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COMMITMENT ACCOUNTING

OVERVIEW

Commit ment Accounting is part of the North Dakota Uni
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

A Understand Commitment Accounting concepts and business processes.
A Determine Combination Codes that are relevant to your business requirements.

A Use the Department Budget Table to appropriately define and maintain budgeted payroll
expenses.

A Adjust distributed payroll costs prior to transmission to the General Ledger.

Connect ND
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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.

Connect ND
Commitment Accounting Page 5
June 2011



CONMEC
NDJ
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 A collection of field values that describe the
Budget accounting treatment for a particular position
Amount at the Earnings, Deduction or Tax level.
Combination A 25 character (maximum) code that points to
Code or GL a specific combination of ChartField values.

Combination
Code

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. lItis
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 - HO1.
overtime i HO3

Deduction Breakdown of benefits, e.g. medical

Code P10102, EAP 1 P17103

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 fAiCombo Codeo.
Connect ND
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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:

Combination Code Table
Enter any information you have and click Search. Leave fields blank for a list of all values.
i 2 Add a New Value
e - = |
Maximum number of rows to return (up to 500} |300
Set D begins with v| Q
GL Combination Code; begins with - |
Description: begins with - |
Search Additional Chartfields: = - -
Account: begins with - |
Department: begins with - |
ProjectiGrant: begins with - |
Product: begins with ~ |
Fund Code: begins with - |
Program Code: begins with - |
Class Field: begins with ~ |
Operating Unit; begins with - |
[ include History ] correct History [] case sensitive
Search Clear  Basic Search Save Search Criteria
Connect ND
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EXAMINING COMBINATION CODE ENTRIES

Enter a value in one or more of the search fields and click the [ Search |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:

Combination Code Table

Add a New Value

Enter any information you have and click Search. Leave fields blankfor a list of all values.

Maximum number of rows to return {up to 500): |300

SetID: begins with « |NDSU1
GL Combination Code: begins with = |S
Description: begins with
Search Additional = -
Chartfields:

Account: begins with ~
Department: begins with = |4310
ProjectiGrant: begins with =
Product: begins with

Fund Code: begins with =
Program Code: begins with ~

Class Field: begins with
Operating Unit: begins with +

[T ncluge History [ correct History [ case Sensitive
Search Clear - Basic Search [E Save Search Criteria

Search Results

00119960
0011996R

Review the list of items based on your search criteria.
ChartField values that you need, the Combination Code must be added.
click on it to display the Combination Code page.

COMBINATION CODE PAGE

Account Department Project/Grant Product ¢ ?QM C‘:? Ammamm‘e”‘“e Budget

View All
Bpren Status as

Setld Gro GL Combination Code of Effective Description
S Date

blank) 8435004310FARD0119960950R A Center of Excellence on Surfac
A Center of Excellence on S

1
1
1
1

Only the first 300 results of a possible 535 can be displayed. Enter more search key information and search again to reduce the number of search results or adjust the maximum number of rows to return and search again to see more rows.

First [4] 201-300 o200 3] Last

Chartfield Chartfield cmrme\u Business Activity Resource Resource Resuﬂ
1 2 3 UitPC D Type  (Calegory oo
NDSUL 1 PAY (k) (blank) (dank) [blank) [(bank)
NDSU1 |1 AY (blank)  (blank) (blank) |(blank) |(blank)
NDSUT |1 (blank)  (blank) (blank) |(blank)  |(blank)
NDSU1 1 (blank)  |(blank) (blank) |(blank)  |(blank)

If you do not see the combination of
If you see the right item,

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:

Connect ND
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Combination Code Table

SetlD: MDEUA
GL Combination Code: S435004310FARDO0B47E4401R
Combination Code Detail
*Effective Date: 01/01M1901 @ *Status: Active -
*Description: |44EJ1 BIOSECURITY, DISEASE SURV
Short Desc: 4401 BIOSE Valid Value
ChartField Detail
Account : 511002
Department : 4310
ProjectiGrant : FARDODB4TE
Product:
Fund Code : 43500
Program Code : 04401
Class Field : NDSUA
Affiliate
Operating Unit :
Alternate Account:
Budget Reference :
Chartfield 1: MDsUA
Chartfield 2 : 1
Chartfield 3 : PAY
Funding Source Information
Connect ND
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CoMBINATION CoODE 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 i 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.

CHARTFIELD 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 Aukxiliary Projects UNDAOO00000
UND Construction (nongrant) Projects UNDC000000
MISU Auxiliary Projects MISA000000
MISU Construction (hongrant) Projects MISC000000
NDSU Auxiliary Projects FARA000000
NDSU Construction (nongrant) Projects FARCO000000
NDSU Agriculture (nongrant) Projects FARGO000000

2. Grant Projects:

UND Grant Projects UNDO0000000
UND Grant Program Income Projects UNDP000000
MISU Grant Projects MIS0000000
MISU Grant Program Income Projects MISP0O00000
NDSU Grant Projects FAR0000000
NDSU Grant Program Income Projects FARP000000
Connect ND
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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 SetlD,
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.

Connect ND
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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 There are 12 Bus Units in the The 5 character

Unit Univ Sys. A single letter will Bus Unit will be

identify each Bus Unit. 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 The GL Program Code has 5 The 5 character

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

Account There are 7 GL Accounts used to The 6 character
record salary expense. A single Account will be
letter will identify each account. identified with 1

character
Connect ND
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The GL Business Unit will be translated to a single letter as follows:

GL Business Unit Description Letter
BSCO01 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 J
Campus
NDSCS North Dakota College of Science C
NDSU1 North Dakota State University S
NDUSO System Office 0]
UNDO1 University of North Dakota U
VCSU1 Valley City State University \%
WSCO01 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 6]
513005 Temp Salaries — Non Benefited T
514005 Overtime \Y
515005 Salary-Faculty F
515010 Faculty Overload P
515015 Salaries-Non Tchg Fac-Ext Serv E
517005 Graduate Assistants G
Connect ND
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The following table shows a valid salary expense GL ChartField string for Valley City State

University:
Bus Unit Fund Dept Project/Grant Prog Code ACEEUI
Code ID
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:

Connect ND
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ADDING AN HRMS SPEEDT YPE

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:

1 The individual maintaining ChartFields (adding new ChartFields as necessary) is likely to
be familiar with creating the ChartField strings needed for payroll.

1 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.

1 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

SpeedTypes
Find an Existing Value |
SetiD: UNDO1 @,
SpeedType Key: TestHRMS
User ID: HRMS @,
Primary Permission List: OJ

Add

Find an Existing Value | Add a New Value

1 Select the Add New Value tab.
1 Enter the SetID (Business Unit).
1 Enter a SpeedType Key.

Connect ND
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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

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.
1 Enter HRMS in the User ID Field.
0 Any SpeedType that is saved under the User ID of HRMS is sent to the HRMS
Application via Application Messaging.
1 The Primary Permission field is not used.
1 Click the Add button, the SpeedType page appears.

SpeedType
SetlD: UMD V| Publish Data
SpeedType Key: TESTHRMS
Type of SpeedType: One User UseriD: HRMS
Description: TestSpeedtype
Account: 511002 @, Salaries - Regular -Benefitted
Operating Unit: @,
Fund Code: 31400 @, Institutional Support
Department: 2000 @, VP Finance & Operations
Program Code: @,
Class Field: @,
Project: @,
Subsystem PC Bus Unit: @,
Subsystem Activity ID: @,
Subsystem Analysis Type: O,
Currency Code: @,
Statistics Code: @,

5] save =] motify | |i% Refresh [ Add | %] Update/Display

1 Check the Publish Data box.
o0 When adding a combo code, the Publish Data checkbox must be checked in
order to send the combo code to HR.
1 Enter a Description.
Enter the desired Chartfields.
91 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.

Connect ND
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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:
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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.

Combination Code Table

Set ID: NDSUA
GL Combination Code: S351007010FARGODO39001105R

Combination Code Detail Find | View All First I 4 of 4 I3 Last
*Effective Date: 01/011901 e *Status: Active hd
*Description: |Ag Budget Office

Short Desc: Ag Budget Valid Value

Account: 511002

Department : 7010

Project/Grant : FARGO03200

Product :

Fund Code : 35100

Program Code : 01105

Class Field : NDSUA

Affiliate :

Operating Unit :
Alternate Account :

Budget Reference :

Chartfield 1 : MNDSUA
Chartfield 2 : 1
Chartfield 3 : GLE
mm) Funding Source Information
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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 acombo code is the 1° 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. Asnemployee“ s sal ary is contrc
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:

Find an Existing Value

Set 1D = -

Fiscal Year: =

Budget Level =

Empl Record: =

Add a Mew Value

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for a list of all values.

Department; begins with

-

-

Position Pool ID:  begins with
Job Code SetID: begins with
Job Code: begins with
Position Number: begins with

Empl ID: begins with

-

Maximum number of rows to return (up to 500); |300

M |

l
l
|
v |
dl

|

[“]Include History ] correct History

2L

LLoLLLL

Search || Clear |BasicSearch [B Save Search Criteria
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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 perfformed. Because most of NDUS® budgeting

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):

Dept Budget Date Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions Dept Budget Taxes

SetlD:  NDSUA Department: 7110 Ext Agribusiness & Appld Econ Fiscal Year: 201
Budget Begin Date: 0710112010 Offset Group: HIED1 Budget Cap
Budget End Date: 06/30/2011 Per Budget Level Per Earn/Tax/Ded

Default Funding Source Option: Actual

Find | View All First K1 4 of 1 I Last

Department Position Pool Jobcode (@ Position Appointment =
Position Number: 00018447 Farm Management Specialist
Effective Date: 07/01/2010 Eff Seq: 0 Status: Active Date Entered:  07/01/2010
Earnings pudget Level Cap: 0.000.00 Currency: USD
Cap:

Earnings Distribution Customize | Find | B First K1 122072 I Last
Combination Code Distributed Earning Code Description Combination Code Description Exclusion Fringe Group Redirect Combo Code :

Earnings Sequence Funding End Allow

Code mrer Combination Code T Fiscal Year Budget Amount Tl Distribution %
1 1 5351007 110FARG0O039001000E 14324.000 |
2 1 5$351207110FARG0O039021000E 57296.000 |
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ADDING DEPARTMENT BUDGET ENTRIES

Within the “Department Budget TabdkenthdBddaNewi ndow
Value tab. The page shown below will be displayed.

Find an Existing Value

SetID: (&}
Department:

Fiscal Year: 0
Budget Level:

Position Pool ID: a,
Job Code Set ID: (o}
Job Code: Q,

Empl ID:
Empl Record: 0

Add

Department Budget Table USA

Position Humber: Q)

Find an Existing Value | Add a Mew Value

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

Set ID: Required:
Department: Required:
Fiscal Year: Required:
Budget Level: Required:

Position Number: Required:

Enter Company"® sbdgissi ness Unit
Enter the 4-digit department number.

For example fiscal year beginning 7/1/2010 is 2011.

Enter Position.

Enter a valid Position number.

Click on the Add 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 Defaults Dept Budget Earnings Dept Budget Deductions Dept Budget Taxes

SetlD: MDSUA Department: 2080 Information Technology Service
Fiscal Year: 2011
*Budget Begin Date: *Budget End Date:
*Offset Group: Higher Ed Offset Group

2] Per Budget Level Per EarniTax/Ded
L4 L4

*Effective Date: p7i0112010 |5 Effective Sequence: 0 (=]

Combination Code: 52164531200 MDSU Suspense CharField Details

Balance: 0.00

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 Suspense Account Code
Unit

BSCO1 B8022930100
DSU01 D8008731200
LRSC1 L8010030000
MASU1 M8034031000
MISU1 12683430000
MISUB J2540531100
NDSCS C8013611100
NDSU1 $2164531200
NDUSO 08000010100
UNDO1 U8501832600
VCSU1 V8006831000
WSCO01 W8999932000

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:

Dept Budget Date Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions Dept Budget Taxes

SetlD: MDSULA Department: 2090 Information Technology Senvice Fiscal Year: 2011

*Offset Group: Higher Ed Offset Group
(@ Per Budget Level Per Earn/Tax/Ded

*Default Funding Source Option: Funding End Date Defaults From Funding Source

Exclusion Fringe Group: | v|

*Budget Begin Date:

*Budget End Date:

Account Overrides
Use Acct Defined for Earnings Use Account Defined for US Tax
Use Account Defined for Dedns Use Account Defined for CanTax

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 Dpt Bdg M101003600R
(EAP)
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 thistabisusedasthedef ault funding for employees"®
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:

A Enter either a budget amount or a percentage of distribution in each row.
A 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 Seg# = 1 in the Earnings Distribution section of the
Dept Budget Earnings tab.

A When you use percentages, the sum of percentages for each position and sequence number
must equal 100.

A 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

Dept Budget Date Dept Budget Defaults Dept Budget Eamings Dept Budget Deductions Dept Budget Taxes

SetlD:  NDSU1 Department: 110 Ext Agribusiness & Appld Econ Fiscal Year: 2m
Budget Begin Date: 07/01/2010  OffsetGroup:  HIED1 Budget Cap
Budget End Date: 06/30/2014 Per Budget Level Per Earn/Tax/Ded

Default Funding Source Option: Actual

Level Find | View A1l First K1 10f4 I Last
Department Position Pool Jobcode (@) Position Appointment =

Position Number: 00018447 Farm Management Specialist

Effective Date: 07/01/2010 Eff Seq: 0 Status: Active Date Entered:  07/01/2010

Eamings gudget Level Cap: 0.000.00 Currency: USD

Cap:

Eamnings Distribution customize | Find | B | ¥ First £ 42012 1 Last

Distributed Earning Code Description Combination Code Description Exclusion Fringe Group Redirect Combo Code
Earnings Sequence N Funding End . Allow L
Code Number Combination Code Date Fiscal Year Budget Amount Tt Distribution %
1 1 5351007 110FARGO033001000E 14324.000
2 1 5351207 110FARGO039021000E 57296.000

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-Requi r ed. 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: Us u a | | This fiuthBer 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 Distribution

Customize | Find | B | 3

Combination Code Dish’iluted Earning Code Description Combination Code Description Exclusicn Fringe Group E)
Earnings Sequence Combination Code Distributed
Code Number

1 1 5351007 110FARGO039001000E

2 1 5351207110FARGO039021000E

First Kl 4-2 of 2 I¥ Last

% Effort

Earnings Code i Same as on Combination Code tab.

Sequence Number i Same as on Combination Code tab.

Combination Code i Same as on Combination Code tab.

Distributed i 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 i Earning Code Description tab

Earnings Distribution

Combination Code

Distributed Earning Code Description Combination Code Description

Customize | Find | B |

Exclusion Fringe Group

First KX 4-2072 I3 Last

D =

Earnings Sequence S . L
Code Number Combination Code Earnings Code Description
1 1 5351007 110FARGO039001000E
2 1 5351207 110FARGO039021000E

Earnings Code i Same as on Combination Code tab.
Sequence Number i Same as on Combination Code tab.
Combination Code i Same as on Combination Code tab.

Earnings Code Description — Defaults from the Earnings Code Table.
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Earnings Distribution T Combination Code Description tab

Earnings Distribution Customize | Find | | # First B 1-2af 2 b | Last
" Combination Code || Distributed | Earning Code Description Exclusion Fringe Group | D el
Earnings Sequence L S L _ _
Code Number Combination Code Combination Code Description  ChartField Details
1 1 5351007 110FARGO039001000E EXTA Salary and Benefits ChartField Details
2 1 5351207 110FARGO039021000E EXTF Smith-Lever B&C ChartField Details

Earnings Code i Same as on Combination Code tab.

Sequence Number i Same as on Combination Code tab.

Combination Code i Same as on Combination Code tab.

Combination Code Description i Defaults from the Combination Code Table.

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

ChartField Details

Combination Code: [5251007110FARGD039001000E |, @ Combination Codes
©) Speed Types | Search h

ChartField Detail

Account Department Project/Grant Product Fund Code Program Code Class Field
[s15015 Q. |[7110 Q. |[FarGoD3g00 |Gy | @ (35100 @ ([o1000 Q. [NDsUA Q
[ ok || cancel |

Combination Code i 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:

Search Combination Codes
GL Combination Code: [ @
Account: L Affiliate: (=8
Department: (S} Operating Unit: (S}
Project/Grant: (S} Alternate Account: (S}
Product: (S} Budget Reference: (S}
Fund Code: Q. chartfield 1: SN
Program Code: G, Cchartfield 2: a
Class Field: S Chartfield 3: SN
| Search | | "Ciear ;| = Cancel |
Select GL Combo Code Account Department Project/'Grant Product Fund Code Prograr
1| [elest]
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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 7 Exclusion Fringe Group tab

Eamings Distribution customize | Find | B | 3 7t 1 2072 1 Lot
(4]  Distributed | Earning Code Description | Combination Code Description Redirect Combo Code
Earnings Code alaris Combination Code Exclusion Fringe Group
Number
1| Q |t 3351007110FARG0039001000E Q =]
2| Q |1 5351207110FARG0039021000E HEBEN Q (=]

Earnings Code i Same as on Combination Code tab.
Sequence Number i Same as on Combination Code tab.
Combination Code i 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 T Redirect Combo Code

Earnings Distribution customize | Find | B | % Fret 42012 1 Laet
@ Distributed ~ Earning Code Description Combination Code Description Exclusion Fringe Group | BGEN[E=A# e

Earnings *Sequence

Combination Code Redirect Account Code ChartField Details
Code Humber
1 QN 5351007110FARG0039001000E ChartField Details E
2 a i 5351207110FARG0039021000E 5351007110FARGO039001000E ChartField Details E

Earnings Code i Same as on Combination Code tab.
Sequence Number i Same as on Combination Code tab.
Combination Code i 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 7 Click on the hyperlink to search and select a combination code.

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

Inim e = Defdng Business Bules = Deine Commit Accounding (U5 = Setop = Department Budget Table M Wi d o

ould o | ke the El;?'rnlngs changes for effzebve date 2004-07-01 applizd to Deductions and Tases 21507 (30000,27)

alacting "rES" will ug date Deduclions @nd Taees With the same aceount codes and distoution as e Earmings. Salact™ o iola e as s or upoaba yoursa i

[ Yes J[ o]

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

Dept Budget Date Dept Budget Defaults Dept Budget Eamings h Dept Budget Taxes

SetID: NDSU1  Department: 7110 Ext Agribusiness & Appld Econ Fiscal Year: 2011
Budget Begin Date: 07/01/2010 Budget End Date: 0613012011 Offset Group: HIED1

Default Funding Source Option: Actual

Department Position Pool Jobcode Position Appointment =

Position Number: 00018447 Farm Management Specialist
Effective Date: 0710112010 Eff Seq: 1 Status: Active Date Entered: 0818/2011
Deduction Budget Cap: 0.00 Currency: usD

|| Fringe Benefit Description Combination Code Description Distributed

Deduction Deduction *Sequence

Code Class Humber Combination Code Override

Plan Type Plan

E:;Ldmg End Fiscal Year Budget Allow Distribution %

Amount  Overspend

1 - Q Q Q 1 §351007110FARG0038001000E 9 E] 14324.000 7] =

2 - Q Q Q 5351207110FARGD039021000E F B 57296.000 V] =

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: Us u a | | This fluhBer. 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
Dept Budget Date Dept Budget Defaults Dept Budget Earnings Dept Budget Deductions |
SetID: NDSU1  Department: 7110 Ext Agribusiness & Appld Econ Fiscal Year: 201
Budget Begin Date: 07/01/2010 Budget End Date: 06/20/2011 Offset Group: HIED1
Default Funding Source Option: Actual
010120
Department Position Pool Jobcode Position Appointment =]
Position Number: 00018447 Farm Management Specialist
Effective Date: 07/01/2010 Eff Seq: 1 Status: Active Date Entered: 061612011
Tax Budget Cap: 0.00 Currency: UsD
B2 B 4 2 12 D
)| Locality Description Combination Code Description Distributed
State  Tax Class Locality ;Eﬁ:z:ce Combination Code Override E::‘:i"g 2 Fis”'ye”ﬁ“jgﬂﬁ: U\:r”;;:nd Distribution %
1 Q - Q| 8351007 110FARG0029001000E [51) 143224000 V| =1
2 Q - Q|1 $351207110FARG0029021000E el 57296.000 v =
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: Us u a | | This fiuthBier 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 i Budget information

Budget Actuals
SetlD: NDSUA
Department: 7110 Ext Agribusiness & Appld Econ
Fiscal Year. 20m
Process Type: Encumbrance
Empl ID:
Empl Record: 0
Details Al First K1 4 011 O ast
Budget Year: 2011
Detail Information Customize | Find | View Al | B | 2 Frst £ 450113 O Last
T i | Combination Code || Awaiting Posting ts || Posted ts |
C i it Control D it 1D e ] e lﬁjom“:)r;]rl A it Type Position Number  Position PoolID  Job Code SetlD JobCode Company Paygroup
1 222736 1/ Deduction 00018447 NDSU1 251001 |NDS NDB
2 222737 1 Deduction 00018447 NDSUA1 251001 NDS NDB
3 227738 1 Deduction 00018447 NDSUA1 251001 NDS NDB
4 222739 1 Deduction 00018447 NDSUA 251001 NDS NDB
5 222740 1 Deduction 00018447 NDSUA1 251001 NDS NDB
5] 222741 1 Deduction 000718447 NDSU1 251001 NDS NDB

Detail Information T Combination Code

v Al First 1 g or1 I Lot
Budget Year: 2011
Detail Information rat K g 0rt3 O Lot
Budget nformation  [RELITE N0 I Awailing Posting Amounts | Posted Amounts
. Commitment Control General o . . L
Commitment Control Document ID e Amount Type Ledger Unit Combination Code (ChartField Details Account Description
1 222736 1 Deduction NDSU1 8351007110FARG0039001000E ChartField Details 515015 EXTA Salary and Benefits
2 220131 1 Deduction NDSU1 3351007110FARGO039001000E ChartField Details 516005 EXTA Salary and Benefits
3 222738 1 Deduction NDSU1 5351007110FARGO039001000E ChartField Details 516015 EXTA Salary and Benefits
4 222739 1 Deduction NDSU1 3351007110FARGO039001000E ChartField Details 516040 EXTA Salary and Benefits
5 222740 1 Deducion NDSU1 $351007110FARG0039001000E ChartField Details 516055 EXTA Salary and Benefits
[} 22214 1 Deduction NDSU1 3351007110FARGO039001000E ChartField Details 516075 EXTA Salary and Benefits
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Detail Information i Awaiting Posting Amounts

Details Find | View Al First B! 4 of 4 I Last

Budget Year: 201

Detail Information customize | Find | View Al B | % Fist £ 160113 O Last

" Budget Information || Combination Code | [REN LD Gl ey G0 Posted Amounts

C i it Control D it 1D E ] Line‘l::uomn:)r;)rl A it Type Work Actual Amount Work Encumbrance Amount

1 222736 1 Deduction 0.00 0.00
2 222737 1 Deduction 0.00 0.00
3 222738 1 Deduction 0.00 0.00
4 222739 1 Deduction 0.00 0.00
5 222740 1 Deduction 0.00 0.00
i} 222741 1 Deduction 0.00 0.00

Detail Information i Posted Amounts

Details Find ) First K 1.0r1 O Last
Budget Year: 201
Detail Information customize | Find | View A1 BV | 5 Fist K 450743 O Last
Budget Information || Combination Code || Awaiting Posting Amounts  [REIEGEFG VTTES
Commitment Control Document ID Commi‘tm_em Eii) Amount Type Posted Actual Amount R e e P Annual Encumbered Amount
Line Humber Amount Actual Amount
1 222736 1 Deduction 0.00 0.00 0.00 0.00
2 222737 1 Deduction 0.00 0.00 17347 0.00
3 222738 1 Deduction 0.00 0.00 1349 0.00
4 222739 1 Deduction 0.00 0.00 9,394.24 0.00
5 222740 1 Deduction 0.00 0.00 784377 0.00
i 222141 1 Deduction 0.00 0.00 266 0.00

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 2321 Clicking
within the search results will yield the Run Control page for that report:
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RUN CONTROL PAGE

Funding Summary Report
Run Control ID:  kms ReportManager Process Monitor | RUM
Funding Summary Rpt Parameters
*Set D |NDSCS 2, *Department: 1100 QL Presidents Office
*Fiscal Year: 2011 *As Of Date:  |01/01/2011 3
Funding Summary By Report Option
) Appointment Level @ Position Level @ Earnings ) Deductions ) Tax
Position Humber: | Q
Active Data Only Output C5V File
Select your campus" Setl|l D, Department Number, Fiscal
Level (Appointment Level can be used if the campus has anv Department Budget Tables set up
by appointment) and the desired Report Option. Click &J
On the Process Scheduler Request paae (below), select PSNT for the Server Name, Web for
Type and PDF for Format. Clickon 9k
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A page of the report appears below.

Fecplascft
Eeport ID: EBUDOL1 Fogition Funding Summary Report Fage No. 1
Run Date 08/21/Z006
As of Date: 04/0L/2006 Bun Time 05:57:45
Report Optiom: Earmings Distributicm
SetID: NDECE Department: 1100 - Fresident's Office Ficcal Year: 2008
FUNDING BUDGET DIST. FUNDING TOTAL

PCEITION # STATUS LEVEL  COMBINATION COCE EARN CODE 2EQ AMOUNT L] End Date FTE
00011122 ACTIVE Admin Euppert Agpistant EN CE05252506R 1 24350.00 0.7E00230
00011156 ACTIVE  Exescutive Assistant EN 3140011008 1 31668.00 1.000000

CZ251311100 HEE 1 100.300
02011214 ACTIVE Fresident EN C3140011000 1 31008.00 1.0000330

3140011008 1 123736.00

CzzE1311100 HSE 1 100.000
00011275 INACTIVE Executive Assistant Hao Nnding Bcurce Available 0.o00330
00011281 ACTIVE  ATEA Director EN CEOS25Z5DER 1 53280.00 1.000000
0O01129¢ INARCTIVE oOffice Support (temp) Ho Funding Scurce Available ©.000000
03011475 ACTIVE Student Gen=ral Hao Nnding Bcurce Available 0.o00330
00011555 ACTIVE  Early Retirements EN 3140011000 1 1o0.000 ©.000000

Total Humber of Pcaiticns Frocesse d: - H
End of Report

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.

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for a list of all values.

S EURS SBR[ Add a Mew Value

Maximum number of rows to return (up to 500); (200
Set ID: = NDsUA
Department: begins with ~ (2340

Jepye

Fiscal Year: = \ 2011

Budget Level: =
Position Pool ID:  begins with ~ |
Job Code Set |D:  begins with v|
Job Code: begins with ~ |
- |

d

|

4

Puaosition -

Position Number: begins with Q0022494

Empl ID: begins with

2L L L L0

Empl Record: = -

=]

Include History Correct History

Search || Clear |Basic Search [B Save Search Criteria

Step #2: Go to the Dept Budget Earnings tab. Click on the + key in the section labeled Level.

" DeptBudgetDate || DeptBudget Defaults |[ali=0G04==[i =08 Dept Budget Deductions || Dept Budget Taxes |

SetlD: MNDSUA Department: 2340 History, Philosophy & Rel Stud Fiscal Year: 2011
Budget Begin Date: 0710112010 Offset Group: HIED1 Budget Cap
Budget End Date: 06/20/2011 Per Budget Level Per Earn/Tax/Ded

Default Funding Source Option:  Actual

Find | View All First K1 1.0f1 DI { 5at

Department Position Pool Jobcode @ Position Appointment =
Position Number: 00022494 Student General
Effective Date: 07/01/2010 Eff Seq: 0 Status: Active Date Entered:  07/01/2010
Eamningspudget Level Cap: 0.000.00 Currency: USD
Cap:
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Step #3: Add a new effective date. Effective dates are normally the beginning date of a pay

period.
Level Find | View All First = 1 0f2 I Last
Department Position Pool Jobcode @ Position Appointment =
Position Number: 00022494 Student General
*Effective Date: 01012011 [ Eff Seq: 0 *Status: Active M Date Entered:  06/17/2011
Earnings Budget Level Cap: 0.00 *Currency: s &
Cap:

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.

Earnings Distribution Customize | Find | ! First K1 13073 I Last
" Distributed || Earning Code Description || Combination Code Description || Exclusion Fringe Group || Redirect Combo Code |
i"o""‘;"gs ;?:::“ Combination Code ;:::i"g e Fiscal Year Budget Amount 0\:[":;“ u Distribution %
1 Ja [t | |s3021822400 | T 1290.000 =
2fH1s @ 1 s3021823400 [ = [ 25000/ [F =
314 JQ [t | |2472005250FAR00169450 [ = 75.000] [+ |[=]

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.

DeptBudgetDate | DeptBudgetDefaults | DeptBudgetEamings (L 8=GHE RGBT | Dept Budget Taxes

SetlD: NDSU1  Department: 2340 Histary, Philesophy & Rel Stud Fiscal Year: 2011
Budget Begin Date:  07/01/2010 BudgetEnd Date:  06/30/2011 OffsetGroup:  HIED1
Default Funding Source Option: Actual
Level Find | View A1 First ! 1072 I Last
Department Position Pool Jobcode @ Position Appointment =
Position Number: 00022494 Student General
Effective Date: 010142011 Eff Seq: 1] Status: Active Date Entered: 0611712011
Deduction Budget Cap: 0.00 Currency: usp
Deduction Distribution Custorize | Find [ B | 3 st 1 1071 1) Lest
Fringe Bene it Descripton | Combination Code Description | Distributed
i i *Beq| _— N Funding End Fiscal Year Budget Allow AP
Plan Type Plan Code Class Number Combination Code Override Date et T Distribution %
1 - Q | Q| Q 1 53021823400 \ i 1290.000 =
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" DeptBudgetDate || DeptBudget Defaults || DeptBudgetEarnings || DeptBudget Deductions | [BL Az ARG

SetlD: NDSU1 Department: 2340 Histary, Philosophy & Rel Stud Fiscal Year: 2011
Budget Begin Date:  07/01/2010 Budget End Date: DB/30/2011 Offset Group: HIED1

Default Funding Source Option: Actual

Level Find | View all First ! 40f2 I Last

Department Position Pool Jobcode (@ Position Appointment =

Position Number: 00022494 Student General

Effective Date: 0101/2011  Eff Seq: 0 Status: Active Date Entered:  05/17/2011

Tax Budget Cap: 0.00 Currency: usD

Tax Distribution

o
Customize | Find | & | B First ] 10f1 H] Last
(S0 N Localiy Description | Combination Cods Description | Distributed

" *Sequence R N Funding End Fiscal Year Budget Allow .
State Tax Class Locality Number Combination Code Override Date e Eresrerd Distribution %
1 & - | Q1 93021823400 | B 1290.000 =

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.

Department Budget Table USA

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ’ Add a Mew Value

Maximum number of rows to return (up to 500): | 300

Set ID: B Junpo1 Q
Department: begins with + {1120 Q

Fiscal Year: = - 2011

Budget Level: = - Position -

Position Pool ID:  begins with ~ |
Job Code SetID: begins with ~ |
Job Code: begins with - |
Position Number: begins with - |DUU14082

Empl ID: begins with + |

LLLLLLO

[}

Empl Record: = - |

Include History Correct History

. Search || Clear :|Elasi|:Sear|:h [E] Save Search Criteria
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Step #2: Go to the Dept Budget Earnings tab. Click on the + key in the section labeled Level.

" DeptBudgetDate || Dept Budget Defaults | [Rf]ad= k- 0==1ll: =h | Dept Budget Deductions | Dept Budget Taxes |

SetlD:  UNDO1 Department: 1120 EERC Fiscal Year: 2011
Budget Beqgin Date: 07/01/2010 Offset Group: HIEDA Budget Cap
Budget End Date: 06/30/2011 Per Budget Level Per EarnTax/Ded

Default Funding Source Option: Actual

Find | View Al First K 1of1 )] Last

Department Position Pool Jobcode (@ Position Appointment =
Position Number: 00014082 Research Engineer
*Effective Date: 0710172010 | EffSeq: 0  *Status:  Aclive v Date Entered:  07/01/2010
Earnings pydget Level Cap: 0.00 *Currency: |YSD Q
Cap:

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

period.
Level Find | View All First - 1072 I Last
Department Position Pool Jobcode @ Position Appointment =
Position Number: 00014082 Research Engineer
*Effective Date: 010172011 [ EffSeq: 0  *Status: - Date Entered:  06/17/2011
Eamnings Budget Level Cap: 0.00 “Currency: [USD &
Cap:

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

Earnings Distribution customize | Find | B | B First £ 43013 1 (ot
" Distributed || Earning Code Description || Combination Code Description || Exclusion Fringe Group || Redirect Combo Code |
(E:"O’;;"g’ :‘?"‘1‘:‘:“ Combination Code FD:;‘:i"‘-’ End Fiscal Year Budget Amount Ov:r"f:en a Distribution %
1| a 1 U214981120R [ EI 51770.000 =
2 a [ U220641120R | B 4930.000 =
3| a [1 U220661120R [ E 4930.000 =l

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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Earnings Distribution Customize | Find | E

" Combination Code || Distributed || Earning Code Description | (st e T Exclusion Frings Group | [P
{E:'::;“gs :‘mx:“’e Combination Code Combination Code Description  ChartField Details
1| a [ U214381120R ERC PAYROLL ChartField Details
2|| a [ U2206841120R EERC SICK LEAVE AND OTHER | ChartField Details
2| a [ U2206861120R EERC VACATION POOL ChartField Details

Earnings Distribution | T

Customize | Find | =
@80 ) Distributed | Earning Code Description || Combination Code Description || Exclusion Frings Group || Redirect Combo Code

1-3 of 3 L4 Last

m"g“ :ngi:m Combination Code E:t“:i"gf"d Fiscal Year Budget Amount OU::SI: » Distribution %
1| Q U214981120R | B 51770000 =]
2| Q |1 U220641120R | I 4930.000
3 Q 1 U220661120R W | 100000 [#] [=]

[+ [=]

Step #5: Save the record.

Notes:
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ACTUALS DISTRIBUTION PROCESS

OVERVIEW

The Actuals Distribution process distributes actual earnings, employer deductions, and employer
taxes across the funding sources you've established and naotifies 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 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 Optio n o f  ,alAdeductiant “ ,
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 departme nt “ 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 All ow Overspend flag is checked
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.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query
*Search By: Query Name - begins with |NDU_CA_DF'T_EIDGT_ru1ISS

Search | Advanced Search

Search Results
*Folder View: — All Folders — -

Check All Uncheck All *Action: - Choose — - Go

Runto Runto Runto

Select Query Hame Descr Owner Folder Edit HTML Excel XML Schedule
[F] NDU_CA_DPT_BDGT_MISS_ERM Earnings wimissing Dept Bdgt  |Public Edit HTML | Excel XML Schedule
[[] NDU_CA_DPT_BDGT_MISS_JOB Job Data without Dept Budget | Public Edit |HTML |Excel (XML  |Schedule
Click,,, HT Meéxt to the query name. The following screen appears:
NDU_CA_DPT_BDGT_MISS_JOB - Job Data without Dept Budget
Pay End Date: || El
Fiscal Year: ]
Business Unit: 2
View Results
Enter the Fiscal Year, Company, and Pay Period End Date and click =¥ Results |
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Download results in . Excel SpreadSheet CsvTextFie JuLFile (2 kb)

View Al
Co Unit HName D Empl Record DeptID Position Empl Status Empl Type Comp Freq Comp Rate

2 |UND UNDO1 Eo 7 012205 00028115 A 8 1]

First [§] 1-8 of 8 ] Last

1 |UND UNDO1 E 0 0(2310 00017433 A H H 11.110000
277750000

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. Itis

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 ~~~~~~~5 it is helpful to enter the company
and pay end date being processed before clicking %.

Review Payroll Error Messages
Enter any information you have and click Search. Leave fields blank for a list of all values.
Maximurm nurmber of rows to return (up to 500); (300
Company: begins with - |EISC &}
Pay Group: begins with - | '}
Pay Period End Date: = - |EISH 2011 Q
Off Cycle ? [l
Page Nbr: = - |
Line Nbr: = - |
Pay Run IDx begins with - | &}
Process Instance: = - |
Search Clear |Basic Search Save Search Criteria
Search Results
WView All First [q] 1of1 [»] Last
Company|Pay Group|Pay Period End Date Off Cycle 7 Page Nbr Line Nbr Pay Run ID  Process Instance
BSC B3N 03M5/2011 M 1 1 B3SC110315(0
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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.

Review Payroll Error Messages

Company: BSC Pay Group: BSM Pay Period End: 03M5/2011 Off Cycle
Page: 1 Line: 1 Process Instance:
Empl ID: Empl Record:
4] 11
Separate Check:
Message ID: Q00B03
Description: The maximum earnings funding amount was exceeded and distributed to the account defined to be (El

allowed to overspend in the Budget Level . When ‘Distribute With This Error is checked for this error
message (Pay Message Table), and the account used is not desirable adjust department funding.

Message Data: HO1
28084

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.

Run Control ID: kms Report Manager Process Monitor Run

] Process All Companies?

Company B3C

Description
Invalid Acct for DediTax Dist

Dist Missing Acct Mbr
Missing Distribution Lines
Distto Susp Combao Cd
Distw! Inval Combo Cd
Dist Amt Out of Balance

Dist Missing Key Fields

=]
HHH!HHHHE

Validate HEF has Acct 223002

ect All
Ln-select All

Lg]
o

Enter the ¢ a mp u schasacted 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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R AR AR R A AR E A KR ER AR
* Process Information =

AR AR AR KRR R A AR KRR AR A AR ERR
CperID : kstinar

Run Cntl : kms

Proc Date: 06/09/2011 at 01:09:09
Proc Inst: 1502540

R R R R R R R R R R KRR R R R

* guery Run Information *
T T e T

Qry Ran Qry Descr

Yes Invalid Acct for Ded/Tax Dist
Yes Dist Missing Acct Nbxr

Yes Misszing Distribution Lines
Yes Di=t to Susp Combo Cd

Yes Dist w/ Inval Combo Cd

Yes Dist AZmt Cut of Balance

Yes Dist Missing Eey Fields

Yes Walidate HEF has Acct 223002

KRR KRR R R AR R R KA R R R R R R KRR AR KRR AR H R RR AR ERR AR

* INVALID ACCT FOR DED/TAX DIST #

R R R R R R R R R R KR R R R R R KRR KRR R KRR R AR R

No Matching Values

KRR KRR R R AR R R KA R R R R R R KRR AR KRR AR H R RR AR ERR AR

* DIST MISSING ACCT NER #

R R R R R R R R R R KR R R R R R KRR KRR R KRR R AR R

No Matching Values

KRR KRR R R AR R R KA R R R R R R KRR AR KRR AR H R RR AR ERR AR

# MISSING DISTRIBUTICH LINES ol

R R R R R R R R R R R R R R R R AR R R R R AR AR R AR R R R R R R AR R R R R AR R AR

Co Pay Grp Name Empl ID Empl Rcd# Pay End Date Type Descr Curr amt
BSC BS3C 2 2011-03-31 Ded HDSINC 0.67

B5C BS3C 2 2011-03-31 Ded HDSWAV 0.21

BSC BSC 2 2011-03-31 Ded HTIAL1l 339.21
BSC BSC 2 2011-03-31 Ded PF10102 413 .83
BSC BSC 2 2011-03-31 Ded P1Z101 0.7

BSC BS3C 2 2011-03-31 Ded P20101 0.14
BSC BSB ] 2011-03-31 Ded P7D101 6.02

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.

* MISSING DISTRIBUTION LINES *

This error message is displaying rows where the distribution lines are blanked out. This can include the FY, Period, Earnings, Combe Code, and associated chartfields.
Take these steps to resolve the issue:

1. Navigate to Actuals Distribution

2. Enter in all missing distribution lines

* DIST TO SUSP COMBO CD *

the allow to overspend box 1s not checked and the limit has been reached. Take these steps to resolve the issue:
1. Navigate to Actuals Distribution

2. Select the correct combo code

3. Update the DBT as needed using an effective date equal to the next on-cycle payroll

* VALIDATE HEP HAS ACCT 223002 *
This error message is displaying rows where the HEP account number is not equal to 223002, which is the correct account number for HEP, Take these steps to resolve the issue:
1. Navigate to Actuals Distribution

2. Update the account number for HEP to 223002 as needed

This error message is displaying rows where either sarnings, deductions, and/or taxes were distributed to the suspense account. This can occur when a DST is setup as a budgeted amount where
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REVIEW SUSPENSECOMBO CODE 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.

Earnings Suspense Combo Code Deduction Suspense Combo Code Tax Suspense Combo Code

Company: NDS Page Number: BEE
Pay Group: NDB Line Number: 7
Pay End Date:  04/30/2011 Lloff Cycle
Empl 1D
Earnings Find | View Al First ' 1 of 4 I Last
Separate Check Hbr: o Employment Record: 0
Earnings Code: Regular Earnings: 1,928.85
Find | View All First © 1 of4 I Last
Fiscal Year: 2011 Period: 10
Earnings: | 1928.85
*Combination Code: 52164531200 A NDSU suspense ChariField Details
Department: TE30 Job Code: 210501
Position: 00019061 Position Pool ID:
currency: UsD
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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

) Deductions || Taxes
Company: MNDS NDB Pay End Date: 04/30/2011
Off Cycle Page: 23 Line: 1
Empl ID: Hame:
4] D]
Separate Check: 0 Empl Record: 0
Earnings Code: Regular Amount: 1,626.36
*Fiscal Year: PD” Q *Period: 10/Q Amount: 1,626.36 =
Combination Code ggfﬂ:};iem Account Department Project/Grant Product Fund Code
eld
5341111100R = 511002 s s
Department: 1100 A currency: UsD
Job Code: 431002 Q Position: 00021525 Q Position Pool 1D:
Account: 511002 2

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

Earnings Deductions  [BENGS

Company: NDS t NDB Pay End Date: 04/30/2011
Off Cycle Page: 23 Line: 1
Empl ID: Name:

Deductions | Find | View All First KN 2 of 6 I [ast

Separate Check: 0 Plan Type: Medical Benefit Plan: DAKPPO

Deduction Code: Dak PPO Deduction Class: MNontaxable

Current Deduction: 412.83 AP Status:
Distribution | Find | View A1 Firsi © 4 of 1 1 Last

“Fiscal Year: 011 @ *Period: [ 10@  current Deduction: 41283 [#[=]
Combination Code g;:;rill:ield Department Project/Grant Product Fund Code
5341121100R w 1100 34112
Empl Record: I_U Department: 1100 Q Currency: UsD
Job Code: 431002 @ position: 00021525 | & position Pool ID:
Account: 516055 Q

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.

Connect ND
Commitment Accounting Page 59
June 2011



CON“E(_)]’

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.

Earnings Deductions

Company: NDS Pau Grann: NDB Pay End Date: 04/30/2011
Off Cycle rage: 23 Line: 1
Empl ID: 0297648 Name: Suchor Jerome V
Taxes | Find | View Al First Kl 2017 I Last
Separate Check: 0 Tax Entity: Us Federal
Locality: Tax Class: OASDIER
Current Tax: 111.09 AP Status:
Distribution | Find | View A1 First 0 4 of 1 1 Last
*Fiscal Year: 2011 *Period: 10 Current Tax: 111,09 [H[=]
B ChartField ;
Combination Code Details Account Department Project/Grant Product Fund Code
ChartField
S341121100R Details 516170 1100 34112
Empl Record: 0 Department: 1100 X curreney: UsD
Job Code: 431002 Q Position: 00021525 Q Position Pool ID:
Account: 516170 &

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:

" Deductions | Taxes |

Company: NDS Pay Group: NDB Pay End Date: 04/30/2011
[Joficycle Page: 668 Line: 7
Empl ID: 0328875 Name:

Swanson,Kendall Carl

Earnings | Find | View All First ) 4 of 4 I Last

Separate Check: 0 Empl Record: o

Earnings Code: Regular Amount: 1,928.85

Distribution | Find | View Al First ©) 4 of 4 I Last

*Fiscal Year: 2011 Q *Period: 10Q Amount: 1928.85 =

ChartFields

Combination Code ChartField

Details Account Department Project/Grant Product Fund Code
ChartField
52164531200 Details 512005 3120 21645

Department: 7630 Q Currency:

uUsD
Job Code: 210501 & Pposition: 00019081 @, position Pool ID:
Account: 512005 Q

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

ChartField Details

Search Options

Combination Code: 52164531200 & Combination Codes

) Speed Types | Search |

ChartField Detail

Account Department ProjectiGrant Product Fund Code Program Code Class Field

[512008 Q (3120 a | Q| Q (21645 a | Q  (NDsud Q
You can replace the combo code by keying a new code in the Combination Code field, or i f you

know the combo code, you can click on the look up located at the right side of the field.
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# 3

Step When you"ve entered the correct combo

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:

( Deductions \E Taxes N

Company: NDS Pay Group: NDB Pay End Date: 04/30/2011
[loffcycle Page: 668 Line: 7
Empl ID: 0328875 Name: Swanson,Kendall Carl
Earnings | Find | View All First ) 1 of4 I Last

Separate Check: o

Empl Record: o

Earnings Code: Regular Amount: 1,928.85

Distribution | Find | View Al First “! 4 of 4 I | ast
*Fiscal Year: W Q *Period: ’—10 Q Amount: ’W =

ChartFields

Combination Code g::;;:iem Account Department Project/Grant Product Fund Code

5301002230F w 515005 2230 30100
Department: 7630 Q Currency: uUsD
Job Code: 210501 A Pposition: 00019081 @ position Pool ID:
Account: W Q

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.

/ Deductions AT Taxes N

Company:

Separate Check:
Earnings Code:

Distribution | Find | Vie

0

Regular

All First

Empl Record:

Amount:

MNDS Pay Group: MNDB Pay End Date: 04/30/2011
[“loficycle Page: 23 Line: 2
Empl ID: Name:
Earnings | Find | View All First ! 10f2 I Last

3
1,681.39

1of1 L Last
*Fiscal Year: 2011 Q *Period: 0 Amount: 168139 [#[F]
ChartFields
o ChartField :
Combination Code Details Account Department ProjectiGrant Product Fund Code
ChartField
5341031100R Details 511002 1100 34103
Department: 1100 A currency: usD
Job Code: 331022 & position: 00021178 @ position Pool ID:
Account: 511002 Q
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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.

" Deductions || Taxes |

Company: NDS

Pay Group: MNDB Pay End Date: 04/30/2011
[loffcycle

2

Page: 23 Line:
Empl ID: Name:

Earnings | Find | View Al First - 4 of 2 I Last

Separate Check: o

Empl Record: 3
Earnings Code: Regular Amount: 1,681.39

Distribution | Find | View Al First Kl 2072 [ [ ast

*Fiscal Year: 2011 |Q

*Period: 0 Amount: 0.00 [+ [=]
ChartFields
P ChartField .
Combination Code Details Account Department Project/Grant Product Fund Code
ChartField
Details
Department: 1100 Q Currency: uUsD
Job Code: 331022 QA Pposition:

ooo2117s Q@
Account: Q

Position Pool ID:

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

Search Options
Combination Code: |

@ Combination Codes

©) Speed Types | Search |

ChartField Detail
Account Department

ProjectiGrant

Product Fund Code Program Code Class Field
| Q | Q | Q | Q | Q | Q | Q

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

combo code is selected, clickon ~ “¥  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:

Separate Check:
Earnings Code:

*Fiscal Year:

0 ] [¥]
Earnings | Find | Wiew All First 10f2 Last

0

Regular

Distribution | Find | View 1 First L 4-20f2 1 Last

2011 | Q

Empl Record:

Amount:

3
1,681.39

10/Q

Amount: 840.70 [#I[=]

Combination Code gg::itl:iem Account Department Project/Grant Product Fund Code
ChartField
S341031100R Details 511002 1100 34103
Department: 1100 Q Currency: UsD
Job Code: 331022 @ position: 00021178 |Q  position Pool ID:
Account: 511002 Q
*Fiscal Year: 2011 |Q *Period: 10Q Amount: 84089 =
ChartFields
Combination Code g::aritl:ield Account Department Project/Grant Product Fund Code
ChartField
S341111100R Details 511002 1100 3411
Department: 1100 A currency: UsD
Job Code: 331022 & Pposition: 00021178 | Q. position Pool ID:
Account: 511002 Q

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:

Run Control ID: kms Eeport Manager Process Monitor s
Pay Run ID: NDS110430 |y
*Setl: NDSU1 G
Department: 2740 Q
Empl 1D aQ,
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 __RU" | and the following screen will appear:

Process Scheduler Request

User ID: kstinar Run Control ID: kms

Server Name: PSNT *  Run Date: 061712011 [
Recurrence:

RunTime: | 10:59:18AM ~ Resetto Current DateiTime
Time Zone: Q

hd

Select Description Process Name Process Type *Type *Format Distribution
HE Actuals Report NDUCAS04 S0R Report Web * PDF + Distribution
OK | Cancel

Click —___ to recall the Control ID page, the click _Refresh | until the Run Status task bar
changes from Processing to Success (pictured below):

View Process Request For

User ID: O Type: - Last - | 1 Days - _ Refresh

Server: : Name: I—Q Instance: | to |

Run ~ Distribution - Save On Refresh

Status: Status:

Process List Customize | Find | View A1 | B 88 First Kl 4 of 4 D Last
Select Instance Seq. Process Type ﬁ User Run Date/Time Run Status w Details
[] |1530088 SOR Report NDUCAS04 |kstinar | 06/17/2011 10:59:18AM CDT Processing  N/A Details

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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NDUCASD4 NDUS Actuals Report Page 1 of 27.

NDS
it: NDSU1
d: 2011-04-30 00:00:00.000

Department ID: 2740
Employee ID: 0830560
Empl.ID  EmplRec. Employee Name Gross Amt. Earning Code Earm Acct Earn Amt  Ded Acct Ded Amt Tax Acct Tax Amt

Position . 00019897 :

GROSS ANDFRINGE 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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Run Control ID:  kms

English

-

Language:
Report Request Parameter{s)

Data Loaded by:
Run Report For

Fiscal Year: | 2011

Company: [NDS /@ nDsU

All Department
Departments

*Set D

Accounting Period:
All Companies & Paygroups

Gross and Fringe Report

Repornt Manager

Process Monitor El

Last Loaded:

Pay Group: Q

o) )

Customize | Find | Viev

Short Description

| Q|

Pay Period End Date: ]

0412712011

All Funding Sources
Funding Sources

*Combination Code

ap ) B

Customize | Find | Viev

Short Description

All Projects

Projects

*Project/Grant

ap ) By R

Customize | Find | Visv

Column Definition Code:
@ Detail Report

Report Option

HIEDA

-

Salary & Benefit Distribution
) Summary Report

by Fiscal Year

Secondary Sort Sequence:
Detail Report Sort Sequence: Employee Mame

by Department

Funding Source

-

-
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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 , HI ED1" for the predefined Col umn

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

PecpleBeft

Beport ID: HECAD12 Gross & Frings Detail Repert Page Ha. 12

Bun Cate 98,

Pun Time 16:02:22
Company NOE Morth Daketa State University
Paygroup: NDE WISV - Salarizd
Figcal Year: 2006 Accounting Fericd: &
Department: NDEUL-1100 North Dakota Forsst sarvice
Funding Bcurce: 83410411007 CENTENNIAL TREEZ PROGEAM
Hamz Fopitiond Checkd Tetal Tokal Reg/ont /sun oT/Ha Taxes Retirsments  Health/Life Other

Erpl ID-Rcdf  Joboode fool  PayEndot Gross Frings Earnings Earnings ERF/Dish General Total

Cla=ys, Thomas & 00018585 00100528 1538.67 0.00 1535.87 0.0 0.00 a.00 0.90 0.00 1538.67
DO7EL79-000 131002 2008-02-31
Funding Scurce [83410411007) Total 1538.67 0.00 1535.87 0.0 0.00 a.00 0.90 0.00 1538.67
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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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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 querkPYeSAPt.hat begin with “NDU_

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query

*Search By:  Query Name - begins with NDU_PY_AP
Search | Advanced Search
Search Results

*Folder View: — All Folders — hd

Check All Uncheck All *Action: - Choose — - Go
k) 4] ]
. Runto Runto Runto

Select Query Hame Descr Owner Folder Edit HTML Excel XML Schedule
[ |NDU_PY_AP_BOND_DIST MDU_PY_AP_BOMND_DIST Public Edit HTML |Excel XML Schedule
= MDU_PY_AP_DED_STATUS Status of ded for AP interface Public Edit HTML | Excel XML Schedule
[[] NDU_PY_AP_DED_STATUS_INDIV Indiv plan status for AP Public Edit HTML |Excel XML Schedule
[[] |MNDU_PY_AP_EXTRACT_LINES Display Detail Vouchers Lines Public Edit | HTML |Excel XML Schedule
[ NDU_PY_AP_EXT_MISMATCH Voucher Detail == Ded Amt Public Edit HTML |Excel XML Schedule
= MDU_PY_AP_GRMNSH_FUNDG2 AP Funding Sources for Garns Public Edit HTML | Excel XML Schedule
[[] |NDU_PY_AP_MISS_CHARTFIELD List Missing Chartfield Public Edit HTML |Excel XML Schedule
[ NDU_PY_AP_MISS_CHARTFIELD_PPE List Missing Chartfield - PPE Public Edit HTML |Excel XML Schedule
[ NDU_PY_AP_TAX_STATUS Status of tax transactions-AP Public Edit HTML |Excel XML Schedule
= MDU_PY_AP_TAX_STATUS_IMNDIYV Status oftax transactions-ARP Public Edit HTML | Excel XML Schedule
= MDU_PY_AP_VCHR_SUMMARY Summary of Vouchers Mot Sent | Public Edit HTML | Excel XML Schedule

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. Itis 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 . I f i t"s $O0cti@Qvas takem &am Pregag (orsvastndt takew) andl u
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 |l ookup the employee®"s payc

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 col umnaldodes (Bleisthekdtle Beéddor Rederalftaxas 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 |NTERFACE

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 P0O009679 | 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

P17102 | 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 i Lines. The search
screen displays as follows:

Review AP Extract-Lines

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 500 W

SetiD: begins with - ||5HARE

Vendor ID: beqgins with - |I:IEIEIEIEIEIEEEQ

Invoice Humber: beqgins with - |F'I:IEE1EIEIEI

Payment Date: = - El
Invoice Date: = - El
Company: begins with v|

Pay Group: begins with v|

Pay Period End Date: = - | El

[l case Sensitive

Search Clear |Basic Search Save Search Criteria

Search Results

View All First [q] 1-3of3 [p] Last
setlld Vendor D Invoice Humber Payment Date Invoice Date/Company Pay Group Pay Period End Date
SHARE|0000003229 PO261900 023312011 |0321/2011 MNDS NODB 023M5/2011

SHARE 0000003229 P0O261900 03312011 03312011 MDS NDC 03M52011

SHARE 0000003229 P0O261900 03312011 03312011 MNDS MOM 03152011

Information you need to input on the search screen is: SetlD (always SHARE since Higher Ed
shares vendors with the State), VendorlID, 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:

Review AP Extract-Lines

Inveice Infermation Pay Information

Deductions Taxes

ChartFields

Send to Empl

AP Empl 1D Record
0
0
0
0
0
0
0

Name

Extract Type
Deduction
Deduction
Deduction
Deduction
Deduction
Deduction

Deduction

Amount Pay Mode
7.950 As Deductd
0.160 As Deductd
8.110 As Deductd

14.020 As Deductd
2.200 As Deductd
7.380 As Deductd

8.090 As Deductd

Set ID: SHARE Vendor ID: 0000003229 PERS GROUP INSURANCE, MD
Invoice Number: P0O261800 AP Business Unit: NMOSL
Payment Date: 0313112011 Invoice Date: 031312011
Federal EIN: State and Local EIN:
More Information:
Invoice Details

Company: Pay Group: _@ |E| |E| |E| |E|
Extract Type:

Empl 1D:

Name:

Search 110 16 of 16

Ll

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 1
Headers. The same search criterion is used for this inquiry. The following screen shows the

invoice header:
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Review AP Extract-Headers
B ] 1]
) Texifccounting

Voucher Invoicing Extract  Remitting

sent Description - Type i —— Remit to Location

Send Review AP Extract-Lines SetID Vendor ID  Invoice Number Invoice Date Payment Date

{¥]] Review AP Extractlines |SHARE 0000003228 PD261300 03/31/2011 031312011 Non-Tax 1 MAIN

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 ARetroactive Budget changes made, Save those
(1502,552)0 they should always select fiNooO. But if t
is saved but no retroactive transactions will be created.
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RETROACTIVE DISTRIBUTION BUSINESSPROCESS

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. Itis 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:

Process Direct Retro Distribution

*Days Prior Pay End Date: | 28

Run Control ID: kms Report Manager  Process Monitor |—R“" |
*gat ID: NDSUA| G

Processing Option Search for Next Payroll

*Apply to Transactions: All - Pay Period End Date: 05/21/2011 |3

lgnore Off Cycle

Begin Date: |04/30/2011 |[#] End Date: |04/20/2011 [#]

Or Fiscal Periods

Detail Calendar ID:

[]
[ ]
[ ]

From Year:

To Year:

Date Range
Earnings End Dates

Period: \:I
Period: \:I

Search Fields customize | Find | View A1 | 8 | 2 Frst B g opq I Last
*Field Description Field Value Search Spaces
| Q | =]
Update Sequences Find | View Al First K 1.0f 1 I3 Last
*Sequence: *Amount: E|
Update Value customize | Find | View A1 | B | B Firet BB g or 1 I L aat
*Field Description Field Value Update Space
I Q | Q =
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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” i s t he r e c otometwactivelyddistiibaté eamings,
deductions, and taxes. Ot her wi sEarns’c { ey éaedniges )d e s'i r e
(deductioaxs) (tame s . Note that when selecting “Earnce

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

Days Prior Pay End Date: Change t hi s f il8l d idlctkicabtdassune that thee
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. Itis 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
Empl oyee | D equaasingleproce8sm@rard 0 0* o n

¥da)

Field Value: Free-form entry of the value associated with the field selected in Field Description.
For exampl e, yb00 wo @l goenh@hartFiglcD eepcatretdme* nt * as Fi el d
Description. This would attempt to update all amounts that were paid out of Department 1100.

Search Spaces: Onl y c¢cl i c@®n’t hifs yfoiuelwaant to update rows where
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 automat iIANDI"I ¥ ogd &€s wBewnl edaammosi ng who to up
Search Fields. For example, you have 3 rows entered as below:

Search Fields Customize | Find | Yie
‘Field Description Field Value

1 |Employee Id a (1N =

2 |Ermpl Red aQ | (=]

3 |Project/Grant Q UNDO004065 O [=]
This set of Search Fields tells the system to find Er
distribution rows paid from Empl Rcd #of , 1* and paid from Project/ Grant of
Empl Rcd# is not ,1" or the Project/ Grant is not , UNI

di stribution 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. 1"Géfienpldaguindelk hees:
Combination Code field. If updating the Account field in addition to the Combination Code
field2 doe the Account row. I"Ml” .updating just the /

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" 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:

Ent &r for the amount to be r ed.i stBhthfuare‘dt heo amomuwent ct
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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Update Sequences
‘SeqNum: ‘Amount: =
Update Value Custornize | Find | *
“Field Description Field Value ChartField Details Update
Space
1 |Camhbination Code |Q Us00802350R CharField Details [=]

"SeqNum: *Amount: 850,000 =l

Update Value Customize | Find |
*Field Description Field Value ChartField Details g‘%
1 |Camhbination Code |Q M 01903660R CharField Details [=]
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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.

Process Scheduler Request

User ID: kstinar Run Control ID: kms

PSNT ~ RunDate:  |0617/2011 ]

Server Hame:
Recurrence: ¥  Run Time: 11:34:47AM  Resetto Current Date/Time

Time Zone: Q
Process Type *Type *Format Distribution

Select Description Process Name
Direct Retro Distribution + Distribution

HP_DIRRETDST Application Engine  Web * TXT

0K Cancel

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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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:

Review Retro Distribution

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 500); (300
Run Control 1D begins with - |

Last Operator to Update: begins with -

Creation Date: = v [#]
Date of Pay: = - El
Transaction Source: = - -
Process State: = - -
Process Date: = - El
[[] case Sensitive

Search Clear | Basic Search [E Save Search Criteria

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

use other fieldssuchasCr eat i on Dat e andnitRtedc e s f$thalt ¢ h®= ‘transact
you have just cr eatCemdpleted”P rcoacne shse Sutsaetde toof f“i nd exi stin
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

Retro Distribute Earnings Retro Distribute Deduction Retro Distribute Taxes Earnings Messages Deduction Messages E)

Retro Distribution Transaction
Run Control 1D: 0142475_03 Status: Complete
Created By: Created: 02/03/2011

Transaction Type: Direct Date of Pay: 01/31/2011

et

™
0
o

Selectill| De

kit bt n st Customize | Find | View Al | First © 10r5 B Last
Employee ID Employee Name -2

Select Company Pay Group Pay End Date Off Cycle ﬁ)rnplcryee Page Line Separate Check
NDS NDB 1043112010 0142473 251 4
Earnings Distribution Ccustomize | View Al B | 5 First B g or2 O L ast
0Old Data 0ld Accounting Period Posting Accounting Pericd
Empl Earnings Hew New Pool Hew New Job L - . N
] Code Department D Position Code HNew Combination Code ChartField Details MNew Account HNew Earnings
0 HO1 2715 00020056 332503 S460002715FARD017938R CharField Details 511002

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

This field indicates the status of the retroactivetran s act i on. Possible status*"

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

Editing T The transactions are currently being reviewed. This will be the value you see when
you first open a newly-created transaction.

Delete i 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 i 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 |l imited confusion, it is recommended that
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 specifcemploy ee* s ear ni ngs
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 Boxisnoti n “ Vi ew Al |l ” 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

Retro Distribute Earnings | | Retro Distribute Taxes Earnings Messages Deduction Messages E)
Run Control ID: 0142478_03 Status: Complete

Created By: Created: 02i03/2011

Transaction Type: Direct Date of Pay: 0113172011

= 4] V]
| Employes Hame

Select Company Pay Group Pay End Date Off Cycle IE;WIUVEE Page Line Separate Check
NDS NDB 10/31/2010 0142478 251 4
B ey KD [+
0Oid Data 0ld Accounting Period Posting Accounting Period
Empl Plan Benefit Deduction Deduction New New New New Job . P N . New .
Record Type Plan Code Class Department PoolID  Position Code S E i SR TR Account ST LELTEET
0 00 W4E01 N 2715 00020056 (332503 B460002715FAR0D017O38R ChariField Defailg 516210 0.01

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
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 DeductionsLi ne row f or that employee®"s deducti
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.

Connect ND
Commitment Accounting Page 90
June 2011



CONVIECT

TAXES TAB

Retro Distribute Earnings Retro Distribute Deduction Retro Distribute Taxes Eamings Messages Deduction Messages ]
Retro Distribution Transaction

Run Control 1D: 01424738_03 Status: Complete
Created By: aketterling2 Created: 02/03/2011

Transaction Type: Direct Date of Pay: 0143172011

Customize | Find | view A1 | B | # Fist £ 1075 O Lagt
Select Company Pay Group Pay End Date Off Cycle Employee ID Page Line Separate Check
NDS NDB 10/31/2010 0142478 251 4

Customize | View Al | B | # Frst B 4 of 4 O Last

0jd Data 0ld Accounting Period Posting Accounting Period
Empl
Record

New Pool Hew New Job

HNew Hew
Department D Position Code New Combination Code ChartField Details CrrT New Tax

State Locality Tax Class

0 sU E 2715 00020056 332503 54600027 15FARD017938R Charfield Details 516170 0.01

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
transaction, including earnings, deductions, and taxes.

., Del et e" or

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 TaxesLi ne row f or that employee"s t

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

a X retro

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:

Retro Distribution Audit Report

Run Control ID: kms Feport Manager  Process Monitor Run

Retro Distribution Audit

Run Control ID: | Q Error Status: h

Create User ID: | Q Process State: Complete -

Create Date Range
Beqin date: E‘J End Date: E‘j

Processed Date Range
Beqgin Date; E‘J End Date: E‘j

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
» S e l-eel ontthHe 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:

Update Actuals Distribution

Run Control 1D: kms Report Manager Process Manitor Run
B 4 o
Select *Errors Option LI (EFIIE Created By Created Date of Pay e Status Approved

(] Source

Suspense -

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 ,0n" the Select check box for one row &
Errors Option: 't i s recommended to | eave this as the def aul
any invalid fundingamountst o ut il i ze the department"s Suspense Con

NDUS is only using the Direct Retroactive Process, the types of errors affected by this selection
occur extremely infrequently.

Once one transaction has be e nxecstetheepmtessdNextithee user hit ¢
Process Scheduler Request page appears. The user should verifythec heck box for , Retro
Di stri but i oischdzled dhgaick 0K {0 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 producesan error message (described in fiCheck fo
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

t he

original

pay peri

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:

m, Deductions || Taxes

NDS
[loffcycle

Corrected

Company:

Empl 1Dz

1011

Eamings | Find | View Al First
Separate Check: 0

Earnings Code: Regular
Distribution | Find | View 1 First

*Fiscal Year:

Pay Group: MDB
Page: 251
Name:

L Last
Empl Record: 0
Amount: 1,895.58

El 12012 0 ast

*Period:

Pay End Date:

Line:

Amount FHE]

1003142010
4

Combination Code Account Department Project/Grant Product Fund Code
5435002715FARDD150TER 511002 2718 FARDO15075 43500
Department: 2715 Currency: UsD
Job Code: 332503 Position: 00020056 Position Pool ID:
Account: 511002 Q
*Fiscal Year: *Period: Amount: =l

Combination Code Account Department Project/Grant Product Fund Code
S460002715FAROD1TI38R 511002 2715 FARQD17938 46000
Department: 2718 Currency: UsD
Job Code: Position: 00020056 Position Pool ID:
Account: 511002 (&}
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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
di splay only mode and is checked , On".

Corrected Date: When a transaction has been updated via retro, this field appears. lItis
populated with the pay end date for the pay period with which the updated information is sent to
the General Ledger.

Important Notes:

1 You may update amounts on this page only before the retroactive transaction has been posted to
the general ledger.

f You can use the ,Plus”™ sign to insert rows and incl uc
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.

1 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.

Query Manager
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Query | Create New Quary
“Search By: | queryMame v begins with MDU_CA_RETRO_DIST_DETAILS

Search | Advanced Search

Search Results

‘Folder View: |- All Folders - v

Check All Uncheck All *Action:

Custornize [ Find | View &1l | 8 First [ 4 o 1 (Y] Last

- Choose - w|  Go

. Runto Runto
Select Query Name Descr Owner Folder Edit HTML  Excel Schedule
[J MNDU_CA_RETRO_DIST DETAILS Details of Retroactive Distrib Fublic Edit HTML Excel Scheduls
Connect ND
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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.

1 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.

1 Run the Direct Retro Distribution process (Payroll for North America > Payroll Distribution
> Commitment Accounting USA > Process Direct Retr
Transactions® of , Al dféfuture datedtpayroll tizat idFuacenfirfledd Dat e
Enter appropriate Date range and Search criteria. Enter necessary Update Sequences
including the full retro distribution amounts.

9 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.

1 Load approved transactions to Actuals Distribution by running the process at Payroll for
North America > Payroll Distribution > Commitment Accounting USA > Update Actuals
Distribution.

1 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.

1 Choose any funding source from which more than one employee receives payment.

1 When running Direct Retroactive Distribution process, do not specify employee ID as a
criteria, only specify the Account Code.

1 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.

T Use ,Apply to Transactions of ,Earns and an ,Up

the original full distribution amount.

1 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.

1 Review Actuals Distribution and make sure that the expected earnings, deductions, and
taxes amounts were redistributed.

4, For a given empl oyee, retroactively split a single ac
and taxes between two new funding sources.

T When setting up the Direct Retro Distrthbuti on pro
multiple sequence numbers and amounts.

1 Review Actuals Distribution and make sure that the expected earnings, deductions, and
taxes amounts were redistributed.

1 For deductions and taxes, modify the Actuals Distribution rows to achieve the
redistribution you are looking for.

5. For agiven 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.

1 Setup the Retroactive Distribution process with the redistribution earnings Amount.

1 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.

1 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:
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