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[bookmark: _Toc456708922]Overview
Beginning July 2013 earnings and deductions are required to be reported to the Kentucky Teacher Retirement System (KTRS) after each payroll. A new program, the KTRS Pathway Report, was created to generate this file. The purpose of this document is to provide districts with step by step instructions on initial setup of Munis KTRS Pathway system. 
[bookmark: _Toc349570197][bookmark: _Toc456708923]Initial Setup
An initial setup of pay codes, deductions, etc. is required in order to process the Pathway report. 
[bookmark: _Toc349570198][bookmark: _Toc456708924]Generate Screen
Users will need to define Deduction Codes, Accruals, Pay Types, and First and Last Date Worked in the Generate Screen.

Munis Menu: 
1. HR/Payroll > Payroll > State Specific > South > Kentucky > KY KTRS Pathway Report. 
2. The following screen will be displayed. This screen is used primarily for generating the electronic file.
[image: ]

3.  Select KTRS Master Records. 
4. Select Generate and the following screen will be displayed. For setup purposes only users will required to enter a Payroll Run and Warrant number in the header (users may select Look Up [image: ]  for a list of warrants) to proceed to the setup tables below. It is suggested to enter the most currently completed payroll.
[image: ]Input Deduction Codes and Accrual Types. 
Input a Payroll Run and Warrant number to proceed. 


[bookmark: _Toc349570199][bookmark: _Toc456708925]Deduction Codes
On the Deduction Codes/Accruals tab enter appropriate deduction codes used by your district that tie to the following deductions:
· KTRS Deduction Codes
· KTRS Federal Match
· KTRS Critical Shortage
· IPS Deductions

[bookmark: _Toc349570200][image: ]
[bookmark: _Toc456708926]Accruals 
The new KTRS Pathway program will report leave amounts if available.  Please enter the appropriate Accrual type and Table combination that apply. 

· Accrued Sick Leave Hours or Days
· Accrued Annual Leave Hours or Days

Munis Menu: 	HR/Payroll > Payroll > Payroll Setup > Accrual Tables

1. Select Find [image: ] to identify all the vacation and sick time accruals that apply to employees who contribute to KTRS. 
2. Enter the Accrual Type and Table number into the Accruals tab on the Generate screen. Below is an example for sick day accruals. 
Note: Only Sick Time (ex: emergency days - N/A in all districts, etc.) that is carried over and payable at retirement should be included. 


Accrual Tables
Generate Screen KTRS Pathway – Accruals Tab


[bookmark: _Toc349570201][bookmark: _Toc456708927]First Date Worked & Last Date Worked
The new KTRS Pathway program requires an employee’s First Date Worked and Last Date Worked be reported. For First Date Worked in the Generate Screen select from which date on the Employee Master (Hired, Service, Permanent, or Orig Hire, Ret/Pension) to report. Select from Inactive or Terminated from the Employment End Reason Source to report Last Day Worked. By allowing users this choice it offers greater flexibility due to districts using different fields on the Employee Master to record employment dates.

[image: ]


[bookmark: _Toc456708928][bookmark: _Toc349570202]Pay Types 
The new KTRS Pathway program requires Regular Pay, Extra Service Pay, etc. to be reported separately. The Pay Types tab will be used to enter pay codes to distinguish between the different types of pay. Please enter the appropriate pay codes that correspond to the various type of pay. 
Note: An appendix is included that includes instructions on how to export pay types to excel that can be used to assist in setting up the Pay Types tab. 

[image: ]

· Regular Pay Types
· Base: Include all pay codes associated with base pay
· Substitute: Include all pay codes associated with substitute pay, including Federal Match pay types.
· Extended Days: Include all pay codes associated with extended days
· Administrator Extra Service Pay: Enter all pays types that correspond to extra pay to administrators that are part of their normal duties such as stipends and index pay. The Munis program will recognize Administrator Extra Service pay as part of the contract salary but will not report or use the days from that job pay record to calculate dock rates.
1. Any extra pay received outside of regular duties such as coaching will need separate pay types entered in the Extra Service Pay Types column. 
2. If administrators (example: principals) share the same extra pay type as a teachers, assuming the extra service for the administrator is really part of their regular duties, new pay types will need to be created for the Administrator Extra Service Pay. Administrator Extra Service pay is not truly extra service but rather is for pay that is part of their normal duties such as other additional certified pay and included in their contract.

· Extra Service Pay
· The new Pathway program requires that any extra service/supplemental pay be identified as Hourly, Daily, or Other. From discussions with KTRS it has been agreed that all Extra Service/Supplemental Pay (Non-Admin) can be reported as Other/Flat Rate. KDE recommends that all Extra Service Pay Types are setup as “Other” in the Munis KTRS Pathway program.
· Other Pay Types (Federal, Docks, Adjustments, etc.)
· Federal Match – Enter all pay types, both regular and extra service, associated with federal matched salary. The program uses the pay types to identify the portion of the employee pay that is federally paid. These codes must also be included in the setup under Regular or Extra Service Pay Types.
· Dock Pay – Enter the pay type associated with Dock Pay. The pay type should be different from Adjustments. The adjustment pay code should only be used to denote adjustments made to prior period pay. The code used for Dock Pay must also be entered in the Regular column as a Base pay type.
· Adjustments (to previous reported earnings)
· Adjustment – Regular Enter all pay types that correspond to adjustments made to regular pay.
· Adjustment – Supplemental:  Enter all pay types that correspond to adjustments made for extra service pay.
· Lump Sum Comp Pay: If applicable enter the pay type associated with Lump Sum Compensatory Pay.
· Lump Sum Leave Objects
· Sick Leave Payment: Enter the object codes associated with lump sum sick leave pay, typically object code 0291.
· Annual Leave Payment: Enter the object codes associated with lump sum annual pay if applicable, typically object code 0298.
[bookmark: _Toc349570203][bookmark: _Toc456708929]Crosswalks
The KTRS Pathway Program has four crosswalks that must be defined during initial setup. Crosswalks are required to translate codes in Munis to the codes required by KTRS. Before setting up the crosswalk users will have to determine the Munis crosswalk code.  Three reports must be printed before users can proceed with setting up the crosswalk.  The final crosswalk does not require a miscellaneous codes report to be printed.

Munis Menu: HR/Payroll > Payroll > Payroll Setup > Miscellaneous Codes
1. Select STAT – Status Codes and print [image: ] for future reference.
2. Select Show Types and select INAC – Inactive/Terminated Codes and print [image: ] for future reference.
3.  Select Show Types and select MRTL – Marital Codes and print [image: ] for future reference.

Example Miscellaneous Codes: 
[image: ]
[bookmark: _Toc349570204][bookmark: _Toc456708930]Position Status – Crosswalk #1
1. In the KTRS Pathway Report program in Munis select [image: ].
2. Select the Position Status Crosswalk button on the KTRS Master screen. 
3. Select Add [image: ].  
4. Select STS – Employment Status from the Crosswalk Type drop down menu.
5. Crosswalk the previously printed values from Munis to the corresponding KTRS codes.[image: ]
NOTES:
1. The above is an example only. Please refer to your print out and determine your own district crosswalk.
2. Leading zeros must be entered – Example 01. 

[bookmark: _Toc349570205][bookmark: _Toc456708931]Inactive/Terminated Codes - Crosswalk #2
1. Select the Employment End Reason Crosswalk button on the KTRS Master screen. 
2. Select Add [image: ].  
3. Select TRM – Termination Type Code from the Crosswalk Type drop down menu.
4. Crosswalk the previously printed values for Inactive/Terminated Reason from Munis to the corresponding KTRS codes of your choice.
[image: ]
NOTES:
1. This is an example only. Please refer to your print out and determine your own district crosswalk.
2. Leading zeros must be entered. 


[bookmark: _Toc349570206][bookmark: _Toc456708932]Marital Status – Crosswalk #3
1. Select the Marital Status Crosswalk button on the KTRS Master screen. 
2. Select Add [image: ].  
3. Select MAR – Marital Status from the Crosswalk Type drop down menu.
4. Crosswalk the previously printed values from Munis to the corresponding KTRS codes of your choice.

[image: ]
[bookmark: _Toc349570207][bookmark: _Toc456708933]Note: This is an example only. Please refer to your print out and determine your own district crosswalk



Number of Pays per Year - Crosswalk #4
The Pay Frequency will be required for all employees and pulls from the Pay Frequency on the Employee Master.
[image: ]

1. Select the Detail Records button on the KTRS Master screen. 
2. Select Number of Pays.
3. Select Add [image: ].  
4. Select KYP – Pay Frequency from the Crosswalk Type drop down menu. 
5. Crosswalk the following values from Munis to the KTRS codes listed below. These codes are not listed in the Miscellaneous Codes as the other crosswalks and should be standard across all districts.
6. If your district only uses only one type of Pay Frequency, for example Semi-Monthly, it is suggested to set up the crosswalks for all pay frequencies while you are in the program. This will ensure if pay frequencies are changed in the future and the codes have already been set up.
[bookmark: _GoBack][image: ]
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