Configuring Payment Type Options 1.0
Supplemental Job Aid
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Date: 07/16/2014
Target Audience: Department LD Maintainer
Purpose: This Supplemental Job Aid provides steps to create and maintain Payment Type Options.
Configuring (Maintaining) Payment Type Options:
Each payroll payment has a Payment Type and Payment Type Suffix (Payment Type/Suffix) that identify the type of payment (regular, overtime, shift differential, uniform allowance, maternity leave). Payment Type Options provide the ability to configure how each Payment Type/Suffix combination will be processed in FI$Cal.  
Step 1: Navigate to the Payment Type Options page:
· Navigate to: Main  Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Payment Type Options
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Step 2: Choose the Payment Type to configure by (a) finding an existing value, or (b) adding a new value:
a) Finding an existing value:
· The Find an Existing Value tab is selected by default, allowing the configuration of an existing Payment Type to be updated.  
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· The SetID is required and may be entered or selected by using the SetID look up icon.  
· Click on the Search button to view a list of existing Payment Types for the existing SetID.  
[image: ]
· Select the value in the Serial Number field that requires updating. In this example, select “1.”



b) Adding a new value:
· Select the Add a New Value tab.
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· The SetID is required and may be entered or selected by using the Set ID look up icon.
· Specify the new 1-character Payment Type Code 
· If necessary, enter the Payment Type Suffix (optional).  
· Click the Add button to open the Payment Type Options page.


Step 3: Include or correct history:
· A Payment Type may have configuration entries with more than one Effective Date.  The Effective Date identifies the day that an entry will begin being used by Labor Distribution if appropriate for the pay period in the payroll record.  There can be multiple Effective Date entries for a Payment Type.  Labor Distribution uses the pay period in each payroll record to find the applicable Effective Date.
· In order to view all records for the Payment Type/Suffix: 
· Click on the Include History button.
· Click on the First and Last arrow icons to move between records.
· Click on the + and – icons to add or delete entries for the Payment Type.
· To change the values in an existing record, click on the Correct History button.
[image: ]
Step 4: In the Options group, enter field values:
· When adding a new record, the Effective Date defaults to the current date.  If needed, change it to the date that the entry being configured should be recognized.
· Status defaults to “Active” but may be changed to “Inactive” if it is to be ignored during the effective period.
· Description is required and should describe the Payment Type/Suffix combination.
· Distribute by Employee is required and defaults to “Yes.”  If set to yes, the Standard Distribution Chartfields will be blank and may not be entered.  If changed to “No,” all fields on the Mapping tab will be blank and may not be entered.
[image: ]
Step 5: In the Gross Pay Distribution Account section, enter field values:
· An optional Account and Alternate Account may be provided to allow certain payment types (e.g., Overtime, Disability Leave, Industrial Disability Leave, Uniform Allowance) to be recorded in the General Ledger with specific Account and Alternate Account values.  The Account and Alternate Account for gross pay are determined through a specific hierarchy of look-ups.  The values configured here are included in the hierarchy.  (Refer to FI$Cal.171 Description of Hierarchy that determines Account/Alt Account for Gross Amount for more information on hierarchy logic).
· Account may be entered or selected by using the Account look up icon.
· Alternate Account may be entered or selected by using the Alternate Account look up icon.  
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Step 6: In the Standard Distribution Chartfields section, enter field values. Values may be entered or selected by using the look up icon for each field:
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· Approp Ref (appropriation reference)
· Fund
· ENY (enactment year)
· Program
· PC Bus Unit (business unit)
· Project
· Activity
· Source Type
· Category
· Subcategory
· Rptg Structure (reporting structure)
· Svc Loc (service location)
· Agency Use
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Step 7: Enter mapping field values:
NOTE: If the value in the Distribute by Employee field in the Options section is “No,” all mapping fields are display only.  Nothing can be entered.
· Select the Mapping tab. Mapping identifies each Activity Sheet Earnings Type that is used to distribute costs in payroll records with the Payment Type/Suffix value. One Payment Type/Suffix may be mapped to multiple Earnings Types. The mapping of Payment Type/Suffix to Earnings Type(s) may differ between departments. Some departments may map both regular and overtime Payment Types to the REGULAR Earnings Type, and employees record both their regular and overtime hours with the REGULAR Earnings Type.  This results in recording regular and overtime payroll costs for an employee with a “blended” hourly rate (an effective hourly rate that is the same for both). Other departments may map overtime payments to the OVERTIME Earnings Type, and employees record their regular hours separately from their overtime hours. This results in recording regular and overtime costs with their respective payroll hourly rates. The tasks on which the employee worked outside of normal working hours then bear the additional cost associated with the employee’s overtime rate.
· Earnings Type may be entered or selected by using the Earnings Type look up icon.
· Account may be entered or selected by using the Account look up icon.
· Alternate Account may be entered or selected by using the Alternate Account look up icon.
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Step 8: When finished entering values, click the Save button to save the changes.  
NOTE: If you exit the page without saving, the edits are lost.
[image: ]
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