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Prep



1099M Prep Checklist
Print/Save a Copy of the IRS 2017 Instructions for Form 1099-MISC
W-9 forms

Deceased Employees
Run the Vendor SSN/EIN Report
Create Folder for 1099M file in Fin_Sec Folder

Create a 2017 1099M Folder in Saved Reports
Paid a vendor using an imprest Checking account
Exclude reimbursed supply purchases from 1099M purchasing



Let’s Take a Look! 

https://www.pdenroller.org/
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Amazon 
Setup



Amazon Business Benefits
• Free Two-Day Shipping on orders over $49 
• Pricing and quantity discounts on items that educators need
• Education-tailored search and browse functionality
• Receive invoices against your Purchase Orders
• Increased spend visibility and management
• Access to a specialized Customer Service team – Amazon Business 

PunchOut Customer Service – 888-281-3847 or via email at 
Corporate-Punchout@amazon.com



Amazon Business ECommerce set up
Menu path: Web Financial Management\Purchasing\Purchasing\Setup\Configuration\ECommerce



Amazon Business ECommerce set up



Amazon Business ECommerce set up



Submitting Your Test Order
Menu path: Web/Financial Management/Purchasing/My Requisition Processing/Requisitions



Submitting Your Test Order



Submitting Your Test Order



Amazon Contacts

Erica Heffernan
Education Customer Advisor
Amazon Business
Office: 206-508-8729
Eheffern@Amazon.com

Cait Harte | Customer Advisor
325 9th Ave North, Seattle, WA 
98109
P: 206.922.0319 
chharte@amazon.com

mailto:Eheffern@Amazon.com
mailto:chharte@amazon.com
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There Are Three Vendor Types

Remit To/Order From

• This Vendor Record will be used for both orders and payments. 

Order From

• This Vendor Record will be used for Orders only. It will have a different Remit to 
Vendor that will receive the payments. 

Remit To

• This Vendor Record is used for payment purposes only. It will not be available on 
requisitions. 



Changing Vendor Types

Let’s Take a Look! 

https://www.pdenroller.org/


Limitations to Changing Vendor Types

Remit To/Order From

• Can easily be changed into a Remit To only vendor or into an Order From only vendor.

Order From

• Cannot be changed into an Order From/Remit To vendor, but it can be merged into one.
• Cannot be changed into a Remit To only vendor, but it can be merged into an Order From/Remit To 

vendor, which can then be changed into a Remit To only vendor.

Remit To

• Cannot be changed into an Order From/Remit To vendor, but can be merged into one. When this 
happens, the Remit To Name Key is retained in the Name table. 

• Cannot be changed into an Order From only vendor, but it can be merged into an Order From/Remit To 
Vendor Record, which can then be changed into an Order From only vendor. 



Troubleshooting Vendor Type Changes

• Remit To Vendor Record cannot be removed from Order 
From/Remit To Vendor

• Remit To Vendor cannot be changed into an Order From 
only Vendor Type

• Remit To Vendor Cannot be changed into an Order 
From/Remit To Vendor Type



Troubleshooting Vendor Type Changes
Unable to process a payment Quick Void because Vendor is no longer a Remit To



Let’s Take a Look! 

https://www.pdenroller.org/
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pdEnro
ller



NCESD is now using Professional Development Enroller, or 
pdEnroller, for event registration, payment, clock hour 

approval, and clock hour recording. 



With pdEnroller You Can: 
• Search for an Event
• Register for an Event
• View your Upcoming and Past Events
• Cancel Registration
• View your Clock Hours
• Print Transcripts and Certificates



Let’s Take a Look! 

https://www.pdenroller.org/
https://www.pdenroller.org/
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RDS Tips & 
Tricks



RDS Tips & Tricks: 
• Logging Out of RDS
• Printing to Screen vs. Printing to ESD Printers
• Enumerating Printers
• Losing Printers
• Maximum Session Length
• Saving Files from RDS to Local Computer



Logging Out of RDS 



Logging Out of RDS 



Printing to Screen



Printing to Printer



Enumerating Printers
What causes this? Check your print destination



Where are the ESD Printers?



Maximum Session Length



Saving Files from RDS to Local Computer
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Fast Track Overview



Fast Track Hodgepodge

• Screeners not seeing applicants

• Separate Reference Questionnaires

• References set to expire – Never

• Changes in last names

• Data Mining - Volunteers
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Overview
• Review Worksheet Master settings to make life easier
• Learn 3 4 different methods for entering timesheet info
• Discuss other tips and tricks


3.576





Worksheet Overview



Worksheet Overview
• Click Edit to configure the Worksheet or Add to create a new one



Worksheet Overview
• Customize to meet your needs



Worksheet Overview
• Most important: Accumulate hours



Worksheet Overview
• Select order of records and columns



Worksheet Overview
• Select order of records and columns



Worksheet Overview
• Initialize Fields
• Entry Sequence



Worksheet Details 



Worksheet Details 
• Highlight the Worksheet Master 
• Click Entry to get to the Worksheet Detail screen.



Worksheet Details 
• Determine which method suits each group of timesheets.  
• Three options for entering timesheet information:

• Enter into an existing line
• Enter using Quick Add button
• Import time from a spreadsheet



Existing Line Entry



Existing Line Entry
• Select employees by using the Name Key Lookup 



Existing Line Entry
• Enter the information in the Updateable Information fields at the 

bottom of the screen.  



Quick Add



Quick Add
• Works great when you have varied timesheets
• Don’t have unused lines cluttering up worksheet



Quick Add



Quick Add
• Decide how entries will be processed



Quick Add
• Options for selecting employees are shown
• Determines where data entry will start



Quick Add



Quick Add
• Select employee 
• Use the Tab or Enter Key to move through fields



Quick Add
• Enter the Pay Record Pay Code

• Select by typing in Pay Code or using the down arrow
• Pay record must exist on pay tab to be selected



Quick Add
• Remaining Mandatory Fields:

• Account Number
• Pay Rate
• Factor/Hours



Quick Add
• Additional Fields

• Retire Hours (using tab key will auto-fill entered hours)
• Work Date and/or Earning Period
• Subbed For namekey



Quick Add
• Add & Again saves entry and stays on enter screen

• Account number and/or employee could be retained

• OK saves and closes the entry screen
• Cancel closes the screen without saving



Quick Add



Import Timesheet Data
• Create the Import file
• Use Excel tools to quickly fill in duplicate data



Import Timesheet Data
• Click the Import button

• Select Time Card Import



Import Timesheet Data



Import Timesheet Data
• Browse to the Import file



Import Timesheet Data
• Review the Verification report carefully

Common Exceptions:
• Employee Not Found
• Pay Record Not Found
• Rounding of Work 

Factor
• Account used: 

10E530XXX



Multiple Worksheet Import



Multiple Worksheet Import
• Separate imported data to different worksheets



Multiple Worksheet Import



Multiple Worksheet Import



Multiple Worksheet Import



Multiple Worksheet Import
• Browse to the Import file



Multiple Worksheet Import



Tips and Tricks



Beginning of Month
• If Worksheet contains data from previous month:

• Reset entries to zero (if entering into existing lines) or 
• Purge entries (if using Quick Add or Importing)



Mass Reset/Build Worksheets



Mass Reset/Build Worksheets



Mass Reset/Build Worksheets



Mass Reset/Build Worksheets



Payroll Worksheet History Report
• Web HR\Payroll\Payroll\Reports\Master Files



Payroll Worksheet History Report



Payroll Worksheet History Report



Payroll Worksheet History Report



Questions?
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Change SERS, PERS, and TERS Deduction Codes
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Change SERS, PERS, and TERS Benefit Codes



Double Check Account settings
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RDS Tips & Tricks: 
• Logging Out of RDS
• Printing to Screen vs. Printing to ESD Printers
• Enumerating Printers
• Losing Printers
• Maximum Session Length
• Saving Files from RDS to Local Computer



Logging Out of RDS 



Logging Out of RDS 



Printing to Screen



Printing to Printer



Enumerating Printers
What causes this? Check your print destination



Where are the ESD Printers?



Maximum Session Length



Saving Files from RDS to Local Computer
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pdEnro
ller



NCESD is now using Professional Development Enroller, or 
pdEnroller, for event registration, payment, clock hour 

approval, and clock hour recording. 



With pdEnroller You Can: 
• Search for an Event
• Register for an Event
• View your Upcoming and Past Events
• Cancel Registration
• View your Clock Hours
• Print Transcripts and Certificates



Let’s Take a Look! 

https://www.pdenroller.org/
https://www.pdenroller.org/
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