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Purpose 
The purpose of this document is to provide the Public School Units (PSUs) with a tool to help with 

understanding the Salary Management provide by DPI – IT developed Licensure-Salary Database 

System (LicSal). This document also provides other reference material for the PSU to use in 

conjunction with reports, data and/or resources provided by their software and software vendor. 

 

It is the expectation of NCDPI that your financial software packages provide you with sufficient tools, 

edits, resources to effectively manage your payroll for your districts.  The software should provide 

your business operations and payroll staff with sufficient reporting, reconciliation tools, etc. to ensure 

that the UERS required data files submitted to NCDPI are accurate and complete.  This includes 

your payroll detail records, the payroll summary file (PRSF) records, the general expense records 

and the monthly financial report records.   
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Salary Compliance 
Summary of Calculations 

Calculating Calculated YTD Gross  
The calculated YTD Gross is the max an educator should be paid based on the daily rate of pay, 

YTD Days Employed reported on the payroll summary file and percent employed. Calculated YTD 

Gross does not calculate the exact dollar amount that should be paid. Therefore, the Calculate YTD 

Gross does not takes in account calendar type, employee type, year-round school flag and/or 

absences.  

 

 

 

The following are examples of how DPI is calculating Calculated YTD Gross. 

 

Example 1: 10-month educator with 100 percent employment, a daily rate of pay of $190.70 and 

107.5 YTD Days Employed used.  

 

 

Example 2: 10-month educator with 50 percent employment, a daily rate of pay of $190.70 and 

107.5 YTD Days Employed used.  

 

Example 3: Principal with 100 percent employment, a daily rate of pay of $299.20 and 132 YTD 

Days Employed used.  

 

Note: Due to rounding difference there is a $1.00 tolerance in the Salary Compliance Check.   

YTD Days Daily Rate Percent Calculated
Employed Used of Pay Employed YTD Gross

107.5 $190.70 100% $20,500
YTD Days Daily Rate Percent Calculated

Employed Used of Pay Employed YTD Gross

107.5 $190.70 50% $10,250
YTD Days Daily Rate Percent Calculated

Employed Used of Pay Employed YTD Gross

132 $299.20 100% $39,494
YTD Days Daily Rate Percent Calculated

Employed Used of Pay Employed YTD Gross
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Calculating Daily Rate of Pay 
As mentioned before, daily rate of pay is part of the Calculated YTD Gross calculation. The daily rate 

of pay has changed from being calculated monthly to now being calculated on an annual basis.  This 

allows for the daily rate of pay to align with how these funds are budgeted and provided to the PSUs 

by the State. 

Principal daily rate of pay is no longer based on the workdays in a particular month, but the total YTD 

days in a year (5 days a week multiplied by 52 weeks).  

Others changed from 21.5 days a month to 215 YTD Days (21.5days *10 months).  

Employees can be paid using the number of workdays in the month. However, if the daily rate of pay 

from the salary schedule is not used, you may notice differences in the YTD Gross Report and the 

calculated YTD Gross. Salary schedules can be found here Compensation for Public School 

Employees | NC DPI and in Licsal under Salary Management.  

 

 

Principals 

  

Example: A principal with monthly salary of $8,557.08. 

 

 

 

Others 

  

Example: An educator with monthly salary of $4,400 

 
 

 
 

Monthly 12 260 Daily Rate
Salary Months YTD Days of Pay

12 260
Months YTD Days

$8,557.08 $394.94

Monthly 10 215 Daily Rate
Salary Months YTD Days of Pay

10 215
Months YTD Days

$4,400 $204.65

https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services/compensation-public-school-employees#StateSalarySchedules-1388
https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services/compensation-public-school-employees#StateSalarySchedules-1388
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LicSal Annualized Summary Fields Explained 
Start on 2026 and later Data and Reports page. 

 

Click Annualized Inquiry 
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The following are the description of these fields.   (Please reference Appendix B for the Payroll 

Summary file specifications as you review this document). 

SSN 

The Social Security Number of the educator from the Social Security Number field on the Payroll 

Summary file.  

Name 

The Name of the educator from the Employee Last Name, Employee First Name and Employee 

Middle Name fields on the Payroll Summary file.  

Employee Type   

The Employee Type of the educator from the Employee Type field on the Payroll Summary file. See 

appendix B for definition of employee type.  

PSU                   

The reported Unit from Unit Number field on Payroll Summary file.   

Fiscal Year 

The Fiscal Year from the Fiscal Year field on the Payroll Summary file.  

License 

The license number of the educator from Versa. 

• Versa is the software currently used by the NCDPI Licensure staff to record all educator 

credentials, etc.  That system feeds this data into the LICSAL Platform daily.  

Sch                                                  

The reported school number from Location Code field on Payroll Summary file. 

• This must be a valid school/location code as defined in the COA (Chart of Accounts). 

Pay Period                          

The reported pay period from the Pay Period field on Payroll Summary file. 

It should be the last period in which employee was paid from said budget code. 

Budget Code  

The reported budget code from the Payroll Summary file. 

Pay Level 

Pay levels indicate where an individual is placed on the legislated salary schedules. See Appendix J 

for the table that shows how each pay level is derived.  

Cert Sal                

The Certified Salary returned by LicSal procedure, Pr_Calculate_Salary.  See Appendix A for 

Pr_Calculate_Salary routine.  
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Payline Gross                     

The reported Payline Gross from Payline Gross field on Payroll Summary file. 

Reported YTD Gross                 

The reported YTD Gross from YTD Gross Pay field on Payroll Summary file. 

Daily Rate of Pay                

Daily rate of pay can be found Compensation for Public School Employees | NC DPI and viewed in 

the LicSal system under Salary Management. See Summary of Calculations for Daily Rate of Pay 

Calculations. 

 

YTD Days Employed Used                     

The reported YTD Days Employed from YTD Days Employed field on Payroll Summary file. 

Percent Emp                

The reported Percent Employed from Percent Employed field on Payroll Summary file. 

Calculated YTD Gross               

DPI Calculated field. See Summary of Calculations section for calculation. 

Salary Compliance Check               

Checks the Reported YTD Gross against the Calculated YTD Gross for overpaid salary only.  

Due to rounding differences, there is a $1.00 tolerance 

If Reported YTD Gross is less than or equal to Calculated YTD Gross, a green check mark will be 

displayed, and the salary is good.  

 

 

https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services/compensation-public-school-employees#StateSalarySchedules-1388
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If Reported YTD Gross is greater than Calculated YTD Gross, a red caution symbol will be 

displayed, and you may owe. 

 

 

If the budget code used bypasses the compliance check, N/A will be displayed.  
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If the YTD Days Employed is negative, a red caution symbol will be displayed with the message 

ERROR. 

 

If the YTD Gross is negative, a red caution symbol will be displayed with the message ERROR. 

 

YTD R7 Absences                          

The reported number of days from YTD R7 Absences field on Payroll Summary file. This field is not 

used in any calculation and displayed for informational purposes only.  

YTD Personal Absences                        

The reported number of days from YTD Personal Absences field on Payroll Summary file. This field 

is not used in any calculation and displayed for informational purposes only.  

YTD Unapproved Absences        

The reported amount from YTD Unapproved Absences field on Payroll Summary file. This field is not 

used in any calculation and displayed for informational purposes only.  
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Certified Salary and Licensure Information 

Certified Salary Changes 
If there is a change in certified salary, a separate employee record is needed in the PRSF for each 

certified salary, as the daily rate of pay will change thus affecting Calculated YTD Gross.  

This most commonly happens when a principal’s salary changes, or an educator’s National Board 

for Professional Teaching Standards (NBPTS) expires.  

Certified salary changes can also occur due to Licensure updates. If the Licensure update effective 

date is July 1, meaning the pay for the entire year is changed, only one record is necessary.  

However, if the licensure update is mid-year, it typically is made effective at least to the beginning of 

the month the change occurs.  In that circumstance there should be separate employee records 

submitted monthly in the PRSF for that employee that reflects the appropriate data for each level of 

pay. 

 

Principals 
Principals are paid according to the actual number of workdays in a month. Therefore, the daily rate 

of pay in the payroll systems may vary month to month.  

DPI annualized process uses only one daily rate of pay each month. This will cause principals to 

have an exception for most reporting periods until closer to the end of the fiscal year.  DPI does not 

have the capacity to collect or calculate based on each PSUs varying calendars by school. 

If the principal is paid correctly, there should be no exception come the end of the year. If a principal 

leaves prior to the end of the year and they have an exception due to daily rate of pay differences, 

please email salary@dpi.nc.gov and a salary analyst will be able to assist as that should be the only 

situation where we may have to manually override the system. 

DPI does not have the capacity to do this override during the year while an employee remains active 

in your payroll.  

 

  

mailto:salary@dpi.nc.gov
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Salary Compliance Reports 
DPI has created new compliance reports. These reports require action from the PSU for the PSU to 

be in compliance. There will not be an exception report for underpayments (please see the Salary 

Differences Report in the Salary Management section of LICSAL).  

 

Overpayments 

 

 

Overpayment report list records from the PRSF that may be overpaid according to the Reported YTD 

Gross and Calculated YTD Gross. If the Reported YTD Gross is higher than the Calculated YTD 

Gross, you might owe if the exception is not cleared by the end of the year.   

The total amount that might be owe is listed at the top of the page in bold font. The total amount 

does not include funds that may be owed if license-related issues are not cleared up by the end of 

the year.  

To filter the total amount by fund, PRC or any other filter, please export the file to excel and filter as 

needed.  

 

All Others 

 

 

All Others report list records from the PRSF that reflects an overpayment due to a license related 

issue. The amount you might owe is the Reported YTD Gross, as DPI cannot calculate YTD Gross 

for license errors.  

The total amount that might be owe is listed at the top of the page in bold font. The total amount will 

remain if the license-related issues are not cleared up by the end of the year.  

To filter the total amount by fund, PRC or any other filter, please export the file to excel and filter as 

needed.  
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Negative YTD Days Used 
The payroll summary file should not include negative values in the YTD Days Employed field. This 

should be stopped by the Vendors as a control audit feature in your payroll systems; however, it is 

up to the PSU to determine how to effectively manage accurate data being transmitted to DPI for 

your employees. 

To aid the PSUs until their software vendors can pre-check for these situations, the Negative YTD 

Days Employed Used report was created. This report lists the records that were submitted in the 

PRSF with negative YTD days employed. These records must be corrected.  
 

Negative YTD Gross 
The payroll summary file should not include negative values in the YTD Gross field. This should be 

stopped by the Vendors as a control audit feature in your payroll systems; however, it is up to the 

PSU to determine how to effectively manage accurate data being transmitted to DPI for your 

employees. 

To aid the PSUs until their software vendors can pre-check for these situations, Negative YTD Gross 

report was created. This report lists the records that were submitted in the PRSF with negative YTD 

Gross. These records must be corrected.  
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Salary Management Tools 

Projected YTD Salary Calculator 
NCDPI has created salary calculator tools to assist the school districts in estimating the certified 

salaries for their staff in accordance with the state approved salary schedules.  We have a new tool 

that will calculate the estimated ANNUAL Certified Salary and the old tool which calculates the 

Monthly Certified Salary. 

School districts are responsible for ensuring that they pay their staff in accordance with all applicable 

State, Federal, Local laws and applicable policies.  These are school district employees, and these 

tools are AIDs to help the districts in determining the estimated salaries.  There are always going to 

be unique situations that this calculator is not intended to handle.  The PSU may need to adjust for 

the unique, locally determined situations.   

DPI has no capacity to create tools or audit processes that can handle all the unique characteristics 

that are used in the PSUs, when staffing their districts for their own unique needs. 

To use these calculators: 

These calculators require the PSUs to enter in certain parameters that are best determined by the 

PSUs related to their staffing.  The calculators will return the estimated ANNUAL Salary for the 

employee. We have also updated the tool to return an estimated DAILY rate of pay. 

The PSUs can use these tools to help do the following: 

• Determine the estimated annual salary based on the criteria 

• Validate YTD Gross Pay and if that is tracking to the targeted annual salary 

• Validate the YTD Days Employed and if that is tracking to the targeted estimate 

• Determine if a correction may be needed to ensure that the final annual salary for an 

individual will meet the estimated targeted annual salary 

We hope these tools aid the districts in estimating the salaries for their staff.  
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The new Projected YTD Salary Calculator can be found under Salary Management. 

 

As seen in the image below, the following fields are required: 

• SSN 

• PSU  

• School 

• Fund 

• Purpose 

• PRC 

• Object 

 

Note: Start and End Dates may vary depending on PSU. 
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Example: A 10-month employee paid using fixed calendar days. The employee started, beginning of the school year and worked through 

end of the school year at 100% employed. For this example, the employee start date is 8/1/2025 and end date 5/31/2026.  
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Projected YTD Salary Calculator Detailed Calculations Fields Explained 
The following are the description of the fields on the Projected YTD Salary Calculator. The fields 

described here are for estimation purposes only. The Calculated YTD Gross on the annualized 

inquiry screen is calculated as described in the Summary of Calculation Section of this document.  

FY The current Fiscal Year. 

RP (Reporting Period) 

The month in which payroll data will be reported. 

Start Date 

First day of the month for each reporting period, except for the first reporting period. The first 

reporting period start date is the date entered into the calculator field Employment Start Date.  

End Date 

Last day of the month for each reporting period, except for the last reporting period.  

The last reporting period end date is the date entered into the calculator field Employment End Date.  

RP Days (Reporting Days) 

The number of days in each reporting period depending on calendar type selection. The first 

reporting period, RP Days is equal to the Days in the First Month field. The last reporting period RP 

Days is equal to the Days in the Last Month field.  

Cal Days 

The number of days in each reporting period depending on calendar type selection. 

LEA 

Value from the PSU field on the calculator.  

School 

Value from the School field on the calculator.  

Budget Code 

Values from the Fund, Purpose, PRC and Object fields on the calculator.  

%Emp 

Value from the Percent Employed field on the calculator.  

YRS 

Based on selection from the Year-Round School field on the calculator.  

Y= Yes 

N=No 
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EmpType 

Based on selection from the Employee Type field on the calculator.  

10 = 10 Month 

11 = 11 Month 

12 = 12 Month 

YRM  

Year-Round Multiplier 

Used to determine monthly pay for employees at year-round schools. 

If the Year-Round selection is Y: 

Employee Type 10 – the multiplier is .833333 (10/12) 

Employee Type 11 – the multiplier is .916666 (11/12) 

If the Year-Round secltion is No or Employee Type is 12 – the multiplier is 1.0 

Cert Sal 

The Certified Salary returned by LicSal procedure, Pr_Calculate_Salary.  See Appendix A for 

Pr_Calculate_Salary routine.  

MSG 

Error message will be displayed if an error is found. See Appendix G for list of error messages.  

PL 

The Pay Level assigned is returned by the LicSal procedure, pr_Calculate Salary. See Appendix A 

for Pr_Calculate_Salary routine.  

Gross 

Equals Months Experience multiplied by Cert Sal multiplied by YRM. 

YTD Gross 

Sum of Gross from the current and previous reporting periods 

YTD Days 

Sum of RP Days from the current and previous reporting periods 

YTD Mon Exp 

This is still included in the Projected Salary Calculator tool, however DPI has moved to Days allotted. 

The Days Allocated vs. Days Used report can be found in LicSal under Allotment Reports. 
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The Export to Excel link, pictured above, creates an excel sheet for the results. See image below. 
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Salary Management Reports 
DPI does not have the ability to accurately program for exact salaries due to LEA position 

complexities. To help aid the PSUs, DPI will create and publish new Salary Management Reports as 

the need arises.  

 

Salary Differences Report 
This report shows the difference between YTD Gross Reported in the payroll summary file and the 

Calculated YTD Gross. The report shows if the YTD Gross Reported for the record is more or less 

than the YTD Calculated Gross. This report does not provide an exact dollar amount as we are 

unable to calculate the exact amount, due to complexities in the data provided from the LEAs. 

Differences between -$1.00 and $1.00 will not be displayed. 

Salary Difference Report can be found under Salary Management on both the main menu page and 

menu bar at the top of the page. 
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Licensure Updates Report 
This report list updates from Licensure. It is updated daily as Licensure updates are applied to 

LicSal. This report is not 100% percent of licensure changes.  The changes reflected in this report 

are changes that may affect certified salary. Please speak with your Human Resources (HR) 

department to confirm necessary changes. If there are questions regarding updates found on this 

report, please contact the Regional Assistance Licensing Centers (RALC) for your LEA.  

Please note, effective date is the date in which the change is effective and change date is the date 

the change was entered into the system.  

Licensure Update Report can be found under Licensure on both the main menu page and menu bar 

at the top of the page.  
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Appendix 
Appendix A: PR_Calculate_ Salary 
The next 6 pages explain the calculation which assigns certified salary and pay level. 
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Appendix B: Summary Payroll File Specifications 
These requirements are subject to change. The most updated version can be found School District Finance Operations | NC DPI under UERS Specifications.  

 

 

 

 

Note: Double-click to enlarge PDF 

 

https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services/school-district-finance-operations#FinanceOfficeGuides-1068
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Note: Double-click to enlarge PDF 
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Note: Double-click to enlarge PDF 
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Note: Double-click to enlarge PDF   
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Note: Double-click to enlarge PDF 
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Note: Double-click to enlarge PDF 
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Appendix C: Summary Payroll File Overview 

 

Note: Double-click to enlarge PDF 

 



 — 34 — 

Appendix D: Detail Payroll File Specifications
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Note: Double-click to enlarge PDF 
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Appendix E: Detail Payroll File Overview 

 

Note: Double-click to enlarge PDF   



 — 42 — 

Appendix F: Calculator Error Messages 
The following error messages are used with both salary calculators.  

Error Number Error Message 

1 use pay level and salary amount from voucher 

2 no certification required for this budget code 

3 license is expired 

4 license is revoked 

5 employee is deceased 

6 employee is not certified 

7 calculation succeeded 

8 calculation failed for an unknown reason 

9 no license found 

10 could not find any pay level in salary schedule 

11 could not calculate a pay level 

12 cannot calculate salary for prior FY 

13 license not yet effective 

14 principal pay level changed 

15 lead teacher outside of summer session 

16 license area not yet effective 

17 budget code changed in prior FY 

18 percent employed changed in prior FY 

19 months experience changed in prior FY 

20 invalid FY Unit School 

21 principal with 000 school 

22 mid-year masters 

23 pay history with reason code 

24 principal type not found 

25 orientation, does not qualify 

27 An advanced degree is required. 

28 A doctorate degree is required for the educator's license. 

0 Experience Effect Date Change 

26 No masters with advanced degree 
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Appendix G: Daily Rate of Pay 
This is the daily rate of pay used in Calculated YTD Gross calculation. The Salary Schedules seen 

below, can be found here Compensation for Public School Employees | NC DPI. 

 

Note: Double-click to enlarge PDF   

https://www.dpi.nc.gov/districts-schools/district-operations/financial-and-business-services/compensation-public-school-employees#StateSalarySchedules-1388
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Note: Double-click to enlarge PDF   
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Note: Double-click to enlarge PDF   



 — 46 — 

 

Note: Double-click to enlarge PDF   
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Note: Double-click to enlarge PDF 
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Appendix H: Guaranteed Position Allotments - Conversion to Days 
 

 

Note: Double-click to enlarge PDF  
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Note: Double-click to enlarge PDF 
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Appendix I: Pay Level 

  

Note: Double-click to enlarge PDF 


