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Template-Based Hires and Labor Accounting

Template-Based Hires and Labor Accounting

This is the Template-Based Hires and Labor Accounting Transactions course within
the PAC curriculum. Please note that this course is required for all new users of PAC
Labor Accounting to gain access to the Template-Based Hire functionality in PAC.

Estimated Time to Complete Lesson: 1 hour

Template-Based Hire (TBH) Labor

Accounting Transactions

1 Hour
(" 1.Template-Based Hire )
Labor Accounting | - Y
Transactlons 2, Access Template-Based
\. 15 Minutes J H;"i:_'“ :'ﬂc Aftercompleting the Template-Based Hire (TBH) Labor
prinutes ) Accounting Transactions course, you will be able to:
4 3. Enter Sal N
mgmhutrla::awnd * Define template-based hires at Columbia University
Addidonal Compensation  |_| ( 4, Template-Based Hire 3 * Describe how to access the template-based hire page in PAC
Payments in TEH
\_ “:?O Minutes J M Tm';;z_:;amd * Enter salary distributions and additional compensation
2 Minutes payments in template-based hire for employees within your
- ~ pY J hame department(s)
5. Transaction Status and + Describa the workflow and approvals for tamplata-based
Location = ) hire transactians
5 Minutes 6. Knowledge Assessment
- s 10 Minutes + Datermine status and location of transactions
\, /

As a new user, there are several steps required to obtain access to TBH and the
Labor Accounting system.

1)

2)

3)

4)

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

Complete the "Template-Based Hires Page 1" training course to learn how to complete
page 1 of the template and then complete and submit the Training Acknowledgement
at the end of the course

Complete the "Template-Based Hires and Labor Accounting Transactions" course to
learn how to complete page 2 of the template and then complete the "Template-Based
Hires and Labor Accounting Knowledge Assessment" and submit your knowledge
assessment score (submission is asked for at the end of the knowledge

assessment). A score of 90% or better is required for passing

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
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PAC Curriculum

PAC Curriculum
This is the PAC curriculum. Template-Based Hire courses are included here.

PAC Labor Accounting Training Curriculum
Introduction to PAC | | Template-Based Hires Page 1
Pra-requiste Course I
| FTminutes | Rigurod Tod THH wiads
’ -Training Aeknowdedge ment and

A_Eno By pmseat Required
| Template-Based Hires and Labor
Accounting
1 Hour

Additional Compensation Payments

1.5 Howrs -Eegured (e LA-Add Comp srers

adialod e Assassment Regeiiod

The Approver Role | Salary Distribution Transactions

-Beguited (o LA-
Accssating Role

Cost Transfer Transactions

8 1 Hour -ssanludge

Aayeypmealy
Revquired

Rale Redquired)

| Sponsored Projects Salary Cost
> Transfer Policy Supplemental Tralning
| 20 Minutes

Labor Accounting Reporting - Job Alds

-Reopmmended for 10 and LA
e e

I Lam Labaor Agcownting ]

Template-Based Hires and Labor Accounting Defined

This is the Template-Based Hires and Labor Accounting Defined lesson of the
Template-Based Hires and Labor Accounting course. Upon completion of this lesson,
you will be able to:

o Define salary distributions and additional compensation payments at
Columbia University

o Recall the relationship between ChartFields, ChartStrings and Combination
Codes

e 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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Template-Based Hires at Columbia University

Template-Based Hires

Template-Based Hires is a function within People@ Columbia (PAC) where new hire
and rehire transactions are initiated electronically in the departments and schools
through PAC Templates. This function also integrates Salary Distributions and
Additional Compensation payments known at the time of hire into the templates.

This course teaches you how to complete the 2nd page of the templates, the labor
accounting portion, where you will enter the distribution of regular earnings and
additional compensation payments across one or more combination codes.

Page 1 of the templates contains the hire details. For training on completing page 1
of the templates, reference the "Template Based-Hire Page 1" course located in the
Course Catalog (http://hr.columbia.edu/course-catalog/search) in the HR Website.

Prepare to Enter a TBH Transaction

Prepare to Enter a Template-Based Hire Transaction

Salary distribution and additional compensation payments (known at the time of hire)
are entered on page 2 of the hire/rehire template in PAC. The initiator, the person in
the home department who completes the entry into the template, gathers the
accounting information as well as HR information.

Types of information to include:

o Personal data for the hire

e Position and salary information

e Accounting information and

o Additional compensation information (when applicable)
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Salary Distribution in TBH Transactions at Columbia University

What are Salary Distribution Transactions?

A salary distribution is the process by which departments communicate the allocation
of regular earnings for faculty and staff to the Accounting and Reporting at Columbia
(ARC) system. Departments create salary distribution profiles in PAC which detail the
Combo Codes / ChartStrings to which the employee’s earnings should be

charged. Salary profiles can be modified to reflect the changes both going forward
and retroactively.

For whom do you enter a Salary Distribution transaction?

Salary distribution transactions (both retroactive and go-forward) are created for
active employees in your home department. 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. Once an employee is hired into PAC,
the employee's salary profile can be modified, by those in the home department with
security access to do so, on the Salary Distribution Page in PAC.

Why are Salary Distribution transactions made?

If an employee's salary distribution profile changes, the distribution can be modified to
reflect the changes (on the Salary Distribution page in PAC). Training on modifying
salary distributions is covered in a separate course.

What happens when a Salary Distribution transaction is entered in PAC?
When you enter the salary distribution into the new hire/rehire template (and also
when entered on the Salary Distribution page) in 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.
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Additional Compensation Payments in TBH at Columbia University

What are Additional Compensation Payments?

Additional Compensation Payments are one-time or ongoing payments that are made
in addition to regular earnings for active officer level employees only. This includes
officers of instruction, research, libraries and administration, plus student officers.
Also known as add comp or additional pay.

When you enter an add comp into PAC, you also specify which ChartString(s) should
be charged.

Why are Additional Compensation Payments made?
Add comps are made for many reasons, including extra pay for additional duties
performed, special one-time payments and ongoing clinical payments of varying

types.

With what Frequency are Additional Compensation Payments paid?
An add comp can be paid all in one pay period or be spread out over multiple pay
periods.

For whom do you enter an Additional Compensation Payment in TBH?

If known at the time of hire/rehire, an add comp payment may be entered for officers
of instruction, research, libraries and administration, plus student officers via
Template-Based Hire (TBH). Add comps are optional and thus, not required to
complete entry of the template. Once an employee is hired into PAC, add comp
payments can be created on the Additional Pay Page in PAC. Training on the
additional compensation payments page is covered in a separate course.

Can Additional Compensation Payments be made to employees outside of the
home department(s)?

Yes, but not via Template-Based Hire. On the hire/rehire templates, you can only
initiate transactions, and thus add comp payments, for employees in your own home
(administrative) department(s). If you are charging one or more foreign combination
codes, the transaction will move through the workflow and will be routed to the
foreign funding departments for approval prior to the employee being hired into PAC
and thus the release of the payment(s). Creating add comp payments for employees
outside of the home department(s) is covered in the Additional Compensation
Transactions course.

What are Non-Officer Additional Payments and how are they paid?
All additional payments for Union and Non Union Support Staff and Casuals, for
example OT or shift differential, are handled in the Time Collection Module in FFE.

What happens when an Add Comp payment is entered in TBH?

When you enter an add comp payment in TBH, it is released to the employee (per the
payment details entered) and PAC communicates to the University's Accounting
System (ARC) and "tells" it the specified Combo Code(s)/ChartString(s) to charge the
employee's add comp(s).
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Earnings Codes Defined

Earnings Codes - Template-Based Hires

All payroll transactions have an associated Earnings Code (or earn code). An
earnings code identifies the type of payment with related tax withholding, benefits
information and fringe rate the employee is to receive. This code distinguishes the
transaction from other payments by:

e linking the payment to an accounting distribution record

e coding retirement benefits eligibility and fringe rate

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

Salary Distributions in Template-Based Hire

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 in Template-Based Hire

Additional compensation payments can be paid under many earnings codes and
every add comp transaction has an Earnings Code. The code is selected when the
add comp transaction is created.

Earning codes can be campus, department or employee-type specific (i.e. for
summer session instructional payments only). Exercise caution when choosing
earnings codes. The earnings codes available for employees may be campus or
position specific.
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Clinical Earnings Codes

Clinical Earnings Codes/Clinical Faculty Codes

There are a few earnings codes specific to the CUMC campus that are used to pay
clinical add comps (both one-time and annual) related to private practice activities. In
general, you will use the annual clinical earn codes 005 Tier 1 private practice with
benefits and 004 Tier 2 private practice no benefits. These earn codes will
automatically require the use of certain combo codes that are associated with clinical
attributes in the financial system.

One-time add comp practice payments - Special CUMC only earnings codes have
been created for add comp payments being paid under Tier 3 private practice
situations.

Benefits Eligible Earnings Codes

Benefits Eligible Earnings Codes
In order for an add comp to be eligible for benefits, an employee must:

e be working continuously on a project plus performing additional
responsibilities for at least 8 months or more and the total payment must be
$1,000 or more

Using this criteria, bonuses for exceptional performance are NOT benefits
eligible. However, certain add comps such as summer session instructional
payments are benefits eligible even though the work is performed for less than 8
months.
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Fringe Benefit Rate

What is the Fringe Benefit Rate?

Fringe Benefit Rate is 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

e earnings type (earn code)
o 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 Benefit Charges.
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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

ChartFields 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

e 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
(eg COLUM - Columbia
University)

Account 5
(e.g. 40000 -TUITION)

Department 7

(e.g. 0102102- PRE Office of the

President)

PC Business Unit 5

(e.g. CAPTL — Capital Projects)

Project 8
(e.g. CPDO1005- AR
AUDITORIUM)

Legal entity for which financial statements are
produced.

Used to capture the natural classification of the
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

Hierarchical breakdown to track financial activity
within the organizaticnal structure.

High level project type. There are three PC
Business Units to select from:

Capital

Sponsored Project

General

Associates expenses with a specific funding
Source.
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 several uses) and for which
fund balance is camied forward

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

Praoject has a defined beginning and end

Requued on all transactions

Required on all transactions

Required on all transactions

Required on all transactions

Required on all transactions
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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.

Characters (length) Definition Required on transactior
Activity 2 Work break down structure for the asscciated Required on all transactions
(e.g. 01 - AR AUDITORIUM) Project.
Note: For fiscal year projects the activity will
abways be 1.
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 fora
specific initiative, use the undefined
initiative value: 00000
Segment Max 8* Used to track components of Academic Programs  Only required for revenue, expense, and
or Business Activities, usually a person or thing. internal transfer transaclions
*UNIs canbe fewerthan 8
characters *“If the transaction does not call fora
specific segment, use the undefined
(e.g. atj510- Dr. Albert segment value: 00000000
Jones; 51000105 - BEUS London
Intl Seminar)
Site 4 Building Number or Country Code Only required for Capital projects but
(e.g. 1002 - EROADWAY should be used when applicable
RESIDENCE HALL)
Fund 2 Fund Type This ChartField will default from other
(e.g. 01 — General Unrestricted ChartFields
Fund)
Function 3 Categorization 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 eategerization of
functional expense on the Financial Statements.
ChartString

ChartString
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.
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The number of characters inthe ChartField ‘

T T T R T o [ = | I
£ | | oy 3 |
o b= o S i I
I S R IR - L | : |
o o @ 2 < = = £ 3
£ S (=1 a = £ o = &
7 <L T} o2 L= N
@ % o
o
coLum System derived, e.g.
415
50010 System derived, e.g.
22
I | v
2 Not required in this
080000 | example asnot a
capital project
GENRL 55000043
| | I Required |
URO01307 60001 | Conditionally Required |
| System Derived |
The ChartString for the selected ChartFields = 01 Changing any one of these ChartFields

COLUMS500102080000GENRLUR0013070160
0015500004322415

For Demonstration Purposes Only

changes the ChartString, e.g. if account was
50200=

COLUMS02002080000GENRLUR0013070160

0015500004322415
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Combination Code or Combo Code

=

AC 7S
PSS

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. It is 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 |<—

Combination Code

Detail

Effective Date 12/12/2014

System generated 10 digit combo code

Find | View All
Status Active

ChartField Detail

@:nplion 500 E-UHU‘D‘?\M 9-60001-5

Short Desc Short

ARC Business Unit :

N

A -
/ [+ valid Value

EDDUMD(—— Combo code description

First "4/ 1 of 1"} Last

Columbia University

Account: o 50010 \\ ! PROF (TENURED)
Department TRAIND2 Training Dept 2
PCBU: GENRL \ ) General
Project/Grart : o UROD05349 \ ! TRAIND2 Project
Activity ID : 01 I TRAIND2 Project
Initiative : ﬂ 60001 , LAW Research
Segment : 0 55000043 ! LAW Parker Professor
Site : \

Components and order of the Combo Code

Description
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Putting it Together - ChartFields ChartStrings and Combo Codes

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 eatrlier, 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 Template-Based Hire Transactions

Combo Codes and Template-Based Hire 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. When
using the search feature and after selecting the ChartField parameters, only those
combo codes valid for the earnings code selected and employee type will appear.

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 three or more ChartField values and click search. Combo codes
with those values appear in the results list displayed. Click any link on the needed
combo code line and it will populate into the PAC page field.

Employes Infprmation To search for a combo code:

Salary Distribution - 1a
Cointiination Code ] |
Descriptinn |

Combo Code Depariment I
Combo Code Amount I

f{ 1. Click onthe magnifying glass to bring up the
search feature

values

Look Up Combination Code

Comhination Code: W
ARC Business Unit: [begins with > | COLUM
Account: [begins with |~ | 53300
Department:  [beginswith |~ | TRAINOT
PC BU: [begins with > |-
Project/Grant:  [beginswith =] |

3. Click “Look Up”

4, Click any link an the needed combo code line
and it will populate into the PAC page field

Q

Q,

< " . Q

Q, In this example, values are entered in the “ARC
o, | Business Unit”, “Account” and “Department” fields.
@,

Q

@,

Percetl 2. Populate a minimum of three or more ChartField

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

Search Results
Migw 100

Combination
Cad

1000201212 53300-Uroa3a3-ooond  FOr example, if all 9 ChartField values are entered, cne combo
1000314504 53300 UR003343 41504 code will display in the search results list.

Descphiii

Activity 1ID: [begins with |
Initiative: |veins witge=]
Segment: beginzwith | ¥] | Combo codes with those values appear in the results
Site: list displayed
|
LookUp |
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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 combination
code within a Template-Based Hire transaction.

Step Action

1. This is the Additional Compensation Section in a Template-Based Hire transaction.
B Additional Compensation - 1a
Eamnings Code 008 |, Earnings End Date
Description [Addl Comp na Fend Combinationcode | A
Pay Beriod Amount l:l Description l— Look up Cambination Cade (Alk+5)|
Combo Code Department l—
Additional Compensation - 1h
Eamings Code | & EamingsEndDate| |5
pescripon | | CombinationCode| |
Pay Period Amount l:l Description l—
Combo Code Department l—

Step Action

2. To search for a combo code,

Click the Look Up Combo Code button.

3. The Search Combination Codes page appears. Populate three 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.
]

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

Click the COLUM link.
LI
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Search Combination Codes

C "Cudel |

ARC Businzs; foLum [ columbia University Initiative | ]Q@,
ni
accom[ Ja, Segment @,
sel A&

epartment o,
L —
projectorant o,
T —

‘ Search || Clear H cancel

Step Action
5. Now let's search for the account.
Click the Look up Account button.
6. In addition to the items that appear in the Search Results section of the page, you
can search for an individual ChartField as well. For this example, let's search for an
account that begins with "53".
To search for an Account, first click in the Account field.

7. 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.
All accounts that begin with "53" appear. Click the OFFICER OF
ADMINISTRATION link.
OFFICER OF ADMIMISTRATION

10. Now let's narrow down the search by department. Click the Look up Department
button next to the Department field.

11. You can enter the department number into the "Department” field or the department
name into the "Description" field. For this example, search for the department by
entering the name of the department.

Enter "TRAIN" into the Description field.

Note: If the "Description™ field is not showing, ensure the "Advanced Lookup" is
enabled by clicking the link. In this screen print you can tell it's enabled by the
display of the "Basic Lookup" link. Clicking "Basic Lookup" returns you to the
basic search with only the "Department” field displayed.

12. Click the Look Up button.

Loaok Up
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Step Action

13. A list of departments beginning with "TRAIN" appear. Select the department from
the list.

Note: A funding department can only be a level 8 department (does not end in an
'X"). TRAINOL1 is for training purposes only.

For this example, click the TRAINO1 link.
TRAIND1

14. Now we have three ChartField data fields entered -

Click the Search button.
Look Up

15. A list of combo codes that match the search criteria entered appear.
Click on any of the underlined links within the needed combo code.

For this example click "1000291212."

1000291212

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

17. You have successfully completed "Search for a Combo Code" topic. You can how

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

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.
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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 new
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. If 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. Once 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.

% 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 ane 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
MNavigate to New Value” tab Enter the
MSS > Labor of the “Effective Date”
Accounting > Combination for the combo

Enter a value
for each
required

Click “Save”
New Combo Code Table code - this is :
Code Request pag‘:a;p ck required ChartField

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.
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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 Combeo Code Request

To request a new combo code:

| Eind an ExstingValue | Add a New Value

1. Mavigate to the Combination Code Table in
MSS

Set D

GL Combination Code; [EW

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

3. Click "Add”

Find an Existng Value | Add 3 Naw Value -
: T A 4. Enter the “Effective Date” for the combo
Combinaton Code Table

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

Serld CUssT
L Combination Coge NN

Combinaaon Code Dalas

“Desciplion STTHHRFATSCONEHEONND
Shesd vz

Charthioid Delad

S—— - et 5. Enter a value for each required ChartField.
Actoan: &, | HeTRLCTER FTY .
Departmn: o, frrisng etz An “*’ equals a required field
FCEU: 4, |genaal
hecliial 2 A, | reark P .
S e 6. Click “Save”
Aty 102 A | Akt Progee
It A, |urasrves woars
s -- A, furcss e If a ChartField does not exist it will not populate
e s ~ o, [saumer o

inte 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,

Fuscing St lifimaben

[Gosee [0 westispiy |5 wews oy | D Conan etz
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New Combo Code Request ChartField Selection Rules

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 Field
ARC Busingss Unit

Account

Deparlment

PC Business Linit

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:
COLUM* - Columbia University
AGENC — Other Agencies
AMERI —American Assermbly
COCIN — Columbia Ophthalmology Consult
CUCIP — Center for International Progr
CUELI— Columbia Consal EliminationBU
CUHC! — Columbia Uiniversity Healthcare
CUPRE — Columbia University Press
KRAFT — Kraft Center
NIDOC — Columbia Doctors of New Jersey
REIDH — Reid Hall
RPARD — CUPR Employees Arden Conf Cir
RPDEF — 457(b) Deferred Comp Plan
o RPOFF — CURP for Officers of Columbia
o RPYRS —Voluntary Retirement Sav Plan
SCOLUM isthe most frequently used business unit

000000000000

(=]

All payroll accounts begin with 5" and are in the mnge 50000 - 58999

Only users with PAC DAF authority to the department can choose the department

*  This Charfrigld must be chosen before PC Business Linit and Project

*  Canonlybe a level 8 department (does not end inan )

+SPONS — Only projects that begin with GG or PG willdisplay in the project drop down list

«CAPLT — Onby projects that hegin with CP will display inthe 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 only show projects with a relationship to the department and PCBU
selected

MOTE: To select a Project for a combo code, there has to be a fiscal budget created for the project/depatment relationship
(inciuding 50 budgets). fthe 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/ffinancial 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

Oty req uired with capital projects {those that begin with CP)

Will be derived 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
SetlD CUSET
GL Combination Code 1000272473
Combination Code Detail Find | View All First'* 1. 1'% Last
Effective Date 12192014 Stalus Actiel

Deseription  50130-URD05349-10004-D3030000

Short Dese 50130-URD0 [+ valid Value
CharField Detail
ARC Business Unil ; |CoLU |, Colurmbia University
Account : JEEED] |9, INSTRUCTCR (FT)
D partaniat |TRAIND2 @, Traiing Cept 2
PCEU: [CEa  COmbo Code s Ry

: created. :

ProjectiGrant : URDOS345 Sample view [ 3, TRAIND2 Project
Activity 1D * o oy @, TRAIND? Preject
Initialive ; |10004 |2, communizations
Segment |DJooanao &, Ungefined Segment
Sitee > 3054 x G, 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 combe 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.

Request and Create a New Combo Code

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 kMenu =
2. To navigate to the New Combo Code Request section of PAC, first click
the Manager Self Service link.
O Manager Self Service r
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Step

Action

3.

Click the Labor Accounting menu.
[ Lahor Accounting ¥

Click the New Combo Code Request menu.
1 Mew Combo Code Reguest k

Click the New Combo Code Request menu.
=] Mew Combo Code Request

PAS &y

MNew Combo Code Request

[ Eind an Existing value || Add a New value

Set ID: ICUSET

GL Combination Code: [NEW

Add

Step

Action

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

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

For this example, enter "12/18/2014".
hziarz014

Enter the ChartField values to create the combo code.

First, click the Look up Chartfield VValue button next to the ARC Business Unit
field.
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Step Action
9. Select the Business Unit from the list.
For this example, click the COLUM link.
LI
Combination Code Table
SetlD CUSET
GL Combination Code NEWW
|Cambination Code Detail Find | Wiew All First ‘4 1 of1 M Last
*Effective Date *Status [Active -1
*Description | |
ShortDesc| | I valid value
[ChantField Detail |
ARC Business Unit : lcoLum [Q,  columbia University
‘nccnum: ‘ ‘Oﬁ
:Department: [ =8
PCBU:
‘Pruiec(JGrarrl H
‘Rcﬁville
llniliative [ =N
‘Segment: [ =8
site: [ @,
Step Action
10. Next, select the Account.
Click the Look up Chartfield Value button next to the Account field.
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 (FTy

Combination Code Table

GL Combination Code MNEW

SetId CUSET

[Combination Code Detail

*Effective Date [12/18/2014 E1)

Find | Wiew All

*Status | Active -

*Description [501 30-

¥ valid Value

First £ 1 011 ) Last

[@,  Columbia University

[Q, INSTRUCTOR (FT)

ChartField Detail
lch Business Unit : [coLum
Account : ko130
|
Department : |

[<
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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.
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
Combination Code Table
[Combinatian Cade ;:t.allln = Find | Views All First ‘40 1 of 1 ‘2 Last
*Effective Date sstatus [Acive =]
“Description [50130- |
shortDesc| | I valid Value
[ChartField Datail
IARCEusinessUnil: |COLUM |CL Columbia University
Account : [s0130 |@, INSTRUCTOR (FT)
Department : [rrRam0z |S, Training Dept 2
DC B [ 1
Step Action
14. Next, select the PC Business Unit (BU).
Click the Look up Chartfield Value button next to the PC BU field.
15. For this example, click the General link.
General
16. Next, select the Project/Grant.
Click the Look up Chartfield Value button next to the Project/Grant field.
C]a-
17. For this example, click the TRAINO2 Project link.

TRAIMDZ Project

Page 24




-y

PAC "'{ﬂ] Training Guide

EST. 2004 Template-Based Hires and Labor Accounting

Step Action

18. Next, select the Activity ID.

Click the Look up Chartfield Value button next to the Activity ID field.

19. For this example, click the TRAINO2 Project link.
TRAIMOZ Project

20. Next, select the Initiative. Click the Look up Chartfield VValue button next to the
Initiative field.

21. For this example, click the Communications link.

Communications

22. Next, select the Segment. Click the Look up Chartfield Value button next to the
Segment field.

23. For this example, click the Undefined Segment link.
Lindefined Seament

Combination Code Table
SetlD CUSET
GL Combination Code MNEW
[combination Code Detail Find | view Al First (4 1 or1 @ Last
*Effective Date status [active ||
"Description [50130-UR005349-10004-00000000 |
ShortDesc[ | IZ valid Value
[ChanField Detail
‘ARC Business Unit : |COLUM |CL Columhbia University
‘Accnum: (50130 |9, INSTRUCTOR FT)
‘Department: [TRAmoz |@, Training Dept 2
‘F‘C BU: [GENRL |2, General
‘F‘rojel:t!Gram: [Uroosz43 [@, TRAIMOZ Project
‘m:tivitle: [o1 [@, TRAIMNOZ Project
jlni‘liaiive: [1o004 |2, |Communications
Segment : jponooooo |Q,  Undefined Seament
:Site: [ @,

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 Template-Based Hire
Functionality in PAC" where you will learn how to access the Template-Based Hire
functionality in PAC.

End of Procedure.
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Access Template-Based Hire Functionality in PAC

This is the Access Template-Based Hires Page lesson of the Template-Based Hire
and Labor Accounting Transactions course. Upon completion of this lesson, you will
be able to:

o Demonstrate how to access the Template-Based Hire Functionality in PAC
and select a template

For a refresher on how to access PAC, see the Introduction to PAC course.
Estimated Time to Complete Lesson: 3 minutes

Select a Template and Navigate to the Labor Accounting Section

Access Template-Based Hire Functionality in PAC

1. Navigate to the myColumbia portal @ https://my.columbia.edu
2. Log in with your UNI and Password
3. Click on the “HR Manager Resources” tab
4. Under the PAC Access section:
- Click the “Go to PAC” link
5. The "Hire/Rehire Employee" page is located within the “Job and Personal
Information” folder within the “Manager Self Service” folder

Favorites = Main Menu =
- Search Menu:
PAC @ ®
EST 2004 v

-
-

1  Self Service '
Main Menu 1 Manager Self Servi 0 Sberdasiali
0 Workforce Adminis' & ;'lan_a;;—rﬂc_:}un_s |_| Individual Job Summary
3 Payroll for North Ar £ Compensation [7] View Employee Personal Info
00 Workiist £ Lobor Accounting [[] Extensions
2 Reporting Tools B  Performance Man! [[] Hospital Affiiations
1 PeopleTools 1 [0) Hiremenire Employee
[[] change My Password [ Hire/Renire Status
[[] Hire/Rehire Attachments
E'j Terminate Employee
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Initiate a TBH Transaction

Initiating a TBH Transaction

When you select a template, the 1st screen displays the job effective date (or hire
date) for the person. This date defaults to today's date but you must change this to
the employee's hire date (if it isn't today's date).

This effective date is also the effective date of the salary distribution profile and the
period start date for any additional compensation entered on the template. Salary
distributions and add comp payments with future effective dates are entered on
separate PAC page and training for those pages is covered in their respective
courses.

HR data is entered on the 1st page of the hire/rehire template. Once the information
on page 1 is entered, you are ready to move to page 2 of the template where the
Financial/Accounting information is entered. At the top of page 1 is the "Labor
Accounting" tab that brings you to the 2nd page of the template where the accounting
data is entered.

Note:
Training on how to complete Page 1 of the Hire/Rehire templates is located in the
Course Catalog on the HR Website.

| Personal f Job Data I Labor Accounting I

Employee Information

| Salary Distribution - 1a

Combination Code | 1000004677 =N Funding End Date 06/30/2015 (e

Description [54100-UR003343
Combo Code Department 4134102 ALS Cent
Combo Code Amount | Percent of Distribution|  100.000000)

Let's see a demonstration of initiating a TBH transaction.

Select a TBH Template and Navigate to the Labor Accounting Section
Let's select and open a template within the Template-Based Hire functionality in PAC.

Procedure

This is the "Select a TBH Template" topic where you will learn how to select a hire/rehire
template in PAC and navigate to the Labor Accounting section of the template.

Step | Action

1. Click the Main Menu button.

hain kenu -

2. Click the Manager Self Service menu.

O Manager Self Service k
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Step | Action

3. Click the Job and Personal Information menu.

4, Once you access the "Hire/Rehire Employee" section within the "Manager Self Service"
Section, we can select and open a template.Click the Hire/Rehire Employee menu.

Template Based Hire/Rehire

Select a ternplate and press Create Transaction

[Transaction Template (2}

Transaction Type [z =
e E—
Transaction Type [All =1 Refresh
iTransaclmns in Progress Personalize | Find \EIT First @ 1 0r1 @) Last
|seteot Transaction Type Effective Date  Hame Person D Action Country
| - HIRE 02/03r2015 Gearge Eliot MEW Hire United States

[ Delete Selected Transactions

Step | Action

5. Click the Look up Glass-Select Template button.

6. You arrived at the Template-Based Hire Template Selection section where you select the
template required for the hire/rehire transaction. For this example - Click the HIRE-
ADMIN link.

Template Based Hire/Rehire
Select a template and press Create Transaction
| Transaction Template (2)
Transaction Type [All =1
Select Template [HIRE-ADMIN__ |@, Hire all types of Administrative Staft
Transaction Type [All =1 Refresh
iTransactions in Progress Personalize | Find \@T First ‘4 1 ar1 (2 Last
i - HIRE 02/03i2015 George Eliot MEWY Hire United States
| Delete Selected Transactions
GoTo HirerRehire Staty

Step | Action

7. Once you select a template, the selection is displayed in the "Select Template" field.

Click the Create Transaction button.
Create Transaction

8. Once you select a template, you arrive at the "Enter Hire Details" page. Read the information
to confirm that you selected the correct template for the type of hire.

The Job Eff Date (Hire Date) field defaults to today's date as PAC does not know the
hire/rehire date for the employee. Enter the employee's hire date into this field (if it isn't
today's date).

First, click in the Job Eff Date (Hire Date) field.
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Step | Action
9. Delete the date that defaulted and enter the employee's hire (or rehire) date.
In this example, highlight the date by pressing the left mouse button and drag the mouse
to select the date.
Template Based Hire/Rehire
Template Hire all ypes of Administrative Staff
*EmpluyeelDlNEW—
*Job Eff Date (Hire Date) [EIEFNE |50
Cantinue ‘ | Cancel
Step | Action
10. Enter the employee's hire date into the Job Eff Date (Hire Date) field.
In this example, enter *02/09/2015".
11. Click the Continue button.
Continue
12. You arrived at Page 1 of the Template where you enter the hire details for the employee.
For training on how to complete page 1 of the templates, you may sign up for a classroom
session. The training schedule and registration is available on the PAC Resources Webpage
on the TIG.
Let's continue on to the Labor Accounting section of the templates.
13. Once the data is entered on page 1, you may navigate to the Labor Accounting portion of the
template.
Click the Labor Accounting tab.
Labor Accounting
14, You arrived at page 2 of the template, which is the Labor Accounting section.
Note that the effective date entered is the effective date on page 2 of the template.
15. You have successfully selected and opened a template within the Template-Based Hire

functionality in PAC and navigated to page 2 of the template where the Labor Accounting
information is entered. You can now move on to the next lesson, "Enter Salary Distributions
and Additional Compensation Payments in Template-Based Hire™" where you will learn how
to complete the Salary Distribution and Additional Compensation sections within a template.
End of Procedure.
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Enter Salary Distributions and Additional Compensation Payments in
TBH

This is the Enter Salary Distributions and Additional Compensation Payments in
Template-Based Hire lesson of the Template-Based Hire and Labor Accounting
Transactions course. Upon completion of this lesson, you will be able to:

e Enter a Salary Distribution for a New Hire/Rehire, Identify Fields Requiring
Data Input and Use the Search Feature (Look Up Glass) to search for Field
Values

o Enter Additional Compensation Payments for a New Hire/Rehire, 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

Salary Distribution Section in TBH

Salary Distribution Section of the TBH Template

Here is what the salary distribution section looks like. This section must be
completed to submit the transaction. You can enter up to 2 (two) different funding
allocations - in the Academic and Clinical templates currently, will be applied to the
Administrative templates. You will see additional sections in the Administrative
templates until the update is made.

If the salary is to be allocated to more than two funding sources, submit the template
using the department default account and then update the employee's profile on the
Salary Distribution page once they are hired in the system.

The effective date for the employee's salary distribution is the Job Effective Date
(Hire Date) that was entered when initially entering information into the
template. There is not a separate "begin date" to enter in this section.

Let's explore each of these fields.

*Job Eff Date (Hire Date): 1071172017 |3
[ Personal 1 Job Data | lm
Employes Information
| Satary Distribution - 1a ~
Combination Code @O\ Funding End Date @l@
Deseription 53300-URC03343-25000-000000(
Combo Code Department :4512'"9_2 ALS GEWMQEE:

Combe Code Amount| ] Percent of Distribution 100.000000]

| Satary Distribution - 10
Combination Coda Q. Funding End Date l:l@]
Desctl'pﬂon| |
Combo Code Deparlmenﬂ |

Combo Code Amount Percent of Distribution

| Salary Distnbution Comments

Comments [ |
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Completing the Salary Distribution Section in TBH
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Here is an example of a completed salary distribution section in TBH where the
employee's regular earnings are charged 100% to a single combination code.

Note: The effective date for the employee's salary distribution is the Job Effective
Date (Hire Date) that was entered when initially entering information into the
template. There is not a separate "begin date" to enter in this section.

If there is no additional compensation for this transaction, clicking on "Save and
Submit" will submit the transaction into the workflow for approver review. We'll
discuss saving and submitting transactions and workflow a bit later in the lesson.

Let's explore each of these fields.

" Personal / Job Data || Labor Accounting |
Employee Information

Salary Distribution - 1a

Description |5410

Combo Code Department |4134

Combo Code Amount

Combination Code 1000004677 o,

Funding End Date 083012016

Percent of Distribution |

100.000000

|3
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Combination Codes in Salary Distributions

Recall that the combination code in a salary distribution identifies the ChartFields to
charge regular earnings in ARC. In the Combination Code field, enter the combo
code to which you want to allocate part or all of the employee's salary.

Once a combo code is entered or selected using the search feature, the
description of that combo code appears along with the "Combination Code
Department” number and name. See the topic "Search for a Combo Code" for
a simulation on how to search for combo codes.

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 three items in the search criteria. The combo code list is
restricted based on the earnings code (REG). That is, PAC will not let you charge a
combo code that is invalid for that earnings code.

Can | distribute salary to Foreign Department Combo Codes?

When creating a new salary distribution 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 template-based hire transactions are established for employees in your own
admin department(s), you cannot initiate a TBH transaction for an employee who is
not currently in your admin department(s).

_Personal_.f_.JEb_Dﬁta_][ Labor Accounting |
Employee Information
Salary Distribution - 1a

Combination Code 1000004677 o8 Funding End Date [06/30/2016 |5y

Description |34 100-UR0D3343-
Tk

Combo Code Department 4134102 AZS Cent
Combo Code Amount Percent of Distribution | 100.000000,

Page 32



PAC @ Training Guide

EST. 2004 Template-Based Hires and Labor Accounting

Combination Code Errors

Combination Code Errors

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, "Invalid
combination code value. Please check the value and re-enter or use the search page
to find a valid value." Or, "The Combination Code 1234567898 (e.g.) does not exist
on the Valid Combo Table."

| '2 Error - The Combination Code 8987654321 does not exist on the Valid Combo Table.
| - The PeopleCode program executed an Error statement, which has produced this message.

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 Inactive 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

e 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 the Activity. If a
project is active from 1/1/15 - 12/31/17, a combo code can be created for each
of the project activity segments, 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

o All ChartFields Active for the Period - Are all the ChartFields active for the
period of time for the transaction?

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

o 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

Job Effective Date (Hire Date) and Combo Code Edits

Profile Effective Date with Combination Code Edits
Remember - PAC will also run an edit to check that the Job Effective Date (Hire
Date) is a valid date within the Activity Dates for the combo code entered.

After entering the Job Effective Date on the entry page of the template and then a
Combination Code on page 2 of the template, the edit will run to confirm that the
Job Effective Date is within the activity start and end dates established for the
combo code entered. For example, if the activity dates for a combo code =
10/1/17 - 5/31/18 and the entered Job Effective Date entered = 9/16/17, PAC will
return an error stating that the Effective Date must be within the Activity Dates for
the Combo Code.
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Funding End Date

The Funding End Date is the end date on an employee's salary distribution profile
which indicates the last day the employee's regular earnings should be charged to
the specified combo code(s). A Funding End Date is required for all Salary
Distributions. In some instances, the profile rolls over to the next fiscal year.

Let's explore the different ways a Funding End Date is used:

Salaried Employees not on a Grant with no Specific Funding End Dates

o For salaried employees not on a grant, and with no specific funding end date,
enter the funding end date = to June 30 FY (e.g. 06/30/YYYY), unless you
want to stop charging the ChartString(s) earlier. The funding will roll over to
the next FY at the end of each fiscal year

o Note: If the employee has a salary increase/decrease, a new salary
distribution profile does not need to be entered (on the Salary Distribution
Page in PAC). Salary distributions are stored as a percentage and PAC will
recalculate the amount charged to the ChartString(s) and apply that same
percentage allocation. If the salary increase/decrease requires a change to
the percent(s) or amount(s) charged to a ChartString a new profile must be
created. We'll explore this shortly in the course

Salaried Employees not on a Grant with a Specific Funding End Date

o For salaried employees not on a grant but with a specific funding end date,
enter the actual funding end date. The funding allocation will end on that date
and a new profile must be entered. E.g. Funding ends on 12/14/YYYY, a new
profile must be set up effective 12/15/YYYY otherwise the salary charges will
fall into the department suspense ChartString

Employees with Grant Funding

o For employees with grant funding, enter the actual funding end date. The
funding will end on that date and a new profile must be entered. E.g. Funding
ends on 12/14/YYYY, a new profile (in the Salary Distribution Page in PAC)
must be set up effective 12/15/YYYY otherwise the salary charges will fall into
the department suspense ChartString
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Salary Distribution Rollovers for Academic Personnel Reappointments at
Morningside

When Morningside academic personnel are reappointed, the salary distribution
previously in place will be evaluated and, whenever possible, will be rolled forward to the
new appointment and will eliminate the need to enter new salary distributions for most
reappointments. Academic personnel, such as Graduate Research Assistants, who are
funded by sponsored projects will not have their salary distribution rolled forward.

When a reappointment is processed in PAC, the system will evaluate the prior funding
for that person. If the prior salary distribution meets all of the criteria listed below, the
prior salary distribution will be set up automatically for the period of the new
appointment. If any of the below criteria are not met, then a new salary distribution will
need to be set up in PAC by the administrative department.

Criteria:

e The ComboCode used in the prior salary distribution must be active for the
current fiscal year

e The reappointment must be within one year from the last termination date. For
example, if someone was last appointed 9/1/2017 - 12/31/2017 or 9/1/2017 -
5/31/2018, he or she can be reappointed and the funding can be rolled over
whether s/he is reappointed for 9/1/2018 - 12/31/2018 or 9/1/2018 - 5/31/2019

e The salary funding must be allocated to non-sponsored projects only

e The reappointment is to the same Morningside department

When is a New Salary Distribution Required?
A new salary distribution will be required for reappointments if any of the following are
true:

The department wishes to change the funding source for the reappointment
The ComboCode used in the prior salary distribution is no longer active
The prior salary distribution included sponsored project accounts

The reappointment is more than one year from the prior termination
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Percent Distribution and Combination Code Amount

The Percent (%) Distribution is the percentage of a payment (regular salary or add
comp) being charged to a specified combo code. The combination code amount in
salary distribution transactions is the dollar amount of the salary to be charged to the
ChartString.

To assign the salary distribution for the hire/rehire, enter either the percent in the %
(Percent) Distribution field or the dollar amount in the Combination Code Amount
field. Enter either the Combo Code Amount (dollar amount) or a Percent of
Distribution but not both. Once either a Percent or Combo Code Amount is entered,
the other field is "grayed out" because you can only enter either the Combo Code
Amount or the Percent of Distribution.

« A % Distribution is the percentage amount of the payment to be charged
to the combo code

o A Combo Code Amount is the dollar amount of the payment to be
charged to the combo code

To allocate the distribution to more than one ChartString, simply enter the additional
allocation(s) in the remaining sections.

If a Combo Code Amount is entered, the system will calculate the percentage and
store the percentage in PAC. Storing percentages in the system allows for automatic
allocation of earnings when there is a change in earnings, e.g. salary increases or
decreases. The total salary distribution must equal 100%.

You may enter up to four allocations as long as the total percentage amount equals
100% OR the total Combo Code Amount equals the employee's regular earnings
entered on page 1 of the template. In the example below, the employee's $60,000
regular earnings is split between two funding sources, one charged $20,000 and the
other charged $40,000.

Employee Information

Salary Distribution - 1a

Combination Code |1000001342 Q Funding End Date 06/13/2016 |6Y

Description [54410-UR004672-;
Combo Code Department|0102103 GOV Cor
Combo Code Amount Percent of Distribution 33.330000

Salary Distribution - 1b

Combination Code |1000001303 Q Funding End Date |06/13/2016 B3

Description |22200-URD

Combo Code Department 2010103 PRV Com
Combo Code Amount Percent of Distribution | 66.670000|

Notice how PAC converts the dollar amounts into percentages. The total percentage
charged equals 100%.

Template-Based Hires and Labor Accounting
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Enter a Salary Distribution Comment in a Hire/Rehire Template

Comments are optional when creating new salary distribution profiles. In this section,
you may provide a description of the distribution and indicate the nature and reason
for the allocation, along with any specific details required by your own department or
school. This information is viewable to the approvers and helpful for their review.

There is one comment area available at the bottom of the four salary distribution
sections where you can enter notes about the salary distribution.

“Job Eff Date (Hire Date):10A172017_ |5
m“m
Employes Information
[ Salary Distribution - 12 - -
Combination Code @:O\ Funding End Date @l@
Deseription 53300-URG03343-25000-0000000
Combo Code Department 4024102 ALS Germanic Languag|

Combo Code Amoum| | Percent of Distribution 100.00000@
| Salary Distribution - 16
Combination Code Q Funding End Date l:l@
Description | |

Combo Code Department| |

Combo Code Amount Percent of Distribution

| Salary Distnbution Comments

Comments | |

$0 Salary Appointments and TBH

$0 Salary Appointments in TBH

$0 salary appointments do not have regular earnings. However, when hiring a $0
salary appointment in TBH, you must indicate a combo code and percent distribution
on the hire/rehire template.

When completing the salary distribution section in TBH for $0 salary appointments,
enter or select the combo code and enter 100% in the percent of distribution field.

Note that for $0 salary employees this is just a "placeholder". The employee has no
regular earnings and therefore nothing will be charged to the combo code.

Casual Employee Hires and TBH

Casual Employee Hires in TBH

For casual employees, the combo code to charge a casual employee will typically be
determined by the combination code entry in FFE when doing the time entry
transaction. However, at the time of hire, a combo code must be identified to which a
casual employee's earnings will be charged if no combination code is selected during
the FFE time entry process.
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Additional Compensation Section of the TBH Template

Below is a snapshot of what the additional compensation section of the page looks
like. This section is not required to submit the hire/rehire transaction as not all
employees receive additional pay at the time of hire. You can enter up to three (3)
additional compensation payments and each payment can be distributed across two
(2) different combo codes - in the Academic and Clinical templates currently, will be
applied to the Administrative templates. You will see additional sections in the
Administrative templates until the update is made.

You determine the amount the employee receives per pay period and the length of
time it is to be received by entering that information into the template.

Two things affect how much an employee receives:

« The Pay Period Amount of the additional compensation
« the Earnings End Date for the additional compensation

Note: The effective date for the employee's additional compensation is the Job
Effective Date (Hire Date) that was entered when initially entering information into the
template. There is not a separate "begin date" to enter in this section.

Let's explore each of these fields.

Additional Compensation - 1a

EamingsCode  ]Q EamingsEndDate __ |&
Description | CombinationCote[  |Q,
Pay Period Amount| | Dascription | |

Combo Code Department |

Additional Compensation - 1b

Earnings End Date |_:|Eﬂ

Earnings Code l:lQ
D.EI'SEIipl.iUH | Combination Code |:|Q
Pay Period Amount| | Description | |
Combo Code I:!Eu:uarlmem.i |
Comments - 1 |

Comments
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Completing the Additional Compensation Section in TBH
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4

Here is an example of a completed additional compensation section in TBH where a
one-time bonus payment (BNS) was entered for the employee and the payment is
charged 100% to a single combination code.

Note: The effective date for the employee's additional compensation is the Job
Effective Date (Hire Date) that was entered when initially entering information into the

template. There is not a separate "begin date" to enter in this section.

Let's explore each of these fields.

Additional Compensation - 1a

EsmingsCode |Q EndDate |§
Descripon | Combination Code[____|Q,
Pay Period Am Dunl|:| D pti |—|
Combe Code D ]
Additional Comp ion - 1b
Earnings Code QL Earnings End Dalte &
i — Combinaton Cose[
Pay Period Amounl|:| ] ipti ’—|
Combe Code Deparlmem.i

Comments - 1

Comments
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Select an Earnings Code

Remember - the earnings codes describe the type of add comp the employee is to receive.
Refer to the "Earnings Code" topic for a refresher on earnings codes.

The code you enter/select is what sets this payment apart from others this employee may
receive. You can enter the earnings code directly into the field, if you know it, or search for
the code by clicking on the magnifying glass icon next to the earnings code field.

Rule: Only one add comp payment can be paid per earnings code per employee per
paycheck. An employee can receive multiple add comps using different earnings codes, but
only one payment per earnings code can be made to the employee per paycheck.

Key Points about Selecting Earnings Codes:

e Earnings codes are restricted to those appropriate for the employee to whom
you are paying the add comp. When you click on the magnifying glass icon, a
list of available earnings codes to choose from, specific to the employee,
appear. For example, you cannot use a clinical earnings code for an admin
employee at the Morningside campus. You can also enter the earnings code
directly into the field

e Once an earnings code is entered/selected, PAC will run edits and if the
earnings code passes validation, i. e. it is valid to use for the add comp
payment for the employee, it is populated on the template and the description
is displayed

o If the earnings code is not valid for the employee or dollar amount or
timeframe, select the appropriate code

Additional Compensation - 1a

Earnings Code End Date [

Description Combination Code Q,

Description
Combo Code Department

Pay Period Amount

?éck Up || Cancel |Advanced Logkup
Search Results

View 100 First (q» 1-18ef18 () Last

Eamings ,
Code Description

004 Addl Comp no Pension
005 Private Practice Guar Pension

007 Addl Comp with Pension

00g Addl Cemp no Pension

BNS Bonus

CEN Clinical Bonus

HOA Housing Allowance

HOU Housing Grant

HP2 HAP2 Housing Income Supplement
RAD Regular Adjustment

SA1 Student Officer 1

SA2 Student Officer 2
SA3 Student Cfficer 3
Summer Research with Pension
Summer Teaching with Pension
Tenure Research Program
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Let's practice selecting an add comp earnings code within a template-based hire
transaction. Remember - earnings codes are restricted to those appropriate for the
employee to whom you are paying the add comp.

Procedure

This is the "Select an Earnings Code" topic where you will learn how to enter select an earnings
code from the additional compensation section in page 2 of a hire/rehire template.

Step Action

1. This is page 1 of the hire template. After all of the information is input, click

the Labor Accounting tab.
Labor Accounting

2. Click and drag the scrollbar down to go to the additional compensation section on
the page.

3. To search for an Earnings Code, click the Look up Earnings Code button next to
the Earnings Code field.

4, Select the Earnings Code from the Search Results list. For this example, click
the BNS link.
BrS

5. Once the earnings code is selected from the Search Results, the code populates into
the field on the template and the Description also displays.

6. You have successfully completed the "Select an Earnings Code" topic. You can

now move on to the next topic "Earnings End Date" where you will learn how to
enter the earnings end date for an additional compensation payment in the hire/rehire
template.

End of Procedure.

Earnings End Date

Earnings End Date in the Additional Compensation Section in TBH

The earnings end date is required and indicates the last pay check the employee is to
receive the add comp payment. In this example, assume the employee was hired on
8/6/YYYY and is to be paid a one-time bonus. Indicating an earnings end date =
8/15/YYYY tells PAC to pay the employee for one paycheck.

Note: An Earnings End Date must fall on the end of a pay period, i.e. the 15th or last
day of the month.

Additional Compensation - 1a
Earnings Code BNS 2 Earnings End Date 08/15/2015 B

Description [500US Combination Code |1000002001 @,

Pay Period Amount | 500.000000] Description |50410-UR003343-¢

Combo Code Department |4410102 SOA Film
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Combination Codes in Additional Compensation Payments

Recall that the combination code for additional compensation payments identifies the
ChartFields to charge earnings in ARC. In the Combination Code field, enter the
combo code to which you want to charge part or all of the add comp.

Once a combo code is entered or selected using the search feature, the description
of that combo code appears in the "Combination Code Department"” field. Note that
the Combination Code Description, Combo Code Department Number and Name are
displayed. See the topic "Search for a Combo Code" for a simulation on how to
search for combo codes.

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 three ChartFields in the search criteria. When using the search
feature and after selecting the ChartField parameters, only those combo codes valid
for the earnings code selected and employee type will appear. That is, PAC will not
let you charge a combo code that is invalid for that earnings code.

Can | charge Add Comps to Foreign Department Combo Codes?

Yes, when entering add comps in template-based hire, 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.

Additional Compensation - 1a

Earnings Code :EINS |, Earnings End Date 02/28/2015 :I?E
Description [Bonus Combination Code 10002743828 |,
Pay Period Amount: 1000.000000: Description [S0910-GTO01867-1
Combo Code Department |TRAINDT Trzining C
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Combination Code Errors
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.

There are many reasons why you may get an invalid combo code error. 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, "Invalid combination code value - - press the prompt button or
hyperlink for a list of valid values." Or, "The combo code is not valid for the earnings code
selected".

Addiional Compensstion - 15 |
Earnings Code 000 N Earnings Erd Date (055312015 ]

Description |43 Comp na Pen Combanation En«ﬁmq

Message

Invalidwalue — press the promipt BUTon of Reperlink far 2 list ofvalid vahies (15,110

Thne valug antered infhe Tigld goes nod maich one of the STowabla walees, You canses tha allowable valaes 0y pressing Te Promad bulien o hyperini,

aK

Additional Cempensation - 1a

Eamings Code BNS G&; Eamings End Date [ .Eﬂ
Description [Sanus Combination Code mQ

Pay Period Amg  Message

Combo cods is notvalid for the Earning code selacled

Additional Compensati| X )
The PeoplaCede program execuled an Error slalament, which has producad this message, |

ok ]

Eamings Ci

Moo rrin

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 Inactive 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

e Project Activity Date Errors - This occurs when the transaction dates falll
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 the
Activity. If a project is active from 1/1/15 - 12/31/17, a combo code can be
created for each of the project activity segments, 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

e All ChartFields Active for the Period - Are all the ChartFields active for the
period of time for the transaction?

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

o 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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Pay Period Amount for an Add Comp in TBH

The Pay Period amount is the dollar amount paid to the employee each

paycheck. To obtain the pay period amount, you must take the total amount of the
add comp and divide it by the number of pay periods it is to be paid over and also by
the number of combo codes that are funding the earnings code (if more than one).

In this example, the total $500 payment is to be paid over one pay period, thus, the
Pay Period Amount of $500 is entered and the Earnings End Date entered is the pay
check date equal to one pay period from the employee's date of hire.

Note: An Earnings End Date must fall on the end of a pay period, i.e. the 15th
or last day of the month.

Additional Compensation - 1a
Earnings Code 009 _Qh Earnings End Date 05/31/2015 )

Description |Addl Comp no Per Combination Code'10002?4388 D§

Pay Period nrnount: 500.000000: Description |50910-GT001867

Combo Code Department |TR

Pay Period Amounts and Paychecks

Pay Period Amounts and Paychecks
Let's explore this a bit more - - -

An add comp payment is entered and final approval received on 10/2/YYYY for the
following transaction.

e Earnings code BNS for a total payment amount of $1,000 for the timeframe
10/1/YYYY - 10/15/YYYY (one pay period from the Hire Date through the
Earnings End Date). The Pay Period Amount = $1,000, i.e. PAC will pay the
employee a total of $1,000 under earnings code BNS and the employee will
receive the total amount ($1,000) in one paycheck.

An add comp payment is entered and final approval received on 10/2/YYYY for the
following transaction.

e Earnings code 009 for a total payment amount of $1,000 for the timeframe
10/1/YYYY - 11/30/YYYY (four pay periods from the Hire Date through the
Earnings End Date). The Pay Period Amount = $250, i.e. PAC will pay the
employee a total of $1,000 under earnings code 009 and the employee will
receive the total amount ($1,000) over four paychecks, $250 per paycheck.

Page 46



PAC "'J Training Guide
EST20M oan/ Template-Based Hires and Labor Accounting

Retroactive Payments and Paychecks
Let's look at that last example again changing the entry and final approval date to a
date that is past the deadline for inclusion in the first paycheck timeframe.

An add comp payment is entered and final approval received on 10/20/YYYY for the
following transaction.

e Earnings code 009 for a total payment amount of $1,000 for the timeframe
10/1/YYYY - 11/30/YYYY (four pay periods from the hire date through the
Earnings End Date. The Pay Period Amount still equals $250 and the
employee will still receive a total of $1,000 under earnings code
009. However, as the Job Effective Date (Hire Date) is prior to the current
date the past periods will be paid out on the first paycheck. For example, the
employee will receive $500 in the 10/31/YYYY paycheck and $250 in each the
11/15/YYYY and 11/30/YYYY paychecks

Important! Always calculate the Pay Period Amount and check to verify that it is
entered as intended.

Enter an Add Comp Comment

Enter an Add Comp Comment

A comment box is available at the bottom of each add comp payment section and is
required for every add comp payment. Enter the description of the add comp along
with any other information required by your department or school.

Enter in a description of the Add Comp in the "Comments" box for each add comp
payment entered. Indicate the nature and reason for the add comp and include
specific details required by your own department or school. For oversight and
auditing reasons, it is required that you make every effort to make this information as
specific as possible.

Comments - 1

Comments 'Traimng Example - - $500 additional pay for work performed for lab set from 820 - 8/31. Add|
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Template-Based Hire Labor Accounting Transaction Examples

Following are sample template-based hire labor accounting transactions.

TBH Salary Distribution with Single Funding Source by Percentage

Let's practice entering the salary distribution profile for an administrative officer by
percentage. In this example, the employee's earnings are charged 100% to a single
non-grant funding source.

Procedure
This is the "TBH Salary Distribution with Single Funding Source by Percentage" topic where you

will learn how to enter a salary distribution for a new hire whose regular earnings are charged
100% to a single combo code.

Step | Action

1. This is page 1 of the hire template. After all of the information is input, click the Labor
Accounting tab.

2. Now we are at the top of page 2 in the template where the salary distribution is entered. The
first field to enter into is the Combination Code field. In this example the combination code is
entered. For a demonstration on how to search for a combo code, reference the "Search for a
Combo Code" topic.

For this example, enter 1000001020.

Click in the Funding End Date field.

The Combination Code populates into the field. The Description for the Combo Code is
displayed as well as the Combo Code Department Number and Name.

5. Now let's indicate when this funding arrangement ends. This is an employee who is funded by
a non-grant account with no specific end date.

Enter, "06/30/2016" into the Funding End Date field. By entering the last day of the fiscal
year, PAC will rollover this funding arrangement into the next fiscal year.

Now let's click in the Percent of Distribution field to enter a percentage.

Enter the information into the Percent of Distribution field. For this example enter "100".

Press [Enter].

©|® N>

The required salary distribution is complete for this employee.

If there are no additional compensation payments (known at the time of hire) to enter, the
template can be submitted into workflow for review.

10. You have successfully completed "TBH Salary Distribution with Single Funding Source by
Percentage" topic. You can now move on to the next topic "TBH Salary Distribution with
Single Funding Source by Combo Code Amount™ where you will learn how to enter a salary
distribution charged to a single combo code by combo code amount (dollar amount).

End of Procedure.

Page 48




PAC "'J Training Guide
EST20M oan/ Template-Based Hires and Labor Accounting

TBH Salary Distribution with Single Funding Source by Combination Code
Amount

Let's practice entering the salary distribution profile for an administrative officer by
combination code amount (dollar amount). In this example, the employee's earning's
are charged to a single non-grant funding source and the entire regular earnings
dollar amount is entered.

Procedure
This is the "TBH Salary Distribution with Single Funding Source by Combo Code Amount"

where you will learn how to enter a salary distribution charged to a single combo code by combo
code amount (dollar amount).

Step Action

1. This is page 1 of the hire template. After all of the information is input, click
the Labor Accounting tab.

Labor Accouni

2. Now we are at the top of page 2 in the template where the salary distribution is
entered. The first field to enter into is the Combination Code field. In this example
the combination code is entered. For a demonstration on how to search for a combo
code, reference the "Search for a Combo Code" topic.

For this example, enter 1000001020.

3. Click in the Funding End Date field.

4, Now let's indicate when this funding arrangement ends. This is an employee who is
funded by a non-grant account.

Enter "06/30/2016" into the Funding End Date field. By entering the last day of the
fiscal year, PAC will rollover this funding arrangement into the next fiscal year.

5. Now let's click in the Combo Code Amount field to enter a dollar amount.

6. Enter the information into the Combo Code Amount field. For this example enter
"65000".

7. Note that the dollar amount is converted to a percentage. In this example it is equal

to 100% of the employee’s salary.

Press [Enter].

8. You have successfully completed the "TBH Salary Distribution with Single Funding
Source by Combination Code Amount" topic. You can now move on to the next
topic "TBH Salary Distribution Charging Multiple Combination Codes by
Percentage" where you will learn how to allocate regular earnings to more than one
combination code.

End of Procedure.
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TBH Salary Distribution Charging Multiple Combination Codes by Percentage

Let's practice entering the salary distribution profile for an administrative officer to
multiple combination codes by percentage. In this example, the employee's earnings
are charged 70% to the home department and 30% to another department where the
employee is working on a project.

Procedure
This is the "TBH Salary Distribution Charging Multiple Combination Codes by Percentage" topic

where you will learn how to enter a salary distribution for a new hire whose regular earnings are
charged to multiple combo codes by percentage.

Step Action

1. This is page 1 of the hire template. After all of the information is input, click
the Labor Accounting tab.

Labor Account

2. Now we are at the top of page 2 in the template where the salary distribution is
entered. The first field to enter into is the Combination Code field. In this example
the combination code is entered. For a demonstration on how to search for a combo
code, reference the "Search for a Combo Code" topic.

For this example, enter 1000001020.

3. Now let's indicate when this funding arrangement ends. This is an employee who is
funded by a non-grant account with no specific funding end date.

Enter"06/30/2016" into the Funding End Date field. By entering the last day of the
fiscal year, PAC will rollover this funding arrangement into the next fiscal year.

4, Next let's indicate the percentage amount to charge to the combo code indicated for
the employee's regular earnings.

Click in the Percent of Distribution field.

5. Enter the percentage amount to charge to the combo code. For this example enter
II7OII'
6. Now let's enter the remaining 30% allocation for the salary distribution.

Click in the Combination Code field.

7. Enter the combination code into the Combination Code field. For this example
enter "1000274445".
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8. Next, indicate when the funding ends for the charge.

Click in the Funding End Date field.
|

9. Enter the date into the Funding End Date field. For this example "6/30/2016".
10. Next, click in the Percent of Distribution field.
|
11. Enter the percentage amount into the Percent of Distribution field. Enter "30". We

are entering 30% because 70% was charged to the other combo code and the
employee's regular earnings are to be allocated by these percentage amounts to these
respective combo codes.

Remember, salary distributions must equal 100%.

12. The required salary distribution is complete for this employee. The regular earnings
are charged 100% to two combo codes.

If there are no additional compensation payments (known at the time of hire) to
enter, the template can be submitted into workflow for review.

13. You have successfully completed the "TBH Salary Distribution Charging Multiple
Combination Codes by Percentage" topic. You can now move on to the "TBH
Salary Distribution Charging Multiple Combination Codes by Combo Code
Amount” where you will learn how to enter a salary distribution for a new hire
whose regular earnings are charged to multiple combo codes by dollar amount.
End of Procedure.
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TBH Single Add Comp Payment Charged to One Combo Code

Let's practice entering an additional compensation for an administrative officer to a
single combination code. In this example, the employee will receive a bonus
payment equal to $1,000.00.

Procedure

This is the "TBH Single Add Comp Payment Charged to One Combination Code" topic where
you will learn how to enter a single add comp payment charged to one combo code.

Step Action

1. This is page 1 of the hire template. After all of the information is input, click
the Labor Accounting tab.

Labor Accounti

2. Now we are at the top of page 2 in the template where the salary distribution and
additional compensation payment is entered. In this example, the salary distribution
is entered.

Click and drag the scrollbar to move down to the additional compensation section.

There are six add comp sections to allow for six separate payments to be entered at
the time of hire. Begin entering in section 1.

3. First, select the earnings code for the payment.

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

4, Select the Earnings Code from the Search Results list that appears. Remember, the
earnings code describes the type of payment.

For this example the employee is receiving a bonus payment.

Click the BNS link.
BrMS

5. Next, enter the end date for the add comp, i.e. the last day it is to be paid.

Click in the Earnings End Date field.
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Step

Action

This is a one-time bonus payment. The employee is to receive the bonus payment in one
paycheck.

The payment is for a $1,000 bonus payment paid over one pay period. Since the employee's
hire date is 2/1/2015 that is when the payment begins. To end the payment after one pay
period, the end date for the payment is 2/15/2015.

Enter "2/15/2015" into the Earnings End Date field.

[ Additional Compensation - 1a

Earnings Code Q Earnings End Date EU
Description |Bonus C ination Code CL
Pay Period Amount l:l Description
Combo Code Department

Step

Action

Next, enter the combination code to charge the add comp to.

For this example, enter 1000001011 in the Combination Code field.

When you click or tab into another field, or press "Enter", the Combination Code populates
into the field. The Description for the Combo Code is displayed as well as the Combo Code
Department Number and Name.

Now let's enter the dollar amount of the add comp payment the employee is to receive each
pay period.

Click in the Pay Period Amount field.

10.

Enter the per pay period dollar amount of the add comp into the Pay Period Amount field.

The payment is for a $1,000 bonus payment paid over one pay period.
We already established the end date for the payment equal to one pay period.

Enter "1000".

11.

Press [Enter].

12.

A comment is required for every add comp example. The comments field is at the end of each
add comp payment section.

13.

The add comp payment is complete. The template can be submitted into workflow for review.

14.

You have successfully completed the "TBH Single Add Comp Payment Charged to One
Combination Code" topic. You can now move on to the "TBH Single Add Comp Payment
Charged to Multiple Combination Codes™ where you will learn how to enter a single add comp
payment charging more than one combination code.

End of Procedure.
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TBH Single Add Comp Charged to Multiple Combo Codes

Let's practice entering an additional compensation for an administrative officer to
multiple combination codes. In this example, the employee will receive a bonus
payment equal to $1,000.00 charged equally to two combo codes.

Procedure

This is the "TBH Single Add Comp Charged to Multiple Combination Codes" topic where you
will learn how to enter an add comp payment and charge that payment to more than one
combination code.

Step Action

1. This is page 1 of the hire template. After all of the information is input, click
the Labor Accounting tab.

| Labor Account

2. Now we are at the top of page 2 in the template where the salary distribution and
additional compensation payment is entered. In this example, the salary distribution
is entered charging the regular earnings to two combo codes, one charged 70% and
the other 30%.

The $1,000 additional compensation payments will be allocated to the same two
combo codes using the same percentage amounts to arrive at the dollar amount.

Personal f Job Data H Labor Accounting
Ermnployee Information

Salary Distribution - 1a

Combination Code [1 000001020 @, Funding End Date |06/30/2016 5

Description ISBSDU-URUUSEMQ-E
Combo Code Department |75UEW 06 PES ACAL
Combo Code Amount I

Salary Distribution - 1b

Combination Code |1000274445 e}

Description I53300-URUU31 18-
Combo Code Department ITRNNU? Training O
Combo Code Amount I

Salary Distribution - 1c

Combination Code N
Descrimiunl

Percent of Distribution 70.000000

Funding End Date [08/30/2018 5

Percent of Distribution 30000000

Funding End'Date \—_lEﬂ

Step | Action

3. Click and drag the scrollbar to move down to the additional compensation section.

hire. Begin entering in section la.
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Step | Action

4, First, select the earnings code for the payment.
Click the Look up Earnings Code button next to the Earnings Code field.
L

5. Select the Earnings Code from the Search Results list that appears. Remember, the earnings code
defines the type of payment.
For this example the employee is receiving a bonus payment.
Click the BNS link.
BHS

6. Next, enter the end date for the add comp, i.e. the last day it is to be paid.
Click in the Earnings End Date field.
|

7. This is a one-time bonus payment. The employee is to receive the bonus payment in one
paycheck.
The payment is for a $1,000 bonus payment paid over one pay period. Since the employee's hire
date is 2/8/2015 that is when the payment begins. To end the payment after one pay period, the
end date for the payment is 2/15/2015.
Enter "2/15/2015" into the Earnings End Date field.

8. Next, enter the combination code to charge the add comp to.
Click in the Combination Code field.

9. In this section, we will enter the first combo code that is being charged 70% of the add comp
payment.
Enter "1000001020" into the Combination Code field. This is the same combo code that is being
charged 70% of the regular earnings.

10. Now let's enter the dollar amount of the add comp payment the employee is to receive each pay

period per combo code.

Click in the Pay Period Amount field.
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11. Enter the per pay period dollar amount of the add comp that is being charged to this combo code
into the Pay Period Amount field.

The payment is for a $1,000 bonus payment of which 70% is charged to this combo code. 70% of
$1,000 equals $700. Thus enter 700.
Enter "700".

12. Press [Enter].

13. Now let's enter the rest of the add comp payment charging the remaining portion to the other
combo code.

As this is part of the same add comp, enter the next segment of the allocation in section 1b. The
first allocation was entered in section 1a.
Click in the Earnings Code field.
14. Click the Look up Earnings Code button to select the earnings code for the payment.
15. Here, select the same code used in section 1a as it is the same type of payment, bonus.
Click the BNS link.
BNS

16. Now let's indicate the Earnings End Date. The earnings end date must be the same for each
allocation within a particular earnings code. Click in the Earnings End Date field.

17. Enter "2/15/2015" into the Earnings End Date field.

18. Next, enter the second combo code that is being charged 30% of the add comp payment.

Enter "1000274445" into the Combination Code field. This is the same combo code that is being
charged 30% of the regular earnings.

19. Enter the per pay period dollar amount of the add comp that is being charged to this combo code
into the Pay Period Amount field.

The payment is for a $1,000 bonus payment of which 30% is charged to this combo code. 30% of
$1,000 equals $300. Thus enter 300.
Enter "300".

20. Press [Enter].

21. A comment is required for every add comp example. The comments field is at the end of each
add comp payment section.

22. The add comp payment is entered. The employee will receive a $1,000 add comp payment and
the combo codes will be charged $700 and $300 as indicated.

23. You have successfully completed the "TBH Single Add Comp Charged to Multiple Combo
Codes" topic. You can now move on to the "TBH Multiple Add Comp Payments" where you will
learn how to enter multiple add comp payments in the hire/rehire template.

End of Procedure.
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TBH Multiple Add Comp Payments

Let's practice entering multiple additional compensation payments for an academic
officer. In this example, the employee will receive additional pay equal to:

e 004 =$4,500
» 005 = $9,000
« Housing Grant = $18,000

Procedure

This is the "TBH Multiple Add Comp Payments" topic where you will learn how to enter
multiple add comp payments within a hire/rehire template.

Step Action

1. This is page 1 of the hire template. After all of the information is input, click
the Labor Accounting tab.

Labor Accoun

2. Now we are at the top of page 2 in the template where the salary distribution and

additional compensation payment is entered. In this example, the salary distribution
is entered.

Employee Information

Salary Distribution - 1a

Combination Code [1000001020 2, Funding End Date 76/30/2015 g

Description |53300-UR005348-1
Comho Code Department | 7506106 P&S ACAL

Combo Code Amount Percent of Distribution
I Salary Distribution - 1b
Combination Code [1000274445|Q, Funding End Date 16/30/2015 j

Description [53300-UR003118-]
Combo Code Department |TRAINOZ Training O
Combo Code Amount l—

Percent of Distribution 30.000000

Step Action

3. Click and drag the scrollbar to move down to the additional compensation section.

There are three add comp sections to allow for three separate payments to be entered
at the time of hire.

Begin entering in section 1a.

4. First, select the earnings code for the payment.

Click the Look up Earnings Code button next to the Earnings Code field.
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5. Select the Earnings Code from the Search Results list that appears. Remember, the

earnings code describes the type of payment.
For this example the employee is receiving a $4,500 add comp using earnings code
004.
Click the 004 link.
ao4
6. Next, enter the end date for the add comp, i.e. the last day it is to be paid.
Click in the Earnings End Date field.

7. This is a payment received over the course of the fiscal year. The employee is to
receive the $4,500 payment over all paychecks from the hire date (7/1/20YY)
through the end of the fiscal year (6/30/20YY).

The payments begin as of the hire date entered in the template. To end the payments
at the end of the fiscal year, the end date is 6/30/2015.
For this example, enter "6/30/2015" into the Earnings End Date field.
8. Next, enter the combination code to charge the add comp to.
Click in the Combination Code field.

9. For this example, we will charge all of the add comp payments to a single combo

code which we obtained prior and we have the number to enter.
Enter "1000274470" into the Combination Code field.
10. Now let's enter the dollar amount of the add comp payment the employee is to

receive each pay period per combo code.

Click in the Pay Period Amount field.
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Step Action

11. Enter the per pay period dollar amount of the add comp that is being charged to this
combo code into the Pay Period Amount field.

To do this, take the total payment of $4,500 and divide it by the number of pay
periods in the timeframe from the hire date through the Earnings End Date which
equals $187.50.

Hire Date = 7/1/2014

Earnings End Date = 6/30/2015
# of months =12

# of paychecks = 24

$4,500/24 = $187.50

Enter "187.50".

12. Press [Enter].

13. To recap what is entered in this section. The employee is to receive $187.50 per pay
period for the 004 add comp beginning on the hire date and ending on 6/30/2015 for
a total of $4,500.

PAC also calculates retroactive payments due. For example, if the template is
submitted and in PAC after the deadline for the 7/15/2014 paycheck, the employee
will receive any retroactive payments due.

14. A comment is required for every add comp example. The comments field is at the
end of each add comp payment section.

15. Click and drag the scrollbar to move down to the next additional compensation
section - #2.

Remember, each add comp can be allocated to four combo codes and each payment
has four entry sections, a - d. Be sure to move to the next add comp section when
entering a new add comp payment.

16. Begin entering the second add comp in section 2a.
First, select the earnings code for the payment.

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

17. Select the Earnings Code from the Search Results list that appears. Remember, the
earnings code describes the type of payment.

For this example the employee is receiving a $9,000 add comp using earnings code
005.

Click the 005 link.
ons
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Step

Action

18.

Next, enter the end date for the add comp, i.e. the last day it is to be paid.

Click in the Earnings End Date field.

19.

This is a payment received over the course of the fiscal year. The employee is to
receive the $9,000 payment over all paychecks from the hire date (7/1/20YY)
through the end of the fiscal year (6/30/20YY).

The payments begin as of the hire date entered in the template. To end the payments
at the end of the fiscal year, the end date is 6/30/20YY.

For this example, enter "6/30/2015" into the Earnings End Date field.

20.

Next, enter the combination code to charge the add comp to.

Click in the Combination Code field.

21.

For this example, we will charge all of the add comp payments to a single combo
code which we obtained prior and we have the number to enter.

Enter "1000274469" into the Combination Code field.

22.

Now let's enter the dollar amount of the add comp payment the employee is to
receive each pay period.

Click in the Pay Period Amount field.

23.

Enter the per pay period dollar amount of the add comp into the Pay Period
Amount field.

To do this, take the total payment of $9,000 and divide it by the number of pay
periods in the timeframe from the hire date through the Earnings End Date which
equals $375.

Hire Date = 7/1/20YY

Earnings End Date = 6/30/20YY
# of months =12

# of paychecks = 24

$9,000/24 = $375

Enter "375".

24.

Press [Enter].
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Step Action

25. To recap what is entered in this section. The employee is to receive $375 per pay
period for the 005 add comp beginning on the hire date and ending on 6/30/20YY
for a total of $9,000.

Remember, PAC also calculates and retroactive payments due.

26. A comment is required for every add comp example. The comments field is at the
end of each add comp payment section.

217. Let's enter the next add comp payment.

Click and drag the scrollbar to move down to the next additional compensation
section - #3.

Remember, each add comp can be allocated to four combo codes and each payment
has four entry sections, a - d. Be sure to move to the next add comp section when
entering a new add comp payment.

28. Begin entering the third add comp in section 3a.
First, select the earnings code for the payment.

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

]

29. Select the Earnings Code from the Search Results list that appears. Remember, the
earnings code describes the type of payment.

For this example the employee is receiving a $18,000 add comp using earnings code
HOA.

Click the HOA link.
Hioa,

30. Next, enter the end date for the add comp, i.e. the last day it is to be paid.

Click in the Earnings End Date field.

31. This is a payment received over the course of the fiscal year. The employee is to
receive the $18,000 payment over all paychecks from the hire date (7/1/20YY)
through the end of the fiscal year (6/30/20YY).

The payments begin as of the hire date entered in the template. To end the payments
at the end of the fiscal year, the end date is 6/30/20YY.

For this example, enter "6/30/2015" into the Earnings End Date field.
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32. Next, enter the combination code to charge the add comp to.
Click in the Combination Code field.

33. For this example, we will charge all of the add comp payments to a single combo
code which we obtained prior and we have the number to enter.
Enter "1000274470" into the Combination Code field.

34. Now let's enter the dollar amount of the add comp payment the employee is to
receive each pay period.

Click in the Pay Period Amount field.

35. Enter the per pay period dollar amount of the add comp into the Pay Period
Amount field.

To do this, take the total payment of $18,000 and divide it by the number of pay
periods in the timeframe from the hire date through the Earnings End Date which
equals $750.

Hire Date = 7/1/20YY

Earnings End Date = 6/30/20YY

# of months =12

# of paychecks = 24

$9,000/18 = $750

Enter "750".

36. Press [Enter].

37. To recap what is entered in this section. The employee is to receive $750 per pay
period for the HOA add comp beginning on the hire date and ending on 6/30/20YY
for a total of $18,000.

Remember, PAC also calculates and retroactive payments due.

38. A comment is required for every add comp example. The comments field is at the
end of each add comp payment section.

39. The add comp payment is complete. The template can be submitted into workflow
for review.

40. You have successfully completed the "TBH Multiple Add Comp Payments"

topic. You can now move on to the "TBH Multiple Add Comp Payments Charging
Multiple Combination Codes" where you will learn how to enter multiple add comp
payments in the hire/rehire template charging multiple combination codes.

End of Procedure.
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TBH Multiple Add Comp Payments Charging Multiple Combo Codes

Let's practice entering multiple additional compensation payments for an academic
officer charged to multiple combo codes. In this example, the employee will receive
additional pay equal to:

« 004 = $4,500
« 005 = $9,000
« Housing Grant = $18,000

Procedure

This is the "TBH Multiple Add Comp Payments Charging Multiple Combo Codes" topic where
you will learn how to enter multiple add comp payments within a hire/rehire template charging
more than one combination code.

Step Action

1. This is page 1 of the hire template. After all of the information is input, click
the Labor Accounting tab.

Labor Account

2. Now we are at the top of page 2 in the template where the salary distribution and
additional compensation payment is entered. In this example, the salary distribution
is entered.

Fersonal f Joh Data H Labor Accounting

7Emp|nyee Infarmation

WSaIary Distribution - 1a

Combination Code |1000001020 =8 Funding End Date 96/30/2015

Description |53300-UR005349-¢
Combo Code Department |7506106 P&S ACAL

Combo Code Amount Percent of Distribution
"Salary Distribution - 1b
Combination Code [1000274445 a Funding End Date |06,/30,2015 B

Description |53300-UR003118-]
Comho Code Department [TRAINOZ Training O
Combo Code Amount l—

Percent of Distribution 30.000000

Step Action

3. Click and drag the scrollbar to move down to the additional compensation section.

There are six add comp sections to allow for six separate payments to be entered at
the time of hire. Begin entering in section la.
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Step Action

4, First, select the earnings code for the payment.

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

5. Select the Earnings Code from the Search Results list that appears. Remember, the
earnings code describes the type of payment.

For this example the employee is receiving a $4,500 add comp using earnings code
004.

Click the 004 link.
004

6. Next, enter the end date for the add comp, i.e. the last day it is to be paid.

Click in the Earnings End Date field.

7. This is a payment received over the course of the fiscal year. The employee is to
receive the $4,500 payment over all paychecks from the hire date (7/1/20YY)
through the end of the fiscal year (6/30/20YY).

The payments begin as of the hire date entered in the template. To end the payments
at the end of the fiscal year, the end date is 6/30/2015.

For this example, enter "6/30/2015" into the Earnings End Date field.

8. Next, enter the combination code to charge the add comp to.

Click in the Combination Code field.

9. For this example, we will charge 50% of all the add comp payments to one combo
code and 50% to a different combo code which we obtained prior and we have the
number to enter. Note: Combo codes used are for training simulation only.

Enter "1000274470" into the Combination Code field.

10. Now let's enter the dollar amount of the add comp payment the employee is to
receive each pay period per combo code.

Click in the Pay Period Amount field.

Page 64




PAC "'J Training Guide
EST2004 g Template-Based Hires and Labor Accounting

Step Action

11. Enter the per pay period dollar amount of the add comp that is being charged to this
combo code into the Pay Period Amount field.

To do this, take the total payment of $4,500 and divide it by the number of pay
periods in the timeframe from the hire date through the Earnings End Date which
equals $187.50.

However, when charging a payment to multiple combo codes, determine the amount
to be charged to each combo code and enter that dollar amount in the field.

In this example, the charges for this payment are divided between two combo
codes. Let's say each combo code is to be charged equally for the payment. Thus,
$93.75 each.

Hire Date = 7/1/20YY

Earnings End Date = 6/30/20YY
# of months =12

# of paychecks = 24

4,500/24 = $187.50

$187.50/2 = $93.75

Enter "93.75".
12. Press [Enter].
13. Now let's enter the other allocation for the payment into section 1b.

We are entering this in section 1b because it is an allocation of the same payment,
payment #1.

Click in the Earnings Code field.

14. Enter "004" into the Earnings Code field.
The Earnings Code must be the same for each allocation within a particular earnings
code.

15. Click in the Earnings End Date field.

16. Enter "06/30/2015" into the Earnings End Date field.

17. Click in the Combination Code field.

18. Enter "1000289851" into the Combination Code field.

19. Enter "93.75" into the Pay Period Amount field.

20. Press [Enter].

21. A comment is required for every add comp example. The comments field is at the

end of each add comp payment section.
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22. The charge to multiple combo codes for add comp payment #1 is complete.
The employee will receive $187.50 per pay period for this add comp and the combo
codes will each be charged $93.75 for the payment.

23. To recap what is entered in this section. The employee is to receive $187.50 per pay
period for the 004 add comp beginning on the hire date and ending on 6/30/2015 for
a total of $4,500.
Each combo code will be charged $93.75 for the payment as indicated in the entries.
PAC also calculates retroactive payments due. For example, if the template is
submitted and in PAC after the deadline for the 7/15/2014 paycheck, the employee
will receive any retroactive payments due.

24. Click and drag the scrollbar to move down to the next additional compensation
section - #2.
Remember, each add comp can be allocated to four combo codes and each payment
has four entry sections, a - d. Be sure to move to the next add comp section when
entering a new add comp payment.

25. Begin entering the second add comp in section 2a.
First, select the earnings code for the payment.
Click the Look up Earnings Code button next to the Earnings Code field.

26. Select the Earnings Code from the Search Results list that appears. Remember, the
earnings code describes the type of payment.
For this example the employee is receiving a $9,000 add comp using earnings code
005.
Click the 005 link.
a0

217. Next, enter the end date for the add comp, i.e. the last day it is to be paid.
Click in the Earnings End Date field.

28. This is a payment received over the course of the fiscal year. The employee is to

receive the $9,000 payment over all paychecks from the hire date (7/1/20YY)
through the end of the fiscal year (6/30/20YY).

The payments begin as of the hire date entered in the template. To end the payments
at the end of the fiscal year, the end date is 6/30/20YY.

For this example, enter "06/30/2015" into the Earnings End Date field.
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29. Next, enter the combination code to charge the add comp to.
Click in the Combination Code field.
m Code |
30. For this example, we will charge 50% of this add comp payment to a combo code
and 50% to another combo code which we obtained prior and have the number to
enter. Note: Combo codes used are for training simulation only.
Enter "1000290466" into the Combination Code field for the first allocation.
31. Now let's enter the dollar amount of the add comp payment the employee is to
receive each pay period.
Click in the Pay Period Amount field.
t
32. Enter the per pay period dollar amount of the add comp into the Pay Period
Amount field.
To do this, take the total payment of $9,000 and divide it by the number of pay
periods in the timeframe from the hire date through the Earnings End Date which
equals $375.
Hire Date = 7/1/20YY
Earnings End Date = 6/30/20YY
# of months = 12
# of paychecks = 24
$9,000/24 = $375
$375/2 = $187.50
Enter "187.50"
33. Press [Enter].
34. Now let's enter the other allocation for the payment into section 2b.
We are entering this in section 2b because it is an allocation of the same payment,
payment #2.
Press [Enter].
35. Click in the Earnings Code field.
e
36. The Earnings Code must be the same for each allocation within a particular earnings

code.

Enter "005" into the Earnings Code field.
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Action

37.

Click in the Earnings End Date field.
1d Date |

38.

Enter "06/30/2015™ into the Earnings End Date field.

39.

Click in the Combination Code field.

ition Code |

40.

Enter "1000290504" into the Combination Code field.

41.

Enter "187.50" into the Pay Period Amount field.

42.

Press [Enter].

43.

A comment is required for every add comp example. The comments field is at the
end of each add comp payment section.

44,

To recap what is entered in this section. The employee is to receive $375 per pay
period for the 005 add comp charging $187.50 to each combo code as indicated
beginning on the hire date and ending on 6/30/2015 for a total of $9,000.

Remember, PAC also calculates any retroactive payments due.

45.

Let's enter the next add comp payment.

Click and drag the scrollbar to move down to the next additional compensation
section - #3.

Remember, each add comp can be allocated to four combo codes and each payment
has four entry sections, a - d. Be sure to move to the next add comp section when
entering a new add comp payment.

46.

Begin entering the third add comp in section 3a.
First, select the earnings code for the payment.

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

]

47.

Select the Earnings Code from the Search Results list that appears. Remember, the
earnings code describes the type of payment.

For this example the employee is receiving a $18,000 add comp using earnings code
HOA.

Click the HOA link.
HOA

48.

Next, enter the end date for the add comp, i.e. the last day it is to be paid.

Click in the Earnings End Date field.
ngs End Date |
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49. This is a payment received over the course of the fiscal year. The employee is to
receive the $18,000 payment over all paychecks from the hire date (7/1/20YY)
through the end of the fiscal year (6/30/20YY).

The payments begin as of the hire date entered in the template. To end the payments
at the end of the fiscal year, the end date is 6/30/20YYY.

For this example, enter "06/30/2015" into the Earnings End Date field.

50. Next, enter the combination code to charge the add comp to.

Click in the Combination Code field.

aﬂnnCnde|

51. For this example, we will charge 50% of the add comp payment to a combo code
and 50% to another combo code which we obtained prior and we have the number to
enter. Note: Combo codes used are for training simulation only.

Enter "1000274470" into the Combination Code field for the first allocation.

52. Now let's enter the dollar amount of the add comp payment the employee is to
receive each pay period.

Click in the Pay Period Amount field.

sumt

53. Enter the per pay period dollar amount of the add comp into the Pay Period
Amount field.

To do this, take the total payment of $18,000 and divide it by the number of pay
periods in the timeframe from the hire date through the Earnings End Date which
equals $750.

However, when charging a payment to multiple combo codes, determine the amount
to be charged to each combo code and enter that dollar amount in the field.

In this example, the charges for this payment are divided between two combo
codes. Let's say each combo code is to be charged equally for the payment. Thus,
$375 each.

Hire Date = 7/1/20YY

Earnings End Date = 6/30/20YY
# of months =12

# of paychecks = 24

$18,000/24 = $750

$750/2 = $375

Enter "375".

54. Press [Enter].
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55. Now let's enter the other allocation for the payment into section 3b.
We are entering this in section 3b because it is an allocation of the same payment,
payment #3.
Press [Enter].
56. The Earnings Code must be the same for each allocation within a particular earnings
code.
Enter "HOA" into the Earnings Code field.
57. Click in the Earnings End Date field.
ings End Date
58. Enter "06/30/2015" into the Earnings End Date field.
59. Click in the Combination Code field.
tinm inlia |
60. Enter "1000289851" into the Combination Code field.
61. Enter "375" into the Pay Period Amount field.
62. Press [Enter].
63. A comment is required for every add comp example. The comments field is at the
end of each add comp payment section.
64. The add comp payment is complete.
The charge to multiple combo codes for add comp payment #3 is complete.
The employee will receive $750 per pay period for this add comp and the combo
codes will each be charged $375 for the payment.
The template can be submitted into workflow for review.
65. You have successfully completed the "TBH Multiple Add Comp Payments"

Charging Multiple Combo Codes" topic. You can now move on to the "Saving and
Submitting Templates” where you will learn how to save and submit templates into
workflow for approver review.

End of Procedure.
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Review, Save and Submit the Transaction

Now that the financial information for the hire/rehire is entered, the salary distribution
section (required) and additional compensation payment(s) (if applicable), you are
ready to submit the transaction through workflow for review and approval. Review
the information entered for accuracy and click the "Save and Submit" button on the
bottom of the page. The transaction will leave your initiator queue and move into the
worklist of the 1st level approver(s) in the home department.

Save the Transaction for Later

If you are not ready to submit the transaction because you are waiting for information

or need to confirm an item entry, click the "Save for Later" button and the transaction

will remain in initiator status where you, and only you, can access it and update it with
new information.

How do | access a saved transaction?

When you save a template-based hire transaction for later, the transaction is saved
on the initiator's home page in the "Draft Hires to Process" section. Navigate to the
"Template-Based Hire" link and any saved transactions appear in the Draft Hires to
Process section of the page. The transaction can be accessed and updated, if
needed, and submitted into workflow.

Note: If a transaction was saved for later, and not yet submitted into workflow, it can
be deleted. Simply click the box next to the employee name and then select the
"Delete Selected Names" button and the transaction will be deleted.

Quit Without Saving
To return to the Search page without saving any entered information, click the "Quit
Without Saving" button.

Return to Previous Page
To return to the prior page of the template, click the "Previous" button.

Return to Previous Page
Save and Subrmnit ] [ Save for Later Quit Without Saving

Page 71



Training Guide PAC __L"-T;
Template-Based Hires and Labor Accounting EST.2004 ,/

Save the Transaction for Later

Let's practice saving an entered template-based hire transaction to submit at a later
time.

Procedure

This is the "Save the Transaction for Later" topic where you will learn how to save a template-
based hire transaction to access at a later time.

Step | Action

1. This is page 2 of a template. In this example, the Salary Distribution and an Add Comp was
entered. Before submitting into workflow, let's Save the Transaction for Later.

-

Mew Window | Help | Personalize Page | (&

Goto Bottorn of page

Template Based Hire/Rehire

EnteriReview the employee information

Step | Action

2. Click the Go to Bottom of page button.
0 to Bottom of page

3. These action buttons appear at both the top and the bottom of the page. We are at the bottom of
the page.

To save the transaction to access at a later time, click the Save for Later button.
Save for Later

Template Based Hire/Rehire

The person you entered was saved in Draft status. vou will need to complete the termplats for this person befal
v itwill e sentto the next Manager for approval

Step | Action
4. A Save for Later Confirmation appears.

Click the OK button.

0K
5. The transaction now appears in the Draft Hires to Process section of the Initiator's Template-
Based Hire Page in PAC.
6. You have successfully completed "Save the Transaction for Later" topic. You can now move on

to the next topic "Access a Saved for Later Template-Based Hire Transaction" where you will
learn how to access the saved template-based hire transaction.
End of Procedure.
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Access a Saved for Later Template-Based Hire Transaction

Let's practice accessing a saved transaction that was not submitted into workflow.

Procedure

This is the "Access a Saved for Later Template-Based Hire Transaction" topic where you will
learn how to access a saved for later template-based hire transaction in PAC.

Template Based Hire/Rehire

Select a ternplate and press Create Transaction

Transaction Template (27

Transaction Type [al

Select Template [HIRE-ADMIN @

]

Hire 2l types of Administrative Staff

Create Trangaction

Transaction Type [AIl
Transactions in Progress

Select Transaction Type Effective Date  Hame

‘ - HIRE 020372015

George Eliot

r HIRE 02/08/2015 John Smith

[ Delete Selected Transactions

GoTo Hire/Rehire Status

=1 Refresh
Personalize | Find | 2|
PersonID Action

MNEW Hire

NEW Hire

First ‘4 1-2072 M Last

Country
United States

United States

Step Action

1. From the Draft Hires to Process section of the Initiator's Template-Based Hire Page,

click on the Employee Name to

John Smith

access the saved template.

For this example, click the John Smith link.

Template Based Hire/Rehire

Hame .ohn Smith

The following information is reguired before hiring or rehiring a Person.

Template Hire all types of Administrative Staff
Organizational Relationship Employee

Country United States

Category Code Administrative Paositions
‘Employee D [NEW |
*Joh Eff Date {Hire Date) 0270952015 )

Action Hire

Reason Code MNew Hire

Continue | cancel

Step Action

2. You will be brought to the Hire Details box where the Hire Date was entered. The

fields are still open which allows for entry of any changes.

Click the Continue button.
Continue
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EnterfReview the employee information.

| Personal ! Job Data ” Labor Accounting

Ermployee Information

Mational 1D (SSH)

ID (SSN) [122556729

Frirmary Mame - English
*Name Prefix | Dr -1
*First Name [Jofin |
Middle Name | |
“Last Name [Smith |

HName Suffix I 'I

Home/Permanent Address (Required)

*Address Type I Home 'I “Coun|

*Address Line 1 |1 234 Main Street
Address Line 2 |

Address Line 3 |
I

Step Action

3. Now we are at page 1 of the template. Note the fields are still open to allow for
changes.
Click the Labor Accounting tab to advance to page 2 of the template.

Labor Accounting

4, Now we are at page 2 of the template. Note the fields are open to allow for data
entry.

5. You have successfully completed "Access a Saved for Later Template-Based Hire

Transaction™ topic. You can now move on to the next topic "Save and Submit a
Template-Based Hire Transaction™ where you will learn how to submit a template-
based hire transaction into workflow.

End of Procedure.
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Save and Submit the Template-Based Hire Transaction

Let's practice saving and submitting a template-based hire transaction.

Procedure

This is the "Save and Submit a Template-Based Hire Transaction™ topic where you will learn how
to submit a template-based hire transaction into workflow.

Comments |
Comments lﬁl
Return to Previous Page
saveandsupmit || Saveforlater || QuitWithout Saving
Goto Top of page
L
Step | Action
1. This is page 2 of a new hire template. We saw how to advance from selecting a template to

page 1 and through to page 2. On page 2 at both the top and bottom of the page is the "Save

and Submit" button. Clicking this button saves and entered data and submits the transaction
into workflow for review.

Click the Save and Submit button.
Save and Submit

Favorites = ‘ Main Menu~ > Manager Self Service ~ > Job and Personal Information = » Hire/Rehire Employel

PAG T

Submit Confirmation

v The HirelRehire transaction has been saved and sent to the 1t Approver in the Home department for approval

Step | Action

2. A confirmation appears. Click the OK button.

3. Once the "OK™" button is clicked on the confirmation page, you are returned to the Initiator's
template-based hire home page.

If the transaction was saved prior, note that the transaction no longer appears in the Draft
Hires to Process Queue.

4. You have successfully completed the "Save and Submit a Template-Based Hire Transaction™
topic. You can now move on to the next lesson, "Template-Based Hire Workflow" where you
will learn the workflow for template-based hire transactions.

End of Procedure.
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Submit Paper TBH and Labor Accounting Forms

Submit Paper TBH and Labor Accounting Forms

There are a few exceptions when you cannot hire someone using TBH. These
situations require you to submit a paper hire/rehire form along with a paper Labor
Accounting Form (PAC) - Salary Distribution and Additional Compensation
(http://finance.columbia.edu/forms/index.html#hrpc) to the HRPC.

o Employees without a social security number

o Employees hired with multiple jobs

o Employees who were hired more than 3 months prior to the date you are
initiating the transaction

e Academic personnel with stipends (postdoctoral research fellows and
postdoctoral clinical fellows

e Academic personnel who are reappointed on rosters

e Academic personnel going on leave immediately upon hire

The paper hire/rehire forms are the New Hire Personnel Action Form, used for
administrative staff and the Nomination Form, used for academic hires. For more
information on using paper hire/rehire forms, visit the HR Manager Toolkit
(http://hr.columbia.edu/) on the HR Website.
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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 are allocated to combo codes that are no longer active, the
expense defaults to departmental suspense. Entering salary distributions at the time
of hire greatly reduces dollars allocated to suspense because the regular earnings
are allocated as of the hire date.

Salary Distributions when a Grant is not Established
What happens if the Salary Distribution is to be charged to a Grant that is not yet
established?

Each department has a default combination code and you may charge this

code. 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 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.

Once the grant is established, the salary distribution profile must be modified to
allocate earnings to the correct combination code(s) as well as to move dollars out of
suspense and into the correct combination code(s). This step is completed by either
creating a retroactive salary distribution or a salary distribution and a separate cost
transfer transaction. Training for these functionalities is available in the Course
Catalog on the HR Website.
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Template-Based Hire Transactions Workflow

This is the Template-Based Hire Workflow lesson of the Template-Based Hires and
Labor Accounting course. Upon completion of this lesson, you will be able to:

o Recall the Template-Based Hire Transaction Workflows and the required
approval levels

e Using the Payroll Calendar, understand the relationship between the Initiated
Date, Approved Date and Template-Based Hire Transactions

Estimated Time to Complete Lesson: 2 minutes

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

Template-Based Hire Transactions Workflow

Hire/Rehire Workflow
Below is a representation of the Hire Rehire workflow. This is the path followed when
submitting Template-Based Hire transactions.

Department School Campus
T r——— ey B p :
H i i | cumc || 1| cumc |1

T |Acad Appts.| Controller
e T ! p 2% Level | | | ! H
: Foregn ] 1 Reviewer ! 1 [
Funding [}
| I When
A ! 1
CuUmMC ! I | requiredfor 1
| When ) : | Academic :
| required; | | Appointments |
I asmany o __ 1
! 1

o
Department Department/School Campus

_______________ | | |
i - ! Foraign ! 2" Level
=4 Funding | Approver

Initiator Approver 2™ Lavel | 1

_______________ Fl ” 1

Foreign
Funding

required for |

1
I
I
I
I
!
I
Morningside H
I
I
I
I

Approver
Wh ! Academic
ie"d, W?'e" 1 Appointments !
required; applicable | !
asmany | 0000000000000 mmemmmmm—e I emmmm——— 1
|_8sneeded |

The Initiator gathers and enters information into the transactian pages. The transaction then moves to the approver(s} who review and approve the
transaction. The Human Resources Processing Center (HRPC) is the final stop along the workflow and completes the hire process and adds the person
into PAC, There are several levels of approvers in the Hire Rehire workflow. The number of approvers required to review and approve a transaction
is determined by the type of hire and the funding department(s).

Earnings charged outside the admin department will be approved by the foreign funders. 2nd Level Approvers provide the next level of review.
Academic transactionsare approved by the Office of Faculty Affairs at CUMC or by the school or department at Morningside.

The Graduate School of Arts and Sciences approves all student officer appointments for the Arts and Sciences. Administrative transactionsare
approved by the Payroll Office at CUMC or by the school or department at Morningside. 3rd Level Approvers provide the final level of review.
Academic transactionsare approved by the Payroll Office at CUMC or by the Provost's Office at Morningside. There is no 3rd level approval required
for administrative transactions.

Only the Initiator or 1* Approver in the admin department can make changes toa template. If any subsequent approver needs to make changes,
he/she must recycle tha transaction so the admin department 1st level approver can make the requested changes.
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Template-Based Hire Transactions and the Payroll Calendar
Now that we reviewed workflow, let's review the relationship between the Initiated
Date, Approved Date and Template-Based Hire Transactions.

The initiated date is system generated when the transaction is created. 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. Next, the transaction goes to the 2nd level approval, if needed, and then on
the 3rd level, for final approval.

As per the CUMC or Morningside Payroll Calendar, if final approval of the template
occurs in advance of the PAF, Nomination Forms & TBH Date listed for the pay
period, the template will be routed to the HRPC for completion of the manage hire
process and entry into PAC. The employee will receive a pay check as of the Check
Date listed along with any retroactive pay due. The employee will also be assigned
an employee ID and will be able to enroll in the Columbia University Benefits (as
eligible).

If the template receives final approval after the PAF, Nomination Forms & TBH Date
for a payroll, the template will be routed to the HRPC for completion of the manage
hire process and entry into PAC, however, the employee will not receive pay until the
following pay period.

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

Note the date for hirefrehire transactions to receive final approval, and thus received by HREC, to
ensure entry into PAC effective for that pay period.

/

Columbia University l-E{ Calendar for July 2012 to June 2013
FAF, Namlaarion
Farmz & TEH . Labar Acconsnsg Add Camp
= = FFE Entry Period
Type of Pavrell Fay Fun ID Farlod Covarsd H.R'.PCB;:MCL«::::: Dupt. Admin. Fimal Apprave \hn?nw'b Chack Date
El]
Eiweeklr BWE-12-027 08112 070112 P 062712 - 03913 f70812 aa012
TWeskly EWE.12-027 S8R -070102 Fri 087727011 062712 - 062912 QTR 0I0ET01T
Semi-Monthly SMP-12013 8101/12 - 0715012 Fri 04252012 P 842512 Fri 070412 0311712 0132012
Weeklr WHEL-12-02E L M L Fri G629/ I0010 704012 - 0702 071112 971332012
Biweekly BWE-13-02% [ b e b Mom 07092012 A1L12 - G0 LE 071812 2
Weeklr EWE-13-079 02R12-0TET M2 07092012 071112 - 06T 071812
Wiskly WHLL2-030 o7/1812 - 0722112 Mem 07162012 | 031812072512 G182 07272012
Semi-Meathlr SAP-12-014 IR -073102 Fri 0772001011 Wed 07 1R Wed 072512 077872 97312012
Sripemd | Rosiree TR-12.00 2390117 08512 InoTagnn grasa 03712012
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This is the Transaction Status and Location lesson of the Template-Based Hire and
Labor Accounting course. Upon completion of this lesson, you will be able to:

e Determine Status and Location of Transactions

Estimated Time to Complete Lesson: 5 minutes

Template-Based Hire Status-Initiators

Template-Based Hire Status Page - Initiators

In the Job and Personal Information folder, there is also a page accessible to
initiators where you can see which hire/rehire transactions are pending approval by
an approver or processing by HRPC, or that have been denied by an approver or
HRPC, or processed by HRPC.

To view the status of a template-based hire that you as the initiator submitted, click
on the Hire/Rehire Status link from within the Job and Personal Information folder.

Note: The Template-Based Hire Status Page provides a view only status of template
transactions initiated by yourself as the initiator. A transaction is not accessible from
this page, only viewable. You cannot see other Initiator's transactions from this page.
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Navigate to Template-Based Hire Status-Initiators

Let's navigate to the Template-Based Hire Status page where Initiators view the
status of submitted hire/rehire templates.

Procedure

This is the "Navigate to Template-Based Hire Status-Initiators" topic where you will learn how to
search for the status of submit template-based hire transactions submitted by yourself as the
initiator. Remember, this is a view only page of the Initiator's transactions. You cannot see other
Initiator's transactions in this page.

Step Action

1. Click the Main Menu button.

Main Menu =

2. From the PAC Main Menu, click the Manager Self Service menu.
(1 Manager Self Service ¢
3. Click the Job and Personal Information menu.
[0 Joband Personal Information b
| Favorites - ‘ Main Menu - |
| Search Menu: Home ||
ne sy o
R | 3 SelfSemvice r |
[Menu 3 Manager Self Service T l
— C3 Payrall for North Amerid (3  Joband Personal Infory )
o 01 Manager Reports In.mwdualJob Summary
Worklist £ Gompensation Wiew Employee Personal Info
PeapleTols C3 LaborAccounting Exdenslons
Change My Password Hospital Affiliations
Hire/Rehire Employes
Hire/Rehire Status
Hire/Rehire Attachments
Terminate Employee

Step Action

4, Click the Hire/Rehire Status menu.
|=] Hire/Rehire Status

5. You arrive at the Template-Based Hire/Rehire Status page.

Note that the information is only viewable and cannot be accessed from this page.

6. You have successfully completed the"Navigate to Template-Based Hire Status-
Initiators™ topic. You can now move on to the next lesson, "Pending Transactions
Page" where you will learn how to view Pending Transactions for all labor
accounting transactions.

End of Procedure.

Page 81



Training Guide PAC *J
Template-Based Hires and Labor Accounting EST.2004 ,/

Locating Transactions in Workflow - Approver View

Workflow Status

Approvers access transactions submitted into workflow via the Worklist. Within the
worklist 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, contact a department approver(s) who can locate where a
transaction is in the workflow.

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.

Page 82



PAC "'J Training Guide
EST. 2004 ¢ ,/1 Template-Based Hires and Labor Accounting

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:
Template-Based Hires and Labor Accounting Transactions Course Training Guide

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

TBH Academic Hire/Rehire Workflow

TBH Administrative Hire/Rehire Workflow

Create a Combo Code Job Aid

Search Combo Codes Job Aid

ChartFields, ChartStrings and Combo Codes in PAC

Websites:

HR Manager Toolkit (http://hr.columbia.edu/helpful-tools/hr-manager-toolkit)
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/helpful-tools/hr-manager-toolkit/human-
resources-service-center)

Knowledge Assessment

Congratulations! You have successfully navigated through the instructional portion of
Template-Based Hire and Labor Accounting 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 (a passing grade of
90%) is required to receive credit for the courses and to gain access to the Template-
Based Hire functionality 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.

Template-Based Hire and Labor Accounting Transactions Knowledge Assessment
_April 2015 (https://courseworks.columbia.edu/samigo-
app/servlet/Login?id=0cadee8b-c782-4c51-ba50-7f2bd2add6431429126334381)

Estimated Time to Complete Assessment: 10 minutes
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Add Comp Additional Compensation Payment. Also known as Additional Pay
or Add Pay.
ARC : . : ,
Accounting and Reporting at Columbia, our finance system.
ChartFields

ChartStrings

Combination
Code

Combination
Code Amount

Combo Code

Combo Code
Amount

Earnings Code

Field

Funding End

Date

Labor
Accounting

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.

The combination of ChartFields and the level at which accounting
charges and credits are applied.

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.

In add comp transactions, the combination code amount is the
dollar amount of the Total Earnings Code Payment charged to a
particular ChartString. In salary distribution transactions it is the
dollar amount of the salary to be charged to the ChartString.

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.

In add comp transactions, the combo code amount (or combination
code amount) is the dollar amount of the Total Earnings Code
Payment charged to a particular ChartString. In salary distribution
transactions it is the dollar amount of the salary to be charged to
the ChartString.

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

An area on a page that displays or requires data.

The end date on an employee's salary distribution profile which
indicates the last day the employee’s regular earnings should be
charged to the combo code.

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

PAC 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.

Z?%/OZ?]TOd The dollar amount of an add comp payment an employee will
receive each pay period. It is calculated by PAC in the Add Comp
module and user calculated in Template-Based Hire.

PC

Petty Cash - cash held in department for small or emergency
purchases.

Period Amount . . .
The Period Amount is the amount of regular earnings to allocate for

the timeframe beginning on the Profile Effective Date through the
Funding End Date. It is used to calculate the percent distribution
when a combo code amount is entered. Used in Salary
Distribution transactions.

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.

Receivin :

ing A system record of goods received from purchase orders.

Salary . .

Distribution The process by which departments communicate charges to the
University’s accounting system, ARC, for regular earnings for
faculty and staff.

TBH . . - .
Template-Based Hire. A function within PAC where new hire and
rehire transactions are initiated electronically in the departments
and schools through PAC templates.

Workflow

The routing of transactions based on rules.
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