Go to Payroll, Configuration, Group and define a Group called ADE Audit

Infinite Yisions Enterprise Edition - [Groups]
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Then go to: Payroll, Employees, Employee Groups and select the ADE Audit Group. Click on Actions and
Assign selected Group to Selected Employees.
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Employees
Select Employee Hame tudent System ID Check Location

3 ARTEE4S Abbott, Peter ) 232623 Business Services
r AJ54545 Ajar, Darig FEF414 Capital City Elementary
- APBBE28 Apeno, Hal 154878 Capital City Elementary
C AS47897 Asgday, Claire 783111 Infinite Middle 5 choal
r ALI41369 August, June July 258852 Huran Resources
r FPE70040 Bail, Crystal 573583 Capital City Elementary
C BABEETS Bar, Candi 743452 Business Services
- BA7E520 Baumn, Adam 964700 Yisionz High Schoal
r BE23444 Betcha, Hugh 555456 Wisions High Schaol
r EHI5836 Bhaer, Ted E E43380 Wigionz High Schoal
r BIG3852 Birthday, Abby 321654 Wisions High Schaol
r BL4E5E3 Blinds. Mirnie 363361 Business Services
C EO053733 Board, Bill 483438 Maintenance
r BO54E58 Book. Reed A 4BEE44 Infinite Middle Schoal
r BO53592 Book., Rita 456123 Capital City Elementary
[ BOS0121 Boye, Ada 001471 Faood Services -

4 I »

oK LCancel Help
Ll | =
|Ready | Entity: Demo | Group: WBTraind3 [Fr: 20013 | DAC: 99 [UserlD: OMoney | Version: 3.1.22

L"Startl J i ) @ J +% Infinite Visions Enterpris. .. | ] @l{b

Choose employees as part of the ADE Sample, and click OK.
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M scict__[Emiopoo [Namo | SwdeniSysienld____|Chook Locaton I
r AB16549 Abbott, Peter J 232523 Business Services J
[l A)54545 Ajar, Doriz FrA4 Capital City Elementany
r APEEE2E Apeno, Hal 154878 Capital City Elementary
[ AS47897 Aszday, Claire 789111 Infinite Middle 5chool
[ AlJ41369 August, June July 258852 Human Resources
[l PEFO040 Ball. Crystal 573583 Capital City Elementary
[l BAERETE Barr, Candi 743452 Buziness Services
- BATERZ0 Baum. Adam 964100 “igions High School
r BE23444 Betcha, Hugh B55456 Wizions High School
[l BH33836 Bhaer, TedE E43380 Yisionz High School
O BIE3E52 Birthday, Abby 321654 Visiorz High Schaol
[ EL4E583 Blinds, Minnie 363361 Business Services
i E0E23723 Board, Eill 485433 Maintenance
i Iv BOS4658 Book, Reed & 4EEE44 Infinite: Middle School
[l BORERS2 Book. Rita 456123 Capital City Elermentary
_I_I r BOS01 21 Boye, Ada 001471 Food Services -
4 3

ak LCancel Help




To run Payroll report for sample
Go to Payroll, Reports, Pay Period, Payroll Journal with Totals.

In the Group field, select ADE Audit Group, then select the pay periods 1, 11™ 18" and Last, Click OK.

Infinite Yisions Enterprise Edition
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Pay Periods
Selected Pay Cycle Pay Period Start Date End Date Pay Date

ineekly 1 Fhemz Fhas2mz 7iznszmz| |
Biweekly 2 7A15/2012 Fl2Bdam2 8/3/2012
Bivweekly 3 742902012 gAt1/2mz 8AFi2m2
Biweekly 4 8122012 8/25/2012 8/31/2012
Bivweekly 5 8/26/2012 3/8/2012 914/2012
Biweekly B 9/9/2012 9/22/202 9/28/2012
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Biweekly 10/7/2002) 104204202 10/26/2M 2
1n/2142mz2 1143/2m2 1/9/2mz2
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Print the report named: Payroll Journal with Totals
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Capital City School District #1
- Pay Journal With Totals Fiscal Year: 2012-2013
Pay Cycle: Pay Period: Start Date: End Date: Pay Date:
; Biweekly 4 oM 22mz 0872502012 312012
) Bivneekly 5 03262012 0802012 09142012
Bimeekly B E=oe2mz 2272012 Er2a202
- Biweekly 7 r232mz 00672012 10M 2202
2 Sorted by Check Location, Hame
° HOURS IHCOME
Matne of Employee Check# Funding Description Rate Rey Cther  OT Reg + Other Owvertime Total
- Barr, Candi o 001.100.1000 5113.010.000.0  Substitute-Certifed Fo0D o0 0oo ooo F140.00 o0 F140.00
o 001.100.1000 £113.015.000.0  Substitute-Certifed FooD 200 ooo ooo $140.00 woo $140.00
) ){H}{-}{X‘GB?S BaseETE o 001.100.1000 §112.020.000.0  Substitute-Certifed Foon 100 ooo oon 000 oo $70.00
3 Cycle: Biveskly TotaE 500 000 000 OO0 WOT O
Period: 4 Amount Match
- Federal Tax Withholding wWoo 00 _—
FICA- Social Security 2170 F21.70
FICA- hedicare ®os W05
- Direct Depost Metpay $323.22 oo
4 Wirkers Comp LOW o0 154
- W rkers Comp TRLA oo 05
AZ State Income Tax 000 oo
Total Deductions: $350.00 2037
- Met Amount: $0.00
Barr, Candi o 001.100.1000 5112.010.000.0  Substitute- Certife d Fo0D 200 0oo ooo $140.00 wWoo F140.00
° o 001.100.1000 5113.015.000.0  Substitute-Certifed Fo0D o0 0oo ooo F140.00 o0 F140.00
? XX}{-}{X-SB?E BARGETS o 001.100.1000 £113.020.000.0  Substitute-Certifed FooD 100 ooo ooo F70.00 woo §70.00
- Cycle: Biveekly Totals 500 000 OO0 F350 00 ETT 55000
. -
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Please forward this to me at racetothetop@azed.gov

Thank you,

Gary Holland, MBA

Grants Support Director

Arizona Department of Education
1535 West Jefferson Bin #3
Phoenix, Arizona 85007

P:(602) 364-3518
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