
 

Payroll Date: 1/20/06     
                                  
 

PAYROLL PROCESSING CHECK LIST 

 

 

  ** Run INICAL before you enter anything in Future and balance to previous pay 
 

 1. _____  USPSCN/ATDSCN  

 

2. _____ USPSCN/UPDCAL_FUT 

 

3.  _____ INICAL Payroll Dates:  Beg. 1/1/06 Ending 1/13/06 

_____ Print and verify INICAL.TXT    

_____  Balance inical active job to previous inical  

_____  Balance inical future to spreadsheet                       

           

 4. _____ USPSCN/UPDCAL_CUR – JUST FOR SPECIAL PAY    

        

 5. _____ PAYSUM         

   _____Print and verify PAYSUM.TXT –  Balance with inical and spreadsheet 

                        _____Print and verify Futpay (THIS IS TO CHECK MISC. JOBS)     

            

 6. _____  BENACC   (2
nd

 pay of month)         

            

 7. _____ CALCPAY         

  _____ Print and verify CALCERR.TXT – small paper  

  _____  Print and verify PAYRPT.TXT 

  _____ Print and verify DEDTOT.TXT – projection 

                        _____  Print and verify DEDDET.TXT 

  _____ Print and verify BUDPRO.TXT   

  _____ Print and verify BUDDET.TXT - projection  

  _____  Print and verify BENRPT  (last pay of month)    

  

8. _____ CHKLEV    (Benefit usage)   

   

9.         _____ CHKPRT     Sort by  BLDG, NAME 

  Do Not Print CHKFORM.TXT   NOW (OPTIONAL) 

 

__________Check # (Warrant/Susie)     Payroll Check # _____________     

Quote___________________________Direct Deposit #____________________________ 

Do Not Print CHKFORM.TXT   NOW (OPTIONAL) 

 

10. N/A EDIRDEP (Send Dir.Dep. Notices – check format for the date!) 

  

11. _____ CHKUPD  - POINT OF NO RETURN / EVERYBODY HAS TO BE OUT OF   

                                                                              USPS 
 _____ Print and verify BUDDIS.TXT – Jamie signs 

 

STOP HERE IF ANOTHER PAYROLL 
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12. _____ PAYDIR 

 

           ________ Print and verify PAYDIR.TXT 

 

13. _____ SEND_ACH  -- Wait for e-mail before calling Fifth Third 

                            Call Fifth Third Bank within ½ hour of e-mail from SWOCA 

 

14. _____ PAYDED  (This replaces DEDRPT.  Run 2 copies of this report – 1 for our files 

and 1 to use as copies with checks, as needed.     Choose “P” for projection, but then “A” 

for actual processing and to create checks.   

          

  _____ Print CHKPRT.DAT                  REPORTS:   _________DEDRPT 

  _____ Print  DIRCHK.DAT 

  _____ Print  PAYDED.DAT                                      _________DEDSUM 

                      

CHECK #’S___________________     _________PAYDED 

 

ELECTRONIC TRANSFER_____________ 

 

15.       _____   CHKSTS – EVERY PAY 

    

16. _____ RETIRE  - STRS - EACH PAY 

                         #2 STRSREG 

                     CHECK NUMBER OFF THE PAYDED 

                         CHECK REPORT – DAYS PAID  IF OKAY  

                         RERUN  RETIRE  AND CREATE STRS TAPE 

                         PRINT REPORT     

 

17.       ______ RETIRE  - LAST PAY OF MONTH 

                         #3 STRSMONTH 

                         CLEAR STRS MTD – Y 

                          RUN REPORT          

                

18.      ______  TO SUBMIT STRS TAPE:  USPS_PRC THAN NUMBER 11    

 

19.      ______   RETIRE – SERS – LAST PAY  

                         #1. SERSREG 

     PRINT REPORT AND CHECK DAYS PAID 

                           IF CORRECT RERUN RETIRE 

                           CHANGE TO CREATE TAPE TO Y 

                           RUN REPORT 

 

20. _____  BRDDIS          NEEDS TO BE DONE FOR ALL THE BELOW 
 

21.      ______ AUTOPOST        _________MEDICAL INSURANCE  Req. #PR______ 

 

                                                    _________MEDICARE   Req. # PR________ 

 

                                                   _________STRS  Req. # PR_______ 

 

       LAST PAY                     __________SERS Req. # PR________ 
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STOP HERE IF USAS HASN’T CLOSED OUT 
 

 

22. _____ AUTOPOST/PAYROLL       PO from Susie  _______________ 

 

23.       ______ USASCN - BRDRET – AFTER THE LAST PAY OF THE MONTH 

REQ. # ________________ 

 

 

QUARTERLY 

 

24.   _______ QRTRPT 
 

25.    ______ W2PROC 

 

26.   ______ OBESRPT – Let Deb Know when we are finish with this 

 

27.   ______ LEVPRO –  No per Jamie 

 

    

 

 

 


