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InfiniteVisions
Overview of New Employee Positions and Pay Screen

Before you begin setting up your new Payroll User Roles, let’s take a
look at the new Employee Positions and Pay screen. You'll then have a
better understanding of the impact field-level security will have on
your school district.

& Fayroll

=07 Employees

----- Employee Maintenance

----- Employee Profile Changes (Fortal)
----- Employee Journal

Employee Positions and Pay
----- FR - PAR Completion
Employee Year-to-Date Accumulations
Employee Deductions and Benefits
Employee Leave Plans

Employee Certificates and Endorsements
Employvee Emergency Contacts
Employee Farms

Employee Funding Detail

Employee Documents

Employee Certification Yerification
Employee Tax Forms (Fortal)

Employee Motes

Employee Groups

-1 Leave Plans

-1 Deductions/Benefits

-1 Master Positions

-1 Salary Schedules
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The new Employee Positions and Pay screen, replaces the following
menu items:

m Position Inventory

B Employee Positions

B Employee Supplemental Pay
m Contract Assignment
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This creates one central location for maintaining positions and
supplemental pays. Several Action menu items are also replaced in
the process. Information is now organized into different tabs.

Information Tab: This tab is comprised mostly of information that
used to be maintained in Position Inventory.

i, Edit Employee Pay

J Ackions

Emplopes Selection

Employee D: [4547237 Mame: |#sday. Claie | ssn [oecTea

Description: | Teacher | Conbol Code: | 1-200-10097 ETE: | 1.0000

Infarmation I Pay | Qistributionl State Datal Uzer Drefir \sl Change Log |

. Fosition . K& Certified -
Eay Type: ! N Assign and Vacate J
DAL Ilnfinite Midl:’ \v{mol Employee actions ott, Shirley |j
Pasition Type: |Tea¢her I \ replaced by selecting or  fen --[ ™| Bne Time Pay
clearing Employee here -
Positi K . . \\ g ploy 5 _'I Ranlk: IF'nrnary _vl
Assign Position action \Dh _
Statel replaced by selecting [ sy T —{TEACHER CONTRALT ad
Cert Position here "I
Euda /I ¢00p  LeaveFactor I 1.0000  Leawe Plan: i
Projectior: | $4550000  Amount: | $31.60
Salary Schedul i
Proetions | Certfisd FY0708 Fiows. Step 5] Column: [MA] Assign Contract screen
- replaced by selecting
Lomments: Some comments about Claire entered here Contract here
N—
4] 4| Mode: Edit - Record 1 of 1 pM|l | Elosettisdizlog 0x. Cancel Help

atter update?

Revised: 3/14/2008 2




N

InfiniteVisions

Pay Tab: The Pay tab contains many items that when altered, may
impact the pay calculation for the position or supplemental. Notice
that Funding is included here and is now an “editable” grid.

. Edit Employee Pay

I Actions

Employes Selection

Ermplayes |0 IﬁSd.‘-“BEl.‘-" Mame: |ﬁ'-‘\3d~3.'#f Claire i T |><><><.>¢<.?89?

Digscriptior: | Teacher | Control Cade: | 1-200-10097 ETE: | 1.0000

Information  Pay |Qistributiun | State Data | User Defined Fields | Change Log |

Fau B aziz Payp Method Pozitian Amaunt Subtract fram Pozition Distribution

" Hourly ) Time Card Armaunt: | $4950000 Hrs/Day: | 80000 || Amount: | $0.00
 Salary @ otk Agreemert Diaily R ate: I $275.04  Hourly Hate:l $+34.38 | |Excluded Retro: I $0.00

Salany Schedule:l Cerified Fr'0708 Row: [Step B] Column: [MA+15]

Wk Calendar: I'IBD [ray Teacher Lump j Pay Cycle: I Biweekly Days: I 180

—Pogition Dates————— ~Woaork Dates——————— "Perinds— Pay Days Pay Dates

Start: |DEJ14£2EIEI? :I Start: |ua;1quuu? Start: |4 -vI Start:l 9 || Start: ||:|a,424,42|:u:|?
End: IDE£29£2EIDB :I En Y |24 End:l g || End: ||35£3|:|£2|:||:|8

Calculate

Percentage

pire *z Funding

| Description Fizcal Deduction | Leave

......

— ' ) 43 EE0.00) F— . . 5.940.00] Mo Yes
Calculate Amount \ / Distribute Amounts

| =
V - o\ fart |—
Tatal: 4 I Y e 00

[~ Conect Posted Funding? a | % | T | 23 I 0.0000% $0.00 ariance 0.00%

M| 4 |Mode: Edit - Recard 1 of 1 » M| Clase thiz dialog ok, Cancel Hel
ode: Edi ecord 1 ol r fer uprste? o | LCance | Help |
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Distribution Tab: This tab shows calculated distribution as well as
what has been “generated” in the payroll journal. Distribution is
totaled at the bottom of each grid.

i, Edit Employee Pay

J Ackions
Erelreeh e Displays the distribution
Employee ID: [A547237 Name: |Asday, Claire that will result when
Position/Pay records are
Description: ITeacher j Control Code: I-@/ generated
Information | Pay  Distribution | State Data | Uszer Defined Fields | Qhangy/‘//\
Calculated DispZgution
Period || Amount Status Hours System Adjustment Yoid Retro Pay
» 4.00 $1,980.00 | Posted E4.00 $1.980.00 $0.00 $0.00 $0.00( __|
5000 $1.980.00| Posted 72.00 $1.980.00 $0.00 $0.00 $0.00
E.00 $1,980 00 | Pocked B0 00 $1.980.00 $0.00 $0.00 $0.00
700 View and Maintain ).980.00 [$68.76) -
B.00 Journal Adjustments 880,00 $500.0 Displays the actual
9.00 ,930.00 $0.0 generated distribution
amounts

Total: I $49931,

[~ Generate pay journal

Adp I $431.24

$49.500.00

Pernod || Amount Ntus

» 4.00 $1.920.00 | p AN E4.00 £1.980.00 $0.00 $0.00 $0.00) __
500 $1.9800pie— : “=q 00 $0.00 $0.00 $0.00
E.00)  $1.980. Allows user to regenerate ] $0.00 $0.00 $0.00
7000 41911 pay without making I [$62.76] $0.00 $0.00
2.00| $2.480 changes to position/pay 0 $500.00 $0.00 $0.00
800 41980 amounts 0 $0.00 $0.00 $000] -

Total: I $49931.24 Hrs:\,\ j/l $431.24 \r"nid:l $0.00 Htm:l $0.00

| Made: Edit - Becord 1 of 1 | [Clmze thiz dislog

4| 4 | Mode: Edit - Record 1 o 4 | M I r ter undete? ak. | Cancel | Help

positions and supplemental pays.

xl
| dctions
Employee Selection
Employee ID: [AS47837 Mame [Asday. Clave S
Descrption: | Teaches | ContiolCoder | 120010057 ETE: | 1.0000

SDER Data

Grade Levet |E lementary _:I
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User Defined Fields: This tab contains any user-defined fields that
have been created for positions and supplemental pays.

w._ Edit Employee Pay i EIl
| fetions
- Employes Selection .
Emploee (0: [A547897  Mame: |Asday. Claie ] ssn: [octoeree
Dasciiptior; | Teaches =] Controi Code: [1-200-10097 ETE: [ 10000
iformaton | Py | Ditision | Stete Dats Ut Deined s | crenge Los |
= Inifommeation -
icipated End Date A
End Date Reazon [None =]
Fund oo =]
Bagaining Gip | Cestified =]

Change Log: As information about the position or supplemental is
modified, the system now tracks these changes on the Change Log
tab.

|
| Actions
Emgloges Selection :
Empiogee D: [A547897  Mame: [Asday, Claie 2 T e
Dasciption: | Teaches =] Contiol Code: [1-200-10097 7€ [ 10000

iformation | Pay | Distriuson | Stete Deta | ser Detines et

Uszer ID EHca-mnn Field Hame Did Value |ch Value

¥ [ 10/18/2007 1555 | LCredit | Fooad position end date changed in enor by Rick. | End Date 05/23%/2008 | 05/23/2008
10/18/2007 15:5|LCredit__| Foued position end date changed in enor by Flick_| Newt Yeas Amourt| 4474167 | 45500
10/18/2007 15:55 LCredit | Fieed position end date changed in enor by Alick. | Pap Change(Positi 48675 49500 |
10/18/2007 15.55 | LCiedt | Fiwed posilion end date changed in enor by Flick. | Posiion Days | 177 (.
10/18/2007 15:43 RHilon | Change pasilion end date per H. Apeno instnuctios | Astignment Status | Ready to Pay | Assigned by HR
10/18/2007 15:43| RHiton | Change pasition end date per H. Apeno instnuctior | End Date 05/23/2008 | 05/23/2008
10/18/2007 15:43| RHRon | Change pasition end date per H. Apeno insiructior | Pay Change(Positi | 43500 48575
10/18/2007 15:43 RHilon | Change pasition end date per H. Apeno instruction Position Dags | 180 177
10/18/2007 1543 RHon | Conected bad data entiy Budget 49500 49850
10/18/2007 15:43| RHion | Conected bad data entry Stale Code 207 215
10/18/2007 15:43| RHMon | Conected bad data entry Supervisor Knotl, Shiley | False
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Okay, now you’ve got a better understanding of the fields available on
the new Employee Positions and Pay screen. Imagine now that every
field on these tabs can be secured for each user by creating a Payroll
User Role.

There are three levels of access that can be given to each field: Full
Access, Read Only, or No Access.

Let’s take a look at the information tab again, this time with some
field-level security in place.

#% Edit Employee Positions and Pay E3

I Actions ‘
Employes Selection

Emplayes ID: IAS4?89? Mame: I-&Sday' Claire j S5M: |>¢<->{><-?'83?‘|
Dseriptiors | Teacher x| Control Code: | 1-200-10097 ETE: | 1.0000

Information | Pay | DistribLtion | State Data | Uszer Defined Fields | Change Loy |

Pay Type: IPDSi“':'” _j Department;
DAL Supervizor
Puasition Type: ITeacher j Position Statuz I~ | One Time Pay
Puozition Cateqary: Approval Template: Rank: IF'limar_l,J | VI
: oo < : - « .

SteteCode: | =l Thone Conlract Fields set to “No Access
Cert ¢ Class [ Centified Nan-Admin I™" Exeluded From Insu
Budget [ $43500.00 Prior Year Leave Factor Leave Plan: | =l
Projection: $61.875.00  Am . « .

I \ Fields set to “Full Access
Salary Schedule — bl |
Projectiar: I Certified Row: ?\\Ejeumn: [
LCormrments:

Fields set to “Read Only” ’

M| 4| Mode: Edit - Rrecord 1 of 1 LI Cf'lﬂselhciistdig'ﬂg oK | Cancel | Help
after update?

As you can see, for fields defined as “no access” the field name is
displayed but the drop down or text box is hidden. Fields set to “read
only” are grayed out, and “full access” fields function as normal.
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This same concept has also been applied to the Employee Maintenance
screen for both the General Information tab, and the
Dates/Demographics tab.

. Edit Employee Master

Action

@[ 2) 20| %K ¢ |84 v+ i g0 9| M 4 Record1of7 r M BE R E B

Employes Selection

’;mployeelD: IAS4?88? Prefia: I First: ICIai[e Middle: %

Generation: I

General [nformation |Qates i Demographics | Change Log I

Student System

r— General Information

Social Security Number: I HRRATRAT

10:
State D I
Status:
Iailing 1243 N South St Emplayee
Address: I Eategor_l,l:
I Gender: M arital Status:
I Carefree I Iy I 123 x|
Strest
el | 1249 N South 5t
I Email Address: | casdap@ccsd k12iv.us
I Carefree I 1% |12341 j Check Location:
FErimary Job Title: Template:
Comments: )
Home Phone: |[355]-555-B?89 " Unlisted
“ehork, Phone: I [356]-636-2222 Eﬁtil 585
Cell Phone: [355]-888-8777
M 4 [Hods: Edit- Record 1 0f 1 » [»] 7 Clase tis dilog fterpdate? e | E— | Help
[~ Process emplopes setup wizard? = -
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Setting up your Payroll User Roles

Now that you’ve got the big picture of what you have to look forward
to with the 2.2 release, let’s create those Payroll User Roles. The

person who will be creating the roles will need access to the Security
Module.

1.) Open Infinite Visions Enterprise Edition (version 2.1.12 or

later) and go to Security | Workflow Configuration | Payroll
User Roles.

® Security

----- User Security

----- Access Log

----- Change Log

= Workflow Configuration

----- Distributed Accountahility Centers
----- DAC Accounts

----- Approvers

----- Approver Accounts

----- Feassign Approver

----- PAR Approval Templates

----- FPAR Approvers

----- PAR Approver Accounts

----- Feassign PAR Approvers

----- PAR Security Raoles

----- FPAR Security

----- Transaction Journal Entry Approvers
----- Email Settings

----- Email Alerts

----- Employee Partal Registration
----- Wendor Partal Registration

----- Fartal Default Settings

----- User Defined Fields

ayroll User Roles
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2.) Click the Add records button and the following screen will be
displayed:

. Edit User Role |

Uzer Role Information

Marme: I EE Contact Info Only

Diescription: IEE Cantact lnfa Only

./ SN

p. Mairt. Security | Emp. Mairit. Actions I

Pozition Mame: Im

Dezcrption: Im Rank: Im Pozition Amont: Im
LContral Code: Im State Code: Im Salary Sch. Proj.: Im
ETE: Im Contract: Im Subtract From: Im
Pay Type: Im Cert / Clagz: Im Salam Schedule: Im
LDiepartment: Im Budget: Im whork Calendar: Im
DAL Im Prior Year: Im Position Dates: Im
Supervizor Im Leave Factor: Im Periods: Im
Pozition Type: Im Leave Plan: Im Funding: Im
Position Status: Im Projection: Im Generate: Im
One Time Pay: Im LComments: Im State Data: Im
Pozition Categony: Im Pay Baziz Im Uzer Defined Figlds: Im
Approveal Template: Im Pay Methaod: Im LChange Log: Im

[~ Copyrecord [ Pagroll journal r Allow create supp. pa_l,ll— Allow create zupp. pay N Create from

from employes posiion ' from Excel Term. PAR
[~ Transfer [ Manage documents
™| Clase this dialag after update?
M| 4 | Mode: Edit - Record 1 of 1 [ [m] oK Cancel | Help |

ﬂj—mmjcsmﬂpmm—ycm—mm—mc,—
Payroll Supervisor, HR clerk, or PR — Limited access). Use
whatever makes sense to you.

4.) Next, set the access you want for each field on the Employee
Pay Security tab. Specific Action menu items can be secured
by checking or unchecking the boxes at the bottom of the
screen.

Revised: 3/14/2008 9



N

InfiniteVisions

5.) When finished, click the Emp Maint. Security tab. Repeat this
process for the fields in Employee Maintenance.

im, Edit User Role

zer Faole Infarmation

Marne: I EE Contact Infa Only

Description:; I EE Contact Info Only

———

~—_

Emplovee Pay Securitk : Emp. Maint. 5ecurity D;mp htairt. Actions |
\ /'

Employes Mame: I'v'iew ey vl Emplopee 1D:

State |D: [ViewOnly | Substitute:
Street Address: Im Skahusz:
Gender: Im arital Status:
Check Location: Im Job Title:

Birth Drate: IN.:. Access vl Hire Drate:
Senionty D ate: IN.:. Arcess v| Tenure Date:

Behire Drate: IN.:. Arccess vl Ethnicity
tedicaid Clazs: IN.:. Arccess v| Experence:
Uzer Defined: I".,.fiew ey vl Picture:

Emp. Comments: IFuII Aocess vl Phone Mumbers:

Benefitz Eligibility: IN.:.,-’.‘-..:.:egg vl Inzurance Clazs:

I Full Access VI

Social Security: I"-.-"iew Orly "l lzsue Pay Check: INm‘-‘u:u:e&& "I

Im LChange Log: Im

User Defined Field: [NoAccess 7]
Archive: Im
Mailing Address: Im
LCategaory: Im
Email Address: Im
Template: Im
Partal Lzer: Im
Probation Ends: Im
Leave Accal Date: Im
Termination: Im
EEOC: [Nosccess =]
Leave Bank: Im

x|

14| 4 | Mode: Edit - Fecord 1 of 1

> [m]

[T | Claze thiz dislog after update?

ak

Cancel Help

Revised: 3/14/2008
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6.) Now click the Emp Maint. Actions tab. Set the level of access
you want to the Action menu items available on the Employee
Maintenance screen.

. Edit User Role x|

Uzer Rale Infarmation

Hame: I EE Contact Info Only

Description: IEE Cantact Infa Only

Employee Pay Security I Emp. Maint. Secu

LCertificates: Im Employee Criteria: lm YTD: Im
Contracts: Im Evaluation: lm Positicr: Im
Deductions: Im Emergency: lm PR Journal: Im
Dependents: Im Language: lm Leave: Im
Documents: W Education: lm Mizc. Tracking: Im

[~ Allow employes forms [V &llow user ba print labels

[" | Cloge this diglog after update?

] A [ Mode: Edit - Record 1 of 1 [ [p1] 0K | Cancel | Help |

7.) When finished, click OK to save your changes. Now just
repeat steps 2 — 7 for the other Payroll User Roles you wish to
create.
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Assigning Payroll User Roles to Users

We’re almost finished. The last thing to do is assign the newly created
roles to your Payroll/HR and Business Office staff.

1.) Go to: Security | User Security | Edit User Record

E4 Infinite Visions Enterprise Edition - Accounting - [CCSDFY0708

EE\'E Edit Actions Window Help

¥ Warehouse

% General Fixed Asse

™ Receivables

B Security

B User Security
Access Log

= 20 Workflow Config
& Distributed A
[E DAC Accourn
[E Approvers
[® Approver Aco
[ Reassign Ap
[ PAR Approvs
[E PAR Approve
[E PAR Approve
[ Reassign PA
[ PAR Security
[ PAR Security
[E Transaction
B Email Setting
[ Ernail Alerts
& Emplayee Pq
[E Yendor Porta

|

&, Edit User, Security

User Information

User ID: |DHafta

|D ewey Hafta

Name:

28708 326114 Po EIMEREE X

P &P Security Options PR Security Options ]Ees‘trictions ] Assigned Accounts I Etnp. Maint. Options | WWH Access | Available DACs

|v &llow user to copy a filed position and assign

v &llow funding for positions

v Allow assigning pozitions from position inventory
v Allow emploges forms

v Allow user to print labels

v Allow user o change the issue pay check flag
|v* &llow uzer to generate positions

v &llow uzer to changs S5M

v &/low user to change position control code

v Allow uger ta change position open/closed status

v allow user ta change FTE in emplopes position screen

¥ HR LDF Permission
¥ PR UDF Pemmission
PAR Security Role: I LJ

I Allows uger ta skip PAR approver

‘Web Applicant User ID: ]

PBaproll User Rals: ” LJ

[ Portal Defaul
[ User Defined
[ Payroll User
-1 Reports
W Maricopa County C

14| 4 | Mode: Edit- Record 1 of 1

(Al =

Help

"
b ]

2 - ENER

| Ready

- 99 [ UselD EI‘Mo'ney Version: 21.12
4 start O 2.2 Product Memo. d... Oh Setting up Payroll Us., . Inbox £ 1nfin s

E% P DRAFT - IVEE W...

2.) On the PR Security Options tab, select the appropriate role
from the drop down list. Repeat this process for all applicable

users.

Congratulations! You’ve successfully created and assigned your new
Payroll User Roles. When these new features become active with the
release of version 2.2, you’re security set up will already be complete
and ready to go!
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