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COMMITMENT ACCOUNTING 

OVERVIEW   
 

Commitment Accounting is part of the North Dakota University System‟s Human Resources 

Management business process and software.  Commitment Accounting consists of two primary 

functions: 

1. The budgeting of expected payroll and fringe expenses.  

2. The distribution of actual payroll and benefits costs based upon the budgets and any one-time 

overrides to funding sources.  This distributed information is transmitted to the Financials General 

Ledger and Accounts Payable applications. 

The focus of Commitment Accounting and this manual is the use of funding sources to properly 

classify actual expenses, which are used to distribute labor expenses, and to send information to 

General Ledger and Accounts Payable. 

OBJECTIVES  
 

 

Á Understand Commitment Accounting concepts and business processes. 

 

Á Determine Combination Codes that are relevant to your business requirements. 

 

Á Use the Department Budget Table to appropriately define and maintain budgeted payroll 

expenses. 

 

Á Adjust distributed payroll costs prior to transmission to the General Ledger. 
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UNDERSTANDING COMMITMENT ACCOUNTING   
 

The primary functions of Commitment Accounting are the budgeting of funds for labor expenses 

and the establishment of default accounting information (funding sources) for the distribution of 

those expenses.  This setup is performed using the Department Budget Table.  This table is 

initially defined at the beginning of the Fiscal Year and is updated throughout the year as funding 

distributions change. 

 

Another source of funding information for payroll is one-time funding.  When hours or pay are 

entered into the payroll system, one-time funding information can be entered for that pay period.  

This one-time funding information supersedes the Department Budget Table for funding of 

earnings, deductions, and taxes.   

 

After each payroll is completed, the Actuals Distribution process divides out the payroll dollars 

based on the Department Budget Table and any one-time overrides.  

 

Following the Actuals Distribution process, you can review and change the funding sources 

incurred for actual payroll expenses.  Updating actual funding sources in the HR system is only 

possible prior to running the General Ledger (GL) interface, which transmits the distributed data 

to the GL system.   

 

After transmitting the data to the General Ledger, deduction and tax information is summarized by 

vendor through the Accounts Payable (AP) extract processes.  Following these extracts, you can 

review the created vouchers and associated employee-level details before the vouchers are 

transmitted to the AP system for payment. 
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COMMITMENT ACCOUNTING TERMS 
 

There are some basic terms used throughout the PeopleSoft Commitment Accounting section. 

Prior to using your application you will need to become familiar with these terms. 

Fiscal Year 

Budget 

Amount 

A collection of field values that describe the 

accounting treatment for a particular position 

at the Earnings, Deduction or Tax level. 

Combination 

Code or GL 

Combination 

Code 

A 25 character (maximum) code that points to 

a specific combination of ChartField values.  

Used in HR, but not used in 

Financials/General Ledger. Formally known 

as Account Code. 

Account  The General ledger ChartField used to record 

assets, liabilities, equity, expenses and 

revenue.   

ChartFields Chartfields are general ledger fields including 

Account, Department, Fund, Project/Grant, 

and Program Code. These chartfields are 

combined to create combination codes.   

Set ID An identifier used in HR to denote groups of 

setup data, which may be used at a campus 

level or for all higher education combined. 

Business Unit Represents a single organization, usually a 

campus, for General Ledger purposes.  It is 

used in the GL to define a balanced set of 

books. 

Department Identifies an organizational unit (HR) or Cost 

Center (GL) within a business unit.  Note: 

Department values are different in the HR vs. 

GL systems. 

Earnings Code Breakdown of type of pay, e.g. regular - H01. 

overtime ï H03 

Deduction 

Code 

Breakdown of benefits, e.g. medical ï 

P10102, EAP ï P1Z103 

Tax Class Breakdown of taxes, e.g. FICA-MED, OASDI. 

Empl ID This is a unique identifier to each employee in 

PeopleSoft.  

Position Describes a specific job.  A position is 

primarily associated with a single department 

but can be funded out of one or many 

departments/funding sources. 
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Notes: 
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COMBINATION CODES 

OVERVIEW  
 

Combination codes (formerly known as Account Codes) are used to point to a combination of 

field values that represent a unique accounting string.  Combination codes are used in HR but not 

in the Financial Systems. 

The Combination Code Table is where Combination Codes are defined, and their relationship to 

certain General Ledger ChartField values is established. Later on, you will use these Combination 

Codes as values in the Department Budget table.  In addition, the Combination Codes are used 

to signify overrides in the Department Budget Table funding. 

Note: Throughout PeopleSoft, the user will see field values labeled Combination Code or GL 

Combination Code.  To the user, these terms mean the same thing and the common term 

referencing both is ñCombo Codeò.  
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COMBINATION  CODE TABLE NAVIGATION  
 

Important: Combo codes are created through the use of Speed Types in the Financials 

System.  HR users should NOT set up a combo code using the table in HRMS.  The Speed 

Type functionality reduces the likelihood of keying errors and helps ensure an error-free 

setup.  The Combination Code Table in HRMS should be utilized to adjust effective dates 

and update the status and/or description. The Speed Type-setup instructions are included 

following the Combination Code Table section.  

 

To look up a Combination Code, use the following navigation path:  Set Up HRMS > Product 

Related > Commitment Accounting > Budget Information > Combination Code Table.  This 

path will bring you to the following search page, from which you can examine existing codes: 
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EXAMINING COMBINATION  CODE ENTRIES 
 

Enter a value in one or more of the search fields and click the     button.  Entering more 

information will narrow the search.  You can also enter partial values into fields.  This will bring up 

a list similar to the one shown below: 

 
 

Review the list of items based on your search criteria.  If you do not see the combination of 

ChartField values that you need, the Combination Code must be added.  If you see the right item, 

click on it to display the Combination Code page. 

 

 
 
COMBINATION  CODE PAGE 
 

If the Combination Code you wish to review already exists, it will be accessible when you enter 

the appropriate search criteria. Clicking on one of the rows returned by the search process will 

take you to the Combination Code Page.  An example of the page is shown below:   
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COMBINATION  CODE DETAILS  
 

Effective Date – Required:  The date the source of funding first became active, or the date the 

properties of the combination code changed.   

 

Status – Required. Status of active means funding can be used. Status of inactive means funding 

is no longer valid and should not be used.    

 

Description ï Required:  A text description of the source of funding. 

 

Valid Value – Always checked. 

 

Funding Source Information – (blue link at the bottom of the page) – This link is not currently 

used by NDUS.  

 

CHART FIELD DETAILS  
(These correspond to GL ChartFields.) 

Account – Required:  Six digit value for Earnings, deductions, or taxes.  

Department – Required:  Four digit Department ID.  

Project / Grant – Optional:  Contains 10 characters that begin with the campus 3-character 

company code and end with 7 alpha/numeric or numeric-only characters.   Note: Project/Grant 

is always required when the fund code starts with a 4 or the fund code is in the 

Project/Fund Ledger Groups in Finance.   

Project/Grant number designations for Minot, NDSU and UND are as follows: 

1.  Non Grant Projects:  Range from: 

   UND Auxiliary Projects UNDA000000 

   UND Construction (nongrant) Projects UNDC000000 

   MISU Auxiliary Projects MISA000000 

   MISU Construction (nongrant) Projects MISC000000 

   NDSU Auxiliary Projects FARA000000 

   NDSU Construction (nongrant) Projects FARC000000 

   NDSU Agriculture (nongrant) Projects FARG000000 

    

2.  Grant Projects:   

   UND Grant Projects UND0000000 

   UND Grant Program Income Projects UNDP000000 

   MISU Grant Projects MIS0000000 

   MISU Grant Program Income Projects MISP000000 

   NDSU Grant Projects FAR0000000 

   NDSU Grant Program Income Projects FARP000000 
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Product – Not used; remains blank. 

Fund Code – Required:  Five digits.  

Program Code – Optional.  

Class Field –Defaults to match the SetID. 

Affiliate –Not used; remains blank. 

Operating Unit –Not used; remains blank. 

Alternate Account – Not used; remains blank. 

Budget Reference – Not used; remains blank. 

The following fields are automatically populated during the SpeedType creation process in 

Finance.  The values are included here for informational purposes only. 

ChartField 1 – Used in conjunction with proj/grant.  Its value is the campus 5-character SetID, 

and it corresponds to the PC Business Unit in the General Ledger in the Finance system.  

ChartField 2 – Used in conjunction with proj/grant. Its value is 1, and it corresponds to the 

Activity Code in the General Ledger in the Finance system.  

ChartField 3 – Used in conjunction with proj/grant. Its value is PAY when the fund number is in a 

range from 00001-39999 or 5000-89999 (for Non-Cost Share or Non-Sponsored Agreements) 

and 40000-49999 (for Sponsored Agreements).  The value is CPY when the fund number is in a 

range from 50000-89999 (for Cost Share on Sponsored Agreements).  Chartfield 3 corresponds 

to the Resource Analysis Type in the General Ledger in the Finance system.  
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COMBINATION  CODE NUMBERING SCHEME  
 

In order to make the Combination Codes consistent, we have adopted a specific convention for 

how they are numbered.  The objective of this standard is to include a significant amount of 

information about the Chart Fields in the 25-character value of the Combination Code.  It is 

important to adhere to this standard when adding new values, so that other users can infer the 

correct Combo Code to be used, based on the ChartField values known.  The scheme is 

described as follows: 

 

ChartField Abbr Method Result 

GL Business 
Unit 

There are 12 Bus Units in the 
Univ Sys. A single letter will 
identify each Bus Unit. 

The 5 character 
Bus Unit will be 
identified with 1 
character 

Fund Code 5 character value. No abbreviation 
used, all 5 
characters 
included in string 

Department 4 character value. No abbreviation 
used, all 4 
characters 
included in string 

Project/Grant 10 character value. No abbreviation 
used, all 10 
characters 
included in string 

Program 
Code 

The GL Program Code has 5 
characters available. Only 4 
characters being used. The 
values are right justified with a 
leading 0. The leading 0 will be 
omitted. 

The 5 character 
Program Code will 
be identified with 4 
characters 

Account There are 7 GL Accounts used to 
record salary expense. A single 
letter will identify each account. 

The 6 character 
Account will be 
identified with 1 
character 
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The GL Business Unit will be translated to a single letter as follows: 

GL Business Unit Description Letter 

BSC01 Bismarck State University B 

DSU01 Dickinson State University D 

LRSC1 Lake Region State College L 

MASU1 Mayville State University M 

MISU1 Minot State University I 

MISUB Minot State University-Bottineau 
Campus 

J 

NDSCS  North Dakota College of Science C 

NDSU1 North Dakota State University S 

NDUSO System Office O 

UND01 University of North Dakota U 

VCSU1 Valley City State University V 

WSC01 Williston State College W 

 
The GL Account Chartfield will be translated to a single letter as follows: 

 

GL Account Description  Letter 

511002 Salary-Regular Benefited R 

511005 Staff Overload S 

512005 Salary-Other O 

513005 Temp Salaries – Non Benefited T 

514005 Overtime V 

515005 Salary-Faculty F 

515010 Faculty Overload P 

515015 Salaries-Non Tchg Fac-Ext Serv E 

517005 Graduate Assistants G 
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The following table shows a valid salary expense GL ChartField string for Valley City State 

University: 

 

Bus Unit Fund 
Code 

Dept 
ID 

Project/Grant Prog Code Account 

VCSU1 11000 1500 VCS0000201 00009 511002 

 
 
Using the abbreviated method with the example above, the HR Combination Code identifying this 

GL ChartField String (with spaces for clarity) would be: 

 

  V  11000  1500  VCS0000201  0009  R 

 

Thus, the 25-character Combination Code would be: 

 

  V110001500VCS00002010009R 
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ADDING AN HRMS SPEEDTYPE 
 

The following section on adding an HRMS SpeedType is performed in the Finance system.  It is 

included here as it directly relates to Combination Codes in the HRMS system.   

 

The HRMS Application uses Combination Codes to determine how salaries and other employee-

related costs would be charged in the General Ledger.  One method in the Financials Application 

to enter the Combination Code table in HRMS is to use the SpeedType function.  Any SpeedType 

that is saved under the User ID of HRMS is sent to the HRMS Application via Application 

Messaging.  The SpeedType page is assigned values for Account, Fund Code, Department ID, 

Program Code and Project ID.  The fields that are populated via SpeedType will represent the 

string of ChartFields associated with payroll charges. 

 

The reasons for entering the HR Combination Code using this method are as follows: 

 

¶ The individual maintaining ChartFields (adding new ChartFields as necessary) is likely to 

be familiar with creating the ChartField strings needed for payroll. 

¶ The ChartField values are edited when creating SpeedTypes in Finance; the 

Combination Code maintenance process in HRMS does not.  While this process does not 

ensure valid ChartField strings, it does ensure that the individual ChartFields do exist. 

¶ A customization to this SpeedType process is in place that will populate ChartField 1, 

ChartField 2, and ChartField 3 when they are required.  This customization also 

combines the ChartField strings to create the combination code field.   

 

Navigation:  Set Up Financials/Supply Chain > Common Definitions > Design Chartfields > 

Define Values > SpeedTypes  

 

 
 

¶ Select the Add New Value tab. 

¶ Enter the SetID (Business Unit). 

¶ Enter a SpeedType Key. 
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o A maximum of 10 characters with no spaces, use an underline or a dash in place of a 

space. 

o Each institution determines naming conventions.  The recommended convention is to 

use the intended user‟s initials.  Since the chartfield values can be changed each 

time a new ChartField combination is needed, only one SpeedType key needs to be 

setup for each user.   

Note: This is NOT what the Combination Code value will be.  

¶ Enter HRMS in the User ID Field. 

o Any SpeedType that is saved under the User ID of HRMS is sent to the HRMS 

Application via Application Messaging. 

¶ The Primary Permission field is not used. 

¶ Click the Add button, the SpeedType page appears. 

 

 

 

¶ Check the Publish Data box. 

o When adding a combo code, the Publish Data checkbox must be checked in 

order to send the combo code to HR. 

¶ Enter a Description. 

¶ Enter the desired Chartfields. 

¶ Click the Save button. 

 

The Combination Code value created in HRMS using the above example would be 

U314003000R. 

 

The final step will be to coordinate with the HRMS team to verify the creation of the Combination 

Code and validate the ChartField string produced. 
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RESENDING A SPEEDTYPE TO HRMS 
 

When adding a SpeedType, the Publish Data checkbox must be checked to send the combo 

code to HR.  

 

If the user forgets to check the box and has already saved the SpeedType, simply checking the 

box and saving again will not send the combo code over to HR.  The way this page works is, the 

user must change data (Fund, Project, Dept, etc), as well as, checking the Publish Data box. 

 

Below are the steps the user will need to follow to correct this problem: 

 

1. Make sure the Publish Data box is NOT checked 

2. Change the data in one of the fields (Fund, Project, Dept, etc.) 

a. Hint - You can change one of the fields you have not populated, and then in Step 

4 remove what you enter here. 

3. Click the Save button. 

4. Correct the change you made in step 2, so the SpeedType is the way the combo code 

should be setup in HRMS. 

5. Check the Publish Data box. 

6. Click the Save button 

 

 

 

 

 

 
 

 

Notes: 

 



   

 

 

 

Connect ND 
Commitment Accounting   Page 20 
June 2011  

 

UPDATING COMBINATION  CODES 
 

Unlike most PeopleSoft pages, the majority of fields on the Combination Code Table are not 

changeable once they have been set up.  As you can see from the screen shot below, only the 

following fields are available for modification:  Effective Date, Status, Description, and Short 

Description. 

 

Navigation: Set Up HRMS > Product Related > Commitment Accounting > Budget 

Information > Combination Code Table. 

 

If Status, Description, or Short Description needs to be changed, insert a new row with the proper 

Effective Date and change the value as desired.  Also note that the Funding Source Information 

link at the bottom of the page is not currently used by NDUS.  
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Most users have full access to the Combination Code page, including Correct History.  

Sometimes, when creating Combo Codes using the Speed Type functionality in Financials, it is 

necessary to update the Effective Date in HRMS to use it for the current payroll period.  Using 

Correct History, the user is able to correct the Effective Date.  Note: The default effective date 

for a combo code is the 1
st

 of the month in which it was created.  

 

 

 

Notes: 
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DEPARTMENT BUDGET TABLE 

 

OVERVIEW  
 

The Department Budget page is where Commitment Accounting defaults are defined for each 

position. This data will be used after payroll is run to prepare pay data for labor-distribution 

reports and for posting to the General Ledger.  

Commitment Accounting data consists of Budget entries for earnings, deductions, and taxes.  

Each entry contains funding-source information that is used to create accounting entries. 

Department Budget entries are generally created at the Position Number level.  

The Department Budget tables are used by the Actuals Distribution process as default sources of 

funding for earnings, deductions, and taxes that are calculated and paid in PeopleSoft Payroll for 

North America.  Actuals Distribution only funds payroll amounts based on the Department Budget 

table if an override Combo Code has not been entered in Payroll on the Additional Pay, Higher 

Ed Time Entry, or Paysheet pages (see the Payroll training manual for more information).   

Once a Department Budget has been used by the Actuals Distribution process, you can no longer 

change it.  The Distributed field indicates this status for each entry.  To make changes, insert an 

Effective Date and sequenced row in the system that will affect future transactions.  The Effective 

Date must match the pay begin date of the first pay period affected by this Department Budget. 

Important Note:  Although the department budget table contains salary amounts for positions, it 

does not control how much an employee is paid in payroll.  An employee‟s salary is controlled in 

the HR Job Data pages and can be changed in Payroll pages, but is not affected by the 

Department Budget Table.  The standard business practice for a new hire should be to create a 

position in HR, add it to the Department Budget Table as soon as its funding is determined, and 

then hire an employee into the position in HR.  See the HR training manual for more 

documentation on HR business processes such as Hire, Termination, and Data Changes. 
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DEPARTMENT BUDGET TABLE NAVIGATION  
 

To initiate the Department Budget process, use the following navigation path:  Setup HRMS > 

Product Related > Commitment Accounting > Budget Information > Department Budget 

Table USA.  This will bring you to the following search page, from which you can access existing 

values and add new ones: 
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REVIEWING /UPDATING DEPT BUDGET TABLE ENTRIES 
 

As with all PeopleSoft search pages, you have the option of entering information into some or all 

of the fields to perform a search.  However, the Department Budget Table has some restrictions 

on how the searches can be performed.  Because most of NDUSô budgeting is performed at 

the Position level, do not search using the Job Code SetID, Job Code, EmplID, or 

Employee Record Number fields.  In some cases, you may have budgets at the Appointment 

level.  In those cases only, use the EmplID and Employee Record Number fields instead of the 

Position Number.  An example of an existing department budget table follows (note that this is a 

snapshot of the Dept Budget Earnings tab only):   
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ADDING DEPARTMENT BUDGET ENTRIES 
 

Within the “Department Budget Table USA” window (described above), click on the Add a New 

Value tab.  The page shown below will be displayed. 

 
 

Enter the values listed below.  All other fields are blank: 

Set ID: Required:  Enter Company‟s Business Unit - 5 digits. 

Department: Required:  Enter the 4-digit department number. 

Fiscal Year: Required:  For example fiscal year beginning 7/1/2010 is 2011. 

Budget Level: Required:  Enter Position. 

Position Number: Required:  Enter a valid Position number. 

Click on the  button. The screen below will appear: 
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DATE PAGE 
 

The options on the Date page are only available when you create a new entry. 

 
 

DEPT BUDGET DATE COMPONENTS 
 

 

The Dept Budget Date tab and the Dept Budget Defaults tab are unique in that, although they are 

visible separately on each position, the setup applies to an entire department.  For this reason, 

any changes made to these two tabs will affect all Department Budget tables for that particular 

department. 

Budget Begin Date and Budget End Date – Required: The begin date is the first day of the 

fiscal year, i.e. 07/01/2xxx.  The end date is the last day of the fiscal year, i.e. 06/30/2xxx.  

Offset Groups - Required: The value is HIED1 and is linked to a table which defines accounts for 

deductions and taxes used in the GL interface. 

Budget Cap – NDUS does not use this functionality.  The default is Per Budget Level. 

Suspense Combination Code– Required:  Campus or business unit specific.  Specify a 

Suspense Combination Code for the Actuals Distribution Process.  Any unfunded amount will be 

charged to this funding source. The Suspense Combination Code enables the Actuals Processes 

to continue posting to the suspense funding source even when the funding source specified on 

the Department Budget is exhausted or inactive. Indicate at least one Suspense Combination 

Code and indicate the Effective Date of the Suspense Combo Code for each Department Budget.  

Currently, the Suspense Combination Codes are as follows (subject to change): 
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Business 

Unit 

Suspense Account Code 

BSC01 B802293010O 

DSU01 D800873120O 

LRSC1 L801003000O 

MASU1 M803403100O 

MISU1 I268343000O 

MISUB J254053110O 

NDSCS C801361110O 

NDSU1 S216453120O 

NDUSO O800001010O 

UND01 U850183260O 

VCSU1 V800683100O 

WSC01 W899993200O 

 

 

DEPT BUDGET DEFAULTS  
 

The options on the Defaults page are only available when you create a new entry.  The following 

is an example of the Defaults tab: 

 
 

The Budget Begin Date, Budget End Date, and Offset Group are identical to the Dept Budget 

Date tab.  

 

Default Funding Source Option – Always use Actual.   

The default value, whether you create a budget manually or using one of the budget creation 

processes, is Actual. Unless you specify funding sources on the Dept Budget Deductions and 

Dept Budget Taxes pages, the system uses the funding source (Combination Code) specified for 
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earnings as a default for deductions and taxes and distributes deductions and taxes over actual 

earnings. 

Exclusion Fringe Group – Remains blank.   

Account Overrides – Required: Select for earnings, deductions, and U.S. taxes. The Actuals 

Distribution uses the account-mapping setup on the Account Mapping Tables to map earnings, 

deductions, or taxes in a different account than the one associated with the specified combination 

codes. (Account mapping is a one-time setup for all of Higher Ed.  Account mapping for Higher 

Ed is only used for deductions and taxes and some earnings.) 

Mapping Example: 

Value Source Example 

Combo Code – Deduction 
(EAP) 

Dpt Bdg M101003600R 

Earnings Code Account Combo Cd 511002 

Fringe Benefit Account Map EAP = 516015 

Account used in Distribution Map 516015 
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EARNINGS, DEDUCTIONS &  TAXES PAGES 
 

If you haven't entered an employee-specific combo code override in Payroll, the combo code 

information from the Department Budget Earnings and the Deductions and Taxes pages is used 

when processing Actuals Distribution. 

The Department Budget Earnings tab must always have information in at least one row for each 

position.  The funding on this tab is used as the default funding for employees‟ earnings.  Funding 

can be defined either using flat amounts or percentages. 

The Department Budget Deductions and the Department Budget Taxes tabs default with the 

values from the Earnings tab. The values on these pages can be modified to override the funding 

used on the Earnings tab. 

To create multiple funding sources, insert multiple entries to specify additional funding sources. 

However, be aware of the following guidelines: 

Á Enter either a budget amount or a percentage of distribution in each row. 

Á If you have some dollar-limited funding sources (budget amount) and others that are unlimited 

(percentage of distribution), assign lower sequence numbers to the limited entries and higher 

sequence numbers to the unlimited entries.  

Note: NDUS rarely uses anything other than Seq# = 1 in the Earnings Distribution section of the 

Dept Budget Earnings tab.  

Á When you use percentages, the sum of percentages for each position and sequence number 

must equal 100.  

Á You must enter one earnings distribution record with a blank earnings code.   

A description of the individual tabs follows: 
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EARNINGS TAB 

 

 

Several fields appear on each of the next three pages (Earnings, Deductions, and Taxes).  We 

will explain them all in relation to the Earnings Table, and note the differences for the other tables.   

Effective Date and Effective Sequence – Required:  Usually the beginning of the budget year.  

These indicate when a budget row takes effect and in what order to apply the row.  

Budget Level Cap – Optional:  Enter the budget level cap that you want to place on this budget 

level. The cap is used to ensure that the sum of all lower-level budgets does not exceed this 

higher-level budget cap. It is not used for checking funds during the processing of actuals 

distribution.  Note: NDUS does not normally use this field.  

Currency - Required.  Select “USD”. 

Earnings Distribution – Combination Code tab.  Establish one or multiple funding sources and 

optionally specify a Funding End Date for each source. Funding sources are defined using a 

combo code that represents a valid General Ledger ChartField combination.  

Note: Establish at least one entry for each budget level in which the earnings code is blank. This 

entry is the default funding source and is used as the funding for all earnings where a specific 

entry for an earnings code hasn't been established.  
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Earnings Code – Usually blank.  Select an earnings code to establish a budget for particular 

earnings type used in payroll. Establish budgets for as many different types of earnings as 

needed.   Normally, the only earnings code used is H14 for Work-study.  

Sequence Number – Required:  Usually “1”.  This number indicates the order (sequence) in 

which to use funding sources. If you have dollar-limited funding sources (Budget Amount) and 

unlimited sources (% of Distribution), then assign lower sequence numbers to the limited entries 

and higher numbers to the unlimited entries.  All funding dollar amounts for lower sequence 

numbers will be exhausted before using dollar amounts or percentages from higher sequence 

numbers. 

Combination Code – Required:  Use the appropriate value for your department, fund, project, 

etc.  For each earnings, deductions, or tax class row, select a Combo Code. The system displays 

General Ledger ChartField information based on the Combo Code you select. 

Funding End Date – Optional:  Usually left blank.  Enter the date (if applicable) on which this 

funding source ends. Leave this field blank to indicate that the funding source isn't date 

controlled. 

Fiscal Year Budget Amount or Distribution % – One or the other is required, and you cannot 

enter a value in both fields.  For earnings and deductions, establish a budget in the Fiscal Year 

Budget Amount field or the Distribution % field. Once you enter one of these options, the other 

field becomes unavailable for entry. For example, if you decide to change from a budget amount 

to a percentage of distribution, first delete the existing amount, tab out of the field, then the 

Distribution % field becomes available for entry.  

Fiscal Year Budget Amount determines funding using a dollar amount, whereas Distribution % 

uses percentages. When you specify multiple account codes with a budget amount for a single 

budget sequence, percentage distribution is implied by the ratio between the amounts.  (Note:  

Percentages must total 100%) 

If you elect to use a budget amount, you will update budget information annually with the new 

budget amounts for each department, job code, position pool, position number, or appointment. 

Funds Checking uses the budget amount. If you do not want to exceed a dollar limit for a 

particular budget level, use only budget amounts rather than percentages.  

If you use a combination of amounts and percentages make sure to apply percentages only to the 

last sequence numbers to ensure that there is sufficient funds to cover the flat amounts.  

Allow Overspend – Optional:  This option should usually be checked, when available.  Select 

this option to enable the actuals process to continue to post transactions to an account code even 

when the budget salary has been exceeded. This option is available only when the budget is 

expressed with a dollar amount.  
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Earnings Distribution – Distributed tab.  

 

Earnings Code ï Same as on Combination Code tab. 

Sequence Number ï Same as on Combination Code tab. 

Combination Code ï Same as on Combination Code tab. 

Distributed ï Set by system: Indicates if an actuals process has used this budget.  If this budget 

has been used, the entire row will be display-only; at this point, you cannot make corrections and 

must instead enter a new effective-dated row. 

% Effort - Not used.  Effort reporting data for NDUS is tracked separately from the department 

budget component. 

Earnings Distribution ï Earning Code Description tab 

 

 

 

Earnings Code ï Same as on Combination Code tab. 

Sequence Number ï Same as on Combination Code tab. 

Combination Code ï Same as on Combination Code tab. 

Earnings Code Description – Defaults from the Earnings Code Table. 
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Earnings Distribution ï Combination Code Description tab 

 

 

 

Earnings Code ï Same as on Combination Code tab. 

Sequence Number ï Same as on Combination Code tab. 

Combination Code ï Same as on Combination Code tab. 

Combination Code Description ï Defaults from the Combination Code Table. 

Chartfield Details – Click on the hyperlink to access the following search page: 

 

 

 

 

 

Combination Code ï If the combination code in known, it can be entered into this field.  If not 

known, click on the Search link in the Search Options section, pointed to in the screen shot 

above.  This will access the following page: 
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Click the Clear link to clear the data that defaults into the fields from the previous page.  Then use 

the Lookup buttons to search on any give field.  There must be at least one field populated to 

search for available combination codes.  Once the correct code is found, click on the Select link 

and the system will go back to the Chartfield Details page.  Click OK to go back to the 

Combination Code Desription tab.  The new combination code selected will populate here.   

Earnings Distribution ï Exclusion Fringe Group tab 

 

 

 

 

Earnings Code ï Same as on Combination Code tab. 

Sequence Number ï Same as on Combination Code tab. 

Combination Code ï Same as on Combination Code tab. 

Exclusion Fringe Group – Currently only HEBEN is used by NDUS.  Used to exclude fringe 

expenses from funding from the earnings combination code. 

Earnings Distribution ï Redirect Combo Code 

 

 

 

 

Earnings Code ï Same as on Combination Code tab. 

Sequence Number ï Same as on Combination Code tab. 

Combination Code ï Same as on Combination Code tab. 

Redirect Account Code -  Select a combination code to fund the fringe expenses included in the 

Exclusion Fringe Group.  
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Chartfield Details ï Click on the hyperlink to search and select a combination code.  

Once all above fields have been entered, clicking  will cause the following message: 

 

This message gives you the option of carrying forward the values entered into the earnings tab to 

the Deductions and Taxes tabs.   

If you do not save, you can move on to the Dept Budget Deductions and Dept Budget Taxes tabs 

to specify overrides. 
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DEDUCTIONS TAB 
 

 

 

As described above, the Deductions tab defaults to the same distribution values as the Earnings 

tab.  However, alternate values can be entered into the Deductions tab, which will distribute all 

deductions, or just certain deductions, differently from the Earnings. 

Deduction Distribution – If not used as an override, deductions will then distribute based on 

Earnings Distribution.   Establish multiple deduction-plan types and (optionally) specify a Funding 

End Date for each of those plans. Funding sources are defined using a Combination Code that 

represents a valid General Ledger ChartField combination. 

Establish one entry for each budget level in which the deduction Plan Type, Plan, Ded Cd, and 

Ded Class are blank. This entry is the default funding source and is used as the funding for all 

deductions that do not have a specific entry for a deduction type established.  

Plan Type, Plan, Deduction Code, Deduction Class – Optional:   Select a deduction plan type, 

plan, deduction code, and deduction class from the available options.   

Note: If you make an entry in one of these fields (Plan, Ded Cd, or Ded Class), you must enter all 

fields. 

Sequence Number - Required:  Usually “1”.  This number indicates the order (sequence) in 

which to use funding sources. 

Combination Code - Required:  Use the appropriate value for your department, fund, project, 

etc.   

Override - Indicates if this funding source overrides the default funding source established on 

Dept Budget Earnings page.  Selecting this option means that the funding source indicated on 

this page will be used instead of the Earnings Distribution when distributing based upon the 

department budget table.  
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Note: the Override currently defaults to checked when creating a new Department Budget Table 

or updating a current Department Budget Table. If the default of checked is not desired, add 

another row using the same effective date, uncheck the value and save.  

 TAXES TAB 
 

 

 

As described above, the Taxes tab defaults to the same distribution values as the Earnings tab.  

However, the Taxes tab can be changed to alternate values that will distribute all taxes, or just 

certain taxes, separately from the Earnings. 

Tax Distribution – If not used for override, then taxes will follow the same account code(s) used 

for earnings. Establish multiple state or province taxes and tax classes, and (optionally) specify a 

Funding End Date for each of those classes. Funding sources are defined using a combination 

code that represents a valid General Ledger ChartField combination.  

Establish one entry for each budget level in which the deduction Tax Class, State or Province, 

and Locality (U.S. only) are blank. This entry is the default funding source and is used as the 

funding for all tax classes where a specific entry for a Tax Class hasn't been established.  

State, Tax Class, Locality – Optional: Use only to fund a specific type of tax separate from 

earnings and other taxes.  Specify a budget for a particular type of tax. (For federal tax, choose 

$U.)  When these fields are left blank, it is a default funding used for any taxes not specified 

individually.  

Sequence Number - Required:  Usually “1”.  This number indicates the order (sequence) in 

which to use funding sources. 

Combination Code - Required:  Use the appropriate value for your department, fund, project, 

etc.   
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Override – Indicates if this funding source overrides the default funding source established on 

Dept Budget Earnings page.  Selecting this option means that the funding source indicated on 

this page will be used instead of the earnings distribution when distributing based on the 

department budget table.  

Note: the Override currently defaults to unchecked for taxes when creating a new Department 

Budget Table or updating a current Department Budget Table.  
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REVIEW BUDGET ACTUALS  
 
The Actuals tab is a display only view of dollars that have already been posted to the general 

ledger for each funding source for a position.  You do not enter any values on this page, but you 

can go to this page following Actuals Distribution each pay period to see the updated total payroll 

actuals. 

 
Detail Information ï Budget information 

 

 
 
 
Detail Information ï Combination Code 
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       Detail Information ï Awaiting Posting Amounts 

 

 

 

 
 
 
 
 
 
 
 
 

      Detail Information ï Posted Amounts 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

REPORTS &  QUERIES 
 

A delivered PeopleSoft report is available to report department budget table data by earnings, 

deductions, or taxes.  This report is located at Set Up HRMS > Product Related > Commitment 

Accounting > Reports > Funding Summary USA.  Click on the Add a New Value tab to create 

a new Run Control ID or enter an established Run Control ID and click on .  Clicking 

within the search results will yield the Run Control page for that report: 
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RUN CONTROL PAGE 
 

 
 

 

Select your campus‟ SetID, Department Number, Fiscal Year, and As Of Date.  Select Position 

Level (Appointment Level can be used if the campus has any Department Budget Tables set up 

by appointment) and the desired Report Option.  Click . 

 

On the Process Scheduler Request page (below), select PSNT for the Server Name, Web for 

Type and PDF for Format.  Click on . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 

 

Connect ND 
Commitment Accounting   Page 42 
June 2011  

A page of the report appears below. 

 

 
 

 

A set of six queries has been defined to help identify various Department Budget Table data and 

corresponding employee Job Data information. These queries were written specifically to use for 

the annual budget process but can also be used for general verification of Job Data and 

Department Budget Table information. Please note these queries need to be updated every year 

by the HECN-HRMS team to query on the correct fiscal year data. The path for Query is 

Reporting Tools > Query > Query Manager.   

NDU_DEPT_BUDGT_BD_JB_DATA – This query is used by all campuses except NDSU and 

UND.  Data from both Job Data and the Department Budget Table appear on this query. 

 

NDU_DEPT_BUDGT_DATA, NDU_DEPT_BUDGT_DATA2 and NDU_DEPT_BUDGT_DATA3 – 

These queries are used by only NDSU and UND.  The DATA and DATA2 queries both contain 

various fields from the Department Budget Tables.  The DATA3 query is a query that combines 

the DATA and DATA1 query and can be run instead of running the other two queries separately. 

 

NDU_DEPT_BUDGT_JOB_DATA – This query is run by NDSU and UND only and contains fields 

from Job Data.  

 

NDU_DEPT_BUDGT_BD_JB_REV – This query is run after the annual budgets are loaded into 

PeopleSoft and is used to verify the uploaded data.  All campuses can use this query.  
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EXAMPLES :  
 

Example #1:  Update a Department Budget Table for workstudy funding. 

 

Step #1:  Search for the position number of the department budget table in need of updating.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #2:  Go to the Dept Budget Earnings tab.  Click on the + key in the section labeled Level.   
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Step #3:  Add a new effective date.  Effective dates are normally the beginning date of a pay 

period.  

 

 

 

 

 

 

 

Step #4:  Add rows in the Earnings Distribution section.  One row must have a blank Earnings 

Code with Distrb% equal to 100%.  Add one (or possibly two) additional rows using an Earnings 

Code of H14, dependent upon how much earnings are covered by workstudy funding.  In the 

following example, three total rows have been added, one row with a blank Earnings Code, the 

second row with Distrb% equal to 25% using a departmental funding source and the third row set 

up with Distrb% equal to 75% using the workstudy funding source and an Exclusion Fringe 

Group/Redirect Combo Code for deductions.   

 

 

 

 

 

 

 

 

 

Step #5:  Workstudy funds normally do not cover any fringe benefit costs so a default funding 

source should be entered into Dept Budget Deductions and Dept Budget Taxes tabs, similar to 

the following.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

 

 

Connect ND 
Commitment Accounting   Page 45 
June 2011  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #6:  Save the record.  

 

 

 

Example #2:  Update a Department Budget Table to change funding mid-year.  

 

Step #1:  Search for the position number of the department budget table in need of updating.   
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Step #2:  Go to the Dept Budget Earnings tab.  Click on the + key in the section labeled Level.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Step #3:  Add a new effective date.  Effective dates are normally the beginning date of a pay 

period.  

 

 

 

 

 

 

 

 

Step #4:  The current combo codes set up for this position are pictured below: 

 

 

 

 

 

 

 

 

 

To delete a row, click on the  located on the right.  To add a row, click on the .  To change 

a Combo Code, go to the Combination Code Description tab and click on the Chartfield Details 

link located on the right.  To change from a Budget Amount to a Distrb %, delete the budget 

amount and tab out of the field.  The Distrb% field will then become editable.  Below is an 

example of these changes. 
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Step #5:  Save the record. 

 
 
Notes: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



   

 

 

 

Connect ND 
Commitment Accounting   Page 48 
June 2011  

ACTUALS DISTRIBUTION PROCESS 

OVERVIEW  
 

The Actuals Distribution process distributes actual earnings, employer deductions, and employer 

taxes across the funding sources you've established and notifies you when you've exceeded any 

budget amounts specified on the Department Budget component or when a transaction lacks 

funding.  

DESCRIPTION OF ACTUALS DISTRIBUTION FUNCTIONALITY  
 

The Actuals Distribution process is run by the central HRMS-HECN team and is run immediately 

following confirmation of the payroll. The system assigns funding sources to all earnings, 

deductions, and taxes for the pay period‟s paychecks.  For each paycheck, the system looks first 

for an account code specified on the payroll records (additional pay, paysheet/payline, Higher Ed 

Time Entry). If there is no code specified there, then it looks at the account code information on 

the Department Budget tables.   

Because NDUS has elected to use the Default Funding Source Option of „Actual‟, all deductions 

and taxes are by default distributed according to how the earnings for that paycheck are 

distributed.  This holds true whether the earnings are distributed according to overrides on payroll 

records or according to the Department Budget table.  (Note: See Department Budget Table 

chapter for more information.) 

The system performs fund checking when you run the Actuals Distribution process. If the budget 

on the Department Budget Table is insufficient or outstanding in regards to the distribution of all 

or part of an employee's earnings, benefits, or employer-paid taxes, the system sends messages 

to the Pay Message component and distributes the unfunded amount to the department‟s 

suspense account.  Funds Checking is performed against the information on the Dept Budget 

pages but not against the Overall/Detail caps; the latter are used to edit the budget amounts. 

During this processing, the system searches active budget levels, and it stops using a funding 

source if the funding end date is specified and the processing occurs at a later date. For Actuals 

Distribution, the earnings end date is used for comparison with the funding end date.  

Additionally, if the Allow Overspend flag is checked in the position‟s Department Budget Table, 

the system will then use the existing funding sources even if the budgeted salary has been 

overspent.  The system still generates a message in the Pay Message component.  
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PREPARE FOR ACTUALS DISTRIBUTION  
 

Actuals Distribution process can be run only once for each paygroup every pay period.  For this 

reason, it is important to have the Department Budget Table completely and correctly setup prior 

to Actuals Distribution being run.  To aid you in this, two queries have been created to identify 

missing department budget tables.   

 

NDU_CA_DPT_BDGT_MISS_JOB - identifies positions in Job Data that do not have a 

Department Budget Table.  This query should be run prior to paysheets being created for payroll 

processing.   

 

NDU_CA_DPT_BDGT_MISS_EARN - identifies paysheets with calculated earnings and no 

Department Budget Table data.  This query can be run any time after paysheets have been 

created and prior to confirming the payroll.  The path for Query is Reporting Tools > Query > 

Query Manager.   

 

   

Click „HTML‟ next to the query name.  The following screen appears: 

 

 
 

Enter the Fiscal Year, Company, and Pay Period End Date and click  
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Any results returned from these queries need to have department budget tables added before 

Actuals Distribution is run.  If a Department Budget Table already exists, then the DeptID is out of 

sync in Position Data, Job Data, Paysheets/Payline and/or the Department Budget Table.  It is 

very important that the DeptID is consistently the same throughout the system for a position 

number.   

 

(Note: See the Department Budget table chapter for a reminder on how to add Department 

Budget tables.) 

 

Until the query returns no rows, it is advisable to rerun this query after corrections have been 

made, and correct any remaining listings. 

 

Notes: 
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DISTRIBUTION REPORT, MODIFICATION, 
AND CORRECTION OF ACTUALS 

DISTRIBUTION 

OVERVIEW  
 

Once the Actuals Distribution process has been executed for a pay period, all paychecks have 

sources of funding assigned to earnings, deductions, and taxes.  However, these funded amounts 

are not finalized until the Interface to General Ledger has been run.  This allows a timeframe 

where Actuals Distribution Account Codes and Amounts can be reviewed and modified.  

Campuses have one to two business days to make modifications to Actuals Distribution before it 

is interfaced to the General Ledger.  

The first step in reviewing and modifying Actuals Distribution results is to check for error 

messages and other invalid distributions.  Certain conditions, such as expired funding dates and 

inadequate funding, will generate errors during the Actuals Distribution process.  The error 

messages are stored in the same component used by payroll to store errors for other processes.  

To check for other invalid distributions, there is a set of queries that need to be run and a page 

that displays suspense transactions only. 

The next step is to review Actuals Distribution results online and through ad-hoc queries and 

reports. 

Next, correct the error messages and any other distributions online through the Actuals 

Distribution component. 
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PAYROLL ERROR MESSAGES 
 

You can review the error messages to obtain information on the cause of the problem and help 

determine the corrective action that needs to be taken.  The Payroll Error Message component is 

used to analyze this information.   

To review Payroll Error Messages, use the following path:  Payroll for North America > Payroll 

Processing USA > Review Processing Messages > Review Payroll Error Messages.  This 

will bring you to the following search page.  To limit messages, it is helpful to enter the company 

and pay end date being processed before clicking . 
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Enter the appropriate values to search for existing entries.  Click on the link you wish to review.   

PAYROLL ERROR MESSAGE COMPONENT  
 

Review the error displayed in order to determine the appropriate corrective action.   

 

 
 

The error or warning message will appear in the Group Message dialog box.  If the message is 

for an employee, go to Actuals Distribution, verify and update the data if necessary.   

Note: Cleaning up these errors in Actuals Distribution will not clear out the message from Payroll 

Error Messages. The errors on Payroll Error Messages will be cleared out after the GL interface 

has been processed.   

If there are a number of messages on the Payroll Error Messages page, it might be helpful to run 

and print the Payroll Error Messages Report located at the same path: Payroll for North 

America > Payroll Processing USA > Review Processing Messages > Payroll Error 

Message Report.
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HE ACTUALS DIST ERR CHECK 

A series of queries has been defined to identify invalid scenarios.  These queries have been 

grouped into a report, giving campuses the ability to run them all at one time or individually.   

 

Below is the parameters to run the report.   

 

 

 

Enter the campus‟s 3-character company code.  Then select the queries needed.  Alternately, 

click on the Select All or Un-select All hyperlinks to select or un-select any queries.  Then click 

Run at the top of the page.   

 

Once the report has completed, click on Details > View Log/Trace > ErrorRpt.txt.  A report similar 

to below will be produced.   
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The name of each query appears followed by either a message of „No Matching Values‟ or the 

data that is in error.  If rows are returned on the query, go to Actuals Distribution and correct the 

error(s).  For each query, the report also produces an explanation of what the error is and how to 

fix it.  This report is found at the same navigation as the Error Report and is called 

FixExplanation.txt.  An example appears below. 
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REVIEW SUSPENSE COMBOCODE DIST PAGE 
  
A third means of viewing suspense transactions also allows you to modify the suspense 

transactions.  You can use this page, or the Actuals Distribution page discussed later, to correct 

suspense transactions.  The Review Suspense ComboCode Dist page is where you can view 

transactions placed into suspense by the system, and you can specify a new Combo Code.  The 

navigation for this component is Payroll for North America > Payroll Distribution > 

Commitment Accounting USA > Review Suspense ComboCode Dist.  The component has 

three tabs:  Earnings, Deduction, and Tax.  These pages function similarly to the Actuals 

Distribution component.   

 

Note: For a full description, see the Actuals Distribution component that is discussed later. 
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 MODIFYING ACTUALS DISTRIBUTION 

 

To review and change actuals distribution, go to Payroll for North America > Payroll 

Distribution > Commitment Accounting USA > Review Actuals Distribution.   The search 

page is similar to other payroll search pages.  You can search by payroll page and line number, 

or you can search by employee ID. 

 

EARNINGS TAB 
 

 
 

Note: The screen shot above does not include the scroll area to the right.  The ChartFields 

section continues off the screen, and the user must scroll right to view the additional data. 

 

When the General Ledger Interface process has not yet been run, this data will appear in an 

editable form, as above.  Once the GL Interface has been run, this page is accessible, but all data 

is display-only. 

 

Actuals data can be modified here for the purpose of correcting suspense transactions or just to 

use different funding sources.  Also, if new funding sources are required, new rows can be 

inserted.  Editable fields on this page include 

 

Fiscal Year:  The business year of the transaction. The Fiscal Year corresponds to the year that 

includes the pay-end date.  Because past-dated transactions may not be processed appropriately 

in General Ledger, do not change the Fiscal Year. 

 

Period:  The business month of the fiscal year of the transaction.  It corresponds to the pay-end 

date of the pay period.  Normally, you would not want to change this value. 

 

Amount:  The earnings amount associated with this funding source.  Only change this value if 
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inserting or removing distribution lines.  The page requires that total earnings for all distribution 

rows must equal the overall Earnings value at the Earnings level of the page. 

 

ChartFields:   Sources of funding for distribution. This controls the display-only ChartField values 

of the Department, Project/Grant, Product, Fund, and Program Codes.  To change the 

Combination Code, click on the ChartField details link.   

 

Note: See Combination Codes chapter for more information. Complete instructions to search and 

change combo codes can be found in the Department Budget Table section of this manual.  

 

Department:  Changing this value will not change the General Ledger.  The editable Department 

field in the bottom portion of the page is the primary working department for this payroll record.  It 

is not necessarily the department that funds this transaction (that is the display only Department 

that is associated with the Combo Code).  

 

Job Code:  Changing this value will not change the General Ledger.  The primary working job 

code that is associated with this payroll record. 

 

Position Number:  Changing this value will not change the General Ledger.  The Position 

number associated with the employee record number. 
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DEDUCTIONS TAB 
 

 
 

Note: The screen shot above does not include the scroll area to the right.  The ChartFields 

section continues off the screen and the user must scroll right to view the additional data. 

 

When the General Ledger Interface process has not yet been run, this data will appear in an 

editable form, as above.  Once the GL Interface has been run, this page is accessible, but all data 

is display-only. 

 

The deductions tab displays amounts for employee-paid and employer-paid deductions.  Funding 

sources are only visible and editable for employer-paid deductions. 

 

Editable fields on this page are identical to those on the Earnings tab except that the Current 

Deduction field replaces the Earnings Amount field and the Empl Rcd field is editable.  When 

inserting or deleting rows on this page, make sure that the total Current Deduction from the 

Distribution lines matches the Current Deduction.  Do not change the Empl Rcd field. 
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TAXES TAB 
The Taxes tab displays amounts for employee-paid and employer-paid taxes.  As with the 

Deductions tab, funding distribution fields are only visible and editable for employer-paid 

deductions. 

 

 
 

Note: The screen shot above does not include the scroll area to the right.  The ChartFields 

section continues off the screen and the user must scroll right to view the additional data. 

 

When the General Ledger Interface process has not yet been run, this data will appear in an 

editable form, as above.  Once the GL Interface has been run, this page is accessible, but all data 

is display-only. 

 

Editable fields on this page are identical to those on the Earnings Tab, except that the Current 

Tax field replaces the Earnings Amount field and that the Empl Rcd field is editable.  When 

inserting or deleting rows on this page, make sure that the total Current Deduction from the 

Distribution lines matches the Current Deduction.  Do not change the Empl Rcd field. 
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EXAMPLES  
 

Example #1: Updating Actuals Distribution to correct earnings that were distributed to the suspense 

combo code. 

 

Step #1: The following shows earnings that were distributed to the campus suspense combo code: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #2: To correct this, click on the ChartField Details link to search for another combo code.  The 

following page appears: 

 

 

 

 

 

 

 

 

 

 

You can replace the combo code by keying a new code in the Combination Code field, or if you don‟t 

know the combo code, you can click on the look up located at the right side of the field.   
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Step #3:  When you‟ve entered the correct combo code, click on OK at the bottom of the page.  The 

system will switch back to the main page and the new combo code with its corresponding ChartFields 

will replace the suspense combo code and ChartFields. Save the change.  See example below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example #2:  Update earnings from one funding source to two sources. 

 

Step #1:  The following page shows earnings distribution to one source of funding.  You want to add 

another combo code and split the earnings between both sources of funding. 
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Step #2:  To add another funding source, click on the  key located to the right of the earnings 

amount in the Distribution section of the page.  A new blank row will appear similar to below.  Notice 

the earnings amount is $0.00 and the Combination Code field is blank but the key fields of 

Department, Job Code, and Position default from the first row.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add a Combo Code, click on the Chartfield Details link.  The following page will appear:  

 

 

 

 

 

 

 

 

 

 

Either enter a valid combo code or click on the look up and search for a combo code.  Once the 

combo code is selected, click on  at the bottom and the system will go back to the main 

page.   
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Step #3:  Change the amount in each earnings row.  The total of all the amounts for each funding 

source must add up to the total earnings amount for the earnings code.   See below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step #4:  Adding funding sources to Deductions and/or Taxes is very similar to adding funding for 

earnings.  Move forward to those tabs if changes are required for Deductions or Taxes.  Once all 

updates have been made, save the record.   

 

 

Notes:  
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ACTUALS REPORTING  
 

To view distribution data in report format, two types of reports can be run:  the Higher Education 

Actuals Report and the Gross Fringe Report. 

 

 

HE ACTUALS REPORT 
 

The HE Actuals Report can be run at any time, for any pay period.  Keep in mind that for the 

current pay period, Pay Confirmation and Actuals Distribution must be processed before running 

the HE Actuals report.  The navigation path of this report is Payroll for North America  > Payroll 

Processing USA > Pay Period Reports  > HE Actuals Report.   

 

After entering a valid Run Control ID, the following page will display:  

 

 

 

The parameters for the HE Actuals report are:  

 

Pay Run ID: Enter the pay run ID for a chosen payroll period. 

 

SetID: Enter your 5-character campus SetID. 

 

Department: Optional.  If left blank, the report will show data for all campus departments.  If a 

department ID is entered, the data shown on the report will be for only that one department.  
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Empl ID: Optional.  If an Empl ID is entered, the data shown on the report will be for only that 

employee.  

 

 

Click on  and the following screen will appear: 

 

 

 

Click  to recall the Control ID page, the click  until the Run Status task bar 

changes from Processing to Success (pictured below): 

 

 
 

When the Run Status task bar reads Success, click on the Details hyperlink to view the Process 

Detail page.  Within the Detail page, click on the View Log/Trace hyperlink to load a .PDF version 

of the report. 

 

An example of the report is shown below. 
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GROSS AND FRINGE REPORT 
 

The Gross and Fringe Report is a deliverable PeopleSoft process and report that can be 

configured online to different reporting specifications.  For NDUS, a standard reporting format has 

been defined.  Creating the Gross and Fringe Report is a two-step process each pay period.  

First, the Load Gross Fringe Data process extracts and summarizes the Actuals Distribution data. 

The central HRMS-HECN team runs this process for all campuses and notifies all users by email 

when the load process is complete.   Next, the Gross and Fringe Report creates the report output. 

 

Once the Load Gross Fringe Data process has completed, run the Gross and Fringe Report at 

Payroll for North America > Payroll Distribution  > GL Interface Reports > Gross and 

Fringe.  After loading the Gross Fringe search page, enter a valid Control ID to yield the following 

page: 
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The parameters for the Gross and Fringe Report are as follows: 

 

Fiscal Year:  Optional. Enter the Fiscal Year. 

 
Accounting Period:  Optional:  Accounting period is the relative month of the Fiscal Year.  For 

example, July is Accounting Period #1.  If desired, enter the accounting period. 

 

Pay Period End Date: Optional:  If Accounting Period is specified, the Pay Period End date will 

be grayed out.  If no Accounting Period is specified, then a value can be entered in the Pay 

Period End date field. 

 

All Company and Paygroups:  Do not use this field, leave as default OFF. 

 

Company & Paygroup:  Enter your Company.  If desired, you can enter Paygroup; when blank, 

all Paygroups will be included. 

 

All Departments & Department Scroll Area:  De-select All Departments and specify one or 

more departments in the listing. 

 

All Funding Sources & Combination Code Scroll Area:  Either click on All Funding Sources 

to show the records for all the Combo Codes in this date range, or turn it off, and specify one or 

more Combo Codes in the listing. 

 

All Projects & Project/Grant Scroll Area:  Either click on All Projects to show records for all 

Projects in the date range, or turn it off, and specify one or more Project/Grant IDs in the listing. 

 

Column Definition Code:  Choose „HIED1‟ for the predefined Column Definition. 

 

Detail & Summary Option:  You will normally use Detail Report for the Employee Level.  Use 

Summary Report to show only the Accounting Period totals or Department level totals. 

 

Sort Options:  You may sort the reports By Department, Secondary Sort by Funding Source, and 

Detail Report Sort by Employee Name.  A variation of any of these values can also be selected. 

 

An example of the report is shown below. 
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Gross Fringe Detail Report 
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 ACTUALS GL INTERFACE PROCESS 

OVERVIEW  
 

The Actuals GL Interface – Commitment Accounting process prepares actuals transactions, 

including both expenses and liabilities, to be published to the General Ledger.  The transactions 

are published through the HR_ACCTG_LINE record to the General Ledger application. 

The General Ledger Interface process will be run centrally by the HRMS-HECN team at a 

predetermined date and time each pay period.   

Once the GL Interface is complete, AP Extracts can be processed. 
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ACCOUNTS PAYABLE EXTRACTS AND 

INTERFACE 

 

OVERVIEW  
 

Once the GL Interface process has been executed for a pay period, all employer and employee 

deductions and taxes must be paid to payroll vendors.   

The first step is running the processes to extract the non-tax deductions, US federal tax 

deductions, and US state tax deductions.  These processes are run centrally by the HRMS-HECN 

team. 

The next step is to review the AP vouchers created after running all the extracts and reconcile the 

amounts to the deductions on the Payroll Summary, PAY018 report, or Deductions Register. 

After this reconciliation, the vouchers are ready to be interfaced into the Accounts Payable 

module in Finance.  
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QUERIES 
 

After the HRMS-HECN team has completed the AP Extract processes, they will send out an 

email to the campuses instructing them to run the following queries.  A set of four queries has 

been defined to identify that all deductions and taxes have been extracted.  Full instructions on 

locating queries can be found in the Actuals Distribution chapter.  The four queries can be found 

by searching for queries that begin with “NDU_PY_AP”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The first two queries that need to be run are  

NDU_PY_AP_DED_STATUS and NDU_PY_AP_TAX_STATUS.  You must enter your Pay Run 

ID at the prompt to run these queries. These queries identify deductions and taxes that were 

extracted into an AP voucher and, maybe more importantly, identifies deductions and taxes that 

were not extracted.  It is important to review the extracted data for any rows that are returned 

with any blanks in the column titled AP Status.  Some of these rows will be blank.  These are: 

HSAVBD, HGARN, and PREPAY.  The reason for this is that Savings Bond and Garnishments 

are not extracted at the deduction level, they have separate AP statuses that are visible from the 

Savings Bond Log and Paycheck pages, respectively.  The PREPAY is not paid to a vendor and 

is therefore not extracted.  You can ignore these blank rows.  If you see blank rows for other 

deductions, run the query called NDU_PY_AP_DED_STATUS_INDV.  The prompts for this 

include Plan and Pay Run ID.  Look at the column titled Plan from the DED_STATUS query and 
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enter it in the Plan prompt for the INDV query.  (If the field is blank, leave it blank on this query as 

well.)  The most important piece of information this query tells you is the Current Deduction 

Amount.  If it‟s $0.00, that means the deduction was taken from Prepay (or was not taken) and 

can be ignored.  If there is an amount in the Current Deduction column, there is also a Page and 

Line # that you can use to lookup the employee‟s paycheck and determine what the problem may 

be.  After the problem has been identified and fixed, the non-tax deduction extract process can be 

run again along with the DED_STATUS query.  The deduction should now show as extracted. 

 

For the NDU_PY_AP_TAX_STATUS query (again enter a Pay Run ID), there should always be 

X‟s in the column titled AP Status for all codes ($U is the code used for Federal taxes including 

FICA and income tax withholding).  If there are any blank rows run the query 

NDU_PY_AP_TAX_STATUS_INDV.  This query prompts you for a Pay Run ID and AP Status.  

For AP Status, enter the code from the State field on the TAX_STATUS query.  This will show 

you individual employee data of tax deductions not extracted.  After the resolving the problem, the 

US Federal or US State Tax extract can be run again and all tax deductions should show as 

extracted after running the TAX_STATUS query again. 

 
RECONCILING AP VOUCHERS AND RUNNING THE AP INTERFACE  
 

After you have determined that all deductions have been extracted, run the query called 

NDU_PY_AP_VOUCHER_SUMMARY.  Enter your 3-character company code.  This will give you 

a listing of all vouchers created for the pay period.  Perform the process to download this query to 

an Excel spreadsheet and save it.  This information needs to be forwarded on to the appropriate 

person or department at your campus who processes AP payments to vendors.   

 

To reconcile the AP vouchers to the deductions taken, use the Payroll Summary (PAY018) report 

for the pay period. The path for this report is Payroll for North America > Payroll Processing 

USA > Pay Period Reports > Payroll Summary.  An example of a PERS Group Insurance 

reconciliation using an Excel spreadsheet appears below. 

 

Ded Code Name Amount  Voucher # VendorID Name  Amount 

P21101 SuppLife 435.63  P0009679 000000003 PERS Group Ins 37228.09 

P25101 DepLife-$2000 24.31      

P25102 DepLife-$5000 40.78    Difference 0 

P2A101 SuppLife-Spouse 135.48      

P2E101 SuppLife-Flex 305.78      

P10101 Dakota Plan-EPO 1954.80      

P10102 Dakota Plan-PPO 34209.00      

P1Z102 EAP 101.17      

P20101 Basic Life 21.14      

 Total 37228.09      
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Once all the vouchers have been reconciled to the deductions, the AP Interface process can be 

run.  This process is run centrally for all campuses by the HRMS-HECN team.  The FIN-HECN 

team is notified when the AP Interfaces are complete, so the processing of the vouchers can 

continue in the Finance system.  

 

REVIEWING AP VOUCHERS 
 

You can review AP voucher data via the following path:  Payroll for North America > Payroll 

Distribution > Accounts Payable Information > Review AP Extract ï Lines.  The search 

screen displays as follows:  

 

 
 

Information you need to input on the search screen is: SetID (always SHARE since Higher Ed 

shares vendors with the State), VendorID, and Invoice Number.  (If known, the Invoice Number is 

the only value that needs to be entered to perform a search.)  If more than one row returns with 

the same voucher ID, you only need to click on one of them.  The voucher contains data for all 
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Pay Groups even if it is separated into pay groups on the search page.  The following screen 

shows an AP voucher:  

 

 
 

You are able to search on EmplID in order to locate the information you need by using the refresh 

(eraser icon) or search key buttons in the middle section of each tab.  Individual employee data is 

located under the Line Records section of the page.  Other tabs in addition to Invoice Information 

include Pay Information, Deductions, Taxes, and ChartFields. 

 

To see if a specific invoice has been sent to AP, use the following path:  Payroll for North 

America > Payroll Distribution > Accounts Payable Information > Review AP Extract ï 

Headers.  The same search criterion is used for this inquiry.  The following screen shows the 

invoice header: 
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Please notice the Voucher Sent column in the middle.  If the box is checked, the voucher has 

been sent to AP.  If the box is not checked, the AP Interface needs to be run. 

 

RECONCILING AP INVOICES TO VENDOR BILLINGS  
 

 A comparison of Vendor Billings to Deductions Taken is made after the AP Invoices have been 

created and sent to AP to process the payments.  The billings received from the vendors need to 

be reconciled to the deductions taken to ensure that the correct payment was sent to the vendor.  

If errors are found, correct employee deduction amounts must be input during the next payroll 

cycle.   

 

Notes: 
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RETROACTIVE DISTRIBUTION 

OVERVIEW  
 

Retroactive distribution functionality is used when actuals distribution data has been identified as 

incorrect AFTER it has been posted to PeopleSoft General Ledger.  The process modifies the 

incorrect transactions and posts the changes to General Ledger.  The process cannot be used to 

change any amounts paid to employees, vendors, or taxing authorities – it can only be used to 

change the funding sources of those transactions.  It is critically important that this process 

not be used to update transactions that have not yet been posted to General Ledger. 

The retroactive process allows the user to specify a set of previously posted actuals distribution 

transactions to modify.  The user can then review a list of the potential funding changes and the 

modified transactions are posted to General Ledger as part of a future on-cycle payroll specified 

by the user. 

Important Note:  NDUS has decided to only use the direct retroactive distributions process. 

Retro distributions must be created directly using the process documented here.  Retroactive 

distributions will not be automatically processed based upon past-dated changes to the 

Department Budget Table.  Therefore, when a user of the Department Budget Table receives the 

message ñRetroactive Budget changes made, Save those changes for Retro process? 

(1502,552)ò they should always select ñNoò.  But if they accidentally select ñYesò, the transaction 

is saved but no retroactive transactions will be created.  
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RETROACTIVE DISTRIBUTION BUSINESS PROCESS 
 

A high-level view of the Retroactive Distribution Business Process is as follows.  Steps 4 – 9 (in 

bold) are covered in detail in this training manual. 

1. Campus determines that a previous actuals transaction posted to General Ledger is associated 

with an incorrect funding source. 

2. Campus notifies its Retroactive Distribution Administrator of the required changes by completing 

and transmitting the appropriate retro distribution form.  It is recommended that campuses 

establish a position within the Budget or Payroll office that has authority over all retroactive 

distributions.  The process is complex, extremely powerful, and requires a deep knowledge of the 

budgeting process as well as an understanding of payroll data. 

3. Campus submits a form to the Retroactive Distribution Administrator (RDA) containing critical 

information surrounding the requested retroactive distribution.  This information must include  

a.  the original PeopleSoft Combination Code and Account  

b. the new Combination Code and Account  

c. the dollar amounts associated with each of the Combination Code changes to be made.   

In addition, the form should include any information relating to the population to be updated, such 

as Employee ID and Employee Record Number or Department ID. 

4. The RDA runs the Direct Retroactive Distribution process. 

5. The RDA and/or appropriate campus representatives review the transactions online.  

Optionally, the report Retro Distribution Audit can be reviewed as well. 

6. The RDA approves the retroactive transactions online. 

7. The RDA runs the Retro Distribution Update process. 

8. The RDA or other campus personnel can review the Actuals Distribution data for the 

original pay period to assure that the updated distribution is correct. 

9. The RDA or other campus personnel can run the query NDU_RETRODIST_DETAILS to 

obtain details about the retroactive transactions posted on a given pay period.     

10. HECN runs the normal interface to General Ledger for the new pay period to which the changes 

were posted.  The interface includes retroactive distribution transactions for the pay end date. 
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DIRECT RETRO DISTRIBUTION PROCESS 
 

The Direct Retro Distribution process allows the user to specify a set of criteria to designate those 

historical Actuals Distribution transactions to have funding information updated.  For help in 

establishing the appropriate criteria, it may be useful to look at the Actuals Distribution page at 

Payroll for North America > Payroll Distribution > Commitment Accounting USA > Review 

Actuals Distribution.  More information about this page can be found in the Actuals Distribution 

chapter of this training manual. 

The navigation for the Direct Retro Distribution Process is Payroll for North America > Payroll 

Distribution > Commitment Accounting USA > Process Direct Retro Dist.  After adding a 

Run Control ID or selecting an existing Run Control ID, the run control page appears as follows: 
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DIRECT RETRO DISTRIBUTION RUN CONTROL VALUES 
 

The run control page provides a lot of flexibility to specify which data to update.  Be very careful 

when choosing values to make sure only your desired employees are affected.   

Note:  It is recommended that you define Employee ID and Employee Record Number to 

assure that only the employee you wish to affect is retroactively distributed!  

Define the values on the Direct Retro Distribution page as follows 

SetID:  Enter the Business Unit. 

Processing Option Box 

Apply to Transactions:  “All” is the recommended value to retroactively distribute earnings, 

deductions, and taxes.  Otherwise, choose the desired combination of “Earns” (earnings), “Dedn” 

(deductions), and “Tax” (taxes).  Note that when selecting “Earns”, the system still calculates 

changes for Deductions and Taxes.  It is critical to manage the transactions on the Retro 

Distribution Transaction screen (discussed later) to assure that only the transactions desired are 

posted to Actuals Distribution. 

Search for Next Payroll Box 

Pay Period End Date:  Enter the pay period end date with which the transactions will post to the 

General Ledger.  It is critical that this value reflect a pay end date that has not yet been interfaced 

to General Ledger. 

Days Prior Pay End Date:  Change this field to the value “1”.  This is critical to assure that the 

values are posted on the desired pay end date. 

Ignore Off Cycle:  Always leave checked On. 

Date Range Box 

Earnings Begin and End Dates:  Enter the beginning and ending dates worked for the original 

distribution transactions.  Generally this should be the beginning and ending dates of the pay 

period of the original earnings.  For example, to retro distribute pay end date 04/15/2011 with 

check date of 0429/2011, Earnings Begin Date should equal 04/01/2011 and Earnings End Date 

should equal 04/15/2011. 

Fiscal Periods:  NDUS specifies all retroactive transactions based on Earnings Begin and End 

Dates.  Do not use the Fiscal Periods fields. 
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Search Fields Box 

Use this box to designate multiple criteria defining what employees and funding sources are 

impacted by this retro change.  It is a user option as to how many and what criteria are defined.  

However, it is strongly recommended that Employee ID and Employee Record Number always 

are specified.  Also, whenever possible you should specify the Account field; this is especially 

helpful when redistributing partial amounts.   

Field Description:  Select a criteria field.  For NDUS only the following choices should be used:  

Account, Combination Code, ChartField Department (Funding Department), Department 

(Primary Position Department), Empl Rcd#, Employee ID, Fund Code, Jobcode, Position 

Number, Program Code, and Project/Grant.  Note that if you do not directly specify any of 

these here, the system will assume that it should update ALL rows regardless of the value of the 

field you did not specify.  You may only specify each Field Description ONCE for a single run of 

the Direct Retro Process.  For example, you may not select Employee ID equal to „9999999‟ and 

Employee ID equal to „0000000‟ on a single processing run.   

Field Value:  Free-form entry of the value associated with the field selected in Field Description.  

For example, you would enter “1100” if you had selected “ChartField Department” as Field 

Description.  This would attempt to update all amounts that were paid out of Department 1100. 

Search Spaces:  Only click this field “On” if you want to update rows where the field chosen in 

Field Description is found to be blank in the actuals distribution.  For example, if you chose 

Project/Grant and then clicked this On, the system would look for any actuals distribution NOT 

associated with a Project/Grant ID. 

By adding rows in the Search Fields Box, you can enter the three fields above multiple times.  

The system automatically uses Boolean “AND” logic when choosing who to update based on your 

Search Fields.  For example, you have 3 rows entered as below: 

 
 

This set of Search Fields tells the system to find Employee ID of „7007000‟, but only actuals 

distribution rows paid from Empl Rcd # of „1‟ and paid from Project/Grant of „UND0004065‟.  If the 

Empl Rcd# is not „1‟ or the Project/Grant is not „UND0004065‟ on a particular row, the actuals 

distribution won‟t be retroactively distributed. 
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Update Sequences Box 

Use the Update Sequences box to define one or more fields in Actuals Distribution that must be 

updated.  This box must be used somewhat differently based on if you are updating either 

A. the entire earnings, deductions, and taxes amounts for the search fields  

or  

B.  Only a portion of the earnings, deductions, and taxes amounts of the search fields.   

See the instructions below for each of the two methods. 

A.  Redistribute Entire Actuals Distribution Amount 

Sequence No:  Defines the order in which the fields are updated – has an impact if the fields 

are dependent on each other.  General guidelines:  Always use “1” if updating the 

Combination Code field.  If updating the Account field in addition to the Combination Code 

field, use “2” for the Account row.  If updating just the Account, use ”1”.   

Amount:  This value is required.  Enter the maximum amount that can be redistributed.  If an 

amount greater than the original distributed amount is entered, the entire original distributed 

amount will be redistributed. 

 

Update Value Box (for Entire Amount Redistribution) 

Use one or more rows to select actuals distribution fields whose values are to be changed for 

transmission to the general ledger. 

Field Description:  Choose the name of the field to be updated.  For NDUS, we are 

recommending only choosing Combination Code or Account. 

Field Value:  Choose the new value that will be applied to the field selected in Field 

Description.  This is the new Combination Code or Account. 

 

B. Redistribute a Partial Amount 

Use this process to redistribute a partial amount of an earnings, deduction, or tax amount.  

Note that to accurately redistribute deductions or tax amounts; it is recommended that you 

run the Direct Retro Redistribution process separately for each type of deduction and tax 
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using the Account field in the Search Fields box (see above).  However only one Retro 

Distribution process can be processed for a given employee and pay period at a time.  A prior 

Retro Update that has been loaded to Actuals Distribution must be posted to the General 

Ledger before any further Retro updates can be processed for the same employee and pay 

period. (For example, if a retro was processed for an employee for pay period ending 

1/15/2006 on April 15
th
, the user cannot run another retro for the same pay period end date 

until after the current retro has been interfaced to the GL.  See note on page 98-99.) As an 

alternative, process the partial adjustments by entering amounts by EmplID, Empl Record 

and Combo Code.  Then adjust the amounts in Actuals Distribution to the desired values.  

Sequence No:  Defines the order in which the fields are updated – has an impact if the fields 

are dependent on each other.  For the redistribution of a partial amount, use as follows:  

Enter “1” for the amount to be redistributed to a new combo code.  Enter “2” for the amount to 

remain with the original combo code.  

Amount:  This value is required.  On the sequence one row, enter the amount to be 

redistributed to a new combo code.  On the sequence two, enter the amount to remain with 

the original combo code. 

Update Value Box (for Partial Amount Redistribution) 

Field Description:  On the sequence one and two rows, choose Combination Code. 

Field Value:  On the sequence one row, choose the new Combination Code to be 

redistributed to.  On the sequence two row, choose the original distribution Combination 

Code. 

An example of the Update Sequences Box for Partial Redistribution is shown below.  In this 

example, $1000.00 was originally distributed to the funding source U101903660R.  After 

posting to the General Ledger, the budget department determines that, in reality, 15% of the 

distribution should have come from a different funding source (U500802850R).  The 

remained 85%, however, was distributed from the correct funding source.  The Update 

Sequences box is populated as below: 
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RUN THE DIRECT RETRO PROCESS 
Once you have specified all the run control values for your retro distribution, click Run to kick off 

the process.   

 

The Process page appears as follows. 

 
 
 

Click  to initiate Process Monitor, and wait until the process status says “Success”.  Once 

that occurs, proceed with reviewing the Retro Distribution Transactions. 
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RETROACTIVE DISTRIBUTION TRANSACTIONS 
 

To view the transactions created by the Retro Distribution Process, go to Payroll for North 

America > Payroll Distribution > Commitment Accounting USA > Review Retro 

Distribution. 

The search page appears as follows: 

 
  

Enter the Run Control ID used to run the Direct Retro Distribution process.  In addition, you can 

use other fields such as Creation Date and Process State = “Initiated” to find the transactions 

you have just created.  Process State of “Completed” can be used to find existing transactions 

that have been applied to Actuals Distribution previously. 

The tabs of the Retro Distribution Transactions component are as described below. 
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EARNINGS TAB 

 

 

Status:  In general, DO NOT change this field as the system defaults the value in most cases.  

This field indicates the status of the retroactive transaction.  Possible status‟ are 

Initiated ï The transactions have been created but not yet reviewed. 

Editing ï The transactions are currently being reviewed.  This will be the value you see when 

you first open a newly-created transaction. 

Delete ï This is the only value that a user would ever manually set the field to.  Changing the 

field to Delete and then saving the page will eliminate the associated retro distribution 

transactions and not post them to Actuals Distribution.  This affects all tabs of the component, 

therefore it would delete all earnings, deductions, and taxes associated with the retro. 

Complete ï The transaction has already been posted to Actuals Distribution.  The rest of the 

page is now display-only. 
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Check Earnings Line Box 

This box displays the one to many rows that you specified for Direct Retro Distribution.  For ease 

of use and limited confusion, it is recommended that you do not use “View All” for this particular 

box.  Viewing one at a time makes viewing the Earnings Distribution Box more understandable. 

Select:  Turn this check box on to indicate that the transaction is approved and should be applied 

to the Actuals Distribution.  If select is not turned on, the transaction cannot be posted to the 

Actuals Distribution.  The Select Check Box applies only to the specific employee‟s earnings 

distributions.  It does not affect deductions or taxes, which must be approved separately.  Note 

that the Select All and Deselect All buttons can be used to approve or disapprove all rows on 

the page.   

The other fields in this box show the company, pay period, and employee details of the affected 

employee(s). 

Earnings Distribution Box 

This box displays the details of redistribution transactions.  It is important to note that this box 

displays only the redistribution transactions for a single employee at a time.  For this reason, only 

review this box when the Check Earnings Line Box is not in “View All” mode. 

There are four tabs associated with the Earnings Distribution Box: 

New Data tab:  Displays the new distribution data by earnings code.  When the transaction has 

not been posted to Actuals Distribution, the user has the ability to modify the new funding 

information on this tab. 

Old Data tab:  This tab is always display-only.  Displays the original distribution data originally 

posted to Actuals Distribution and General Ledger for this transaction.   

Old Accounting Period tab:  This tab is always display only.  Displays the original accounting 

period the distribution affected. 

New Accounting Period tab:  This tab is always display only.  Displays the new accounting 

period the modified distribution affects. 
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DEDUCTIONS TAB 
 

 

 

The Deductions page is very similar to the Earnings page described previously.   

The Status field is the same value as was seen on the Earnings tab and has the same effects.  

Changing the Status to „Delete‟ on this page deletes the entire retro transaction, including 

earnings, deductions, and taxes. 

The Check Deductions Line box contains a Select box that applies to the deductions only.  

This flag is NOT linked to the Select boxes on the Earnings and Taxes pages.  The flag must be 

selected for each Check Deductions Line row for that employee‟s deduction retro distributions to 

load to Actuals Distribution.  To affect all Check Deductions Line rows on this tab only, the Select 

All and Deselect All buttons are available. 

The Deduction Distribution box is similar to the Earnings Distribution box on the first tab.  The 

box contains New Data, Old Data, Old Accounting Period, and New Accounting Period tabs.  

The New Data tab can be modified before the data is posted to the Actuals.  The other three tabs 

are always display only.  
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 TAXES TAB 
 

 

 

The Taxes page is very similar to the Earnings and Deductions pages described previously.   

The Status field is the same value as was seen on the Earnings and Deductions tabs and has 

the same effects.  Changing the Status to „Delete‟ on this page deletes the entire retro 

transaction, including earnings, deductions, and taxes. 

The Check Taxes Line box contains a Select box that applies to the taxes only.  This flag is 

NOT linked to the Select boxes on the Earnings and Deductions pages.  The flag must be 

selected for each Check Taxes Line row for that employee‟s tax retro distributions to load to 

Actuals Distribution.  To affect all Check Taxes Line rows on this tab only, the Select All and 

Deselect All buttons are available. 

The Tax Distribution box is similar to the Earnings Distribution box on the first tab.  The box 

contains New Data, Old Data, Old Accounting Period, and New Accounting Period tabs.  The 

New Data tab can be modified before the data is posted to the Actuals.  The other three tabs are 

always display only. 
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RETRO DISTRIBUTION AUDIT REPORT 
 
The Retro Distribution Audit Report provides a means of viewing all retroactive distribution 

transactions processed during a certain date or certain range of dates.  This report is always 

optional – it can be run at any time but is not required to be run. 

This is a very useful report because it can be run at any time to view retro transactions that still 

need to be posted to Actuals Distribution OR to view transactions that have already been posted. 

Navigation for this report is Payroll for North America > Payroll Distribution > Commitment 

Accounting USA > Retro Distribution Audit Rpt.  You can Add a new Run Control ID or use 

an existing Run Control ID for this report definition.  The Run Control page defaults as follows: 

 
 
The run parameters are extremely flexible.  The user can optionally define some or all of the 

following run control fields to limit what data are reported: 

Run Control ID:  Enter the Run Control ID used to run the Direct Retro Distribution process. 

Create User ID:  Enter the User ID for the person that ran the Direct Retro Distribution process. 

Error Status:  Select Creation, OK, or Rejected.  Limits the report based upon if errors were 
involved in processing the retro. 

Create Date Range:  Select a range of dates on which the Direct Retro Distribution process was 
run. 

Process Date Range:  Select a range of dates on which the transaction was last processed.  

The process date is set both by the Direct Retro Distribution and by the Retro Distribution Update. 
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RETRO DISTRIBUTION UPDATE PROCESS 

 

Once all appropriate transactions for a particular retroactive distribution have been reviewed and 

„Select‟-ed on the Retroactive Distribution Transaction pages, the Retroactive Distribution Update 

process is run.  This process loads the transactions into the Actual Distribution component. 

Navigation for this process is Payroll for North America > Payroll Distribution > Commitment 

Accounting USA > Update Actuals Distribution.  You can Add a new Run Control ID or use 

an existing Run Control ID for this report definition.  The Run Control page defaults as follows:    

 
 

The Retro Distribution Transaction listing displays all existing Retro Distribution Transactions 

that are ready to be loaded.  To appear on this page, the transaction must not have been 

previously loaded and must have been approved on the Retro Distribution Transactn page.  If 

there are multiple outstanding retro distributions, this page displays all of them. Two fields must 

be entered before running the process: 

Select Check Box:  This check box must be selected for one (and only one) of the listed Retro 

Distribution Transactions.  The process only loads one transaction with each run, therefore you 

can only turn „On‟ the Select check box for one row at a time. 

Errors Option:  It is recommended to leave this as the default value of „Suspense‟.  This causes 

any invalid funding amounts to utilize the department‟s Suspense Combination Code.  Because 

NDUS is only using the Direct Retroactive Process, the types of errors affected by this selection 

occur extremely infrequently. 

Once one transaction has been selected, the user hits „Run‟ to execute the process.  Next, the 

Process Scheduler Request page appears.  The user should verify the check box for „Retro 

Distribution DB Update‟ is checked and click  to initiate the process.  The user monitors 

the process via Process Monitor.  Once the process has completed successfully, the 

transactions can be reviewed via the Actuals Distribution component. 
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Note:  The Retro Distribution Update process cannot be used to update Actuals Distribution data 

for an employee and pay period that has already been updated via a prior Retro Distribution 

Update process unless that prior update has been posted to the General Ledger.  If there are 

outstanding Retro Distributions to the Actuals Distribution data, the Retro Distribution Update 

does not load and produces an error message (described in ñCheck for Error Messagesò).  Once 

those Retro Distributions have been posted to GL, another Retro Distribution Update may be run 

if necessary. 

 

Check for Error Messages 

Following the run of the Retro Distribution Update process, check the error messages component 

at Payroll for North America > Payroll Distribution > Commitment Accounting USA > 

Review Retro Distribution Msgs.  If messages are present for the data you are currently 

processing, review them.  Some types of messages may need to be resolved before you can 

continue.  One message notes that you cannot retroactively distribute data that has not yet been 

posted to the General Ledger. 
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ACTUALS DISTRIBUTION COMPONENT 
The retroactive distribution transactions are posted to the original pay period‟s Actuals 

Distribution pages.  Navigation is Payroll for North America > Payroll Distribution > 

Commitment Accounting USA > Review Actuals Distribution.  An example of a retro 

transaction on the Actuals component is as follows:   
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The above page shows the retroactively updated distribution and how it appears before the GL 

interface has been run.  Note that the critical fields are not display only, they only become so 

when the GL interface for the new pay period is run.  Fields that differ on this page from a 

standard actuals distribution page are: 

 

Corrected Check Box:  When a transaction has been updated via retro, this box appears in 

display only mode and is checked „On‟. 

Corrected Date:  When a transaction has been updated via retro, this field appears.  It is 

populated with the pay end date for the pay period with which the updated information is sent to 

the General Ledger. 

Important Notes:   

¶ You may update amounts on this page only before the retroactive transaction has been posted to 

the general ledger.   

¶ You can use the „Plus‟ sign to insert rows and include amounts.  When inserting rows to change 

amounts, the total amount of all rows must always equal the applicable earning/deduction/tax 

amounts.  This means you have to go back and change the amount on the distribution row from 

which you inserted a row. 

¶ The Deductions and Taxes tabs of Actuals Distribution show retroactive data in a similar fashion 

to the Earnings tab.  The data can be modified on those pages as well.  Deds and Tax pages are 

especially useful when modifying only partial amounts of a previous distribution. 
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RETRO DIST QUERY 
Following the Retro Distribution Update process, users can run the query 

NDU_CA_RETRO_DIST_DETAILS query to obtain totals of the transactions that post to GL with 

the normal payroll distribution information.  The information from this query can be provided to the 

General Ledger users to enable them to balance the pay period.  The navigation path is 

Reporting Tools > Query > Query Manager. 
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 EXAMPLES  

 
The following are some recommended exercises to put to use what you have learned in this 

chapter.  The steps to accomplish each of these exercises can be found in the training manual 

itself.  Select any appropriate data for your campus to perform these activities in the training 

database.   

1. Retroactively Distribute Entire Earnings, Deductions, and Taxes amounts for one Account 

Code for an Employee for one pay period. 

¶ Using the Actuals Distribution component (Payroll for North America > Payroll Distribution 

> Commitment Accounting USA > Review Actuals Distribution), choose any employee 

and any account code from which they get paid.  Make sure to use a pay period that has 

already been posted to the General Ledger, meaning that the Actuals Distribution data is 

grayed out. 

¶ Run the Direct Retro Distribution process (Payroll for North America > Payroll Distribution 

> Commitment Accounting USA > Process Direct Retro Dist).  Use „Apply to 

Transactions‟ of „All‟.  Enter a Pay End Date of a future dated payroll that is unconfirmed.  

Enter appropriate Date range and Search criteria.   Enter necessary Update Sequences 

including the full retro distribution amounts. 

¶ After running Direct Retro Distribution process successfully, review and approve the 

earnings, deduction, and tax transactions at Payroll for North America > Payroll 

Distribution > Commitment Accounting USA > Review Retro Distribution.  

¶ Load approved transactions to Actuals Distribution by running the process at Payroll for 

North America > Payroll Distribution > Commitment Accounting USA > Update Actuals 

Distribution. 

¶ Review the loaded transactions via the Actuals Distribution component.  New rows 

should appear as not grayed out.  Make sure that the expected amounts for earnings, 

deductions, and taxes were redistributed. 

2. Using similar steps to Exercise 1, retroactively distribute earnings, deduction, and taxes 

for a single Account Code for all employees paid from a specified funding source. 

¶ Choose any funding source from which more than one employee receives payment. 

¶ When running Direct Retroactive Distribution process, do not specify employee ID as a 

criteria, only specify the Account Code. 

¶ Review Actuals Distribution and make sure that the expected earnings, deductions, and 
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taxes amounts were redistributed. 

 

3. Retroactively distribute a partial amount of earnings only for a particular employee. 

¶ Use „Apply to Transactions‟ of „Earns‟ and an „Update Sequences‟ amount of less than 

the original full distribution amount. 

¶ Carefully review the Retroactive Distribution Transactions pages.  Were only the 

expected transactions created?  Only flag those distributions that you wish to load to the 

Actuals Distribution. 

¶ Review Actuals Distribution and make sure that the expected earnings, deductions, and 

taxes amounts were redistributed. 

4. For a given employee, retroactively split a single account codeôs earnings, deductions, 

and taxes between two new funding sources. 

¶ When setting up the Direct Retro Distribution process, use the „Update Sequences‟ with 

multiple sequence numbers and amounts. 

¶ Review Actuals Distribution and make sure that the expected earnings, deductions, and 

taxes amounts were redistributed. 

¶ For deductions and taxes, modify the Actuals Distribution rows to achieve the 

redistribution you are looking for.  

5. For a given employee, retroactively distribute only a partial amount of the original 

earnings, deductions, and taxes amount.  A portion of the original distribution amounts 

should still be distributed to the original account code. 

¶ Setup the Retroactive Distribution process with the redistribution earnings Amount. 

¶ Review Actuals Distribution for earnings, deductions, and taxes.  Note that the 

deductions and taxes amounts are most likely not appropriate for redistributing at the 

percentage the earnings were redistributed for. 

¶ Insert and update Actuals Distribution amounts so that deductions and taxes are 

reallocated in proportion to the earnings redistribution.  Be sure to <Save> your changes. 
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Notes: 


