
 

 

PERSI IRIS REPORTING V6.5 

PAYROLL RELEASE 

We at Computer Arts, Inc., are pleased to announce the latest update of the CAI Payroll Software 

Program Version 6.5.13. This update is focuses on the PERSI IRIS reporting changes.    

 

The following pages detail the enhancements and changes that are included in this update.  Please 

share this documentation with all Payroll users in your offices. 

 

We appreciate the input from our users in helping to prioritize and aid in the development of all of 

our programs.  If you have any questions, please feel free to contact the help desk. 

 

 

Computer Arts, Inc. 

Help Desk Support 

(208) 955-0151 local 

 (800) 365-9335 

caisupport@gocai.com 

 

 

 

 

 

Don’t forget to check out our website for Payroll information at 

http://www.gocai.com 

Select Support / Local Government / then Payroll for available documentation. 

 

mailto:caisupport@gocai.com
http://www.gocai.com/


OVERVIEW 

 
The majority of the changes that we made are in the Payroll process.   
The training that you receive from PERSI/IRIS details all of the changes that they have made in respect to what is 
reported, submitting the file, and making changes. 
We have incorporated many of those changes and reporting requirements in our system, with validation messages, to 
make it is an easier transition for the user.  Although, it still is the end users final responsibility to check and verify that 
the file is accurate. 
 
CHANGES TO PERSI/IRIS REPORTING: 
 

All employees must be included on PERSI report regardless of status. 
 Eligible or Ineligible 
 Each Wage type is broken out by type 
Important Factors – 
 Changes to Eligibility - Eligible/Ineligible  
 Changes in Employment status Active vs. Inactive 
 Changes in Sub-Status Full/Part Time, Permanent/Temporary/Seasonal 
 Classification 
 Changes in Wages 
 Adjustments 
  Current Adjustments/Non-Current Adjustments 
 Corrections 

 
CHANGES TO PROCESSES IN THE PAYROLL SYSTEM- WITH REGARDS TO THE PERSI/ IRIS: 
 
 First Time Reporting 
 Changes to Eligibility 
   Active/Inactive 
   Changes in Sub-Status Full/Part Time, Permanent/Temporary/Seasonal  
 Adjustments 
   Current/Non-Current Adjustments 
 Reporting Process 
   Create PERSI/IRIS Edit 
    Pre-Create, Export-test for errors, Re-Create Payroll 
    Demand Runs 
 PERSI Edit File 
 CHECK SUM – PERSI/IRIS Summary Totals 
 PERSI/IRIS Website Link 
  

Code Types: 
Active: New Employee -   If an employee is ‘Active’ it looks at the ‘Hire Date’ if that date falls within the Date Control 

Payroll run then it will be a record for a new employee per PERSI. Code is ‘EMPL’.  This is considered a new employee; 

anytime an employee changes to ‘Active’ within the pay cycle the code will be ‘EMPL’.  Note: if an employee is on 

Workers Comp and changes back to ‘Active’, he/she will be reported as a new employee when the current pay cycle is 

run, and then become an existing employee on a subsequent payroll. 

Active: Existing PERSI Employees - If the employee is ‘Active’ and the ‘Hire Date’ does not fall within the Date Control 

Payroll run date then it is just recorded as blank per PERSI. Code is ‘blank’.  This is considered to be an existing employee 

that is PERSI eligible and contributes to PERSI that has not had a status change. 

Deceased: If an employee has a status of ‘Deceased’ and the Separation Date falls within the Date Control Payroll run 

date then it will be recorded per PERSI. Code is ‘DECD’. 



Terminated: If an employee has a status of ‘Terminated’ and the Separation Date fills within the Date Control Payroll 

Run date then it will be recorded per PERSI.  Code is ‘RSGN’. 

FMLA: If an employee has a status of ‘FMLA’ and the Employee FMLA Information FMLA Start Date falls within the Date 

Control Payroll Run date then it is recorded per PERSI. Code is ‘LWOP’.  When the employee is made ‘Active’, the 

process will look for the End Date FMLA History and if it falls within the Date Control Payroll Run and is recorded per 

PERSI.  Code is ‘blank’ 

Work Comp: If an Employee has a status of ‘Work Comp’ and the Work Injury Begin Date falls within the Date Control 

Payroll Run date then it is recorded per PERSI.  Code is ‘WCOM’.  When the Employee is made ‘Active, the Process will 

look for the Return Date  

INEL: If an employee is not a participant of PERSI (Part Time / Seasonal / Temporary).  Code is ‘INEL’. 

Records:  
Current Records: All current records that do not affect a previous pay cycle. 
Non-Current Records: All records that are in the current pay cycle that affected a previous pay cycle. 

 
Record Types: 

TM = Transmittal Mandatory:  401A 
TV = Transmittal Voluntary:  401K or 401K Additional  
RL = Remittance Loan:  401K Loan 
RM = Remittance with Invoice Number 
AM = Non Eligible Employees 

  

The system reports to IRIS the status of ALL employees including if they are a Part Time / Seasonal / Temporary 
employee. 
 
 

PREPARATION/SETUP FOR PERSI/IRIS UPDATE 

 
 

NOTE:  You should avoid making any Demand Runs prior to PERSI/IRIS being installed. The update will wipe out the 
PERSI record for that demand. You will still be able to add the record manually. 

 
Payroll Main Menu   
Each employee that is NOT subject to PERSI 
should have the Classification Code of ‘None’.  

 
From the Employee Menu double click on a 
non-PERSI eligible employee.  Click on the 
Change icon, change the Classification to 
“None”.  

 
Note: IF an employee has a classification code 
of ‘General’, ‘Fire or Police’ or ‘General 
W/Police Rights’ AND  the employee does not 
have a PERSI item on the position, the payroll 
will produce an error during creation. 

 

Also, if the Classification Code is ‘None’ but a 
PERSI item exists you will get an Error during 
creation. 



GET STARTED 

 

  Do not do any demands until the new PERS/IRIS program is turned on 

 All Non-Eligible employees for the first payroll.  The PERSI/IRIS record will show as a New Employee, with a new 
hire date of the current payroll.  The next payroll, the employee’s status will change to Non-Eligible. 

 If an Active employee has 2 positions, 1 position is PERSI eligible, and the other position is not eligible, 
PERSI will return an error. One employee cannot have both eligibility codes; they either have to all be 
PERSI eligible or not-eligible. The county either has to remove the PERSI from the one position, or add 
PERSI to the other. 

 When an employee is terminated and they receive Sick/Vacation/PTO, it must be entered as Time/Attendance 
and not a wage adjustment. 

 
FIRST PAYROLL WITH PERSI/IRIS : 
 
 
 
 

 Any employee who does not currently have an    
active PERSI Retirement item, needs to have a 
classification set to  ‘None’. 
The first time you Create Payroll after the update, 
the system checks all the employees for active PERSI 
Retirement items, if an employee does not have a 
PERSI item, you will get an Error message. 
 
Double click the Error 
 
 
 

Click  the Employee’s Classification code 
 

Change the Classification to ‘None’. Click Change 
 
 
 
 
 

 

ADJUSTMENTS 

 
Payroll Item Adjustments: Current / Non-Current 
 Wage Item Adjustments – should be Current Adjustments 
 

 
 
 
Examples of a Non-Current correction: 
On Payroll run 6/1 (for 2/23/2014-3/8/2014) 
employee #4 was underpaid (2 comp days).  The file 
had already been transmitted and reported to PERSI.  
The Payroll Clerk will need to correct it on Payroll run 
7-1.  A wage adjustment will need to be done. 



 
 

1. After entering the wage adjustment and 
clicking Add the following screen will appear, 
choose non-current. 

 
2. Enter the previous run that the adjustment 

needs to be made to. 
 

3. Each entry must be addressed. With the new 
PERSI/IRIS system an entry is created for each 
time/attendance code entered.  
a. If the entry is ok Select the 

 button.  This will 
remove, and reapply the record with NO 
change.  

b. If a record needs changed or removed 

then click on . 
c. If the record needs adjusted, after clicking 

Remove, then the Add button can be 
selected, and the necessary adjustment 
can be made. Or if a record simply needs 
to be added, then click the Add button. 

 
 
 

4. Upon clicking   . Verify the earning type and amount are correct and click ok. 
 

5. Once all the records have been addressed click the  button. 
 

PRE-CREATING THE PERSI/IRIS FILE 

 

In an effort to minimize confusion 
with the new PERSI reporting 
standards, we have implemented the 
ability to Pre-create the PERSI/IRIS 
file. This enables the employer to 
create a Test file that can be 
uploaded to PERSI/IRIS system prior 
to the final file being submitted. This 
file can be run through the error 
checker in the IRIS system any time 
AFTER  Payroll has been created and 
BEFORE it has been posted. 
 
This is an optional step, but is very 
useful in identifying errors prior to 
submission. PERSI is now requiring an 
enormous amount of data and 
initially (the first few Payroll runs) we 
suggest following these steps.  



After entering Time_Attendance, Creating Payroll, and reviewing edits and reports click on the 

button.  Then Click on the  button. 
 
TO ACCESS THE PRE-Created PERSI IRIS TRANSACTION FILE 
From Payroll Main Menu, go to Date 
Control.   
Highlight the payroll run that 
pertains to the PERSI Iris Transaction 
file you want to access. 

Select the PERSI Edit File button  
The List PERSI Iris Transaction File 
will display. 
 
This will create a file in List 
PERSI/IRIS Transaction File that you 
can upload to IRIS and check prior to 
posting payroll. This enables you to 
go and fix any errors prior to Posting 
payroll.  
 
 
 
 
Summing the Total IRIS File 
From the List PERSI IRIS Transaction File, select the Check Sum 

 icon. This only pertains to the records on an overall basis. A 
new “Difference” column has been added. Due to rounding the 
difference may be a few cents. If the amount is larger, you will 
need to find the error prior to submitting the file.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Then, click on the  icon. This will take you directly 
to the PERSI/IRIS login screen. 
  

 
 
 

 
 



 
 

 
 
 
After logging in and acknowledging 
any required messages you will Click 
on Reporting-Prepare Regular 
Transmittal.  
 
 
 
 
 
 
 
 
 
This will take you to as screen where you can Browse 
and Upload the PERSI/IRIS file.  
 
 
 
 
 
 
 
 
 
 
Once the file is uploaded, it will take you to the Totals tab. Verify your totals. 
 
 
 
 
Once you have verified Totals 
Click on Check for Errors. The 
IRIS system will then show any 
errors or warnings. Many of 
these Errors can be “fixed” in 
CAI Payroll prior to Posting 
Payroll.  
 
 
 
Once the errors and warnings have been identified, any changes that need to be made in CAI’s payroll system can now 
made prior to Posting Payroll. If any changes are made you will need to Re-Create Payroll to have you changes take 
effect. 
 



 
 
 
 
Before exiting the IRIS system 
click on the “Reset 
Transmittal” button. A 
message will appear and ask if 
you are sure that you want to 
reset the transmittal and that 
all data will be cleared. Select 
Yes, reset transmittal. This will 
reset IRIS so that it is ready to 
accept the Final PERSI/IRIS file 
once Posting Payroll is 
complete. 
 

 
 
 
 
 
 

ACCESSING AND SUBMITTING THE FINAL PERSI/IRIS FILE 

 
After reviewing the file in IRIS and resetting the transmittal you are now ready to POST Payroll. If any changes were 
made in CAI Payroll after reviewing the file, remember to Re-Create payroll prior to posting so that the changes take 
effect.   
 
TO ACCESS THE PERSI IRIS TRANSACTION FILE 
From Payroll Main Menu, go to Date Control.   
Highlight the payroll run that pertains to the PERSI Iris Transaction file you want to access. 

Select the PERSI Edit File button  
The List PERSI IRIS Transaction File will display. 
 
Changes to the PERSI IRIS Transmittal file 
Note: If the file has already been transmitted, the word ‘transmitted’ will show in the status column on the left side of 
the grid.  The file will need to have a status of ‘Open’ in order to add, change or delete.  To ‘Open’ the file, select the 

Change Status to Open icon from the toolbar. You can still manually Add, Change, Copy or Delete a record from this 
file. 
 
Adding PERSI Comments to the PERSI File  
from the List PERSI IRIS Transaction File. 

Select Add PERSI Comments  icon.  This will add comments to this PERSI Transmittal File. These comments are only 
attached to the file header and will not be seen on individual records. 
 
 
Adding a Note to an Employee  

From the List PERSI IRIS Transaction File, select the Note  icon.  This will add a note to the individual record of the 
Employee. 
 



 
 
 
 
 
Summing the Total IRIS File 
From the List PERSI IRIS Transaction File, select the Check Sum 

 icon. This only pertains to the records on an overall basis. A 
new “Difference” column has been added. Due to rounding 
the difference may be a few cents. If the amount is larger, you 
will need to find the error prior to submitting the file.  
 

 
 
 
 
 
 
Creating a Final PERSI Transmit File 
Once Transactions have been added, changed or deleted, the PERSI transaction File can be created.   

To create the file for transmittal, click the Create PERSI Transmit File icon.  
Note that the status column will then change from ‘Open’ to ‘Merged’ (if applicable), and then to ‘Transmitted’ on the 
List PERSI IRIS Transaction File screen.  
 
*Note: This file no longer needs to be encrypted.   
 

Click on the  icon. This will take you directly to the PERSI/IRIS login screen. Follow the same steps as previously 
shown of Logging In, Prepare the Regular Transmittal, and Uploading the file. 
 
Once the file is uploaded follow instructions from PERSI/IRIS to Check for Errors and Submit the File. Once Submitted 
you should see the following screen.   
 

 


