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What You Need to Know About Fall PEIMS

Introduction

The Public Education Information Management System (PEIMS) is the mechanism by which the Texas Education Agency (TEA) collects detailed information from school districts across the state.  All of the information collected is merged together in a statewide database at TEA.  Various divisions within TEA use the data to perform audits evaluate schools, student performance and so on.  The legislature also relies on the data to make decisions related to schools.  It is critical that the data submitted to TEA is as accurate as possible and consistent from district to district.

TEA developed the PEIMS Data Standards to help ensure the integrity and comparability of the data submitted by school districts.  The finance submission includes information about the school’s budget, employee information, payroll information and instructional schedules.  A unique record number identifies each specific type of information.  All of the records are pulled together into an ASCII file that is transmitted to TEA.  The data standards dictate the file and record layout, records reported, and organization of the data.  It also provides standard code tables used in various record and edits that help the user check the validity of their data before submitting it to TEA.

Skyward has embedded many of the code tables and edits into its programming.  This assists our users in validating their data as it is entered into the system so that the PEIMS submission period will go more smoothly.

There are four different PEIMS submissions throughout the year.  Finance only has to deal with two of the four.  The first one is the fall submission, officially referred to as “Submission 1”.

The fall submission is meant to represent how things are in a district on the last Friday of October.  This is called the snapshot date or the picture date which is October 27, 2006.  
The school records its information for the prescribed records on that date and has a few weeks 
to clean it up before sending it to TEA.  

The second submission is the mid-year submission, officially referred to as “Submission 2”.

This submission is purely a finance submission that reports the audited results of the prior fiscal year.  A district cannot complete this submission until they have their audit report and audit adjustments in hand.  

The TEA PEIMS Data Standards is normally organized into five sections.  The data standards are available electronically at www.tea.state.tx.us/peims/standards/0607/index.html  the site now offers a search by records, elements, codes or a general search at www.tea.state.tx.us/peims/standards/wedspre/index.html .


Section 1: Introduction – Data Submission Responsibilities and Specifications
This section provides a general description of PEIMS. It specifies the as-of and due dates for the four data submissions. It also includes a discussion of the various responsibilities of the school districts, education service centers, and the Texas Education Agency. 

Section 2: Data Submission Requirements 

This section includes a description of each record type, the various record layouts, and reporting examples.

Section 3: Description of Data Elements 
This section provides an explanation of the information on each data element page, an alphabetical list of the data elements, and a detailed description of each data element. 

Section 4: Description of Codes 

This section provides an explanation of the information on each code table page, and alphabetical list of the code tables, and a listing of the codes and translations by table.

Section 5: Edits 

This section provides the record type data element field edits and context edits. Additional edits to check for the reasonableness of the data have been included. There are three types of edits: fatal errors, special warning errors, and warning errors.

Appendix A: Data Overview  
This section provides a view, by category, of the data to be collected.

Accessing the data standards electronically is particularly helpful when referring to the C022 code table of Service ID’s.

INFORMATION REPORTED IN PEIMS

Each record type contains specific, required, information as defined by the Data Standards.  Record types are identified by a three-digit record type code.  The finance records start at 010, and continue through 090.  Record type codes of 100 or above are student records.  All the information for a district is organized into an ASCII submission file and sent to TEA.

	Data Entered in

Finance & HR Module
	Data Entered in

PEIMS Module
	Data Extracted from

Student Acctg Software

	Budget (030)
	District Information (010)
	Teacher Responsibilities (090)

For those who are scheduled in Student

Accounting.

	Payroll (060)
	Shared Services Information (011)
	

	Employee Information(040,043,050)
	Campus Information (020)
	

	Responsibilities (090) for professional staff & educational aides not scheduled in Student Acctg. Software
	
	

	
	Contracted Instructional FTE’s (055)
	


Information entered in Finance, Human Resources and Student accounting is extracted into the PEIMS module for further refinement and editing.  Any record may be added directly into the PEIMS module; however, any additions or changes made in the PEIMS module will be overwritten if the record type is extracted into PEIMS from another area.

CONTEXT EDITS

Skyward programs most of the PEIMS edits from the Data Standards into the software.  The edits included in the programming fall into two categories – those edits where statements can be evaluated as true or false within the context of a single record and those in which all records taken as a whole must be evaluated before a true or false determination can be made.

The first type of edit is programmed to be issued on the screen during data entry in the source modules; on the screen during data entry in the PEIMS module; and directly under the suspect record on edit reports generated in the PEIMS module.  This allows the user to identify conflicts with the Data Standards early in PEIMS processing and make decisions about the information provided by the edit.

The second type of edit, which must look at all records together, is only issued on reports in the PEIMS module.  These are sometimes referred to as cross-record edits.  This type of edit is found at the bottom of the PEIMS edit reports generated by the software since the edit is not related to a specific record, but to the data as a whole.

There are a few edits that Skyward does not program in the software.  Several of the TEA edits look at prior year’s data or a district’s ADA to determine reasonableness for the numbers reported.  Skyward does not include these edits in the software because we do not have the additional information readily available.  Additionally, there are not edits for budget information built into the Budgetary module or the Financial Management module.  There are also no payroll edits programmed to evaluate detailed payment record information as it is entered into the payroll module.  These edits (030 and 060) are only found in the PEIMS module.

TEA assigns degrees of severity to each edit based on how critical it is to maintaining the integrity of the data reported.  The three different levels of severity are as follows:

FATAL ERROR:  The first type of edit is the fatal error.  All fatal errors must be corrected before   submitting data to TEA.  Any PEIMS file submitted with a fatal error will be returned to the district for correction.  Fatal errors will be noted with *F* or *T*  in the Skyward programs.  The T stands for Terminal.

SPECIAL WARNING ERROR:  The special warning error is the second most critical type of error message.  This type of edits checks for possible discrepancies in the data that warrants careful review.  These edits check for situations that may be correct in unusual circumstances, but most likely should be modified.  Special Warning Errors do not cause TEA to reject submission files.  Special Warning Errors will be noted with *SW* in the Skyward programs.

WARNING ERRORS:  Indicate possible problems.  Warnings do not cause TEA to reject submission files.  Warnings will be noted with *W* in the Skyward programs.

Once the user has reviewed the PEIMS information on the Skyward software product, a PEIMS submission file is created and uploaded to the TEA mainframe computer.  Here, the users run a complete edit on their file on a TEA editor called PEIMS EDIT+. This product produces additional, valuable reports that provide more analytical information to the district.

Districts can send their file to TEA for editing in the PEIMS EDIT + multiple times before indicating that the file they are transmitting is their “official” submission file.  This allows users to submit partial files for early editing on the TEA edit. TEA and Skyward encourage districts to take advantage of this feature early and often.

Identifying what record the edit relates to is easy.  Each edit message issued, whether on the screen or on a report, includes a five-digit alphanumeric edit number.  It is in the format of RRRxx, where RRR is the record number, and xx identifies the specific edit for that record type.  For example, edit number 06028, relates to the payroll detail record, 060.

Identifying the severity of the edit is also easy.  There are only three levels of severity and they are clearly identified as fatal, special warning or warning messages.  Occasionally, a fatal edit may not directly identify the severity using the *F*.  Instead, the text will include the word MUST and omit the special warning status.  This is a strong indication that it is a fatal error.  If in doubt, look the edit up in the Data Standards.

Understanding what is required of each record is the most difficult part of decoding the edit messages.  Edits will indicate what is wrong with the record, but will not necessarily provide information on how to correct the problem.  Edit messages programmed into the software are often shortened to fit in a certain space.  Find the full edit message by looking it up in the Data Standards.  The full edit will most likely provide some additional information that may help identify the solution.  The examples for the record provided in Section 2 of the Data Standards are also helpful in identifying what is required of the record.

GENERAL EDITS

General data submission rules edits are used to verify that all required records have been submitted, and that only required records are submitted for a given submission period.  The 
general record type field edits ensure that individual records include all mandatory fields.  All
General edits are FATAL edits.

The general data submission rules edits are numbered 00002-00077.  These are the edits that check what record types are included in the PEIMS file.

Record type field edits define the key of a record and the mandatory fields for a record.  The edit number identifies the record type triggering the edit.  These edit numbers are also five-digit alphanumeric codes, but have a slightly different appearance from the context edits.  These edits are in the format of RRR0X, where RRR is the record number, 0 is zero and X is the letter A, B or C in upper case.  Examples would be 030A, 0300B, 0430A, 0430B, and so on.  Each record type has two record field edits.  All will have an “A” edit, which defines the key of the record, and a “B” edit which defines the mandatory fields.  The 090 Responsibility record has an “A” edit defining the key of the record, and has a “B” edit and a “C” edit identifying different mandatory fields for different types of employees.

CODE TABLES

The PEIMS Data Standards include many code tables that standardize the entries that can be made in a particular field.  The code tables describe what each code value means and explain the descriptions where necessary.  Skyward has embedded the code tables into the software and has provided the ability to look up the information in the code tables while entering PEIMS records.

DETAILED RECORD INFORMATION

The information below identifies each finance record you should be familiar with and critical information about each record.  To learn more about this refer to the examples in Section 2 of the Data Standards.

010 – District

What is reported:
· District ID number
· District Name
What you need to know:
· Only one 010 record in a submission file
· District ID must be the county-district number registered with TEA
011 – Shared Services Arrangement (SSA)
What is reported:
· SSA Type Code
· Fiscal Agent District ID
What you need to know:
· Each member district and fiscal agent must report 011 records

· Fiscal agent does not report 011 on behalf of member districts

· Fiscal Agent District ID must be the valid county-district number registered with TEA, or be a county SSA

020 – Campuses

What is reported:
· Campus ID
· Campus Name
What you need to know:
· Report one record for each campus in the district
· Campus ID is 9 digits long and is made up of the District ID plus the campus number
· Campuses reported on the 020 must match campuses registered with TEA for the current year on the reporting date.
· Campus ID number must not be higher than 698
030 – Budget
What is reported:
· 15 digit PEIMS account code

· Budgeted dollar amount as of snapshot date for funds 101, 199, 240, 599 and 701
What you need to know:
· Report in whole dollars
· General Fund, Food Service and Debt Service are the only funds reported for Budget purposes.
· Expenditure budgets are summarized and reported at the second level object code (6100, 6200, 6300, 6400, 6500, 6600)
· All other budgets are reported at a detailed level.
· Account codes found in the chart of accounts are modified to meet the PEIMS Data Standards when data is extracted from the Budgetary or Financial accounting module into PEIMS.  The      20 –digit code used in day-to day processing is stripped of locally defined codes.  Locally defined fund codes are rolled into the appropriate reportable fund code.
040 – Identification/Demographic

What is reported:
· Employee Staff ID
· Employee Name
· Employee Sex Code
· Employee Ethnicity Code
· Total Years of Professional Experience
· Highest Degree Level Code
What you need to know:
· Any employee who receives a paycheck should be included, with the exception of substitute teachers.
· Student workers and permanent substitutes are included.
· Generally, Staff ID is the employee’s social security number.
· Total years of professional experience are reported for all professional staff.
· Total years of professional experience should be reports as “00” for auxiliary staff.
· Highest degree level code must be completed for all professional staff.
· Highest degree level code must be left blank for auxiliary staff.
043 – Demographics
What is reported:
· Demographic Revision Confirmation Code

· Date of Birth
What you need to know:
· Demographic revision code is set when there are changes to an employee’s name, generation code, sex code, ethnicity code or date of birth.
· The computer can set demographic revision code automatically during the PEIMS extraction if the prior year’s PEIMS file is on the computer.
045 – Staff ID Number Change
What is reported:

· Prior ID Reported
What you need to know:

· Only create this record when a staff member’s ID number has changed from the most recent submission, due to an error in previous reporting.
050 – Payroll Summary

What is reported:

· Employee Staff ID

· Years (Professional) Experience in District

· Number of Days Employed

· Percent Day Employed

What you need to know:

· Total years of professional experience are reported for all professional staff.
· Total years of professional experience should be reported as “00” for auxiliary staff.
· Number of days employed should be the actual days employed in the district for that year.  If an employee was hired late, the number of days employed for that person should reflect the late hire.
· Percent day employed is the percentage of a standard district workday the employee works.  Employees who work only a few hours a day should not be reported as 100% of the day.
060 – Payroll Accounting Detail

What is reported:
· Payroll Activity Code
· 15 digit account code for payroll expenditure 
· Payroll Amount
What you need to know:
· Report whole dollars only
· Payroll accounting detail must be reported for all personnel employed by the district, except for substitute teachers.
· Pro-rated payroll amounts, or amounts on different pieces of pay for one employee will be reported as a separate record for each unique combination of pay activity code a payroll expenditure account.
· Payroll amount is reported as an annual amount only.
· Payroll activity code for additional pieces of pay generally will not be 80.
090 – Responsibilities

Note:  This is the most complicated Finance record.  Read the narrative and examples in Section 2 of the Data Standards for a better understanding of the issues.

What is reported:
· Campus ID
· Role ID Code
· Service ID Code
· Begin Time
· End Time 
· Days of the Week Code
· Weeks of Month Code
· Population Served Code
· Multi-Service Indicator Code
· Instructional Setting Code
· Number of Students in Class
What you need to know:
· Reported for professional and paraprofessional staff only.

· Not reported for non-instructional auxiliary staff

· Fewer Elements are reported for non-instructional professional staff.  They include only    Campus-ID, Role-ID, and Service-ID.

· Multi-Service indicator is used when a teacher is teaching more than one subject at a time, or providing services to students with differing instructional settings.

Fall Submission 1 Data Elements

The following tables reflect information that is reported in PEIMS “Submission 1” and the location of each element in the Pac Finance System.

Recording Staff Data for 040 and 050 Records
The following chart identifies the required elements on the 040 and 050 records.  It shows you the location where each element to be extracted for PEIMS reporting is stored with the Human Resources module.
	ELEMENT
	LOCATION
	COMMENTS

	040 Record
	 
	 

	Staff ID
	Profile/ Personnel tab
	Social Security Number 

	First Name
	Profile
	 

	Middle Name
	Profile
	 

	Last Name
	Profile
	 

	Generation
	Profile
	Suffix field

	Sex Code 
	Profile/Personnel tab
	Gender field

	Ethnicity
	Profile/ Personnel tab
	Race field

	Total Years Prof Exp
	Profile/ State Reporting tab/ Additional Demographic button
	 

	Highest Degree Code
	Profile/ Credits/ Degrees
	Will export the highest degree code found

	050 Record
	 
	 

	Staff ID
	Profile/ Personnel tab
	Social Security Number 

	Years Experience in District
	Profile/ State Reporting/ Additional Demographics
	 

	Number Days Employed
	Profile/ State Reporting/ Additional Demographics
	 

	Percent Day Employed
	Profile/ State Reporting/ Additional Demographics
	 


Recording Staff Data for 090 Records

 
The following chart identifies the required elements on the 090 records.  It shows you the location where each element to be extracted for PEIMS reporting is stored within the Human Resources module.  
	ELEMENT
	LOCATION
	COMMENTS

	Staff ID
	Profile/ Address tab
	Social Security Number 

	Campus ID
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Role ID
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Service ID
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Begin Time
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	End Time
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Days of Week
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Weeks of Month
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Population Served
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Multi-Service Indicator
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Instructional Setting
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software

	Number Students in Class
	Profile/ State Reporting/ Responsibilities
	For instructional staff, may come from Student software


 

Responsibility records may be created by:
· PEIMS module.

· Copying files created within student accounting modules (Skyward or third party vendors) into the PEIMS module.

· Entering the records within the PEIMS module.

INTRODUCTION

You can do some work now in the Human Resources and Financial Management modules to add, update, and review data that will become part of your Fall PEIMS submission.  This outline discusses the activities that you can do now, prior to picture date.  A second outline provides instructions for extracting your data into the PEIMS module, updating and reviewing data in PEIMS, and creating your PEIMS submission file.

You can perform these tasks now:

· Create your district, campus, and shared service arrangement records (010, 020, and 011 records) in the PEIMS module.  

· Review data to be extracted for the 040, Basic Staff Data, records and the 050, Employment-Payroll Summary, records for accuracy and completeness.    If necessary, you can add or modify data as needed.

· Record 090, Responsibility, records for employees who must have Responsibility records but for whom you cannot extract responsibilities from your Student Services software.  
· Review your current budget to ensure that all budget amendments have been posted.

Recording District, Campus and SSA Information

If this is your first year to report PEIMS on PaC Finance, follow the directions below, starting with ‘010 Record – District Data.’  

Copying Organization Data from Prior Years

If you previously used the PaC Finance System to report, there is an option to copy the organization data from that submission into the current reporting period.  Follow the path PEIMS>Maintain Organization Data.  On the Submission Information screen, select ‘Submission 1’ and verify that the school year is the current year.

1. Click ‘Copy Organization Data from Previous Submission.’

2. You will see a message that the ‘010, 011 and 020 records will be created by copying records from the previous submission.  Click OK.

3. A report is generated showing the records copied into the current reporting period.  To add, update or delete individual records, follow the instructions below for maintaining organization data.
010 Record - District Data 

Follow path:  PEIMS > Maintain Organization Data.  On the Submission Information screen, select ‘Submission 1’ and verify that the school year is the current fiscal year.

1. Click ‘(010) District.’

2. If you do not already have a District record, click [Add].  Otherwise, click [Edit].

· Enter or update your district’s six-digit county district number.

· Enter or update your district’s name.

3. Click [OK]. Click [Close].

011 Record - Shared Services Arrangement Data 
· You must report all Shared Services Arrangements (SSA’s) in which your district participates.

· If you are the fiscal agent of a shared services arrangement, do not report the SSA’s member districts.  Only report the SSA’s in which your district participates as a member.

· If the fiscal agent is a county, enter the three-digit county number followed by three zeroes in the County-District Number field.

Follow path:  PEIMS > Maintain Organization Data.  On the Submission Information screen, select ‘Submission 1’ and verify that the school year is the current fiscal year.

1. Click ‘(011) Shared Services Arrangement.’

2. Click [Add] to add a new SSA record. To update an existing record, highlight it and click [Edit].

· Enter a Shared Services Type Code or click the drop down arrow to view the code table.

· For Fiscal Agent District ID, enter the fiscal agent’s county-district number for the SSA being reported.  If you are the fiscal agent in addition to being a member of the SSA, then record your district’s county-district number in this field.

3. Click [OK].  Click [Close].

020 Record - Campus Data

· The campuses reported on the 020 records must match the campuses registered with the Texas Education Agency for the current year.  Do not include campus records for summer school (699) or administrative organization codes (701, 999, and so on).  Do not report any campus with a campus number greater than 698.

· Campus ID should be the campus number registered with the Texas Education Agency as of the reporting date.

Follow path:  PEIMS > Maintain Organization Data.  On the Submission Information screen, select ‘Submission 1’ and verify that the school year is the current fiscal year.

1. Click ‘(020) Campuses.’

2. Click [Add] to add a new campus record. To update an existing record, highlight it and click [Edit].

· Add or edit the Campus ID.  The first 6 digits of the campus ID must be your district’s county-district number.  The last 3 digits of the campus ID must be the campus ID number.

· Add or edit the name of the campus.

3. Click [OK].  Click [Close].

Reviewing/Editing Organization Data

Follow path:  PEIMS > Organization Reports & Edits.  On the Submission Information screen, select ‘Submission 1’ and verify that the school year is the current fiscal year.

· For PEIMS As-of-Date, enter the picture date.

· Select either <L> to list records or <E> to edit and list records.

· If you choose to edit the records, you can choose to print only records with error messages.

· You can choose to print any combination of the three record types by entering ‘Y’ for each desired record type.

Recording Staff Data for 040 and 050 Records
Much of the data you report on the 040 and 050 records should already be recorded in your database.  Before you begin maintaining the data, you may wish to print a report to help you identify what already exists and what is missing.  To print the report, refer to the section of this document titled “Reviewing 040 and 050 Elements in Human Resources”.
Refer to the chart on Page 11 to identify the required elements on the 040 and 050 records.  The chart will indicate the location where each element to be extracted for PEIMS reporting is stored within the Human Resources module.

Data Elements for 040 and 050 Records

The following sections discuss issues unique to the various 040 and 050 record data elements.

Name and Gender

· As you are notified of any changes in staff members’ legal names, make the appropriate changes at the location shown in the chart on page 12.  If you have recorded name changes on a consistent basis, you do not need to do anything else in preparation for this element.

· As you know, in addition to reporting the basic Identification records, you must also submit Demographic Revision (043) and Staff ID Change (045) records as appropriate for your staff members.  Later, in the PEIMS module, there is a program that will compare current names with names as they were reported for PEIMS last fall.  If differences are detected, you can direct the software to create the 043 Demographic Revision Code for you automatically.  A report will be printed to identify Staff ID changes that will require a Staff ID Change (045) record to be reported.  You will add the 045 records manually in the PEIMS module.

Ethnicity 
You record a staff member’s Ethnicity code on the Profile/Address tab.  

Checking Ethnicity Codes
Using the 040/050 PEIMS Element report you can verify that ethnicity codes have been

recorded for all employees.
                   The codes are:
1 = American Indian

2 = Asian/Pacific



3 = Black, Not Hispanic



4 = Hispanic



5 = White, Not Hispanic

Modifying Ethnicity Codes

Use the report to identify any employees for whom there is no Race code.  Add Race codes as necessary to employees’ profile records.  Follow path: Profile > Address.

Additional Demographics

There are four elements maintained on the Additional Demographics screen within Profile >State Reporting.  They are:

· Total Years Professional Experience

· Total Years Professional Service in District

· Number of Days Employed

· Percent Day Employed

Rolling up from prior year

Your database should include Additional Demographic records for your employees for the prior school year.  You can use a Utility program to create the Additional Demographic records automatically.  The utility program:

· Increases the value for Years Professional Service and Years Professional Service in District by one year.

· Attempts to update Days Employed and Percent Day Employed based on each employee’s Employee Management assignments.  If the program cannot determine the appropriate values from Employee Management, it will copy the values from the previous year’s record and list such employees on an edit report for you to review.

· If an employee already has an Additional Demographic record for the current year, the Roll-up utility skips that employee.  It assumes that you want to use the existing record.

Follow path:  Human Resources > State Reporting > Demo-Roll-up
1. On the HR Fiscal Year Selection screen, select the current fiscal year and click [Select].

2. The Additional Demographics Roll-up Utility screen displays the year you selected.  There are four check boxes that specify different processes that can be applied to last year’s data.  All four boxes should be checked (default values) since most districts should want to apply all four processes to last year’s data. 

3. Click [Sel Parms].

4. You see the Current Selection Parameters screen.  You have options to select based on Employee Type or by individual employee.  You should select the default value of all employee types.  Click [OK]

5. You return to the Roll-up Utility screen.  Click [OK].

6. You see the Output Destination screen.  Although you may wish to view the report on your screen, be sure to print the report as well.  Complete the screen and click [OK].

7. The utility creates the New Year records.  You return to the Main screen.

The report shows for whom there was an issue when processing the New Year records.  The report’s first section shows employees who met your criteria for processing, but for whom the computer was unable to find prior year records.  You must create the current year records manually for these employees.

The report’s second section shows employees for whom there was a question of what value to use for Days Employed in the New Year record.  New Year records were created for these employees, but you should review the report carefully to see whether the utility made the correct choice for Days Employed.  See the report for complete details.

The report’s third section shows employees for whom there was a question of what value to use for Percent Day Employed in the New Year record.  New Year records were created for these employees, but you should review the report carefully to see whether the utility made the correct choice for Percent Day Employed.  See the report for complete details.

Maintaining Additional Demographic Data

Follow these instructions if you need to add current year records for employees or correct the current year records created by the Roll-up procedure.

Follow path:  Human Resources > Profile > State Rpt > Additional Demographics.

1. You see a summary screen showing the Additional Demographic records by fiscal year. Click [Add] to add a record for the current fiscal year, or select a record and click [Update] or [Delete] as appropriate.

2. If you are adding a record, you see the Fiscal Year Selection screen.  Click the appropriate year and click [Select].

3. Complete the appropriate fields and click [OK].

Highest Degree Code
Run the 040/050 Elements report as described below, to verify the degree information.  Identify employees who do not have degree codes or who may have earned a higher degree since last fall. To add or update degree codes, follow the path  Human Resources > Profile > Credits > Degree.

Reviewing 040 and 050 Record Elements in Human Resources

Follow these instructions to print a report that allows you to review elements to be reported on the 040, Basic Input, and 050, Employment – Payroll Summary, records.

Follow path Human Resources > State Reporting > PEIMS Reports
1. Be sure the PEIMS folder is open on the left-hand side of the tree.  On the right-hand side of the tree, click ‘040/050 Elements Report.’

2. Click [Run].  

3. Select the year you want to review.

4. You see the Current Selection Parameters screen.  You can select employees based on Building, Check Location, and/or Employee Type.  You can also select employees individually.  Click [Add’l Params] to specify what to do with Inactive Profiles.  When you are satisfied with your choices, click [OK].

5. You see the Output Destination screen.  Complete it and generate the report.

Review this report.  If you find any errors or missing elements, use the chart on page 12 to identify where to make the necessary additions or changes.

Recording Staff Data for 090 Records

Refer to the chart on Page 13 to identify the required elements on the 090 records.  The chart will reflect the location where each element to be extracted for PEIMS reporting is stored within the Human Resources module.

Responsibility records may be created by:

· Building the records within the Human Resources module for subsequent import into the PEIMS module.

· Copying files created within student accounting modules (Skyward or third party vendors) into the PEIMS module.

· Entering the records within the PEIMS module.

Building Responsibilities in Human Resources

You can record employees’ responsibilities in Human Resources.  Generally, you should plan to extract instructional responsibilities from your Student Services software.  If you are able to do so, then the only records you need to build in Human Resources are those for non-instructional responsibilities.

Follow path:  Human Resources >Profile > State Reporting > Responsibilities. 

1. Since an employee can have multiple Responsibility records, the first screen you see is a Summary screen.

2. Click [Add] to add a record or highlight an existing record and click [Update].

3. Complete the appropriate fields.  Note that you can use the Eyeglasses to retrieve PEIMS code table values for coded fields.  Click [OK].

Reviewing 090 Record Elements in Human Resources

Follow these instructions to print a report that allows you to review elements to be reported on the 090 Responsibility records.

Follow path Human Resources > State Reporting > PEIMS Reports
1. Be sure the PEIMS folder is open on the left-hand side of the tree.  On the right-hand side of the tree, click ‘090 Responsibility Listing.’

2. Click [Run].  

3. You see the Responsibility Listing screen.  The options on this screen allow you to review all records with or without printing edit messages; to print only records with edit messages; to include all campuses or only a single campus; and to determine the sort order of the records selected.  

a. Select a report type and indicate whether you want to print a list of all records or an edit report.  If you chose to print an edit report, specify if you want to include all records on the report and print edits where applicable or if you just want to see only those records with edit messages.

b. Enter a specific Campus ID if you wish to print records for a single campus.  If you want to include all campuses in the report, leave the field blank.

c. Select sort options.  If you choose to sort by campus, be sure to indicate if you want to see the employees on each campus sorted by name or by staff ID.  

d. When you are satisfied with your choices, click [OK].

4. You see the Output Destination screen.  Complete it and generate the report.

Review this report.  Note that multiple responsibilities for a single employee are sorted by begin time, days of week then weeks of month.  If you find any errors or missing elements, use the chart on page 15 to identify where to make the necessary additions or changes

Using Files Created in Student Services Software

Most districts choose to create instructional responsibilities within their Student Services software and then import the Responsibility file into the PEIMS module.

· The PEIMS module can accept a file from any vendor provided that the file is in ASCII format and the records in the file are in PEIMS format.

· Skyward can help you create instructional responsibilities using the Skyward Student software.

· To create a file to import from another vendor, contact the vendor for instructions.

· The PEIMS Coordinator must work closely with the Student Software coordinator to ensure that the responsibility information has been updated and is ready to extract.  

Using Skyward Student Software
You can verify the following in your Student Services software to prepare for extracting instructional responsibilities into your PEIMS submission.  
· Teachers have complete and accurate schedules.

· Each campus where information is to be extracted has a bell schedule.

· Teachers have valid Social Security Numbers.

· Courses included in teachers’ schedules have valid and accurate Service ID codes.
· Sections included in teachers’ schedules have valid and accurate Population Served and Instructional Setting codes.


Verifying Budget Data

The Skyward software has been designed to allow you to extract all Budget records from your Financial Management database.  The extracted Budget data will include your original budget and any budget amendments that have a post date less than or equal to the picture date.  If your Budget data in Financial Management is complete and correct, then you should not need to make any extensive manual changes to the records in the PEIMS software.

From now though the picture date, make sure that all budget amendments approved by your Board of Trustees have been recorded in the Financial Management software.

To verify the budget data recorded in Financial Management it may be necessary to create a ‘Revenue/Expense Summary’ report.  This can be done by using the following path:  Financial Management>Account Management>Reporting>Revenue/Expense>Summary>Run then click the Add button to access the parameters screen.  Enter an appropriate description and report title, accept the parameters defaults, check the “Read Only” box and check the box to “Exclude account if it has – No Amount in all Detail Amount Columns”.  The Breaks Selection screen will appear next to allow you to set the breaks for your totals to appear on the report.  

After the breaks have been selected the filter screen will appear to allow you to report on selected accounts or all accounts.  The final screen to appear will be the Fields selection parameters.  You will need to select the Account Number field and depending on the desired budget information you may select Original Budget, Budget Revisions, Budget Transfers and Revised Budget to view all activity pertaining to the 2006-2007 Budget or simply select the Account Number and Revised Budget fields to verify the current budget for 2006-2007.

Texas Pay Activity Codes

	Code
Table ID
	
Name
	Date
Issued
	Date
Updated

	C018
	PAYROLL-ACTIVITY-CODE
	4/2/87
	8/1/95

	
	

	Code
	Translation

	02
	UIL Athletics
The additional duty of training or coaching students involved in UIL approved athletic programs.  Examples include baseball, basketball, football, golf, etc.

	05
	Band or Orchestra
The additional duty of training, coaching or accompanying to contests and UIL meets students involved in the band or orchestra.

	13
	Non-UIL Athletics
The additional duty of training or coaching students involved in non-UIL athletic programs.  Examples include wrestling, gymnastics, weight-lifting, etc.

	14
	Tutorials
All additional duties related to the operation of tutorial programs.

	15
	Bilingual/ESL Teacher Incentive (FSP only)
Salary paid to special language teachers for incentives to teach in the bilingual or ESL programs.  This salary is in addition to salary normally paid to teachers.

	16
	UIL Clubs/Activities
The additional duty of training, sponsoring, coaching, or accompanying to UIL meets students involved in non-athletic UIL activities.

	17
	Non-UIL Clubs/Activities
The additional duty of training or sponsoring students involved in non-UIL clubs or activities.

	78
	Non-salary
Use to show $0 pay for TEMATE teachers, alternatively certified staff not paid directly by the district, and volunteer teachers or other volunteer professional staff (people who are working at no charge to the district in positions which would normally be held by salaried staff).

	79
	Other Supplemental Duties
All duties relating to activities not mentioned above.

	80
	Base Salary
The duty or duties for which an individual is paid a base salary.  Base salary does not include any supplements paid to an individual.


 Frequently Asked Questions (FAQ)

Q:  When I try to print an Edits list I receive a message that says “No T010 RECORD IS AVAILABLE (91)”.  When I click OK it then says “ERROR ATTEMPTING TO PUSH RUN TIME PARAMETERS ONTO THE STACK (984)”.  What does this mean?

A:  This message typically occurs when you have not added District and Campus records into the PEIMS module.  The information may be added manually by using the Maintain Organization Data field or by copying information from a prior year.  (Copying the information from a prior year is only an option if you have been using the PaC Finance software for more than one year.)

Q:  I am running an edits report on my Organization Data and I am getting a message that says “DISTRICT ID ON 030 RECORD MUST MATCH DISTRICT ID ON 010 RECORD (030K)” 

What does this mean?

A:  Verify the District ID information is set up on the District Configuration screen.  From System Admin>System>District Config. Select District Information Configuration then click the run button.  Verify the county-district number is entered in the field District Code.  If not, click the find button to either select the district code information or to add/select the district code.
Q:  I am concerned the figures in the Additional Demographics area of the Profile (such as Years Professional Experience) for non-professionals are wrong and will mess up my PEIMS data.

A:  The program will not extract “Professional Years Experience” into the PEIMS data file for non-professional staff.  The program determines if an employee is a professional based on the TRS Group assignment on the Employee Type code.

Q:  The system is not extracted the staff data on certain individuals.  What is wrong?

A:  To be extracted into the PEIMS data file the employee must have received pay during the month of the picture date (October); they must be an active employee or have a termination date after the PEIMS picture date in October.

Q:  What file name is used for the 043/045 comparison on the staff extract screen?
A:  Use the prior year’s PEIMS transmission file (i.e. FYXXXXXX,  Y=the fiscal year digit of the last year of the fiscal year (F6 = 2005-2006) and the X=the county district number).
Q:  Why do I have to enter “Estimated Annual Units” for all of my hourly pay codes when extracting Staff records?

A:  The default units are used when the system has created a 060 – Pay Detail record for an hourly piece of pay but can’t locate the appropriate annualized salary for the piece of pay in the Employee Management active plan.  You may use the Selection Parameters are during the extraction to exclude per unit pay codes that are not appropriate when reporting PEIMS. 

Q:  How do I include my responsibility (090) records that are created in the Student accounting software into the PEIMS data file so I may edit them?
A:  You have two options for combining the responsibility records from Student accounting with the Finance records for PEIMS reporting.

(1) On the PEIMS Extract Staff Data screen, choose the option to import 090 records then browse for the file that was created in the Student software.  This will allow you to use the PEIMS module to edit the records.

(2) Create the PEIMS transmission file and merge the PEIMS file that was created out of the Student software with the file that was created in the Finance software.  Once the files are merged you may edit the records through the TEA Edit+ program.

Please Note:  The Student & Finance software both use the same name when creating the PEIMS file (FYXXXXXX where Y is the last digit of the current fiscal year range and XXXXXX is your county/district number).  Therefore, it is necessary to rename the file created out of the Student software prior to merging or importing into the PEIMS Data file.  We recommend renaming the file that contains the responsibility (090) records to “PM090” prior to using the options listed.

Q:  Why would we record responsibility (090) records in the Human Resources profile area?

A:  This area is useful when creating the responsibility records for employees for whom you are required to submit an 090 record but the 090 record will not be created by the Student software.  Responsibility records for this group stay relatively stable from year to year.  By adding the data in the Profile area, each year you will only need to modify employees whose responsibilities have changed.

Q:  I extracted Staff Responsibilities, but when I go in to maintain the data nothing is there.

A:  It may be necessary for you to import the 090 records into the PEIMS Finance area or to merge the Finance and Student data into the PEIMS Finance area.  You can’t maintain the 090 records in the Student software because it doesn’t contain all of the information required.

Q:  I need to fix the Multi-Service indicator Code for some teachers but can’t find it.

A:  The Multi-Service indicator Code does not appear in the PaC Student software.  When you extract for Staff Responsibilities, the program sets the indicator automatically if the teacher has more than one responsibility for the same time frame (i.e. time, days of week, and weeks of the month).  If there is a problem that needs to be corrected it must be handled on the Finance side of PEIMS.

Q:  When I try to correct a Service ID in the Course record I receive a message that SERVICE ID IS INCORRECT.  It’s a locally-defined Service ID.

A:  Verify the Service ID has been set up in the C022 code table.  This can be done from the PEIMS>Other>Code Table Maintenance screen.

Q:  What does the message “Staff ID must match that of 040 record (00005)” mean?

A:  The staff SSN on the student side doesn’t match the SSN on the HR side.  Run the 

PRE-PEIMS 090 report from Human Resources>State Reporting>PEIMS reports.  Sort the report by Staff ID.  Use this report to compare to the PEIMS edit by SSN to determine which employees need to be corrected.  You may either re-extract the staff responsibilities or maintain the information in the PEIMS data file.
For each campus to be extracted, the appropriate bell schedule code has been assigned to the PEIMS “picture date”.  A Pre-PEIMS 090 Responsibility Report is available in Student Records to assist you in reviewing instructional responsibilities.
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