledger’s starting and ending 

trial balance, which are appear on the summary sheet. 

 

 
 

 
 

 

7 

7 

8 

8 



Checklist for Payroll – Monthly 

Pay Period _________________________________________ 
 

 
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 6th 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
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                   TRAQS: 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  

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

 Select the Month in which you are reporting the change 

 Select the Year in which you are reporting the change 

 Select Create TRAQS File 

 

 
 

 Select the  (manage icon) on the MD25 file 
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 Select  Add Record  

 

 
 

 

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. 

 

 Enter the employee’s Original Member Identification Number (the employee’s social security 

number without the dashes) 

 Enter the employee’s Original Date of Birth 

 Enter the employee’s Original Last Name 

 Enter the employee’s Original First Name 

 Enter the employee’s Original Generation Code, if applicable 

 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. 
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 Once you are satified with the correction, select Update 

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

 
  

 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. 

 Check the box for MD00 – Lead Record  

 Check the box for MD25 – Demographic Adjustment 

 Select Create File 

 
 

 The file will open up in Notepad – save it to your desktop 

 Send the file through TRAQS 
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                  TRAQS: Creating an MD30 ~ Address Change 

 

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 

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

 Change the employee’s address on the Core Demographics tab 

 Select the employee’s Service Record 

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

wish to report the MD30 

 Select Update 

 Repeat these steps for each employee with an address change 

 
 

Compliance > State > Texas > TRAQS > Member Data  

 Select the Month in which you are reporting the change 

 Select the Year in which you are reporting the change 

 Select Create TRAQS File 

 
 

 Select the  (manage icon) to verify employees will be generated in the MD30 file 
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 Verify employees’ MD30 record by selecting the  (edit icon) 

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

 
 

 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.   
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 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. 

 Check the box for MD00 – Lead Record  

 Check the box for MD30 – Address 

 Select Create File 

 
 

 The file will open up in Notepad – save it to your desktop 

 Send the file through TRAQS 
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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. 

 

 
 



________________________________________________________________________ 
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 TRS/TRAQS Checklist 
        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 

o Select the  under Actions 

 

 
 

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  Terminate 

 

 
 

 Select to Save the employee’s record 



________________________________________________________________________ 
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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 

 

 
 

 Select the report Year 

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

11 = November, 12 = December 

 Select Create 

 

 
 

 This process will generate the TRAQS data for Member Data, Regular Payroll and 

Retired Members. (see below example) 

 

 
 



________________________________________________________________________ 

_________________________________________________________________________ 

WebSmart by JR3 – Finance                                                                            Revised 12/2011 

TRS/TRAQS Checklist                                                                                       Page 3 of 20 

 

To Generate the Member Data Files for Submission: 

 

 Select the Member Data tab 

 Review all the Member Data is correct by selecting the (edit icon) for the MD files 

 Select Generate File 

 

 
 

 The following prompt will appear. 

 Select Open 

 

 
 

 The file will open in Notepad 
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 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. 

 

 
 

 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  

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

in the procedures. 

 

 

To Generate the Regular Payroll Files for Submission: 

 

 Select the Regular Payroll tab 

 Select Generate File 

 

 
 

 The following prompt will appear. 

 Select Open 
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 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  

 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): 

 

 Select the Retired Members tab 

 If the 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. 

 Select Generate File 

 

 
 

 The following prompt will appear. 

 Select Open 

 

 
 

 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 

ER102011.txt  

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

later in the procedures. 

 



________________________________________________________________________ 
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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.   

 

 Go to Finance > Payroll > Payroll Batches 

 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. 

 
 

 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 vendor to open the detail of the payments that are due 

to TRS. 

 

 
 

 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  



________________________________________________________________________ 
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 Click on the  (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 – Regular 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 

 
 

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 

 

 
 

For the remainder of the TRS reports: 

 Select  Return to List to return to the main Finance > Reports screen 

 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 

 



________________________________________________________________________ 
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 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 

 Print report 

 

 
 

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 

 Print report 

 

 
 

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 

 

 
 

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 

 Print report 

 

  
 

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 vendor to open the detail of the payments that are due 

to TRS. 

 

 
 

 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 

 
 Use this Texnet Payment Report to enter amounts on the TexNet Screen. 

 Use the printed TRS Reports to enter signature amounts on the  TRAQS website. 

 

Examples 

 
 

 

Example of TRS Payment Details: 

 

 

Report from WebSmart 

 
 

 

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

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.
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Regular Payroll 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 
 

 

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. 
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Retired Member 

 
 

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. 
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Federal Fund and/or Private Grant Salaries and Contributions 

 
 

 
 


