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1 Entering and Approving a Payroll
Accounting Adjustment

In this chapter, you will learn:
« How to create a payroll accounting adjustment in ConnectCarolina.
o About the PAAT approval process.

« How to approve, recycle, and cancel an adjustment.
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Entering and Approving a Payroll Accounting
Adjustment

Overview

You use the Payroll Accounting Adjustment Tool (PAAT) to retroactively move a person's
salary in a certain pay period to different funding sources. You may need to adjust funding
sources for a variety of reasons, such as:

o A person's expended effort (via effort reporting) is different than the salary paid
from a project.

o Salary and fringe benefit expenses placed in suspense accounts need to be moved
to the proper accounts.

PAAT lets you adjust funding sources for past pay periods and for all earnings codes except
clinical pay and bonuses. If you need to change an employee's salary sources for the current
or for a future pay period, use the Funding Swap ePAR found on the ePAR Home Page.

Three Levels of Access

If you had access to the short term retro tool you have what is called basic access to PAAT
to change the distribution of funds on an employee's salary. With basic access you can move
the earnings for an employee to different funding sources, and the deductions and taxes
automatically follow. If you need the flexibility to change funding sources for deductions
and taxes separately from earnings, you need what is called advanced access. A few
employees need to be able to edit retro funding adjustments originated and submitted by
others, which means they need super user access. Super users are central office level
employees.

Approvals

After a PAAT transaction is submitted, there are several paths through the approval
process:

For UNC-Chapel Hill:

1. If the adjustment changes a State fund (increases or decreases), the adjustment must
be approved by the Level 1 budget for that funding department before it routes to the
Level 2 budget approver. Level 2 budget approval is also required in this scenario.

2. If the adjustment changes a non-State fund (increases or decreases), the adjustment is
approved by either the Level 1 approver or Level 2 budget approver. As soon as one of

those levels approves, the adjustment skips the other level and routes to Level 3
Budget Office/OSR.



1 Entering and Approving a Payroll Accounting Adjustment

3. If the adjustment changes an OSR chartfield string (increases or decreases) more
than 90 days from the pay end date of the paycheck (based on the date the retro was
submitted by the originator), Level 3 approval by OSR is required. If an OSR chartfield
string changes (increases or decreases) less than 90 days from the pay end date of the
paycheck (based on the date the adjustment was submitted by the originator), Level 3
approval by OSR isnot required.

4. Level 3 Budget Office approval is required for every adjustment that generates a
change to a non-OSR chartfield string, even if a project ID exists on the non-OSR
chartfield string (cost share).

For UNC-General Administration:

1. All GA adjustments route to one departmental level approval, dept 105500, regardless
of the fund type or funding department you use. Approvers in this department satisfy
all Level 1 and Level 2 approvers for GA.

2. All GA adjustments route to Level 3 (there is no distinction between Budget Office and
OSR for GA).

As the funding source adjustments are entered in the system, all of the approver's
worklists are updated throughout the day. An email is also sent to the approvers each
night to notify them they have a PAAT form to approve. Most approvers cannot change
requests. If changes are needed they recycle the request so that the originator can make
the corrections and resubmit the form. Only a few super users can edit PAAT forms
created by others.

Justifications Required for OSR Chartfield Strings

An explanation for the transaction is required when you use a chartfield with a Project ID
number. The options on the justification list mirror those on the retired short term retro
tool. When you select specific explanations, the system asks you to identify the role of the
employee the change is being made for. Both questions must be filled in before you can
submit the form.

Tips

e You can't start an adjustment for a pay period if another adjustment has been
initiated but not completed on that same pay period. The pay periods in an
incomplete PAAT transaction show a status of In Progress, Submitted, etc. and
cannot be used again until the first transaction is approved or canceled.

o If an adjustment has been completed, you can perform another adjustment on top
of it.
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e You can't increase or decrease a person's total funding using this tool. The
funding change has to net to zero before the system lets you submit the
adjustment.

e There is no limit to the lines of funding a person can have.
e You can change multiple pay periods for an employee in one adjustment.

o If you have any issues completing an adjustment, contact the Help Desk.

Related Reference

o For guidance on making salary re-distributions on contracts and grants (project
numbers beginning with 3, 4, or 5), see https://research.unc.edu/offices/sponsored-

research/resources/connectcarolina/

Menu Paths

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Enter PAAT
Transaction

or

HR/Payroll > HR WorkCenter > Funding Sources > Enter PAAT Transaction
Steps - Entering a Retroactive Funding Swap
Follow these steps:

1. Choose a menu option:

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Enter PAAT
Transaction

or

HR/Payroll > HR WorkCenter > Funding Sources > Enter PAAT Transaction

2. Complete as many fields as necessary to find the employee you are looking for. The
employee's PID is a unique identifier, and quickly narrows the search.

In this field: Do the following:

Department Enter the home department number for the employee.
Empl ID Enter the employee's PID.

Empl Record Enter the employee's job record or employee record.
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In this field: Do the following:
First Name Enter the first name of the employee you want to find.
Last Name Enter the last name of the employee you want to find.

3. Click the Search button.

Department begins with 500180 aQ, epartment of Enginesring
Empl 1D = - Gy,
Empl Record = -
First Hame begins with
Last Hame begins with

Search Clear

Result: The system displays a list of employees, up to 99 rows, for you to choose from.
Click the View All link to display a complete list.

4. Click the PID in the Empl ID column of the employee you are looking for from the
Search Results list.

Department  begins with » (500120 &} Department of Enginesring
Empl 1D = - A,
Empl Record = -
First Name begins with -
Last Hame begins with
Search Clear
Personalize | Find) View All | H- | 2 Fimst |
Empl 1D Name E:fc:—rd Eisrltmn Ear?:l:-up Diepartment Department Descripticn
17 Penny 0 SPE 300180 Depariment of Enginesring
18 Jotr 1 EPM 300180 Depariment of Engineering
13 Famela J EFT 800180 Department of Enginesring
20 712345678 | Amanda a EFT G00180 Depariment of Enginesring

Result: The system displays the first few pay periods on the Pay Periods page for that
employee.

5. Enter dates in the Date From and Date To fields to narrow the list of pay periods to
a specific range.

Note: Click the View All link to see the complete list of pay periods.
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Pay Periods
Date From [Tl Date-To [Tl
Personalize | Find | View all [ £ [ 2 Fist @ 150712 ) Last
Ear?:lmp Off Cycle 7 Empl ID E:f-::rd Drepartment Status E:Et e EaaLF‘:-ri-}d £ Retro #
1 [ EPT 0 800180 10/31/2014
2 [ erT 0 800180 11/20/2014
3 [[] EPT 0 200180 12/31/2014
4 [ erT 0 800180 01/21/2015
5[] EPT 0 800180 02/28/2015
¥ Select All Deselect All
Retro Type

G Earn [Ded/Taxes follow)

Ok Cancel

6. Mark the checkboxes to select the pay periods you want to change.
Notes:

o If a pay period is marked In Progress (or any other type of status) in the Status
column, you can't select it. A pay period is marked as In Progress as soon as it is
opened in PAAT, even if you don't save.

o If a pay period is marked Pending GL in the Status column, you won't be able to
select it until the original distribution of the paycheck has been sent to the
General Ledger.

o You won't be able to see pay periods in which an employee was on disability.

o If you selected multiple pay periods, each one displays separately on the Earnings
page.

7. Click the OK button.
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Pay Periods

Date From [08/30/2015%  Date-To i

Personalize | Find | View Al | & | B First M 1.4 o524 B oot
Last Updated Pay Pericd End

Pay Empl
Group Off Cycle  Empl ID Record Department Status By Date Retro #
1 [ ] EPT H 712345678 © BOO180 In Progress | Cynthis DE/20/2015 867
] T12345678 ¢ 800180 07/31/2015
3 EFT L 712345678 |0 300180 08/31/2015
4 EFT ] 712345678 0 800180 Pending GL 08/30/2015
| ¥ SelectAll - Deselect All
Retro Type

@ Earn {DediTaxes follow)

oK | Cancel |

Result: The system displays the Earnings page for the pay periods you chose.

8. Click the View All link to see all the rows of funding for a person if they have more
that fifteen funding sources.

Earnings MNates Mezsages Wiark flow
ransaction |d 5538 *5tatus In Progres: I Created By Cynthia Maintrain on 0232015 Type Eam (DediTaxes follow) | Frovisional B
Empl 1D 712345678 Amanda Trainwell Empl Record O
Empl Class =FA
Select Pay Period Find | First o . of 1
Company Pay Group Pay Period End 4f Cycle Page Nbr Line Nbr Sep Check Mbr Check Mbr Empl Class EFA Student / Tesching Fellow
UMNC EFT OT/3152015 M 110 4 1234557 Copy to Pay Period
Personalize | Find | View &1 | 2 | B First B 1 of 1 8 Loz
Basic Mode Expanded Mode
Earn Overrids Funding A ustmeant [{EN
Co Combo Coda Combo Cods Description i End Dats Oid Earnings ot Earnings
12 REG 000202576 29101-13001-511170-300180 51170 2375.00 237500 (4] = =
Total Old Amount 2375.00
Total New 2375.00
Amount
Difference 0.0
& Save || &4 Return to Search | |[=] Motify

Result: A transaction ID is generated for this form even if you didn't click the Save
button.

Important! No other adjustment can be submitted for the same pay periods selected
before this form is executed or canceled in the system.
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9. In the Adjustment Amount field, type the amount you want to adjust the charged
balance.

Notes:

o The minus sign before the amount signifies that you are removing funds from the
current source.

o When you move the amount to other sources, the system calculates and moves the
associated taxes and deductions automatically.

10. Click on the Add a row to create a new row of funding.

Earnings Maotes Mezzages Work flow
Transaction |d 538 *5tatus In Progress « | Created By Cynthia Maintrain on 0NZ32015 Type Eam {DedTaxes follow) Provisional B
Empl ID 712245678  Amanda Trainwe Empl Record 0
Empl Class =PA Add a row
i button
Select Pay Period Find | Firct B 1 of 1

Company Pay Group Pay Period End Off Cycle Page Mbr Line Mbr S5ep Check Mbr Check Mbr Empl Class EFA Sthdent / Tezching Feliow

UNC EP 07312015 N 110 4 1234567 Copy to Pay Period
ia b1 - _—
Personalize | Find | View All | &= | &= Firstll 1-2 of 2 I8 | as
Basic Mode Expanded Mode
Earn PR PR o Overrids Funding o L] estment Haw
. Combo Code Comibo Code Description — e Oid Earnings | oo Esrnings
= REG 0002 02ETE 21101-13001-511170-300180 51170 237500 - 10060, 0D 1375.004 |+ 4
2 '~; REG [ 000218512 [ 27110-14101-511170-300180 51170 @l 1106060, 106D 0.0 || | =
Total Old Amount 237500
Total Mew 1375.00
Amount
Difference 1000, 0D

& Save || &4 Retum to Search | |[E]Motify

11. Click on the Expanded Mode tab to see the complete chartfield.

12. In the new row, complete the following fields on the Expanded Mode tab for the new
funding source.

In this field: Do the following:

Earn Code Enter the earnings code for the new source of funding. It needs to
match the earnings code on the row of funding you are adjusting.
Certain earn codes, such as VAC, SCK, HOL roll up to REG.

Combo Code Enter the combo code and the system fills in the individual chartfields.

10
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In this field:

Do the following:

Override Account

Fund
Source
Account

Dept CF

PC Bus Unit
Project ID
Activity
Program
Cost Code 1
Cost Code 2
Cost Code 3

Funding End Date

Old Earnings

Adjustment Amount

New Earnings

When necessary, enter a different account number that specifically
supports the earnings code. This account number is used during payroll
distribution.

Enter the fund number.
Enter the source number.
Enter the account number.

Enter the department number.

Enter the business unit, if applicable.
Enter the project ID, if applicable.

Enter the number 1 for sponsored projects only.
Enter the program code, if applicable.
Enter the first cost code number, if applicable.

Enter the second cost code number, if applicable.
Enter the third cost code number, if applicable.

The funding end date assigned to the chartfield string displays.

The existing dollar amount of funding on each chartfield displays.
Type the dollar amount of the adjustment you are making to the
funding source.

Note: Deductions and taxes automatically adjust when the transaction

is executed in PAAT.

PAAT shows the new dollar amount that will be applied to the funding
source you specified.

11
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Earnings ” MNates ” Massages ” Work flow |
Transacticn Id i *Status In Frogres: Created By Cynthiz Maintrain on 0205 Type Eam {0

Empl ID 712345678  Amanda Trainwell Empl Record 0
Empl Class =FA

Select Pay Pericd
Company Pay Group Pay Pericd End Off Cycle Page Nbr Line Nbr Sep Check Nbr Check Mbr
UNC EFT OF/31/2015 M 10 4 1224567 Copy

| Basic Mode | Expanded Mode

Earn Cods  Combo Cods Combo Cods Dascription e Fund SOLrea Account Dept CF PC Bus Lintt Project
12 REG 000202578 29101-12001-511170-300130 54170 21m 13001 S11TD 300130
2 (2 |REG 000216913 (O  27110-14101-511170-300130 BT (1 [2TINC 14101 (@ BT |Gy (300180 |gy a,
Earning codes arethe same.
|@d 5ave || &4 Retum to Search | |[E]Motify |
Note: The screen continues below.
{DediTaxes follow) | Provisional Budget Gheck
Find | First M ¢ o 1 B Laey
Empl Class EPA Student / Teaching Fellow =]
ly to Pay Period
Personalize | Find | View a1l | L2 | B First M 1.2 of 2 I Laey
Cost Cost Cost Funding A ustmeant
Project IO Aty Program code1 Code? Coded  EndDt O Esrnings o New Earnings
MCCOP 2375.00 -1000.00 127500 (3] [=
o] o (10000 @y a a a 1000.00 1000.00§ (] [=]
Total Gld Amount 2375.00
Total New 2375.00
Amount
[ Difference 0.00 ]

Result: The system shows the new amounts applied to each row of funding in the New
Earnings column.

Important! The Earnings Code must be the same as the original source and the
Difference must equal zero to proceed.

12
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13. If you are adjusting the funding amount on a source that includes a Project ID
number, click on the Dialogue bubble to add the required justification.

Note: Justifications are only required when adjusting funding on chartfield strings
that include a Project ID. This includes cost sharing charges.

Basic Mode Expanded Mode

Earn Owarrids Funsding L] ustmant Hsiw

Cod Combo Cods Combo Cods Description - End Date OlaEarnings Earnings
1 (2 REG O2025TE 21101-12001-511170-800180 511170 2375.00 -1000.00 1375.00 |[*] |=
2 ‘D REG|Qy |DM0218312 |8  2T110-14104-511170-BD0180 EiiTD (O 1000.00 1000, 0D -I_- =

Dialogue bubble

Result: The system directs you to a new page with the justification drop down menu.
The Dialogue bubble turns red if you attempt to save without entering a justification
when it is required.

14. Choose the Justification from the list using the drop down menu.

Justification b

Adijusting payrell based on certified effort report

Adjusting payroll based upon project budget

Adjusting payroll based upon review of generated effort report

Adijusting payroll given changes in effort devoted between/among activities

Adijusting payroll cn non-spensored funding sources

Cellaborative project across departments: Was not aware of employee invelvement on spenscred project
Delay in sponsored project charged payroll to non-sponsored source

Other: Requires explanation in Submission Motes on why the adjustment is needed
Payroll applied to wrong year/budget period of the same sponsored award

Payroll distribution is not ac curate noted during rec cnciliation of project costs
Removing payroll to non-sponsored source to clear cost overrun/deficit

Removing payroll to non-sponsored source to satisfy cost share commitment
Suspense. Mo-cost extension not in place in time to charge proper sponsored project
Suspense. Payroll distribution schedule/plan not establishe

Suspense: Projectbudget end date (multi-year program) forced payrell to suspense
Transpesition/Keying Error

15. Choose a Role from the list using the drop down menu when prompted.

Justification | Adjusting payrell given changes in effort devoted between/among activities r |

Role b

Analysts/Biostatistic ian/Data Manager, Programmer

Clinical Research Coordinator

Co-Pl or Co-Investigator

Fellows/Trainees (not receiving stipends )

Lab Personnel {Managers, Specialists, Technicians)

Other/General Support (Program Support, Undergrad and Wage Students, Admin, Clerical, Accounting Mgr, Fiscal Tech,
Pl/imvestigator

Post-Doc/Graduate Student

Research Associate/Assistants
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16. Click the OK button.

Justification | Adjusting payrell given changes in effort devoted between/among activities

Role| Post-Doc/Graduate Student ¥

Ok

Result: The system returns to the Earnings page.

17. Click the Save button.

Earnings Mates Meszages Workflow

Transaction |d 685 *Status In Frogres: » | Created By Cynithia Maintrain on OZH2015 Type Eam {Ded/Taxes follow) Provisional
Empl ID 712245679  Amanda Trainwe! Empl Record 0
Empl Class EPA Student / Teaching Fellow
Select Pay Period Find | First B8 1 of 1
Company Pay Group Pay Period End Off Cycle Page Nbr Line Nbr Sep Check Nbr Eh_e_{:h I_\l_br Empl Class EFA Student / Tesching Fellow
UMC EFT OT/31/2015 M 110 4 1234567 Copy to Pay Period
Personzlize | Find | View &1 | 2 | 58 First 8 1-2 of 2 B8 |3

Basic Mode Expanded Mode

Earn Ovarrids Funsding Lodl| wstmant Hsiw

o Combo Coda Coombsn Coda Description Arcoamsi End Dats Oid Earnings amount Ezrnings
1 ® REG OIAI2ETE 21101-13001-511170-3001280 R11TD 237500 - 1000 0D 1375.00 || =
2 ':._,.} REG|Q, 000216513 |3 27T10-14101-511170-300180 BT (O 1000, 0D 1000.00 |+) |=
Total Old Amount 237500
Total Mew 237500

Amount
Difference 0.00
B save | S\ Retunn to Search [=] Matify

Result: The system performs several checks, including checking that the chartfields
and combo codes are valid, that the adjustment balance equals zero, and that any
required justifications are entered.

Important!

o If a chartfield is invalid, the system can not save your form until you correct the
error. The chartfields need to be valid for the type of accounting adjustment and
employee class on the form before the system can save the adjustment.

o If the system detects an error that is not related to the chartfield, it displays an
error message directing you to the Message tab for more information.

14
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Message

Ok

Errors were found. Please review on the Messages tab. (32500,12)

Errors were found. Please review on the Messages tab.

18. If you selected multiple pay periods when starting your adjustment and you want to
copy the funding changes you just made to a different pay period, click the Copy to
Pay Period drop down menu to select the pay period you want to copy to.

were seleciad

Selectthe pay period
you wantio makethe o0 pay Period
copy to

Muliiple pay penods ———j-

Emgpl Class EPA Student / Teaching Fellow =

....................................

Find | | Fist 8 1 072 ) Last |

nalize | Find | View All | B | 0150530 2 8 Last
Ovarrids FL['u"'E .ll-lujl.ﬁtmaf't Haw
sccount End Dats DIEaMINGE s munt Earnings
SINTD 2375.00 = 106060, 06D 1375.00 [=) |=| =
BNTD | 1000, 0D 1000.00 [+] |= -

19. Click the Yes button to copy the dollar amounts and chartfields to the new pay period.
If you want to copy just the chartfields, select No.

20.

Copy Distribution to Pay Period 2015-09-30

Do you want to copy the amount also?

=] No

Cancel

Result: The new funding changes and justifications are copied into the selected pay

period.

Important! - Review each pay period. Additional rows of funding and different existing
balances in each pay period may affect the net difference on each adjustment.

Click the Provisional Budget Check button to see if budget exists on the chartfields

you are using on the PAAT form.

Note: This step is optional and does not prevent you from submitting the transaction,
even if the transaction doesn't pass the budget check.

15
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16

ins on 07/21/2015 Type Earn (Ded/Taxes follow) Provisional Budget Check

Find|  First (4 1 of 1 B8 Last

heck Nbr

21. Click the Notes tab and enter your initials and additional comments supporting the

22.

funding change.

Note: Refer to https://research.unc.edu/offices/sponsored-
research/resources/connectcarolina/ for the type of information required in this field.

Caution! Protect social security numbers, credit card information, and other sensitive
data; be sure not to type them in the Your Comment, Description, or other free form
text fields. Read the University’s Information Security policy for more information.

On the Notes tab, click Add Attachment to upload supporting files from your
computer.

Empl Class EPRA Student / Teaching Fellow

Add New Note
Motes

Created 0VZ3/15 11:15:26AM

Add Attachment

& Save || 44 Return to Search | |[=] Motify

Earnings Notes Meszages Work flow
Transaction |d 338 *Status In Progres: » | Created By Cynthis Maintrain on (E8/Z5/201% Type Eam {DedTaxes follow)
Empl ID 712345678 Amanda Trainwe Empl Record 0

+

b

23. Click the Messages tab to see any error messages.

Earnings Mates Messages Wairk flow

Find | View Al First B8 1 of 1 B8 Last

B Save || L4 Retun to Search | |[E] Motify
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Result: The system displays error messages that may prevent you from submitting
your funding source change.

24. Click the Save button again if you have used the Copy to Pay Period feature or
added notes or attachments.

25. To submit the adjustment for approval:

o Click the Workflow tab and click the Submit For Approval button

o Change the status to Submit for Approval and click the Save button from the
Earnings or Notes tabs on your form.

Earnings Mates Meszages Waorkflow

Submit For Approwval

B Save || &4 Return to Search | |[=] Motify

Result: Your adjustment is submitted into the approval process.

26. After submitting the adjustment for approval, click the Workflow tab to see the

approval route.

17
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Direct Retro Approval

- Transaction ID = 669:Pending
Bads Rsira Appoval

Pending

I:E:I Sandra 'Wiggins - Linebanger Compr Cancer Camear

Funding D2t Aporosers

Pending
© Susan Evers - PEmology Lao Med
Furding Dept Agorovers

Pending
) Mark Kramer - Linebarger Compr Cancer Canter
Furiing Dep? Agmrovers

Not Routed
™ Ao Blake AnEte’ - Scnoal of Medicing
Furding MOU Approvers

Not Routed
& Linby Banna - School of Medicing
Furding MOL Approvers

Not Routed
b Janritizr A Blalr - Schoal of Medicing
Furding MOU Approvers

Not Routed
b Leslie Gray - School of Medicine
Furmiing MO Aggrovers

Not Routed
—| & Lauren Salana Gardner - Schoal of Medicine
Funding MOU Approwers:

Not Routed
—F & Pairiclz Olker - School of Medicine
Funding MOU Approwers:

=

Not Routed
& Carole Troplana - Budgat
Eexiges CHosDER, AZprovers

Not Routed
™ Caty Hatley - Budget
Eexiges CHosDER, AZprovers

Not Routed
& Chrls Lawless - Budgat
Euxiges CMosDER, AZprovers

Not Routed
& Hanry Price, Jr - Budgat
Euige: OMos\DER, AZprovers

Not Routed
™ Kimbarty Jonmsan - Budgat
Euige: Do DER, AZprovers

Not Routed
& Lonrie BoR - Budgst
Euige: Do\ DER, ADprovers

Mot Routed
= WMeera Prakanikar - Budget
Euniget CMioe OER: Agprovers

Mot Routed
=y Hizale Sebk - Budgel
Euniget CMioe DER: Agprovers

Mot Routed
= Panhea Crabines - Budget
Euniget CMioe OER: Agprovers

Not Routed
E Fabin & Burks - Budget
Easiges CHMoaIER, ADprovars

Not Routed
@@ TPger Mancell Rice - Busget
Eusigas CMoaIER, Aoprovers

Not Routed
& Tenesa Surks Watson - Budget
Easigas CHMca/IER, ADprovars

Result: The approvers on each level are displayed in columns.

27. If you need to make a change or want to pull your adjustment out of the approval
process, click the Recycle button on the Workflow tab.

18
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Steps - Approving a PAAT Transaction

Follow these steps:

1. Click the link to PAAT transactions from the Worklist on your ConnectCarolina home

page.

Home | Worklist| Add to Favorites | Sign out

My Worklist
HR: Approval Lump Sum
Payment {1}

Alala i T al

HR: Approwval Routing {5}

Approval Routing (1)

"

PAAT

approval

Link includes

™ transactions
waiting your

Result: The system displays your worklist, showing all transactions waiting for your

approval.

2. Click the link to select the retro transaction you want to approve.

Worklist

Worklizst for spevers: Susan Evers

Worklist ltems

From Dats From

Robin C Burke 05152015
Carohyn Smith 05M18/2015
Sarawana Puttar 0822015
Cynthis Taylor 082972015
Cynthia Taylor 522015

Vi Ihsm

HR: Approval
Floubing

HR: Approval
Floubing

HR: Approval
Flouting

HR: Approval
Riouting

HR: Approval
Riouting

Waorklist Filters HR: Approwal Rouwting

Fea=d

-

Personalize | Find | View Al | 2 | 38

Vorked By Acthvity Priority
How -
How -
How -
How -
How =

Link
NC DirectRetrofpprovals, 1311,

Direct Retro Work flow, 20150805,
N, 0, NC DR SEQUEMCEMO:531

ROC:RA DA
NC DirectRetrofpprovals, 1381,

Diirect Retro Workflow, 2015-08-05
N, 0, NG DR SEQUEMCEMO:595

ROC:RA DA
NC DirectRetrofpprovals, 1491,

Direct Retro Workflow, 2015-08-05
N, 0, NG DR SEQUEMCEMO:.EGE

ROC:RA DA
NC DirectRetrofpprovals, 1501,

Direct Retro Work flow, 2015-08-05,
M, 0, NG DR SEQUEMCEMNO:G6T

ROC:FA DA

NC DirectRetrofpprovals, 1502,

Direct Retro Work flow, 2015-08-05
N, 0, NC DR SEQUENCENO:865

ROC:RA DA

Result: The system displays the adjustment.

19
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3. Review the information on the Earnings tab for each pay period included in the

transaction.

4. Review additional information on the Notes tab and Messages tab when necessary.

5. Click the Workflow tab.

Transaction ID = §6%:Pending

Eimds Fadro Spporval
¥
—
b
Not Routed
@ Aaron Biske Ansis - Sanool of edioine
k Fardling BOU Anprogers. L4
Not Routed
Loty Bannefl - Senoal of Medicing
—| & i =
Approved Furnding MOU Agonowers
o SusanEiers - Panology Lab Med
Furfing Dest Aperouers Not Routed
BTS - SSE p| @ -enter ABGIr- Sohool of Medicins B )
Pending Furaiing MOU Approvers;
@ Sandra 'r".'I‘;-;l'sS-- J'E!ET-;ET Ciommpr Canoar Camer -
Fuming Dot Azoroers Not Rouwted
b @ LeslR Gra- 5ol of ediaie "
Pending Furaiing MOU Approvers;
':E:' W Kramer - J'E:ET-;ET Compr Canoar Camar -
Funding Degt Azprovers Not Rouwted
—4| g Louren Solna Gardner - School of Medice | | |
Fanding BOU Anprovers.
Not Routed
—»| @ PariciaOlker - Sohonl of Merlicine B Y
Fandling BOU Anprovers.
*
—
L4

I 23 | |44 Refum o Ssanch =1 Mol

Mot Routed
= Canale Troplana - Budget
Euipet Ooe SR Agorovers

Mot Routed
=y Caty Hatley - Budgel
Euipet Ooe SR Agorovers

Mot Routed
=3 Chirls Lawless - Budgel
Euipet Ooe SR Agorovers

Mot Routed
= Hanry Price, Jr - Budget
Eusigas DRSS, Anprovars

Mot Routed
™ Kimnarly Jonnson - Budget
Eusigas DRSS, Anprovars

Mot Routed
@@ Lorre Bor - Busget
Euxigas DRSS, Anprovers

Mot Routed
= Wiaara Praianikar - Budge
Euxigas CHomIIER, Aoprovars

Mot Routed
=y Micole Sank - Budget
Eusigas DRSS, Anprovars

Mot Routed
= Panmes Cranires - Budget
Euxigas DRSS, Aoprovers

Mot Routed
E Fobin C Burks - Budget
Baudgeas: Sflos ISR Approgers

Mot Routed
= Roger kMandell Rice - Budget
Baudge? Siflos ISR Approgers

Mot Routed
E Tenesa Burie vatson - Budget
Budge: Sl ISR Approgers

Result: The approval path is displayed and action buttons appear at the bottom.

6. As an approver, click either:
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1 Entering and Approving a Payroll Accounting Adjustment

o Approve - After you click Approve, your name on the list shows that you
Approved the transaction, and all other approvers in your department and
level are labeled Auto Approved. Only one approver for each department on
each level needs to approve the transaction. The transaction moves off of your

Worklist and onto the next step in workflow.

! Z20

Trangaction ID = 6869:Pending

Ednds Radro A ppoval
P
—
—
Auto Approved
of e S0lEna Garner - Sonoal of Medleing
’ Furmiing MO Approuers »
OREIRAS - 319 P
Auto Approved
Leslle Gray - Schoal of Medicing
—| ¥ 4 -
Auto Approved Funding MOU Aoorowers
o VB ErEmer - Linsbergar Comar Cancer Camer itttk
Funging Degs Azprouers Auto Approved
ool 3| el A B School of Mediche 4 Ly
Approved Funling 10U Aozrovers
o SErEWIggIng - Linsnerger Comor Cancer Camer Lot ab s | |
Fuming Qe Azonovers Auto Approved
Lt ol p| o LoDyEennen-Schoolof Mediche b
Approved Funding MU Aogrovers
o SUEE B - PEnology Lao Med _ EShS =13 EW
Funding Degt Approvers: Auto Approved
TN TR —p| o ParonBieAme -SchooloiMedce || |y
Furxiing MO Agproers
OREIRAS - 318 P
Approved
—F| # Pairicia Qlker - Sonool of Medicin 4
Furxiing MO Agproers
OREIRAS - 318 P
[
—
Lp

Yy

+=i.  [Fetum io Seanch = | NoRlhy

Pending
) Teresa Burke Watson - Budget
gt CCaiDER AZprovers

Pending
(@ Tioger Mandel fie - Budgel
Bt CHCarER Azprovers

Pending
'::E:' Fooibin C Burke - Budget
gt CHCarER AZDrovers

Pending
o Parmnza Cramnes - Budgel
St CHCaADER, AZTrovers

Pending
m Nizole 520k - Budget
St CCaADER, AZDrovers

Pending
) Wieera Prnaianiar - Sudget
St CCaADER, AZTrovers

Pending
® Laorrie Bol - Budgat
St CMoa SR Agorovers

Pending
m Kimiderly Jonmsan - Budget
et CMoa SR Agorovers

Pending
(m Hemy Price, Jr - Budgat
St CMoa SR Agorovers

Pending
'E:' Chirls Lawless - Budget
Euiget CMoe/ SR Agorovers

Pending
) Camy Hatley - Budget
Euxiget Coe/DSR ASprovers

Pending
'E: Carale Troplano - Budget
Euiget CMoe SR Agorovers

o Recycle - This returns the PAAT transaction to the originator for changes.
Approvers are required to enter the reason for the workflow termination

(recycle).
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1 Entering and Approving a Payroll Accounting Adjustment

Direct Retro Approval
= Transaction |D = 702:Terminated
State Retro Approval
o
Terminated
Carole Tropiano
. x Bunget OMficaiDSR Aporovars
Terminated
Cathy Hatley
X Buggel OMc2/OER Approvars
} -
Terminated
Chris Lawiless
| Terminated = X cusgetomesioss Apsrovers
x Aaron Blake Abate’
Funding ML Approvers —F | Terminated
x Henry Price, Jr
—_ | Terminated _ Budget Ofica/0ER Approvars
x Libby Bennett
Terminated Funding MO Appravers Terminated
Wendy Sarratt ] ¥ Kimberly Johnson
x Funding Diept Appravers Terminated x Budget OMicaiDSR Aporovers
102515 - 11:11 AM — x Jennifer & Blair _
Termminated Funding MCOU Appravers Terminated
x Sandra Wiggins - x Lamie Bolt
Funding Dept Agprovers Terminated Bunget OMficaiDSR Aporovars
102ET5 - 11:11 AM Leslie Gray
Terminated — X Funding Mo Approvers — Terminated
x Mark Kramer )'( Meera Phaltankar
Funding Dept Appravers | — Terminated b Budget OfficaiSR Aporovars
132345 - 11:11 AM Lauren Solana Gardner
— x Funding MOU Approvers Terminated
Micole Sebik
Terminated Buagel OMmca/0ER Approvars
Patricia Oliver —F
x Funding MC:L Approvers Terminated
——b - x Panthea Crabires
Budget CfficaiDSR Approvers
4 .
Terminated
x Fobin C Burke
Busgel OMca/OSR Approvers
—F | Terminated
x Teresa B Watson
Bungel OMficaiDSR Aporovars

Result: The adjustment is sent to the originator's Worklist for changes and
resubmission.

7. Fully approved adjustments are executed and updated nightly in ConnectCarolina.
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1 Entering and Approving a Payroll Accounting Adjustment

= Transaction ID = 66Approved

Ednds Fadro Sppoval
Auto Approved
o TETEsa Burke Watson - Budgel
] Eunigat OMioe /SR Azmrovars:
OIS - 33 EM
Auto Approved
Fioger Mandall Rice - Gudget
L v Sungar CMiaiOER Aporovars
OIS - 33 EM
Auto Approved
Fooibin . Burke - Budget
—* v Bt CHCasDER, Azprovers
0I5 - 33 EM
Auto Approved Auto Approved
o Lauren Solana Eardner - Schodl of Medicine o Fannea Crabines - Budget
k Furding MOU Agorovers k B CHCaADER ACprovers
RIS - 313 A OIS - 323 AN
Auto Approved Auto Approved
Leslie Gray - Sonool of Medicine _ Micole Sk - Budget
Auto Approved dd Furding MOL Agorovers dd ernmnfnsanmm
Wiark Kramer - Lineberger Comar Cancer Cemer et el Lt sl
Funaing Degt Aporovers Auto Approved Auto Approved
EeE e __y| o -emiErABGEI- School of Mediche |y g Me=rm Praken - Budge
Approved Furding MOU Agorovers B CHCaADER ACprovers
Eandra Wiggins - Lineberger Compr Cancer Cemer Ll | | b =l
Fumzing Qe Azorovers Auto Approved Auto Approved
e abia il ] b| o LoDy Eenne-School of Miediche p| o LomRE0R-Suigs
Approved Funding MOU Agorowers it CRCRADSR, ADTrowers
o SUsnBars - Pamaog) Laa bed _ RIS - 313 A OIS - 323 FM
N ST e Auto Approved Auto Approved
OIS - 251 B — .Aamqr:imale' - Sonool of Medicine | [ —p| o FamDRr; Jofmson - Budgel
RIS - 313 A OIS - 323 FM
Approved Auto Approved
—¥| o PG CINer - Sanoal of Medicin — | o HEyPrice, Jr- Budget
Funding MOU Approvers Budge? CMOTSR ADDIOVMETS:
RIS - 313 A OIS - 323 AN
Auto Approved
B| ¢ CoFHalkey - Budgel
Sunger Coai 0SS Agorovers
OIS - 323 EN
Auto Approved
— o Tl Trolana - Suaget
Sunger CNoarOSR Agorovers
OIS - 323 EN
Approved
— o CoMls Lawiess - Budget

Swdge? OMCISR Approvers
CIBHS - 323 PM
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2 Managing Payroll Accounting
Adjustments

In this chapter, you will learn:

« About the different statuses an accounting adjustment can have in
ConnectCarolina.

o How to find an existing adjustment in ConnectCarolina.
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Managing Payroll Accounting Adjustments

26

Overview

When you start a transaction in the Payroll Accounting Adjustment Tool (PAAT), it is
assigned a transaction ID number and a status of In Progress. The act of beginning an
adjustment essentially puts a pay period on hold, even before the adjustment is saved or
submitted for approval. If a pay period for an employee is in progress, no one else can enter
an adjustment for that same time until the first adjustment is executed in the system or
canceled.

Everyone who uses PAAT can view any employee's funding change, regardless of the
department they have access to see. You can easily make changes before you submit the
form for approval and, you can go into the approval process to recycle your own
adjustments. Recycling an adjustment sends the form back to yourself so you can make
changes. Only a super user has the security access to edit another user's adjustment.

Approvers can also recycle transactions back to the originator for changes. Approvers can
not cancel though, if a submitted adjustment needs to be permanently stopped, the
originator or the approver needs to first recycle it, and then the originator can cancel it.

Status

There are several statuses in PAAT.

o In Progress: As soon as you navigate to the Earnings page for a pay period, the
pay period for that employee shows an In Progress status. Even if you do not
enter any information on the form, you have locked out other users from working
on the same pay period for the same employee. Saving the form also displays an In
Progress status.

e Submitted: Once you submit the form for approval, the system displays a
Submitted status throughout the approval process. The originator or an approver
can recycle the adjustment, which removes it from the approval process and sends
1t back to the originator for changes.

o Canceled: An adjustment permanently stopped displays a Canceled status. If you
need to make a change for that same pay period, you need to begin a new
adjustment which generates a new transaction ID number. If the adjustment has
been submitted and is in the approval process, the originator or the approver
needs to recycle the form first, sending it back to the originator for changes. Then
the originator or a super user can change the form and change the status to
Canceled.

o Approved: The adjustment shows an Approved status after the Level 3 budget
approver has approved the adjustment and while it waits for the system to
distribute the funds.



2 Managing Payroll Accounting Adjustments

« Distributed: After the system distributes the funds of an approved adjustment,
the adjustment shows a Distributed status.

Menu Paths

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Manage PAAT
Transactions

or

HR/Payroll > HR WorkCenter > Funding Sources > Manage PAAT Transactions

Steps - Finding and Making Changes to an Adjustment in PAAT

Follow these steps:
1. Choose a menu option:

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Manage PAAT
Transactions

or

HR/Payroll > HR WorkCenter > Funding Sources > Manage PAAT Transactions

2. Complete as many fields as necessary to find the transaction you are looking for. The
Transaction ID is a unique identifier, and quickly narrows the search.

In this field: Do the following:

Transaction Id Enter the transaction number of the adjustment you are trying to find.
Status Enter the status of the PAAT adjustment.

Empl ID Enter the employee's PID.

Retro Type Choose whether you want to see only deductions or taxes, earnings

without deductions and taxes, or earnings with deductions and taxes.

First Name Type the first name of the employee you want to find.

Last Name Type the last name of the employee you want to find.

Department Type the department number.

Created By By default, your Onyen is displayed. To see adjustments created by

others, blank out your Onyen and either type another person's Onyen
or leave it blank to see all.

Creation Date Enter the date the transaction was created.
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2 Managing Payroll Accounting Adjustments

3. Click the Search button.

Manage Direct Retro

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

Find an Existing Value Add a New Value

= Search Criteria

Transaction Id: =

Status: =

-

- -
Empl 1D: begins with
Retro Type: = - -

First Hame: begins with
Last Name: begins with

-
Department:  begins with o o
Created By: begins with - |khuggins 3
Creation Date: = - (3
DEaEE Sensitive
Search Clear |Basic Search B Sawve Search Criteria

Result: The system displays a list of adjustments that meet your search criteria.

4. Click the adjustment link in the search results list you want to edit.

Search Results

View All First 4] 1-4 of 4 ¥ Last
Transaction |d Status Empl 1D Creation Date Mame Created By
1a Progress 712345678 07/23/2015 Susan Trainwell  khuggins
121 Progress 712345678 07/23/2015 Tracev Trainmax khuggins
135 Progress 71234673 072302016 _Steve MeTrain khugains
138 Progress 712345678 07/23/2015 Jake Trainsky khuggins

Result: The system displays the adjustment you chose.

5. Add additional funding changes to the form if needed.

o For information on using the Payroll Accounting Adjustment Tool, see Entering
and Approving a Payroll Accounting Adjustment , page 4.

6. In the Status field, if you need to change the Status of your transaction, choose one of
the following options:
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2 Managing Payroll Accounting Adjustments

o Canceled: If you want to allow others to make changes to the same pay period on a
new action.

e Submit For Approval: If you want to submit the form for approval.

Earnings Motes Messages VWOTKIoW

Canceled
Transaction Id 702 " Statu By Helleigh Huggi on 102
' Submit For Approwal y elegh Nuggins
Empl I} 700018132 Ryan Bgsm Empl Record O

Empl Class SPA Permanent
Select Pay Penod
Company Pay Group Pay Period End OFff Cycle Page Nbr Line Nbr Sep Check Nbr Check Mbr

UMC SPM DEMD2015 M 383 1 1378120

Basic Mode Expanded Mode
Owerride Funding

Eam P o e Pt

7. Click the Save button.

& Save ||lJ=. Return to Search tE] Previous in List =] Mextin List [=] Motify

Result: If you canceled the transaction, the status shows as Canceled and the form
can no longer be changed. If you submitted the transaction, the status shows as
Submitted and the form is in the approval process.

8. If you need to pull your transaction out of the approval process so you can make
changes, click the Workflow tab on your transaction form.

Earnings Motes Messages Workflow
Transaction Id 118 Status Submitted Created By Kelizigh Huggins on O7/21/2015 Type Eamn
Empl ID 712345673 Susan Trainwell Empl Record O

Empl Class gpg

Selact Pay Period

Result: The system displays the approvers for this form.

9. Click the Recycle button.
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2 Managing Payroll Accounting Adjustments

Direct Retro Approval
= Transaction ID = 655:Pending
MNon 5tate Retro Appoval
p | Not Routed
Carcle Tropiano - Budget
= Budget Office/05R Approvers
HNot Routed
.
Cathy Hatley - Budget
= Budget Office/O5R Approvers
HNot Routed
’ Chris Lawless - Budget
il |
Budgset Office/05R Approvers
Hot Routed
—F & Henry Price, Jr - Budget
Budget Office/05R Approvers
Pending Hot Routed
@ Dana Ward - Connect Carclina — ey Kimberly Johnson - Budget
Funding Dept / MOU Approvers Budget Office/O5R Approvers
Pending Hot Routed
{E':' Stewve Haring - Connect Carclina b Lomie Belt - Budget
Funding Dept / MOU Approvers = Budget Office/O5R Approvers
Pending Hot Routed
@ Maureen O. Craun - Connedct Carclina Meera Phaltankar - Budget
Funding Dept / MOU Approvers - JN- Budget Office/OSR Approvers
HNot Routed
& Micole Sebik - Budget
—F Budget Office/0SR Approvers
HNot Routed
& Panthes Crabtree - Budget
— Budget Office/05R Approvers
Hot Routed
ey Roger Mandell Rice - Budget
b Budget Office/05R Approvers
Hot Routed
Teresa Burke Watson - Budget
= Budget Office/05R Approvers
.
| Recycle |

10. Type in the reason for withdrawing the adjustment from the approval process.

Workflow Termination Reason

Enter the reason for workflow termination.

| o | | cancel
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2 Managing Payroll Accounting Adjustments

11. Click the OK button.

Result: The adjustment is no longer in the approval process and the status is updated

to In Progress. Now you can make changes to the adjustment and resubmit it or you
can cancel.
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3 Running PAAT Reports

In this chapter, you will learn how to run three reports:
o Review Pending Transactions
e Current Suspense Charges

o Labor & Expense Report
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Running PAAT Reports

34

Overview

There are three PAAT reports available:

o Review Pending Transactions: The link to this report is in the HR WorkCenter in
ConnectCarolina. This report provides a list of all pending transactions for a
department or school, including those with In Progress and Needs Approval
statuses. Each transaction listed has a link to the adjustment.

o Current Suspense Charges: The link to this report is also in the HR WorkCenter
in ConnectCarolina. This report provides a list of charges for a department or
school that have gone to the suspense account, broken down by employee and pay
period.

o Labor Expense Report: This report is located in InfoPorte, in the HR application,
on the Payroll tab. This report mirrors the Labor Expense Report that was
available in the Retroactive Funding Transfer Application (short term retro tool).

Review Pending Transactions

Run this report if you want to see a list of all the pending PAAT transactions.
Menu Path

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Review Pending
Transactions

or
HR/Payroll > HR WorkCenter > Funding Sources > Review Pending Transactions
Steps - Running a Pending Transactions Report

Follow these steps:
1. Choose a menu option:

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Review Pending
Transactions

or

HR/Payroll > HR WorkCenter > Funding Sources > Review Pending Transactions

2. Complete as many fields as necessary to narrow the search.
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In this field: Do the following:

Department Enter the department number.

School Select a school from the drop down menu.
Project ID Type in the project ID number.

Status Using the drop down menu, select :

o In Progress - search for adjustments that have not been submitted
for approval.

« Needs Approval - search for adjustments that are in the approval
process.

o Both (In Progress/Needs Aprvl) - Include both statuses in the

search.
Department | 22100 <, Department of Engineering
School -
Project ID =1
Status Meeds Approval -
Generate Report

3. Click the Generate Report button.

Result: The system displays a list of pending transactions broken down by department.

Department Department of Enginesring

Department Code SX0100

Rstro . .
Emipd ID Empioges Name Py Pariod Originator ubmission Status

Transaction ID P playes = L : 2
BT T1Z2456T8  Amanda Trainwell M12-063015  Cynthia Maintrain Pending Approva
i) T1Z2456TE  Amands Trainwell MO1-07T3115  Cynthia Maintrain Pending Approva
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n Status Awatting Approval
F.pprow = Funding Diept Approvers
Fpprov z Funding Dept Approve

Find | 2 | B First B8 1-2 of 2 8 | 3=t
Awatting Approvars
Approver 1, Approver 2, Approver 3

Approver 1, Approver 2, Approver 3

4. Click the Retro Transaction ID number to see the adjustment.

Retro
Transaction ID

i

Empl I Employee Name Pay Period Originator Submission §

Susan Traimwell B14-011115 Kelleigh Huggins Pending Appr

Result: The system displays the adjustment. If needed, you can make changes and

submit the adjustment.

Running a Current Suspense Charges Report

Run this report if you want to see what payroll adjustments that need to be moved from

suspense accounts.

Menu Path

Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Current Suspense

Charges

or

HR/Payroll > HR WorkCenter > Funding Sources > Current Suspense Charges

Steps - Running a Suspense Transaction Report

Follow these steps:

1. Choose a menu option:
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Main Menu > HR/Payroll Menu > Payroll Acct Adj. Tool (PAAT) > Current Suspense
Charges

or

HR/Payroll > HR WorkCenter > Funding Sources > Current Suspense Charges

2. Complete one of the following fields to narrow the search.

In this field: Do the following:

Funding Department |Type the funding department number.

Number

School Select a school from the drop down menu.

Show $0 Lines Mark this checkbox if you want to see the names of employees that had
a charge on a suspense account but are currently showing a $0 balance.

T enense Benort

USpPENSE MEpoirt

Funding Department Humber
ED0180 i, Department of Enginesaring

D Show %0 Lines
Show Report

School

I:l Show 50 Lines Show Report

Download Report

3. Click the Show Report button.

Note: You can download the report into Excel by using the Download Report button.
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Funding Department
Funding Department Nbr gonqeg

T1Z345678

T1Z345679

1 NEW

712345676

1 NEW
2 NEW

3 NEW

Trent Traimerell

Pay Run ID
M10-043015

Susan Traimaell

Pay Run ID
MOB-123114
MOT-D13115
MOB-0Z2815

Bob Traimwell

Pay Run ID

MI3B05-5EF

Elle Traimw=ll

Pay Run ID
MOB-123114
MOT-013115
MOE-022815

Submittsr

Submittsr

Swbmittar

Swbmittar

Department of Enginesring

Status

Status

Status

Status

Suspanss amt  ad)uwst amownt

$6.214.15

Suspanss amt  adjust amount
£2,935 64
$2.000.57

$3.050.58

Suspansa amt  sdjust amount

540644

Suspansa amt  sdjust amount
$2,032.39
B2,186.04

2.22T5T

MET Total

0.00

$0.00
$0.00

$0.00

$0.00
$0.00
$0.00

4. From this report, you can click on NEW in the ID column on the row of funding you

want to enter an adjustment for.

Department
Empl 1D
Empl Record
First Hame
Last Mame

Emipl ID Nams

1 T1Z234567T8 Amanda Trainwell

begins with

begins with

LIRE INE BRE IR |

begins with

712245678 a

a

Amanda Traimaell

| Search

Empd
Record

Position Nbr

Personalize | Find | View All | Y | i

Dapartmant Description

Department of Enginesring

First B 1

Result: The system navigates to and begins the process of entering a new PAAT
transaction.

38



3 Running PAAT Reports

Labor Expense Report

Run this report if you want to see what labor expenses have been charged to particular
funding sources.

Menu Path

Login into ConnectCarolina > Enterprise Reporting > Infoporte > Login > HR > Payroll >
PAAT

Steps - Running a Labor & Expenses Report in InfoPorte

Follow these steps:
1. Choose this menu option:

Login into ConnectCarolina > Enterprise Reporting > Infoporte > Login > HR >
Payroll > PAAT

Labor & Expenses Summary | Labor & Expenses Detail | Labor & Expenses Detail Codes

Employee ID:

Emn ployee ID

Employee Red #:
Employes Record Mumber

Payroll Run ID:
[] 20140FFO1
[_] 20140FF02
[ ] 20140FF03
|| 801071215
[ ] BO2-0T72815
|| Bo3-020915
[ ] 804082315
[] B05-090815
[[] Boe-092015

| =

Employee Hame:

Emn ployee Nam e

Project ID:

FPROJECT_ID

Fund Type: Fund Code:
[] AILIARY AND OTHER

] CONTRACTS AND GRANTS [0SR} ] 20101
|| EDUCATION AND GEN SELF SUPFCORTING [] 20102
] MOT CATEGORIZED [] 20103
[ | OVERHEAD [] 20105
[_] STATE FUNDS

Result: The system displays the Labor & Expenses Summary tab.

2. Complete the following fields to define your search.
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In this field: Do the following:

Employee ID Enter the PID of an employee.

Employee Red # Enter the employee job record.

Employee Name Enter the employee's name, last name first.
Project ID Enter the project ID number.

Fund Type Select the fund types you want to include.
Payroll Run ID Select the bi-weekly and monthly pay periods you want to include.
Fund Code Select the fund codes for your search.
Funding Department | Select the departments for your search.
Accounts Mark each account number for your search.
Source Select your source number.

4 Pay roll Run ID:
[] 20140FF03
| | 01071215
[ ] BO2OT72815
|_| Bo3-020315
[ ] BO4D82315
|v] Bo5-020815
[] eoe-092015
[ ] BOB-D92114
[ ] Bo7-100415

Employee ID:

Em ployees ID

Employee Rod #
Employee Record Mumber

| =

Employee Hame:

Em ployes Nam e

Project ID:

PROJECT_ID

Fund Type: Fund Code:
[ | AUKILIARY AND OTHER

|| CONTRACTS AND GRANTS {OSR)

|| EDUCATION AND GEN SELF SUPFORTING
[_] MOT CATEGORIZED

[ | OVERHEAD

[_] STATE FUNDS

[ | UNIVERSITY EMDOWMENTS

Note: The screen continues below.
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Funding Depariment:
[] 350100 - School of Media and Journalism

[] 280001 - Law
[] 280110 - Law Administration

[] 01048
[]o1047
[] 01055
[] 12001
[] 12002

[] 12101

[ ] 12102

[_] 280120 - Law Facilities

[] 280130 - Law IT

|_| ‘390140 - Law Advancement

[ ] 280150 - Law Alumni Relations
[] 380160 - Law Communications
[ ]| 280410 - Law Faculty

Accounts:
[] 511120 - EPA Mon Teach ©n Camp
[_] 511120 - EPA Mon Teach Off Cam

|:| 511140 - EPA Non Teach Supplem
[ ] 511170 - EPA Mon Teach Student
[]1511180 - EPA Mon Teach Student
[_] 511120 - Suspense/Default Payr

[ 1511210 - EPA Non Teach Overtim

Result: The system displays the summary totals for each pay period on the Labor &
Expenses Summary report at the bottom of the page.

3. If you want to expand the report on your screen, click the report name and the system
displays the maximize option.

el © - s

Labor & Expenses Summary

5. To minimize an expanded report, click on the Minimize icon.

Labor & Expenses Summary
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6. To see greater detail on the summary report, double-click the highlighted area.

Labor & Expenses Summary

£53,228.95

33.474.14

32566.43

Results: The filters you selected remain in effect and the detail for each employee
displays on the Labor & Expense Detail tab.

7. To see more information about a subtotal, double-click on the highlighted area at the
intersection of the subtotal row and the pay period column.

Fayroll RuniD 4 BO5-020815 O

Tranzaction ... , AccountDes.. , Amount Al
52.471.80
52.471.80
3177 85

Click onthe highlighted sub

5177.85 total amountin the pay
- period column you need

Result: The system displays the detail expenses by account for each subtotal per pay
period.

8. In order to keep your selected filters and switch between the levels of detail displayed
on each tab, click the Link Filters Back Button.
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