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OVERVIEW

● Skyward Report for ACH Changes

● Payroll Comparison Report

● Employee Data Clean Up



MONITORING CHANGES IN ACH DEPOSIT BANKS

● The number of security incidents have tremendously 
increased.
○ Bad actors changing bank accounts in Skyward 

without anyone knowing.
○ Add a step in payroll process to run a report for profile 

changes.
○ Click here for report instructions

https://docs.google.com/document/d/1Q1OlzMQ7Rzq2yAQqEGk4Bn6vRWDa8IWEJ0rNjKmdR4o/edit


MONITORING CHANGES IN ACH DEPOSIT BANKS
● Go to Human Resources, Payroll, Utilities, Profile Change History. 

○ Columns for “Employee Changed” and “Changed By” have been 
narrowed to protect identities for the example.



MONITORING CHANGES IN ACH DEPOSIT BANKS

● Select Report on 
the right side of 
the screen.



MONITORING CHANGES IN ACH DEPOSIT BANKS

● A report for direct deposit changes only would look something like the following.
○ Employee names have been removed.
○ The 2 Adds were new employees. The Change was for an employee who 

went from a 32 savings account to a 22 checking account.
○ If you see something you don’t expect, CALL THE EMPLOYEE.



PAYROLL COMPARISON REPORT

● With a payroll selected, go to HR, Payroll, Current Payroll, Pre-Verify
○ Select Current Payroll vs Historical Payroll Audit



PAYROLL COMPARISON REPORT
● Normally, select the preceding payroll as the Historical Payroll and 

keep Selection Parameters wide open to see everything.



PAYROLL COMPARISON REPORT
● Any change between payrolls will be listed on the report.



TURN & TALK

Take some time to turn to your neighbor and share

Payroll Comparison - Do you use this report or something else?



EMPLOYEE DATA CLEAN UP

Most common areas to clean up
● Employee Types

○ Our primary focus today
● Pay types
● Deduction/benefit codes



EMPLOYEE DATA CLEAN UP

Definitions (Recommended best practices)
● Employee Types

○ Examples: Admin, Teacher, Aide, Bus Driver, 
Food Service, etc

● Pay Codes
○ Examples: More detailed



EMPLOYEE DATA CLEAN UP

Why clean up employee types?
● Easily exclude employees from screen views or 

reports
● Easily mass process deletions or changes
● Know who has been paid during the past 12 months
● Better reporting for 1094-C counts, etc.



EMPLOYEE DATA CLEAN UP

How to clean up employee types
● Instructions for employee type clean up

https://docs.google.com/document/d/1i3ERbx9lmXBnHC94wAhHUHmnvdiVLMG43-8J-JxTh9Q/edit


EMPLOYEE DATA CLEAN UP

Deduction and Benefit Codes:
● For example, if there are several WRS 

deduction codes, which one(s) should be used? 
Older codes may be set up incorrectly for 
current use.

● If there are too many codes for the same 
purpose, inconsistent or wrong codes can be 
used.



EMPLOYEE DATA CLEAN UP

Now, what do I do with these old codes?
● Rename old/inactive deduction and benefit 

codes so they group at the bottom of the list.
● Current codes being at the top of the list is 

helpful when reviewing selection parameters for 
each payroll processing, etc.



EMPLOYEE DATA CLEAN UP
What does a well organized ded/ben code look like



QUESTIONS?



CONTACT INFORMATION

Paula Glaser
glaserp@cesa5.org

Jenny Henson
hensonj@cesa5.org

mailto:glaserp@cesa5.org
mailto:hensonj@cesa5.org

