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((\\f School Solutions 2020.05.29 Update

MARIS Contribution Report and Export:
Converted this report to the Export to Grid format

APTAWEB-10338
The Massachusetts MARIS Contribution Report has been converted to an Export to Grid format.

From the My AptaFund tab, select Reports and search for the MARIS Contribution Report and
Export.

Fill in the screen with the Cycle, Payroll Period, Current Register (multiple registers can be selected),
Adjustment Register (if needed), Payroll Period to Adjust (if needed), Vacation Leave Type and Paid Sick
Leave Type and then click on Report to Grid to create the report. If the report was already created, the
Continue with Previous Editing button can be selected.

A~
AptaFund

My Aptafund v  Budget & G/L~v  Banking & COA~v  Purchasing & Payables +  Receivables  HR, Payroll & ESS»  Administration »

Modules (A
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Figure 1: MARIS Contribution and Export Prompt Screen

Contact Support:
apta41support@harriscomputer.com

https://schoolfinancialsolutions.na2.teamsupport.com

© 2020, Harris School Solutions. All rights reserved.



2020.05.29 Update

If Report to Grid was selected and the report had already been created, a message like the one shown
below will be displayed. Either select Continue with Previous Editing or select Delete and Generate
New Data.

Generated Data Exists X

A previously generated data set exists for your report selections. You can choose to
continue editing the previously generated data or delete that data set and generate new
data for your report selections. Once data is deleted, it cannot be recovered.

Previous data set details:

Data set name:

Created on:

Created by

Last edited on:

Last edited by

FY19-20-FY19-20, Period 22,
04/05/2020 - 04/18/2020-[None]

05/06/2020 08:16:17 PM
Carpenter, Al
05/07/2020 09:00:47 PM

Lober, Bob

Continue with Previous Editing J| Delete and Generate New Data m

Figure 2: Generated Data Exists

Create MARIS Report

If the report was not generated previously, then the report will be shown on the screen. The report has
three tabs: Employee Information, Contributions and Unpaid Leaves. Employee Information
contains a detailed transaction of the employee’s demographic data and employment position
information. Agencies must submit one Employee Information Record for each employee. Contribution
records should be submitted for each employee (if applicable). Unpaid Leave records should only be
reported if the member is on a leave of absence.

N m  test.MA UpperCape EY19-20 En
AptaFund

My Aptafund v Budget & G/Lv  Banking & COAv  Purchasing & Payablesv  Receivablesv  HR, Payroll & ESSv  Administration v

Home -

s -> MARIS Contribution Report and Export

§ 22 All Modif @ Last Modified: May 07, 2020 9:00 PM by Bob Lober (rlober@harriscomputer.com)
eriod 22, 04/05/202 v | Save All Modifications -

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

I Employee Information | Contributions  Unpaid Leaves
[_‘...‘ Q YC#CHB&~
Drag a column header and drop it here to group by that column
Validation Error Display Name Employee #  job Sequen. . Period End Date  Dept First Name Middle Initial  Last Name Suffix Service Start Date ~ Address Line 1 |

Arden, Casev A n 1 04/18/202 813 A Arden
Asher, Wanda M 501703 3 04/18/2020 8130 Wanda M Asher 1/15/2016
Ashner.jeanM 001686 5 A 1 W
Ashner, Tracy A 01475 1 04/18/2020 813 Tracy A Ashne
Boots, Andy F

Total records selected : 0 {Unselect All)

J edan | 2 e X De £ F

Figure 3: MARIS Report
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Validation Errors

If there are any validation errors on the report, they will be listed under the appropriate tab in the
Validation Errors column.

app2@apta.com test MA UpperCape FY19-20 [EREM

@a Fund

My AptaFundv  Budget& G/Lv  Banking & COAv  Purchasing & Payablesv  Receivablesv  HR, Payroll & ESSv  Administration v

Home -> Reports -> MARIS Contribution Report and Export

Last Modified: May 07, 2020 9:00 PM by Bob Lober (rlober@harriscomputer.com) {
FY19-20-FY19-20, Period 22, 04/05/2020 - 04/18/.. v | Save All Modifications || £ v < ey May By Sch Loben (ohu@misd wr.com @

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

Employee Information | Contributions  Unpaid Leaves

Search YC/C E2%~

Drag a column header and drop it here to group by that column

| validation Error Display Name 1 JE-ployesn‘ lmsequn., lndodsndmu IDOM ]mmue lllddelnhhl]uslmc lsufﬂx |

Service Start Date | Address Line 1 14
Agency Start Date cannot be after
the Position Effective Date

‘ Contract Period End Date must be | Carson, Mendy ) 001899 1 04/18/2020 8130 Mendy ) Carson 08/26/2019 2057 First
either blank if Contract Period
Begin Date is not reported

4382 Kentucky
Street.

Clayburn, Jane Z 001478 1 04/18/2020 8130 Jane z Clayburn 09/16/2011

Contract Period End Date must be
either blank if Contract Period Davison, Tina N 001885 1 04/18/2020 8130 Tina N Davison 08/26/2019 2897 3rd Street
Begin Date is not reported

‘ »
“ o« o 2 > M |25 v itemsperpage 1- 25 of 48 items
Total records selected : 0 (Unselect All)
J Edic | J EditAll | X Delete || Exportto File

Figure 4. Example of the Employee Information Validation Error

app2@apta.com  test MA UgperCage  £Y19-20 m

@a Fund

My AptaFund v Budget & G/L v Banking & COA ~ Purchasing & Payables v Receivables v HR, Payroll & ESS v Administration v

Home -> Reports -> MARIS Contribution Report and Export

fied: M: 7, ™M g i)
FY19-20-FY19-20, Period 22, 04/05/2020 - 04/18/.. v | Save All Modifications || £ v Uase Modified: Mey.07./2020.5:00 P by Sob Lobier iobisriherriscompuner.comd

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

Employee Information | Contributions | Unpaid Leaves

ar YC/CE2B%~

Drag a column header and drop it here to group by that column

| validation €rror Display Name 1 | Employee s | Perlod End Date | Retirement Plan | Period Earnings Period | 'mnl‘ Pre Tax | PostTax | PreTaxm
Carlson, Neil R 421 04/18/2020 RSBOOS $230.16 CURR REGS 23.01 50.00 i
Carson, Mendy | 001899 04/18/2020 RS800S $1.00 CURR RECL $113.40 $0.00
::‘:'::?:::‘:T;:::z:e Cartwright, Pat 2 1252 04/18/2020 R$800S $1.00 CURR REGL $222.38 $0.00
Clayburn. Jane Z 001478 04/18/2020 RSB00S $1.00 CURR REGL $196.99 $0.00
Davison, Tina N 001885 04/18/2020 RSB00S $1.00 CURR RECL $96.17 $0.00
Day.BryanZ 001840 04/18/2020 RSBOOS $1.00 CURR REGL $343.59 $0.00
DeYoung, Elizebeth H 001659 04/18/2020 RSB00S $1.00 CURR REGL $95.62 $0.00 i)
« »
" 4 o 2 » M 25 v items perpage 1-25 of 50 items

Total records selected : 0 (Unselect All)
/ Edn | J EditAll | ) Delets | ExporttoFile

Figure 5: Example of Contribution Validation Error
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Change Employee Information, Contributions or Unpaid Leaves

Changes can be made to the Employee Information, Contribution Information or Unpaid Leave
Information. Click on the appropriate tab, select the employee and then click on the Edit button.
Clicking on the Edit All button will bring up one employee at a time so their information can be changed.
For the Edit All button, no employee selection is required.

N n  test MA UpperCape FY19-20 [RESECT
My Aptafundv  Budget& G/Lv  Banking & COAv  Purchasing & Payables v Receivablesv  HR, Payroll & ESSv  Administration v
Home - Reports - MARIS Contribution Report and Export
Last Modified: May 08, 2020 8:15 PM by Al Carpenter (app2@apta.com)
FY19-20-FY19-20, Period 22, 04/05/2020 ~ 04/18/... ¥ | Save All Modifications | €| v ast Modified: May by Al Carpenter (app2@apta.com)

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: (None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

Employee Information | Contributions  Unpaid Leaves

YCACHZ&~

vere 1o group by that column

Validation Error Display Name 1 Employee #  JobSequen . Period End Date  Dept First Name Middle Initial ~ Last Name Suffix Service Start Date ~ Address Line 1/
Arden, Casey A 04/18/2020 8130 Casey A Arden
Asher, Wanda M 001703 04/18/2020 8130 Wanda M Ashe 01/15/2016 3191 Backwater
Ashner, Jean M 001686 1 04/18/2020 8130 ean M Ashner 07/13/2015
Ashner, Tracy A 001475 1 04/18/2020 8130 Tracy A Ashner 09/06/2011 5
Boots, Andy F 20: 14/18/202 8130 Andy F Boots 12/06/2010 :»
9 1 item

Figure 6: Edit or Edit All

Edit Record X
Arden, Casey A

Period End Date: | [04/18/2020 B
Department: 8130
First Name: Casey
Middle Initial: A
Last Name: Arden
Suffix:

Service Start Date: 08/28/2004 B
Address Line 1: 5010 Birch Street
Address Line 2:

City: NEW BEDFORD
State: MA

Zip:| 02740 <

£ T

Figure 7: Sample Edit Screen for Employee Information
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When Edit All is selected, all of the records are listed one at a time, and changes can be made on the
screen, then click on Save and Next to move to the next record. Continue these steps until all records
have been completed. In the top right hand corner the current record number is displayed in reference to
the total number of records. The Save button is also available, but this will Save the current record and
return to the MARIS Report screen. It will not advance to the next record.

Edit Record x

Arden, Casey A | Record 1 of 49

Employee Number: FZEl
Job Sequence: 1
Period End Date: 04/18/2020 =
Department:| 8130
First Name: Casey
Middle Initial: A
Last Name: Arden
Suffix:
Service Start Date: 08/28/2004 i
Address Line 1: 5010 Birch Street
Address Line 2:

City: | NEW BEDFORD -

(5o
Figure 1: Sample of Edit All for Employee Information

Edit Record 2
Arden, Casey A

Display Name: Arden, Casey A

Employee Number: 271

Period End Date:
Retirement Plan:
Period Earnings:
Transaction Period:
Transaction Type:

Pre Tax Contribution:
Post Tax Contribution:
Pre Tax Makeup:

Post Tax Makeup:

Hours Paid

04/18/2020 &)
RSBOOS

$5,000.00

CURR

REGL

$102.57

$0.00

$0.00

$0.00

;| 60

v Jsve ani i | Canc-

Figure 9: Sample of Edit Screen for Contribution Information
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After changes are made to Employee Information or Contributions, the changes are highlighted in yellow.

I~ wwooonon st 152 [
AptaFund

My AptaFund v Budget & G/L~ Banking & COA~ Purchasing & Payables v Receivables v HR, Payroll & ESS v Administration v

Home > Reports -> MARIS Contribution Report and Export
Modified: May 07, :00 PM | h z
FY19-20-FY19-20, Period 22, 04/05/2020 - 04/18/... v | Save All Modifications | | 8| v MK MRRAIM D22 IR0 ity Rl Lo Siobariiertssamenacscony

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: (None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

Employee Information | Contributions | Unpaid Leaves

Search Q YC/ACHER

Drag a column header and drop it here to group by that column
Validation Error Display Name 1 Employee # Period End Date  Retirement Plan|  Period Earnings Period Type  Pre Tax C Post Tax C Pre Tax M
Arden, Casey A RSB0OS $5,000.00 [cURR REGL $0.00
Asher, Wanda M $500.00 [CURR REGL $0.00
Ashner, Jean M $1.00 CURR REGL $0.00
Ashner, Tracy A RSB0OS $1.00 CURR REGL $0.00
8oots. Andy £ 203 04/18/2020 RSBOOS $1.00 CURR REGL $235.53 $0.00
rison, Neil 421 2020 RSB0OS REGL $0.00
Cadson, Neil R 421 2020 REGS $0.00
Carson, Mendy ) 001899 04/18/2020 $1.00 CURR REGL

$0.00 -

,
<@ ()3 (35| enspecpure :

25 of 50 items.
Total records selected : 0 (Unselect Al

J Edic | J EditAl | X Delete | Export o File

Figure 10.: Changes Highlighted in Yellow

Add Employee Information, Contributions or Unpaid Leave

Employee information, Contributions or Unpaid Leave can be added to the file also. Click on the
appropriate tab, and then click the Add button.

app2@apta.com test MA UpperCape FY19-20 m
@a Fund

My AptaFund v Budget & G/L v Banking & COA v Purchasing & Payables v Receivables v HR, Payroll & ESS v Administration v

Home ~> Reports -> MARIS Contribution Report and Export
fied: M; 3 ™M Al ; ¥
FY19-20-FY19-20, Period 22, 04/05/2020 < 04/18/... ¥ Save All Modifications X ¥ Lagk Modifiad: ey 08, 2020 8:15 PM by Al Cafparitar: (app2iapea.coen)

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

Employee Information | Contributions ~ Unpaid Leaves

YC/CMB&~

Drag a column header and drop it here 1o group by that column

Validation Error Display Name 1 Employee #  Job Sequen . Period End Date  Dept First Name Middle Initial = Last Name Suffix Service Start Date ~ Address Line 1
5010 Birch
Arden, Casey A 1 04/18/2020 8130 Casey A Arden 08/28/2004
Street
Asher, Wanda M 001703 3 04/18/2020 8130 Wanda M Asher 01/15/2016 3191 Backwater
Ashner. Jean M 1 04/18/2020 8130 Jean M Ashner 07/13/2015 583 Wyoming
Ashner, Tracy A 04/18/2020 8130 Tracy A Ashner 09/06/2011 ;“ i
ve.
9619 New Yor
Boots, Andy £ 203 3 04/18/2020 8130 Andy F Boots 12/06/2010 . New York
ve. v

D@ 2 (D) (7 Jimsrecrmse

1- 25 of 49 items
ected : 0 (Unselect All)

Edit | J EditAll | ) Delete | Exportto File

Figure 2: Add Records to the File



Sample Screen to Add Employee Information

Add Record X

*HR Employee Name: | [Type First or Last Name v
Account Type:
Address Line 1:
Address Line 2:
Agency Start Date: B
Annual Base Salary:

Annual Base Salary Effective =]
Date:

Annual Base salary Including
Incentives:

Bank Account:
City:

Contract Begin Date: B

£

Figure 3: Add Employee Information

Sample Screen to Add Contribution Information

Add Record X

“HR Employee Name: | [Type First or Last Name | ¥

Differential Period Begin
Date:

]
Differential Period End Date: B
Display Name:
Employee Number:
Hours Paid:
Period End Date: B
Period Earnings:
Post Tax Contribution:
Post Tax Makeup:
Pre Tax Contribution:

Pre Tax Makeup: o

Figure 4: Add Contribution Information

Sample Screen to Add an Unpaid Leave Record

Add Record X

“HR Employee Name: | [Type First or Last Name | ¥
Display Name:

Employee Number:

Leave Code:
Leave End Date: B
Leave Start Date: B

£

Figure 5: Add Unpaid Leave Information

2020.05.29 Update
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Save All Modifications

When changes are made to the records, these changes must be saved by clicking on Save All

Modifications. A message stating “All modifications to the report have been saved successfully” will be
displayed if the changes were saved.

A m  test MA UpperCape FY19-20 m
AptaFund

All modifications to the report have been saved
My Aptafundv  Budget & G/Lv  Banking & COAv  Purchasing & Payablesv  Receivablesv  HR, Payroll & ESSv  Administration v successfully
Home AR t and Export

Save Al Modifications

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick

Last Modified: May 08, 2020 8:13 PM by Al Carpenter (app2@apta.com)

Employee Information | Contributions ~ Unpaid Leaves

Drag a column header and drop it her

YC/C MBa%~
© 10 group by that column

Validation Error

Display Name 1 Employee #  Job Sequen . Period End Date  Dept

First Name Middle Initial  Last Name Suffix Service Start Date  Address Line 1
Arden, Casey A n 1 04 02 1 rder 8
Asher, M 81 M Ask o1
Ashner, Jean M M
Ashner, Tracy A acy shn 06/201
619 New
Boots, Andy £ 18 A
age f 49 items

Figure 15: Save Changes to the Report

Other Options

By clicking on the down arrow next to the cog, you can Regenerate the Report, Return to the
Report Selection Screen, or Delete the Result Set.

//AFtGFund

My Aptafundv  Budget & G/Lv

 sesa vppercape ev1s-20 ([

Banking & COAv  Purchasing & Payablesv  Receivablesv  HR, Payroll & ESS¥  Administration v

ntribution Report and Export

5/2020 - 04/18/... v | Save All Modifications

Last Modified: May 07, 2020 9:00 PM by Bob Lober (rlober@harriscomputer.com)

Cycle: FY13-20 Payroll Period: FY19-20, Period 22, 04/05 /2!

Employee Information  Contributions

Register: (None] Payroll Period 1o Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick
Unpaid Leaves

E) YC/CET®-
Drag a column header and drop it here to group by that column

validation Error Display Name 1

Employee # Leave Start Date | Leave End Date  Leave Code

o o I : o items to display
otal records selected : 0 (Unselect Al
J Edit | J EditAll || X Delere || Export o File

Figure 66. Options Under the Cog Setting
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Regenerate Report X

Do you wish to regenerate this report (all modifications will be lost)?

e

Figure 17: Regenerate Report Validation

Delete Result Set X

Are you sure you want to delete the selected result set?

e o

Figure 18: Delete Result Set Validation

Export to Grid

When all changes have been completed, click on Export to Grid to create the export file.

My Aptafund v Budget & G/Lv  Banking & COAw

Purchasing & Payables v Receivablesv  HR, Payroll & ESSv  Administration v

Home -> Reports -> MARIS Contribution Report and Export

0572020 - 04/18/... ¥

Last Modified: May 08, 2020 8:15 PM by Al Carpenter (app2@apta.com)

Cycle: FY19-20 Payroll Period: FY19-20, Period 22, 04/05/2020 - 04/18/2020 Current Register: [All] Adjustment Register: [None] Payroll Period to Adjust: [None] Vacation Leave Type: Vacation Paid Sick Leave Type: Sick
Employee Information | Contributions = Unpaid Leaves

Search Q

YC/CE®®&~
Drag a column header and drop it here to group by that column
validation Error Display Name 1 Employea#  jobSequen Period End Date  Dept FirstName  Middle Initial ~ Last Name Suffix Service Start Date  Address Line 1 4
Arden, Casey A a7 1 04/18/2020 8130 Casey A Arden 18/28
Asher, Wanda M 001703 3 04/18/2020 8130 Wanda M Asher 0 1 )1 Backwat
Ashoer, Jean M 001686 04/18/2020 8130 Jean M Ast 1 83 Wyoming
Ashner, Tracy A 001475 4/18/2020 81 Tracy A b 0 011
Boots, Andy E 203 3 04/18/2020 8130 Andy F Boots 12/06/2010 .\’
’
<@ 2 > » 5 v itemsperpage 1-25 of 49 items
Total records selected : 0 (Unselect All)

J Edic || J EditAll | X Delete

Figure 19: Export to Grid
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If Validation Errors exist, a message will be displayed. Select Yes to continue and build the export file or
select No and go back, fix the validation errors and then select Export to File again. If Yes is selected, the
erroneous records will be included in the export file.

Validation Error(s) 4

Walidation errors exist, are you sure you want to continue?

s [

Figure 20: Validation Errors Exist



