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Modifying Payroll Transaction Approvers

Search for aFN Depti Project combination

Usersare able to search for FN DdapProject combinations that have previous PTAsldsers
maynotfind results, in which case they can add an FN Ddpioject for a Chartstring. The
User will only be able to see FN DépProject Combinations that fall under their Admin Unit.

Two reasons a PTA change may not be able to be made:
e The PTA you wish to se hasiotbeen to Deploymentraining andor does not yet
have the PTA role in HRIS.
e The Chartstring you wish to modify currently Rndingor Denied a position
funding or as part of a journal entry. Once #tatus is eithergprovedor blank, the
Chatstring will be able to be modified.

If either of the above conditiorcuss, you will receive a Stopper Essage and be unable to
proceed with the modifications. More about the errors will be detailed at the end of this
document.

Also, do not modify &@TA in the middle of funding or journal entry. If you are in the middle of
entering a position distribution and realize you need to add a PTA to a Chartstring you must
completely exit out of the position distribution page and then setup your Approvetiadsdiin
this document.

Page Location
After Logging into the HRIS system the page location is:

Main Menu > Organizational Development > Position Managem@&atyroll Transaction Approver

o eny > Orasnizalinsl Doveopment » P Manggement >
Review Funding Info

NW Review Funding Info

ﬁ Track Deployment for PTA User ﬁ Track Journals for PTA User ﬁ View Valid Chartstrings
NW Track Deployment for PTA User NW Track Journals for PTA User View Valid Chartstrings

ﬁ" Account Balances E Payroll Transaction Approver
NW Account Balances: Valid accounts and Payroll Transaction Approver
objects

Step Action

1. The next screenshtite Payroll Transactioapprover Search Page. Thearch
is by the fields FN Dept, Project, and Admin Urilihe Admin Unit is the mos
general field and is used mostly to differentiate the Schools. FN Dept and
Project are more specific at narrowing the seaiidie search opetar defaults
toBegi ns witho.
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Payroll Transaction Approver
Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

[/ Find an Existing Value Y Add a New Value |

FN Dept: [begins with + V

Project/Grant: }Eeigins with v;i

Administrative Unit: ‘[begins with ?H

Include History [_] Correct History

Search | Clear |Basiu:Searx:h = Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

2. For Chartgsings without a Project (exnple Fund 1104011400 only enter the
FN Dept number. & Chartstrings with a Projeanterthe FN Dept and
Projectinto thefields. When using the Begins Wiearclhoperator, users may
simply enter the beginning part of ik Dept or Project valu® receive
values that begin with those characters

Once your fields have been enterdutkcthe Searchbutton. ﬂl

Payroll Transaction Approver
Enter any information vou have and click Search. Leave fields hlank for 3 list of all values.

[ Find an Existing Value Y Add a New Value

FN Dept: | begins with (2040900 la
Project/Grant: (begins with iﬁ10020529| Q
Administrative Unit:| begins with + | [¢}

[[Jinclude History [ ] Correct History

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

4. Any FN Depti Project results will be delivered either in a bsiheaththe
search criteria, or in the case of an exact match will bring you directly to y
match as below

J Payroll Transaction Approver

FH Dept; 2040900 Mens Post-season Events
ProjectiGrant; 10020528 Mcaa Men's Soccer
Administrative Unit: 2000100 Athletics
*Payroll Transaction Approver: 1010207 |Q,  Cecily Cardew

Backup Payroll Transaction App: 1012911 QU Ermest John Warthing

Last Update Date/Time: 02/02/09 4:28:01PM CST
Last Operator |D; Fz=
Bl save | [\ Return te Search | Es Add | £ Include Hiztory [E# Correct Hizstory

Step Action

5. To replace a Primary or Backup PTA, erttex EmplID into the field ortilize
the magnifying glass to bring up a search of Employees and pick the
appropriate Employee.

Look Up Payroll Transaction Approver

EmplID: | begins with v |[1058720

Name: Lbeg;i'nswith v

Look Up | Clear | Cancel |Basichol'up

Search Results
(| 1of1

EmpllD Name

11056720C Ripple.Jason Michael
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Step Action
6.

From the magnifying glass, click on the appropriate Employee and they w
entered into the field othe PTA page.

[ Payroll Transaction Approver

FH Dept: 2040900 Mens Post-season Events
ProjectiGrant; 10020529 Mcaa Men's Soccer
Administrative Unit: 2000100 Athletics
*Payroll Transaction Approver: 1056720 |Q

Jasan Ripple
Backup Payroll Transaction App: | 1012911 |&0 Emest John Worthing
Last Update Date/Time: 02/02/08 4:28:01PM C3T

Last Operator [D; P3

o

Bl save | [\ Returnto Search | E¢ Add | &2 Include Higtory [5# Correct History

Step Action

When the changes have been completed, click the save button and the L

Date and Time will be updated the bottom of the screen, shown on next
screenshot
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[ Payroll Transaction Approver

FH Dept: 2040900 [Mens Post-season Events
Project/Grant; 10020529 Mcaa Men's Soccer
Administrative Unit: 2000100 Athletics

*Payroll Transaction Approver: 11056720 | jason Ripple

Backup Payroll Transaction App: | 1012211 |QU Ernest John Worthing

Last Update Date/Time: 02/05/09 11:25.3348M C3T
Last Operator ID: HRISJRO
Bl save | 4 Return to Search | E Add | Z2 Include Hiztory |  [BF Correct History

Step Action

Once you Save, the HRIS Secutgiministrator and School Administrator(s
for your Admin Unit will receive an email detailing the FN DéRroject
Combination as well as the Previous and Updated PTA. See below for ar
example.

The PTA Approver has been changed for:

NiW FN Dept: 20406266
Project: 106020529
The change was made by : Rochester, John

Previous Primary was : Cecily Cardew{oprid= MRCCC®)
Primary was changed to : Jason Ripple(oprid= MEDIR®)

Step

Action
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0.

If a FN Depti Project combinationdid not have a previous PTA, you will neg
to Add a New Value

Search for the chartstring by entering just the FN Dept or FN Dept and thg
Project.

Any results will be delivered either in a list below the search criteria, or in
case of an exact matehill bring you directly to your matchlf there is No
Match, you will need to ADD a new value.

Payroll Transaction Approver
Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

[/ Find an Existing Value Y Add a New Value |

FN Dept: | begins with v |[ Q
Project/Grant: | begins with v | Q
Administrative Unit:{beginswith v Q

Include History [_] Correct History

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step Action
10. Click the Add a New Value Tatx link and enter the FN Dept afad Project
for which you would like to add a PTA. If the Chartstradwes not have a
Project, just enter the FN Dept and hit Add.
Payroll Transaction Approver
/' Eind an Existing Value | Add a New Value
FN Dept: k201000 Q
Project/Grant: 10001358 Q
Administrative Unit: 2
Add
Find an Existing Yalue | Add a Mew Value
Step Action
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11.

Once youclick the Add buttonyou will be given the same screen to Enter th
Primary and Backup PTA. Follow the same process as above and hit Sa

[/ Payroll Transaction Approver

FH Dept: 4201000 Cean's Office
Project/Grant: 100013259 Daily Planet
Administrative Unit: 4200000 School of Journalism
*Payroll Transaction Approver; Q
Backup Payroll Transaction App: Q

Last Update Date/Time:

Last Operator [D:

B Add | A Update/Display | & Include History [&F Correct Higtory

[ Payroll Transaction Approver ',

FN Dept: 4201000 Dean's Office

Project/Grant; 10001359 Daily Planet

Administrative Unit: 4200000 School of Journalism

*Payroll Transaction Approver: 1062871 |4 Augusta Bracknell

Backup Payroll Transaction App: | 1045693 |Q Gwendolen Fairfax

Last Update DateTime:

Last Operator |D;

E Add Update/Dizplay | J&l Include Hiztory [&F Correct History
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/" Payroll Transaction Approver

FH Dept: 4201000
Project/Grant: 100013549
Administrative Unit: 4200000

Dean's Office

Daily Planet

School of Journalism

*Payroll Transaction Approver;

Backup Payroll Transaction App:

Last Update Date/Time:

Last Operator [D:

1052871 |4 Augusta Bracknell
1045693 |Q,  Gwendolen Fairfax

02/05/09 11:20:13AM CST
HRISJRO

Bl save Esadd| A UpdateDisplay| & Include Hiztory | [E* Correct History |
Step Action
12. The HRIS Security Administrator and School Administrator(s) for your Adm

Unit will receive an email detailing the FN DépProject Combination as well
as the Previous and Updated PTA. See below for an example.

The PTA Approver has been changed for:

NiW FN Dept: 42061060
Project: 16001359
The change was made by

Previous Primary was
Primary was changed to

Previous Backup was
Backup was changed to

Rochester, John

(oprid= 89FCAMNU®)

Augusta Bracknell(oprid= MEDLAB®)
(oprid= 89FCAMNU®)

Gwendolen Fairfax(oprid= MEDHGF®O)







