PEP End of Year Procedure

PEP flow logic [note: modifying the PEP package from payroll is no longer recommended]:


1 – Obtain the PEP package from payroll.


2 – Audit the PEP package to HR.


3 – Add to HR the items not carried in payroll.


4 – Create the PEP package from HR for DOE.

PEP EOY steps:

1. Obtain the PEP upload file containing the PEP 001 (header), PEP 100 (demographics), PEP 200 (contract), and PEP 300 (non-attendance) records from your Payroll Department.  (PEP300 is necessary for only EOY transmission.)

2. Run PEP Command Center Audits to resolve potential issues on the incoming PEP file.  Have payroll correct any errors and obtain a new file.

a. # 9 Audit and Update Home Base Site Flag in PEP 200 File

b. # 11 Audit PEP 100 & 200 Compensation Differences

c. # 12 Audit PEP 200 Contracts for 0’s in Compensation

3. Run “Teacher Class Assignment Highly Qualified Audit” from the PEP Command Center, New Year menu (audits teachers’ courses and their highly qualified status against the Course Codes with HQ Categories list on the DOE Blackboard).

4. Run “Audit HR to Payroll – EOY” on the PEP Command Center, End of Year menu (monitors salary, minutes, new personnel, new contracts, etc.).

5. Run the audits located under the "Audits" menu on the PEP Command Center. These programs audit the data in the HR database, not the actual text files that are created for transmission. Correct all errors found and rerun until no errors remain.

a. # 1 Audit PEP 001 Record in HR

b. # 2 Audit PEP 100 Records in HR (Total Compensation, Minutes, etc.)

c. # 3 Audit PEP 200 Records in HR

d. # 5 Audit PEP 300 Records

6. Create files for PEP Consolidation

a. Create the PEP001 file for the school year, if you have not already done so (default “C:\PEP\PEP001 0405 EOY”)

b. Create the PEP100 file (default “C:\PEP\PEP100 0405 EOY”)

c. Create the PEP200 file (default “C:\PEP\PEP200 0405 EOY”)

d. Create the PEP300 file if you use JPAMS for employee attendance AND you do not use a payroll company.  PEP300 records would normally come from the payroll PEP package  (default “C:\PEP\PEP300 0405 EOY”)

NOTE: File location for consolidation RECOMMENDED standards are that the PEP001, PEP100, PEP200, and PEP300 default locations should be C:\PEP.  The default name for each of these files should be the file type (PEP100, PEP200, or PEP300) plus the school session and submission period, i.e., “C:\PEP\PEP100 0405 EOY”. This will save the OCT transmission file.

7. Run the PEP Transmission Consolidation and include PEP001, PEP100, PEP200, and PEP300 by clicking on the corresponding checkboxes.  After clicking OK, you will be prompted for the location and name of the output file to be created (default “C:\PEP\PEP001”).  Once you have selected the location and file name [or accepted the default] and clicked on Open, you will be prompted individually for the location and name of each input file whose checkbox was selected.  If you will be using the PEP300 from your payroll department, select the PEP file received from payroll when prompted for the PEP300 file.

8. Run actual transmission to DOE procedure found on page 64 of the DOE PEP manual revised March, 2005. NOTE: This manual is accessible directly from the DOE web by clicking the Web button at the top right of your screen.  The manual is also accessible from the DOE web by clicking on the Web button, selecting Links, and then selecting the LA DoE PEP option.
NOTE:
JPAMS does not backup data stored on the Windows Workstations.  If your Windows Workstations is replaced or a harddrive failure occurs, JPAMS will not have a backup of previously transmitted files.

NOTE:
CUR records, SIS 110 records, and PEP 210 records are not transmitted for EOY.

