
 Managing Bulk Jobs

This document was originally by New 
Visions and DOE Affinity staff prior to 
2015.  It was updated by New Visions 
in January 2024
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Overview
⚫ Communication, roles and responsibilities

⚫ Using Galaxy to Plan and Monitor

⚫ Using EIS and PDPS Bulk Job Inquiry to monitor
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Roles and Responsibilites
⚫ The principal (or APO)

⚫ Should review with you the purpose of each bulk job, and its relationship 
to all per session and per diem activities in the school.

⚫ Use the comment and program fields in Galaxy to facilitate that 
communication.

⚫ The secretary should 
⚫ Ask the Principal for the Program and Comment fields to be entered if 

they are not
⚫ Charge bulk jobs appropriately according to their intended purpose
⚫ Monitor bulk job expenditures monthly using the resources described in 

this document.  It is your responsibility to prevent bulk jobs from going 
into deficit.

⚫ Keep the principal/APO informed of expenditures on a monthly basis
⚫ Communicate with staff working per session jobs about how and when 

timesheets should be submitted.
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The Secretary’s Role: Best Practices
⚫ If you don’t know, ask what each job on the Galaxy TO is for.

⚫ What activity does the job support?
⚫ What is the duration of the program?
⚫ Which teachers/staff are working this activity?
⚫ How many hours is each person approved to work?
⚫ Who is the supervisor of each activity?

⚫ Create a system for timely and accurate payrolls:
⚫ Timesheets are pre-coded with the correct job id and supervisor signature
⚫ Deadlines are communicated to staff
⚫ Timesheets are retained in separate folders for each activity/job 
⚫ Keep a log of hours worked by job by person OR print out time entered after each 

pay period.
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The Secretary’s Role: Best Practices 
⚫ Keep your principal informed about expenditures
⚫ Give your principal monthly reports of bulk job 

expenditures either from Galaxy or PDPS
⚫ Advise your principal when funds are running low.  

Remember it is your job to try to prevent deficits.
⚫ Request monthly meetings to review expenditures.

⚫ Keep your principal informed about late timesheet 
submissions, timesheets without enough information, 
and other issues that can cause delay or mischarging.
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Using Galaxy to Review Bulk Jobs
Example of Good Use of Program Field
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Using Galaxy to Monitor Bulk Job 
Expenditures: Fringes

⚫ To see available balances in Galaxy, remember that 
committed amounts exclude fringe benefits*.  To 
determine the accurate balance, compare committed 
amounts (spent and pending) to budget amount without 
fringe. 

⚫ This  only applies to jobs funded with reimbursable (not 
TL) allocation categories because fringe benefits for tax 
levy jobs are not recorded in the school’s budget.

* Fringe Benefits: FICA, Health, Welfare, UIB, Pension
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Using Galaxy to Monitor Bulk Job 
Expenditures

⚫ When Galaxy does not display the committed 
(spent) amount on the screen, you can see the 
committed amount on the Details screen in 
Galaxy,
⚫ Left Click on the Strawberry icon on the left side of the 

screen for that job.
⚫ Select Details from the Menu
⚫ The amount budgeted, spent, and remaining 

appears on the bottom left (see next page)
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Monitoring Bulk Jobs in EIS and PDPS
⚫ To see the Year to Date expenditures in real time, run the 

following reports:

⚫ EIS – Use to see bulk job expenditures by job for all staff: 
⚫ 12.4 Bulk Job Inquiry:   Lists all bulk jobs  for all staff.  Does not reflect 

pending amounts

⚫ 12.2 Inquiry of Charges Posted to Stars System: Displays payroll including 
paid prep periods amounts for non pedagogues (school aides, family workers) 

⚫ TBNK – Use to see which individuals were charged to which job:
⚫ Function 09  Bulk Job Detail Inquiry: Displays individuals charged to each 

bulk job by pay period.   

⚫ PDPS – Use to track expenditures including pending expenditures 
⚫ 02 Per Session Payroll: 02 Payroll Menu: 08 Bulk Job Inquiry:  Displays Job 

Cost (budget), expenditures, pending expenditures and available balances for 
per session bulk jobs (pedagogues, administrators, secretaries, guidance 
counselor, and social workers)

⚫ 01 Per Diem Payroll: 02 Payroll Menu: 11 Bulk Job Inquiry: Displays Job Cost 
(budget), expenditures, pending expenditures and available balances for per 
diem bulk jobs, including  F-status teachers.
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I000

EIS:12.4 Bulk Job Inquiry

• Lists all of the bulk jobs within the school. 
• Does not calculate the pending payroll.
• Provides a general overview of the school’s bulk jobs.
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EIS: 12.2 Inquiry of Charges posted to Stars
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• Displays per session, per diem and paid prep period amounts by 
check date for non pedagogues (school aides, family workers, 
paraprofessionals)
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TBNK Function #9: Bulk Job Detail Inquiry

Displays individual pedagogues charged to each bulk job
Provides a record of who worked against each job
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PDPS. Per Session. Payroll. Function #8 Per Session Bulk Job Inquiry

Displays  job cost, expenditures, pending expenditures and 
available balances. 

Check this screen to prevent problems before they happen
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PDPS. Per Diem. Payroll. Function #11 :Per Diem Bulk Job Inquiry 

Displays  job cost, expenditures, pending expenditures and available 
balances for Per Diem jobs including F Status jobs.
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