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Colorado Users: Colorado CDE Data Exchange
It’s that Audit Time of Year Again!

It is hard to believe but it is audit season again. School has started and the leaves are starting to fall outside. If
you are fortunate enough to live in the beautiful state of Colorado you have another report that needs to be
processed.

The file for this report is submitted to the Colorado Department of Education. The information on this file is the
school’s finance activity for the 2013-2014 fiscal year. This year there were a few changes that were required by
the state. Please review the documentation by selecting the link below.

http://help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=processing_the_colorado_cde_dat
a_exchange

MORE for Colorado Users....Human Resource Data Exchange Update

It’s that time of year for the Colorado Schools. It is time to get started on entering the needed data for the Staff
Profile and Staff Assignment files that are to be sent to the Colorado Department of Education.

New fields as well as some new views have been added to make the process easier to create the two files. Select
the link below for some easy reading about the information that is required and how to send the files to the
Colorado Department of Education.

http://help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=colorado_human_resource_data_e
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Customize Employee Views

Did you know you can create a new customized view for the Employee Portal? This means you control the fields
to which your employees have access. When you initially set up the Employee Portal, there are 5 default views
for you to choose from: Basic Demographics Information, Certificates/Permits, Committees, Degree and
Emergency Contact Information.

Change and Request Option:  Submit changes H 1809 Smith, Robert

Basic Demographics Information  Employes Combined Mame Smith, Rabert
Cortificates/Permits Strest Address O 2333 W ille Rdl., Stz 140
Comm\ttees L ress One arrenville L,
Degree City Lisle
Emergency Contact Information

State il

Zip Code 60532

Birth Date 12/1/1978

Marital Status srgle x|

Fed Exermption ul

Extra Fed Tax 0.0000

State Exemption n

Extra State Tax 0.0000

Using the Data View Definition, you can easily customize the view to only include the fields desired.

For example: You do not want your employees to request a withholding change, but would like them to be able
to change their Home Phone.

From the Menu Tree:

1. Select Administrative Utilities
Select Data View Definition
Place your bullet in Request for Change
Select a Default View to start with (i.e. Basic Demographics Information)
Adjust the fields as needed using the blue arrows
Change the Title
Select Save New View

Ty m—

Major Wiew Options:

Wiew Definition Information:

Default Vigws:

Esic ernagraphics Information |
Certific ates Permits

Committees 3
Degree

Emergency Contact Information

© Bayroll Entry & Display Views

© applicant Entry and Display Yiews (el e

Yiew Type!
© Other Master & Code Entry Wiews o
& Request for Change
View Type to Display:

View Type to Display:
o Enter s Wiew

Data Areas: |Employee_Master - I

Available Fields for ¥iew Area:
Account_]

Title: ['NEW" Demagraphics Information

© NV WN

- - . - . Account_2

This view will be available for the employees: Pecoum 3 i
Account_4 State
Adrnin_Group Zip_Code
Annual_Salary Birth_Date
Annual_Supplamental_Salary Horne_Phene
Auta_Hours
Auta_Rate
Arveailable_P_L

Fvailable_Reason_1
Frvilable_Reazon_2
ilable Reason_3

Change anhd Request Option: Submit changes H 1809 Smith, Robert

"NEW" Demographics Infarmation)  Emplayes Cormbined Name Sith, Robert
Degree Strest Address O [z323 w. ille Rdl., Ste 140
Emergency Contact Information et Aduress Lne arrenvitle =d.,

City |L|s|e

State I

zip Code [eosz=

Birth Date |12/1/1578

Home Phone [209-267-1402

For more information about setting up new views or changing your views, click on the following link:
http:/ /help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=data_view_definition1
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Employee Labels: With or Without Addresses

THAT is the question!

Print employee labels with or without employee addresses for mailing or filing labels. Just need a group of
labels? Simply add a sort!

Select Preview

NV W

Sample sort for School Location 1
Open Reports | General Accounting Reports | Select Payroll and Human Resources, Employee Mailing
Labels. Select the Activate Sort Definition Area button, the sort screen will open.
On the Sort Screen, select the Field from 3Tables in selected report: Employee Master | 4Fields in selected
table: School Location | Select from 5Data in selected field: 1, use the right arrow to move 1 into 6Data
used for record Selection.
Under School_Location, Select but Do Not Change Sequence.
Under Record Selection Options: Select /f value IS in the list. (=).
Select the Save New Sort button.
To include only Active Employees, select Adjust selection to include Only Active Employees?
Select the Close Sort/Select button.

General Accounting Reports  Current Year or Historical Data [FETYT™ 2 |

_I ShomfHide Your Documents

3 Tables in selected report: | Employes_Master |
4 Fields in selected table: 5 Data in selected field: | tewec ul | 6 Data used for record Selection:

_ﬁ_

Pay_Check_Location Y

Fay 3
Catagory

Account_1

Fate_1

Houwrs_1

Gross_Code_1
Banafit_Destrbution_1_¥N
Account_2

Rate_2

Hours_2

Gross_Code_2

03]

Banafit_Destnbution_2_¥N
Account_3

Rate 3

Hours_3

Gross_Code_3

Benafit_Destnbution_3_ YN W
Account_4
Sqlwnl_l.»cluen
(®) sglact but Do hot Change Saquence
_/ Saouence and Select

Sequence Option is not available on this report. A group sort formula is needed to allow sorting.

Record Selection Options:

(%) 1F value 1S in the list. (=) () 1F Greater or Equal first value and less or equal last value,
If value is HOT in the list. {<>) 1f no value (null)
_ If greates or equsl to first valus (>=)

SmeMewSor | CoseSoSeea |

Check Auto Answer and use the drop arrow to select Display Address or Hide Address.
Auto Answer Auto Answer

Question Answer Question Answer
Selact if you would like to Display or Hide the addres:. || Display Address v || OR Selet if you would like to Display or Hide the address.

() Employes Mailing Lebels . . .
D For more information, follow the link below.

http://help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=printing_employee_mailing_lab

els
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How to Make a Pre-Note File for Your Bank

Did you miss the mini session on September 18t? If so, we got you covered.

This feature can be convenient in a couple different circumstances:

1. Your District is a new client to SDS, and a pre-note file has been requested by your bank to ensure
that your District’s account detail as well as employee’s bank account detail have been recorded
correctly before you go live with it.

2. Your District’s existing bank has been sold to another banking institution and the new institution has
requested a pre-note file to ensure that your District’s detail and employee’s account information has
been recorded correctly before you go live with it.

3. There could potentially be other instances when your bank might request a pre-note file.

Detailed instructions can be found in the Finance Office Help Console using the following link:
http://help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=how_to_create_a_pre-
note_file_for_your_bank_-_mini_session_-_9_18_14&SearchHighlight=prenote

Support Resources: Are You Aware?
We have put easy access links to a variety of different SDS resources on the login page.

Services

Administrative System Login

Training Order Form

R Xconnect

Newsletters

Free User Webinar sign up
Latest Newsletters

- Recorded User Webinars
Lﬁ“ Feote Qutian fo Dirct Denost /i Session And more!

i
Detail Reports with Enhanced Report Capabilities
[\ Menu G ization f Mini il

Attendance: Awarding Sick, Vacation and Personal Davs

Videos

T rd Check it out!

How to: Analyze Pavroll Created Accounts
w o e sched

Budget Planning Assistant

Adding a New Fund or Account Dimension?

hen adding a new account, what happens if the dimension needed does not appear in the drop down menu?
How do | add a new fund?

If a new account dimension is to be added (for a function, object, source of revenue, etc), be sure to add the
new dimension prior to adding the new account in the Budget Master. The instructions for adding a new
dimension item that will then appear in the drop down menu, can be found in the link below.

If a new fund is to be entered into the system, the directions in the link below will walk through the steps
needed to add the new fund number; however, remember to also add a ledger interface record to complete the
setup of the fund.
http://help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=state_codes_(fund_function_ob
ject)&SearchHighlight=statecodes
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Free User Session for October

10/23 - Green Accounting Basics
The link to review all Free User Webinars for 2014-2015 and to register for each is:
http://www.schooloffice.com/support/free-user-webinars-2/

Does Your District Use the Pre-Note Direct Deposit Feature?

Here is some information to make it more intuitive

http://help.schooloffice.com/helpconsole/SDSFinanceHelp/default.aspx?pageid=direct deposit add record type or descr
iption

Pumpkin Brownies

If you like Pumpkin Pie and Brownies you will love this highly rated fall recipe!

Ingredients:

% C all-purpose flour 1 Y2 C white sugar

¥4 tsp baking powder 2 tsp vanilla extract

2 tsp salt 3 eggs

% C melted butter V4 cocoa powder

Y2 C semi-sweet chocolate chips % tsp ground cinnamon
%2 C pumpkin puree ¥ tsp ground cloves

¥ C chopped walnuts ¥4 tsp ground nutmeg
Directions:

Recipe Courtesy of Allrecipes.com

1. Preheat oven to 350 degrees F (175 degrees C). Grease an 8x8 inch baking pan. Stir the flour, baking powder, and
salt together in a bowl.

2. In another bowl, stir together the melted butter, sugar, and vanilla extract; beat in the eggs one at a time with a
spoon. Gradually add the flour mixture, and stir the batter until it's evenly moistened. Divide the batter in half in two
separate bowls.

3. Into one bowl of batter, blend the cocoa powder and chocolate chips. In the second bowl of batter, stir in the
pumpkin puree, walnuts, cinnamon, cloves, and nutmeg.

4. Spread 1/2 of the chocolate batter into the bottom of the prepared baking pan, and follow with 1/2 of the pumpkin
batter. Repeat the layers, ending with a pumpkin layer, and drag a kitchen knife or small spatula gently through the
layers in a swirling motion, to create a marbled appearance.

5. Bake in the preheated oven until the brownies begin to pull away from the sides of the pan and inserted toothpick
comes out clean, 40 to 45 minutes. Cool in the pan, cut into squares, and serve.
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