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	Steps to be Performed
	Prepared by
	Workpaper Reference

	1
	Obtain employee data from the Sungard System using Cognos and the IDEA Software.  A separate report should be generated for:
· Professionals on a Pay Grade
· Employees on Salary Schedules (Teachers, Athletic Trainers and Speech Pathologists)
· Nurses (PG 62)

	
	

	2
	Request the names of employees with an unsatisfactory evaluation from the Director of Human Resource Systems for professionals.

	
	

	3
	Request Permanent Difference, Career Ladder Lists from the Director of Human Resources.


	
	

	4
	Request a Security Report from Information Services for those employees who have access to Human Resources / Payroll module, Applicant System.  Include employee name, ID#, Operator Name, list of their access

	
	

	Administrators

	5
	Review the Security Report to determine employees who have access to the Human Resources / Payroll system.
Determine the employees in the Payroll and Human Resources Departments and other related departments who could have pay rates changed.


	
	

	6
	Run a pay rate history report in Pentamation for those employees identified in Step 5.


	
	

	7
	Run an Employee Payroll Activity Report in Pentamation for those employees identified in Steps 5.  Print a hardcopy and document for those employees who made changes to their own pay rate.  


	
	

	8
	Test employees pay rate changes for the 2010-11school year.  


	
	

	9
	Prepare the Summary of Testing for this section.
	
	

	10
	Prepare Summary of Findings, if applicable.


	
	

	Professionals

	11
	Using the data obtained in Step 1, eliminate professionals already tested in Step 8.  Then select a sample of professionals to be tested and import sample into an excel file.

For the sample selected, request report information from Information Services.


	
	

	12
	From the report of professionals (excluding Teachers and Nurses), determine whether the midpoint daily rates for the applicable pay grades agree to the pay schedules in the compensation and benefits handbook.  [Pass on this audit step since salary calculation was not based on midpoints.]


	
	

	13
	Using the data obtained in Step 11, 

a. Determine if employee should receive a general rate increase (GRI) by determining if at least 90 days were worked at 100% and by determining if employee received a satisfactory evaluation.  Agree employees with an unsatisfactory evaluation to list received from Human Resources.
b. Agree Pay Grades for each employee to the Administrative Professional Structure and Job Slotting document on C.7.1 – C.7.6.  Identify those which do not agree and determine why they do not.

c. Calculate new salary based on prior year salary.  Prior year salary ÷ % of day worked (FTE) ÷ # of days worked x 5% raise x # of days to be worked and x % of day to be worked (FTE).
d. Is calculation above minimum for pay grade, if not, adjust to the minimum.
e. Compare total calculated salary to system salary.  
f. For non-regular salary amounts, determine properness of amounts.

	
	

	14
	For any differences noted, provide Human Resources with copies of the detailed testing along with a listing of the employee's name, employee number, and description of the difference.  Discuss these items with the Director of Human Resource Systems, and the Salary Compensation Specialist.  Note when corrections are made or explain the reason Human Resources disagrees.  (No discrepancies were noted.)
	
	

	15
	Write Summary of Testing for Professionals for this section.

	
	

	16
	Write Summary of Findings, if necessary.

	
	

	Teacher Salary Schedule

	17
	Using the data obtained in Step 1, select a sample of employees on salary schedules (teacher, nurses, athletic trainers and speech pathologists) to be tested and import sample into an excel file.
[Nurses were tested in a separate sample.]

	
	

	18
	Update the Teacher Salary Schedule to include up to 40 years of experience.  Use the prior year’s file named “Teacher Salary Schedule.xls” for the update.  [New schedule starting 2009-10.]

	
	

	19
	Sort Secondary Pay Rates:

Sort all secondary pay rates (2-8) into the following categories:

· Primary Pay Rate

· Professional Growth 

· Career Ladder 

· Permanent Difference 

· State Insurance 

· Professional Development Days 

· SAdj Pay Rate

· Stipends

Total the annual salary of all secondary pay rates for each employee and agree to the same in the master file.

	
	

	20
	Determine if employee should receive a general rate increase (GRI) by determining if employee received a satisfactory evaluation.  Agree employees with an unsatisfactory evaluation to list received from Human Resources.

	
	

	21
	Primary Pay Rate Testing:

Sort the Teacher master work file.xls by the Years in Total column.  Add a column called “Daily Rate from Salary Schedule” and input the appropriate daily rates based on the employee’s total years of experience.

a. Recalculate Primary Salary:

Change FTE value to a number.  Multiply the salary schedule daily rate times days worked and FTE.  (This amount may not account for 2 positions held during the same year.)

b. Calculate Total Primary Salary.
c. Compare calculated primary salary to system salary.

d. For those with differences, send information to Human Resources to research.


	
	

	22
	Masters/Doctorate Degree Testing:

a. From the Teacher master.xls, copy the employee personnel data along with the Primary Pay Rate data into a new file.

b. Save the file in the Teacher directory as Master/Doctorate Degree.xls.

c. Calculate amount for Master’s/Doctorate pay.  Amounts of $2,000 or $3,000, respectively, are earned based on 187 days worked at 100%.  Calculation adjusts for number of days worked. 

Note: Calculation does not adjust for percent of day worked.  This is due to the primary pay rate screen for part-time employees reflecting a FTE of .5 and a reduced number of contract days, which would result in an incorrect calculation.  Those employees with a Degree Code of 2 or 3, a FTE of .5, and an unusual number of days had their master pay manually checked.

 Calculation does not adjust for multiple positions.
d. Calculate Total Master/Doctorate Degree.

e. Compare the total calculated master/doctorate salary to the system master/doctorate salary.

f. Other items to review:
· Degree Code correlates to Range

· Total Years plus 1 equals Step

· Pay Method should be “R” for Range & Step
g. For those with differences, send the information to Human Resources to resolve.  (No discrepancies were noted.)
	
	

	23
	Permanent Difference & Professional Growth Testing:

To test the accuracy of the Human Resource’s Permanent Difference List obtained in Step #3 and maintained by the Director of Human Resource Systems, complete the following tests:

a. Create “Combined Data” by using the employee number from the Pentamation data and the Human Resources data.  Include employee number, first name, and last name.

b. From the Teacher Sample.xls, copy the Permanent Difference and Professional Growth pay rates next to the “Combined Data.”  Add the Human Resources permanent difference and professional growth pay rates next to the Pentamation information.

c. Add a column and multiply the Human Resources daily rate times the Pentamation’s number of days worked.

d. Compare Pentamation’s “Annual Salary” to the amount calculated by Human Resources.
e. For those with differences, send the information to Human Resources to research.  (No discrepancies were noted.)

	
	

	24
	Career Ladder Testing:

a. From the Teacher Sample.xls, copy the Career Ladder data into a new file.  

b. Save the file in the Teacher directory as Career Ladder.xls.

c. Create “Combined Data” by using the employee number from the Pentamation data and Human Resources data.
d. Compare Pentamation Career Ladder to Human Resources calculation.
e. For those names that have differences, send the information to Human Resources to resolve.

	
	

	25
	Professional Development Days Testing

a. From the Teacher Sample.xls, copy all the Primary and Professional Development Days pay rates into a new file.

b. Save the file in the Salary Schedule as Prof Dev Days.xls.

c. Recalculate Professional Development Days Salary:
d. To determine the total professional day's salary, add the calculated professional days salary and the recalculated master’s/doctorate degree pay.
e. Compare the total calculated professional day’s annual salary to the Professional Days pay rate annual salary.
f. Review Primary pay rate to ensure that employee should be earning professional days.
g. For those names that have differences, send the information to Human Resources to resolve.  (No discrepancies were noted.)

	
	

	26
	Retirees Testing

a. Copy the CognosRpt-Teacher master Retirees.imr file into the Teacher directory as an Excel file called Retirees.xls.

b. Recalculate Primary pay rate – refer to Step 21.

c. Review remaining pay rates for each retiree to verify that they are not receiving professional growth, permanent difference, or career ladder.
d. For those adjustments that have differences, send the information to Human Resources to resolve.  (No discrepancies were noted.)

	
	

	27
	SAdj Testing

a. From the Teacher Sample.xls, copy the employee personnel data along with the SAdj pay rates into a new spreadsheet.

b. Save the file in the Teacher directory as SAdj.xls.

c. Review the pay rates.  Using the annual salary from the Primary pay rate screen, determine that the primary pay rate payments together with the SAdj payments agree to the primary annual salary.
d. For those adjustments that have differences, send the information to Human Resources to resolve.  (No discrepancies were noted.)


	
	

	28
	Write Summary of Testing for Salary Schedule Employees.


	
	

	29
	Write Summary of Findings, if necessary.


	
	

	CONCLUSION
	
	

	30
	Prepare a summary of the project results to be discussed with the Associate Superintendent for Human Resources and Student Services during the exit conference.  Document discussions that occurred during the exit conference.


	
	

	31
	Draft the audit report.  


	
	

	32
	Review computer files to determine which files are pertinent to this project.  Delete any unnecessary files and prepare the Diskette Contents List.
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