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Cost Transfer Transactions

This is the Cost Transfer Transactions course within the PAC Labor Accounting
curriculum. Please note that both this course and the Salary Distributions course are
required for all new users of PAC Labor Accounting to gain access to the Salary
Distribution and Cost Transfer functionalities in PAC.

Estimated Time to Complete Lesson: 1 hour

Cost Transfer Transactions

I Hour
.~ ™
1. Cost Transfer - -~
Transactions 2. heeess Cost Transfer in
15 Minutes
§ ) PAC
2 Minutes After completing the Cost Transfer Transactions course, you
p \ -~ < | will be able to:
3. Gather RequiredData || ~\ * Define cost transfers at Columbia University
5 Minut 4. Create Cost Transfi . s
s re 0st transter = Describe how to access the Cost Transfer page in PAC
\_ J — Transactions
25 Minutes = Gather required data and create cost transfers for
s 5. Cost Transfer A . J employees within your home departmentis)
T“’“““‘I’;;“S and » Describe the workflow steps and approvals for cost transfer
Workflow | s i
transactions
\ 2 Minutes ) 6. Transal:tlar{ Status and
— Location = Determine status and location of transactions
5 Minutes
- N . J
7. Knowledge Assassment |
13 Minutes

o J

As a new user, there are several steps required to obtain access to the Cost Transfer
function in PAC.

1) If you haven't already done so, complete the PAC Security Application to request
your PAC role(s). Once the application has been approved, you will be notified and
receive more information on how to access and complete the training requirements
from the PAC Training Administrator. Click here (http://hr.columbia.edu/course-
catalog/search) to access the PAC Security Handbook located in the Course Catalog
in the HR Website for guidance on PAC Security and Access Requests

2) Complete the required training course(s) for the roles and then complete and
submit the Knowledge Assessment/ Training Acknowledgement at the end of the
course. A score of 90% or better is required for passing knowledge assessments

3) Notify the PAC Training Administrator once the training requirements are
completed. You will receive an e-mail from PAC Security once your access is
established

PAC Curriculum

PAC Curriculum
This is the PAC curriculum. The course you are completing is part of this curriculum.
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PAC Labor Accounting Training Curriculum

Introduction to PAC

Pra-requisite Course
35 minutes

Additional Compensation Payments

1.5 Hours

“Eeqined o LA-Add Comp eeers
sl g Assossmient Regeoil

The Approver Role

a5 Minutes Eecpmesended for THI and LA
At v

M55 and HR Data Reporting — Training
Guides [ lob Alds

10 Minutes Al el Raports RS AR prewr

1 Role Required)

Labor Accounting Reporting — Job Alds

10 Minutes Eecpmesended for 01 and LA
e T

[ L= Labaor Accounting ]

Cost Transfer Transactions Defined

Template-Based Hires Page 1

| 1.75 - 2 Houfs

~Regpeiiiad Ted THH s
-Training Acknowledgementand
i i A e s ianeadt Reijulred

Template-Based Hires and Labor

Accounting
1 Howr

Salary Distribution Transactions
r 1 5Hows

Regrolred (o LA~
Agiesating Role

Cost Transfer Transactions

1 Haur il

Ay Emealy
Required

Sponsored Projects Salary Cost
Transfer Policy Supplemental Tralning
30 Minutes

This is the Cost Transfers Defined lesson of the Cost Transfer Transactions course.
Upon completion of this lesson, you will be able to:

« Define cost transfers at Columbia University
o Recall the relationship between ChartFields, ChartStrings and

Combination Codes

o Locate and access combination codes

Estimated Time to Complete Lesson: 15 minutes

Key terms display throughout a course as hyperlinks. Clicking on the hyperlink will
open a separate window that displays the definition. A comprehensive list of key
terms and definitions that appear throughout the course appear in the Glossary at the

end of the Training Guide.
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Cost Transfer Transactions at Columbia University

What are Cost Transfer Transactions?

A cost transfer is the process by which departments tell the university accounting
system, ARC, to move actual payroll (not future) charges for an employee from one
or more combo code(s)/ChartString(s) to other combo code(s)/ChartString(s). By
creating a cost transfer in the PAC system, the user is asking ARC to move payroll
charges for a specific employee for a specific period of time and a specific earnings
code between combo codes. This is done to retroactively make changes to payroll
charges that have already been paid out.

To modify an employee's salary distribution profile going forward, a new salary
distribution profile must be created. Note: Salary Distributions can also be created
to move prior payrolls and are known as Retroactive Salary Distributions. Training on
how to create Salary Distributions, both retroactive and go-forward, are covered in a
separate lesson. To modify the funding (combo codes) for an employee's additional
compensation payment(s) going forward, a new additional compensation payment
transaction must be created. Additional compensation payments are covered in a
separate lesson.

Why are Cost Transfer transactions made?
Cost transfers are completed for many reasons, including:

e projects not available at the time of hire

« a salary profile or funding arrangement ends before a new one is set up

« a department decides to charge a different ChartString for an employee's
salary or add comp (or portion of)

At the time of hire/rehire, a salary profile is created for all faculty and staff via
Template-Based Hire (TBH), or by Payroll for employees who could not be hired
using TBH. If at the time of hire, a Grant Project was not yet established and the
salary expenses were allocated to the department default account, these charges
must be moved out of suspense. Once the employee is hired into PAC, the
employee's salary charges can be transferred, by those in the home department with
security access to do so, on the Cost Transfers Page in PAC to move the charges to
the correct combo code(s). Retroactive Salary Distributions can also move prior
salary charges. Reference the Salary Distribution Transactions training for guidance
on how and when a retroactive salary distribution can be made.

Cost transfers are also completed any time there is a need to move payroll charges
(salary expense or additional compensation payments) between combo
codes/ChartStrings.
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What happens when a Cost Transfer transaction is entered in PAC?

When you enter a cost transfer transaction into PAC, it communicates to the
university's accounting system (ARC) and "tells" it the specified Combo
Code(s)/ChartString(s) to charge an employee's earnings. Cost transfers can only be
initiated for payroll charges that have already been processed by the payroll

system. The requested transfer will only be completed once the payroll charges have
been committed to ARC.

For whom do you enter a Cost Transfer transaction?

Cost transfer transactions are created for both active and inactive employees in your
home department(s) for both the current fiscal year and the minus-two fiscal

years. For example, in FY18, you can complete cost transfers for FY18, FY17 and
FY16.

Rarely and under limited circumstances when necessary, Central Payroll (only) has
the ability to enter cost transfers going back five fiscal years, including the current one
(i.e. in FY18, they can enter for FY18, FY17, FY16, FY15 and FY14).

Stipends/Fellowship Payments
Cost transfers to a stipend (natural account 6xxxx) that is from another stipend or
from a suspense account (natural account 54100 and 54105) can be requested.
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Earnings Codes Defined

Earnings Codes - Cost Transfers
This code specifies the type of payments with related tax withholding, benefits
information and fringe rate.

All payroll transactions have an associated Earnings Code (or earn code). An
earnings code identifies the type of payment the employee is to receive. This code
distinguishes the transaction from other payments by:

« linking the payment to an accounting distribution record

« coding retirement benefits eligibility and fringe rate

« coding tax withholding procedure (whether flat tax or annualized tax
rates are used)

Earning codes can be campus, department, position or employee-type specific (i.e.
for summer session instructional payments only). As all payments are made using an
associated earn code, you will need to know the earn code the payments were made
under to then be able to locate the payroll charges you want to move with a cost
transfer.

As Salary Distribution profiles are established for faculty and staff regular earnings,
the earnings code used for these transactions is REG and it is automatically applied
to salary distribution transactions.

Additional compensation payments can be paid under many earnings codes. The
code is selected when the add comp transaction is created.

Note: you can locate the earn code associated with an employee's payment(s) in the
Payroll Actuals Report (in the Labor Accounting Reports folder within the Manager
Reports folder) or in the Employee Earnings History Report (in the Manager Reports
folder).
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Fringe Benefit Rate

What is the Fringe Benefit Rate?

The percentage charged to departments applied to salaries as they are paid out and
charged in ARC. Fringe is used to fund the Columbia University paid benefits
(pension, medical, etc.) and tax-related expenses (FICA, Medicare, etc.).

How is Fringe Calculated in PAC Labor Accounting?
The fringe benefit rate is determined by the PAC system based on multiple criteria:

« earnings type (earn code)
« employee attributes (e.g. student status, job code, etc)
e project attributes (e.g. grants)

Click here (http://finance.columbia.edu/content/fringe-benefit-rates) for more
information on Fringe Benefits Charges.

Fringe Charges and Cost Transfers

When a cost transfer is completed, the entire fringe charge is reversed, and
recalculated based on the parameters (such as position, project attributes, etc)
effective for the cost transfer period. That is, if a cost transfer is requested for the
period 5/1/YYYY - 5/31/YYYY, PAC will look at the parameters effective for that same
period.

For certain projects where fringe cannot be charged, for example certain grant and
gift projects, a paper exception process is available.
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ChartFields ChartStrings and Combination Codes
ChartFields, ChartStrings and Combination Codes are used to indicate the allocation
of charges. The following topics describe these terms and how they are used in PAC.

ChartFields

ChartFields
The fields that store the Chart of Accounts (COA) and provide the system with the
basic structure to segregate and categorize transactional and budget data.

Following is a recap of the ChartFields and their definitions learned in the Introduction
to ARC lesson. For information on the ChartField values used in your
department/school, see your Finance/Business Manager.

The selection of ChartFields ultimately creates the ChartString and the Combination
Code used in financial transactions.

e The ChartString is what is being charged in ARC

e In PAC, a combination, or combo code, is entered in a transaction to
indicate what ChartString to charge. The combo code is the "label" for
the ChartString

« When requesting a combination code in PAC, "Fund" and "Function” are
not selected as these fields are derived in ARC based on the other
ChartFields selected. "Site" is only required for a capital project

Business Unit = Legal entity for which financial statements are Required on all transactions
(e.g. COLUM - Columbia produced.
University)
Account 5] Used to capture the natural classification of the Required on all transactions
(e.g. 40000 -TUITION) transaction. Accounts begin with numbers 1-7:
1= Assets
2 = Liabilities
3 = Fund Balances
4 = Revenue
5 = Salaries and Fringe
6=0TPS

7 = Internal Transfers

Department 7 Hierarchical breakdown to track financial activity ~ Required on all transactions
(e.g. 0102102 - PRE Office ofthe  within the organizational structure
President)
PC Business Unit 5 High level project type. There are three PC Required on all transactions
Business Units to select from:
(e.g. CAPTL - Capital Projects) . Capital
Sponsared Project
General
Project 8 Associates expenses with a specific funding Required on all transactions
(e.g. CP001005- AR source.
AUDITORIUM) Projects are set up for the following reasons:
Funding is externally restrictedin purpose or
time

Funding is unrestricted or internally
restricted and is of a significant nature (e.g.,
used to fund severaluses) and for which
fund balance is carried forward

Project to date reporting is required and is
different from fiscal year reporting

Project has a defined beginning and end
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ChartFields cont.

ChartFields, cont.

Below is the continuation of ChartField Definitions. To see this information in a job

aid, access the "ChartFields, ChartStrings and Combination Codes in PAC Job Aid

(http://hr.columbia.edu/course-catalog/search)" located in the Course Catalog in the
HR Website.

Activity Work break down structure for the associated Required on all transactions
(e g. 01 =AR AUDITORIUM) Project.
Note: For fiscal year projects the activity will
always be 01,
Initiative 5 Used track financial activity related to Academic Only required for revenue, expense, and
{e.g 41116 - BUS Master of Programs or Business Activities. internal transfer transactions.

Business Admin)
*If the transaction does not call for a
specific initiative, use the undefined
initiative value: 00000

Sesgment Max 8* Used to track components of Academic Programs leyI req.nred for revenue expense, and
or Business Activities, usually a person or thing. i fer trar
*UNIs can be fewerthan &
characters *If the transaction does not call for a
specific segment, use the undefined

(e.g. atj510- Dr. Albert segment value: 00000000
Jones; 51000105- BUS London
Intl Seminar)

Site 4 Building Number or Country Code Only required for Capital projects but
(e.g. 1002 - BROADWAY should be used when applicable

RESIDEMNCE HALL)

Fund 2 Fund Type This ChartField will default from other
(e.g. 01 — General Unrestricted ChartFields
Fund)

Function 3 Categerization of revenues, expenses, and internal This ChartField will default from other
{e.g. 010 — TUITION) transfers for all Profit and Loss (P&L) transactions. ChartFields

This is the COB line and the categorization of
functional expense on the Financial Statements.
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The combination of ChartFields that identify where accounting charges and credits
are applied. ChartStrings are created and housed in ARC when the 11 ChartField
components are identified for expense allocation.

When each ChartField is selected, the associated numbers/characters for that field
are joined together with other ChartFields to make the ChartString. Each ChartField
component has its own number of characters. Joining all the required ChartFields

together creates a unique ChartString.

How ChartField Values become a ChartString

5
5
7
5
8

Dept
Unit
Project

Business Unit
Account
PC Business

coLum

50010

2080000

GENRL

UR001307

The ChartString for the selected ChartFields =

COLUM500102080000GENRLURD013070160
0015500004322415

The number of characters in the ChartField l

~ B - ] ~ | -
2 )
€] &1 £ | o | |
L3 .E £ r=]
b = o w
2 £ I
2
(1
¥
System derived, e.g.
415
System derived, e.g.
22
Not required inthis
example as not a
capital project
55000043
Required
50001 | conditionally Required |
| System Derived |
o Changing any one of these ChartFields
changes the ChartString, e.g. if account was
50200=
COLUMS502002080000GENRLUR0013070160

| For Demenstration Purposes Only 0015500004322415
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Combination Code or Combo Code

A combo code is a 10-digit system-generated number representing a unique
ChartString and is required by the PAC system to assign labor charges. Itis not a
characteristic of the ChartString, it is a representation of it. This is similar to how an
Employee ID is generated. Each employee is assigned a system-generated 8-digit ID
that represents them in the system. The number is not a characteristic of the
employee, but represents their identity in the system.

Combo codes are used in all TBH and Labor Accounting transactions to indicate how
a charge is to be allocated. Think of the combo code as a “label” for the ChartString.

Combo Code Description

A combo code description is a numeric descriptor to help identify the ChartString
represented. Itis displayed in transactions next to the combo code and will show in
this order: Natural Account, Project, Initiative, Segment and Activity.

Combination Code Table

SetID CUSET
| 6L Combination Code 1000274473 E(——{ System generated 10 digit combo code |

Combination Code Deta Find | View All First 4 10f 1+ Last

Effective Date 120132014 Status Active

Combo code description |

Site :

Description 50010 JRJ]# 49-6 kﬂ\ 55000043
Short Desc Short + Valid Value
ChartField Detail
ARC Business Unit : COLUM Columbia University
|At(:l)ull|.‘ n 50010 \ \ ‘ I PROF (TENURED) |
Department TRAINO2 Training Dept 2
PCBU: GENRL \ l 1 General
IP:Oj?C[:’GraH: o URDD5349 \ \ ! TRAIND2 Project |
Activity 1D : 01 \ I TRAINO2 Project
Initiative : n 6000 | [ LAW Research
Segment : a 55000043 ! LAW Parker Professor
\

Components and order of the Combo Code
Description
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Putting it All Together - ChartFields, ChartStrings, and Combination (Combo)
Codes

ChartFields are the fields that store the Chart of Accounts (COA) and provide the
system with the basic structure to segregate and categorize financial activity.

ChartStrings are the unique combinations of ChartFields to which accounting charges
and credits are applied. The ChartString is what is charged in ARC. ChartStrings
can be as long as 54 characters.

Combination, or Combo Code is the 10-digit system-generated number representing
a unique ChartString. It is not a characteristic of the ChartString, it is a representation
of it. Combo codes are used in PAC to assign labor charges. Think of the combo
code as a “label” for the ChartString. Combo codes are used in all TBH and Labor
Accounting transactions to indicate how a charge is to be allocated.

Using the ChartString example we saw earlier, a combo code generated by PAC
could be “1000030781.” This 10-digit number is not a characteristic of the
ChartString (COLUM500102080000GENRLUR00130701600015500004322415), but
represents it in PAC.

Meaning that, whenever the combo code 1000030781 is used in a PAC transaction,
the ChartString it represents,
COLUM500102080000GENRLUR00130701600015500004322415, will be charged.

Access the ChartFields, ChartStrings, and Combination (Combo) Codes Job Aid
(http://hr.columbia.edu/course-catalog/search) for reference located in the Course
Catalog on the HR Website.
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Combination Codes and Cost Transfer Transactions

Combo Codes and Cost Transfer Transactions

The Combination Code field is located on all TBH and LA transactions to indicate the
funding for the transaction. If the combo code is known, enter it into the Combination
Code field and press enter. If it is a valid code, the Description and Combo Code
Department will populate on the screen.

Users have unrestricted access to search for combo codes based on earning code
edits. A user can search for and select combo codes in any department. For
example, below is an excerpt of the New Distribution section of the Cost Transfer
Page in PAC. In this example, the REG earnings code was selected. When clicking
on the magnifying glass to search for codes, only those codes that are valid for the
REG Earnings Code will appear.

*Start Date 050172014 4 *End Date 05/31/2014 |4
*Eamings Code REG @ Reguilar Eamings
From Combo Code ]
e Combination code fields appear
Request transfer for all transactions that meet criteria B .
L) Allo: 5EI;r.IIion nlillulivirllulixl rrmjmiicrirbnslafter I:nd“ In PAC tra nsact'on pages
New Distribution Details Find | View Al First'&' 10f 1'% Last

Here is an example of the field in
a cost transfer page

Sequence number 1 +|[=]

1000274411

03243-25000-00000000-01

*New Combo Code
Combination Code Department TRAIND1
Distribution 100.00
Percentage 0

If known, enter the combination
code directly into the field and
% press enter or tab
Remember - the combo code is a 10
digit representation of the ChartString

If unknown, click the magnifying
glass to bring up the search page

Over time and with continued use, some
combo codes may be memorized and can
be entered directly

The Combo Code Description and
Combo Code Department
populate on the screen once a
combo code is entered/selected
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Locate and Select Combo Codes

Locate and Select Combo Codes

To search for a combo code, click on the magnifying glass next to the Combination
Code field. Populate two or more ChartField values and click search. Combo codes
with those values appear in the results list displayed. Click "Select" next to the
desired combo code and it will populate into the PAC page field.

e To search for a combo code:
Salary Distribution - 1a
1. Click on the magnifying glass to bring up the

Combination Code
search feature

Description
Combo Code Department

Combo Code Amount

2. Populate a minimum of two or more ChartField
5 values

Search Combination Codes
3. Click "Search”

Combination Code

nwave | 4. Click “Select” next to the desired combo code
Seament and it will populate into the PAC page field

Site

ARC Business
Al

Aceount [53E10 "

Depariment | TRAING1

PCED In this example, values are entered in the “Account”

and “Department” fields

ProjectiGrant

Activity 1D

Combo codes with those values appear in the results
list displayed

Cantel

ARC Busingss Unit  Account e I

% Note: the more ChartField values entered in the search, the
' smaller, or more direct, results list is displayed.

For example, if all 9 ChartField values are entered, one combo
code will display in the search results list.

Page 13



Training Guide PAC _5.'.‘!;
. T
Cost Transfer Transactions EST. 2004 ,/
Search for a Combo Code
Let's practice selecting a combo code by entering criteria into the search feature.

Procedure

This is the "Search for a Combo Code" topic where you will learn how to search for a combo
code within a cost transfer transaction.

Favorites = ‘ hain Menu~ > Manager Self Service = > Labor Accounting ™ > Cost Transfers = > Request Cost Transfer
Home | Warkist | AddtoFavorites | Sign out
PAC &5

New Windaw | Help | Personalize Page | & 2|
Request Cost Transfer
Run Control ID:  TEST3 RepartManager Process Monitor | Iniiale Request

Ga to Inquiry page Tor Transaction 1D
Selection criteria

EmpiiD @ EmplRecord [

Hame:

Department:

Position Number:

*Start Date a1 “End Date a1}
*Earnings Code @

From Combo Code @
Cost Transfer Reguest Options

¥ Request transfer for all transactions that meet criteria
7 llow selection of individual transactions after load

hew Distribution Details Find | Viewal  First 4 1 of1 * Last
Sequence number 1 = o
*New Combo Code 2

Combination Code Department

Distribution

Percentage

Justific ation

“Cost Transfer [e% |
[T T T [ [ Trusted ses [%a - [®R1oow -

Step Action

1. This is the New Distribution Details section within a cost transfer request
transaction.

To search for a combo code, click the Look Up Combo Code button.
@

2. The Search Combination Codes page appears. Populate two or more ChartField
values and click search. In this example, we are searching by entering the ARC
Business Unit, Account and Department.

First, click the Look up ARC Business Unit button.
@
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Look Up ARC Business Unit x
Help
General Ledger Unit:[begins with
nti [Begins witn =] | ]

Search Results
Wiew 100 First (4) 1220122 () Last

General Ledger Unit
AGENC
AMERI
COCIN
COLUM
CPMCF
cuBus
cuciP
CUELI
CUHCI
CUPRE
CURML
KRAFT
NJDOC
REIDH
RPARD
RPBMW
RPDEF
RPOFF
RPSSA
RPSST
RPTWU
RPYRS

Step

Action

A

Cl

oL

list appears in the Search Results section of the page. For this example -

ick the COLUM link.

Homie Wiarklist | Addto Favarites Sign out

Search Combination Codes

s

New Window | Help | Personalize Page | &5+

Code

ARC B”Si"ﬁss fcoLuwm @ Colurnbia Universiy Initiative [,
ni
e —

Projecttorant [ ],

o[ e —
S —

PCBU[ @

e —

Select  Combo Code | |ARC Business Unit_ Account | Department| PCBU Project | Activity|

i

et | \ \ L \ | [ \
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Step

Action

4.

Now let's search for the account.

Click the Look up Account button.
@,

Look Up Account

Account:  [heging with x|
Description: [negins with =]

Search Results

View 100 First (4 1183 01183 () Last

Account Deseription
50000 SALARY AND WAGES

50010 PROF (TENURED)

50020 ASSOC PROF (TEMURED)

50100 PROF (NONTENURED)

50110 ABSOC PROF (NONTENURED)
50120 ASSTPROF

50130 INSTRUCTOR (FT)

50140 PROF {TEN OF TITLE)

50150 ASSOC PROF (TEN OF TITLE)
50200 SENIOR LECTURER (TENURED)
50210 SR LECTURER (NONTENUREDNFT)
50220 LECTURER (FT)

50230 SENIOR LECTURER IN DISCIPLINE
50240 LECTURER IN DISCIPLINE
50250 ASSOCIATE IN DISCIPLINE

50260 ASSOCIATE (FT)

50270 ASSISTANT (FT)

50300 WISITING PROF (FT)

50310 WISITING ASSOC PROF (FT)
50320 VISITING ASST PROF (FT)

50400 ADJUNCT PROF

50405 ADJUNCT ASSOC PROF

50410 ADJUNCT ASST PROF

50420 VISITING PROF (PTy

50425 VISITING ASSOC PROF (FT)
50430 VISITING ASST PROF (PTy

T g [ wnstedstes — [7 ~ [R100% -

Action

In addition to the Search Results displayed, you can search for an individual
ChartField as well. For this example, let's search for an account that begins with
lI53lI.

To search for an Account, first click in the Account field.

Enter search information into the Account field. In this example, I am not sure of
the exact number but know it begins with "53", let's enter "53".

Click the Look Up button.
Loak Up

All accounts that begin with "53" appear.

Click the OFFICER OF ADMINISTRATION link.
OFFICER OF ADMIMISTRATION
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Search Combination Codes

C Code

e Windaw | Help | Personalize Page | &

1 [ Belect | | | | |

ARC Business [CoLUM @ Columhia University Initiative | 0,
Unit
S l—
Account [53300 @ OFFICER OF A
ADMINISTRATION stel [Q
e —
T —
ProjecyGrant | @
R —
[ searsh | [ clear | [ cancel |
Select Combo Code ARC Business Unit Account Department PCBU Project Activity

Action

@

Now let's narrow down the search by department.

Click the Look up Department button next to the Department field.

Look Up Department

Department:  begins with V||

Ibeﬂinswm v

[ caret ease oo

Search Results
Only the first 200 results can be displayed.

View 100 First (4) 1-3000f200 () Last

Department Description
PO000UT  Natl Cir on AddicUSubst Abuse
(Cffice Of President
(Ofc Of The Provost
EVP Administration
Exec VP Acad Affairs
Office of Alumni & Development
Exec VP For Finance
Off Public Affairs
VP Health Sciences
VP Arts & Sciences
Off VP + Univ Lib
PRE President Admin
PRE Office of the President
PRE Office of the President
PRE GLOBAL COMMONS
PRE Office of the President
‘COM Comm & Public Affairs
‘COM EVP Comm & Public Affairs
'COM Comm & Public Affairs Adm
'COM Comm & Public Affairs
'COM PublicationsColumb Creativ
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Step Action
10. You can enter the department number into the field or search for it. For this

example, search for the department by entering the 1st two digits for the department.
Enter the alphas or numerics into the Department field. For this example, enter
"TRAIN".

11. Click the Look Up button.

Look Up

12. A list of departments beginning with "TRAIN" appear. Select the department from
the list.
A funding department can only be a level 8 department (does not end in an 'x’).
For this example, click the TRAINO1 link.
TRAINDE

13. Now we have three ChartField data fields entered, click the Search button.

Search

14. A list of combo codes that match the search criteria entered appear.

Click the Select button next to the needed combo code.
Select

15. The selected combo code appears in the New Combo Code. The Combo Code
description also displays as well as the Combination Code Department number and
name.

16. You have successfully completed the "Search for a Combo Code" topic. You can

now move on to the next lesson, ""System Created Combo Codes" where you will
learn how PAC creates combo codes.
End of Procedure.
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Create Combo Codes

Create Combo Codes
Combo codes are added to PAC in two ways.

1.New ChartStrings created in the Payroll module of the Budget Tool will
generate a combo code in PAC for that ChartString with various natural
account values

2.Specific users who have the "Create Combo Code" role in PAC can
create combo codes in real time

Let's explore this process for creating combo codes.

New Combo Code Request Process

New Combo Code Request Process
What happens if a ChartString is not in the system and is needed for a transaction?

If a ChartString is needed for a transaction and the combo code has not been created
for that ChartString, it is easy to create a new combo code in PAC. The Create
Combo Code role in PAC enables users to create combo codes in real time. If you
have this security role, a summary of the steps is below. If you do not have this role,
you can contact the person in your School/Admin unit who has it and have them
create the combo code.

1.Save and close the transaction

2.1f you have the "Create Combo Code" security role, navigate to the New
Combo Code request page and follow the steps below. In addition,
access the Create Combo Code Job Aid (http://hr.columbia.edu/course-
catalog/search) for detailed information (located in the Course Catalog
on the HR Website)

3.0nce the new combo code has been created it is ready to use. Open
the saved transaction and the new combo code will appear in the
search list

Note: The "Create Combo Code" role allows users to create combo codes in
PAC. This role cannot delete combo codes and there is no workflow approval
required to create a combo code.
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% Remember — ChartFields exist in ARC and ARC syncs instantaneously to PAC. However, if the
particular ChartString (combination of ChartFields) does not have a corresponding combo code, a
new one can be created in real-time.

Adding a new combo code to PAC is easy. Users with the “Combo Code Create” Role can create
new combo codes in real-time.

In the “Add a
Mawvig Enter the

Effective Date En:t.-r f ""FT_:""""
Accounting > Comb for the combo e "E’r; g
New Combo Code Table code - this is rﬂp.’m
Code Request page, click required = =
Add”

Click "Save

Edits will run to check for valid ChartFields and provide a description (if available). The
description is a system generated value and does not require user entry.

Once the edits complete and run satisfactorily, the system generates the next sequential new
combo code number, which can be used immediately in PAC transactions.

New Combo Code Request Process Screen Prints

New Combo Code Request Process Screen Prints
Below are screen prints of the steps to request a new combo code.

New Combo Code Request

To request a new combo code:

Eind an Existing Valua

X 1. Navigate to the Combination Code Table in

MSS

Set D

GL Combination Code: [NEW

2. Click the “Add a New Value” tab
| a0 |

3. Click “Add”

Find an Existing Value | Add a New Value

4. Enter the “Effective Date” for the combo
code —this is required. Note: the effective
date cannot be earlier then July 7, 2012
and cannot be earlier then the effective
dates of the ChartFields

Combinatien Code Tabls
S0l CUBET
GL Conbination Coce NEW

Combinaion Code Dalas

“Dascription S-S MAC0N-RONK00
short Duove

Chartticid Datad

AR Desirann Unit

5. Enter a value for each required ChartField.
An “* equals a reguired field

Accoam:
Deparinent :
PCEU:

Ercjectiimal @, |tk Preset

6. Click “Save”

Aty 10 ¢ L [reams Pt

N — If a ChartField does not exist it will not populate

= Sl into the field. Request a new ChartField in ARC

(limited to select users) and once it is approved and

created in ARC, it will be available in PAC to create
new combo codes.

Fusding Sauea Irfarmaton

Lesn |7 i) y | B
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New Combo Code Request ChartField Definitions and Guidelines

ChartFields are created in ARC and ARC syncs instantaneously to PAC. Edits will
run to check to ensure that the Combo Code is valid (that is, all selected ChartFields

are active).

When selecting ChartFields, follow the guidelines below.

Chart Fiald
ARC Business Unit

Account

Dreparlment

PC Business Unit

Project

Activity
Initiative
Segment
Site
Fund

Function

Definition and Guidelines
School and Department users will select the appropriate business unit fromthe drop down
* The valid Business Units for Schoolsand Departments are;

o COLUM* - Columbia University

AGENC — Other Agencies

AMERI — American Assembly

COCIN — Columbia Ophthalmology Consult

CUCIP — Cenler for Intermational Progr

CUELI—Columbia Consol EliminationBU

CUHCI — Columbia Uiniversity Healthcare

CUPRE — Columbia University Press

KRAFT — Kraft Center

NJDOC — Columbia Doctors of New lersey

REIDH — Reid Hall

RPARD — CLUIPR Employees Arden Conf Cir

RPDEF - 457(b) Deferred Comp Plan

RPOFF — CURP for Officers of Columbia
o RPYRS —Voluntary Retirement Sav Plan

*COLUM isthe most frequently used business unit

00000000000

o o

All payroll accounts begin with “5" and are in the range 50000— 58599

Only users wilh PAC DAF authorily Lo the department canchoose The departmenl

* This Charfrield must be chosen before PC Business Unit and Project

* Canonly be a level £ department (does not end inan x°)

*SPONS — Only projects that beginwith GG or PG willdisplay in the project drop down list

*CAPLT — Only projects that begin with CP willdisplay in the project drop down list

*GENRL — Only projects that do not begin with the above will be displayed

Once department and PC business unit are selected, project will anly show projects with a relationship to the department and PCBL
selected

NOTE: Toselect a Project for a combo code, there has to be a fiscal budget created for the project/department relationship
[inciuding S hudgets). f the Project exists and the project/department relationship does not have a fiscal budget, it will not appear
and thus cannot be charged. See your budget/financial representative to determine if the budget should be created in ARC.

Once project has been selected, only the activities related to the specific project will be displayed

Select value from drop down list

Select value from drop down list

anly required with capital projects (those that begin with CP)

Will be derfved in ARC

Will be derived in ARC
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New Combo Code Request Result

New Combo Code
And the Combo Code is created!

Combination Code Table
Set1D CUSET
GL Combination Code 1000274479
Combination Code Detail Find | View Al First 4 1af1'Y Last
Effective Date 12192014 Stalus Active

Description 50130-LIR005343-10004-00000000

Short Desc 50130-UR00 +| Valid Value
ChartField Detail
ARC Busingss Unil ; COLUM 3, Columbia Universty
Account ¢ 50130 3, INSTRUCTOR (FT)
Department ; TRAINDZ &, Training Dept 2
PCBU: GENRL Combo Code is . General
ProjactiGrant : URDM5345 TRAINDZ Project
Activity ID 01 @, TRAIND2 Preject
Initiative ; 10004 @, Communications
Segment ; DO000000 @, Undefined Segment
Site ; 3058 x O 635 WEST 131ST STREET

Will PAC create duplicate combo codes?
* No —there are edits in place that
check for existing combo codes when
requesting a new one.

What happens if two people are
requesting a new combo code at the
same time?

* The first person to click “save” will
create the combo code. The second
person will receive a message that the
code already exists and provide that
code on the screen.

% Once the new combo code is created, it is ready for use.

If, in the middle of a transaction, you need to request a new combo code, save and close the
transaction first. Why? Since the combo code did not exist when you started the transaction,
you need to generate a new combo code search after the required combo code is created. Save
the transaction, re-open it and the combo code can then be used.
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Let's practice creating a combo code in PAC.

Procedure

This is the Request and Create a New Combo Code topic where you will learn how to create a
new combination code in PAC.

Step Action

1. Click the Main Menu button.

Main Menu =

2. To navigate to the New Combo Code Request section of PAC, first click
the Manager Self Service link.
[0 Manager Self Service r
3. Click the Labor Accounting menu.
[ LahorAccounting k
4. Click the New Combo Code Request menu.
[ Mew Combo Code Regquest k
5. Click the New Combo Code Request menu.

|=]  Mew Combo Code Request

6. There are two tabs on the New Combo Code Request page, one to "Add a New
Value" and one to "Find an Existing Value". Creating combo codes are completed
in the "Add a New Value" tab.

From here, click the Add button.
Add

7. Enter the effective date for the new combo code. Enter the date into the Effective
Date field.

For this example, enter "12/18/2014".
h2itarz014

8. Enter the ChartField values to create the combo code.

First, click the Look up Chartfield VValue button next to the ARC Business Unit
field.

@

a
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Look Up Chartfield Yalue

Business Unit:[begins with 7]

Search Results
View 100 First () 141011 () Last
Business Unit
AGENC

AMER

COCIN

COLUM

cucip

CUELI

CUHCI

CUPRE

KRAFT

NIDOC

REIDH

e

Action

Select the Business Unit from the list.
For this example, click the COLUM link.

COLLIM
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Combination Code Table

SetID CUSET
GL Combination Code NEWW

Combination Cade Detail

*Effective Date |12/18/2014 E]

Favorites = ‘ Main Menu= > Manager Self Service ¥ » Labor Accounting ™ * Mew Combo Code Request * > Mew Combo Code Reguest

Home | ‘Worklist | AddtoFavorites | Sign out

Mew Window | Help | Personalize Page | &

Find | iew Al First @' 1 of 1'% Last

"Status | Active =

*Description |

ChartField Detail

[¥ valid Value

ARC Business Unit : EoLuUmM Q. colurnbia University
Account : [ @

Department : [ @,

PCBU:

Project/Grant :

Activity ID :

Initiative : [ @,

Segment : | iC%

Site : [ e

Funding Source Information

‘[‘., Add HE UpdateiDisplay Hﬁ Include Histary Hr_“) Caorrect Histary

v ascript: pction_winD(document. wind, PYCF_YERTGRID_FYCE_YALUESprompti’); [T T T [ [Rel mustedsites [ - [®iw -

Step Action

10. Next, select the Account.

@

a

Click the Look up Chartfield Value button next to the Account field.

Page 25



Training Guide PAC
Cost Transfer Transactions EST. 2004

Look Up Chartfield Value

Set I: CUSET
Account: begins with 7]
Description: [ begins with =]
Account Type: [begins with =]

| cancel [Basic Lookun

Search Results

Onty the first 300 results can be displayed.
View 100 First (4, 12001300 () Last

Account Control Book

Balance
Type Flag Code °

heet
Indicator
50010 PROF (TEMURED) E N (hlank) (blanky
50020 ASSOC PROF (TENURED) E N thlank) (alank)
50100 PROF (NONTENURED) thlank) (alank)
50110 ASSOC PROF (NONTENURED) thlank) (alanky
50120 ASST PROF thlank) (alank)
50130 INSTRUCTOR (FT) thlank) (alank)
50140 PROF (TEM OF TITLE) thlank) (alank)
50150 ASSOC PROF (TEN OF TITLE) thlank) (alank)
50200 SEMIOR LECTURER (TENURED) thlank) (alank)
50210 SR LECTURER (NONTENURED)FT) thlank) (alank)
50220 LECTURER (FT) thlank) (alank)
50230 SEMIOR LECTURER IN DISCIPLINE thlank) (alank)
50240 LECTURER IN DISCIPLINE thlank) (alank)
50250  ASSOCIATE IN DISCIPLINE thlank) (alank)
50260 ASSOCIATE (FT) thlank) (alank)
50270 ASSISTANT (FT) thlank) (alank)
50300 VISITING PROF (FT) thlank) (alank)
50310 VISITING ASSOC PROF (FTy tblank) (slank)
50320 VISITING ASST PROF (FT) (hlank) (slank)
50400  ADJUNGT PROF (hlank) (slanky
50405  ADJUNCT ASGOG PROF (blank) (slank)

Account Description

ZZZzZzzZzZzzZzZzZzZZZZzZZZZZZ

Ll L[ (ol wmmimes  [oa e[S -

Step Action

11. There are search fields on the top of the page to assist you in locating an
account. Search for and select the needed Account.

For this example, click the INSTRUCTOR (FT) link.
INSTRUCTOR (FT)

> Manager Self Service = > Labor Accounting = > Mew Combo Code Request = > Mew Combo Code Request
Home | Workist | AddtoFavarites | Sign out

New Window | Help | Personalize Page |

Combination Code Table

SetlD CUSET
GL Comhination Code NEVY
Combination Cade Detail Find | view Al First (U o1 ) Last
*Effective Date [12/18/2014 |5 ‘status [active 7]
shortpesc| | I valid Value
ChartField Detail
ARC Business Unit : [coLum 1@, Columbia University
Account : o130 1O, INSTRUGTOR (FT)
Department : [ @,
PCBU:
ProjectiGrant :
Activity ID :
Intiative : [ @,
Segment : [ @,
Site [ @,

Funding Source Information

Update/Display || & Include History \ ComectHistory |

I @[ mrustedskes [Fa - [#ioow -
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Step Action
12. Next, select the Department for the Combo Code.
Note: The Department ChartField must be chosen before PC Business Unit and
Project.
Click the Look up Chartfield Value button next to the Department field.
@,
Look Up Chartfield Value
Set ID: :heginsw‘mj‘CUSET
ion: [begins with ] |
LU LT[ Gl mesdses [~ [®uon -
Step Action
13.

There are search fields on the top of the page to assist you in locating a
department. Search for and select the needed department.

For this example, click the Training Department 2 link.
Training Dept 2
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Combination Code Table

e Windaw | Help | Personalize Page | &

SetlD CUSET
GL Comhination Code NEVY
Combination Code Detail Find | viewal  First ' 101 ) Last
‘Effective Date [12n82014 |5 ‘status [active 7]
oz ]
ShortDesc| | I¥ valid value
ChartField Detail
ARC Business Unit : :\COLUM @, lcmumma University
Account : 50130 @, INSTRUGTOR (FT)
Department : [TReAINDZ @, Training Dept 2
PCBU: [ Ja
ProjectiGrant : | |
Activity ID :
Initiative : I fa, |
Segment : [ @,
site: | fa |

Funding Source Information

[ UpdateiDisplay | [ & Incluge History_| [ ConectHistory |

Step Action

14.

@

Next, select the PC Business Unit (BU).

Click the Look up Chartfield Value button next to the PC BU field.

Look Up Chartfield Yalue

Help
[Begins witn =]
[Begins witn =1 |

[ Cancel |asic Lookup

PC BU:

Search Results

View 100 First (¢) 13 0f3 () Last
PCEBU Description
Canital
General
Sponsared

CAPTL
GENRL
SPONS
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Step Action

15. For this example, click the General link.

Favorites = \ Main Menu~ > Manager Self Service = > Labor Accounting ~ > New Combo Code Request = > Mew Combo Code Request
Home “Wiorklist Add {0 Favorites Sign out
PAC FY
EST.200 kuj

e Windaw | Help | Personalize Page | &
Combination Code Table

SetID CUSET
GL Combination Code MNEWY

Combination Code Detail Find | View All First 4 1 0f1 2 Last
‘Effective Date [12n82014 |5 ‘status [active 7]
oz ]
ShortDesc| | I¥ valid value
ChartField Detail
ARC Business Unit : |coLum [@, Columbia University
Account : [s0130 |@, INsTRUCTOR (FT)
Department : [TRAINOZ |@, Training Dept 2
PCBU: [SENRL @, ceneral
ProjectiGrant : [ @,
Activity ID :
Initiative : [ @,
Segment : [ @
Site [ @,

Funding Source Information

[Eb Ad9 | [ UpdateiDisplay || & Inelude History | [+ ConectHistory |

arvascript:paction_win0{dacument. wind, PYCF_VERTGRID_PYCF_YALLIE$pramptsa’); [ [ [ [ [ mrustedstes [va - [#Hionw -/

Step Action

16. Next, select the Project/Grant.

Click the Look up Chartfield Value button next to the Project/Grant field.
@

]
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Look Up Chartfield value

[eins witn =]

Basis Lookup

Search Results

Wiew 100 First (4) 113 of13 () Last
Project/Grant Description

ENO02476  MACKINNON GRAD ED FD
PCO0T501  TRAINDI Project
PCO0T873  TRAINDI Project
PCO02016  TRAINDI Project
URDD251  TRAINDI Project
UR0DO3118  ADMIN [ OPERTNG ENDO
URD03144  TRAINDI Project
UR003208  TRAINDZ Project
URDO4156  TRAINDZ Project
URD04774  DEANS FUND

UR005138  TRAINDZ Project
UR005348  TRAINDZ Project
UR0D07425  TRAINDI Project

Step Action

17. For this example, click the TRAINO2 Project link.
TRAIMDZ Project

e Windaw | Help | Personalize Page | &

Combination Code Table

SetID CUSET
GL Combination Code MNEWY

Combination Code Detail Find | viewal  First ' 101 ) Last
‘Effective Date [12n82014 |5 “Status
G |
ShortDesc| | I¥ valid value
ChartField Detail
ARC Business Unit : :\COLUM @, lcmumma University
Account : 50130 @, INSTRUGTOR (FT)
Department : _\TRA\NM @, iTraimng Dept2
PCBU: |GENRL |9, ceneral
ProjectiGrant : JRO05349 1O, TRAINDZ Project
Activity ID : [ @,
Initiative : [ fa, |
Segment : [ @,
Site I @, |

Funding Source Information

|5 upsateDisplay || neluge Histary | [ ComectHistory |
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Step Action

18. Next, select the Activity ID.

Click the Look up Chartfield Value button next to the Activity 1D field.
@,

Look Up Chartfield Yalue

Help
ActivityID: [begins with =]
intion: [begins with ] | |

Search Results

View 100 First (¢) 1ot1 () Last

ActivityID  Deseription
01 TRAIND2 Project

Step Action

19. For this example, click the TRAINO2 Project link.
TRAIMOZ Project
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| Worklist | Addto Favorites | Sign out

e Windaw | Help | Personalize Page | &

Combination Code Table

SetlD CUSET
GL Comhination Code NEVY
Combination Code Detail Find | viewal  First ' 101 ) Last
*Effective Date[1 282014 |5 “Status
50130-URD05349-
ShortDesc| | I¥ valid value
ChartField Detail
|
ARC Business Unit : [coLum @, :cmumma University
Account : 50130 @, INSTRUGTOR (FT)
Department : e @, iTraimng Dept2
PCBU: |GENRL @, General
| |
ProjectiGrant : |URDDS349 @, TRAINOZ Projest
|
Acthvity ID : m [Q, TRAINDZ Praject
Initiative : [ |
Segment : [ @,
Site : [ fa, |

Funding Source Information

Update/Display || & Include History || ConectHistory |

Step Action

20. Next, select the Initiative.

Click the Look up Chartfield Value button next to the Initiative field.
@,

Look Up Chartfield Yalue

CUSET

: [begins with = |

Search Results

Only the first 300 results can be displayed

View 100 First (4) 1300 of300 () Last

Initiative Description

00000 Undefined Initiative

10001 Payroll Suspense

10002 P-Card Suspense

10003 Alumni Relations

10004 Communications

10005 Frontiine Develapment

10006 Non-Frantine Development

10101 MDM Executive Ofiice

10102 FPO Executive Ofiice

10103 BST Care Administration

10104 NUR Core Administration

10105 BMB Core Administration

10106 NEID Care Administration

10107 0BG Care Administration

10108 OPH Care Administration

10109 ORT Core Administration

10110 MDM Marketing

10111 G&D Retreat

10112 HIC Retreat

10113 MDM Food Service

10114 FPO Insurance Verification

101156 FPO AR Management

101168 FPO CQutsoureing

10117 FRO Policy Mgmt & Training
FPO Billing Compliance
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Step Action

21. For this example, click the Communications link.
Communications

Favarites = ‘ Main henu~ > Manager Self Service = > Labor Accounting = > New Combo Code Reguest = > New Combo Code Request
Home Winrklist Add to Favorites Sign out
PAC FY
EST, 2004 kﬂj
e Windaw | Help | Personalize Page | &

Combination Code Table

SetID CUSET
GL Combination Code ME'WY

Combination Cade Detail Find | view Al First £ 1001 M Lagt
*Effective Date [12118/2014 El *status [Active -
ion [50130-URDD5348-10004-

ShortDesc| | ¥ valid Value

ChartField Detail

ARC Business Unit : |coLum |2, columbia University
Account : |s0130 |2, NsTRUCTOR (FT)
Department : [TRaINDZ |@, Training Dept 2
PCBU: |GENRL |@, ceneral
Project/Grant : |uRn0s349 |2, TRANOZ Project
Activity ID : (o1 |@, TRaNDZ Project
Initiative : loon4 Q. communications
Segment : [ @

Site : [ <8

Funding Source Information

|5 adu | (5] updaterDisplay || & include History |[E Correst History |

avascript:paction_win0{dacument. wind, PYCF_VERTGRID_PYCF_YALLIE$prampte'); [ [ [ [ [ mrustedstes [va - [#Hionw -/

Step Action

22. Next, select the Segment.

Click the Look up Chartfield Value button next to the Segment field.
@

]
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Look Up Chartfield Yalue

Set ID: CUSET
[beging witn =] |

Search Results

Onlythe first 200 results can be displayed

Wiew 100 First (4) 1-300 of 300 (p) Last
Short
Description
00000000 Undefined Searment Undefined
01000001 PRE House Administration PRE House
01000002 PRE PO Operations PRE PO Ope
01000003 PRE PO Projects PRE PO Pra
01000004 PRE Presidential Funds PRE Presid
01000005 PRE Property Operations PRE Proper
01000006 UPE Commencement UPE Commen
01000007 UPE Honorary Degree UPE Honora
01000008 UPE Operations UPE Operat
01000009 UPE President House Events PO UPE Presid
01000010 UPE President House Events UPE UPE Presid
01000011 PRE Leadership PRE Leader
01000012 UPE Leadership UPE Leader
05000001 ATH Bamard College ATH Barmar
05000002 ATH Columbia College ATH Columb
05000003 ATH Teacher's College ATH Teache
05000004 ATH Active Accts Receivable ATH Active
05000005 ATH Active Accts Receir ATH Active
05000006 ATH Active Class Clearing ATH Active
05000007 ATH Active Faciliies DefRev ATH Active
05000008 ATH Active DefRew-Leagues/Prog  ATH Active
05000009 ATH Active DefRev-Memberships  ATH Active
05000010 ATH Active Pymt Receipt Cash ATH Active
05000011 ATH Active Pymt Reept Cred Crd - ATH Active

Segment Descri

PAC

Action

For this example, click the Undefined Segment link.
LIndefined Seqment

Ml |

| wiorklist | Addto Favorites | Sign out

Combination Code Table

SetID CUSET
GL Combination Code: NEYY
Combination Cade Datail Find | viewal  First U 1or1 2 Last
‘Effective Date [1218/2014 |5 *Status
[50130-URDD5348-1 0004-00000000 |
ShortDesc| |
ChartField Detail
ARC Business Unit : [coLUM |2, columbia University
Account : |s0130 |2 msTRUCTOR (FTy
Department : [TRAINDZ |@, Training Dept 2
PCBU: |GENRL |2, General
Project/Grant : |uRn0s349 |2, TRANOZ Project
Activity ID : o1 |@, TRAINDZ Project
Initiative : [1oo04 |2 communications
Segment : I |@, Undefined Segment
Site : [ <8

Funding Source Information

e Windaw | Help | Personalize Page | &

Updateisplay || & nclude History | [ Corrext History
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Step Action
24. Click the Save button.
[5] Save
25. And the combo code is created! Note the number on the top of the page. Once it is
created it is ready for use.
26. You have successfully completed the "Request and Create a New Combo Code™

topic. You can now move on to the next lesson, "Access Additional Compensation
Page in PAC" topic where you will learn how to access the additional compensation
functionality in PAC.

End of Procedure.
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Access Cost Transfers Page in PAC

This is the Access Cost Transfers Page lesson of the Cost Transfer Transactions
course. Upon completion of this lesson, you will be able to:

« Demonstrate how to access the Cost Transfers Page in PAC
For a refresher on how to access PAC, see the Introduction to PAC course.
Estimated Time to Complete Lesson: 2 minutes

Access Cost Transfers Page

Navigate to the Cost Transfers Page
Expand the "Labor Accounting" Section within Manager Self-Service to access the
Cost Transfers Page.

Change My Password | (3

Additional Pay

Favorites .. Main Menu ..
PAC % Search Menu:
% | )
EST 2004 B -
Home My | 3 Self Service r
C3 Manager Self Service
£y Workforce Administratio (3 Job and Personal Information b
Main Menu £3  Payroll for Nog meric 3 Manager Reporis b
g Worklist (3 Compensation ¥
3 PeopleToo! 3 Labor Accounting
]

Performance Managems (1

Cost Transfers

&
]

L1
D"
=|,

New Combo Co

LDS Higlerr Data

Salary Distribution
Pending Transactions

| [ Request Cost Transfer

\Cost Transfer Inquiry

L

2.

To Access the Cost Transfers Page:

1. Expand the Labor Accounting section in Manager Self-Service
Expand the “Cost Transfers” section

3. Click “Request Cost Transfer” to create a cost transfer for employees in

your home department(s)
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Let's access the Cost Transfers page within the Labor Accounting functionality in
PAC.

Procedure

This is the Access Cost Transfers Page topic where you will learn how to access the Cost
Transfer functionality in PAC Labor Accounting.

Step Action

1. Once you access PAC the Labor Accounting functionality is located within the
Manager Self-Service section.
Click the Main Menu button.

Main benu -
2. Click the Manager Self Service menu.
[0 Manager Self Service r
3. Once you access PAC the Labor Accounting functionality is located within the

Manager Self-Service section.

Click the Labor Accounting menu.

(3 LahorAccounting k
4, Click the Cost Transfers menu.

(1 CostTransfers »
5. Click the Request Cost Transfer menu.

_] Request Cost Transfer

6. You have successfully accessed the Cost Transfers Page in PAC Labor
Accounting. You can how move on to the next topic, Gather Required Data where
you will learn how to gather Cost Transfer data required to complete a transaction.
End of Procedure.
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Gather Required Data

This is the Gather Required Data lesson of the Cost Transfer Transactions course.
Upon completion of this lesson, you will be able to:

« ldentify and Locate the Components needed to Create a Cost Transfer
o Obtain Actual Payroll Charge Amounts for the Cost Transfer

Estimated Time to Complete Lesson: 5 minutes

Cost Transfer Required Data

Cost Transfers - Required Data

When you request a cost transfer, you are telling PAC to move payroll charges from
one combo code(s)/ChartString(s) to other combo code(s)/ChartString(s) in ARC. On
the cost transfer page, the details of the request are entered. It is helpful to gather
this data prior to entry to be able to complete the fields while you are requesting the
transfer.

Below are the cost transfer data fields along with where you locate the
information. These components make up the entries for cost transfers. More
information on these fields and how to obtain specific data is contained throughout
the course.

Employee ID - the ID of the employee for whom you are requesting a cost transfer.
- located in the PAC and FDS reports

Start Date - the earliest date of payroll charges to move to the new combo

code(s). Cost transfers can be completed for the current fiscal year and minus-two
fiscal years.

- located in the Payroll Actuals Report

End Date - the latest date of payroll charges to move to the new combo

code(s). Cost transfers can only be processed for payroll charges that have posted
to ARC.

- located in the Payroll Actuals Report in PAC and the Payroll Summary or Detail
Reports in FDS

Earnings Code - the earning code associated with the charges you want to

move. For example, if the employee's earnings were paid using an "017" earnings
code, that code must be used when requesting the cost transfer. Otherwise, the
system will not "find" the earnings to transfer.

- located in the Payroll Actuals Report in Labor Accounting Reports, the Payroll
Summary or Detail Reports in FDS and also in the Employee Earnings History Report
in MSS

Page 38



PAC "'J Training Guide
EST 2004 o/ Cost Transfer Transactions

Combo Code - the funding information for the reallocation of payroll charges. The
combo code represents the ChartString in ARC.

- located in the Payroll Actuals Report (indicating where payroll charges were
applied)

- obtained through the Combo Code Search feature on the cost transfer page (to
indicate where payroll charges are to be applied)

Distribution Percentage - the percentage of payroll charges to move to each new
combo code.

- amounts charged are obtained through the Payroll Actuals Report, the Payroll
Summary or Detail Reports in FDS. The percentage to transfer is based on those
dollars and the specific accounting requirement for the payroll charges and how they
should be applied

Pay Group - a code that indicates the pay frequency for the employee. The pay
group is only needed for employees with multiple appointments in multiple pay
groups. The pay group under which the pay was processed is needed for the cost
transfer.

- located in the Payroll Actuals Report (indicating where payroll charges were
applied)

- located in the Employee Earnings History Report in Manager Self-Service Reports

Cost Transfer Reason - the reason for the cost transfer. This is selected through a
drop down feature on the page.
- obtained through department/business process for the payroll charges

Justification Comments - provide a more detailed explanation for the reason of the
cost transfer for review and approval. Text is entered by the user.
- obtained through department/business process for the payroll charges

Prevention Comments - provide explanation of how this type of transfer can be
prevented in the future. This field is only required for certain transfers. Text is
entered by the user.

- obtained through department/business process for the payroll charges
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Obtain Payroll Charges

Obtain Payroll Charges
Before indicating the combo codes to transfer payroll charges to, we need to
determine where the actual payroll charges were applied.

How are payroll charges originated?
There are three sources of payroll charges that can be modified using the PAC cost

transfer page:

1.Salary distribution and add comp payments created via the template-
based hire process (or paper Labor Accounting Form)

2.Salary distribution transactions created directly in PAC

3.Additional compensation transactions created directly in PAC

How can | locate payroll charges for my department(s) and employee(s)?

The simplest way to determine what transactions need to be completed is to run a
PAC payroll report. There are several reports available to you that each provide a
different view of data.

1.The PAC Labor Accounting Reports: Payroll Actuals, Suspense Detalil,
Funding Set-Up and Fringe Rate by Employee

2.The Financial Data Store (FDS) Reports: Payroll Summary, Payroll
Detail, Employee, and Department Employee

3.Manager Self-Service (MSS) Reports: Employee Earnings History
Report displays the Earn Code and Pay Group for an employee's pay
checks

Notes:

Report data is "day old data”. That is, running a report today will display
information as of yesterday

Access to MSS and Labor Accounting reports is based on your PAC role
and security access. If you do not have access to these reports, you
can inquire with someone in your department who has access and can
run the report

Access to FDS reports is based on your ARC and PAD security

Report training is covered in a separate course
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Cost Transfer Detail Report

Cost Transfer Detail Report

A Cost Transfer Detail Report is available in the Labor Accounting suite of reports via
Manager Self-Service. The report allows departments to review processed cost
transfers and includes the following information: initiator, approver, pay end date, old
allocation, new allocation, justification comments and any other information that was
required on the Cost Transfer Request page.

This report helps ensure proper documentation has been obtained and saved by the
department.

Main Meny

| Search Menu:

=

Manager Dashboard
| Talent Summary c lax
| £ sarsenice . s |
C3  Manager Seif Service | = JOband Personal Informatien v
g! £l ‘Woridorce Administratiq = Time Management - LJ . [.- p—— .I
| &1 Benemss 3 Manager Reporis 0 Labor Acct Reports | Cest Transfer Detail Repan
| @ compensaton 03 Compensation [Z  Manager $S Reports Fringe Rale Report By Employee
: B Siock O3 Labor Accounting ¥ Funding Setup Report
| & Time anavavor O Learning and Development v Payroll Actuals Report
I C1  Payroll for North Amerig = Performance Management ¥ Suspense Detall Repan

Create Cost Transfers

This is the Create Cost Transfers lesson of the Cost Transfer Transactions course.
Upon completion of this lesson, you will be able to:

« Create Cost Transfers for Employees within the Home Department,
Identify Fields Requiring Data Input and Use the Search Feature (Look
Up Glass) to search for Field Values

Estimated Time to Complete Lesson: 30 minutes
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Create a Cost Transfer

PAC I

Do you recall how to begin the process to create a cost transfer?

Within the Labor Accounting menu, click on the Request Cost Transfer link within
the Cost Transfers section. The next step is to create the Run Control ID. Let's

explore Run Control IDs.

Favorites | Main Menu .

PAC Search Menu:
¥
EST 2004 *_,,)

Self Service

Manager Self Service
‘Workforce Administratio
Payroll for North Americ
Worklist

PeopleTools

Change My Password

Main Menu

mooerew

-]
8
=]
=
=

@ -

3

Job and Personal Infarmation 3

Manager Reports
Compensation

Labor Accounting
Performance Managem:

3
L]

[ Additienal Pay b
3 Cost Transfers

|] Salary Distribution | . Request Cost Transfer
| “| Pending Transactions U &t Transier Inguiry
[E] New Combo Code Requsst

5] LDS History Data \

Ly

\

Request Cost Transfer
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | AddaNew Value

¥ Search Criteria

Run Control 1: (557 Wi ]

[Jcase Sensitive

Search Clear |Basic Search [¥ Save Search Critaria

&

Find an Existing Value | Add a Mew Value
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The Run Control ID

The Run Control ID

A Run Control ID is the name given to the cost transfer and begins the process.
Once you create the Run Control ID, all the parameters entered (employee ID, start
and end dates, earnings code, etc.) are associated with the request.

A cost transfer in PAC is a process in that you are asking the system to move dollars
from one combo code to another. It is not a data entry page like most other PAC
pages. The difference is that a process requires the retrieval of data from the system
to then take action upon where a data entry page does not require a process.

There are two tabs on this page, Find an Existing Value and Add a New Value. Let's
explore these.
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The Run Control ID-Add a New Value
The Run Control ID - Add a New Value

Add a New Value is used to enter and add a new Run Control ID. Click on the "Add

a New Value" tab, enter
use a name that is spec
example, "JSmithSuspe

non

a name for the cost transfer and click "Add". It is helpful to
ific for the transaction or that you will remember. For
nse082015" or "ab1234 suspense_June2015". Underscores

are an acceptable character in a Run Control ID. Specific titles are helpful when

trying to locate a specific Run Control ID. If all of the Run Control IDs had the same

name, e.g. suspense, it
which employee.

would be difficult to determine which transaction was for

Request Cost Transfer

Eind an Existing Value .
- _\ Enter the Run Control ID and click

Add a New Value

“Add”.

Run Control ID:Era:nmg_Damp'e_Pa,‘Gmup ]

Find an Existing Value | Add a New Valu

Do not use spaces or any special
characters.

The Run Control ID appears on the
Request Cost Transfer page.

pd

Request Cost Transfer‘/

[Run Control ID: Trainmg_E)\ampIe_?a;GchD] Report Manager Process Monitor

Initiate Request

Selection criteria

EmplIiD

Go to Inquiry page for Transaction ID

Empl Record 0

Notes: Do not use spec

ial characters, such as "/" or spaces in your Run Control ID as

this causes errors. Note in the example below there is a space between the words
"Pay" and "Group" and an invalid Run Control ID error message was returned.

Request Cost Transfer

[ Find an Existing Value i Add a New Value |

Run Control 1D: :Trmning_Emmpae_Pay Group

Find an Existing Valug l Add a New Value

Message

Irvalid Run Contral 1D, (65,33)
The entered Run Confral 1D is not valid. Because this field is passed as a single parameter, it cannot confain embedded spaces.

OK
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Create a New Run Control ID

Let's practice creating a new Run Control ID.

Procedure

This is the "Create a New Run Control ID" topic where you will learn how to create a Run
Control ID used to begin the Cost Transfer Request process.

Favorites ~ | Main Menu ~
PAC @ Search Menu: Home | ‘worklist | Add o Favorites
0 selfSenice 4
flain henu T3 Manager Self Senice
[ Job and Personal Information 3
03 workfarce Administratic
[0 Manager Repors >
{3 Payroll for Maorth Americ A
3  Compensation b
1 wiarklist -
3 LaborAccounting
M  PeopleTools (9 Perfarmance Manzger M Additional Pay L4
D Change My Password M CostTransfers
D Salary Distribution D Request Cost Transter
D Pending Transactions D CostTransfer Inquiry
= Mew Combo Code Reguest
= LDS History Data
Step | Action
1. From the Cost Transfers section of Labor Accounting, click theRequest Cost Transfer link.
_] Request Cost Transfer
2. | There are two tabs on this page, to create a new Run Control ID, click the Add a New Value tab.
Add a Mew Yalue
3. Enter the name for your Run Control in the Run Control ID field. Enter something specific to the
request you are running.
Remember not to insert any spaces or special characters.
For this example, enter "training™ into the Run Control ID field.
4. Click the Add button.
Add
The Run Control ID is created. You will see the name displayed on the top left side of the page.
Entering spaces or special characters into the Run Control ID field produces an error. If you
receive this error, click the 'OK" button and edit the Run Control ID and click "Add" again.
7. | You have successfully completed the "Create a New Run Control ID". You can not move on to the

next lesson, "Find an Exiting Run Control ID" where you will learn how to access a previously
used Run Control ID.
End of Procedure.
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The Run Control ID-Find an Existing Value
The Run Control ID - Find an Existing Value

Find an Existing Value is used to search for an already created and used Run
Control ID. Enter the Run Control ID and click "Search". Clicking "Search" without
entering anything into the Run Control ID text box returns a list of already created
Run Control IDs. When you access an already used Run Control, the parameters
entered for that request are viewable.

Typically you will create a new run control ID for each cost transfer but you can reuse
the same Run Control ID. When reusing the same run control ID, be sure to enter the
new cost transfer parameters. Doing this overwrites the data. Keep in mind that the
re-saved data will now appear in that Run Control ID and not what was previously
entered. For example, if you access a prior used Run Control ID for employee John
Smith which was used to move suspense charges for the timeframe of 5/1/20YY -
5/15/20YY and want to now move charges for the 5/16/20YY - 5/31/20YY pay check
and enter the new data in the fields, that data will be saved in the Run Control ID and
viewable the next time you access it.

Request Cost Transfer

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

Find an Existing Value | Adda NewValue

¥ Search Criteria \

| Run Control ID:[ begins L\{‘:h v]

[Jcase Sensitive

Clear |Bask Search [5F Save Search Criteria

Find an Existing Value | Add a NevValue

Request Cost Transfer

Enter any infarmation you have and click Search. Leave fields olank for a list of all values

Find an Existing Value

Find an Existing Value Add a Mew Value

Search Criteria

Enter the Run Control ID and click
“Search” to find a previously used Run

Run Contrel I beging willh

[7] case Sensitive

Control ID.
Hearch Clear  |BasicSearch [oF Saoe Search Crileria
. . . Search Results
Click “Search” without entering any Vewdl  Fist 3 1aars ) Last
= un Contral 10
text to return a list of all created Run Saa00 100086070_1000001113
1332400_10005400_0_1000001173
ContrOI IDs. 1r:1ing_3imu|;|ic.n

Find an Exsting Valug | Add a Mew Value
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Let's practice reusing a Run Control ID.

Procedure

This is the "Reuse a Run Control ID" topic where you will learn how to access and reuse an
already created Run Control ID used to begin the Cost Transfer Request process.

Favarites = | Main Menu -
PAC Search Menu: Home | ‘worklist | Add o Favorites
EST, 2004 li@ ® R
[ selfserice 4
flain henu T3 Manager Self Senice
3 Jok and Personal Information 4
03 workforce Administratic
[0 Manager Repors >
{3 Payroll for Maorth Americ A
3  Compensation b
1 wiarklist -
3 LaborAccounting .
M  PeopleTools £9  Performance Manager 3 Additional Pay 4
D Change My Password M CostTransfers
B Salary Distribution 5]  ReguestCostTransfer
D Pending Transactions D CostTransfer Inquiry
= Mew Combo Code Reguest
= LDS History Data
Step | Action
1. Click the Request Cost Transfer page.
'| Fequest Cost Transfer
2. You are defaulted to the "Find an Existing Value" search page. You can enter text into the
"Run Control ID" field and search. For this example, just click the Search button.
Search
3. The list of saved Run Control IDs will appear in the results list.

Click the Training link.

4. The saved Cost Transfer data for that Run Control ID displays. You can now change data
and re-run the request.

5. You have successfully completed the "Reuse a Run Control ID". You cannot move on to the
next lesson, "Selection Criteria Section” where you will learn how to enter the values to
request a cost transfer.

End of Procedure.
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Selection Criteria Section

Create New Cost Transfer Transactions - Selection Criteria Section

Once you add a new or reuse an existing Run Control ID, you will arrive at the
Request Cost Transfer page. If you reused an existing run control, the data entered
for that run control will appear. To create a new cost transfer, overwrite the data by
selecting new criteria. If this is a new run control, the fields will be blank. Follow the
steps below to select or overwrite data.

From this page, enter the details of the payroll charges to move. The 1st section of
the page is the Selection Criteria for the transfer which includes the Employee 1D
(EmplID), Employee Record Number, Start and End dates and Earnings Code.

Remember: It is important to gather the required data including the payroll charges
to move prior to creating the cost transfer.

Used to process
the request once

Cost Transfer Request Selection Page data is entered
7
Request Cost Transfer /
Run Control ID |ﬁ Run Control ID:  CourseExample_1 Report Manager Process Monitor | INate Request

Go to Inguiry page for Transaction 1D

Selection critena

EmplID 2, Empl Record 0
Name:
Department:
Defines the _
Position Number:
values of the cost i
transfer. User '] - start Date [ *End Date G
entered -
*Eamings Code @,

From Combo Code @,
Cost Transfer Request Options

@ Request transfer for all transactions that meet criteria
O Allow selection of individual transactions after load
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Search and Select Employee Record

Select Employee Record - Search Feature

To begin, enter the Employee ID, if known, or click the magnifying glass next to the
EmplID field to access the search page. Then enter values into one or more of the
search criteria fields provided and click 'Search'.

Look Up Search Feature:

EmpliD Empl Rcd#: | begins with
Empl 1D: begins with 1. Enter a value into one or more of the
Empl Record: = ™ search criteria fields
Name: bagins with
Last Name: | begins vith | 2. Click Look Up
UNI: begins with v
Department: begins with : :
A list of employee records will appear

Qisi:ion Number: |begins with
based upon the criteria entered. For

WSEC Lﬂnkupo examp]e;

Searching this table may take a long time. Enter values above before * lf VUU SearChEd b\f UNI or Emp“D‘ the

requesting Loakup records for that employee appear

* |f you searched by Name, all employee
records containing that name appear

When searching for an employee record, the results list displayed is based upon the
search criteria entered. For example, if you entered an employee ID (EmplID) or UNI,
the results list will display records for that employee only. If you entered a first name
(Name) or Department, the results list will display records for all employees with that
first name in your home department(s) or all employees in your home department(s).

e Note: When more than one record appears for a person, ensure you select the
correct job record on which to request the cost transfer. Here is where
gathering the required data is helpful. You will need to access the record on
which the payroll was made as it is from that record that the payroll will be
transferred. Selecting a record that does not contain the payroll you are
looking for will result in an "No Results Returned" error

e Remember: You can perform cost transfers for active and inactive employees
in your home department(s) for the current and minus two fiscal years
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Verify Employee Record for the Cost Transfer

Review Employee Information

Once an employee record is selected, the top section of the page displays the
following Employee Information - Employee ID, Name, Department and position
number. This helps to validate that this is the record on which to create the cost
transfer.

As with salary distribution, cost transfers are record specific. For example, if an
employee has two records, one of which is a $0 salary appointment, a cost transfer
request will return an error for that record as there are '0' charges to transfer because
there are no earnings.

Review the employee and position data. If this is not the record on which to create
the cost transfer, return to the search page, enter new search criteria and select the
correct job record. If the employee holds more than one position and earnings to
transfer exists on those positions, you may need to update one or more records
depending on the funding change.

Asterisks indicate fields required for all transactions. Let's explore each of these
fields.
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Search for and Select the Employee Record

Let's practice entering search criteria that returns multiple records for the same
employee in the results section and then select the record on which to create the cost
transfer.

Remember: When more than one job record appears for a person, ensure you select
the correct job record to update because the payroll charges for that record will be
obtained. If an employee was paid under multiple pay groups for that job record, you can
select the correct pay group in a separate field.

Procedure

This is the "Search for and Select the Employee Record for a Cost Transfer" topic where
you will learn how to search for an employee and select the correct record on which to
process the cost transfer.

Favorites = | klain Menu =  » Manager Self Serwice = * Labor Accounting = * Cost Transfers = > REeguest Cdf
PAC P,

| Request Cost Transfer

Run Control ID:  training Report Manager Process Maonitor Initiate Request

Go to Inguiry page for Transaction 1D
Selection criteria

EmpliD @, Empl Record 0

Name:

Department:

Position Number:

*Start Date [5] “End Date El
*Earnings Code =N

From Combo Code [}
Cost Transfer Reguest Options

+ Request transfer for all transactions that meet criteria
7 Allow selection of individual transactions after load

Iew Distribution Details Find | Wigws Al First ‘4" 1 af1 "2/ Last

#[=]

Sequence number 1
*New Combo Code @,

Combination Code Department
Distribution
Percentage

Justification

*Cost Transfer =N

[ [ [ [ [
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Step | Action

1. From the Selection Criteria section of the Request Cost Transfer page, click the Look up button
next to the EmplID field.

Run Control ID: TraininaSimulation RepartManager  Process Monitor IiiFide FEEues?
G0 to Inguiry page for Transaction |0
Selection criteria Look Up
EmpliD Help
EmplID Empl Red#: | begins with =
Hame: Empl ID: begins with | ¥] 10183888
Empl Record: = -
Department:
Mame: begins with =
Position Number: Last Name: begins with =
UNI: hegins with ~
Satilate L] Department: begins with | @,
“Earnings Code I:l Position Number: | begins with @,

Step | Action

You arrive at the Search Criteria section where you can enter data into any of the provided search
fields.

For this example, search for the employee by the Employee 1D (EmplID).

Enter "10183888" into the EmplID field.

3. Click the Look Up button.
Look Up

4, Employees that match the search criteria entered appear in the Search Results section on the
bottom of the page.

Review the options and select the correct employee record. There are multiple jobs for this

employee. We need to move charges on the Department Chair position. You can click on any of
the underlined links for the item to bring up that record.

Click the Department Chair link.
|Departmentl:3hair |

The employee information populates into the Selection Criteria for the Cost Transfer.

You have successfully completed the "Search for and Select the Employee Record for a Cost
Transfer" topic. You can now move onto the next lesson, "Enter Payroll Data - Start and End

Dates" where you will learn how to enter the Start and End Dates for Cost Transfer transactions.
End of Procedure.
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Enter Payroll Data_Start and End Dates

Cost Transfers - Selection Criteria - Payroll Data Section - Start and End Dates
Once you verify the employee information is correct for the transfer, the next group of
information to enter is the payroll data for the transfer. Here is where having the data
from the Payroll reports is useful. These reports detail the earnings codes and combo
codes that were charged to the employee record for a specific time period.

Start and End Dates:

1.Enter the start and end dates for the cost transfer. These are the dates between
which you want to move all or a portion of the employee's payroll
charges. The reason you can move all charges or a portion or charges is
based on the type of cost transfer you are performing.

Relationship between Start and End Dates and the Types of Cost Transfers:

1.Request transfer for all transactions that meet criteria. This option will move all
charges within the start and end dates entered without reviewing the individual
payroll charges prior to the transfer.

2. Allow selection of individual transaction after load. This option will return a view
of all charges within the start and end dates entered and from which you can
then select the individual payroll charges to move.

We will explore the two types of cost transfers shortly. For the start and end date
entries, it is important to understand the difference when entering the range of dates.
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Start and End Date Edits

Cost Transfer Start and End Date Edits
If the Start Date for the cost transfer is greater than minus-two fiscal years, you will
receive an error message after clicking on the "Initiate Request" button.

After clicking on the "Initiate Request” button, PAC will validate the dates. If the date
entered is greater than minus-two fiscal years, the system will prompt you to enter an
acceptable date. The entry field will turn red and PAC will generate a pop-up window
with the error message.

Start Dates

Acceptable Start Dates for a cost transfer are within the current fiscal year or the
minus-two fiscal years. For example, in FY18, you can create cost transfers for FY18,
FY17 and FY16.

Rarely and under limited circumstances when necessary, Central Payroll (only) has
the ability to enter cost transfers going back five fiscal years, including the current one
(i.e. in FY18, they can enter for FY18, FY17, FY16, FY15 and FY14).

Message

Transaction cannot start prior to 3 fiscal years (22100,79)

Start date for transactions should fall within the previous 3 fiscal years.

OK

End Dates

Remember that cost transfers are performed to retroactively assign payroll
charges. The system will not prevent you from entering a date in the future from
when the latest payroll was run nor will it return an error. Only the payrolls that
actually occurred will display/be moved in the results.

For example, if today is November 5th and the last run payroll for the employee was
for the October 31st payroll and you enter start and end dates of September 1st
through November 30th, the results will display the payrolls through October 31st.
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Cost Transfers - Selection Criteria - Payroll Data Section - Earnings Code

Next, select the earnings code for the cost transfer. It is in this field that you are
"asking" PAC to search for payroll charges for the employee selected for the period of
time entered and paid under that earnings code and then return the results. Itis
important to know which earnings code charges were paid under to then receive a
successful result.

Earnings Codes:

1.Select the Earnings Code for the cost transfer. For example, you may
want to only transfer the regular earnings for the employee (code REG),
or you may only want to transfer the termination vacation pay for the
employee (code 017).

Remember: All payroll transactions have an associated Earnings Code (or earn
code). An earnings code identifies the type of payment the employee received.

As cost transfers are completed for all types of payroll charges, the earnings code
selected for these transactions varies accordingly. Thus it is important to select the
code under which the payroll was made to then return results for the charges to
transfer. Otherwise, you may receive an incomplete or no results returned error.

Note: you can locate the earn code associated with an employee's payment(s) in the
Payroll Actuals Report (in the Labor Accounting Reports folder within the Manager
Reports folder) or in the Employee Earnings History Report (in the Manager Self-
Service within the Manager Reports folder).

Click here (http://hr.columbia.edu/course-catalog/search) to access the Course
Catalog in the HR Website where you can access the Manager Self Service Training
Guide which contains a list of earnings code in the Appendix section.

Enter Payroll Data_From Combo Code

Cost Transfers - Selection Criteria - Payroll Data Section - From Combo Code
The From Combo Code is an optional field and used if you want to transfer only the
payroll charges for the employee that were originally charged to the specified combo
code.

For example, if after reviewing the payroll report information, you determined that an
employee's regular earnings fell into suspense for a period of time, you can enter the
From Combo Code equal to the department suspense combo code and PAC will
move only charges that were applied to that combo code.

If, however, there are other charges applied to other combo codes you need to move,
those transfers must be completed on separate transactions as you can only enter
one "from combo code" per transaction.
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Cost Transfers - Selection Criteria - Type of Cost Transfer
We briefly reviewed the two types of cost transfers. Now let's explore these further
and the differences when requesting a transfer.

Request transfer for all transactions that meet criteria:

1.This option tells PAC to move all payroll charges that match the criteria
specified by the start and end dates, earnings code (and combo code if
specified). The transfer will complete without first reviewing the individual
payroll charges prior to the transfer.

2.When completing this type of transfer, the process runs after clicking "Initiate
Request" and no further action is needed to complete the transfer. We will
explore this shortly.

3. The payroll charges that were moved in this transfer are then viewable in the
Cost Transfer Inquiry section (more on this soon).

Allow selection of individual transaction after load:

1. This option will return a view of all charges that meet the selection criteria
specified by the start and end dates, earnings code (and combo code if
specified). From the results returned you can then select the individual payroll
charges to move prior to the transfer. This allows you to verify the details of
the cost transfer before running it.

2. After clicking on the "Initiate Request" button, additional steps are required to
select the individual payroll charges and complete the transfer. We will
explore this shortly.

3. The payroll charges moved in this transfer are also viewable in the Cost
Transfer Inquiry section (more on this soon).

Click on one of Cost Transfer Request Options

the radio buttons

to select the type
of cost transfer O Allow selection of individual transactions after load

O] Request transfer for all transactions that meet criteria
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Let's practice entering the start and end dates, earnings code and type for a cost

transfer.

Procedure

This is the "Enter Cost Transfer Dates, Earnings Code and Transfer Type" topic where you will
learn how to enter the Start and End Dates, the Earnings Code and the Transfer Type for a Cost

Transfer Request.

Run Control ID:  TrainingSimulation

Selection criteria

EmpliD> 10183866 @
Name: Catherine Choate
Department: TRAIMNOT Training Dept 1

Position Number: 11101501
*Start Date | EJ
*Earnings Code Q

From Combo Code O,

Cost Transfer Reguest Options

Mew Distribution Details

Sequence number 1

*New Combo Code @
Combination Code Department
Distribution

Percentage

Justification
<

ReportManager Process Manitor | Miliate Request

Go to Inguiry page for Transaction 100

Empl Record 1]

Assoc Professor of Clinical

*End Date EJ

[ Request transfer for all transactions that meet criteria
' Allow selection of individual transactions after load

First'* 1 af1 "2 Last

=

Find | Wiew All

Step Action

1. Enter the start date that you want to move all or a portion of the employee's payroll

charges.

For this example, enter "04/01/2014" into the Start Datefield.

2. Click in the End Date field.
|

3. Enter the end date you want to move all or a portion of the employee's payroll

charges.

For this example, enter "04/30/2014" into the End Date field.
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Step

Action

4.

Next, select the Earnings Code under which the payroll charges were made.

Click the Look up Earnings Code button next to the Earnings Code field.

3
a
enu~ > Manager Self Service = * Labor Accounting = > Cost Transfers © > Request Cost
Loak Up Earnings Code L
Help (]
Earnings Code: | hegins with -l
;‘ Description: hegins with 'I
LookUp || clear | cancel |Basic Lookup
iningSirmulation
Search Results
Wigw 100 First (40 1-153 ot 152 () Last b
Earnings Code Description
HQ?- ooz Warkers Compensation
10133866 oo4 Addl Comp no Pension
[i[i}] Private Practice Guar Pension
CEREHITD ez ong Lumpsum Pay with Pension
oa7 Addl Comp with Pension
MR HEAITAL) (DeEsi 1 oos Addl Comp no Pension
ong Addl Comp no Pension
11101501 Assoc Professo 1o Addl Comp with Pension
B a1 Lump!sum Pay no Pension
013 Clothing & Shoe Allowance
I:IQ 014 Salary Advance
014 hedical Credit
016 Geverance Pay
l:l < a17 Termination Yacation Pay
Cost Transfer Reguest Options | 018 Post Morterm Pay
@ Request transfer for all trans 020 Shit
' pllow selection of individual { 028 Wark Sludy. =
046G 2110 4% Differential
N hift Bedular
Step Action

The Earnings Code Search Results list displays.

Click and drag the scrollbar to view all items on the list.

Click the Earnings Code under which the payroll charges you are looking for were

paid under.

For our example, click the REG link.
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Run Control ID:  TrainingSimulation Report Manager  Process Manitor Initiate

Go to Inquiry page for Transaction 1D
Selection criteria

i'
EmplID 10182966 = EmplRecord

Hame: Catherine Choate

Department: TRAIND1 Training Dept 1

Position Number: 11101501 Assoc Professor of Clinical
*Start Date 04i01/2014 Eﬂ *End Date 04/30/2014 @
*Earni [REG |20 ;

Earnings Code REG 4, Regular Earnings

From Combo Code |:| Q

Cost Transfer Request Options

& Request transfer for all transactions that meet criteria
@ Allow selection of individual transactions after load

Step Action

7. The Earnings Code populates into the field.
Now select the type of cost transfer request to run.
For our example, click the Allow selection of individual transactions after load
option.

@ Allow selection of individual transactions after loadg

8. To recap the selections so far:
We are asking PAC to retrieve and return a list of all regular earnings charges for the
employee's Director of Faculty Support Services position from 4/01/2014 through
4/30/2014.
We also would like to view the individual payroll lines before a transfer is
submitted, so the "Allow selection of individual transactions after load" option was
selected.

9. You have successfully completed the "Enter Cost Transfer Dates, Earnings Code

and Transfer Type" topic. You can now move on to the next lesson, "New
Distribution Details Section™ where you will learn how to indicate the combo
code(s) to transfer charges to along with the percentage amount(s) for the transfer.
End of Procedure.
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New Distribution Details Section

Cost Transfers - New Distribution Details Section

The New Distribution Details section is where to enter the new combo code(s) and
distribution percentages for the new allocation(s). The payroll charges can be
reassigned to one or more combo codes. You must enter the percentage of payroll
charges to assign to each of the new combo codes.

The total percentages of all new funding records must be less than or equal to 100%.
That is, you cannot allocate more than 100% of the payroll charges.

Cost transfers can only be done by percentage. To transfer a specific dollar amount,
you must first convert your dollar amount to a percentage.

New Distribution Details Find | View All First '’ 1 of 1 &/ Last
Sequence number 1 el el

*New Combo Code (1000274411 G, 53300-UR003343-25000-00000000-01

Combination Code Department TRAIND1 Training Dept 1

Distribution
Percentage

100.00
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Cost Transfers - New Distribution Details - Combination Codes

Recall that the combination code in the New Distribution Details section of a cost
transfer request identifies the ChartFields to move payroll charges to in ARC. In the
Combination Code field, enter the combo code to which you want to allocate part or
all of the employee's earnings.

Once a combo code is entered, the description of that combo code appears along
with the "Combination Code Department” number and name.

You can enter the combo code directly into the field, if you know it, or search for the
code by clicking on the magnifying glass icon next to the combination code field and
then entering at least two items in the search criteria. The combo code list is
restricted based on the earnings code selected. That is, PAC will not let you charge a
combo code that is invalid for that earnings code.

Can | transfer charges to Foreign Department Combo Codes?

When creating a cost transfer request, you may charge your own combo codes or
foreign department combo codes. If charging one or more foreign department combo
codes, the transaction will route to all foreign funding department approvers after
home department approval.

As cost transfers are completed for active or inactive employees in your own admin
department(s), you cannot move payroll charges for active or inactive employees who
are not in your admin department(s). Remember that the edit that restricts the
timeframe for the transfer is that you can perform transfers for the current fiscal year
and the minus one fiscal year.

e Find | View Al First ‘4 1 of 1'%/ Last
Sequence number 1 +][=]
*New Combo Code 1000274411 X @, 53300-UR003343-25000-00000000-01 J

Combination Code Department TRAINO1 Training Dept 1
Distribution
Percentage
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Combination Code Errors

AC 7S
PSS

=

After entering the combo code in the field and then either pressing the Enter key or
tabbing or clicking into another field, PAC will run edits to check the validity of the
combo code. If the entered combination code is invalid or does not exist, you will not
be able to save or proceed with the transaction. The entry field will turn red and PAC
will generate a pop-up window with a message related to the error such as, "The
Combo Code selected is not an active combo code. Please enter a Valid Combo

Code."

*Earnings Code

Sequence number

*New Combo Code

Distribution
Percentage

New Distribution Details

Combination Code Department

[RG &

From Combo Code | | @

Cost Transfer Request Options

(®) Request transfer for all fransactions that meet criteria

O Allow selection of individ

1

785432143 -,

Message

The Combo Code selected (8765432143) is not an active combo code. (22100,634)

Please enter a Valid Combo Code.

OK

There are many reasons why a combo code is invalid. Let's look at a few of these
and explore correcting the errors.
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Correcting Combination Code Errors

Here are some examples of combination code errors and reasons why they appear.
Depending on the error, you may need to research the attributes with your
department to resolve the error. Once you have the correct combo code, or the
correct combo code is valid in PAC, you may enter the transaction.

e |nactive Combo Code - An inactive combo code is a "frozen" combo code that
cannot be used for any transactions. Check if the combination code is
inactive. For example, if a project is active from 1/1/15 - 12/31/17, the combo
code(s) for that project will become inactive on 1/1/18

o Project Activity Date Errors - This occurs when the transaction dates fall outside
of the start and/or end date of the Activity associated with a combo code. If
the combo code is active but the project activity end date passed, the combo
code will give you an error message when the transaction dates are outside
the activity dates. This is because a combo code is specific to each Project
Activity. If a project is active from 1/1/15 - 12/31/17, a combo code can be
created for each project activity, e.g. Activity 1 = 1/1/15 - 12/31/15 = combo
code 1234567891, Activity 2 = 1/1/16 - 12/31/16 = combo code 1425369685
and activity 3 = 1/1/17 - 12/31/17 = combo code 1236547898. After entering
the Start and End Dates and then a Combination Code, the edit will run to
confirm that the dates are within the activity start and end dates established
for the combo code entered

': The New Combo Code selected (1000001020) is not valid, (22100,609)

The New Combo Code selected is not valid as the Cost Transfer End Date occurs after the associated Project Activity End Date

¢ All ChartFields Active for the Period - Are all the ChartFields active for the
period of time for the transaction?
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Correcting Combination Code Errors, Cont.

Here are some more examples of combination code errors and reasons why they
appear. Depending on the error, you may need to research the attributes with your
department to resolve the error. Once you have the correct combo code, or the
correct combo code is valid in PAC, you may enter the transaction.

« Combo Code and Earnings Code- Is the combination code valid for the
earnings code selected? i.e. Is the ChartString that the combo code
represents valid to use for the earnings code?

*Earnings Code  [REG C Regular Eamings
Message from webpage
The Mews Combo Code selected (1000001041 ) is nok valid for this bransaction, (22100,617)
The Mewe Combo Code selected |5 not valid For this transackion. The Account asssociated with the Combo Code Is invakd for this Eam Code,

|

Sequence number 1 E EI
*New Combo Cade  [1000001041 QU 53300-UR004672-00000-00000000

Combination Code Department 1510103 T VP Information Technology

Distribution 100,00

Percentage

e Combination Code does not exist - Is this the first time the ChartString is used?
Remember, combo codes are a representation of the ChartString. If a
ChartString is needed for a transaction and a combo code has not been
created for that ChartString, it must first be created. Refer to the "Request a
New Combo Code" topic for detailed information and a simulation of the
request
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Suspense Charges

What is Payroll Suspense?

When an employee is paid, the earnings need to be allocated to a single or set of
combo codes (representing ChartStrings.) If during the course of employment, an
employee's earnings points to combo codes that are no longer active, the expense
defaults to departmental suspense.

There are two funding allocations for suspense; the Default ChartString and the
Suspense ChartString. Both are considered suspense and the difference is that the
default ChartString is used to charge salary and additional compensation when the
ChartString to charge has not yet been established and the suspense ChartString is
charged when the ChartString/Combo Code to which an employee's earnings are
being charged has expired, reached a limit or becomes inactive. Both types are
department specific.

It is the responsibility of each department to make sure that it's Departmental Payroll
Suspense is cleared of all charges on a monthly basis. The Payroll Department
issues a monthly report of suspense by department to senior management.

Common Causes of Payroll Suspense and Solutions

Causes

o A salary distribution is not in place for an employee

o At the time of hire, the Grant Project was not yet established and the expenses
were allocated to the department default ChartString/Combo Code via
Template-Based Hire

e One or more ChartFields become inactive before the funding end date for the
salary distribution or payment end date for an additional compensation
payment is reached

Solutions

Once the ChartFields are active in ARC, create the combo code

Enter a new salary distribution profile charging the correct combo code(s)

Establish the new go-forward add comp payment charging the correct combo
code(s), and

Complete a cost transfer to move the suspense charges to the correct
ChartString(s)/Combo Code(s)
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How can funding end for a salary distribution but an employee continue to be paid?
Sometimes, a salary distribution is set up with a funding end date (where the funding
does not roll over into the next fiscal year) and a new profile is not established, the
employee will continue to receive their regular earnings but PAC does not have a
ChartString to allocate the earnings toward and charges are placed in department
suspense.

For example: Let's say an employee's regular earnings are funded by a grant from
9/1/15 - 12/31/15 and on 1/1/16, the earnings are funded by the department. A salary
distribution profile is created for the 9/1/15 - 12/31/15 timeframe but the new profile
effective 1/1/16 is not set up. On 1/1/16, the employee will continue to be paid and
PAC will place the labor charges into the department suspense ChartString.

How can funding end for an add comp but an employee continue to receive the
payment?

There are times when ChartFields in ARC become inactive before the Period End
Date for the additional compensation transaction.

For example: Let's say an employee is receiving a $200 add comp each pay period
from 11/1/15 - 3/31/16 funded separately by two sources. The transaction is created
allocating the payment equally to the sources, say to the home department
ChartString and to a grant funded ChartString. On 1/15/16, one or more ChartFields
associated with the grant funding becomes inactive. The employee still receives the
$200 payment, however, PAC does not have a ChartString to allocate the grant
funded portion toward so it is placed in department suspense.

To move charges out of suspense, a cost transfer must be completed in addition to
setting up an add comp transaction indicating the correct funding for the current and
future payrolls.
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Enter Combination Code

Let's practice entering combination codes for a cost transfer.

Procedure

Training Guide

Cost Transfer Transactions

This is the "Enter Combination Codes" topic where you will learn how to enter the combination

code(s) to transfer charges to in a Cost Transfer transaction.

@ Allow ion of indivi

Mew Distribution Details
Sequence number 1
“New Combo Code @,
Combination Code Department
s —
Justification

*Cost Transfer (e}
Reason |: 3

First '/ 1 of 1 &' Last

Justification
Comments

Step Action
1. This is the New Distribution Details section of the Cost Transfer Request. To enter
the combination code to transfer charges to, first click in the New Combo
Codefield.
2. For this example, enter 1000274471. Remember, you may also search for a combo
code by clicking the magnifying glass and utilizing the search feature.
3. You have successfully completed the "Enter Combination Codes" topic in a cost

transfer transaction. You can now move on to the next lesson, "Enter Percentage
Amounts" where you will learn how to enter percentage amounts when transferring
charges in a Cost Transfer transaction.

End of Procedure.
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Distribution Percentage

Distribution Percentage

The distribution percentage is the percentage amount of the payroll charge(s) to be
charged to the combo code(s) entered. You must enter the percentage of payroll
charges to assign to each of the new combo codes.

To assign the percentage of charges for the cost transfer, enter the percent (up to
two decimal points) in the Distribution Percent field.

Remember: The total percentages of all new funding records must be less than or
equal to 100%. That is, you cannot allocate more than 100% of the payroll charges.
Cost transfers can only be done by percentage. To transfer a specific dollar amount,
you must first convert your dollar amount to a percentage.

Mew Distribution Details Find | View All First'Y' 10f 12 Last

SEQUEI'ICE number 1 .il .:I
*New Combo Code (1000274411 Oy 53300-URD03343-25000-00000000-01

Combination Code Department TRAINO1 Training Dept 1
Distribution 50.00
Percentage \

\ In this example, 50% of the payroll
charges will be moved to the combeo

code entered

You may choose as many distribution lines as necessary, as long as the total
percentage amount is less than or equal to 100%. Let's take a closer look on how to
do this.
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Cost Transfers to Multiple Combo/Codes/ChartStrings (by Percent)
To move the charges to more than one Combo Code/ChartString, simply click on the
"+" button, in the New Distribution section, to add another distribution entry section.

You may choose as many distribution lines as necessary, as long as the total
percentage amount is less than or equal to 100%.

o To move the charges to more than one Combo Code/ChartString, simply click
on the "+" button, in the New Distribution Details section, to add another entry
section

o Enter the percentage amounts in each distribution section. For each
distribution section, you may only enter a percentage amount. In this
example, 50% is charged to one combo code and 50% to another combo
code

o Click "View All" to view all distribution sections on one page

o Click "View 1" to view each distribution section separately on a page. To cycle
through the sections, click on the arrow buttons

New Distribution Details Find | View All First'4Y 1 0of 2> Last

Sequence number 1 o =

*New Combo Code 1000274411 1@, 53300-UR003343-25000-00000000-01

Combination Code Department TRAIND1 Training Dept 1
Distribution

50.00
Percentage
i
New Distribution Details 0 [ Find [ view Al F‘I){I Y 10f2'Y Last
i
New Distribution Details Find | View 1 First ‘4 1-2of 2 'L/ Last

Sequence number, FHE=
*New Combo Cofle 1000274411 @, '} 53300-URDD3343-25000-00660000-01

Combination Cdde Department TRAIND1 Training Dept 1

Distribution

Percentage

Sequence numbjer 2 [+ [=]

*New Combo Code_ 1000274357 50%10-GGO0GI0F 700R5-MMW3-01
Combination Code Department TRAINO1
Distributi

151 ution ED E'E'

Percentage

aining Dglpt j

Salary Distribution to Multiple ChartStrings

1. Click the "+” sign in the New Distribution Details section

Click "View All” to reveal all sections on the same page

3. Enter the percentages in each allocation section. In this example,
50% and 50% are charged to each Combo Code/ChartString}

[P
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Enter Percentage Amounts

Let's practice entering percentage amounts for a cost transfer.

Procedure

This is the "Enter Percentage Amount" topic where you will learn how to enter the percentage
amounts to transfer charges to in a Cost Transfer transaction.

New Distribution Details Find | View Al First'4' 1 of 1> Last

Sequence number 1 (=]
*New Combo Code | 1000274411 X[ 53300-UR0D3243-25000-00000000-01

Combination Code Department TRAIND1 Training Dept 1

Distribution

Percentage

Step

Action

This is the New Distribution Details section of the Cost Transfer Request. To enter
the percentage amount to transfer charges to, first, click in the Distribution
Percentage field.

The combination code was entered. Now, enter the percentage amount of the
charges to transfer by entering the number into the Distribution Percentage field.

For this example, enter "100". This tells PAC to transfer all charges selected, per
the transfer type, to the new combo code entered.

Let's practice transferring charges to multiple combination codes.

To do this, enter the 1st Distribution Percentage in the field and then click on the "+"
sign to open up a new Distribution Section.

For this example, let's transfer 70% of the selected charges to one combo code and
the remaining 30% of the charges to another combo code.

Enter "70" into the Distribution Percentage field.

Now let's open another distribution section to enter the other combo code and
percentage for the transfer.

Click the "+ button on the right hand side of the New Distribution Details
section.

+]
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Step Action

6. A new section was created. The new section is visible on the screen. You can tell
because the fields are blank. You can also see how many sections there are in the
distribution by the numbers displayed in the title bar. In this example it reads, "2 of
2" which means you are viewing the 2nd of 2 sections.

You can cycle through each section by clicking on the arrow next to the numbers.

To see both the data entered in the first section and the new blank section, click on

the View All link.
View All
7. Now both sections are viewable. Before entering the percentage amount, select the

combo code to charge.

8. For this example, a combo code is entered.

Press [Enter].

9. Once the combo code is selected/entered, click in the Distribution
Percentage field.

10. Enter "30" into the Distribution Percentage field.

11. The percentages for the cost transfer are entered. In this example, 100% of the
selected charges were moved.

Percentages do not have to equal 100%. For example, let's say an employee is
funded by two combo codes at 75% and 25%. It is determined that the combo code
charged 75% is correct and the combo code charged 25% is incorrect and needs to
be changed.

You can move only 25% of the charges selected to the correct combo code. The
other 75% of the charges will remain where they are (in the correct combo code).

12. You have successfully completed the "Enter Percentage Amounts" topic in a cost
transfer transaction. You can now move on to the next lesson, "Justification
Section" where you will learn how to complete the justification section in a cost
transfer transaction.

End of Procedure.
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Justification Section

Cost Transfers - The Justification Section

The Justification section is where to enter the reason for the request to move payroll
charges to the new combo code(s) and distribution percentages for the cost
transfer. All cost transfers require a reason for the request.

The Justification section consists of three parts:

1.Cost Transfer Reason - Click the magnifying glass and select the
reason from the listed choices

2.Justification Comments - Enter the comment detailing the reason for
the cost transfer. If you are requesting a cost transfer to a grant
account over 30 days and select any reason other than "No change in
% allocation” you are required to enter a justification comment

3.Prevention Comments - Certain transactions require a prevention
comment as well to explain why the transfer is required. A prevention
comment is required when creating cost transfers for any of these
reasons: To a grant account over 30 days; Correcting errors caused by
the untimely receipt of information; Correcting clerical and or
bookkeeping errors, or Other

Please Note: cost transfers over 90 days charging a sponsored project will not be
approved unless there is an exceptional circumstance which would warrant the
adjustment. The approval process will require the completion of the reason,
justification and prevention fields and will be routed for approval to the Grants
Administrator in the Controller's Office.

Look Up Cost Transfer Reason

Cost Transfer Reason: @
Justification

*Cost Transfer @ Look Up Clear Cancel |Basic Lookup
Reason ¥

Justiication Search Results
Comments View 100

~ Cost Transfer

Prevention \

Comments

Help

Description

Reason

Mo change in % allocation
Correcting prev salary distrib
Realloc to reflect actual effr

Alloc to 1+ benefiting project
Moving pre-award cost to acct
Corr error due to untimely inf

Corr clerical andfor book err
Others
Others - Non Grant

W00~ O ;& WK
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Let's practice completing the justification section for a cost transfer.
Procedure
This is the "Complete the Justification Section" in a cost transfer transaction topic where you will

learn how to select the reason for the cost transfer and provide justification and prevention
comments.

Justification

*Cost Transfer e
Reason N

Justification
Comments

Prevention
Comments

[5] Save & Add || .23

Step Action

1. Click the Look up Cost Transfer Reason button in the Justification section of the Cost
Transfer Request.

2. Select the reason for the cost transfer. For this example, click the Others - Non Grant link.
|Cthers - Non Grant |

3. Click in the Justification Comments field.

4. Enter the reason for the transfer provided the required detail.

For our example, enter "Training Simulation”. into the Justification Comments field.

5. Certain cost transfers also require a Prevention Comment. If this is needed for the transfer,
click in the Prevention Comments field.

6. Enter the required information into the Prevention Comments field. For our example, enter
"Training Simulation".

7. You have successfully completed the, "Complete the Justification Section" topic in a cost
transfer transaction. You can now move on to the next lesson, "Save and Submit a Cost
Transfer Transaction™.

End of Procedure.
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Save and Submit a Cost Transfer Transaction

Review and Save Transaction as a Draft

Now that the cost transfer details are entered, you are ready to submit the transaction
through workflow for review and approval. Review the information entered for
accuracy and click on of the following actions depending on the type of cost transfer
requested or if you would like to save the transaction and submit it at a later time.

Depending upon the action chosen, the location to access and view the transaction
differs. Let's explore these differences.

Save the Cost Transfer Transaction

Save the Cost Transfer Transaction

If you are not quite ready to submit the transaction because you are waiting for
information or need to confirm an item entry, click the "Save" button on the bottom of
the screen and the transaction will remain in pending status under the Run Control ID
you created for this transaction. Only you will be able to access this saved
transaction and update it with new information.

How do | access a saved transaction?

When you save a cost transfer transaction, the information remains in pending status
under the Run Control ID you created for this transaction. Do you remember where
you find already created Run Control IDs? Yes, in the Find an Existing Value Tab
within the Request a New Cost Transfer section. Navigate to the "Cost Transfers"
link, then click on the "Find an Existing Value" tab and search for and select the Run
Control ID to access. The transaction data as saved appears and it can be updated, if
needed, and submitted into workflow.

Remember: If a transaction was saved and not yet submitted into workflow, it will not
be located in the Cost Transfer Inquiry page. Remember to access saved transfer
requests by finding them under the Run Control IDs in the "Find an Existing Value"
tab of the "Request Cost Transfer" page.
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Justification

*Cost Transfer 8 @, Others

Reason

Justification Save a Cost Transfer Transaction in Pending Status Example

Comments

Prevention Save a Cost Transfer Transaction in Pending Status Example

Comments
W) Save ||[Gh ReturntoSearch | f[] PreviousinList || | [iEdin Ll S Add | REOpEAIEE

Request Cost Transfer

Enter any infarmation you have and click Search. Leave fislds blank for a list of all values

Find an Existing Value | Add a New Value

¥ Search Criteria

Run Control ID: begins with

[[] case Sensitive

Search Clear BasicSearch ,_{"] Save Search Criteria

Search Results

View All Firsl ‘g d.30f3 G0 L
Run Control ID
1332392_10008607_0_1000001113|
1332400_10005400_0_100000117 3|
Training_Simulation

Find an Existing Value | Add a Mew Valug

Once you access a transaction by clicking on the Run Control ID, you can cycle
through all Run Controls in your list by clicking on the "Previous in List" and "Next in
List" buttons.

I'u’ Save [0' RetumtoSearch %] Preousinlist y e Add I
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Submit the Cost Transfer - Initiate Request

Submit the Cost Transfer Transaction - Initiate Request

To submit the cost transfer into workflow for review and approval, click the "Initiate
Request" button at the top right hand side of the screen. Once you click this button, a
transaction ID will generate and the process will run. This ID is specific to the
request. This ID tells you that the system recorded your request and it is searching
for the payroll details.

Remember: When submitting a cost transfer request, you are asking PAC to run a
process to complete the transaction.

Initiate Request and the "Request Transfer for all Transactions that Meet
Criteria” Option

If this option was selected when the cost transfer was created, clicking on "Initiate
Request" is the last step for the Initiator. PAC will "pull” any charges per the
parameters entered in the transfer if it finds payroll charges that meet the criteria
entered and the transaction will move into the worklist of the 1st level approver(s) in
the home department for review and approval. Note the "Initiate Request" button
"greys out" after it is clicked and the Transaction ID is displayed. We'll explore seeing
what charges were located, workflow and also what to do when PAC does not find
charges to move.

Feques Cosl Trunzber

Aun Controd I0C Jraen e e Heaumst oo g Promess Wik

Goloinzuiy paga far Trenaacion (0

Request Cost Transfer
Run Contrel I Training_IntisleRequest Report Manager ~£rpcess Mondor

Frocess InstanceTransaction 10: 1333362
Go 1o Inquiry page for Transadion ID: 1333352

Initiate Request and the "Allow Selection of Individual Transactions after Load"
Option

If this option was selected when the cost transfer was created, clicking on "Initiate
Request" is not the last step. Because you would like to view the individual payroll
lines prior to selecting the charges to move, there are few more steps to complete
process. We will explore these steps shortly.

Remember: Regardless of the Cost Transfer Type selected, you must click "Initiate
Request" to run the process.

Page 76



PAC .78 Training Guide
EST 2004 o/ Cost Transfer Transactions

No Transactions Exist

No Transactions Exist

If payroll charges are located based upon the criteria entered, the process continues.
If there are not any found, the online process stops and produces the following error
message and you cannot continue with the transaction.

"There are no labor accounting transactions to cost transfer based on the criteria
entered. Please confirm values entered."

Additionally the transaction cannot be saved nor can the cost transfer request be
initiated.

Confirm Payroll Data Details

To determine the pay data and earn codes for an employee's pay, access a Payroll
Actuals Report (from the Labor Accounting folder in the Manager Reports folder), an
Employee Earnings History report (from the Manager Reports folder) or reports in the
Financial Data Store (FDS).

Go to Inquiry page for Transaction ID:

Message

There are no |abor accounting fransactions to cost transfer based on the criteria entered. (22100,699)

Please confirm values entered.
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Submit the Cost Transfer - Process Monitor

Submit the Cost Transfer Transaction - Process Monitor

Let's explore how to complete the request when the "Allow Selection of Individual
Transactions after Load" option is selected. As we just saw, the first step to submit a
cost transfer request regardless of the type selected is to click the "Initiate Request"
button at the top right hand side of the screen. The next step to view the individual
payroll lines prior to selecting the charges to move, is to click on the "Process
Monitor" link.

The Process Monitor page shows you the run status of your requests and lets you
know if the process successfully ran and was posted for the Transaction ID created.
Note that there is a line for each Transaction ID created. Next to each Transaction ID
is system information about the process. Look to the Run Status and Distribution
Status columns to confirm that the Run Status = Success and the Distribution Status
= Posted. This indicates that the process is complete and you can view the detailed
payroll transactions.

To navigate to the Inquiry Page where the payroll details will be listed, first return to
the request page by clicking on the "Go back to Request Cost Transfer" link on the
bottom left hand side of the page.

Request Cost Transfer

Run Control 10: Training_InitialeRequest Report I.Iana;e| Pracass Mani Iorl it

Process InstancefMransadjon IOf 1333362
Ga to Inquiry page for Trandgctiog 10: 1333362

Process List | Sener List

Click “Refresh”

when tha Run
- 1) Days - Refrezh Status = Cuaued

Instance to or Pending

View Process Request For

User ID @ Tyt -

Server b Hame

Run Status hd * [ save On Refresh

Pracess List Personalize | Find | view i | &5 | (] Yst'd 12012 Last

igtri {{
o0, Process Type Process Hame User  FAun DaterTime flun Statua ztin'l':“‘ N petaits

Seleet nstancs

Application Engine CUPCTROST_AE bhewrd 032015 1:30:5TFM EDT Succass Pastad Ditailz
1333361 Application Enging CUPCTROST_AE heerl 0372015 12:47:26F0 EDT Success Pastad Details

[Go back lo Reguest Cost Transfer ](\_\ Click "Go back to Request
Cest Transfer" to return to

|G s=ve ([ Mot
|l Sava [|=] Moty | the request page

[Process List| Senver List

Sometimes, the run status = queued or pending as PAC is searching for the
transactions. You can click on the Refresh button until the status says success.

Personalize | Find | View All | & First 1-20(2 %' Last
Distnibution
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status & Details
Status
CUPCTRQST_AE wi o Details
CUPCTRQST_AE w1l 03 Posted Details
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Submit the Cost Transfer - Inquiry Page to View Charges

Submit the Cost Transfer Transaction - Inquiry Page to View Charges

Now that the process is complete you can view the detailed payroll transactions. We
just clicked on the "Go back to Request Cost Transfer" link on the Process Monitor
page which brings us back to the Cost Transfer Request Page where the data was
entered. From here, click on the "Go to Inquiry Page for Transaction ID" link to view
the details of the cost transfer request.

The Cost Transfer Inquiry page shows you all of the payroll transactions that matched
your search criteria. The top portion of the page shows you who and which employee
record the cost transfer is for and includes Employee ID, Name, Record Number,
Position, Department, Cost Transfer Status, Submission Date and Workflow Status.

The middle portion of the page is the Transaction Details where you can view the
specific payroll transactions. Here is where you select the payroll charges to move.
Click on the check boxes next to each payroll charge to indicate which payroll
charges to transfer. You can also "Select All" which will place a checkmark in each
payroll line or "deselect all" to un-check payroll lines you already checked. If there are
many payroll lines for the timeframe entered, check the view indicator to navigate to
the additional page(s) of data.

The bottom portion of the page shows the new distribution details and the justification
for the transfer. Note that you cannot change any of the new distribution data at this
stage of the request. Remember, a cost transfer is a process and now that the
process has run, if you need to change any of the information (earnings code,

reason/justification, date range) you will need to submit a new request to run a new
process.

Now let's submit this transaction into the workflow for review and approval.

Cost Transfer Inquiry

Transaction 1D 1178830 Empl ID 10183863 Joanne Ball
Cost Transfer Staus  Ingaled Empl Record 0
Departmant TRAIND1 Trainirg Deat 1

Position Kumber

Senior Clerk

Submisgion Date

Workflow Status
Transaction Detals Persanalize | Fing | view an [0 | B At 4 12012 Lant
Selected Company £ Esn Code  Fiscal Year  Acctg Peiod  Combo Code  Eamings:
o cut w1
]

REG 2014 101000274410 120230
2 cut REG 2014 11 1000274410 32308
Select All Deselect All
New Distribution Dedails Find | View All First &' 1 o118/ |
Sequence number
New Account Code 1000320209 F4200-URM 234 3-41500.00000000.01

Combination Code Department TRAINDY Trasning Deat 1
Distribution Prreentage

100.00
Justification

‘CostTramster 1 3 gmers

Reason

Irirng example

Jusiification i
camiments

Prevention raining exampla
Comments

i and Submit Save for Later Cancel Cait Without Savin

S Juit Without Saving
— =
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Submit the Cost Transfer - Save and Submit

Submit the Cost Transfer Transaction - Save and Submit

Click on the "Save and Submit" button on the bottom left of the page to submit the
cost transfer into the workflow for review and approval. The transaction moves to the
1st level approver in the home department. Once you submit the transaction, you
cannot recall it or make modifications. To return to the Search page without saving
any entered information, click on the "Quit Without Saving" button.

Multiple Pay Groups

Cost Transfers and Multiple Pay Groups

Some employees have multiple appointments with multiple pay groups. For
example, a graduate student in a monthly pay group might also have had a
casual position at some point in a bi-weekly pay group. Upon clicking on the
"Initiate Request” button, the following message and selection appears if the
employee has multiple pay groups.

« Select the pay group related to the cost transfer, i.e. the pay group under
which the pay was processed which is not necessarily the pay group
the employee is in currently

« By selecting a pay group, payroll lines for that pay group will display in
the cost transfer details

A Pay Group is a code that indicates the pay
frequency for the employee. Pay frequency For example: : .
determines how often a particular person's = a graduate student in a monthly pay group might alse
pay is processed, e.g, weekly, bi-weekly or have had a casual position at some point in 3 biweekly
semi-manthly pay group
If the employee has multiple pay groups, the
L LUl following message will appear after entering
Ren Contral 02 muttpra_say_geoups Resor Menagar Frocass waze | b Hemuest | transaction data and clicking “Initiate Request.”
G0 fo el page for Trentactan 10 /
Salection cntena
Emvi Message — -
Rame:
e Employae has mubple jobs wih d Barest pay faquancas orhas muliple pay fraquancy chacks tetween the dalx Ranpa Peass sefe ol 3 paygroup o Drap Down
Tra Peapia Caie pregram eeaded w Cmo slalsmenl which hiE producad PiE meassge
Postion Humby 1 ) -
E\_ Click “OK:
“Start Dade — —_—
“Earsings Code REG @, FReguiar Eamings
From Combo Code. @
e T e
pd Record 1
Select the pay group that corresponds to the / PayBroup -
aarnings far which you want to make the —] -'|o1_
.tra nsfet’ K‘l Datn 121 |-:C|l_”r:F
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Troubleshooting Tips

If you are having a problem completing a cost transfer, please check the following:

1.Check the Payroll Reports. Prior to initiating the cost transfer request, review
the Payroll Reports to confirm the dates, amounts and earnings codes for the
payroll charges.

2.Check that the earnings code entered is the same as the code the earnings
were paid on. Specific earnings codes must be used. For example, if the
earnings were paid under the "OTS" earnings code, the cost transfer must be
requested using the "OTS" earnings code. Another example is let's say you
need to transfer charges paid to an employee that you believe were part of
regular earnings and enter the "REG" earnings code but the employee
received the earnings under the "017" code. PAC will not find that specific
payroll using the REG earn code. It is important to determine the specifics of
the earnings prior to entering the request data. Refer to the "Gather
Required Data" topic for information.

3.Does the Combo Code exist? If the ChartString has not been used prior and a
new combo code is needed, create a new combo code prior to requesting the
cost transfer.

4.1s the Combo Code valid for the timeframe entered? Check the attributes for the
combo code.

5. Do not use special characters in the run-control ID.

6. Use the "Allow selection of individual transactions after load" option. This allows you to
see the individual payroll lines for the time period entered. From there, you can select
which payroll lines to move funds from.

7. Multiple Paygroups. Some employees have multiple appointments with multiple

paygroups, or an appointment that crosses paygroups. Select the paygroup under
which the earnings were paid.

8.1s a cost transfer request initiated or submitted for this individual. If so, you cannot
process a new cost transfer for that same period until the request is processed,
cancelled or rejected. To check if there is an open (initiated but not submitted) or
submitted cost transfer, navigate to the Cost Transfer Inquiry page and then search
for the employee. Check the status on the top of the page. If it reads, "Initiated" and
you see information that was entered displayed on the bottom of the page, this
may be why you are unable to successfully find data for the employee. PAC
will process one transfer for one period of time before it allows you to move
those dollars again for the same time frame. If there is an open transaction
for a time frame, you will not be able to request a transfer for that same time
frame until the open transaction is processed or deleted. If the buttons on the
bottom of the screen are active, you can submit or cancel the transaction. If
they are grayed out, the transaction may be with your approver. If the status
equals "Incomplete”, then the transaction is not open and the buttons on the
bottom will not be active.

Remember: An approved Retroactive Salary Distribution (RSD) for the same
payroll(s) will cancel a cost transfer.
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Let's practice saving an entered cost transfer transaction to submit at a later time.

Procedure

This is the "Save the Transaction for Later" where you will learn how to save an entered cost

transfer transaction to submit at a later time.

[

PAC .7

¥ ‘,_/
e

EST. 2004

Fawvorites — | hlain hienu -
PAC &

AT Joanhe Hell

Department:

Position Number:

*Start Date

*Earnings Code

From Combo Code

TRAIND1
z1119192
03/01/2014

REG |@,

Training Dept 1

Seniar Clerk

Regular Earnings

@,

*End Date

> Manager Self Service ™ * Labor Accounting = > Cost Tra

05/3152014

Cost Transfer Request Options

[ Reguest transfer for all transactions that meet criteria
& allow selection of individual transactions after load

Mews Distribution Details

Find | Wiew All First “*

Segquence number

*Mew Combo Code

4
1000274405

=%

Combination Code Department TRAIMNO1
Distribution

Percentage

Training Dept 1
100.00

Justification

*Cost Transfer
Reason

8 |a,

(Training Simulation

Others

Justification
Comments

Prevention Training Simulation

Comments

Save [E- Returnto Search =] Prewious in List #=1 mMextin List Es  Add
Step Action

1. On the bottom of the Cost Transfer Request page is the Save button. Only click this
button if you want to save the transaction but not submit it into workflow.
Click the Save button.
[5] save

2. The transaction was saved and was assigned a Transaction ID.
The transaction was not submitted into workflow and is accessible in the list of your
existing Run Control IDs.

3. You have successfully completed the "Save the Transaction for Later" topic. You

can now move onto the next topic, "Access a Saved Cost Transfer Transaction"
where you will learn how to access a saved but not submitted cost transfer
transaction.

End of Procedure.
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Let's practice accessing a saved cost transfer transaction that was not submitted into
workflow by locating it in the existing Run Control IDs.

Procedure

This is the "Access a Saved Cost Transfer Transaction" topic where you will learn how to access
a saved cost transfer transaction.

Step Action
1. From the Cost Transfers menu within the Labor Accounting menu, click
the Request Cost Transfer link.
_] Fequest Cost Transfer
2. There are two tabs on this page. Saved Cost Transfers are located on the "Find an
Existing Value" Tab. Click the Search button.
Favorites = ‘ Iain Menu~ > hanager Self Senvice ~ > Labor Accounting |
w®
Request Cost Transfer
Enter any information you have and click Search. Leave fields blank for a list of all value
Find an Existing Value || Add a New value
Search Criteria
Run Control 1D: [ beging with =]
[~ case Sensitive
[ seanh | ciear |nasicGearch g Save Search Criteria
Search Results
Wiew All First (40 12012 () Last
T
testing
Step Action
3. A list of saved cost transfers appear in the Search Results section. Select the name

of the cost transfer, (the Run Control ID for the transfer) to retrieve it.

For this example, click the Training link.

Training

The saved cost transfer appears.

You have successfully completed the "Access a Saved Cost Transfer Transaction™
topic. You can now move onto the next topic, "Create a Cost Transfer Transaction™
where you will practice creating a cost transfer.
End of Procedure.
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Create a Cost Transfer Transaction
Let's practice creating a Cost Transfer.

Procedure

This is the "Create a Cost Transfer Transaction™ topic where you will learn how to create and
submit a cost transfer.

Step Action

1. Click the Main Menu button.

Main Menu =

2. Click the Manager Self Service menu.
1 Manager Self Service

3. Click the Labor Accounting menu.
1 LaborAccounting 4

4, Click the Cost Transfers menu.

Favorites ~ ‘ Main Menu = —
PAC @ Search Menu: Home | Worklist | Addio Favorites | Sign out
L i
EST. 2004 v @ .
[0 cefSenice ] (ZrHelp
hlain M £ manager Self Senvice
Aniveny [ Job and Personal Information 3
C3 workforce Administratiol
o 1 Manager Reporis 3
Payrall for Morth Ametics
f:_'l i 1 Compensation L
= kst (3 LaborAccounting
Additional Pay r
B3 Reporting Taals £3 Performance wanageme ) i
01 peopleToals (3 CostTransfers
L I S sy Distiouton Bl Request Cost Transfer
B cnange myPasswors [E]  CostTransfer Inguiry
[El  Pending Transastions
=

Step Action

5. Click the Request Cost Transfer menu.
|=| ReguestCost Transfer

Favotites ~ ‘ Main Menu = > NManager Self Service = * Labg

)

Request Cost Transfer

Enter any information you have and click Search. Leave fields blank for

[ Fine an Existing vawe || Add a ew vaiue

Search Criteria

Run Control ID: | begins with =

I” case Sensitive
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Step Action
6. Click the Add a New Value tab.
Add a Mew Value
7. Enter the name for the transfer. In this example "test123" was entered.
Click the Add button.
Add
8. Search for the employee. Click the Look up button.
Favorites ~ ‘ Main Menu~ > Manager Self Service ~ > Labor Accounting ~ » Cost Transfers ~ > Request Cost Trans
PAC Home
LI Look Up
Request Cost Transfer EmplID Empl Red#: | beging with ¥ | e
Empl ID: begins with x|
Run Control ID;  test123 Empl Record: =
Name: [regine win =]
Last Name: [begin with =]
Selection criteria UNI: [Begins win =]
EmpliD e, Department: [ging win (=] @
Position Number: [begins with 7] @
Step Action
0. , L ]
We'll search by employee ID. Click in the Empl ID field.
10. For this example, an EmplID was entered. Click the Look Up button.
Look Up
11. The results display in the list below. Click any link within a line to access the

employee. If there are multiple positions, ensure the correct position is selected.

Click the Shelby Steiner link.

Shelby Steine

Favorites = | Main Menu= > Manager Self Service = > Labor Accounting = > Cost Transfers = > R

o $&F

Request Cost Transfer
Run Control ID: test! 23 Report Manager  Process Monitor @

o to Inguiry page for Transaction ID:
Selection criteria

EmpliD 101g3a7al % EmplRecord 0

Name: Shelby Steiner

Department: TRAIMOZ Training Dept 2

Position Humber: 23216087 Bibliographic Assistant

*Start Date [ ‘EndDate | |E)

*Earnings Code @,

FomCombo Code | | @,

Cost Transfer Request Options
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Step Action

12. Enter the start date for the payrolls you would like to view/transfer. Enter
"04/01/2014" into the Start Date field.

13. Enter the end date for the payrolls you would like to view/transfer. Enter
"05/31/2014" into the End Date field.

14. Enter or select from the search list, the type of pay that is to be transferred. For this

example, enter "REG" into the Earnings Code field.

15. Let's view allow payrolls run during this timeframe.

Click the Allow selection of individual transactions after load option.

| ' Allow selection of individual transactions after Iuad|

16. Enter the combo code to move the payroll(s) to in the New Combo Code field.
Enter "1000339879".

17. Press [Enter].

18. For this transfer, 100% of the payrolls are to be moved into this combo code and

100" was entered in the Distribution Percentage.

Remember that to allocate the payroll to more than one combo code, click the "+"
button to open another distribution section.

To enter the Justification for the transfer, click the Look up Cost Transfer Reason

button.

Favarites = | Main benu~ > hanager Self Serice = » Labor Accounting = » Cost Transfers ~ » Reguest Cos
EST, 2004
HName: Shelby Steiner
Department: TRAINDZ Training ey

Look Up Cost Transfer Reason
Hel

Position Number: 22216087 Bihliographi
Cost Transfer Reason: | beging with |+

*Start Date 040142014 [z
*Earnings Code Qn Regular Eary
Search Results

FromComboCode | | @ View 100 First (1) 1aoa (3 Last

Cost Transfer Request Optio Cost Transfer Reason Description

Mo change in % allocation
Corracting prav salary distrib
Realloc to reflect actual efft
Alloc to 1+ henefiting project
Maving pre-award costto acet
Corr error due to untimely inf
Cor clerical andfor book err
Cthers

Others - MNon Grant

Look Up H Clear H Cancel |Basch00kup

7 Request transfer for all tr
 nllow selection of individ

Mew Distribution Details

Sequence number 1

*New Combo Code 1000338878 @ 5epp
Combination Code Department  TRA|N0O2 Tl

Distribution

Percentage

0 om N m e W

Page 86




PAC :J Training Guide
EST. 2004

3 Cost Transfer Transactions
Step Action
19. Select the appropriate reason for the transfer. For this example, click the 8 - for
"Others™ link.
&
20. Remember to enter the Justification and Prevention Comments as required for the
transfer.

Once entered, to initiate the cost transfer, click the Initiate Request button.

| Initiate Regquest |

21. Note that Process Instance/Transaction ID is assigned. Note this as it is helpful
when searching for a transaction.

To view the status of the process, click the Process Monitor link.

Frocess Manita

22. We can tell by the Run Status and the Distribution Status that the process ran
successfully.

If the status does not yet display "Success and Posted", you can click the "Refresh"
button.

23. To view the cost transfer, click the Go back to Request Cost Transfer link.

[Go back to Request Cost Transfey

24. Now to see the details for the transfer, click the Go to Inquiry page for
Transaction ID link.

[ to Inguirg page for Transaction 1D

25. The payrolls that ran between the Start and End Dates entered appear.

Check the box(es) next to each payroll for each payroll to move. In this example,
both payrolls appearing were selected.

26. To submit the transaction into workflow, click the Save and Submit button.

Save and Subrmit |

27. The transaction was submitted.

Click the OK button.

28. Now let's view the approver steps.

Click the Worklist link.
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Step Action

29. The transactions pending review appear. Note the Cost Transfer just submitted
appears.

30. Once the transaction is selected from the worklist, the details appear.

31. The approver reviews the details of the transfer and takes action by clicking one of
the action buttons located on the bottom of the page. Note that a Cost Transfer
cannot be Recycled and the available options are to "Approve" or "Deny".
Click the Approve button.

Approve
32. As this was the final approval required, the information was processed.
Click the OK button.
Ok
33. The transaction no longer appears on the Worklist.
34. You have successfully completed the "Create a Cost Transfer Transaction"

topic. You can now move on to the next lesson, "Submit Paper Cost Transfer
Forms™ where you will learn how and when to submit a paper cost transfer request.
End of Procedure.
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Allocations to a Sponsored Project

Sponsored Projects Allocations for Cost Transfer and Salary

Distribution Requests

A pop-up message will appear when a cost transfer or salary distribution transaction to a
sponsored project is entered as a reminder for the requirement to maintain supporting
documentation.

Cost Transfer Pop-Up Message Upon Submission

Request Cost Transfer |

Message

This cast transfer is transferring salary onto a sponsored project. (22100,718)
| confirm this new charge is accurate and reasonably reflects the work performed during this period.

Per Columbia University Policy on Sponsored Projects Cost Transfers, any salary cost transfer onto a spansored project must
be supported by apprepriate written documentation that provides jusfification explaining how the errer occumed as well as a
certification that the new charge is comect. Documentation must be maintained by the depantment and made available upon
audit or review. By proceeding with this transfer, you are confirming that documentation meeting policy requirements is
available.

| ok |

Salary Distribution Pop-Up Message Upon Submission

J The Salary Distribution transaction has been saved and sent to the Home Department
1st Approver for approval.

|ﬂ- Message

This salary distribution containg a combo code for a sponsored project. (22100,719)

As a reminder, salary distributions that are based on budgel estimates must reasonably approximate the workload expected
and must be monitored regularty.

Per Columbia University Policy on Sponsored Projects Cost Transfers, any retroactive salary distributions onto sponsared
projects must be supported by appropriate written documentation that provides justification explaining how the error occurred
a5 well 35 a certification that the new charge is comrect. Documentation must be maintained by the department and made
available upon awdit or review. By proceeding with this salany distribution, you are confirming that documentation meeting
policy requirements is available

oK |
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Submit Paper Cost Transfer Forms

Submit Paper Cost Transfer Forms
There are certain situations that require you to process a cost transfer transaction by
submitting a paper Labor Accounting Form (PAC) - Cost Transfers

(http://finance.columbia.edu/content/payroll-general-information) to the HR Service
Center.

Fringe only cost transfers cannot be done.

Cost Transfer Inquiries

Cost Transfer Inguiries
Within the Cost Transfers section, there is a Cost Transfer Inquiry page. This page
allows you to view the details and status of submitted cost transfer

transactions. Entering the Transaction ID here is helpful if you are looking for a
specific transaction.

The following transaction statuses are displayed:

« initiated = initiated but not yet submitted into workflow
e submitted = initiated and submitted into workflow

« approved = approved by an approver (does not display which approver
or level)

« denied = denied by an approver

« processed = the nightly batch process created the transaction for ARC

e pending = the transaction was created and saved but not yet submitted

 cancelled = the transaction was cancelled when a Retroactive Salary
Distribution (RSD) for the same payroll(s) was approved

e T
e

Cost Transkar inquiry

Cost Transfer Inquiry:
EmpliD:
Empl Record

1. Enter search criteria to locate transactions
) 2. The results list displays the transactions along
i wb = a with the creation date and approval action

Position Number o
&case Sensitive

Semnz Cimar[Basic Search 5 See Search Crieria

Search Results
Wigwe Al

Transacton IDEmp! I Empl Record Hame Lastfame UNI  Department Fosition Humber Description
N : 10183873 0 Jenniter Burke SURKE 1S TRANDZ  ZZ21R152 Sanigr Clerk
1178315 10183860 0 Sheley Smith SWITH 5202 TRAINGT 21116087

Creation Date Appraval Action
0SUTRO14 Approved

Bibfiagraphic Assistant |/

1178316 10183863 0 Joanne Bell  BELL 0S5 TRAINDT 21119182
1178828 183260 0 Sheley Smih  SUIMH 5302 TRAINDY 29118087 raphi nt Y 042002015 Pending
1178230 10183863 0 Jagnne Bell  BELL 0SS TRANKT 29119152 Senior Clark 047212015 ntiated

% If there is a cost transfer transaction in Initiated status, you may not create another cost
transfer for that employee record for that time frame until the transaction has been approved or
cancelled.
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More on Cost Transfer Inquiry Page
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Submission Date and Workflow Status appear on the Cost Transfer Inquiry Page.
These features enable a quicker determination of transfer statuses when performing

inquiries.

Note: Combo Codes and other transaction details below are for representation

purposes only.

Status appears in the transaction resules
display list on the Cost Transfer Inquiry page.
This allows for quick viewing of transaction
statuses and reduces the number of clicks
accessing the desired transaction.

The overall status of this cost transfer is Approved
(tha nightly batch process that creates the
transaction for ARC did not yet runj.

st Tran: -
I1ansaction 1D / Empl D 10183853

The Submission Date appears In the Individual transaction
inquiry page. This date indicates the date of the workflow
status shown, In this example, the transaction was
approved on 4/21/2015.

Cost Tramsfer Stabes  Aporoved

Epar e
Poaitson Mumber
Sutimssion Date

Workfiow Status

Empl Record D

Lottt [ e

In this example, the cost transfer is moving charges to the
combination code(s) indicated in the New Distribution
Detalls section.

SequEnce number
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Interpreting Cost Transfer Inquiry Statuses

Cost Transfer Inquiry Page
Let's look at another example and examine the details of the Cost Transfer and
determine where it is in workflow and overall status.

The Waorkflow Status appears in the
transacticn results display list on the Cost
Transfer Inquiry page. This allows for quick
viewing of transaction statuses and reduces
the number of clicks accessing the desired

transaction.
Search Results
Vi 41
Transachon IDEmE! I Empl Record Hame Last Hame UNI  Department Posison Hamber (escnipbon Creabon (ase Appraval Action
li7zing 10183878 0 Jencifer Burke BURKE  p1S TRAIKE 22219152 Senior Clerk UEMTE0E Approved
1176815 10153680 0 Sheley Smih SMTH ss02 TRAKDT 21116087 Bibbographic Assslant ¥ 041172093 Cand
1TERIE 10183852 0 Joanse B2l BELL BOS TRAMDT 21113152 Senior Clerk DAMTE0N5  Canc
1176828 10153880 0 Sheley Smih  SMTH ss02 TRAKDT 21116087 Sibkegraphic Sssmlant ¥ 04202015 Pending
1TERZD 10183853 0 Joarse Bell  BELL EoE TRAIRDT 21118152 Sanior Clerk 042120795 mbnfed

Co#l Tramslar Mguiry

Transactian il 1177705 Lmpd 0 T01B3ETE
The owverall status of thiz cost transfer iz Appraved |>——>| Cast Transter Staus Approved Impigecard @
Depariment TRAMOZ Training Dapt 2
The 5ubmission Date appears in the individual Prasitian Nismber >15187 Senor Cherk
Lra nsa;.tlﬁn inquiry pags, Thlshdate |nld|c:.testhe || Submission Date  oxoTa0is
ate of the workflow status shown. In this T — RSD ¥es @uo

example, the transaction was approved 5/7,/2014,
Transaction Details

Gulected Company IE:uuu Off Eyche 7
1 ot B
ﬁ 2 o Bt D504 GE42018
In thiz example, the cost transfer is moving the
zelected payrall charges to the combo code
indicated in the Mew Distributian Details section, New Uistnbution Ustails Find | View &1 Fifst 4 1 of
Seqguence number
& Hewr Account Code 1000274441 S0400-URDDEEEI-4 1533-00000000-01
Combination Cade DEpartment 4111102 A55 European stiute [E1}
Digtrigtion Parcentage 10005

Note: from this inquiry view, we do not know who approved the transaction. Asitis a
Morningside transaction, we also do not know what approval(s) are still pending. This
can be found in the Workflow Status page which is a page in the approver's

Worklist. If you are not an approver, you can reach out to your approver who can
access this additional detail for the transaction.
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Locate a Cost Transfer Transaction

Let's practice accessing an individual cost transfer transaction from the Cost Transfer
Inquiry page.

Procedure

This is the "Locate a Cost Transfer Transaction" topic where you will learn how to search for a
submitted cost transfer request to view the details.

Step Action

1. Navigate to the Cost Transfer menu and click the Cost Transfer Inquiry menu.

|=| CostTransfer Inguiry

Favarites = | Main henu
PAC @ Search Menu: Home | ‘Wiorklist | Add to Favorites
L 2008 ‘itr,} ® :
0O SelfSewice 4
tain Menu (0 manager Self Service
0 workforee Administratic 3 .Job and Personal Information 4
| 3 Manager Reports v
3 Payroll for Morth Americ )
[0 Compensation »
O worklist !
1 LaborAccounting
O PeopleTools C1  Performance Managerr L1 Addiional Pay 4
£ change My Passward 3 CostTransfers
D Salary Distribution [E  RequestCostTransfar
[E]  Pending Transactions B CostTransfer Inuiry
B Mew Combo Code Request
[E LDSHistory Data
Step Action
2. Enter values into any of the search criteria fields provided. For this example, click
the Search button.
Search
3. A list of transactions appears in the Search Results list. For this example, click

the Jennifer Burke link.

Jennifer Burke

The details for the Cost Transfer appear.

You have successfully completed the "Locate a Cost Transfer Transaction." You
can now move onto the next lesson, "Cost Transfers Workflow" where you will
learn about the workflow path of submitted cost transfers.

End of Procedure.
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Cost Transfers Workflow

This is the Cost Transfers Workflow lesson of the Cost Transfer Transactions course.
Upon completion of this lesson, you will be able to:

o Recall the Cost Transfer Workflows and the required approval levels
» Using the Payroll Calendar, understand the relationship between the timing of
requesting a cost transfer and payroll calendar dates

Estimated Time to Complete Lesson: 2 minutes

For more information on workflow, roles and access, reference the Introduction to
PAC course.
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Cost Transfer Transactions Workflow
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Cost Transfer Transactions

Below is a representation of the Cost Transfer workflow. This is the path followed

when submitting Cost Transfer transactions

Department

When
required;
as many
. _as needed

I
]
? I Foreign
F/H Ag:,.n 3:‘?1 : Funding
Initiator pro I } Approver

Foreign
Funding

I

I

} Approver
} When
I

I

I

required;
as many
as needed

Department/School

GSAS

When
applicable

departments.

The Initiator gathers and enters information into the transaction pages, The transaction then moves to the approver(s) who review and
approve the transaction. The approver is the final stop along the workflow and once the last approver approves the transaction (clicks
approve) it is automatically entered into PAC . The number of approvers required to reviewr and approve a cost transfer is determined by
campus and the funding department(s). Earnings charged outside the admin department will be approved by the fareign funding

CUMLC transactions receive final approval by the 1st Level Approvers in the department. 2nd Level Approvers provide the next level of review
for Morningside transactions only. Transactionsare approved by the school or department at Morningside. The Graduate School of Arts and
Sciences approves all student officer transactions for the Arts and Sciences.

For Cost Transfer transactions, a transaction can only be approved or denied. Because cost transfers are a process and not a data entry page,
even if a transaction is recycled, you cannot modify the process request once it is made, you can only delete it and create a new transaction.
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Timing of Cost Transfers

Timing of Cost Transfers
Now that we reviewed workflow, let's review the timing of requesting a cost transfer
and the relationship between the request and payroll calendar dates.

The cost transfer is driven by the start and end dates entered on the request page.
You can initiate a cost transfer request once a payroll has been run. If you enter a
start date for a future payroll, you will receive an error message when you try to
initiate the request. In the example below, it is April 2015 and the Start Date is for a
future date.

Start Date 05012015 19 *EndDate  06G02015 i
Earnings Coda REG A Regular Eamings
From Combo Ci

Message

There are no labor accounting transactions to cost transfer based on the enteria entered. (22100,699)

terw Distnbution
! nfirm val wer
Sequence num Please co m values enlered

*Hew Combo C
oK

Combination C

Note: While you can initiate a cost transfer request as soon as the payroll runs, the
transfer will not post to your funding structure until after the payroll posts to ARC.
Payroll will post to ARC on the same night the payroll runs.

So how do | know when a payroll ran so that | can initiate a cost transfer? As a rule
of thumb, you can use the "View on Web Date" on the Payroll Calendar as your
guide. Once the paycheck is viewable to employees, you can initiate a cost transfer
for that payroll. It is very important to be aware of the payroll cycles.

Visit the Payroll Calendar (http://hr.columbia.edu/helpful-tools/hr-manager-
toolkit/managing-staff/managing-pay/pay-transactions/pay-calendar) section of the
HR Website for more information.

As a rule of thumb, you can use the "view on web date" on the Fayroll Calendar as your guide. Once the
paycheck is viewable to emplovees, you can initigte a cost transfer for that payroll. [t is very important
to be aware of the payroll cycles

e——
Columbia University Pay Calendar MM 2015
PAF, Nomination
Forma & THH FFE. Fniry Prrd Lafar Acounbag Add Leemp — -

Type of Payeoll Py W 100 Period Carrred sedd e T Thept. Addmin, Vinal Appeare || VET OB gy ot
Wikl WEL-15-02 Moa 0STLENS | oenaas - pensts [ty W1 22018
Blweekly BWE-150M Slon GURETN S OIS - D6 8 S i 0612012
Weekly BWE-1508 oo MATATH I 6013 - DELELS 17713 [ ]

m-ﬂ.lr-hh WP 502 Alon DEEASTH 5 Mom 057 &2005 P S RS 62015 OIS
mip.-ul  Retiroe STR-15-007 LS - 07TELLS Alon ERLENS (k] 5 UTANXNE
Wrekir WKL-15-025 OH 1SS - 062L11 S Mo (6 EEHS 1718 - DEZL1S (a5 262012
Blweckly RWE- 5026 TSNS - 063 § Slea GTNEH S ORTAS - DA S {01715 MTAXHIE
Wk I A eeiF [ wl) R T Mon GTREN S [ e B R0 % (TS
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Cost Transfer Approvals

Once the cost transfer is initiated and submitted into workflow, the transaction then
goes to the 1st level home department for approval and then to any 1st level foreign
department approvers if indicated by the combination codes entered (1st level
approval is the final approval for CUMC transactions.) For Morningside transactions,
the transaction goes to the 2nd level approvers, then on to GSAS approvers (if
needed) for final approval.

Cost transfers process on a nightly basis. As transactions receive final approval, they
process that night and post to ARC.

Remember: to change allocations going forward, a new salary distribution profile will
need to be completed.

Transaction Status and Location

This is the Transaction Status and Location lesson of the Cost Transfer Transactions
course. Upon completion of this lesson, you will be able to:

+ Determine Status and Location of Transactions

Estimated Time to Complete Lesson: 5 minutes
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Pending Transactions - Initiator View

Pending Transactions Page

The Pending Transactions page provides a view only summary of pending, cancelled
(denied) and processed Labor Accounting transactions from an Initiator view. If you
initiated a transaction, the status for those transactions only is viewable on this

page. This is the status view an Initiator Only role sees as that role does not have
access to Approver pages. If you are also an approver, you will see this transaction
in your Worklist Status and also Workflow Status pages (per the department security
access granted).

How do | access the Pending Transactions Page?

Click on the “Pending Transactions” link within the "Labor Accounting" section in
"Manager Self Service".

Note: This page provides view only status. You cannot access or take action on a
transaction from this page.

Favorites = Itain Menu =

IS

Search Menu:

- o)

(3 SalfSenice
Main hienu B garoosLSellsen 3 Joband Personal Information *
(3 Wordares Admini:
B9 Payrolfororn s —  ManagerRepers '
03 Workist fl Compenzsalion *
3 RepotingTecls Eabol Hecauning 3 Addiionsl Pay v
3 PeopleTools L0 Perdarmanca Kan & CastTransml‘s .
[©) changs My Password [Z]  Szlary Diskitution
[F]  Pending Transaciions
D Maw Combo Code R‘&]uest
] LDs History Datz
Transaction Status.
) _ Pending Transactians are currently in
The fallowing people ate currertly in the Appreval Waorkflow, workflow and awaiting approver review, The
Pending Transactians Fersonalize | Find | wiew AlIJER | B First 4 1 of 1 &/ Last status of the transaction is listed in the
e Ty of Trang  Start Date Endd Date Stalus Parzon 1D Status Column

The following transactions are inactive. They are eithar imvalid requasts or have bean rejected'cancelled denied. You _ .
e 8 s fram your lesL Cancelled Transactions are transactions that

Cancelad Transactions T T R e = N e L B = were Denied by an Approver or the HRPC
Setect Kame Type of Trans  Start Dwte Endl Data Status Parsen D (far TEH)
Choate Calherng Adl Fay 101012014 101514 Deniad 10182856
Selecl Al DezelectAll
Oiedate
The folloeing hag baen . Yau have the cpiion te Rermawe them Som your list

Processed Transactions received final
approval and the datais in PAC

Processad Transactions PErmonanze | Fmd | ViEwW A e T | T e = )

Select Name Typs of Trang Hart Data End Date Stalus Pargea I

] Janes Richard Addl Pay 2014 AWASR2014 Aparaved 10183871

Add| Py 1Ez 1302014 Appraved 10183865
] Andess Wiliam Ll Py AR GRS MANI0L  Approved ANMAZRET
T Steverscg Shavma AodlPar JolLans LAY I I J1d152855
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More on the Pending Transaction Page

More on Pending Transaction Statuses
In addition to the status views shown on this page, there are additional status types

displayed in the Pending and Cancelled sections

Pending: submitted into workflow for approval. Additionally, there are three status
types displayed in the Pending Transactions section

« Submitted = the transaction was submitted into workflow and is awaiting

approver review and action

o Approved = the transaction received approval by an approver. It does
not indicate the approver or approval level pending

« Requested = the transaction received final approval and is on its way to

be processed by PAC

Cancelled: denied transactions. For these transactions, there are two status types
displayed in the Cancelled Transaction section

e Denied = by an approver
e Incomplete = no results returned (for Cost Transfer transactions)

Processed: the transactions are approved and processed in the system
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Locate Transaction on the Pending Transactions Page

Let's practice navigating to the Pending Transaction page to locate pending cost

transfers.

Procedure

This is the "Locate Transaction on the Pending Transactions Page" topic where you will learn
how to view the status of labor accounting transactions.

Step

Action

1.

Navigate to the Pending Transactions page.

Click the Main Menu button.

Main Menu =

Click the Manager Self Service menu.

[0 Manager Self Service k

Click the Labor Accounting menu.
1 LaborAccounting 4

Click the Pending Transactions menu.

_] Fending Transactions

The Pending Transactions page displays the transaction status for all labor
accounting transactions you initiated. This includes Salary Distribution, Cost
Transfers and Additional Compensation Payments. Template-Based hire status is
displayed on another page.

In this example, there is a pending Salary Distribution transaction and two processed
Salary Distribution transactions.

You have successfully completed the "Locate Transaction on the Pending
Transaction Page" topic. You can now move onto the next lesson, "Locate
Transactions in Workflow - The Approver View" where you will learn how
approvers can view the workflow status of transactions.

End of Procedure.
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Locating Transactions in Workflow - Approver View

Workflow Status

Approvers access transactions submitted into workflow via the Worklist. Within the
worklist folder is a Workflow Status page which provides the location of transactions
currently in workflow. This page is not viewable to the Initiator Only role. If you have
the Initiator Only role and need to inquire on the location of a transaction, contact a
department approver(s) who can locate this information for you.

Workflow Status Page Filter

On this page, a list of transactions currently in workflow appear on the displayed list.
On the top section of the page are Filter Options used to locate a specific
transaction or group of transactions. This feature is helpful when looking for a
specific transaction and you have the name, employee ID or Transaction ID.

Locate Transaction in Workflow
Next to each transaction is a "Details" link. Clicking on this link displays the status,
details and current location of the transaction in workflow.

Workflow Status and the Current Active Worklists Section
On the bottom of the Workflow Page is a "Current Active Worklists" section that lists
which approvers can review the transaction at the level indicated.

If you are an approver, more information and details on the Workflow Status page
and the Worklist can be found in the Approver course.

Workflow Status
Workflow Status
Filter Options
EmplID | Transaction Type - I Search
Empl Red WF Tranzaction ID
Refresh
Hame CT Transaction 1D
Effective Date: iz
Find | view A1 | First 4 1.90f3' Last
Details WF Id Type EmplID  Rcd# Name unl Deptid ﬁrf:E;L ||5F|9I-‘Q] Status  Created by on t:?ﬂ:md y O
1 £ a1 e - 02R3Rns Q4N32mMs
Details 192086 Sal Dist 10183850 0 Brown,Elizabeth ebli TRAMOT 02252015 0 Panding  MSS0T a— ca_dRs3z PR
432015 M08
Details 152592 AddlPay 10183881 0 Corin,Callie cclE TRAMOZ 041132015 0 Pending  PACEOS 9 'll 2] PACEOS 9 b
S:08FN 5:09:09F10
. . . c . 0421215 04721215
8 = 1 24 g A 2211 2 ) <l
Details 192886 Sal Dist 10183884 0 FrostLewis nfi23 TRANMNOZ  O02721/201 0 Pending BACEOT 20081 PACBOT eI —
’ 4212015 421205
Details 192098 SalDist 10153880 0 Mexter,Joseph imi%e  TRAMNOZ 042172015 0 Pending  PACEOT ?;’?pﬁﬂ ¥ ca_d2saz g_‘n? :"Eg,"
i - i i - " . " 04132015 04132015
Details 152989 AddlPay 10183873 1 Pippin,Jeremy P15 TRAMNOZ 04132015 OPending PACBOS o oo PACBOS o o7.07Fm
s = s
Details 152884 Hire/Rehir NEW 0 Rodrigues Andrew TRANOT 042002015 0 Pending  MS310 0?"@0201 ~  PACBD3 O?EM‘EU] 2
2:19P1 2:21:04F1
. . T . . ) . 0S0SR0MS . 0505205
Dietails 143001 HireMRehir NEW 0 Rosemond Rebecca TRAMOZ 05042015 0 Pending  MSS04 S50 MEE04 Py app——
= Ad . - — = e — e = 04212035 . MR21IZMS
Details 152597 AddlPay 10183382 0 Sanchez Robert r3235 TRANDZ 042172015 0 Pending PACEDT 2.03EM PACEOT 3032381
. - ; . 047272015 05/052M1E
s g3 10183280 , ) AR 4 [3 ) Pandi 53, S0
Details 193002 Cost Xfer 10183350 0 Shelley Smith =502 TRAMOI1 0427201 0 Pending ca_d2532 - HES02 721-00F1
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Course References

Course References

You can access the Lesson, Job Aids, Policies, and Procedures that were referenced
throughout this course in the Course Catalog (http://hr.columbia.edu/course-
catalog/search) on the HR Website:

Lesson:

Cost Transfer Transactions Course Training Guide (http://hr.columbia.edu/course-
catalog/search)

Job Aids (located in the Course Catalog in the HR Website):

Cost Transfer Transactions (http://hr.columbia.edu/course-catalog/search)

Getting Started with the Web-Based Training Tool
(http://hr.columbia.edu/course-catalog/search)

How to Create Favorites in PAC (http://hr.columbia.edu/course-catalog/search)
How to Navigate PAC (http://hr.columbia.edu/course-catalog/search)

Create a Combo Code Job Aid (http://hr.columbia.edu/course-
catalog/search)

Search Combo Codes Job Aid (http://hr.columbia.edu/course-catalog/search)
ChartFields, ChartStrings and Combo Codes in PAC (http://hr.columbia.edu/course-
catalog/search)

Websites:

Columbia University Human Resources Website (http://hr.columbia.edu/)

Course Catalog (in the HR Website) (http://hr.columbia.edu/course-catalog/search)
CourseWorks (https://courseworks.columbia.edu/welcome/)

HR Service Center (http://hr.columbia.edu/contact-us/welcome-human-resources-

service-center)
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Knowledge Assessment

Congratulations! You have successfully navigated through the instructional portion of
the Cost Transfer Transactions course. We hope that the concepts and skills you
have learned in this course have prepared you for your day to day tasks.

Please complete the required knowledge assessment associated with this course.
Successful completion of this knowledge assessment and the Salary Distributions
knowledge assessment (a passing grade of 90%) is required to receive credit for the
courses and to gain access to the Salary Distribution and Cost Transfer functionalities
in PAC.

To access and complete the knowledge assessment, click on the following link. You
will be prompted to log in with your UNI and Password to access CourseWorks.

Cost Transfer Transactions Knowledge Assessment
(https://courseworks.columbia.edu/samigo-app/serviet/Login?id=0cad4ee8b-c782-
4c51-bab50-7f2bd2add6431370547395179)

Estimated Time to Complete Assessment: 10 minutes
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Glossary

ARC

Combination
Code

Combo Code

Cost Transfer

Cost Transfers

Earnings Code
EmplID

Field

Labor
Accounting

Manager Self-

Service

PAC

PC

PAC PN
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P

Accounting and Reporting at Columbia, our finance system.

A 10-digit system-generated number representing a unique
ChartString. Itis not a characteristic of the ChartString, it is a
representation of it. Combo codes are required by PAC to assign
labor charges. Also known as combination code.

A 10-digit system-generated number representing a unique
ChartString. Itis not a characteristic of the ChartString, it is a
representation of it. Combo codes are required by PAC to assign
labor charges. Also known as combination code.

Ability to change the accounting for an employee’s salary or add
comp retroactively in PAC. Also refers to the retroactive transfer of
expenditures from one account to another.

Ability to change the accounting for an employee’s salary or add
comp retroactively in PAC. Also refers to the retroactive transfer of
expenditures from one account to another.

Specifies the type of payment with related tax withholding, benefits
information and fringe rate. Also known as Earn Code.

Employee ID: Unique identification code for an individual
associated with the University.

An area on a page that displays or requires data.

Manages an employee’s salary profile, additional compensation,
and cost transfers.

MSS. Manager Self-Service is a set of pages in PAC that allows
managers to view job and personal data for the employees in their
departments.

People@Columbia. The customized version of PeopleSoft Human
Resources Capital Management that integrates and processes all
Human Resources and Payroll transactions for Columbia
University including hire/rehire, salary distribution, additional
compensation and cost transfer transactions.

Petty Cash - cash held in department for small or emergency
purchases.
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Project - : : . .
A specific funding source. The First (highest) level at which you
can budget and record project activity. Projects are generally set
up where a separate fund balance must be tracked and carried
forward.
REG .
Regular Earnings - refers to the most commonly used payroll
earnings code.
Salary . .
Distribution The process by which departments communicate charges to the
University’s accounting system, ARC, for regular earnings for
faculty and staff.
Workfl : .
orktiow The routing of transactions based on rules.
Worklist

The automated to-do list created by workflow. From the worklist,
you can directly access the pages you need to perform the next
action, and then return to the worklist for another item.
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