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Icon Reference  
 
Toolbar Button Reference 

Process Actions 

 
Save Sends the information youôve entered on the 

panel to the database.  Youôll generally save 
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 the page that you havenôt 
completed, the system will issue a warning or 
an error message 

 

 

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

 
 Run With Defaults          Runs a process using the defaults set up in 

your process scheduler.   
  
 

 

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

 
Notify                              This feature is not yet available to HRIS 

users.     

 

Search List Navigation 
 
 

 

Next In List 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.  

 

 

Previous in List 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.  

 

 

 

List 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.   

 

Run 
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Panel Navigation 

 
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 
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 

    
      or 

 

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

  

 

Panel Status 

   
or 

 
 

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

 
  Accesses existing rows of data on the 

database and displays all effective-date rows.    

 
Correction Accesses existing rows of data on the 

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

 

Search for Funding 

 

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

 

Tracking Status 

Who Has 

Approved this 

Funding?  
 

Approval Tracking Use this link to track who has approved 
funding for a position through the workflow 
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Making Position Funding Changes  - óThe Rulesô  

 

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

 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. 

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

 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.) 

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

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

If the funding chartstring is not a grant: 

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

 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): 

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

 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  
 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.   

 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.  

 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 
 Requires a Journal Entry 

 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 ï Admin Unit 9700000 

 No retroactive changes except to correct suspense funding.  Approval of the Payroll Manager is required. 
 

Denied Transactions 
 An email will be sent to the originator of the transaction alerting him/her to the denial.  

 The transaction will revert back to the funding that existed as of the last General Ledger. 
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Definition of óRetroactiveô   
 
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 ófinalô can vary. 
 
The sequence of approvals is as follows: 

 Payroll Office 

 Payroll Transaction Approvers 

 School Approver 
 
As long as any approval step is still needed, the Approval Status of the transaction will remain óPô ï Pending. The panel 
information will also be grayed out.  
 
When all approval steps have been completed, the Approval Status of the transaction will become óAô ï Approved. The 
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.   

 

 

 
  
 

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 Comments 

There may be review steps necessary 
within the Payroll Office. 

 

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. 

Payroll Transaction Approver 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.   

School Approval 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 Entries ï óThe Rulesô 

 

Basic Rules 

 Any funding change retroactive by 90 days or less requires the creation of a journal entry. 

 A department and/or Administrative Unit representative must approve all journal entries. 

 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.) 

 The ñFrom/Thruò dates of a journal entry may not cross Benefit Rate years. 

 

Online Edits 

 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.) 

 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. 

 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. 

 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. 

 The chartstring to which the funding is being moved must be valid and active.   

 If the chartstring being used is a grant (Fund ï 6XX or 19X) it must be valid and active during the time covered by 
the from/thru dates of the journal. 

 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 
 Requires a Journal Entry 

 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 ï Admin Unit 9700000 

 No retroactive changes except to correct suspense funding.  Approval of the Payroll Manager is required. 
 

Denied Transactions 
 An email will be sent to the originator of the transaction alerting him/her to the denial.  

 The transaction will revert back to the funding that existed as of the last General Ledger. 

 

Definition of óRetroactiveô   
 
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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Making Position Funding Changes ï Extending Funding 
 

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. 

 

 
 

Step Action 

Example A ï This example shows a 

position with a single line of funding. 

Also, the new funding stop date is 

AFTER the positionôs end date.  
 

Step 1 

 

In the Navigation Path area, click on the 

links:  Organizational Development > 

Position Management > Add/Maintain 

Positions > Position Funding. 

 
 

You will be brought to the Position 

Funding search page. On this page, enter 

the Position Number for which a funding 

change is needed.  

 

Alternatively, to search for a position, you 

could enter all or part of a department 

number or Job Code.  

 

Click on the yellow Search button.     
 
 
 

 
 

 

 

 

 

 

 

Panel A  

Please Note: It is the departmentôs responsibility to assure that the Chartstring and Account 

being used are open and active. 
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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.  
  
 

 

 
 

Panel B 
 

 

Step 2 
 
1. Move the cursor to the existing Stop 
Date and key the new date right over 
the current one. 
 
 
 
 
 
 
 
 
 
 

 

 
 

Panel C 
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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. 
 
 
  

 

 

 
 

Panel D 

 
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 óPô for pending. 
 
The next steps for this funding change 
are: 
 

 Payroll Office  
 

 Payroll Transaction Approver 
 

 School Approver 
 
 
This funding change will not be considered 
complete and the Approval Status will not 
change to óAô until all of these approvals 
have been given.  
 

 

 
  
 

Panel E 
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Extending Funding, Cont. 

 

Example B ï 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 PRIOR to the positionôs end date.  
 

 
 
Step 1 
 
At each of the funding lines, key the new 
Stop Date right over the former one. 

 

 
Click on the Yellow Save button.  

 

 
 

 
 
 

Panel A 
 

 
Step 2 
 
 
The system will then issue the appropriate 
workflow message(s).  
 
Because the new funding stop dates 
are either equal to or prior to the 
positionôs end date, it will not be 
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 
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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 óPô for pending. 
 
The approval steps for this funding 
change are: 
 

 Payroll Transaction Approver 
 

 School Approver 
 
 
This funding change will not be considered 
complete and the Approval Status will not 
change to óAô until both of these approvals 
have been given.  

 

 

 
Panel C 

 
Making Position Funding Changes ï Changing a Chartstring 
 
Another common reason for funding changes is the need to charge a different and/or new account(s).  

  
  

Step Action 

It is the department/schoolôs responsibility to assure that the Chartstring and Account being used are 
valid and open.  



 

Training Guide 

HRIS Lookup Manual 

 

 
1/2009  15 
J:\PROJECTS_CURRENT\CAFE - HRIS\P5-TRAINING\Deployment Manual\__Jason in Process\Completed\Total Deployment Manual Jan 09 for PDF.doc 

 

Step 1 

 

In the Navigation Path area, 

click on the links:  

Organizational Development > 

Position Management >  

Add/Maintain Positions  > 

Position Funding. 
 

You will be brought to the 

Position Funding search page. 

On this page, enter the 

Position Number for which a 

funding change is needed.  
 
 
 
 
 
 
 
 
 
  

Panel A 

Changing a Chartstring, 

Cont. 
 
Example 1 ï 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. 
   

 

 
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. 
 
 
 
 
 
 
 
 
  

 
 

Panel C 

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. 
   

 

 
 

Panel D 
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3. Key the appropriate 
funding information: 

 Percent 

 Chartstring 

 Account 

 Start Date 

 Stop Date 
 
 
4. Click on the yellow Save 

button. 
 

 
 

 
Panel E 

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

 
 
 
 

 
 

Panel F 


