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Steve Harry September 7, 2000

What I Do

Monthly Payroll Reporting

Make corrections to reports that have errors

Process corrected reports submitted by reporting units
Provide phone support to reporting units on payroll reporting

Each month, a few days before the reporting deadline, I call reporting units who have
not yet reported

e Each month, I write a report to Marian on the reporting units that were late with their
reports

e Key reports for reporting units who can no longer use the MERS Wage and Service
Program

e Make modifications, as needed, to the MERS Wage and Service Program

e Update the MERS Wage and Service Program and create installation diskettes for
municipalities who just joined MERS

e Write the Payroll Reporting Instructions manual

Analysis and Design
Write IS requests and recommendations when I see something that needs to be

corrected or I see a need for a new program, report, etc. For example, I requested the
report that lists members whose monthly contributions do not reflect the contribution
rate for their bargaining unit.

Pension Payroll
Transmit monthly and short voucher payrolls to the Northern Trust. Training Rob as

back up.

Desk Top Support
(These responsibilities diminished since [ moved out of IS)

Move and set up PCs and printers when staff moves from office to office

Install software
Install new DocuROM CDs
Help with PC and printer problems

Procedures
Write procedures for all routine tasks performed by MERS staff

MERS Intranet
Develop and maintain the MERS Intranet
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Under Procedures in MERS Intranet, see “Used by Steve”.

Goals
e Write comprehensive, easy-to-follow procedures for all routine tasks performed
by MERS staff.

e Get all reporting units to send their reports on time and by modem.

How I want to be Evaluated

On any improvement in staff functioning resulting from procedures I write, programs
I design, etc.
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