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Webinar Format

CHAT
Use the chat window to ask a

guestion. We'll keep track of
[]Send Private To Presenters them and St0p at the end Of

each section to answer them.
@

We'll use polling questions

to check for understanding ﬂ

. ellen pautler
B hi there

The webinar recording will be posted on https://ccinfo.unc.edu
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https://ccinfo.unc.edu/

Today’s Topics

1 How the payroll funding process works

2 Where in the process reports pull information
from

3 When it’s helpful to use each report
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How the Payroll Funding Process Works

The chart on this page shows, at a high level, how the payroll
process works and where in the process reports pull information
from. The table on the back explains the reports listed on this page

and when it’s helpful to use each one.

ePAR originators
submit ePARs 1o
add or change base
and supplemental
salary, or to change
funding sources

Finance or HR staff run
the Funding End Date
Notification Report to
see positions and
appointments with
approaching funding
end dates, inactive
chartfield strings, or
that are charging to
suspense

1. Funding End Date Notification Report

On the HR side,
ConnectCarolina stores
the plan for how base
and supplemental salary
will be funded:
= the chartfield strings
= the percent of salary
to charge to each

2. Salary Funding Report

Can be found on the HR and

Finance side of InfoPorte:

* HR = Payroll > Salary
Funding

* Financ
Reporti

»Financial

On the HR side,
ConnectCarolina stores

Salary Funding=

Reports Related to
Employee Funding

4, Current Suspense Charges Report
ConnectCarolina: Main Menu >
HR/Payroll Menu > Payroll Acct Adj.
Tool (PAAT) > Current Suspense
Charges
5. UNC Suspense Analysis Report
ConnectCarolina: Main Menu >
HR/Payroll Menu > Payroll Accounting
L Reports > Suspense Analysis
3. Salary Projections Report
InfoParte: HR = Payroll > Salary
Projections

Charges with
chartfield strings
that are no longer
CLb o] 8 Payroll Accounting
suspense
chartfield strings

ConnectCarolina
recalculates
salary and fringe
benefit
projections every

night Personnel > Payrall
Accounting Report

o a record of actual

base and
salary amounts

Spedial pay, such as
lump sum payments
or overtime, is
added to paychecks

ConnectCarclina: HR/Payroll Menu > Payroll Accounting
Reports > Funding End Date Notification Report
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*Access is limited to those who have
enhanced reporting in Finance

PORTE

payroll expenses on the
Finance side in the GL
Actuals Ledger

in to
chartfield strings

6. Labor Expense Report
InfoPaorte: HR = Payroll >
PAAT

PAAT transactions
make changes to
chartfield strings

used for payroll

7. Review Pending Transactions Report
ConnectCarolina: Main Menu > HR/Payroll
Menu = Payroll Acct. Adj. Tool [PAAT) =
Review Pending Transactions




Before We Get Started....

How much do you already know about the payroll funding
process and the reports associated with them?

| don’t know very much at all.
| only know a little bit — but the report names are confusing.
| know enough to get the information | need.

| am a master but want to see if there are additional reports |
may not know about.

ull
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The Payroll Funding Process

Check
End Dates
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The Payroll Funding Process

Submit ePAR
to Change
Salary

Check
End Dates
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The Payroll Funding Process

Store
Funding
Information

Submit ePAR
to Change
Salary

Check Store
End Dates Salary
Amounts
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The Payroll Funding Process

Store
Funding
Information

Submit ePAR
to Change
Salary

Check Store
End Dates Salary

Amounts

Add Special
Pay to
Paychecks
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The Payroll Funding Process

Store
Funding
Information

Submit ePAR
to Change
Salary

[ Check J SELE I Generate]
End Dates Salary
Amounts Paychecks
Add Special
Pay to
Paychecks
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The Payroll Funding Process

Store
Funding
Information

Submit ePAR [ Recalculate J

to Change Projections
Salary

[ Sl J Store Generate ]
End Dates Salary 4>|
Amounts Paychecks
Add Special
Pay to
Paychecks
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The Payroll Funding Process

Store ]
Funding
Information J

Submit ePAR Recalculate
to Change Projections

Salary

Check Store P Dlstrlbu.te to
End Dates Salary Pavchecks Chartfield
Amounts y Strings

Add Special
Pay to
Paychecks
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The Payroll Funding Process

Store ]
Funding
Information J
Post to

Submit ePAR Recalculate Suspense, if
to Change Projections necessary

Salary '

Check Store P Dlstrlbu.te to
End Dates Salary Pavchecks Chartfield
Amounts y Strings

Add Special
Pay to
Paychecks
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The Payroll Funding Process

Store ]
Funding
Information J
Post to

Submit ePAR Recalculate Suspense, if
to Change Projections necessary

Salary '

Check Store Distribute to Record Payroll
Generate . .

End Dates Salary Pavchecks Chartfield Expenses in GL

Amounts y Strings Actuals Ledger

Add Special
Pay to
Paychecks
(CARGLINA )
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The Payroll Funding Process

Store ]
Funding
Information J
Post to

Submit ePAR [ Recalculate J Suspense, if

to Change Projections necessary
Salary '

Check Store Distribute to Record Payroll
Generate . .

End Dates Salary Pavchecks Chartfield Expenses in GL

Amounts y Strings Actuals Ledger

Add Special AL
Pay to Transactions

Paychecks Make Changes
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Check Your Understanding

True or False?

ConnectCarolina stores the chartfield strings and the percent to

charge for base and supplemental salary separately from the
base and supplemental salary amounts.
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Check Your Understanding

When are the charges in paychecks distributed to chartfield
strings?

. After posting in the General Ledger
Before paychecks are generated

. After paychecks are generated

. When the ePAR is submitted
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The Payroll Process

Store ]
Funding
Information J
Post to

Submit ePAR [ Recalculate J Suspense, if

to Change Projections nhecessary
Salary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

A

YT — PAAT
: pecia Transactions
ay to Make Changes

Paychecks
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The Payroll Process

Store ]
Funding
Information J
Post to

Submit ePAR [ Recalculate J Suspense, if

to Change Projections nhecessary
Salary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

A

YT — PAAT
: pecia Transactions
ay to Make Changes

Paychecks
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The Payroll Process

Store ]
Funding
Information J
Post to

Submit ePAR 2. Salary [ Recalculate J Suspense, if

Funding o
to Change Report Projections necessary

Salary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

A

YT — PAAT
: pecia Transactions
ay to Make Changes

Paychecks
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The Payroll Process

Store ]
Funding
Information J 3. Salary Projections

Report

Post to
2. Salary

Submit ePAR Funding Recalculate Suspense, if
to Change Report Projections necessary

A

Salary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

A

YT — PAAT
: pecia Transactions
ay to Make Changes

Paychecks
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The Payroll Process

sore ) e
J 3. Salary Projections

Funding
Information

Report

Post to
2. Salary

Submit ePAR Funding Recalculate Suspense, if
to Change Report Projections necessary

A

Salary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

A

YT — PAAT
: pecia Transactions
ay to Make Changes

Paychecks
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The Payroll Process

sore ) i
Funding
Information J 3. Salary Projections -

Report

Post to
2. Salary

Submit ePAR Funding Recalculate Suspense, if
to Change Report Projections necessary

A

Salary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

A

YT — PAAT
: pecia Transactions
ay to Make Changes

Paychecks
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The Payroll Process

sore ) i
Funding
Information J 3. Salary Projections -

Report

Post to
Recalculate J Suspense, if

; 2. Salary
Submit ePAR |  Fynding

to Change Report Projections
Salary

necessary

A

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

6. Labor & Expense y
Report

— —~ PAAT
Add Specia | Transactions
Pay to

Make Changes
Paychecks
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The Payroll Process

sore ) i
Funding
Information J 3. Salary Projections -

Report

Post to
Recalculate J Suspense, if

: 2. Salary
Submit ePAR |  Fynding

to Change Report Projections
Salary

necessary

A

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

6. Labor & Expense y
Report

— —~ PAAT
Add Specia | Transactions
Pay to

Make Changes
Paychecks

7. Review Pending
Transactions Report
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The Payroll Process

e ) =
Funding
Information J 3. Salary Projections -

Report

Post to
Recalculate J Suspense, if

; 2. Salary
Submit ePAR | Fynding

to Change Report Projections

Salary " 8. Payroll
Accounting Report

necessary

Check Store P, D|str|bu.te to Record Pa.yroll
End Dates Salary Pavchecks Chartfield Expenses in GL
Amounts y Strings Actuals Ledger

6. Labor & Expense y
Report

Make Changes
Paychecks 2

7. Review Pending
Transactions Report
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Check Your Understanding

When is the best time to run the Funding End Date Notification
Report?

. After you notice an error
. At the beginning of each pay period
When paychecks are generated
. After charges are posted to suspense accounts
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Access to the Reports
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1. Funding End Date Notification Report

Run this report at the beginning of a pay period.

See positions or appointments for which a portion of the
paycheck may be charged to suspense.

See the reason a portion of the paycheck may be charged to

suspense.
— Project ending
— Expired or inactive chartfield string

— No funding assigned

ConnectCarolina: HR/Payroll Menu > Payroll
Accounting Reports > Funding End Date

Notification ALERT!I
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2. Salary Funding Report

Run this report to see how base and supplemental was
planned to be charged.

Doesn’t include the following:
— Lump sum payments

— Overtime

— PAAT transactions

InfoPorte: HR > Payroll > Salary Funding
or
InfoPorte: Finance > Financial Reporting >
Salary Funding
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3. Salary Projections Report

Run this report to see how the salary is projected to be paid
in the future.

Based on the earliest of the job end date, funding end date, or
budget end date.

Doesn’t include the following:
— Temporary employees
— PAAT transactions

FUTURE

(

[ InfoPorte: HR > Payroll > Salary Projections J
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4. Current Suspense Charges Report

Run this report to see ALL current transactions that have been
posted to departmental suspense accounts due to invalid
chartfield strings.

Includes all payroll transactions and PAAT transactions

ConnectCarolina: Main Menu > HR/Payroll
Menu > Payroll Acct Adj. Tool (PAAT) >

| Current Suspense Charges ALE RT !
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5. UNC Suspense Analysis Report

Run this report to see WHY payroll transactions have been
posted to departmental suspense accounts.

Details include:

— The Chartfield string that’s in error

— Funding end date

— Number of days the charge has been in suspense

Includes all payroll transactions.
Doesn’t include PAAT transactions.

ConnectCarolina: Main Menu > HR/Payroll
Menu > Payroll Accounting Reports > UNC

F Suspense Analysis ALE RT !
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6. Labor & Expense Report

Run this report to review the charges of salary and fringe
benefit expenses from an HR point of view.

Shows where a pay period is currently charged, regardless of
where it was originally charged.

Doesn’t show history.

CURRENT

InfoPorte: HR > Payroll > PAAT }
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7. Review Pending Transactions Report

 Run this report to check the approval status of all pending
PAAT transactions.

PENDING
APPROVAL

ConnectCarolina: Main Menu > HR/Payroll
Menu > Payroll Acct Adj. Tool (PAAT) >
Review Pending Transactions
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8. Payroll Accounting Report

e Run this report to see a complete history of payroll
transactions for an employee or chartfield string.

* Includes accounting information.

COMPLETE

f HISTORY

‘ InfoPorte: Finance > Financial Reporting >
Personnel > Payroll Accounting Report
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Check Your Understanding

Which report shows you how base and supplemental salary was
planned to be charged?

. Salary Funding Report
Payroll Accounting Report
Labor Expense Report
. Funding End Date Notification Report
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Check Your Understanding

Which report shows you a complete history of payroll
transactions, including PAAT transactions?

. Salary Funding Report
Payroll Accounting Report
Labor Expense Report
. Review Pending Transactions Report
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Check Your Understanding

Which of the suspense reports includes information about PAAT
Transactions?

A. UNC Suspense Analysis Report
B. Current Suspense Charges Report
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Check Your Understanding

True or False?

The Review Pending Transactions Report shows all payroll
related transactions that are waiting for approval.
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Today We Covered

1 How the payroll funding process works

2 Where in the process reports pull information
from

3 When it’s helpful to use each report
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Want More Information?

e Check out ccinfo.unc.edu

— Training guides with step-by-step instructions for running the reports

Finance and HR Reporting Guides lists the reports and training
materials

Online trainings for PAAT
Register for the InfoPorte Finance and HR classes

Recorded webinars for some reports from when reports were released

THE UNIVERSITY of NORTH CAROLINA af CHAPEL HILL Accessibility | Calendar | Libraries | Maps Departments = ConnectCarolina
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AROLINA User Informatlon search this site
\ InPororre

Get Access ~ Training ~ HR & Payroll ~ Finance » Student Administration ~ Reporting ~ Research ~ News ~ Troubleshooting ~
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Information | ccinfo.unc.edu
onnect Questions| cc_ communications@unc.edu

AROLINA

Training | connectcarolina training@unc.edu
\(i) Subscribe | ConnectCarolina Newsletter
BFOPORTE Help | help.unc.edu | 962-HELP
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https://ccinfo.unc.edu/
mailto:cc_communications@unc.edu
mailto:connectcarolina_training@unc.edu
https://ccinfo.unc.edu/about/connectcarolina-newsletter/
http://help.unc.edu/servicedesk/
https://twitter.com/connectcarolina
https://twitter.com/connectcarolina
https://www.facebook.com/ConnectCarolina/
https://www.facebook.com/ConnectCarolina/

The Payroll Process

Store ]
Funding
Information J
Post to

Submit ePAR [ Recalculate J Suspense, if

to Change Projections necessary
Salary '

Check Store Distribute to Record Payroll
Generate . .

End Dates Salary Pavchecks Chartfield Expenses in GL

Amounts y Strings Actuals Ledger

Add Special AL
Pay to Transactions

Paychecks Make Changes
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