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Finance Manager:  
Setup Tables 

The Setup routines allow your facility to create user-defined codes, terms, and categories that are used to build employee 
records.  These codes identify attendance events, bargain units, benefit codes and types, certification codes and types, 

civil service codes and types, COBRA codes, course codes and types, degrees, employee groups, evaluation types, 
fingerprint statuses, health event types, PDP categories, positions, retirement systems, and tenure area types.  In 

addition, you can create employee type calendars and employee type profiles and rules that are used to accrue 

attendance each fiscal year. 
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AESOP Title Codes 
AESOP Title Codes Setup provides the ability to create and maintain the informational codes that are used by AESOP and 
can be stored in nVision.  If AESOP is used in your facility, you can store the title codes in this table.  These codes can be 

linked to the employee record under the Personal Information folder – Miscellaneous tab.  These codes are for 

informational use only. 
 

Access to AESOP Title Codes Setup 

1. Open the Setup menu tree. 

 

2. Open the Codes and Types menu tree. 
 

3. Click the AESOP Title Codes option. 
 

 
The AESOP Title Codes listing displays all existing title codes.  Use this window to add, maintain, or view AESOP title 

codes. 

 
 

 
 
 

Enter the AESOP title code information.  
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Adding an AESOP Title Code Record 

1. Enter Add mode. 

 
2. Enter all information associated with the AESOP title code. 

 

3. Save the record. 
 

 
 

Updating an AESOP Title Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting an AESOP Title Code Record 

NOTE:  AESOP title codes that are currently being used cannot be deleted.  If an AESOP title code is linked to an employee 
record, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.   
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Attendance Codes 
Attendance Codes Setup provides the ability to create and maintain the codes that are used to categorize employee 
attendance events.  These codes are then used to maintain records for each employee attendance event taken, accrued, 

rolled over, etc.  These records include events such as a sick day taken, vacation days accrued, or personal days rolled 

over from the prior year. 
 

Access to Attendance Codes Setup 

1. Open the Setup menu tree. 

 

2. Open the Codes and Types menu tree. 
 

3. Click the Attendance Codes option. 
 

 
The Attendance Codes listing displays all existing attendance codes.  Use this window to add, maintain, or view 

attendance codes. 
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Field Description 
  

Attendance Code Enter the code (up to 15 positions) that uniquely identifies the attendance event.  
When updating an attendance record, this field is not modifiable.  Example: 

Bereave (Bereavement). 

  
Attendance Description Enter the text that uniquely describes this attendance code. 

  
Charge to Attendance as Use the drop-down to indicate the “main” attendance bank (Sick, Vacation, 

Personal, or Comp) that this attendance code is chargeable to.  Choose <None> 

if this attendance code is not chargeable to any other bank but itself. 
Example:  You may have a code called Fam Sick (Family Sick) that is chargeable 

to the employee’s main SICK bank.  
  

Unit Type Use the drop down to choose the type of unit (Hours or Days) in which this 
attendance event is to be recorded.  Example:  You may record Sick Time in 

Hours, whereas a Leave of Absence is recorded in Days. 
NOTE:  For attendance codes that are NON CHARGEABLE, if there are 
attendance events already recorded for that code, the Unit Type is not 
updateable while in Update mode.  When adding a code that is "chargeable" to 
another code, such as Personal, the Unit Type field will default to the Unit Type 
value of the “Charge to Attendance as” code AND not be updateable. 

  

SubFinder Code **Applicable when using the SubFinder Import Utility only.** 
All attendance codes used by SubFinder must have an equivalent code defined 

in the Attendance Code Setup File in order for the import to be successful.  Enter 

the Subfinder code that is equivalent to this attendance code in nVision. 
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Field Description 
  

Staff Attendance Code Choose the applicable code to be used for NYS Staff Attendance reporting. 
  

Check Attendance Balance This field is only enabled if the Charge to Attendance as field is set to 

<None>.  
 

Check this box if nVision should check the number of available days when 
recording an attendance event taken with this code. 

 
NOTE:  When adding a code that is “chargeable” to another code, the Check 
Attendance Balances flag will default to the Check Balances value for the 
“charge to” attendance code AND not be updateable. 

 

During the attendance entry process, if the employee has no available days or 
not enough available days, nVision checks the information in the Attendance 

Code Setup File.  If the Check Attendance Balance field for the attendance event 
code is checked, the system displays the message “Employee does not have any 

remaining days for the event”.  The user may override the warning message and 

record the event.  If the Check Attendance Balance field for the attendance 
event code is unchecked, nVision simply records the event without displaying a 

warning message. 
 
NOTE:  When adding attendance for a code that is chargeable to another code 
[example, FS (Family Sick) which is set up to be charged to S (Sick)], nVision 
will check the balances in the bank to which the attendance code is 
chargeable.  So in our example, if you attempt to add a family sick day, nVision 
will check the balances of the main Sick bank. 

  
Include in Perfect Attendance Check the box if nVision should check for time taken against this code when 

running the Perfect Attendance Report.  Example:  If the Include in Perfect 
Attendance flag for SICK is checked, when the Perfect Attendance Report is 

run, any employees who DO NOT HAVE “days taken” for SICK will display on the 
report. 

  

Active Check the box if the code is Active for use in nVision Human Resources.  If 
flagged as Active, the code will be available for use during attendance entry.  If 

the box is unchecked, it will not display on attendance code lookups and will not 
be able to be used in the attendance entry routines (Daily Attendance Entry and 

Calendar Attendance Entry in Employee Maintenance). 

  
Pay Stub Code **Applicable for Sick, Vacation, Personal Comp only.** 

Enter the label name for the attendance code, as it is to be displayed in the 
‘Attendance As Of Balances’ area on the check stub.  
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Adding an Attendance Code Record 

1. Enter Add mode. 

 
2. Enter all information associated with the attendance event. 

 

3. Save the record. 
 

 
 

Updating an Attendance Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting an Attendance Code Record 

NOTE:  Attendance codes that are currently being used cannot be deleted.  If an attendance record exists with the code, that 
code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.   
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Bargaining Units 

Bargaining Units Setup provides the ability to create and maintain the codes that are used to categorize the various 
employees and employee groups in your district.  These codes are then used to link a bargaining unit to a calendar for 

salary schedule maintenance and projection. 

 

Access to Bargaining Unit Maintenance 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Bargaining Units option. 
 

 

The Bargaining Units listing displays the records in this table.  Use this window to add, maintain, or view bargaining unit 
codes. 
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Field Description 
  

Bargain Unit Code Enter the code (up to 8 characters) that uniquely identifies the bargaining unit.  When 
updating a bargaining unit record, this field is not modifiable.  Example: BG 

  

Bargain Unit Name Enter the text (up to 20 characters) that uniquely describes this bargaining unit code.  
Example:  BUILDING AND GROUNDS 

  
Union Affiliation Enter the name of the union affiliated with this bargaining unit (up to 25 characters). 

  
Representative Enter the name of the union representative for this bargaining unit group (up to 20 

characters). 

  
Contract Length Enter the number of months (in 999.99 format) of the most recent contract agreement. 

  
Contract Start Date Enter the last contract start date (in MM/DD/YYYY format) for this bargaining unit 

group. 

  
Calendar Use the drop-down arrow to select the current workday calendar for bargaining unit.  

 
 

Adding a New Bargaining Unit Code Record 

Follow the steps below to create a new code. 

1. Click Add . 

 
2. Add all information associated with the bargaining unit. 

 

3. Click Save . 

 

 

Updating a Bargaining Unit Code Record 

1. Highlight the appropriate bargaining unit code in the browser. 

 

2. Click Update . 

 
3. Change all necessary information as needed. 

 

4. Click Save . 
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Deleting a Bargaining Unit Code Record 

NOTE:  You cannot delete any bargaining unit codes that are currently being used.  For example, if the 
bargaining unit is linked to a pay profile or employee group record, that code cannot be deleted. 

1. Highlight the appropriate bargaining unit code in the listing window. 
 

2. Click Delete . 

 
3. Confirm that this is the correct record that you want to delete.  Choose Yes to delete the record.  Choose No if 

you do not want to delete the record. 
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Benefit Coverage Types 

Benefit Coverage Types Setup provides the ability to create and maintain codes representing the various coverage types 
associated with benefits [i.e., H – Head of Household, S – Single, F – Family, SP – Spousal, etc.].  Once your benefit type 

codes have been defined, you can add default employee and employer coverage costs for each benefit type based on 
provider.  These codes can then be linked to each employee’s benefit record on the Personal folder in the Employee 

Maintenance routine. 

 

Access to Benefit Coverage Types Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Benefit Coverage Types option. 

 
 

The Benefit Coverage Types listing displays the records in this table.  
 

 
 
 

Use this routine to add, maintain, or view benefit coverage type codes. 
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Field Description 
  

Benefit Coverage Type 

Code 

Enter the abbreviation (up to 15 characters) for the benefit type.  When updating a 

benefit type record, this field is not modifiable.  
Example:  Ind 

  
Benefit Coverage Type 

Name 

Enter the full description (up to 100 characters) of the benefit type.  Example:  HEAD 

OF HOUSEHOLD 
  

GASB 45 Type Using the drop-down arrow, select the GASB45 code for the benefit type.  This allows 

the GASB45 Data Export Interface routine to report benefit information under the 
correct columns (i.e., T – Medical Coverage, U – Vision Coverage, V – Dental 

Coverage). 
 

 

Adding a Benefit Type Code 

1. Enter Add mode. 

 
2. Enter all information associated with the benefit coverage type. 

 

3. Save the record. 
 

 

Updating a Benefit Type Code 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 
3. Save the record. 

 
 

Deleting a Benefit Type Code 

NOTE:  You cannot delete any benefit types that are currently being used.  For example, if a benefit type has been linked to a 
specific benefit provider record, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Benefit Groups 

Benefit Groups Setup provides the ability to create and maintain codes representing the various insurance types offered 
by your organization.  Benefit groups may include Health, Dental, Life, Disability, Major Medical, Other, Prescription, or 

Vision. 

 

Access to Benefit Groups 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Benefit Groups option. 
 

 

The Benefit Groups listing displays the records in this table. 
 

 
 

 
Use this routine to add, maintain, or view records. 
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Field Description 
  

Name Enter the abbreviation (up to 100 characters) of the benefit group.  When updating a 
benefit group record, this field is not modifiable.  Example:  Life 

  

Description Enter the full description (up to 100 characters) of the benefit group. 
Example:  Life Insurance 

 
 

Adding a Benefit Group Record 

1. Enter Add mode. 
 

2. Enter all information associated with the benefit group. 
 

3. Save the record. 
 

 

Updating a Benefit Group Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Benefit Group Record 

NOTE:  You cannot delete any benefit group records that are currently being used.  For example, if a benefit group is linked to 
an employee record, that benefit group cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Benefits 

Benefits Setup provides the ability to create and maintain the codes representing the various provider coverages utilized 
in your organization, along with the employee/employer annual cost based on the kind of coverage types defined in 

Benefit Type Setup.   

 

For information on Benefit entry and maintenance, refer to the document entitled nVision HR Benefits Entry and 
Maintenance Guide. 
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Certification Codes 

Certification Codes Setup provides the ability to create and maintain the codes that are used to categorize and report 
certification areas for employees.  These codes are linked to the employee’s professional certification record for a tenured 

area-type appointment in the Employee Information routine. 

 

Access to Certification Codes Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Certification Codes option. 
 

 

The Certification Codes listing displays the records in this table. 
 

 
 

 
Use this window to add, maintain, or view records. 
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Field Description 

  
Certification Code Enter the code (up to 15 characters) that identifies the certification area.  When 

updating a certification code record, this field is not modifiable.  Example:  Biom 

  
Description Enter the full description (up to 100 characters) of the certification area code.   

Example:  Biology 5-9 
 

 

Adding a Certification Code Record 

1. Enter Add mode. 

 
2. Enter all information associated with the certification code. 

 
3. Save the record. 

 

 

Updating a Certification Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 

 
3. Save the record. 

 
 

Deleting a Certification Code Record 

NOTE:  You cannot delete any certification codes that are currently being used.  For example, if an employee professional 
certification record exists with the certification code, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Certification Types 

Certification Types Setup provides the ability to create and maintain the codes that are used to define an employee’s 
certification type, for example, Pending, Permanent, Temporary, etc.  These types are then linked to the employee’s 

professional certification record for a tenured area-type appointment in the Employee Information routine. 

 

Access to Certification Types Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Certification Types option. 
 

 

The Certification Types listing displays the records in this table. 
 

 
 
Use this window to add, maintain, or view records. 

 
 

 

 

 
 

 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             20  
www.financemgr.com 

 

 
Field Description 

  
Certification Type Code Enter the code (up to 15 characters) that identifies the certification type.  When 

updating a certification type record, this field is not modifiable.   

Example:  Trans A 
  

Description Enter the full description (up to 100 characters) of the certification type code.   
Example:  Transitional A 

 
 

Adding a Certification Type Code Record 

1. Enter Add mode. 
 

2. Enter all information associated with the certification type code. 
 

3. Save the record. 

 
 

Updating a Certification Type Code Record 

1. Highlight the appropriate record and enter Update mode. 

 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting a Certification Type Code Record 

NOTE:  You cannot delete any certification types that are currently being used.  For example, if an employee professional 
certification record exists with the certification type, that type cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Civil Service Codes 

Civil Service Codes Setup provides the ability to create and maintain the codes that are used to categorize and report civil 
service employees.  These codes are then linked to the civil service record for a civil service area-type appointment in the 

Employee Information routine. 

 

Access to Civil Service Codes Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Civil Service Codes option. 
 

 

The Civil Service Codes listing displays the records in this table.  Use this window to add, maintain, or view records. 
 

 
 

 

 
 
 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             22  
www.financemgr.com 

 

 
Field Description 

  
Civil Service Code Enter the code (up to 15 characters) that uniquely identifies the civil service position.  

When updating a civil service code record, this field is not modifiable. 

Example:  Acctclk 
  

Civil Service Title Enter the civil service title (up to 100 characters) associated with this code. 
Example:  Accounting Clerk 

  
Civil Service Numeric Code Optionally enter the numeric service code (up to 9 characters) that uniquely describes 

this civil service position.  When updating a civil service code record, this field is not 

modifiable. 
  

Active Leave the Active field checked, if you want this code to be available for use during 
employee civil service record entry.  If unchecked, the code will not display on civil 

service code lookups and will not be able to be used in the civil service entry routines. 

  
Jurisdiction Enter the jurisdiction code (up to 50 characters) for the reporting county. 

 
 

Adding a Civil Service Code Record 

1. Enter Add mode. 
 

2. Enter all information associated with the civil service code. 
 

3. Save the record. 
 

 

Updating a Civil Service Code Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Civil Service Code Record 

NOTE:  You cannot delete any civil service codes that are currently being used.  For example, if an employee civil service 
record exists with the civil service code, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             23  
www.financemgr.com 

Civil Service Types 

Civil Service Types Setup provides the ability to create and maintain the codes that are used to identify and report the 
status (i.e., Probationary, Provisional, Permanent, Temporary, etc.) of employee civil service titles.  These codes are then 

linked to the civil service record for a civil service area-type appointment in the Employee Information routine. 

 

Access to Civil Service Types Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Civil Service Types option. 
 

 

The Civil Service Types listing displays the records in this table.  Use this window to add, maintain, or view records. 
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Field Description 

  
Civil Service Type Enter the code (up to 15 characters) that uniquely identifies the civil service type.  

When updating a civil service type record, this field is not modifiable.  Example:  Perm 

  

Description Enter the civil service type description (up to 100 characters).  Example:  Permanent 

 
 

Adding a Civil Service Type Record 

1. Enter Add mode. 

 

2. Enter all information associated with the civil service type. 
 

3. Save the record. 
 

 

Updating a Civil Service Type Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Civil Service Type Record 

NOTE:  You cannot delete any civil service types that are currently being used.  For example, if an employee civil service 
record exists with the civil service type, that type cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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COBRA Codes 

COBRA Codes Setup provides the ability to create and maintain the codes that are used to define the types of COBRA 
coverage that an employee may be eligible for.  Group health coverage may be available for applicable employees and 

their families through the health benefit provisions provided by the Consolidated Omnibus Budget Reconciliation Act 
(COBRA).  COBRA coverage may be applicable for limited periods of time to terminated employees or those who lose 

coverage because of reduced work hours.  COBRA contains provisions giving certain former employees, retirees, spouses 

and dependent children temporary continuation of group health coverage that otherwise would be terminated.  COBRA 
codes, along with the starting and ending dates of coverage, are then linked to each employee’s personal dependent 

record in the Employee Information routine. 

 

Access to COBRA Codes Setup 

1. Open the Setup menu tree. 

 

2. Open the Codes & Types menu tree. 
 

3. Click the Cobra Codes option. 
 

 

The COBRA Codes listing displays the records in this table. 
 

 
 
Use this window to add, maintain, or view records. 
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Field Description 

  
COBRA Code Enter the abbreviation (up to 15 characters) for the COBRA code.  When updating a 

COBRA code record, this field is not modifiable.  Example:  36 Mo Cobra 

  

Description Enter a meaningful description (up to 100 characters) of the COBRA code.   

Example:  36 Month Cobra 
  

Length Enter the length of time (in months) that this COBRA coverage can be available for.  
Example:  For 3 years, enter 36.00 months. 

 

 

Adding a COBRA Code Record 

1. Enter Add mode. 
 

2. Enter all information associated with the Cobra code. 

 
3. Save the record. 

 
 

Updating a COBRA Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting a COBRA Code Record 

NOTE:  You cannot delete any COBRA codes that are currently being used.  For example, if an employee dependent record 
exists with the COBRA code, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Course Codes 

Course Codes Setup provides the ability to create and maintain codes representing the courses offered by schools, 
colleges, universities, or other institutions [i.e., ESL - English as a Second Language, CPR – Cardiopulmonary 

Resuscitation, IT - Informational Technology, etc.].  This allows consistency for recording employee educational 
information.  The Education window, on the Professional folder in Employee Information, allows you to create and 

maintain employee course records utilizing these user-specified codes.  The PDP Course Listing and Approved Courses 

Pending routines provide a lookup allowing you to report on any or all of the valid course codes from this table. 

 

Access to Course Codes Setup 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 

3. Click the Course Codes option. 
 

 
The Course Codes listing displays the records in this table. 

 

 
 

Use this window to add, maintain, or view records. 
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Field Description 

  
Course Code Enter the abbreviation (up to 15 characters) for the course code.  When updating a 

course code record, this field is not modifiable.  Example:  CPR 

  

Description Enter a meaningful description (up to 100 characters) of the course code. 

Example:  CARDIOPULMONARY RESUSCITATION 
 

 

Adding a Course Code Record 

1. Enter Add mode. 

 
2. Enter all information associated with the course code. 

 
3. Save the record. 

 

 

Updating a Course Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 

 
3. Save the record. 

 
 

Deleting a Course Code Record 

NOTE:  You cannot delete any course codes that are currently being used.  For example, if an employee professional education 
record exists with the course code, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Course Types 

Course Types Setup provides the ability to create and maintain codes representing the course type categories  
(i.e., G - Graduate, U – Undergraduate, I - Inservice, etc.).  These codes can then be linked to each employee’s education 

record on the Professional folder in the Employee Information routine.  The Education window, on the Professional folder 
in Employee Information, allows you to create and maintain employee course records utilizing these user-specified codes.  

The Approved Courses Pending routine provides a lookup allowing you to report on any or all of the valid course types 

from this table. 

 

Access to Course Types Setup 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 

3. Click the Course Types option. 
 

 
The Course Types listing displays the records in this table. 

 

 
 
Use this window to add, maintain, or view records. 

 
 

 

 
 

 
 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             30  
www.financemgr.com 

 

 
Field Description 

  
Course Type Code Enter the abbreviation (up to 15 characters) for the course type.  When updating a 

course type record, this field is not modifiable.  Example:  G 

  

Course Type Name Enter the full description (up to 100 characters) of the course type.   

Example:  GRADUATE 
 

 

Adding a Course Type Record 

1. Enter Add mode. 

 
2. Enter all information associated with the course type. 

 
3. Save the record. 

 

 

Updating a Course Type Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 

 
3. Save the record. 

 
 

Deleting a Course Type Record 

NOTE:  You cannot delete any course types that are currently being used.  For example, if an employee professional education 
record exists with the course type, that code cannot be deleted. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Degree Codes 

Degree Codes Setup provides the ability to create and maintain codes representing the professional program titles issued 
by schools, colleges, universities, or other institutions (i.e., BA – Bachelor of Arts, MA – Master of Arts, etc.).  These codes 

can then be linked to each employee’s degree record on the Professional folder in the Employee Information routine. 

 

Access to Degree Codes 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Degree Codes option. 
 

 

The Degree Codes listing displays the records in this table. 
 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Degree Code Enter the abbreviation (up to 15 characters) for the degree.  When updating a degree 
code record, this field is not modifiable.  Example:  Bacherlors 

  

Description Enter the full description (up to 100 characters) of the degree code. 
Example:  Bachelors 4-Year Degree 

 
 

Adding a Degree Code Record 

1. Enter Add mode. 
 

2. Enter all information associated with the degree code. 
 

3. Save the record. 
 

 

Updating a Degree Code Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Degree Code Record 

NOTE:  You cannot delete any degree codes that are currently being used.  For example, if a degree code is linked to an 
employee record, that degree code cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Department Codes 

A department is an individual segment, such as a specific division or unit, of your organization that is segregated for 
reporting purposes.  Department Codes Setup provides the ability to create and maintain codes that allow you to 

categorize or group employees by department for Payroll and Personnel reporting purposes. 

 

Access to Department Codes 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Department Codes option. 
 

 

The Department Codes listing displays the records in this table. 
 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Department Name Enter the name (up to 100 characters) of the department.  When updating a 
department code record, this field is not modifiable.  Example:  HR 

  

Description Enter the full description (up to 100 characters) of the department.   
 

 

Adding a Department Code Record 

1. Enter Add mode. 

 
2. Enter all information associated with the department code. 

 
3. Save the record. 

 
 

Updating a Department Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 
 

3. Save the record. 

 
 

Deleting a Department Code Record 

NOTE:  You cannot delete any department code records that are currently being used.  For example, if a department is linked 
to an employee record, that department cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Dependent Types 

Dependent Types Setup provides the ability to create and maintain the various types of dependents that can be linked to 
employee dependent records.   

 

Access to Dependent Types 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Dependent Types option. 

 
 

The Dependent Types listing displays the records in this table. 

 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Dependent Type Name Enter the full description (up to 100 characters) of the dependent type. 
Example:  Child 

 

 

Adding a Dependent Type Record 

1. Enter Add mode. 
 

2. Enter all information associated with the dependent type. 

 
3. Save the record. 

 
 

Updating a Dependent Type Record 

1. Highlight the appropriate record and enter Update mode. 

 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting a Dependent Type Record 

NOTE:  You cannot delete any dependent types that are currently being used.  For example, if a dependent type is linked to an 
employee record, that dependent type cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Employee Groups 

Employee Groups Setup provides the ability to create and maintain the codes identifying the categories that classify or 
group employees who are in similar positions within your facility.  These group codes are then linked to each employee’s 

appointment record in the Employee Information Data Entry routines.  The groups are used for the classification of 
employees, daily attendance records, and related payroll expenses. 

 

NOTE:  When creating employee groups: 
1. Break out any different bargaining units, including those groups NOT part of a bargaining unit. 

2. Consider breaking out any groups within the bargaining units for any special reporting needs (e.g., different types 
of substitutes). 

 

 

Access to Employee Groups Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Employee Groups option. 

 
 

 
 

The Employee Groups listing displays the records in this table.  Use this window to add, maintain, or view records. 
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Field Description 
  

Employee Group Code Enter the abbreviation (up to 15 characters) for the employee group.  When updating 

an employee group record, this field is not modifiable.  Example:  Food Serv Wrkr 
  

Employee Group Name Enter the full description (up to 100 characters) of the employee group.   
Example:  Food Service Worker 

  
Seniority Unit Use the drop-down arrow to specify if seniority is calculated by the number of Hours 

or Days worked. 

  
Seniority Calc Method Use the drop-down arrow to specify how seniority is going to be calculated.  Set this 

field to Calendar if you want the system to use the number of Paid Working Days 
from the employee group calendar to calculate seniority. 

Set this field to Standard Days if you want the system to use the appointment 

number of standard days to calculate seniority. 
  

Days Worked Method Enter the method for calculating paid days worked – Actual or Swaim. 
If the Days Worked Method is set to Actual, you must have a calendar linked to the 

employee group.  The Work Days on the Earnings window in Employee Maintenance 
will default to the number of Paid Work Days associated with the fiscal year calendar 

linked to the employee group in Employee Group Setup. 

If the Days Worked Method is set to Swaim, the Work Days defaults to the Swaim 
number of calculated work days.  Example:  For 10-month Teachers, the Swaim 

calculated number of days is 200 (20 working days per month times 10 months per 
year). 

The entry in this field is also used in calculating the Divisor during the Seniority Accrual 

process. 
  

Bargaining Unit Code Use the lookup to select from a listing of existing bargaining units or press the Add 

button  to add a new bargaining unit record on the fly. 
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Field Description 
  

Telephone Notification Check the box if employees in this employee group can be contacted for mass phone 
notification via the Connect Ed Export utility. 

  

Instructional Check the Instructional box if employees in this group are certified instructional.  For 
State Ed Reporting purposes, the Instructional flag is used only for the Staff 

Evaluation process.  Be sure to check the Instructional flag if APPR scores are to be 
reported for employees in this employee group during the Staff Evaluation Generation 

process.  NOTE:  The Instructional flag setting is NOT used in the Staff Snapshot, 
Staff Assignment, or Staff Tenure generation and export processes. 

  

Report to Staff Snapshot 
Flag/Position Title 

Check the Report to Staff Snapshot field if employees in this grouping should be 
included in the Staff Snapshot.  If checked, use the Position Title drop-down to 

designate employees in this employee group as either Teachers, Principals, or 
Other.  Other means that employees in this employee group need to be reported to 

Staff Snapshot and they have a PMF code.  The Position Title information is reported in 

field 8 or 105 of the APPR Staff Snapshot file. 
  

Substitute Leave the box checked if employees in this group are considered substitute 
employees.  If the box is checked, the employee can be selected as an available 

substitute when recording attendance in the Attendance Entry routines.  You will also 
have the ability to set up a sliding pay scale in the Substitute Payroll Utility for any 

employee group designated as having substitutes. 

  
Substitute Employee Group nVision provides the ability to define the primary or default substitute employee 

group for each individual employee group.  This field is used to prioritize the substitute 
employee groups.  This is especially helpful for those employees who have multiple 

appointments.  The information in this field is used by nVision to pull the pay rate and 

account code from the appropriate appointment during Substitute Payroll processing.  
Refer to the nVision Substitute Payroll documentation for additional details. 

  
Health Insurance Offered Check the box if employees in this employee grouping are offered health insurance.  

This information is reported on the NYS New Hire Report. 

 
 

Adding an Employee Group Record 

1. Enter Add mode. 

 
2. Enter all information associated with the employee group. 

 

3. Save the record. 
 

 

Updating an Employee Group Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 
3. Save the record. 
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Deleting an Employee Group Record 

NOTE:  Employee groups that are currently being used cannot be deleted.  For example, if an employee appointment record 
exists with the employee group, that group cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Evaluation Status 

Evaluation Status Setup provides the ability to create and maintain codes that are used to identify the status of an 
evaluation.  These codes are then used to maintain evaluation records for each employee. 

 

Access to Evaluation Status 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Evaluation Status option. 

 
 

The Evaluation Status listing displays the records in this table. 

 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Evaluation Status Enter the abbreviation (up to 50 characters) of the evaluation status.  When updating 
an evaluation status record, this field is not modifiable.  Example:  Pending 

  

Description Enter the full description (up to 100 characters) of the evaluation status. 
Example:  Pending Evaluation 

 
 

Adding an Evaluation Status Record 

1. Enter Add mode. 
 

2. Enter all information associated with the evaluation status code. 
 

3. Save the record. 
 

 

Updating an Evaluation Status Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting an Evaluation Status Record 

NOTE:  You cannot delete any evaluation status records that are currently being used.  For example, if an evaluation status is 
linked to an employee record, that evaluation status cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Evaluation Types 

Evaluation Types Setup provides the ability to create and maintain the codes that are used to categorize each different 
type of evaluation.  These codes are then used to maintain evaluation records for each employee. 

 

Access to Evaluation Types Setup 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Evaluation Types option. 

 
 

The Evaluation Types listing displays the records in this table. 

 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Evaluation Type Code Enter the abbreviation (up to 15 characters) for the evaluation type.  When updating 
an evaluation type record, this field is not modifiable.  Example:  Annual 

  

Evaluation Type Name Enter the full description (up to 100 characters) of the evaluation type.   

Example:  Annual Evaluation 

  
Observation Check the box if this evaluation requires an observation by another individual.  

Otherwise, leave the box unchecked. 
 

 

Adding an Evaluation Type Record 

1. Enter Add mode. 

 
2. Enter all information associated with the evaluation type. 

 

3. Save the record. 
 

 

Updating an Evaluation Type Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 
3. Save the record. 

 
 

Deleting an Evaluation Type Record 

NOTE:  You cannot delete any evaluation types that are currently being used.  For example, if an employee evaluation record 
exists with the type, that type cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Fingerprint Status 

Fingerprint Status Setup provides the ability to enter user-defined fingerprint status codes and maintain these codes as 
needed.  The Fingerprint Tracking window, on the Personal Information folder in Employee Information, allows you to 

create and maintain employee fingerprint records utilizing these user-specified codes.  The Fingerprint Reporting routine 
provides a lookup allowing you to report on any or all of the valid fingerprint status codes from this table. 

 

Access to Fingerprint Status Setup 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Fingerprint Status option. 

 

 
The Fingerprint Status listing displays the records in this table. 

 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Fingerprint Status Code Enter the abbreviation (up to 15 characters) for the fingerprint status.  When updating 
a fingerprint status record, this field is not modifiable.  Example:  FM 

  

Fingerprint Status Name Enter the full description (up to 100 characters) of the fingerprint status. 

Example:  Fingerprints Mailed 

 
 

Adding a Fingerprint Status Record 

1. Enter Add mode. 

 

2. Enter all information associated with the fingerprint status. 
 

3. Save the record. 
 

 

Updating a Fingerprint Status Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Fingerprint Status Record 

NOTE:  You cannot delete any fingerprint status codes that are currently being used.  For example, if an employee fingerprint 
record exists with the status, that status cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Grade Level 

Grade Level Setup provides the ability to create and maintain the codes that are used to categorize and report the various 
areas in which employees can be tenured.  These types are then linked to each employee’s professional tenure record on 

the Appointment Information folder in the Employee Information routine.  Once you create a tenure record for an 
employee, you can track seniority for the tenure area.  The Tenure Listing provides a lookup allowing you to report on 

any or all of the valid tenure codes in this table that are linked to employee records. 

 

Access to Grade Level 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Grade Level option. 

 
 

The Grade Level listing displays the records in this table. 
 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Grade Level Name Enter the full description (up to 100 characters) of the grade level. 
Example:  Secondary 

  

Active Check the box if the code is Active for use in nVision Human Resources.  If flagged as 
Active, the code will be available for use during attendance entry.  If the box is 

unchecked, it will not display on attendance code lookups and will not be able to be 
used in the Daily Attendance Entry routine. 

 
 

Adding a Grade Level Record 

1. Enter Add mode. 
 

2. Enter all information associated with the grade level. 
 

3. Save the record. 

 
 

Updating a Grade Level Record 

1. Highlight the appropriate record and enter Update mode. 

 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting a Grade Level Record 

NOTE:  You cannot delete any grade levels that are currently being used.  For example, if a grade level is linked to an 
employee record, that grade level cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Health Event Types 

Health Event Types Setup provides the ability to identify user-defined health event types and maintain these types as 
needed.  Each health event type record may have free-form comments.  You may link the health event to a Position 

Information record through the Health Requirements tab or to a specific employee on the Health Events tab under the 
Personal Information folder in Employee Information.  The Employee Health Events Reporting routine provides a lookup 

allowing you to report on any or all of the valid health event types from this table. 

 

Access to Health Event Types Setup 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Health Event Types option. 

 
 

The Health Event Types listing displays the records in this table. 
 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Health Event Code Enter the abbreviation (up to 15 characters) for the health event.  When updating a 
health event record, this field is not modifiable.  Example:  Physical 

  

Health Event Name Enter the full description (up to 100 characters) of the health event. 

Example:  Employee Physical 

  
Active Specify whether the code is Active or Inactive for use in nVision Human Resources.  

If the code is flagged as Active, it will be available for use when entering health events 
in the employee record in Employee Information.  If the code is flagged as Inactive, it 

will not be able to be used when recording health events in the Employee Information 

record. 
  

Comments Enter any free-form comments relating to the health event.  When the health event is 
linked to an employee on the Health Events tab in the Personal folder in Employee 

Information, the Comments are defaulted. 
 

 

Adding a Health Event Type Record 

1. Enter Add mode. 

 
2. Enter all information associated with the health event type. 

 

3. Save the record. 
 

 

Updating a Health Event Type Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 
3. Save the record. 

 

 

Deleting a Health Event Type Record 

NOTE:  You cannot delete any health event types that are currently being used.  For example, if an employee health event 
type is linked to an employee, that type cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Leave Types 

Leave Types Setup provides the ability to create and maintain codes representing the various types of leave that 
employees may take.  Leave types are required for TRS reporting and for seniority entry. 

 

Access to Leave Types 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Leave Types option. 

 
 

The Leave Types listing displays the records in this table. 

 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Leave Type Name Enter the name (up to 100 characters) of the leave type.  When updating a leave type 
record, this field is not modifiable.  Example:  Sabbatical 

  

Description Enter the full description (up to 100 characters) of the leave type.   
  

Attendance Code If applicable, enter the attendance code associated with this leave type.  Any 
attendance code that is linked to a Leave Type CANNOT BE USED in Daily Attendance; 

the leave MUST be entered in nVision HR Employee Information on the Appointment 
Information folder – Leave of Absence tab. 

  

SED Separation Code Use the drop-down to select the appropriate SED Separation Code for this leave type.  
Where applicable, the Separation code information is reported in Field 54 on the Staff 

Snapshot File. 
  

Permanent Check the box if the leave is permanent. 

  
Compensated Check the box if the employee is to be paid during the leave. 

  
Affects Seniority Check the box if a taken leave is to have an impact on an employee’s seniority. 

 
 

Adding a Leave Type Record 

1. Enter Add mode. 
 

2. Enter all information associated with the leave type code. 
 

3. Save the record. 

 
 

Updating a Leave Type Record 

1. Highlight the appropriate record and enter Update mode. 

 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting a Leave Type Record 

NOTE:  You cannot delete any leave type records that are currently being used.  For example, if a leave type is linked to an 
employee record, that leave type cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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License Codes 

License Codes Setup provides the ability to create and maintain codes representing the various professional licenses that 
may be associated with employees in your organization (i.e., Registered Nurse, Doctorate, etc.)  These codes can then be 

linked to each employee’s record on the Licenses tab under the Professional Information folder in Employee Information. 

 

Access to License Codes 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the License Codes option. 
 

 

The License Codes listing displays the records in this table. 
 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

License Name Enter the name (up to 100 characters) of the professional license.  When updating a 
license code record, this field is not modifiable.  Example:  RN 

  

Description Enter the full name (up to 100 characters) of the license.  Example:  Registered Nurse 
 

 

Adding a License Code Record 

1. Enter Add mode. 

 
2. Enter all information associated with the license code. 

 
3. Save the record. 

 
 

Updating a License Code Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 
 

3. Save the record. 

 
 

Deleting a License Code Record 

NOTE:  You cannot delete any license code records that are currently being used.  For example, if a license code is linked to an 
employee record, that license code cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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PDP Categories 

PDP Categories Setup provides the ability to create and maintain the PDP category groupings or areas for PDP 
coursework being tracked.  Examples of Professional Development Plan categories may include Art and Business 

Education.  You may link these PDP Category codes to employee records via the Professional Development tab on the 
Professional folder in Employee Information.  The PDP Course Listing allows you to report on the category codes that are 

linked to employee educational records where PDP information is being tracked. 

 

Access to PDP Categories 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the PDP Categories option. 

 
 

The PDP Categories listing displays the records in this table.   
 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Code Enter the abbreviation (up to 15 characters) for the PDP category.  When updating a 
PDP category record, this field is not modifiable.  Example:  Bus Ed 

  

Description Enter the full description (up to 100 characters) of the PDP category. 

Example:  Business Education 

 
 

Adding a PDP Category Record 

1. Enter Add mode. 

 

2. Enter all information associated with the PDP category. 
 

3. Save the record. 
 

 

Updating a PDP Category Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a PDP Category Record 

NOTE:  You cannot delete any PDP categories that are currently being used.  For example, if a PDP category is linked to an 
employee record, that PDP category cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Position Groups 

Position Groups Setup provides the ability to create and maintain codes representing the various general groupings of 
employees in your organization.  Examples of Position Groups are Clericals, Teachers, Administrators, Maintenance, etc.  

Groups can be created in accordance with any special position reporting needs.  Position Groups are linked to position 
records in Position Information, which in turn are linked to employee appointments.  An employee may have a primary 

and alternate position(s) based on the number of appointments they have.  The Position List, Surplus Tracking, and 

Vacancy Tracking Reports allow you to track and report on the position groups that are linked to employee records and 
generate FTE position percentage and other position-control information. 

 

Access to Position Groups 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 

 
3. Click the Position Groups option. 

 
 

The Position Groups listing displays the records in this table. 

 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Position Group Code Enter the abbreviation (up to 15 characters) for the position group.  When updating a 
position group record, this field is not modifiable.  Example:  Nurse 

  

Position Group Name Enter the full description (up to 100 characters) of the position group. 

Example:  Nurses 

 
 

Adding a Position Group Record 

1. Enter Add mode. 

 

2. Enter all information associated with the position group. 
 

3. Save the record. 
 

 

Updating a Position Group Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Position Group Record 

NOTE:  You cannot delete any position groups that are currently being used.  For example, if a position group is linked to an 
employee, that position group record cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Retirement System Codes 

Retirement System Codes Setup is used to create and maintain codes representing the various retirement systems in 
which an employee can be a participant.  Examples of retirement systems include TRS (NYS Teacher’s Retirement 

System), ERS (NYS Employee’s Retirement System), or P&F (NYS Police and Fire Retirement System).   
 

Each record stores the employer contribution rate for each tier within the retirement system.  The employer contribution 

rate is set by the New York State Comptroller’s Office as a percentage of employer’s salary base.  The rates must be 
entered by the user each year.  During the Human Resource Salary Letter and Negotiations Earning Projection Letters 

printing processes, the employer contribution rate associated with the employee’s retirement system and tier is multiplied 
by the employee’s total entitlement for the selected fiscal year.  If retirement information is selected to be included on the 

letter, the Employer Cost will be displayed as a benefit on the letter and will be reflected as part of the employee’s total 
compensation for the selected fiscal year. 

 

In addition, each record stores the various reference codes that will be used for New York State Teacher’s Retirement 
System Reporting.  Each earning code in the Earnings Code Maintenance File will be mapped to one of these reference 

codes.  Examples of valid TRS Reference Codes are B (Base Salary Pay), C (Instructional Pay), D (Summer School Pay), 
M (Non-STRS Pay), etc. 

 

Retirement codes are linked to employee position appointment records in Employee Payroll Information.  An employee 
may be in more than one retirement system based on the appointments they have.  The Retirement System Listing 

Report can be run to display a listing of employees in selected or all retirement systems. 

 

 

Access to Retirement System Codes Setup 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Retirements System Codes option. 

 

 
 

The Retirement System Codes listing displays the records in this table.  Use this window to maintain or view records. 
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Updating a Retirement System Code Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Check the box if employee contributions to this retirement system are matched by the employer.  Otherwise, 

leave the box unchecked. 

 
3. On the Expense Rates tab, highlight a tier and then add the starting and ending dates for the fiscal period 

and the corresponding employer contribution rate.  Repeat this step for each tier. 
 

Teachers Retirement System 

For TRS, the employer contribution rate (ECR) is fiscal-year based (July 1 to June 30) and is the same for 
all tiers.  Enter the employer contribution rate for each tier of the retirement system, as shown in the 

illustrations below. 
 

NOTE:  The rates shown in the screen captures in this document are for display purposes only.  Rates may vary 
in each organization. 
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Employee Retirement System 

For ERS, the employer contribution rate (ECR) is applicable each year during the period of April 1 through 
March 31 and the rates vary by tier.  Enter the employer contribution rate for each tier of the retirement 

system, as shown in the illustrations below. 
 

NOTE:  The rates shown in the screen captures in this document are for display purposes only.  Rates may vary 

in each organization. 
 

 
 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             62  
www.financemgr.com 
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4. Save the record at this time or continue to the Reference Codes tab to enter additional information. 
 

5. On the Reference Codes tab, add the various reference codes that will be used for New York State Teacher’s 

Retirement System Reporting.   
 

 
 

Enter the code that references a specific type of earning and the full description of the earning identified by the 
reference code.  Leave the Active field checked if you want this code to be available for use on the Retirement 

tab in Earnings Codes setup.  If unchecked, the code will not be displayed on retirement reference code lookups. 
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6. Save the record. 

 
 

 

Employer Retirement Contribution Rates and the Salary Letter 
During the Human Resource Salary Letter and Negotiations Earning Projection Letters printing processes, the user has the 

option to include retirement benefits provided by the employer by checking the Include Retirement option on the 
report criteria selection window. 

 
nVision checks the expense rate information from this Retirement System Codes Setup table to calculate the amount of 

the employee benefit.  The employer contribution rate associated with the employee’s retirement system and tier is 

multiplied by the employee’s total entitlement for the selected fiscal year.  The Employer Cost will be displayed as a 
benefit on the letter and will be reflected as part of the employee’s total compensation for the selected fiscal year. 
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Tenure Area Types 

Tenure Area Types Setup provides the ability to create and maintain the codes that are used to categorize and report the 
various areas in which employees can be tenured.  These types are then linked to each employee’s professional tenure 

record in the Employee Information routine.  Once you create a tenure record for an employee, you can track seniority 
for the tenure area.  The Tenure Listing provides a lookup allowing you to report on any or all of the valid tenure codes 

from this table that are linked to employee records. 

 

Access to Tenure Area Types 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Tenure Area Types option. 

 
 

The Tenure Area Types listing displays the records in this table. 
 

 
 
Use this window to add, maintain, or view records. 
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Field Description 
  

Tenure Area Type Code Enter the abbreviation (up to 15 characters) for the tenure type.  When updating a 
tenure area type record, this field is not modifiable.  Example:  Spec Ed 

  

Tenure Area Type Name Enter the full description (up to 100 characters) of the tenure type. 

Example:  Special Education 

 
 

Adding a Tenure Area Type Record 

1. Enter Add mode. 

 

2. Enter all information associated with the tenure area type. 
 

3. Save the record. 
 

 

Updating a Tenure Area Type Record 

1. Highlight the appropriate record and enter Update mode. 

 
2. Change all necessary information as needed. 

 

3. Save the record. 
 

 

Deleting a Tenure Area Type Record 

NOTE:  You cannot delete any tenure area types that are currently being used.  For example, if a tenure area is linked to an 
employee record, that tenure area cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Tenure Status 

Tenure Status Setup provides the ability to create and maintain codes that allow you to define an employee’s tenure type 
(e.g., probationary, permanent, etc.).  The corresponding State Tenure Status Code should be linked to each district-

defined Tenure Status code.  The State Tenure Status Code associated with the tenure status code from the employee 
record will then be reported in the State Ed Staff Tenure file. 

 

Access to Tenure Status 

1. Open the Setup menu tree. 

 
2. Open the Codes & Types menu tree. 

 
3. Click the Tenure Status option. 

 

 
The Tenure Status listing displays the records in this table. 

 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Tenure Status Code Enter the abbreviation (up to 15 characters) of the tenure status.  When updating a 
tenure status code record, this field is not modifiable.  Example:  Prob 

  

Description Enter the full description (up to 100 characters) of the tenure status. 
Example:  Probationary 

  
State Tenure Status Code Use the drop-down to choose a valid State Tenure Status Code used for State Ed Staff 

Template reporting: 
NOTTENELIG – Not Tenure Eligible 

PROBATION – Probationary 

PROBEXT – Probation Extended 
TENGRANT – Tenure Granted 

TENDEN – Tenure Denied 
D – Flagged as ‘deleted’ if the employee was previously reported in error so that the 

record can be removed from the NYSED files 

 
The State Tenure Status Code associated with the tenure status code from the 

employee record will then be reported in the State Ed Staff Tenure file. 
 

 

Adding a Tenure Status Record 

1. Enter Add mode. 

 
2. Enter all information associated with the tenure status. 

 
3. Save the record. 

 

 

Updating a Tenure Status Record 

1. Highlight the appropriate record and enter Update mode. 
 

2. Change all necessary information as needed. 

 
3. Save the record. 

 
 

Deleting a Tenure Status Record 

NOTE:  You cannot delete any tenure status records that are currently being used.  For example, if a tenure status is linked to 
an employee record, that tenure status cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 
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Union Affiliations 

Union Affiliations Setup provides the ability to create and maintain codes representing the various unions associated with 
the employees in your organization (i.e., Teachers Union, CSEA, etc.)  The appropriate union affiliation code can then be 

linked to each bargaining unit record. 

 

Access to Union Affiliations 

1. Open the Setup menu tree. 
 

2. Open the Codes & Types menu tree. 
 

3. Click the Union Affiliations option. 
 

 

The Union Affiliations listing displays the records in this table. 
 

 
 

Use this window to add, maintain, or view records. 
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Field Description 
  

Union Affiliation Name Enter the full name (up to 100 characters) of the union affiliation. 
Example:  Teachers Union 

 

 

Adding a Union Affiliation Record 

1. Enter Add mode. 
 

2. Enter all information associated with the union affiliation. 

 
3. Save the record. 

 
 

Updating a Union Affiliation Record 

1. Highlight the appropriate record and enter Update mode. 

 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting a Union Affiliation Record 

NOTE:  You cannot delete any union affiliation records that are currently being used.  For example, if a union affiliation is 
linked to an employee record, that union affiliation cannot be deleted from the setup table. 

1. Highlight the appropriate record(s) and enter Delete mode. 

 
2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 

delete the record. 
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Employee Task Lists 

The Employee Task Lists routine enables you to create a listing of multiple tasks that need to be performed, such as 
when a new employee is hired, when an employee resigns or retires, etc.  The task list is then displayed on the Employee 

Task List Dashboard, where the user can monitor and track the status of the completion of each task. 

Access to Employee Task Lists 

1. Open the Setup menu tree. 

 
2. Click the Employee Task Lists option. 

 
 

The Employee Task Lists window displays the existing employee task list records. 
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Adding a New Employee Task List 

1. Enter Add mode.  The Employee Task List window displays. 

 

 
 

2. Enter the List Name and Description. 

 
3. Click the Tasks folder and enter the first task name on this list.  Enter a description of the task. 

 
4. Click the Employees folder. 
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Use the lookup  to find one specific employee to link to this task list.   
 

    OR 
 

Click the Import Multiple Employees link to select more than one employee to link to this task list.  Click 

OK. 
 

5. Save the record. 
 

 

Go to Employee Information and find the employee that you linked to the task.  Click the Task Lists folder to see the 
required tasks for this employee. 

 

 
 

 

Completion of these tasks can be tracked and updated via the Employee Information routine.   
 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             75  
www.financemgr.com 

 

 
Go to Employee Task Lists under the Dashboards menu tree.  Refresh the Dashboard and note the new task list that is 

shown under Outstanding Employee Tasks, the tasks linked to this task list, and the employees associated with each task. 
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Evaluation Schedule 

The Evaluation Schedule routine enables you to define the types of evaluations performed within your organization, along 
with a schedule of due dates and the name(s) of the individual(s) responsible for performing the evaluations.  The 

appropriate evaluation schedule can then be linked to each employee record via the Evaluations folder on the 
Appointment Information window in Employee Information.  You can monitor and track the status of the completion of 

the scheduled evaluation for each employee.  This routine also enables you to define custom fields related to the 

evaluation schedule, where the custom fields can store employee-specific information. 

Access to Evaluation Schedule 

1. Open the Setup menu tree. 
 

2. Click the Evaluation Schedule option. 
 

 

The Evaluation Schedule window displays the existing records in this table.  Use this window to add, maintain, or view 
records. 
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Adding an Evaluation Schedule Record 

1. Enter Add mode. 
 

 
 

 

2. Enter the evaluation schedule name.  
 

3. Enter a description of the evaluation schedule.  
 

4. Click the Evaluation Schedule Event folder.  Use the lookup  to select the evaluation type.  Enter the 

evaluation due date. 
 

5. Enter any comments, select the evaluator ID number, and flag the box to indicate if the evaluation is 
annually recurring. 

 



Finance Manager    nVision HR Setup Tables 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             78  
www.financemgr.com 

 

6. Click the Custom Fields folder.  
 

 
 

To add a new custom field to this evaluation schedule record, click  in the toolbar at the top 
of the nVision Human Resources main menu.  The Design Custom Fields window displays. 
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Enter the field name and indicate the data type for this field.  Click Save.   
 

 
 

Enter the value of the field as shown in the screen capture above. 
 

7. Save the record. 

 
 

Updating an Evaluation Schedule Record 

1. Highlight the appropriate record and enter Update mode. 

 

2. Change all necessary information as needed. 
 

3. Save the record. 
 

 

Deleting an Evaluation Schedule Record 

NOTE:  You cannot delete any evaluation schedule records that are currently being used.  For example, if an evaluation 
schedule is linked to an employee position appointment record, that evaluation schedule cannot be deleted from the setup 
table. 

1. Highlight the appropriate record(s) and enter Delete mode. 
 

2. Confirm that this is the correct record to delete.  Press Yes to delete the record.  Press No if you do not want to 
delete the record. 

 
05072018 


	AESOP Title Codes
	Attendance Codes
	Bargaining Units
	Benefit Coverage Types
	Benefit Groups
	Benefits
	Certification Codes
	Certification Types
	Civil Service Codes
	Civil Service Types
	COBRA Codes
	Course Codes
	Course Types
	Degree Codes
	Department Codes
	Dependent Types
	Employee Groups
	Evaluation Status
	Evaluation Types
	Fingerprint Status
	Grade Level
	Health Event Types
	Leave Types
	License Codes
	PDP Categories
	Position Groups
	Retirement System Codes
	Tenure Area Types
	Tenure Status
	Union Affiliations
	Employee Task Lists
	Evaluation Schedule

