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Distributions & Redistributions 
 

 

 

Welcome to the Distributions & Redistributions training module!  This guide contains the 

tools needed to learn the concepts and procedures involved in distributions and 

redistributions. 

 

 

 

Goal: To have the skills and knowledge necessary to successfully create distributions and 

redistributions. 

 

Participant  

Objectives: At the end of this module you will be able toé 

 

1. Inquire on a distribution 

2. Process a distribution 

3. Process a redistribution 

4. Update / Inquire / Delete a redistribution 

5. Print a redistribution 

6. Inquire on Labor Distribution 

7. Interpret the compensating control reports for distribution and redistributions 

 

 

Outline 

A. Introduction  

B. General Information 

C. Exercises 
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A. Introduction  
 

Goal: To have the skills and knowledge necessary to successfully inquire, process, and update a 

Distribution and Redistribution. 

 

Objectives: 

 

1. Inquire on a distribution 

2. Process a distribution 

3. Process a redistribution 

4. Update / Inquire / Delete a redistribution 

5. Print a redistribution 

6. Inquire on Labor Distribution 

7. Interpret the Compensating Control Reports for Distributions and Redistributions 

 

 

 

Classroom Materials: 

 

Participant Guide 

 

 

Acknowledgement: 

 

NC Stateôs Redistribution processing has been developed as a module of the Universityôs Human 

Resource system, using an Oracle relational database.  The redistribution process utilizes a 

combination of employee, payroll, and distribution tables to retroactively change an employeeôs 

labor distribution. The Office of Contracts and Grants is the Functional Administrator for this 

application. 
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B. General Information 
 

User Access: 

To use the Distribution & Redistribution system, you must have access to the Human Resources System.  To 

gain access, your department representative must request access through System Access Request (SAR). In the 

case of a change to security settings, specify the change (for example, access to a specific OUC). This is a web-

based service provided by OIT.  The link to SAR is located on the MyPack Portal under the ñFor Faculty & 

Staffò tab. It is found under Campus Resources ï Security Access / SAR. 

 

 

User Types: 

 

In addition to OUC security, the Distribution & Redistribution System has two levels of user access: 

 

Update ---With this access you can: 

 Perform a distribution and redistribution for an employee whoôs assigned OUC is in your range. 

 Update/delete a distribution and redistribution for an employee whoôs assigned OUC is in your 

range provided the update/delete date is before the cutoff date. 

 Inquire on Labor Distribution and Compensating Control Reports within your assigned OUC 

range. 

 

Inquiry---With this access you can: 

 Inquire on a distribution on an employee whoôs assigned OUC is in your range. 

 Inquire on Labor Distribution and Compensating Control Reports within your assigned OUC 

range. 

 

User Responsibility: 

 

By securing access to the Distribution and Redistribution process, users agree to: 

 

1. Keep all proper, signed documentation authorizing an employeeôs labor distribution in their files 

for auditing purposes. 

 

2. Process redistributions in a timely manner.  Redistributions affecting contract/grant (ledger 5) 

account codes must be prepared on a timely basis, but no later than 90 days after pay roll charge 

post to the account (See the Universityôs PRR #10.05.8).  When a redistribution is entered into 

the system after the 90 day period the user will receive an e-mail that the redistribution is out of 

compliance and requires additional justification and approval. The action will be pending in the 

system until the justification has been approved by the Director of the Office of Contracts and 

Grants.  Once the Director approves the redistribution it will approved by Contracts and Grants 

in the system and process in the next payroll that processes. 
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General Information (continued) 
 

User Responsibility (continued):  

 

In addition for payroll changes submitted after this 90-day deadline, the Retroactive Payroll 

Adjustment form (http://www7.acs.ncsu.edu/cng/forms/Retro_Payroll_Adjustments.asp) along 

with a copy of the redistribution must be submitted to Contracts and Grants justifying the late 

adjustment of charges. The form should be addressed to the Director of the Office of Contracts 

and Grants and must be signed by the Dean (or Director for non-college units).  The form must 

indicate: (1) why the adjustment is necessary, (2) the impact of the adjustment on the employee's 

effort certification, and (3) why the adjustment was not prepared within the 90-day period 

allowed. The form should also include the affected employee ID and payroll ID(s).  This form 

should be prepared and all necessary signatures obtained before the redistribution is submitted to 

the system.  If the appropriate documentation has not been submitted and approved by Contracts 

and Grants within 60 days of the redistribution submission, the Office of Contracts and Grants 

may delete the redistribution. 

 

 

 

Distribution and Redistribution Overview:  

 

The Distribution and Redistribution Pages allow an authorized person to inquire, add, update, and delete a 

distribution and/or redistribution.  
 

This system can be used to process a redistribution for any employee that has had on or off-cycle checks.  

 

 

Retroactive Redistribution Procedure: 

 

Redistribution transactions are processed one of two ways depending on the type of earnings: 

 

1. For regular (monthly and graduate RA/TA) pay, a redistribution action to retroactively change the 

salary account code distribution needs to be entered on the Department Budget Table. Once the 

redistribution has been saved, all the affected checks will be systematically triggered for 

redistribution.   

 

2. For non-regular pay such as temporary pay, summer salary pay, additional pay, retro pay, or shift 

differential pay, the distribution is always available for redistribution through the Create 

Redistribution Page. 

 

If that check has been reallocated at least once, the selection of the check will actually bring up the labor 

distribution reflecting the latest redistribution. Each time a check is reallocated it is tracked with a sequence 

number. You will be able to tell how many times a check has been reallocated by referencing the Reverse Seq 

#. 
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General Information (continued) 
 

Identify the ñactionò buttons pertaining to Distribution and Redistributions using the following table. 

 

             
Print All Checks 

 

 
Button Description 

  Save 

 

Sends the information on the page into the database. 

  Return to 

Search 

 

Clears the page and displays the list generated by the original search for this 

criteria and allows you to select another criteria.   

  Next in List 

 

Displays the data for the next data row in your search list box. 

  Previous in 

List  

 

Displays the data from the previous data row in your search list box.   

  Include 

History  

 

Displays all distribution rows within the selected Fiscal Year and allows you to 

enter a new distribution row.  

  Correct 

History  

 

Displays all distribution rows within the selected Fiscal Year and allows you to 

change an existing distribution row retroactively. 

  Insert Row 

 

Inserts a new row of information. 

  Delete Row 

 

Deletes a row of information. 

Print All Checks 
 

 Print Redistribution  
Prints a checks changing in the redistribution. 
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C. EXERCISES 
 

Exercise 1. Inquire on a Distribution (All Employees) 

Exercise 2. A. Process a Distribution From New Hire / Rehire Job Action {SPA,EPA}, and  

      B. Process a Distribution From New Hire / Rehire VPAF {Grads and Temps} 

Exercise 3. Process a Salary Distribution Change for current or future payrolls  

Exercise 4. Process a Retroactive Redistribution (MTH employees including Grads) 

Exercise 5. Process a Retroactive Redistribution (Temps and Non-regular salary) 

Exercise 6. Update / Inquire / Delete a Redistribution 

Exercise 7. Print a Redistribution 

Exercise 8. Inquire on Labor Distribution 

Exercise 9. Interpret the Compensating Control Reports for Distributions and Redistributions 

 

Log On through the MyPack Portal:  Input your Unity User ID and Password. Go Human Resources 

Systems Menu. 

 

 

 

 

 

 

 

https://portal.acs.ncsu.edu/psp/EPPRD/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=NC000129&FolderPath=PORTAL_ROOT_OBJECT.NC000129&IsFolder=true
https://portal.acs.ncsu.edu/psp/EPPRD/EMPLOYEE/EMPL/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=NC000129&FolderPath=PORTAL_ROOT_OBJECT.NC000129&IsFolder=true
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Exercise 1 ï Inquire on a Distribution (All Employees) 
 

Step 1 Log On to the HR system through the MyPack Portal: Input your Unity User ID and Password. 

Go to the Human Resources System Menu.  

 

Step 2 From the Human Resources Menu, select Set Up HRMS, Product Related, Commitment 

Accounting, Budget Information, Department Budget Table 

 

Step 3  Enter the following on the Find an Existing Value tab (default): 

 

ID: 000324530 

 

Click:     Search 

 

Step 4  Click on the Applicable Record 

 

  Department ID: 110701 

 

  Fiscal Year: 2006 

 

  Empl Rcd Nbr: 0 
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Exercise 1 (continued) 

 
Step 5 Click View All  in the Level Section to view all the account codes by percentage on one page. 

OR, click by page (First   1 of 4  Last) to see one account code at a time. This shows you the most 

current distribution by effective date for this employee.  
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Exercise 1 (continued) 

 
Step 6 To view previous effective dates, click  at the bottom of the page. Click View All  

in the Level Section to view all the distributions by effective date on one page. OR, click by page 

(First   1 of 2  Last) to see one effective date at a time. 
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Exercise 1 (continued) 
 

Step 7 Click on the View Detailed Distribution Data link to view the salary and distribution history by 

effective date. The Department Budget Table only displays distributions not salary history. This 

page combines both on one page. Click View All  to view all the distributions and salaries by 

effective date on one page. OR, click by page (First   1 of 4  Last) to see one effective date at a 

time. 

 

  
 

 

Exercise 1  - Completed
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Exercise 2 ï  
 

A. Process a Distribution (From a New Hire / Rehire job action on EPA or SPA Perm 

Employee) 
 

Step 1 Log On to the HR system through the MyPack Portal: Input your Unity User ID and Password. 

Go to the Human Resources System Menu. 

 

Step 2 There are two navigations from which you can choose: 1) From the completed job action, click 

Department Budget Update, or 2) From the Human Resources Menu, select Set Up HRMS, 

Product Related, Commitment Accounting, Budget Information, Department Budget 

Table. Both navigations take you to the same page, the Department Budget Table. 
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Exercise 2 ï A ï Continued 
 

 
 

Step 3 Enter ID: 000400492 (if on the Dept. Bud Table search page). From the job action, it takes you 

directly to the record and you donôt need to enter the employee id. 

 

  Click:   

 

Click:     Search 

 

Step 4 This employee is paid from two difference account codes (201356, i.e.). You can click View All  

in the Earnings Distribution  Section to view both account codes by percentage on one page. 

OR, click by page (First   1 of 2  Last) to see one account code at a time.  

 

If you DO NOT want to change the distribution for the affected position on the Position Budget 

Table, you will need to check the ñWork Againstò box. If you do not check this box, the 

positionôs distribution will be updated with the changes you make on the Department Budget 

Table. 

 

If you do not change the distribution on a new hire or rehire, the Positionôs distribution will 

automatically feed to the Department Budget Table. If the new hire or rehire is not in a position 

and you donôt enter a distribution, the payroll will be posted to your college suspense account.  
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Exercise 2 ï A ï Continued 

 

 
 

Step 5 Place your cursor in the Acct Code and/or the Distribution %  field to make your desired 

changes.  

 

Click  to insert a row for an additional account code and/or distribution percentage. Click  

to delete an existing account code row and/or distribution percentage. If you donôt need to change 

the number of account code and/or percentage rows, you donôt need to insert or delete rows. You 

can simply change the account code and/or percentage on the existing rows. 
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Exercise 2 ï A ï Continued 
 

Step 6 At this point, you can override the account (51119, i.e.) with an allowable override. Refer to the 

Account Mapping Summary for allowable overrides. Place your cursor in the Account field in 

the Override Account section. Enter your desired account (51118, i.e.).  

 

Enter the budget amount or the Distrb %.  This amount is required to match the Account Code 

Distribution % amount.  

 

 
 

 

Step 7  Once your distribution changes are complete: 

 

Enter:  Comments in the Comments Box 

 

Click:   

 

Exercise 2 ï A - Complete 
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Exercise 2 ï  
 

B. Process a Distribution (From New Hire / Rehire via VPAF on Grad or Temp 

Employee) 

 

 
 
Step 1 Place your cursor in the Account Code field in the Earnings Distribution  section.   

  

  Enter:      The six digit account code (project id) 

 

Step 2  Place your cursor in the Budget Amt or Distribution %  field. 

 

  Enter:   The Distribution %  or the Budget Amt for the specified account code.  

 

Step 3  Click  to insert a row for an additional account code and/or distribution percentage. Click  

to delete an existing account code row and/or distribution percentage. If you donôt need to change 

the number of account code and/or percentage rows, you donôt need to insert or delete rows. You 

can simply enter the single account code and/or percentage on the existing row. 

 

Step 4   Once your distribution is complete: 

 

Click:  
Submit 

 

 

Exercise 2 ï B - Complete 
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Exercise 3 ï Process a Salary Distribution Change for current or future payrolls  
 

Step 1 Log On to the HR system through the MyPack Portal: Input your Unity User ID and Password. 

Go to the Human Resources System Menu. 

 

Step 2 There are three navigations from which you can choose: 1) From the job action page, click 

Department Budget Update link; 2) from the VPAF page, click Update Distribution 

Information link; OR 2) from the Human Resources System Menu, select Set Up HRMS, 

Product Related, Commitment Accounting, Budget Information, Department Budget 

Table. All navigations take you to the same page, the Department Budget Table. 

  

 Note: 

 

With VPAF actions, if your job action (pay rate change, data change, etc.) is denied and youôve 

navigated to the Department Budget Table and made distribution changes based on this action, 

youôll need to remember to go back to the Department Budget Table and put your distribution 

back to itôs original distribution prior to the VPAF action. Distributions are no longer tied to job 

actions. The only exceptions are for new hires and rehires. Since the distribution is entered 

directly on the VPAF page, if the action is deleted, the distribution is never fed to the Department 

Budget Table.  

 

  
 

 

Step 3  Enter the following: 
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Exercise 3 ï Continued 
 

ID: 000320660 

 

Click:     Include History  

 

Click:     Search 

 

Step 4  Select the Applicable Record 

 

  Department ID: 050801 

 

  Fiscal Year: 2006 

 

  Empl Rcd Nbr: 0 

 

Step 5 Click  to insert a row with your new effective date in the Level section. The effective date will 

default to Todayôs Date.  

  

 Highlight the effective date and enter your future effective date within that fiscal year.  

 

Step 6  Place your cursor in the Account Code field in the Earnings Distribution  section.   

  

  Enter:   The six digit account code (project id) 

 

Step 7  Place your cursor in the Budget Amt or Distribution %  field. 

 

  Enter:   The Distribution %  or the Budget Amt for the specified account code.  

 

Step 8  Click  to insert a row for an additional account code and/or distribution percentage. Click  

to delete an existing account code row and/or distribution percentage. If you donôt need to change 

the number of account code and/or percentage rows, you donôt need to insert or delete rows. You 

can simply enter the account code and/or percentage on the existing row. 

 

Step 9  Enter an override for the account (51119, i.e.) with an allowable override, if applicable. Refer to 

the Account Mapping Summary for allowable overrides.  

 

Place your cursor in the Account field in the Override Account section. Enter your desired 

account (51118, i.e.).  

 

Enter the Distrb %  or the budget amount. This amount is required to match the Account Code 

Distribution % amount.  

 

Step 10 Once your distribution changes are complete: 

 

Enter:  Comments in the Comments Box 

 

Click:   
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Exercise 3 - Complete 

 

Exercise 4 ï Process a Redistribution using a retroactive effective date in which the 

paycheck has already been distributed (EPA, SPA, and Grad Employees) 
 

Step 1 Log On to the HR system through the MyPack Portal: Input your Unity User ID and Password. 

Go to the Human Resources System Menu. 

 

Step 2 From Human Resources System Menu, select Set Up HRMS, Product Related, Commitment 

Accounting, Budget Information, Department Budget Table.  

 

Step 3  Enter the following: 

 

ID: 000304422 

 

Click:     Correct History  

 

Click:     Search 

 

Step 4  Select the Applicable Record 

 

  Department ID: 140201 

 

  Fiscal Year: 2005 

 

  Empl Rcd Nbr: 0 

 

Step 5 Click View All  in the Level Section to view all the distributions by effective date on one page. 

OR, click by page (First   1 of 2  Last) to see one effective date at a time.  

 

Step 6  Click  to insert a row with your new effective date in the Earning Distribution  section. You 

will need to insert your new distribution row between the appropriate dates of history. For 

example, Sheila Grant has several existing distribution rows with effective dates. If your new 

distribution needs to be effective 2/1/05, you will go to the 1/1/05 row to insert the new 

distribution row. The dates should always be in numerical order.  

 

Step 7 The effective date will default to Todayôs date or to the same effective date as your previous row 

(1/1/05, i.e.). Highlight the effective date and enter your desired effective date within that fiscal 

year (2/1/05, i.e.).  
 

Step 8   Place your cursor in the Account Code field in the Earnings Distribution  section.   

  

  Enter:   The six digit account code (project id) 

 

Step 9  Place your cursor in the Budget Amt or Distribution %  field. 

 

  Enter:   The Distribution %  or the Budget Amt for the specified account code.  
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Exercise 4 ï Continued 
 

Step 10  Click  to insert a row for an additional account code and/or distribution percentage. Click  

to delete an existing account code row and/or distribution percentage. If you donôt need to change 

the number of account code and/or percentage rows, you donôt need to insert or delete rows. You 

can simply enter the account code and/or percentage changes on the existing rows. 

 

Step 11 Enter an override for the account (51119, i.e.) with an allowable override, if applicable. Refer to 

the Account Mapping Summary for allowable overrides.  

 

Place your cursor in the Account field in the Override Account section. Enter your desired 

account (51118, i.e.).  

 

Enter the Distrb %  or the budget amount. This amount is required to match the Account Code 

Distribution % amount.  

 

Step 12 At this point, if you only need to redistribute certain months (Feb, March i.e.), you will need to 

insert a new row putting the employee back to their original distribution. For example, if you 

only want to redistribute Feb and March checks, if there isnôt already a 4/1/05 row, youôll need to 

Click  to insert a 4/1/05 row and change the distribution back to the way it was prior to the 

2/1/05 row that you just entered.  

 

If you fail to do this, the system will create redistributions up to either 1) the current payroll 

processed, 2) the next effective dated distribution row, or 3) the end of that fiscal year, 6/30/05.  

 

Step 13 Once your distribution changes are complete: 

 

Enter:  Comments in the Comments Box for each new row created. 

 

Click:   

 

Step 14 Once you press save, you will receive the following question: 

 

  Go to Review Retroactive Redistribution component (20001,3) 

 

  
Yes 

  Or 
No 
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Exercise 4 ï Continued  

 

Step 15  Press Yes to view the Retroactive Redistribution (reall). 
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Exercise 4 - Continued 
 

Step 16 The system will then take you to your reallocation. In the example below, the reallocation was 

processed with 5/1/05 as the effective date, so the reallocation is on May and June checks.  

 

 
 

On the reallocation, you have three pages: Redistribution Earnings, Redistribution Deductions, 

and Redistribution Taxes. You have the ability to view each tab, if necessary. On each tab, there 

are the informational fields: Redistribution #, EmplID, Name, User ID, and the Date/Time 

Stamp. 

 

Next, you will see the ñCheck Linesò section. This section contains the check information: Pay 

Period End Date, Pay Run ID, Page and Line #, Paycheck Number, and Total Gross 

Amount. Youôll also see ñFirst < 1 of 2 > Lastò in the top right corner of this section. This lets 

you know there are two checks that were reallocated. To view June, you would either press the 

arrow for ñnextò or press ñLastò.  

 

On the redistribution tab the next section is the ñCheck Earning Linesò section. This section 

contains the Employee Record Number, Earnings Code, Earnings, and Dollar Total Count. 

The Dollar Total Count will add up all the new distribution rows and show you the total you have 

reallocated to make sure it matches the original check amount. Youôll also see ñFirst < 1 of 2 > 

Lastò in the top right corner of this section. This lets you know there are two separate earnings 

on this check. To view the other earnings, you would either press the arrow for ñnextò or 

press ñLastò. 

 

 

 

Print All Checks Approval 
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Exercise 4 ï Continued 

 
The next section is the ñEarnings Distribution Old Dataò which shows you the old distribution 

information and the next section is the ñEarnings Distribution New Dataò which shows you the 

new distribution information. 

 

These sections are applicable to all three pages: Earnings, Deductions, and Taxes. For multiple 

deductions and taxes, you will see ñFirst < 1 of 2 > Lastò in the top right corner of the Check 

Deduction/Tax Line section. 

 

Step 17 Click  
Print All Checks 

  on the Redistribution Earning Tab to print all checks in the redistribution.  

 

 
 

 
Exercise 4 - Complete 
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Exercise 5 ï Process a Redistribution using a retroactive effective date in which the 

paycheck has already been distributed (Temps and Non-Regular Salary) 

 
Step 1 Log On to the HR system through the MyPack Portal: Input your Unity User ID and Password. 

Go to the Human Resources System Menu. 

 

Step 2 From Human Resources System Menu, select North American Payroll, Payroll Distributions, 

NCSU Redistributions, Create Redistribution.  

 

  
 

Step 3  Enter the following: 

 

ID: 000318098 

 

Click:     Search 
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Exercise 5 ï Continued 
 

Step 4  Select the TMP Check by Pay Period End Date that you need to redistribute. 

 

  Pay Period End Date:     5/20/05 
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Exercise 5 ï Continued 
 

Once you select the appropriate check, the system will take you the redistribution page with the 

three tabs as mentioned earlier: Earnings, Deductions, and Taxes. The description of each section 

is the same as described earlier. 

  

  
 

Step 5  Enter the new distribution in the ñEarnings Distribution New Dataò section by highlighting the 

New Account Code, New Account, and/or New Earnings fields and making your changes.  

 

Click  to insert a row for an additional account code and/or distribution percentage. Click  

to delete an existing account code row and/or distribution percentage. If you donôt need to change 

the number of account code and/or percentage rows, you donôt need to insert or delete rows. You 

can simply enter the account code and/or percentage on the existing row. 

 

You must enter a valid account code, account, and dollar amount. The dollar amount must equal 

100% of the original paycheck amount.  

 

Step 6  Press the ñCalc Ben/Taxò button in order to have the benefits and taxes update to the same 

distribution as earnings. If desired, you can view the deductions and taxes by going to the 

appropriate pages. This step is not required. If you donôt click the ñCalc Ben/Taxò button, the 

benefits and taxes will update automatically when you save the transaction. 
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Exercise 5 ï Continued 
 

Step 7 Once your distribution changes are complete: 

 

Enter:  Comments in the Comments Box 

 

Click:   

 

Once you save the transaction, you will receive a redistribution # at the top of the page. 
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Exercise 5 ï Continued 
 

   
 

Step 8  Click  
Print All Checks 

 to print the redistribution. 

   

At the bottom of the redistribution page, you will see the Redistribution Close Date. This is the 

date the redistribution will post. 

 

Exercise 5 - Complete 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Print All Checks Approval 
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Exercise 6 ï Inquire, Update, or Delete a Redistribution 

 
Step 1 Log On to the HR system through the MyPack Portal: Input your Unity User ID and Password. 

Go to the Human Resources System Menu. 

 

Step 2 From Human Resources System Menu, select North American Payroll, Payroll Distributon, 

NCSU Redistributions, Update/Inquire Redistributions. 
 

   
 

Step 3  Enter the following: 

 

Redistr. #:  XX (# from exercise # 5) 

 

Click:     Search 

 

Step 4  The system will take you the redistribution page with the three tabs: Redistribution Earnings, 

Redistribution Deductions, and Redistribution Taxes. The description of each section is the same 

as described earlier. 

 

 

 

 

 

 

 

 


