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Icon Reference

Toolbar Button Reference

Bl Save Save

Run J Run

Run With Defaults

Cancel
Cancel

[=] Moty Notify

Next In List

+[E] Mext in List

+[E| Previous in List Previous in List

List
L Return to Search
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Process Actions
Sends the information
panel to the dené¢raysave e
when you come to the end of a page group;
the Save command always updates the data
for all pages in a group. If there are any
required fields on th
completed, the system will issue a warning or
an error message

Runs a process, first prompting you to specify
when and where you want it run.

Runs a process using the defaults set up in
your process scheduler.

Clears the panel and any data that you may
have entered or changed without saving.
When you press Cancel
warn you to save changes. Use Cancel if you
entered data incorrectly and want to start
anew.

This feature is not yet available to HRIS
users.

Search List Navigation

Displays the data for the next data row in your
search list box. This push button does not
appear unless you have selected the data row
from a list box.

Displays the data for the previous data row in
your search list box. This push button does
not appear unless you have selected the data
row from a list box.

Displays the list box generated by the search
record for this panel, and allows you to select
another row to update. If you accessed a row
directly without going through a list box, this
push button appears gray.
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Panel Navigation
(= Next tab Next tab Brings up the next panel in the current panel
group. If you have come to the end of the
panel group, it brings up the first panel again.
: Previous tab Brings up the previous panel in the current
LSS panel group. If you are at the first panel of a

group, it brings up the last panel.

Scroll Functions
Insert Row Inserts a new row in a scrollable field.

Delete Row Deletes the current row of data.

Navigation Functions
Use either the link at the top of the page or
the Worklist Menu item on the Navigation
path to move to the Worklist.

L Ry R e R ey P

[= Warklist

Panel Status

add 3 Mew value Add Use this link or button to insert a new row of
- information to the database with a new high-
or level key.

i Add

] Include Histary | Accesses existing rows of data on the

database and displays all effective-date rows.
5% Correct History | Correction Accesses existing rows of data on the

database and allows you to update all rows,
including history rows.

Search for Funding

Select Funding Select Funding Use this link or button go to the Select
Funding page by Chartstring fields

Tracking Status

Who Has Approval Tracking Use this link to track who has approved
Approved this funding for a position through the workflow
Funding?
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Making Position Funding Changes -6 The Rul es

Basic Rules

e The stop date of the funding may not be greater than the end date of the position.

e The position must be in paid status (i.e., paygroup NOT EQUAL to OTH) for the time period that corresponds to
the funding start and stop dates.

e A department and/or Administrative Unit representative must approve all funding changes.

e All funding changes for a position with funding shared among Administrative Units must be approved by a
representative from each Unit. (N.B., if the Administrative Unit on the funding is NMFF (9700000) the transaction
should be reviewed and approved only by the owner of the position.)

e All NMFF positions and funding should have indefinite end and stop dates, respectively.

e Funding changes can be made to positions with Headcount greater than 1.

If the funding chartstring is not a grant:

e With an indefinite stop date the funding chartstring must be currently active and cannot have an end date on the
Project Table.

e With a stop date the funding chartstring must be currently active and cannot have an end date prior to the stop
date on the Project Table.

If the funding chartstring is a grant (Fund = 6XX or 19X):

e It must be active during the time frame covered by the funding change.

e The salary account used must be in the salary category approved for the grant.

If the dates of the funding change do not meet these requirements, the transaction will not be saved, and the user
must contact OSR.

Online Edits

e The funding chartstring must be valid and active. If the funding source does not meet this requirement the
transaction will not be saved, and a stopper message will be issued.

e The stop date of the funding may not be greater than the end date of the position. A payroll clerk must change the
position end date before the funding change enters workflow.

¢ The funding account should be the same as the one established for the job code of the position. Any variance
must be reviewed by the Payroll Manager.

e There should be no retroactive change of account from wage accounts (Account = 6XXXX) to scholarship
accounts (Accounts 78010,78020,78050,78060, or 78070). Any switch between wage and scholarship objects
must be reviewed by the Payroll Manager.

Retroactive Funding Changes
90 Days or Less
e Requires a Journal Entry
e Journals are reviewed by a payroll clerk unless the journal has been entered directly for a change to a BIT
position.

Greater than 90 Days
e Funding change entry cannot be completed until all supporting documentation, including the Justification form, has
been completed and approved by Accounting Services (non-grant funding) or ASRSP (grant funding.)

NMFF i Admin Unit 9700000
e No retroactive changes except to correct suspense funding. Approval of the Payroll Manager is required.

Denied Transactions
e An email will be sent to the originator of the transaction alerting him/her to the denial.
e The transaction will revert back to the funding that existed as of the last General Ledger.
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Definition of 6Retroactivebd

To be considered retroactive, a funding line must fall within an on cycle pay period begin and end date range for which the
General Ledger has already run. (Note: A check for retroactivity will only be done on a row where the start date has been
changed OR a new row has been inserted.)

As a general guideline, the General Ledger runs on the day BEFORE a non-BIT pay date.
Retroactive by more than 90 Days (The 90 Day Rule)

Once a transaction is identified as retroactive, a secondary determination must be made: will the funding change be
retroactive by more than 90 days OR does the funding change relate to a previous fiscal year? Rather than using a strict
90 days from the data entry date, the system will subtract the funding start date from the Check Date of the last payroll that
has run.

Checking on the Status of a Funding Change or Journal Entry

Once a funding change or Journal Entry has been keyed, the number of review/approval steps needed before the
transaction is considered oO6finald can vary.

The sequence of approvals is as follows:
e Payroll Office
Payroll Transaction Approvers
School Approver

Aslong as any approval step is stildl needed, i Pending.plperpanela | St
information will also be grayed out.

When all approval steps have been compl et ed, 1 ApprovéddpTihe ov al
panel information will then no longer be grayed out.

IMPORTANT: If a deployment of funding/workflow transaction is data entered by the person who is either the
Payroll Transaction or School approver BUT payroll office (Payroll Clerk and/or Payroll Manager) review is
necessary, the transaction will cycle back to the data enterer before moving to the next approval level.

Similarly, if the funding/workflow transaction is data entered by the person who is either the department or
school approver BUT Area approval is necessary, the transaction will also cycle back to the data enterer.

Deployed More

School

L Approval

Approvers?

Transaction
Entry

Yes Yes

If review by either the Payroll Office or a Payroll Transaction Approver is needed, the
entry will cycle back to the data enterer for review.
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Step
There may be review steps necessary
within the Payroll Office.

Payroll Transaction Approver

School Approval
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Comments
Payroll Clerk Review:

- The funding stop date is greater than the Position End date.

- All Journal Entries

- Creation of retroactive funding without creation of a Journal Entry
Payroll Manager Review:

- Use of a non-default Account for funding

- Creation of retroactive NMFF funding

- Use of the NMFF Chartstring on a Journal Entry

Transfer of monies on Journal Entry between 78000 series and non-78000
series Accounts

These transactions will be reviewed within 24-48 hours of data entry. If the
amount of review needed exceeds this limit, you will be advised by phone.

If the position has funding from an Admin Unit different than the Admin Unit that
owns the position, both Payroll Transaction Approvers must approve the funding
change.

If the Journal Entry has Chartstrings from two or more areas, a Payroll
Transaction Approver (s) outside and within the department that owns the
position must approve the Journal Entry.

Example: A WCAS-owned position is funded in part by a Medical School
department Chartstring.

If a secondary level of approval has been established within the school that
owns the position, this approval must be given before the Approval Status of the
funding change or Journal Entry will change from P to A.
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Entering Journal Entriesi 6 The Rul es d

Basic Rules
e Any funding change retroactive by 90 days or less requires the creation of a journal entry.
e A department and/or Administrative Unit representative must approve all journal entries.
e All journal entries with chartstrings from different Administrative Units must be approved by a representative from
each Unit. (N.B., if the Administrative Unit on the funding is NMFF (9700000) the transaction should be reviewed
and approved only by the owner of the position.)
e The AFrom/ Thrudo dates of a journal entry may not cross

Online Edits

e Journals retroactive by more than 90 days cannot be completed until all supporting documentation, including the
Justification form, has been completed and approved by Accounting Services (non-grant chartstrings) or ASRSP
(grant chartstrings.)

e A payroll clerk reviews every journal entry retroactive by 90 days or less and not crossing fiscal years except those
journals entered by users for positions with pay group = BIT.

e There should be no retroactive change of account from wage accounts (Account = 6XXXX) to scholarship
accounts (Accounts 78010, 78020, 78050, 78060, or 78070.) Any switch between wage and scholarship objects
must be reviewed by the payroll manager.

e There should be no journal entries necessary for a position where the funding Administrative Unit is NMFF
(9700000.) Approval of the Payroll Manager is required.

If the chartstring does not meet the following requirements the transaction will not be saved and a stopper message will be
issued.
e The chartstring to which the funding is being moved must be valid and active.
e If the chartstring being used is a grant (Fund i 6XX or 19X) it must be valid and active during the time covered by
the from/thru dates of the journal.
e |If the chartstring is a grant the salary account being used must be in the salary category approved for the grant.

Retroactive Funding Changes
90 Days or Less
e Requires a Journal Entry
e Journals are reviewed by a payroll clerk unless the journal has been entered directly for a change to a BIT
position.

Greater than 90 Days
¢ Funding change entry cannot be completed until all supporting documentation, including the Justification form, has
been completed and approved by Accounting Services (non-grant funding) or ASRSP (grant funding.)

NMFF i Admin Unit 9700000
¢ No retroactive changes except to correct suspense funding. Approval of the Payroll Manager is required.

Denied Transactions
e An email will be sent to the originator of the transaction alerting him/her to the denial.
e The transaction will revert back to the funding that existed as of the last General Ledger.

A

Definition of 6Retroactivebd

To be considered retroactive, a funding line must fall within an on cycle pay period begin and end date range for which the
General Ledger has already run. (Note: A check for retroactivity will only be done on a row where the start date has been
changed OR a new row has been inserted.)
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As a general guideline, the General Ledger runs on the day BEFORE a non-BIT pay date.
Retroactive by more than 90 Days (The 90 Day Rule)

Once a transaction is identified as retroactive, a secondary determination must be made: will the funding change be
retroactive by more than 90 days OR does the funding change relate to a previous fiscal year? Rather than using a strict

90 days from the data entry date, the system will subtract the funding start date from the Check Date of the last payroll that
has run.
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The funding change that you will probably do most often is extending the stop date(s). These instructions apply when
the only thing that is changing is Stop Date.

Pl ease
being used are open and active.

i s the depart men Chadstringang Acoosntb i |

Step
Example AT This example shows a
position with a single line of funding.
Also, the new funding stop date is
positionds

AFTER t he

Step 1

In the Navigation Path area, click on the
links: Organizational Development >
PositionManagement ;Add/Maintain
Positions> Position Funding

You will be brought to th@osition
Funding searcpbage On this page, enter
the Position Number for which a fundinc

change is needed.

Alternatively, to search for a position, yc
could enter albr part of a department
number or Job Code.

Click on the yellow Search button.

Search:
®

[ My Favorites
[- Self Service
= Organizational Development
= Position Management
= Add/Maintain Positions

-P on Data

— Position Funding

— Position Funding-—-tot

[» Enter Journals
[ Review Funding Info
[ Position Reports
[ Review Position/Budget
Info
[ Create Organization
Structure
[+ Recruiting
[= Payroll for Morth America
[ Worlkforce Administration
[ Benefits
[ Compensation
[ PeopleTools
[ Set Up HRMS
[+ Tree Manager
[ Warklist
[+ Reporting Tools
[= Waorlforce Development

— Change My Passwaord

Action

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

{ Find an Existing Value

Position Number:| begins with  ||44617

Department: kegins with &}
Job Code: kregins with

include History [correct History

Search Clear | Basic Search Save Search Criteria

Panel A

1/2009
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The Stop Date of this funding needs to
be changed from 08/18/2008 to
10/31/2008.

The Position End Date for this position
is 08/18/2008.

Step 2

1. Move the cursor to the existing Stop
Date and key the new date right over
the current one.

Training Guide
HRIS Lookup Manual

eploved
— Update Dept Budget
Data
- Enter Journals
I Review Funding Info
> Pasttion Reports
> Review Position/Budget
Info
> Create Organization
Structure
> Recruiting
> Payroll for Morth America
> Warkforce Administration
> Benefits
I> Compensation
1> PeopleTools
I Set Up HRIS
> Tree Manager
I Warklist
[ Reporting Tools
> Warkforce Development
- Change My Password

Search:
®

b My Favorites
b Self Service
70

search:
b iy Fauorites /" Position Funding
> Self Senvice
v 0 D X Asst Position Number: 00044617 GlickRobert A
= Position Management
< Addilaintain Positions Eff Date:  00/14/2007 Effective Status: A Position End Date:  09/18/2008 Indef End
- Job Code: 100544 Agcounting Asst Account: 50103
Department: 040300 ounts Payable Max Head Count: 1 Filled Pos: 1.0

*Fund *Fin Dept Project Activity  Program Chartfield1  “Account =
Selectrunding| [110 | [1223000 @ | o [ ] | Ja | Ja. [eot03 o
Approval Action Approval Status *Percent *Start Date Stop Date
[100.0000 | [osi1se007 B [oenerzo0s [ Cndefinite Ena?

Payroll Approver

D
+ Position Management
< Addl, tic

Position Funding

-Po n Funding—Mot

— Update Dept Budget
Data
I Enter Journals
> Review Funding Info
> Position Reports
> Review Position/Budget
Info
[ Create Organization
Structure
I Recruiting
> Payrall for North America
- Workferce Administration
[ Benefits
> Compensation
> PeopleTaols
I SetUp HRUS
- Tree Manager
- Worklist
- Reporting Tools
> Workforce Development
I— Chanage My Password

B save | A Returnto Search | s Refresh | JE Include History | [SF Correct History
Position Funding
A Asst Position Number: 00044817 Glick Robert &
Eff Date:  09/14/2007 Effective Status: 4 Position End Date:  09/18/2008 Indef End
Job Code: 100544 Accounting Asst Account: 0103
Department: 040300 Accounts Payable Max Head Count: 1 Filled Pos: 1.0

*Fund *Fin Dept Project Activity  Program Chartfield 1 *Account =
Selectfunding| 110 |o [1423000 o | & [ ] ] Ja 0103 |Q
Approval Action Approval Status “Percent *Start Date Stop Date
[100.0000 | [08re2007 |5 [10.31.2008 |5 CJindefinite End?

Payroll Approver

B save | QRetumtoSearch | ) Refresh ‘ 2 Include History | [E Correct History

Panel C

1/2009
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Step 3
Click on the yellow Save button.

The system will then issue the appropriate
workflow message(s).

In this example, the new Stop Date
10/31/2008) is AFTER the current Position
End Date (09/18/2008).

The workflow message appears alerting
you that the Payroll Office will extend the
Position End Date.

Click on the OK Button.

When the data has been grayed out, you
will know that the funding change has
been saved.

Notice that the Approval Status fields now
have the value of OF

The next steps for this funding change
are:

e Payroll Office
e Payroll Transaction Approver

e School Approver

This funding change will not be considered
complete and the Approval Status will not
change t allobthhede approvals |
have been given.

Seareh:
®

[> Wy Favorites

[> Self Senvice

[~ Organizational Development
= Position Management

laintain Positions

— Position Funding—FN

b Enter Journals
b Review Funding Info
b Position Reports
b Review PositionBudget
Info
b Create Organization
Structure
I Recruiting
> Payrollfor North America
> Workforce Administration
> Benefits
I> Compensation
I> PeepleToals
1> Set Up HRUIS
1> Tree Hanager
> Worklist
I> Reporting Tools
> Workforce D

Training Guide
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Position Funding

Accounting Asst

Position Number: 00044617 Glick.Robert4

Eff Date:  09/14/2007 Effective Status: A Position End Date:  09/18/2008 Indef End
Job Code: 100544 Accounting Asst Account: 50103
Department: 040300 Accounts Payable Max Head Count: 1 Filled Pos: 1.0

“Fund *Fin Dept Project Activity  Program Chartfield 1 *Account
|| [ [ | | | |
Approval Action Approval Status *Percent  *Start Date Stop Date

] [ | | |

Indefinite End?

Payroll Approver

B save | [AReturnto Search | s Refresh ) Include History | [EF Correct History |

Windows Internet Explorer

y\  Theston date on your funding enty s after the end date on the positan. Payral wil extend the pasiton end date before farwarding the funing for dept/school agproval
y @0

|- Change Wy Password

(Menu B
Search:
®

I My Favorites

I Self Senice

I Organizational Development
= Position kanagement

b Enter Journals
b Review Funding Info
b Position Reports
b Review PositionBudget
Info
b Create Organization
Structure
1> Recruiting
> Payroll for North America
> Workforce Administration
I Bengfits
> Compensation
I PeopleTools
I Set Up HRUS
b Tree Manager
b Worklist
1> Reporting Tools
I Workforce Development
- Change Wy Passward

Panel D

{ Position Funding |

Accounting Asst
Eff Date:  09/14/2007

Position Humber: 00044617 GlickRobert A

Effective Status: A Position End Date:  02/18/2008

80103

Indef End

JobCode: 100544  Accounting Asst Account:

Department: 040300  Accounts Payable Max Head Count: 1 Filled Pos: 1.0

First (4] 1 or1 [H Last

Find
*Fund *Fin Dept Project Activity ~ Program Chartfield 1 *Account
|| | I I | | |
Approval Action Approval Status *Percent  *StartDate Stop Date

& [ | | Indefinite End?

Payroll Approver

& save [ LRetunto Search | s Refresn JE Include History | [EF Correct History

Panel E

1/2009
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Extending Funding, Cont.

Example BT This example shows a
®

position with multiple lines of funding,
all of which need to have extensions
made to their stop dates. The new
funding stops date are either equal to
or PRI OR to the posi

& Wy Favorites
> Seff Service
[ Organizational Development

~ Posttion Management
= Addll

in Positions
Funding—FN
a

[ Enter Journals

&> Review Funding Info

> Position Reports

> Review Posttion/Budgst
Info

i Create Organization
Structure

Ste 1 > Recruiting

p &> Payrall for North America

> Workforce Administration

> Benefits

> Compensation

> PeopleTools

b SetUp HRIS

b Tree Hanager

b Worklist

> Reporting Tools

> Workforce Development

|- Change iy Passward

At each of the funding lines, key the new
Stop Date right over the former one.

Click on the Yellow Save button.

Step 2

The system will then issue the appropriate
workflow message(s).

Training Guide
HRIS Lookup Manual

Position Funding

Research Assistant Position Number: 00045566 Tiano.Joseph P

Eff Date:  03/02/2008 Effective Status: 4 Position End Date: Indef End

Job Code: 100023 Research Assistant Account: 50078

Department: 408000  MED-Endocrinology

Find  First 4] 4.2 072 [F] Last

Max Head Count: 1 FilledPos: 1.0

*Fund *Fin Dept Project Activity  Program Chartfield 1 *Account =
SelectFunding] 51p @, (5306000 |@, 600713998 |Q, |04 Q @ |s0076 Q@
Approval Action Approval Status *Percent  *Start Date Stop Date
921538 oz0vz008 |[H (08212008 [H [Cindefinite End?
Payroll Approver
“Fund *Fin Dept Project Activity  Program Chartfield 1 *Account =
SelectFunding] [171 @ (5306000 |Q (10006329 |Q |04 @ [60076 &
Approval Action Approval Status “Percent  *Start Date Stop Date
7.8452 0012008 |5 08312008 [H [ indefinite End?

Payroll Approver

1D save | Q. Retumto Search | 4 Refresh | 8 noise History | B Correct History

Panel A

Warning - This fransaction needs NW Payroll Transaction Appr approval. Enter it inte warkflow? (107 4)

This transaction must be approved. If you click OK, the system will route it to someaone who can approve it; if you click Cancel, you can change the transaction without forwarding it

OK Cancel

Because the new funding stop dates

are either equal to or prior to the
positionbés end dat e,
necessary for the Payroll Office to
review this transactions.

This same message will appear two times
because two rows of funding have been
changed.

(NOTE: If you are the Payroll Transaction
Approver and you have done the data
entry, the first message you will see will
refer to School level Approval).

Panel B

13
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When the data has been grayed out, you
will know that the funding change has
been saved.

Notice that the Approval Status fields now
have the value of OF

The approval steps for this funding
change are:

e Payroll Transaction Approver

e School Approver

This funding change will not be considered
complete and the Approval Status will not

change to 6A6 wuntil
have been given.

Wenu &
Search:
@

b Wy Favorites
b Seff Service
= Organizational Development
= Posttion Management
= Add/Maintain Positions
tion Funding—FN

Position Funding
di of

Data
> Enter Journals
> Review Funding Info
> Pasition Reports
I Review Position/Budget
Info
[ Create Organization
Structure
b Recruiting
b Payrall for North America
b Workforce Administration
b Benefits
b Compensation
b PeopleTools
b SetUp HRIS
b Tree Manager
b Worklist
b Reporting Tools
b Workforce Development

|- Change by Password

Training Guide
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{ Position Funding

Research Assistant

Position Number: 00045566 Tiano.Joseph P

EffDate:  03/02/2008 Effective Status: & Position End Date: Indef End
JobCode: 100023  Research Assistant Account 50078
Department: 408000  WED-Endocrinclogy Max Head Count: 1 Filled Pos: 1.0

Fing  First [ 12012 [ Last
“Fund *Fin Dept Project Activity ~ Program Chartfield1  *Account
Approval Action Approval Status *Percent  “StartDate Stop Date
A Indefinite End?
Payroll Approver  4g14540 Parker, Theresa A
“Fund *Fin Dept Project Activity ~Program Chartfield1  *Account
Approval Action Approval Status *Percent  “StartDate stop Date
A Indefinite End?

Payroll Approver 4gq4549 Parker, Theresa A

LlReturn to Search | s Refresh

B Save Jl Include History | [ Correct History

Panel C

Making Position Funding Changes i Changing a Chartstring

Another common reason for funding changes is the need to charge a different and/or new account(s).

I't is the
valid and open.

depart ment / surelhatthé Ghartstring ang Acnosint beind used gre t o

Step

Action
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(o' Human Resources
@

Information Systems

Step 1

In the Navigation Path area,
click on the links:

Organizational Development :

Position Mamagement >
Add/Maintain Positions>
Position Funding

You will be brought to the
Position Funding seargiage
On this page, enter the
Position Number for which a
funding change is needed.

Changing a Chartstring,
Cont.

Example 171 In this example,
there is a single, current line of
funding. (Panel B)

A change has occurred and the
current funding must be
stopped because, effective
6/16/200, the chartstring
funding this position must be
changed to 610 4733000
60013006 01.

Training Guide
HRIS Lookup Manual

Search:

|®

[ My Favorites
[> Self Service

= Qrganizational Development
= Position Management
= Add/Maintain Positions
— Position Funding—FM
— Position Data

— Position Funding-—-Mot

Deployed

— Update Dept Budget

Data

[ Enter Journals

[- Review Funding Info

[ Position Reports

[» Review Position/Budget

Info

[» Create Organization

Structure
[» Recruiting

[» Payroll for Morth America
[> Waorldforce Administration

[> Benefits

[ Compensation
[ PeopleTools

[ Set Up HRMS

[ Tree Manager
[» Worklist

[ Reporting Tools

[ Waorlfarce Development
— Change My Passwaord

Position Funding
Enter any information you have and click Search. Leave fields klank for a list of all values.

[ Find an Existing Value

Position Number:| begins with +|[21455 |

Department: | begins with v |

Job Code: | begins with v || |

[include History [ Correct History

Search | Clear | Basic Search Save Search Criteria

Search Results
1of 1

Position Number Department Job Code
00045566 408000 100023

Search:
®

> My Favorites
[» Self Service
I Organizational Development
= Position Management
= Add/Maintain Positions
Funding—FN
Data
— Position Funding—-Mot
Deployed
— Update Dept Budget
Dats
[> Enter Journals
[* Review Funding Info
[ Position Reports
> Review Position/Budget
Infa
[> Create Organization
Structure
[ Recruiting
> Payroll for North America
[> Warkfarce Administration
[» Benefits
[> Compensation
I PeopleTools
[ Set Up HRMS
[ Tree Manager
[» Waorklist
> Reporting Tools
I Workforce Development

— Change My Password

Panel A

Position Funding
Research Assistant Position Number: 00021455 Blikstein Paulo
Eff Date:  04/07/2008 Effective Status: 4 Position End Date: Indef End
Job Code: 100023 Research Assistant Account: 50078
Department: 230000 Education & Social Palicy Max Head Count: 35 Filled Pos: 1.0

Find  First 1] 1 or1 [ Last

“Fund *Fin Dept Project Activity Program Chartfield 1 “Account El
Select Funding| [510 @ [+180000 (@ [co01z888 | I e | ja  [s007s |@
Approval Action Approval Status *Percent *Start Date Stop Date
[100.0000 | [oeotz007 |5 (07312008 |5 [indefinite Ena?

Payroll Approver

& save | L\Returnto Search | ) Refresh | JEl Include Histery | B Correct History

Panel B
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You must indicate that last day
on which the current
funding is appropriate.

Type the new Stop

Date right over the

current Stop Day.

(Panel C)

In this example, new funding
will take effect on 06/16/2008.
Therefore, the last day on
which the current funding is
appropriate is 06/15/2008.

Changing a Chartstring,
Cont.

An additional, blank row is
needed on which to key
the new account and other
information.

Click on the plus sign icon. A
blank row will appear.

= Change My Password

Search:
®

[ My Favarites

[> Self Service

I~ Organizational Development
< Position Management

Position Funding

— Position Funding—~Not

— Update Dept Budget
Dala
[» Enter Journals
> Review Funding Info
[ Position Reports
[» Review Position/Budget
Info
[> Create Organization
Structure
> Recruiting
[ Payroll for Morth America
[> Warkforce Administration
[> Benefits
> Compensatien
> PeopleTools
[> Set Up HRMS
[ Tree Manager
[ Waorklist
> Reporting Tools
I Workforce Development

- Chanae My Password

Search:
®

[ My Favorites
[- Self Service
= Organizational Development
<> Position Management
« Add/Maintain Positions
- tion Funding—FM
— Position Data

asition Funding
— Position Funding—hat
Deployved
— Update Dept Budget
Data
[» Enter Journals
[ Review Funding Info
> Position Reports
[ Review Position/Budget
Info
[> Create Organization
Structure
> Recruiting
[ Payroll for North America
[ Workforce Adrr

Position Funding

D

Training Guide
HRIS Lookup Manual

Pasition Humber:

Effective Status: A

Research Assistant

Research Assistant

Eff Date:  04/07/2008
Job Code: 100023
epartment: 230000

Education & Social Policy

00021455

Blikstein,Paulo

Position Endl Date:

Max Head Count:

Account:

Indef End

10

Select Funﬂmg‘ |EWD

Approval Action

*Fund *Fin Dept Project Activity Program Chartfield 1 *Account
| [¢10000 @ [s0012888 | | ja | ja [so07s |@
Approval Status *Percent *Start Date Stop Date
[1o0.0000 | [ooir2007 B [06M5i2008 [E  Clindefinite End?

Payroll Approver

B save| QuReturnto Search | & Refresh
Position Funding
Research Assistant
Eff Date:  04/07/2008
Job Code: 100023 Research Assistant
Department: 230000

Panel C

| ) Include History

[E Correct History

Paosition Humber:

00021455

Effective Status: A

Education & Social Policy

Blikstein Paulo

Position End Date:

Max Head Count:

Account:

G0076

Filled Pos:

Indef End

1.0

Select

*Fund

*Fin Dept

Project Activity

Funmngl ‘am

|@ [s780000 @ [so012888]Q,

Approv;

al Action

Payroll Approver

Select

*Fund

Approval Status

*Fin Dept

*Percent

Program

Chartfield 1

*Account

la |

o

[s0078

e

*Start Date

Stop Date

[100.0000 |

[0s012007 4 [06i15i2008 [ Clindefinite End?

Project Activity

Funmnﬂl [

o]

la |

e

[- Benefits

[» Compensation

> PeopleTools

[> SetUp HRMS

> Tree Manager

[- Worklist

[» Reporting Teals

[ Workforce Development

Approv;

al Action

Payroll Approver

B save

E\Return to Search

Approval Status

%, Refrash

*Percent

Program

Chartfield 1

*Account

o |

Ja

[s0078

e

*Start Date

Stop Date

B

|8 Clingefinite Ena?

Panel D

| 8 nclude History

eS|

[E Correct History
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3. Key the appropriate
funding information:

e Percent

e Chartstring
e Account

e Start Date
e Stop Date

4. Click on the yellow Save
button.

Changing a Chartstring,
Cont.

The system will display the
appropriate workflow
messages.

In the example in Panel F,
you will see that the funding
needs Payroll Transaction
Approver Approval.

Click on the OK button.

You will see this message i
and you will need to click on
the OK button - two times
because two rows of
funding have been touched
T the funding stop date on
the first row was changed
and a brand new second
row was added.

Panel E

Panel F

Training Guide
HRIS Lookup Manual
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