HR 8.9 Training

DISTRIBUTIONS
&
REDISTRIBUTIONS

PARTICIPANGUIDE

FEBRUARY2010



Goal:
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Objectives:

Outline

Distributions & Redistributions

Welcome tahe Distributions & Redistributions training module! This guide contains the
tools needed taehrn the concepts and procedures involved in distributions and
redistributions.

To have the skills and knowledge necessary to successfully create distributions and
redistributions.

At the end of this module you will belate t o é

Inquire on a distribution

Process a distribution

Process a redistribution

Update / Inquire / Delete a redistribution

Print a redistribution

Inquire on Labor Distribution

Interpret the compensating control reports for distribution and redistrilsution
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A. Introduction

Goal:

To have the skills and knowledge necessary to successfully inquire, process, and update
Distribution and Redistribution.

Objectives:

NoakrwNDE

Inquire on a distribution

Process a distribution

Process a redistribution

Update / Inquire / Delete a redistribution

Print a redistribution

Inquire on Labor Distribution

Interpret the Compensating Control ReportsDatributions and Redistributions

Classroom Materials:

Participant Guide

Acknowledgement:

NC Stateb6bs Redistribution processing has
Resource system, using an Oracle relational database. Tsteilbetion process utilizes a
combination of employee, payroll, and dis
labor distribution. The Office of Contracts and Grants is the Functional Administrator for this
application.




B. General Information

User Access:

To use the Distribution & Redistribution system, you must have access to the Human Resources Syste
gain access, your department representative ragaest access through System Access Request (8AIRg
case of a change to seityisettings, specify the change (for example, access to a specific OUC). This is g

based service provided®IT. The | ink to SAR is |l ocated on the
Staffo tab. 't 1 s f ©8eouwlity Acosd/e6SAR.Campus Resour ces
User Types:

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

Update---With this access you can:
e Perform a distribution and redistributaea ¢
e Update/ del ete a distribution and redistr
range provided the update/delete date is before the cutoff date.
e Inquire on Labor Distribution and Compensating Control Reports within your assigned OU
range.

Inquiry---With this access you can:
e Ilnquire on a distribution on an empl oyegeg

e Inquire on Labor Distribution and Compensating Control Reports within your assigned OU

range.

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

1. Keep all proper, signed documentation auy
for auditing purposes.

2. Process redistributions in a timely manner. Redistributions affeximigact/grant (ledger 5)
account codes must be prepared on a timely basis, but no lat@0ttlays aftepay roll charge
posttotheaccouit See t he Uni v er swhenydedistriBuRidd is#ritefedo0 5
the systenafter the 90 day perioth¢ user will receive anmail that the redistribution is out of
compliance and requires additional justification and approval. The action will be pending i
system until the justification has been approved by the Director of the Office of Contihcts
Grants. Once the Director approves the redistribution it will approved by Contracts and G
in the system and process in the next payroll that processes.




General Information (continued)

User Responsibility (continued):

In addition br payrollchanges submitted after this-@@y deadline, the Retroactive Payroll
Adjustment form (http://www7.acs.ncsu.edu/cng/forms/Retro_Payroll_Adjustments.asp) a
with a copy of the redistribution must be submitted to Contracts and Grants justifying the |
adjustment of charges. The form should be addressed to the Director of the Office of Con
and Grants and must be signed by the Dean (or Director fecoimye units). The form must
indicate: (1) why the adjustment is necessary, (2) the impace @idjlastment on the employee
effort certification, and (3) why the adjustment was not prepared within tdeydperiod
allowed. The form should also include the affected employee ID and payroll ID(s). This fo
should be prepared and all necessaryatiges obtained before the redistribution is submitte
the system. If the appropriate documentation has not been submitted and approved by C
and Grants within 60 days of the redistribution submission, the Office of Contracts and Gr
maydelde the redistribution.

Distribution and Redistribution Overview:

The Distribution and Redistribution Pages allow an authorized persoquioe , add, update, anddeletea
distribution and/or redistribution.

This system can be used to process atelliition for any employee that has had on orcgtfle checks.

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

1. For regular (monthlyand graduate RA/TApay, aredistribution action to retroactively change the
salary account code distribution needs to be entered detrertment BudgetTable. Once the
redistribution has been saved, all the affected checks will be systematically triggered for
redistribution.

2. For nonregular pay such as temporary pay, summer salary pay, additional pay, retro pay, or g
differential pay, the distribution is always available for redistribution througGteate
Redistribution Page

If that check has been reallocated at least dheeselection 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 seque
number. You will be able to tell how many times a check has been reallocatéerbgcimg theReverse Seq
#.




General Information (continued)

|l denti fy the

Afactiond buttons pertaining to Di

E SENE] I::),R-eturn to Search] +E Hextin Li5t:| +Z Prewious in Listjl 5@ Include Histnry] @Enrrect Hist-:-r'g,r:l El PrintAll Checks

Button Description

@s=vel  Save

Sends the information on the page into the database.

Q Retum to Search | Return to

Search

Clears the page and displays the list generated by the original search for th
criteria and allows you to select another criteria.

+EHextinList] Next in List

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

+Z Previous inList Previous in
List

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

Einclude History | |nclude
History

Displays all distribution rows withithe selected Fiscal Year and allows you f{
enter a new distribution row.

B conect History| Correct
History

Displays all distribution rows within the selecteddal 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 achecks changing in thedistribution.

<

~



C. EXERCISES

Exercise 1. Inquire on a Distributin (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 &alary Distribution Change for current or future payrolls

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

Exercise 5. Process a Retroactive Redistribution (Temps andifdgular salary)

Exercise 6. Update / Inquire / Delete a Redistribution

Exercise 7. Print a Redistribution

Exercise 8. Inquire on Labor Distribution

Exercise 9. Interpret the Compensating Controlg®ets for Distributions and Redistributions

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

/= MyPack Portal @ NC State University - Microsoft Internet Explorer Provided by Enterprise Technology Services &Smpdff; = |ﬂ I_?_(_]
@ )~ Ié https: {fportal.acs.ncsu.edufpsp/EPPRD; ?cmd=loginglanguage Cd=ENG& L]\ | | *9 X IG-:u:-g\r:— L~
File Edit View Favorites Tools Help & - 9_’ v{ @ - IWEb Search <+ 43 Bookmarks~ [ Settings ‘ | Messengery »
Gougle | EI *§ search ~ «» £33 share ~ @F Sidewiki = | "% Check ~ 3| Translate ~ €y~ [ ISignIn ~
) 7 = 3 L 3 ] ».
94 4 @MyPack Portal @ NC State University | | 2~ B - = - |:rpage » ([ Tooks - @~ L2t @

-

NC STATE UNIVERSITY FIND PEOPLE  LIBRARIES NEWS CALENDAR  CAMPUS MAPS

| Helpful Links

Select Affiliation: = Schedule of Courses

]Student / Employee ¥|

= Curricula Information
Username: = Graduation

= Academic Calendars
Password:

= SoediEmployoe Chsve Welcome to the MyPack Portal!

Unity Password

= Parent/Guardian Password

e Welcome to the NC State MyPack Portal, your one-stop source for information and resources from the NC

State community. Inside you will find faculty, staff, student and parent resources, including academic,
= Login Help financial and human resources information, as well as many other campus services. Start now to customize
your MyPack experience.

=
Done [ [ [ @ mternet H100% v 4



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

Exercise 1i Inquire on a Distribution (All Employees)

Step 1 Log On to the HR system through tlyPackPortal: Input your Unity User ID and Password.
Go to heHumanResourceSystem Menu.

Step 2 From theHuman Resources MenselectSet Up HRMS, Product Related, Commitment
Accounting, Budget Information, Department Budget Table

Step 3 Enter the followingon theFind an Existing Valuéab (default)
ID: 000324530
Click:  Search

Step 4 Click on the Applicable Record
Department ID110701

Fiscal Year2006

Empl Rcd NbrO

3 Department Budget Table - Microsoft Internet Explorer Provided by Enterprise Technology Services & Support - |E' ﬂ
File Edit View Favortes Tools Help | :,'

eBack - J ™ |_L| \ELI _:\J /.-\’Search \j‘\"/ Favorites ‘3| A uf; % 9 _J % 3

Address [{&] https:fagtrn.acs.ncsu. edujpsp{AGTRN/EMPLEYEEPHOBBOTR/c/DEFINE_COMMIT_ACCOLNTING_UIS.DEPT_BUDGET USA?PORTALPARAM

CHA

NC STATE UNIVERSITY FIND PEOPLE | LIBRARIES | NEWS | CALENDAR | CAMPUS MAPS

MyLinks: -

Vmmmad im ame Cwn LT

Mew Window | Help | /&,

Department Budget Table
Enter any infarmation vou have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value (_Add a Newvalue |,

SetlD: |begins Withj'NCSM

Department: |begins wnhj| Q,
Fiscal Year: |= j |

EmpliD: |begins Withj|000324530 Q
Empl Red Hbr:[= = Q

[ Include History [ Correct History

Search Clear I Basic Search Save Search Criteria

Search Results

13 of 3
Department Fiscal Year EmpliD Empl Rcd Hbr Description
110701 2006 0003245300 Animal Science
110701 20085 0003245300 Anitmal Science
110701 004 0003245300 Anirmal Science
Find an Existing Value | Add a Mew Value
|&] Done ’_[D—’_ ’_ré_ £ Internct



Exercise 1 (continued)

Step 5 Click View All in theLevel Section to view all the account codes by percentageerpage.
OR, click by pagérirst [] 1 or4[*] Last) to see one account code at a time. This shows you the most
current distribution by effective daftor this employee.

43 Department Budget Table - Microsoft Internet Explorer Provided by Enterprise &
Fle Edit Wiew Favorites Tools  Help | ';;'

Qe - O - ¥ [

Address I@ https:/fagtrn.acs edu/psp/AGTRN/EMPLOYEE/PHOSSOTRMc/DEFINE_COMMIT

MyPACK HOME FOR FACULTY & STAFF

® n , -
g = 3.
7 Search & Favorites {3 | [

NC STATE UNIVERSITY

e
{ Dept Budget Earnings
Department: 110701 Animal Science Fiscal Year: 2008

First ] 1af1 [ Last

 Department ¢ Position Pool  Jobcode  Position & Appointment =]

o "
E

EmpliD: 000324530 Grant,Stephanie User ID:

Empl Rod#: a Date Entered:

Effective Date: 08/ 62005 Eff Seq: 0

View Detailed Distribution Data

Earnings Distribution in First [4] 1oia O | as
Account Code 201354 AMML SCIHUSBDRY
Budget Amount Distribution % G2 406
Distributed ¥ Default Account 51112
| Arrnunt Budnet Amount  Distrhth ;I
& TS e

10



Exercise 1 (continued)

Step 6 To view previous effective dates, cliBinciude History | at the bottom of the page. Clidkew All
in theLevel Section to view all the distributions by effective date on one page. OR, click by page
(First 4] 1012[*] Last) to see one effective date at a time.

3 Department Budget Table - Microsoft Internet Explorer Provided by Enterprise Te: - Iﬁllll
File  Edit  Wiew Favorites Tools  Help | | !'
! A 3 e ; ' 3 L g -
Qo - O - %] 2] ] Jsewen Jrrons @] 2- @ - K] B
\DEPT_BUDGET USATRORTALPARAM_PTCNAY=HC_DEPT BUDGET_L~| [Ed Go | Links
search nosu.edu
MyLinks: -
MyPACK HOME FOR FACULTY & STAFF MyTAB .
| amnndin ans ST
Department: 110701 Animal Science Fiscal Year: 2008
Fire:tm 1 of 1 [H Last
" Department " Position Pool " Jobcode  Position & Appointment =
C
[/
EmpliD: 000324530 Grant,Stephanie User ID:
Empl Red##: 0 Date Entered:
Effective Date: 07/01/2005 Eff Seq: 0
View Detailed Distribution Data
Earnings Distribution ot [ 1 or 4 ] Last
AccountCode  7E1G02-06802 EXT.EMER -AN.HUSBNDY
Budget Amount Distribution % 100,000
Distributed 7 Default Account 51112
B save) (QRetunto Search | |45 Hextin List | [+ Ednatity | B Add | [ UpdatesDisplay | (2] [ Carrest History | —
[
=] [ET T2 [ mtemet

11



Exercise 1 (continued)

Step 7 Click on theView Detailed Distribution Data link to view the salarand distribution histoy by
effective date. The Department Budget Table only displays distributions not salary history. This
page combines both on one page. C\iadw All to view all the distributions and salaries by
effective date on one page. OR, click by page: [{] 1414[*] Last) to see one effective date at a

time.
2 Yiew Salary DistributionDetail - Microsoft Internet Explorer Provided b ;Iilﬂ
File Edit “iew Favorites Tools  Help | l';'
N s = n - = -
L) Eack - -_d - Ij Ig ,l\J 7 ) search ‘i:( Favotites {f} | v - 4] % 3

Address I@ https:ffagtrn. acs.nesu. edufpspl AGTRN_29/EMPLOYEE [PHOSS0TRNc/NC_C, _DISTR_\W.GBL?Page=|
NC STATE UNIVERSITY

MyLinks: -

PACK HOME FOR FACULTY & STAFF .
p }mnmnd fm e SYAEOUT
Mew Window | Help | Customize Page |m,

{ HC_SALRY_DISTR YW

EmpllD 000324530 EmplRcd Nbr 0 Department 110701

Employee Name

Department Budget Earnings Find |iew Al First 4 or g B gt

Effective Date 02/16/2005 Effseq 0

Earnings Code 010 Total Amount  15000.00

Earnings Distribution Custamize | Find | iz All | 58 First [ 1.4 of 4 [ Last
Account Code Account Budget Amount Distribution %
201354 51112 9360.900000 62 406
201805 51112 1771.050000 11.807
404050-06802 51112 2868.000000 19120
7E1602-06802 51112 1000.050000 6.667

5] [T & [ nkerme:

Exercise 1 - Completed

12



Exercise 2i

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

Step 1 Log On to the HR system through thPack 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 completetigoh click
Department Budget Update or 2) Fromthe Human Resources MenselectSet Up HRMS,
Product Related, Commitment Accounting,Budget Information, Department Budget
Table. Both navigations take you to the same page, the Department Budget Table.

/2 Hire Employee - Microsoft Internet Explorer Provided by Enterprise Technology Services & Support =18

Fil: Edit “ew Favortes Tools Help | "l

eBack - \_’J - d |§| Tl | /..\JSearch . Favortes £

Address I@'] https:ffagtrn. acs.nesu, edu/psp/ AGTRM/EMPLOYEE/PHOSSO TR/ ADMINT:

NC STATE UNIVERSITY Fin

Grant,Ginger Employee

ork Location

Employee Status:  Active Date Created: (122212005 =
*Effective Date; 05/01/2006 [ Effective Sequence: I_U *Joh Indicaior:l Prirary Job =l
Action ! Reason: Hire j lﬁ QU Naw Appointrment

Future
Position Number: [00000313 | & Graduate Administratar Position Entry Date: 050112006
Owerride Position Data | [” Position Management Record

Regulatory Region: gy United States

Companmy. MNCE M State University

Business Unit: NCEU1 NC State Univ Business Unit

Department: 118101 Biological And Agricultural En Department Entry Date:  05/01/2006
Location: ooa Bio & AgEn

Supervisor ID:

Reports To:

1D:

Establishment ID: 001 MNC State University

Departrment Budet Update
Personal Data Joh Data Ernployment Data Earninis Distribution Benefits Program Paticipnation

=l
[&] pane BT T [& e

13



Exercise 2i A1 Continued

/3 Department Budget Table - Microsoft Internet Explorer Provided by Enterprise Technology Services & Support &l
Fil: Edit ‘View Favorites Tools  Help | 'l,l

\_) Back - \_)\ - IJ Ig ;\J | /.:jSearch ‘*f:/ Favorites ‘3| = k; 2 _J % ﬁ

NC STATE UNIVERSITY

MyPACK HOME FOR FACULTY & STAFF

lammmd i =m0 CWIATOUT
i Dept Budget Earnings ﬂ

Department: 113101 Biological And Agricultural En Fiscal Year: 2006

Find| View Al First [l 1 061 [*] Last §

" Department  position Pool " Jobcode  position & Appointment
C
Job Action - Hire ||
EmpliD: oonan0049z2 Grant,Ginger User ID: GWMCGLA;I
Empl Rcd#: 0 Date Entered: 02/22/2006
“Effective Date: M [ Effseq: il work Against [~

Wiew Detailed Distribution Data

Earnings Distribution 5

EE
*Account Code |201 356 O BIOLGCAL & AG ENG | |
Budget Amount | Distribution % | 42.302
Distributed ™ Default Account 51119
|
| fArrnnnt Budoet Amount Nistrhts j
(5] ’_’_’_’_ré_ 4 Internet
Step 3 EnterID: 00040049Zif on the Dept. Bud Table search page). From the job action, it takes you

directly to the record and you dondét need -
Click: B Cormrect History
Click: Search
Step 4 This employee is paid from two difference account codes (201356, i.e.). You caviielicill
in theEarnings Distribution Section to view both account cadey percentage on one page.

OR, click by pagérirst ] 1 or2[*] Last) to see one account code at a time.

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

Table, you wil!/l need to check the AWork Ag
positionbs distribution wil!/l be updated wi
Table.

Ifyoudonotc hange the distribution on a new hire
automatically feed to the Department Budget Table. If the new hire or rehire is not in a position
and you dondét enter a distr i bwesuspense adcdust. p a

14



Exercise 2i A1 Continued

3 Department Budget Table - Microsoft Internet Explorer Provided by Ent - | E‘lﬂ
File Edit View Faworites Tools  Help | .1,'
eBack - d - Ij @ __;\J /..-Ij Search \:n‘\'( Favorites €3| <]~ .,_ - —] % ‘3
address |g‘| hitps: /fagtrm. acs.ncsu. edupsplAGTRIEMPLOYEE/PHOBEOTRINC/DEFINE_COMMIT_ACCOLNTING_US.DEPT_BLUDGET.LISAZPORTALPARAM_PTCNAY=HC_DEPT_BUDGET L | Go
NC STATE UNIVERSITY
MyPACK HOME  FOR FACULTY & STAFF MyTAB |
Find
 Department ¢ Position Pool  Jobcode  Position  Appointment
*Account Code  |201348 Q BIOLGCAL & AG ENG
Budget Amount | Distribution % | 42.302
Distributed [~ Default Account 51119
Account Budget Amourt  Distrb%
=
=
*Account Code  |406050-08862 Q Biological & Agricultural Engi
Budget Amount | Distribution % | 57.698
Distributed [~ Default Account 51114
Account Budget Amount  Distrb%
| | EE
ﬁSave QRetulnto Search E|Ncmfy [ Audd @Update!D\splay) @Include H\story] @’ I
]
&l [T [& e meermet
Step 5 Place your cursor in th&cct Codeand/or theDistribution % field to make your desired
changes.

Click ! to insert a row for an additional account code and/or distribution percentageE:lick

to delete an existing account code row and/ordisb ut i on percentage. |
the number of account code and/ or percenta
can simply change the account code and/or percentage on the existing rows.

15



Exercise 2i A1 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 overrideace your cursor in th&ccount field in
theOverride Account section. Enter your desirede@unt (51118, i.e.).

Enter the budget amount tre Distrb %. This amount isequired to match the Account Code
Distribution % amount.

a Department Budget Table - Microsoft Internet Explorer Provided by Ent: = |ﬁ'|5|
File Edt View Fawvarites Tools Help | :f'
o Back - -\_) - u @ __;\I /..-Ij Search ‘:‘:‘\'( Favotites {_‘3 |
Address Ig‘l hktps:/fagtrn. acs. ncsu.edu/pspl AGTRIM/EMPLOYEE PHOSS0TRM, c /DEFINE_COMMIT _ACCOUNTING_US
NC STATE UNIVERSITY
MyPACK HOME FOR FACULTY & STAFF
" Department " Position Pool " Jobcode " position & Appointment
“Account Code  |201356 L, BIOLGCAL & AG ENG
Budget Amount Distribution % | 42.302
Distributed [~ Default Account 51119
Account Budget Amount  Distrb%
51118 44337 42302 F[=
=l
*Account Code |4DGDSD-DBBB2 3 Biological & Agricultural Engi
Budget Amount Distribution% | 37.698
Distributed [~ Default Account 51113
Account Budget Amount  Distrb%
Jat11s | 60474 57.698 FE=
B save] [CLRetun to Search | [ENatify Bk Add | |2 Update/Display ) | £l Include Histary | ([ =
@ Y —
Step 7 Once your distribution changes are complete:
Enter: Commentsin theComments Box

Click: & save)

Exercise 2i A - Complete

16



Exercise 2i

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

Step 1

Step 2

Step 3

Step 4

‘3 Hire Employee - Microsoft Internet Explorer Provided by Ente =1l

File Edit ‘“iew Favorites Tools  Help | ::l

GBack - J e d lELI :\J | /'_-\l Search \;1\-/ Favorites @}

NC STATE UNIVERSITY

MyPACK HOME  FOR FACULTY & STAFF

mnmnd in me CRIRTSUT
-

*Job Code: I— Q

*Location: I— Q

*Standard Hours: [s0on FTE: 1.000000

Planned Exit: I— E] " Encumbrance Override [~ Encumber to Appt End
Appointment End Date: I E:J

“Tax Location Code: INC a Morth Carolina
Kronos Location: I (&}

Compensation Rate: I Frequency: A Pay Group

Account Code; I Q =
Budget Amt: I Distribution %: I
Submit
| | Ll_l
@ RERE

Place your cursonitheAccount Codefield in theEarnings Distribution section.
Enter: The six digitaccount code(project id)
Place your cursor in the Budget Amtistribution % field.

Enter: TheDistribution % or the Budget Amt for the specifleaccount code.

Click ™ to insert a row for an additional account code and/or distribution percentageEZlick

to delete an existing account code row and
the number of account code and/ or per ¥ant a
can simply enter the single account code and/or percentage on the existing row.

Once your distribution is complete:

Click:

Exercise 2i B - Complete

17



Exercise 3i Processa Salary Distribution Change for current or future payrolls

Step 1 Log On to the HR system through thPack 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 Updatelink; 2) from the VPAF page, clickipdate Distribution
Information link; OR 2) from theHuman Resources System MesealectSet 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, i f your job action (pay
navigated to the Department Budget Table and made distribution changes basedatiorhis a

youoll need to remember to go back to the
back to itds original distribution prior t

actions. The only exceptions are for new hires andegh8ince the distribution is entered
directly on the VPAF page, if the action is deleted, the distribution is never fed to the Departmer
Budget Table.

‘ Request Data Change - Microsoft Internet Explorer P -8 x|
File Edit Wiew Favorites Tools  Help | ":!

Y . ~ T ) = E
G Back ~ () - Iﬂ IEL‘ "l | /s Search ¢ Favorites {4 - g E -

Address Iﬁj https:faglt. acs.ncsu.edufpsp/AGLT/EMPLOYEE/PHOGS0PRDC/R.OLE _MAMNAGER. HR._MER_LOC

NC STATE UNIVERSITY FIND FEOPLE | LIBRARIE!

Mew Window | Help | COSfomize Page | i

Data Changes

Belowr is the employvee you selected for a data change. Click Submit once you have entered your
data change infarmation.

Empl

EmplD  Red Name  JobTile  Department Location Planned Exit  Kronos Empl Class
Nbr
pooroore1 o Danel

Goober

Date Change Will Take Effect: 05/ 6/2006

Location: I Q,
Department: | a,
Joh Code: I Q
Planned Exit I B
Submit | Update Distribution Information

Eeturn to Select Employees

&l pene TS @m0

Step 3 Enter the following:

18



Exercise 3i Continued

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

Step 10

ID: 000320660

Click:  Include History
Click:  Search

Select the Applicable Record
Department IDO50801

Fiscal Year2006

Empl Rcd NbrO

Click =l to insert a rav with your new effective date in theevel section. The effective date will
default to Todaydés Dat e.

Highlight the effective date and enter your futafective datewithin that fiscal year.
Place your cursor in thiccount Codefield in the Earnings Distribution section.
Enter: The six digitaccount codg(project id)

Place your cursor in the Budget AmtDistribution % field.

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

Click ! to insert a row for an additional account code and/or distribution percentageE:lick
to delete an existing account code row and
the number of account code and/ or percenta
can simply enter the accowtde and/or percentage on the existing row.

Enteran 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 th&ccountfield in theOverride Account section. Enter your desired
account (51118, i.e.).

Enter theDistrb % or the budget amount. This amount is required to matcAc¢beunt Code
Distribution % amount.

Once your distribution changes are complete:

Enter: Commentsin theComments Box

Click: & savel
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Exercise 3- Complete

Exercise 4i Process a Redistribution using a retroactive effective date in which the
paycheck has aleady been distributed (EPA, SPA, and Grad Employees)

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

Log On to the HR system through thPack Portal Input your Unity User ID and Password.
Go to the Human Resources System Menu

FromHuman Resources System MesalectSet Up HRMS, Product Related, Commitment
Accounting, Budget Information, Department Budget Table.

Enter the following:

ID:

Click:

Click:

000304422
Correct History

Search

Select the Applicable Record

Department ID140201

Fiscal Year20(b

Empl Rcd NbrO

Click View All in theLevel Section to view all the distributions by effective date on one page.
OR, click by pagérirst [l 1012[*] Last) to see one effective date at a time.

Click =) to insert a row with your new effective date in Berning 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 thé0Etow to insert the new
distribution row. The dates should always be in numerical order.

The

effective date wil/l default to Todayods

(1/1/05, i.e.)Highlight the effective date and enternyalesireceffective datewithin that fiscal
year (2/1/05, i.e.).

Place your cursor in th&ccount Codefield in theEarnings Distribution section.

Enter:

The six digitaccount codg(project id)

Place your cursor in the Budgetm or Distribution % field.

Enter:

TheDistribution % or the Budget Amt for the specified account code.
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Exercise 4i Continued

Step 10 Click ™I to insert a row for an additional account code and/or distribution percentageE:Iick
to delete an existing account code row and/or distribution pereentagl f you dondt
the number of account code and/ or percenta
can simply enter the account code and/or percentage changes on the existing rows.

Step 11 Enteran override for the account (519, i.e.) with an allowable override, if applicable. Refer to
the Account Mapping Summary for allowable overrides.

Place your cursor in th&ccount field in theOverride Account section. Enter your desired
account (51118, i.e.).

Enter theDistrb % or the budget amount. This amount is required to matcAt¢keunt 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 theirimaigdistribution. For example, if you
only want to redistribute Feb and March ch
Click =l to inserta 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 ifigtron row, or 3) the end of that fiscal year, 6/30/05.

Step 13 Once your distribution changes are complete:
Enter: Commentsin theComments Boxfor each new row created.
Click: & save

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

Go to Review Retroactive Redistribution component (20001,3)

Yes No

‘Or‘
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Exercise 4i Continued

Step 15

Press Yes to view the Retroactive Redistribution (reall).

) Department Budget Table - Microsoft Internet Explorer Provided by Enterprise Technology Services & Support =12
| &

File Edit Wiew Favorites Tools  Help

Qo - @ - %] 2] | sewen grreons @] - @ - YD
address |e_“| https: fjagdev. acs.ncsu. edu: 1000/psp/AGOA/EMPLOYEE PHOSE0CM /DEFINE_COMMIT_ACCOUNTING_US.DEPT_BUDGET.USA?FolderPath=PCRTAL_ROOT_OBJECT.HC_S j Go
NC STATE UNIVERSITY

PACK HOME FOR FACULTY & STAFF

im mme CWIATAUT

Mewiindow | &

Goto Review Retroactive Distribution component (20001,3)

] I B = X
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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 5/1/05dhe effective date, so the reallocation is on May and June checks.

‘3 Update/Inquire Redistriubtions - Microsoft Internet == x|

File Edit Wiew Favortes Tools  Help | Ir

OBaCk'J'IJIﬂ

\-\ r LY
) search 7. Favarkes €

J(_Fualzlismhution Earnings {_ Redistribution Deductions }” Redistribution Taxes | o h -l
Redistributions & Compamy: NCS PayGroup: MTH Comments [t25t =l
EmpliD: 000304422 GrantSheila [ |
Process IA_ User ID: G\WMCGLAM DateTime Stamp: 01/24/2006 10:35AM

State

Separate Paycheck thEC

offCycle? B2y Period

PayRuniD Page# Line# Total Gross

End Date Check # Issue Date Humber
M 05/3142005  20051R11 500 2 1] 05/31/2005 584898 4910.28
Check Earning Lines i nize | Find | ] First [« 1oz 0 Last
Page# Line# SeparateCheck# EmplRcd Nbr Earnings Code Earnings Dollar Total Count
EO0 2 1] 1] 010 2864.33 2864.33
£
Old Fiscal 0Id_nccount|n 0Old Old Joh Old Position Old Account Code Old Account Ol _ Old Reverse old %
‘Year Period Department  Code Number —— Earnings — Seq i
2005 11 140201 5816 00061543 251464 51219 2864.33 1] 100.000
]
Mew Fiscal :e_w i New Hew Job New Position Now A ot Cod *New Mew New Reverse New % |
Year w Department Code Humber -Hew Account Lode Account Earnings Seq Hew 4
2006 T 140201 5816 00061543 271083 Q |51219 Q |2864.33 1 100.000
Calc BenT PrintAll Checks Approval
kL Hen/laxes Redistribution Close Date 01/31/2008 i
& [T & [ mternet

On the reallocation, you have three pages: Redistribution Earnings, Redistribution Deductions,
and Redistribution Taxes. You have the ability to view each tab, if necessamgciotab, there

are the informational field®Redistribution #, EmplID, Name, User ID, and the Date/Time

Stamp.

Next, you CQOheackliness exe ¢ thieormi. Thi s secti oRaycont
Period End Date, Pay Run ID, Page and Line #, Paireck Number, and Total Gross

Amount. Yo u 6|l IFirst<llof@ >kaste ifin t he top right <corn
you know there are two checks that were reallocdtediiew June, you would either press the

BN

arrow for finextdo or press fALasto

On the redistribution tab the nexte c t i o @hedk Earninglenesh secti on. Thi
contains the&amployee Record Number, Earnings Code, Earnings, and Dollar Total Count
The Dollar Total Count will add up all the new distribution rows and sfmwthe total you have

reall ocated to make sure it mat cHhrstslafh>e or
Lasto in the top right corner of this secti ol
on this checkTo view the otherearn ngs, you woul d either pres

press .iLasto
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Exercise 4i Continued

Step 17

s EBamings Distributien Otd Paaoin whi ch shows you t
EdrningsrDestkbutiorsNew Data® nwh isc h h&®h ¢ w

The next
information and
new distribution information.

These sections are applicable to all three pages: Earnings, Deductions, and Taxes. For multiple
deductions and taxes, you will see AFiTrst
Deductio/Tax Line section.

Click ~ PrimAlChecks 51 the Redistribution Earning Tabprint all checks in theedistribution

=X
Fie Edt GoTo Favortes Help | "J'

OBack - J - |ﬂ IELI ;‘J | /'_-\5 Search \:‘\;’ Favorites é“v{| Tz = ﬁ ‘fi

Address Iﬁj https:fihhten, acs.nosu, edufpsreports /HOTRM{2527 incds0016_2852 PDF

EIN= E |Link5 ®

BSaveaCopy =) (3 WSearch \":‘ I} Select h‘, ‘ Q%v ._:_I = = IIIB% - & kS ARG N - E Ym‘
Erployes: Grant,Sheila Request #: 6 Check Dt:  05/31/2005 »
W ID#: 000304422 Redigtribution #: 1 Chack #: ce4B08 -
:—{ Deptid: 140201 Statua: Selected Payrell ID: 20051R11
-4 Posn #: 00061542 Pay ID:
== Job Code: 5816
** Above data raflects the employee information when check was issued. #**+
Earninge Distribution
Hew ol4d
Ern Code heet Code RAeect Amcunt Pet. Em Code Rect Coda heoot Amount Pet.
010 Total Earnings $ 2,864.33 010 Total Earnings § 2,864.33
271083 51219 £2,864.23 100.00 251464 51219 $2,864.33 100.00
Als Total Earnings $ 2,045.85 als Total Earnings § 2,045.85
251464 51219 £2,045.95 100.00 251464 £1219 $2,045.95 100.00
Benefits Distribution
New old
Ded Plan Bnft Ded Plan BEnft
i Code Type Plan Acect Code Acet Amount Pet. Code Type Plan Acect Code Acet Amount Pet.
|_ 030 TA TSERS Total Deduction L 285.53 030 TR TSERS Total Deduction § 285.53
251464 51821 § 118.87 41.67 251464 51821 $ 285.53 100.00
271083 E1821 £ 165.5& 58.33
Tax Dietribution
Hew o1d
@ Tax Tax
E Clase Acct Code Acct Amount Pot. Clase Acct Code Acct Amecunt Pot.
g OASDI Total Tax $ 301.04 OASDI Total Tax $ 301.04
2 251464 51811 § 125.432 41.67 251484 51811 & 301.04 100.00
g 271082 51811 § 175.81 £e.33 Med/E Total Tax § T0.40
- Med/E Total Tax $ T0.40 251464 51813 & TO0.40 100.00
7/ 251454 51813 § 29.32 41.66
] 271083 51313 £ 41.07 £8.34
5 Request Information
£
3
| User: SHWMCGLAM Date: 24-JRN-2006
Comments :
o test j
= Lof 1 | o © o

foare T 5@ mwomze

Exercise 4- Complete
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Exercise 5 Process a Redistribution using a retroactiveffective date inwhich the
paycheck hasalready been distributed (Temps and NorRegular Salary)

Step 1

Step 2

Step 3

Log On to the HR system through tyPack Portal Input your Unity User ID and Password.
Go to the Human Resources System Menu.

FromHuman Resources System MeselectNorth American Payroll, Payroll Distributions,
NCSU Redistributions, Create Redistribution.

3 Create Redistribution - Microsoft Internet Explorer Provided by E =0
File Edit ‘“iew Favorkes Tools  Help | ’:’

GBack - \_) - \J @ :\J /..-jSearch \j“\'\/ Favorites {‘\I ‘ - .., - _J % 3
ETI

C_RETRO_DIST_REQ_GBL&EOPP.j Go

search ncsu.edu

WyLinks: -

MyPACK HOME FOR FACULTY & STAFF

R T a

i -
Mew Window | Help | psb

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

{ Find an Existing Value

Compamny: |begins with ] [Hes

Pay Group: |begins W\thjl

Pay Period End Date: |= =l 5
Off Cycle ?: |begins W\thjl

Page #: |: | |

Line #: |= | [

Separate Check #: |: | |

EmpliD: |begins with j|

Narme: |hegins with j|

[ Include History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

] I O = T
Enter the following:
ID: 000318098

Click: Search
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Exercise 51 Continued
Step 4 Select the TMP Check ay Period End Dde that you need to redistribute.

Pay Period End Date: 5/20/05

] Create Redistribution - Microsoft Internet Explorer Provided by Enterprise == x|
File Edit Wwiew Favorites Tools  Help

| 3
eBack - e) - Iﬂ Ig _:] | /.__) Search ‘H;n:( Favotites {_ R _J . % '3

u
iddress |f§|https agttn. acs.nesu. edupsp) AGTRMEMPLOYEEPHOSE0TRN/c/NC . FQGELPPORTALPARAM_PTCHAY=NC_RETRO_DIST_REQ_GRL&EOPP, v | (£ Go

NC STATE UNIVERSITY

Treate Redistribution T ) A
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value

Company: [begins W\thleCS

Pay Group: |begins W\thj|

Pay Period End Date:|= = El

Off Cycle 7: Iheginswwthjl

Page #: |: 4| |

Line #: |= =

Separate Check #: |= 4| | f
EmpliD: |begins W\thj|0003219??

Name: |begins with =]

[ Include History [ Case Sensitive

Search I Clear Basic Search Save Search Criteria

Search Results
1-45 o1 45

Pay Group Pay Period End Date Off Cycle ? Page # Line # Separate Check # EmpliD HName

THF 01/31/2003 b i 5 0 000321877 GrantEllen

THP. 022872003 M 0 7 0 000321977 GrantEllen

TME 10/24/2003 N s 4 0 000321977 GrantElien

TP 1142172003 I 0 30 000321877 GrantEllen

THMF 12/05/2003 M 05 2 0 000321977 GrantEllen |
&l O == [
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Exercise 51 Continued

Step 5

Step 6

Once you select the appropriate check, the system will take you the redistribution page with the
three tabs as mentioned earlier: Eagsi Deductions, and Taxes. The description of each section
is the same as described earlier.

Z} Create Redistribution - Microsoft Internet Explorer Provided by Enterprise Technology Services & Suppork =18 x|

File Edit Wiew Favorites Tools  Help | :f:

5 . o T . = = .
eﬁack < J - Ij Ig T | 7 Search \:"/\\./ Favorites {_‘} M= W o —] ﬁ ‘j
Address Iﬂj https: ffagtrn. acs.nosu.edufpsp/ AGTRIMIEMPLOYEE/PHOSSOTRMCINC_CA_L

NC STATE UNIVERSITY

MyPACK HOME FOR FACULTY & STAFF

|/ Earnings Request | Deduction Reguest |~ Tax Request =
C
Compamy: NCS Pay Group: Trip EmplID:  goo31209a Redistribution® | ;I
Name:  Grant,Brantley
User D G\WhCGLAM DateTime Stamp 022812006 4:16PM ;I
Off Pay Period Paycheck . Separate
Cycle? End Date Pay Run 1D IssueDate  F2US#  Line# Check#  Total Gross
M 0512062005 20052R25 060352005 3 a 1} 447 56
Check Earning Lines Custamize | Find | i First [« 10f 1 [ Last
Page# Line# Separate Check# Empl Red Nbr Earnings Code Earnings Dollar Total Count
3 5 1] 1] 021 447.56 44756
Earnings Distribution Old Data Customize | Find | * First [« 1af 1 | Last
Old Old Ol
Old Fiscal Year  Accounting Old Department  Old .Job Code  Position  Old Account Code 0ld Account Old Earnings Reverse % Old
Period Mumber Seq
2005 12 111102 6512 372100 51450 447.56 0 100.000
Earnings Distribution New Data Customize | Find | View A1 | 5 First [1] 1of 1 [ Last
New New Position New
New Fiscal Year Accounting New Department New .ob Code Number *New Account Code *New Account New Earnings Reverse % New
Period I Seq
2006 5 111102 6512 372100 Q [s51450 Q [447.58 1 100.000 I
4 ' | 5
& R

Enter the new HKhinisgs DistributidniNemDataon stehcet ifion by hii
New Account Code New Account and/orNew Earningsfields and making your changes.

Click =) to insert a row for an additional account code and/or distribution percentageﬂlick

to delete an existing account code row and
the number of account code and/ or @rewscyent a
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 equ
100% of the original paycheck amount.

Pr es Lal¢ BewTaxd tomin 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 iIis not requir
beneits and taxes will update automatically when you save the transaction.
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Exercise 51 Continued

Step 7

Once your distribution changes are complete:

Enter: Commentsin theComments Box
Click: & save)

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

“J Create Redistribution - Microsoft Internet Explorer Provided by Enterprise Techno

=131

File Edit View Favorites Tools  Help |

@Back - -J e Iﬂ Ig g;j ‘ f_] Search S}(Favnritas e}‘ <]~ :\, - J % ‘3

=

Address [&] https:/faqtrn. acs.ncsu.edulpsplAGTRI/EMPLOYEE/PHOBBOTRN/C/NC_CA_MENU.NC_RETRO_DIST_REQ.GBL?FolderPath—PORTAL_ROGT_CBIECT.HC_MORTH_AMERICAN ¥ (£ Ga
NC STATE UNIVERSITY

MyLinks: -

" " | mmmed im mes ST
/~ Eamings Request ' Deduction Request | TaReguest | El
c +

Companmy: MCS Pay Group: Tmp EmpllD: goo31309s Redistribution# 1 et =

Name:  GrantBrantley

UserID GWMCGLAM DateTime Stamp  012/28/2006 4:16PM j

Off Pay Period Paycheck . Separate

Cycle 7 End Date Pay Run 1D Issue Date Page#  Line# Check#  Total Gross

I 05/20/2008 20052R25 060372005 3 i} 1} 447 56

Empl Rcd Nbr Earnings Code
39 5 1] 1] 021 44758 44758

Earnings Distribution Old Data

] First [« 10f 1 [ Last
Old Ol Old
Old Fiscal Year ~ Accounting Old Department  Old Job Code  Position  Old Account Code 0Old Account 0ld Earnings Reverse % Old
Period Number Seq
2005 12 111102 G512 Jraoo 51440 447.56 1] 100.000
Earnings Distribution New Data First [1] 1 of 1 [¥] Last —
New New Position New
Mew Fiscal Year Accounting New Department New.Job Code o = New Account Code New Account Mew Earnings Reverse % New
Period I— Seq
2006 g 111102 6512 201501 51440 447.56 1 100.000

ralr RenTares | rormmanr | o
1] | 3
i€l

T e g rkeree
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Exercise 51 Continued

Create Redistribution - Microsoft Internet Explorer Provided by Enterprise Technolog - |ﬁ‘ |5|

File Edit ‘“iew Favorites Tools  Help | Ay

eBack - -Q - \ﬂ Iﬁ g;] | /__\.' Search \:n‘\'( Favorites {:‘3‘ I - J % ‘3

Address I@ https:jfagern. acs.nesu. edufpspf AGTRM/EMPLOYEE [PHOSSOTRAC/
NC STATE UNIVERSITY

MyPACK HOME FOR FACULTY & STAFF MyTAB

Name:  GrantBrantiey ] d
UserID GV GLAM DateTime Stamp  02/28/2006 4:116PM LI
Off Pay Period Paycheck . Separate
Cycle? EndDate Pay RunID Issue Date Page#  Line Check#  Total Gross
M 05/20/2005  20052R25 06/0372005 3 5 1] 447.56

Check Earning Lines

Separate Check # Empl Red Nbr Earnings Code Earnings Daollar Total Count
1] 1] 021 447 .56 447 .56

Earnings Distribution Old Data | First 4] 4 of 1 [ Last
Old Old Old
Old Fiscal Year  Accounting Old Department  Old Job Code  Position  Old Account Code Old Account Old Earnings Reverse % Old
Period Humber Seq
2005 12 111102 6512 ara1oo 51450 447.56 1] 100.000
Earnings Distribution New Data 2 | Find First E 1af 1
Hew Mew Position Hew
New Fiscal Year Accounting New Department  New .Job Code o= New Account Code New Accourt New Earnings Reverse % New
Period I Seq
2006 e 111102 6512 2015801 51440 447 56 1 100.000
Calc BenfT: i
[Carc BeniTaves | Redistribution Close Date 0310/2006 A Cieds agooal
& T3 Return to Search | | 1 NesctinList | |45 Previous inList) [EIMotify | Alineluds Hist—
Earnings Request | Deduction Reguest | Tax Request -
4| | »
€l [T & [ nkernet
: Print All Checks ; s trilngi
Step 8 Click to print the redistribtion.

At the bottom of the redistribution page, you will seeReelistribution Close Date This is the
date the redistribution will post.

Exercise 5- Complete
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Exercise 6i Inquire, Update, or Delete a Redistribution

Step 1 Log On tothe HR system through tiMyPack Portal Input your Unity User ID and Password.
Go to the Human Resources System Menu.

Step 2 FromHuman Resources System MesalectNorth American Payroll, Payroll Distributon,
NCSU Redistributions, Update/Inquire Redistibutions.

NC STATE UNIVERSITY FIND PEOFLE | LIBRARIES | NEWS | GALENDAR | GAMPUS MAPS | MYPACK HOME | SIGN OUT

nesu du E
MyLinks: -

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 RedistributioaX&s. The description of each section is the same
as described earlier.
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