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Supplemental Job Aid

Date: 08/05/2014 

Target Audience: Departmental Labor Distribution Processor and Maintainer

Purpose: This Supplemental Job Aid provides instructions for using the Labor Distribution error reports and the Budget Check Exceptions page to research errors that prevent payroll costs from being distributed by the Labor Distribution Process. The reports and pages are:
· Payroll Table Error Report
· Chartfield Edit Error Report
· Budget Check Error Report
· Budget Exceptions Page
Using the Payroll Table Error Report:
The Payroll Table Error Report is a query (ZZ_PAYROLL_ERR) that lists all payroll records for which Accounting Entries could not be generated and gives the reason why. 
Step 1: Navigate to the Query Viewer page and to the Payroll Table Error Report:
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer
· “Search By” field defaults to “Query Name”
· Enter “ZZ_PAYROLL_ERR” and click the Search button
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Step 2: Click the HTML hyperlink to run the report to HTML (or click the appropriate hyperlink to run to Excel or XML):
 [image: ]

Step 3: Enter the “Business Unit”:
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Step 4: Click the View Results button:
[image: ]

Step 5: Use the information provided to make corrections to the configuration to resolve each of the errors. Possible Error Messages and the needed corrective actions are:
1. “Employee ID not in Employee Option Record”: The “Employee ID” is not configured for the “Business Unit”. Follow departmental procedures for determining how the employee should be configured, then follow the instructions that are provided in training class LD102 to configure the employee. If the employee’s SSN has not yet been assigned a FI$Cal Employee ID, follow the procedures for requesting that the FI$Cal Service Center add the employee to FI$Cal.
2. “Employee Group ID (Payroll Agency Code and Reporting Unit) not in Employee Group Record”: The Group ID (Payroll Agency Code and Reporting Unit) identified on the Employee Options page for the “Employee ID” is not configured. Because the Group ID was validated when the Employee Options page was saved, this means that the Group ID was later inactivated. Follow departmental procedures to determine how the employee should be configured to determine whether the Group ID should be changed on the Employee Options page or the Group ID should be re-activated on the Employee Group Options page, and then make the change. Refer to training class LD102 for information on how to configure Employee Options and Employee Groups. 


3. “Payment Type/Suffix not in Payment Type Options”: The Payment Type and Suffix or the Payment Type with Suffix blank are not configured in Payment Type Options. To determine the Payment Type and Suffix values, run the Payroll Headers query:
· Navigate to the Query Viewer page as described in Step 1
· Enter “ZZ_LD_PAYROLL_HEADERS” and click the Search button
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· Click the HTML hyperlink to run the report to HTML:
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· Enter the “Business Unit”, the “Fiscal Year” and “Accounting Period” of the payroll file that is being processed and click the View Results button:
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· The Payroll Header records that meet the criteria are listed:
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· Find the row where the following values match:
	ZZ_PAYROLL_ERR Column
	ZZ_LD_PAYROLL_HEADERS Column

	Employee ID
	Emp ID

	Payroll Sequence Number
	Payroll Seq No



Find the values in the “Payment Type” and “Suffix” columns in that row. Configure the Payment Type and Suffix as described in Job Aid FI$Cal.165 Updating Payment Type Options. A complete list of Payment Types and Suffixes and their descriptions can be found in the Payroll Procedures Manual on the State Controller’s Office Website.


4. “Benefit Type not in Benefit Type Options”: The Benefit Type is not configured in Benefit Type Options. To determine the Benefit Type and associated values:
· Navigate to the Query Viewer page as described in Step 1
· Enter “ZZ_LD_PAYROLL_BENEFITS” and click the Search button
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· Click the HTML hyperlink to run the report to HTML:
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· Enter the “Business Unit”, the “Fiscal Year”, and “Accounting Period” of the payroll file that is being processed, and click the View Results button:
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· The Payroll Benefit records that meet the criteria are listed:
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· Find the row where the following values match:
	ZZ_PAYROLL_ERR Column
	ZZ_LD_PAYROLL_BENEFITS Column

	Employee ID
	Emp ID

	Payroll Sequence Number
	Payroll Seq No

	Line Number
	Payroll Line No



Find the values in the “Benefit Type”, “Short Desc”, “Value Source”, and “Amount ID” columns in that row. The “Short Desc” column identifies the type of benefit. Configure the “Benefit Type”, “Value Source”, and “Amount ID” for the Business Unit as described in Job Aid FI$Cal.181 Updating Benefit Type Options. 
NOTE: If the “Amount ID” is ‘S’, the related amount is a State share amount. If the “Amount ID” is ‘A’, the related amount is an Administrative Cost amount. 
5. “Clearance Type Code not in Payroll Code Options”: Notify the FI$Cal Service Center.
6. “Adjustment Type not in Payroll Code Options”: Notify the FI$Cal Service Center.

Using the Chartfield Edit Error Report:
The Chartfield Edit Error Report is a query (ZZ_CHARTFLD_ERR) that lists all Accounting Entries that failed Combination Edits and identifies the error related to each. Key information provided on each line of this report is:
· The error message
· The source of the “Account”, “Alternate Account”, and all other ChartFields to assist in determining whether the configuration or a Personal Activity Sheet (PAS) must be corrected. (NOTE: If the Account is Pending Cash – Labor Distribution rather than a Personal Services value, the Accounting Entry was generated by the IntraUnit Processor. Corrections are not needed for entries generated by the IntraUnit Processor. These entries are deleted and then regenerated from the distribution entries each time Labor Distribution is run.)
· The Pay Period Year and Month: This is used to determine the “Effective Dated” row in all Labor Distribution configuration that was used to generate the Accounting Entry
· The “Employee ID” of the employee: This is used if the employee’s defaults or employee group’s defaults must be corrected or the employee must be contacted to provide a corrected PAS
· The PAS Agency Code and PAS Rept Unit from a group PAS (if applicable): This is used if the submitter of a group PAS must be contacted to provide a corrected PAS
· The Position Number (Agency Code, Reporting Unit, Class Code, Serial Number) from the payroll record: The Agency Code and Reporting Unit are used if the configuration in the “Reporting Unit Translation” table must be corrected

Step 1: Navigate to the Query Viewer page and to the Payroll Table Error Report:
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer
· Search By defaults to “Query Name”
· Enter “ZZ_CHARTFLD_ERR” and click the Search button
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Step 2: Click the HTML hyperlink to run the report to HTML:
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Step 3: Enter the “Business Unit” and click the View Results button:
[image: ]
Step 4: To download the results, click the Excel Spreadsheet, CVS Test File, or XML File hyperlink:
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NOTE: To view the entire length and width of the query results, use the scroll bars on the page. Scrolling right, the following additional columns are shown:
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Rows with the same Labor Dist ID and LD Line No are for the same Accounting Entry. 
Step 5: Analyze the errors on the report and determine the corrective action needed. The following information is provided to assist in determining the configuration or Activity Sheet that must be updated to resolve each error:
	Report Column
	Description

	Fiscal Year
Period
	This is the Fiscal Year and Period of the payroll file.

	Emp ID
	This is the Employee ID in the payroll record and in the Accounting Entry.

	Labor Dist ID
	This is informational. Labor Distribution ID is used to group Accounting Entries that must post to Commitment Control and the General Ledger at the same time. 

	LD Line No
	This is informational. Each Accounting Entry with the same Labor Distribution ID is assigned a unique Labor Distribution Line Number.

	Trans Date
	This is informational. Transaction Date identifies the date that the Accounting Entry was generated.

	Error Message
	This identifies the specific error that was issued.

	Acctg Date
	This is the Accounting Date in the Accounting Entry.

	Pay Period Year
Pay Period Mon
	These values are from the payroll record. They are used by Labor Distribution to select the correct Effective Dated row for all Labor Distribution configuration. 

	Amount
	This is the monetary amount.

	(Various Chartfields)
	These are the ChartField values in the Accounting Entry.

	Account Source
	This identifies the source of the Account value. Possible sources are:
· Business Unit Options
· Reporting Unit Translation
· Serial Number Options
· Class Type Options
· Payment Type Options
· Payment Type Mapping
· Employee Options
NOTE: If the Account is the value for Pending Cash – Labor Distribution, the Accounting Entry was generated by the IntraUnit Processor. These entries inherit other ChartField values from the Accounting Entries that they are balancing. They are deleted and then regenerated from the distribution entries the next time that the Labor Distribution Process is run. They are corrected by correcting the distribution entries.

	Alt Account Source
	This identifies the source of the Alternate Account value. Possible sources are:
· Business Unit Options
· Reporting Unit Translation
· Serial Number Options
· Class Type Options
· Payment Type Options
· Payment Type Mapping
· Employee Options

	Other CF Source
	This identifies the source of all ChartField values other than Account and Alternate Account. Possible sources are:
· Activity Sheet
· Business Unit Options
· Employee Defaults
· Employee Group Defaults
· Reporting Unit Translation
· Payment Type Options
· Task ID – Activity Sheet
· Task ID – Employee Defaults
· Task ID – Employee Group Defaults

	PAS Agency Code and PAS Rept Unit
	If the Chartfield values on the line are from an Activity Sheet (Other CF Source is “Activity Sheet” or “Task ID – Activity Sheet”) and the Activity Sheet is a group Activity Sheet, then these identify the Agency Code and Reporting Unit on the Activity Sheet. (Note: if the Activity Sheet is an individual Activity Sheet, these are blank.) 

	Task ID
	If the ChartField values on the line are from a Task ID, then this identifies the Task ID.

	Agency Code,
Reporting Unit,
Class Code, 
Serial Number
	This identifies the employee’s Position Number in the payroll record. If Account Source, Alt Account Source, or Other CF Source is “Reporting Unit Translation”, then this identifies the Agency Code and Reporting Unit in the Reporting Unit Translation table entry.



If Other CF Source = “Activity Sheet”, it may be necessary to contact the employee or supervisor, based on departmental procedures, to obtain a corrected Activity Sheet.


Using the Budget Check Error Report:
The Budget Check Error Report is a query (ZZ_BUDGET_ERR) that lists all errors and warnings that were issued for a department’s Accounting Entries during Budget Checking. The query results may include multiple lines for the same Accounting Entry. Each line identifies one error or warning. If the “Message Code” begins with an “E”, it is an error. If the “Message Code” begins with a “W”, it is a warning. The error or warning message is in the “Message column.”
Accounting Entries with only warning lines have been posted to Commitment Control. No action is required for these Accounting Entries. Accounting Entries with an error message are not posted to Commitment Control. These must be researched and corrective action must be taken. The Labor Distribution Process must then be run again to see if the errors are resolved.
The key information provided on this report is the same as described above for the ChartField Edit Error Report. 
Step 1: Navigate to the Query Viewer page and to the Payroll Table Error Report:
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer
· Search By defaults to Query Name 
· Enter “ZZ_BUDGET_ERR” and click the Search button
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Step 2: Click the HTML hyperlink to run the report to HTML:
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Step 3: Enter the “Business Unit” and click the View Results button:
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Step 4: To download the results, click the Excel Spreadsheet, CVS Test File or XML File hyperlink:
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NOTE: To view the entire length and width of the query results, use the scroll bars on the page. Scrolling right, the following additional columns are shown:
[image: ]
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Rows with the same Labor Dist ID and LD Line No are for the same Accounting Entry. As shown above, an Accounting Entry may have more than one error or warning. If the same message is shown multiple times for an Accounting Entry, this means that the same message was issued while Budget Checking more than one Ledger Group. 

Step 5: Analyze the errors on the report and determine the corrective action needed. More detailed information on the errors and warnings is provided on the Labor Distribution Budget Exceptions Page that is documented below.


The following information is provided to assist in determining what must be updated to resolve each error:
	Report Column
	Description

	Fiscal Year
Period
	This is the Fiscal Year and Period of the payroll file.

	Emp ID
	This is the Employee ID in the payroll record and in the Accounting Entry.

	Commitment Control Tran ID
	Transaction ID assigned to the Accounting Entry by Commitment Control: This provides a link between the Accounting Entry and the Commitment Control Transaction on the Labor Distribution Budget Exceptions page. (Note: All Accounting Entries with the same Labor Distribution ID have the same Commitment Control Transaction ID. If they do not pass Budget Checking, they are regenerated based on the current configuration and Activity Sheet (if applicable) each time Labor Distribution is run until they pass Budget Checking. Each time they are regenerated, they have the same Labor Distribution ID and Commitment Control Tran ID.

	Commitment Control Tran Line
	Transaction Line Number assigned to the Accounting Entry by Commitment Control: This provides a link between the Accounting Entry and the Transaction Line on the Labor Distribution Budget Exceptions page.

	Commitment Control Tran Date
	The first date that the Commitment Control Transaction ID was Budget Checked: This date does not change if the Accounting Entries do not pass Budget Checking and are regenerated in subsequent Labor Distribution runs.

	Labor Dist ID
	Labor Distribution ID is used to group Accounting Entries that must post to Commitment Control and the General Ledger at the same time. This also provides a link between the Accounting Entry and the Commitment Control Transaction on the Labor Distribution Budget Exceptions page.

	LD Line No
	This is informational. Each Accounting Entry with the same Labor Distribution ID is assigned a unique Labor Distribution Line Number.

	Trans Date
	This is informational. Transaction Date identifies the date that the Accounting Entry was generated.

	Message Code
	This is the Message Code that was issued by Commitment Control. It is translated in the Message column. If the Message Code begins with an “E”, it is a fatal error. If the Message Code begins with “W”, it is a warning. If there are any fatal errors in Accounting Entries with the same Commitment Control Tran ID, the Accounting Entries are not posted to Commitment Control. The errors must be corrected, and Labor Distribution must be run again.

	Message
	This identifies the specific error or warning message that was issued.

	Acctg Date
	This is the Accounting Date in the Accounting Entry.

	Pay Period Year
Pay Period Mon
	These values are from the payroll record. They are used by Labor Distribution to select the correct Effective Dated row for all Labor Distribution configuration.

	Amount
	This is the monetary amount.

	(Various Chartfields)
	These are the ChartField values in the Accounting Entry.

	Account Source
	This identifies the source of the Account value. Possible sources are:
· Business Unit Options
· Reporting Unit Translation
· Serial Number Options
· Class Type Options
· Payment Type Options
· Payment Type Mapping
· Employee Options
NOTE: If the Account is the value for Pending Cash – Labor Distribution, the Accounting Entry was generated by the IntraUnit Processor. These entries inherit other ChartField values from the Accounting Entries that they are balancing. They are deleted and then regenerated from the distribution entries the next time that the Labor Distribution Process is run. They are corrected by correcting the distribution entries.

	Alt Account Source
	This identifies the source of the Alternate Account value. Possible sources are:
· Business Unit Options
· Reporting Unit Translation
· Serial Number Options
· Class Type Options
· Payment Type Options
· Payment Type Mapping
· Employee Options

	Other CF Source
	This identifies the source of all ChartField values other than Account and Alternate Account. Possible sources are:
· Activity Sheet
· Business Unit Options
· Employee Defaults
· Employee Group Defaults
· Reporting Unit Translation
· Payment Type Options
· Task ID – Activity Sheet
· Task ID – Employee Defaults
· Task ID – Employee Group Defaults

	PAS Agency Code and PAS Rept Unit
	If the ChartField values on the line are from an Activity Sheet (Other CF Source is “Activity Sheet” or “Task ID – Activity Sheet”) and the Activity Sheet is a group Activity Sheet, then these identify the Agency Code and Reporting Unit on the Activity Sheet. (Note: if the Activity Sheet is an individual Activity Sheet, these are blank.) 

	Task ID
	If the Accounting Entry is related to a Task ID, this identifies the Task ID.

	Agency Code,
Reporting Unit,
Class Code, 
Serial Number
	This identifies the employee’s Position Number in the payroll record. If Account Source, Alt Account Source, or Other CF Source is “Reporting Unit Translation”, then this identifies the Agency Code and Reporting Unit in the Reporting Unit Translation table entry.



If Other CF Source = “Activity Sheet”, it may be necessary to contact the employee or supervisor, based on departmental procedures, to obtain a corrected Activity Sheet.

Using the Labor Distribution Budget Exceptions Page:
The Labor Distribution Budget Exceptions page provides additional information on errors and warnings issued during Budget Checking. This information may be useful in determining the corrective action needed for the errors. This page can be used in conjunction with the Budget Check Error Report or can be used independently. If information is needed at the employee level, that is provided only on the report.
The Budget Exceptions page groups Accounting Entries by the Commitment Control Tran ID assigned by Commitment Control. All Accounting Entries with the same Labor Distribution ID are assigned the same Commitment Control ID. 
Step 1: Navigate to the Labor Distribution Exceptions page:
· Navigation: Main Menu  Commitment Control  Review Budget Check Exceptions  General Ledger  Labor Distribution
· Business Unit defaults to the user’s Business Unit. This is the only required field.
· To narrow the search, other Search Criteria may be entered, including the following values from the Budget Check Error Report:
· Commitment Control Tran ID
· Commitment Control Tran Date
· Labor Distribution ID (LD ID)
· Enter desired Search Criteria and click the Search button
[image: ]

“Commitment Control Tran IDs” that meet the search criteria are listed. Those with Process Status “Warning” have Accounting Entries with warnings only (i.e., with no errors). These have passed Budget Checking and are posted to Commitment Control. It is not necessary to investigate these further unless desired for informational purposes. Those with Process Status “Error” have Accounting Entries with errors. These may also have warnings. These have not passed Budget Checking or posted to Commitment Control. They must be investigated and corrective action must be taken. If the corrective action includes changing configuration or an Activity Sheet, then the Labor Distribution Process must be run to regenerate the Accounting Entries using the updated values.



Step 2: To view the details for a “Commitment Control Tran ID,” click any hyperlink on the same line in “Search Results”:

[image: ]

[image: ]

If the “Commitment Control Tran ID” selected has errors, “Exception Type” on the page defaults to “Error” and the errors are listed. NOTE: See Step 7 below for instructions on how to view any warnings for the “Commitment Control Tran ID.”
If the “Commitment Control Tran ID” selected has only warnings, “Exception Type” on the page defaults to “Warning” and the warnings are listed. 
The row numbers on the left of the exceptions line are assigned sequentially. They do not correspond to the “Commitment Control Tran Line” values on the Budget Check Error report. 



Step 3: To view the “Budget ChartField” values for the lines, click the Budget Chartfields tab:
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Step 4: To view the “Commitment Control Tran Lines” that have errors, click the Line Exceptions tab:
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The “Commitment Control Tran Lines” that have errors are shown. The Line numbers on this page are “Commitment Control Tran Lines” and match those on the Budget Check Error Report:
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Step 5: To see the ChartField values for the lines, click the Line Chartfields tab:
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The values shown for each line match those shown on the Budget Check Error Report:
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Step 6: To see the amounts for the lines, click the Line Amount tab:
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The “Monetary Amount” and “Foreign Amount” shown for each line match the amount shown on the Budget Check Error Report:
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Step 7: To view the budget exceptions that are warnings, first click the Accounting Entries tab:
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Step 8: Change the “Exception Type” to “Warning,” and click the Search button:
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The warnings are shown. The Budget ChartFields can be viewed by clicking on the tab as described above:
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Step 9: Use the information provided on these pages in conjunction with the employee-level information on the Budget Check Error Report to research the budget exceptions and determine the corrective action needed. 
Step 10: After the corrective actions have been taken, run the Labor Distribution Process again to regenerate and re-edit the Accounting Entries. 
Step 11: Run the error reports included in this Job Aid again to determine whether or not there are any remaining errors to resolve. Continue to use the reports and the Budget Check Exceptions page to research errors until all errors have been resolved.
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