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Retroactive Distribution Process



Retroactive Distributions

* A retroactive distribution iIs the process of
correcting a payroll charge for salary,
deductions, or taxes when the wrong funding
source was used.

A retroactive distribution CAN NOT be used
to change amounts paid to employees.



Retroactive Distributions

 To determine what funding source was used
for the original charge departments should
use the Actuals Report or the Gross & Fringe
Report.

e Departments should use the information on
the report to fill out the retroactive distribution
form.



Retroactive Distributions

* When filling out the form

- Departments should not move salary without moving the
corresponding deductions and taxes.

 Only a few funds will not have deductions and taxes
charged to them due to federal regulations. (Ex. Workstudy)
In these cases fringes will be charged to another fund and if
a retro needs to be done deductions and taxes will be
corrected using the alternate fund.

« Some employees do not have deductions and taxes
charged so salaries can be moved without a corresponding
deductions & taxes move.



Retroactive Distributions

 Benefited Employees

o Salary is charged based on the funding that is set up on the
Department Budget Table.

e Overtime is charged to the default funding unless an override is
done when it is entered.

« Any time an override on funding is used on the HE Time Entry
screen all hours entered there will be charged to this funding
source.

e Overloads, DCE, and Interim Responsibility Increases are
charged to funding source indicated on the payroll form that is
submitted.



Retroactive Distributions

 Part-Time Academic Staff

- Part-Time Academic Staff are pool positions so all employees
using the same position number must also be using the same
funding source.

e Graduate Assistants

- Graduate Assistants are set up using percentages and not
budgets for most departments.



Retroactive Distributions

 Timeslip Employees
- Timeslip employees are set up in pool positions.

- Funding for the employees in these pool positions does not
have to match because there is the option of entering a funding
override on the HE Time Entry Screen.

- Workstudy students need to have the earnings code of H14 and
hours in the “Other Hours” column when their time is entered on
the HE Time Entry Screen. If a funding override needs to be
done for these employees another effective sequence must be
entered and hours split 25% department and 75% workstudy.



Retroactive Distributions

« Summer Salary

- Summer salary funding will have retirement (if applicable) and
taxes charged in correspondence with the summer salary
charge.

- All contract employees still have most of their deductions (health
iInsurance, EAP, etc.) paid for them during the period outside
their contract dates. The charges for these deductions should
follow the default funding for the employee because they are
charged regardless of whether the employee has earned
summer salary or not.
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Retroactive Distributions
Gross & Fringe Report
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Retroactive Distributions

 Retroactive Distribution form

- Once received it is audited for accuracy. Information needed
Includes:

e Funding
« Pay Period beginning and ending dates

« Employee name, Empl ID and Empl Rcd
- Sent to Grant & Contract Accounting for approval if needed.

- Due to end of fiscal year no retros involving appropriated
funding can be done after the pay period ending June 30 (paid

July 15).


Presenter
Presentation Notes
At NDSU deductions and taxes are filled in.




Retroactive Distributions
Gross & Fringe Report — After Retro

kota State Un

&

i Community Forestry-T

Total Retirament

Gross Total
QoozoTo3 B46.05 312.11 Bo.37 0.00 1.10 o.ao 60,17 1158.16
goolecels 1004 .38 314.06 al1.a0 0.00 0.oo

AROO11763R}) T .43 0 1.10 2.7
.43 0 1.10 2
Tokal .43 0 1.10 2.7
o.o0 0.00 0.00 0.00 0 0.o0 0.00 0. 00
o.o0 0.00 0.00 a.00 0 0.00 a.00 0. 00



	Retroactive Distribution Process
	Retroactive Distributions
	Retroactive Distributions
	Retroactive Distributions
	Retroactive Distributions
	Retroactive Distributions
	Retroactive Distributions
	Retroactive Distributions
	Retroactive Distributions�Actuals Report
	Retroactive Distributions�Gross & Fringe Report
	Retroactive Distributions
	Retroactive Distributions�Gross & Fringe Report – After Retro

