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[bookmark: _GoBack]How the Labor Distribution Process Determines the
Account and Alternate Account for Distributing the Gross Pay Amount

Date: 08/14/2014 

Target Audience:  Departmental Labor Distribution Maintainer

Purpose: This Supplemental Job Aid explains the logic used by the Labor Distribution Process to assign Account/Alternate Account values to Accounting Entries with gross pay amounts.

Title: Assigning Gross Pay Account/Alternate Account Values
Departments have multiple options regarding the assignment of Account and Alternate Account values to gross pay amounts. There are seven Labor Distribution configuration tables that can be used to obtain these values.  To ensure that the desired values are assigned to the gross pay amount in each payroll record, it is important to understand the “Account”/”Alternate Account” selection process.  The steps in the process are described below in the order in which they are executed.  When a step finds an “Account” and “Alternate Account” value, the values are used and no additional steps in the process are performed.  When a step does not find an” Account” and “Alternate Account” value, processing continues to the next step.  
The final step in the process assigns the “Default Gross Pay Account” and “Alternate Account” from the Business Unit Options page.  This is the only page in the process where these values are required.  It is important to understand this when deciding where to configure “Account” and “Alternate Account” values.  It is recommended that departments configure the “Account” and “Alternate Account” for “Civil Service – Permanent” on the Business Unit Options page.  This eliminates the need to configure these values on any of the other configuration pages.  If the first six steps in the process do not find a more specific Account or Alternate Account (e.g., Overtime; Temporary Help; Except/Statutory; Industrial Disability Leave; Non-Industrial Disability Leave), then the employee’s gross pay amount will be recorded as Civil Service – Permanent based on the Business Unit Options page default values.
The steps in the process are: 
1. Serial Number Configuration:  The “Serial Number” is contained in the “Employee Position Number” in each payroll record.  Departments that use the “Serial Number” to identify “Temporary Help” and/or” Overtime” blanket positions can configure these “Serial Numbers” to identify the “Account” and “Alternate Account” values for gross pay associated with these positions.  If the “Serial Number” in a payroll record is configured, the “Account” and “Alternate Account” values are used.  No additional steps in this process are executed.
To configure a new “Serial Number”, navigate to the Serial Number Options page:
· Navigation: Main Menu  Set Up Financial/Supply Chain  Product Related  Labor Distribution  Serial Number Options

The “Find an Existing Value” tab is shown.  If the “Serial Number” is already configured, enter SetID (your Business Unit) and click Search.  Select the value from the prompt list.  If the “Serial Number” is not configured, click the Add a New Value tab.  Enter SetID, Serial Number and click Add.  

[image: ]



Configure the Serial Number as described in Job Aid FI$Cal.166.
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2. Earnings Type Configuration:  “Earnings Types” are coded on “Activity Sheet” Lines.  This step only applies when an “Activity Sheet” is being used for distribution.  Each “Earnings Type” is related to a “Payment Type” and “Suffix” combination (or to a “Payment Type” without regard to “Suffix”) on the “Mapping” tab of the Payment Type Options page.  “Payment Types” with multiple “Earnings Types” can be configured to identify an “Account” and “Alternate Account” for each on the “Mapping” tab.  

For example, a “regular” payment (“Payment Type” 0) includes pay for hours worked as well as for paid time off.  If a department would like to track the portion of a “regular” payment that is funding vacation time taken can configure additional “Earnings Types” for the “regular” payment type.  For example:
· VAC for Vacation taken
· SICK for Sick Leave taken
· HOL for Holidays taken
· COMP for Comp Time taken
Employees may then be directed to use these “Earnings Types” when recording their time on an “Activity Sheet”.   

Department must request Alternate Account values for Account 5100000 (Civil Service – Permanent) to separately track these “Earnings Types” in the General Ledger.  Each “Earnings Type” is then configured with the applicable “Account” and “Alternate Account” on the “Mappings” tab.  The departments may then query the General Ledger to see the expenditures by “Account” and “Alternate Account”.        
	If there is an “Activity Sheet” involved, and the “Earnings Type” is configured with an “Account” and “Alternate Account”, these values are used.  No additional steps in this process are executed.
To configure Account and Alternate Account based on “Earnings Type” values, navigate to the Payment Type Options page:
· Navigation: Main Menu  Set Up Financial/Supply Chain  Product Related  Labor Distribution  Payment Type Options
The “Find an Existing Value” tab is shown.  If the “Payment Type” or “Payment Type/Suffix” is already configured, enter the SetID (your Business Unit).  Click Search and then select the desired Payment Type/Suffix from the prompt list.  If the “Payment Type” or “Payment Type/Suffix” is not configured, click on the Add a New Value tab, enter SetID, Payment Type and Suffix.  Configure the Payment Type as described in FI$Cal.165 Payment Type Options.
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Click on the Mapping tab and configure the Earnings Types and Account and Alternate Account values for each as described in FI$Cal.165 Payment Type Options.
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3. Payment Type with Payment Type Suffix Configuration:  The “Account” and “Alternate Account” can be determined from the “Payment Type” and “Suffix” in the payroll record.  A complete list of “Payment Types” and “Suffixes” is included in the Payroll Procedures Manual that is located on the State Controller’s Office web site.  The Statewide Chart of Accounts identifies unique “Account” values for a few select “Payment Types” (e.g., Overtime, Disability Leave; Nonindustrial Disability Leave). The Payment Type Options page is used to assign these “Account” and “Alternate Account” values to the “Payment Type” and “Payment Type Suffix” combination in the payroll record.
    
If the “Payment Type” and “Suffix” in a payroll record are configured with an “Account” and “Alternate Account”, the values are used.  No additional steps in this process are executed.
Navigate to the Payment Type Options page:
· Navigation: Main Menu  Set Up Financial/Supply Chain  Product Related  Labor Distribution  Payment Type Options
The “Find an Existing Value” tab is shown.  If the “Payment Type” and “Suffix” are already configured, enter the SetID (your Business Unit).  Click Search, and then select the desired Payment Type/Suffix from the prompt list.  If the “Payment Type/Suffix” is not configured, click on the Add a New Value tab, enter SetID, Payment Type and Suffix.  Configure the Payment Type as described in FI$Cal.165 Payment Type Options.
[image: ]

On the “Payment Type Options” tab, enter the Account/Alternate Account and the click Save button.
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4. Payment Type without Payment Type Suffix Configuration:  The “Account” and “Alternate Account” can also be determined from the “Payment Type” in the payroll record alone, without regard to the “Suffix” value.  The Payment Type Options page is also used for this purpose.  If a “Payment Type” is configured with “Suffix” left blank, all “Suffixes” associated with that “Payment Type” will inherit the “Account” and “Alternate Account” configured for the “Payment Type”.  To configure a “Payment Type Suffix” blank, follow the instructions under 3, leaving the “Suffix” field blank.  Some departments may want to use this approach for configuring overtime payments.  All overtime payments have “Payment Type” 1.  However, some have “Suffix” blank and others have “Suffix” F or S.  Unless a more specific “Alternate Account” is being to differentiate these, it is not necessary to configure “Suffix” F and S.   

If the “Payment Type” without regard to the “Suffix” in a payroll record is configured with an “Account” and “Alternate Account”, the values are used.  No additional steps in this process are executed.

  
5. Class Type Configuration: “Classification Type” in the payroll record identifies whether an employee is “Exempt” or “Statutory”.  To record gross pay amounts for these employees with the “Account” established for that purpose, the “Class Type” values can be configured as described in Job Aid FI$Cal.164.

If the “Class Type” in a payroll record is configured with an “Account” and “Alternate Account”, the values are used.  No additional steps in this process are executed.
Navigate to the Class Type Options page:
· Navigation: Main Menu  Set Up Financial/Supply Chain  Product Related  Labor Distribution  Class Type Options
The “Find an Existing Value” tab is shown.  If the “Class Type” is already configured, enter SetID (your Business Unit) and click Search.  Select the value from the prompt list.  If the “Class Type” is not configured, click the Add a New Value tab.  Enter SetID, Class Type and click Add.  
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On the Class Type Options page, enter the configuration as described in Job Aid FI$Cal.164.
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6.  Employee Configuration:  If necessary, the “Account” and “Alternate Account” for recording an employee’s gross pay can be assigned at the employee level. This approach is not recommended due to the potential future maintenance requirement if employee classifications change.  If this step has been reached without finding an “Account” and “Alternate Account”, the next step assigns the default values from the Business Unit Options page.  It is recommended that the default be configured for Civil Service – Permanent.     
Navigate to the Employee Options page:
· Navigation: Main Menu  Set Up Financial/Supply Chain  Product Related  Labor Distribution  Employee Options


The “Find an Existing Value” tab is shown.  If the employee already exists, enter SetID (Business Unit) and Employee ID (or select Employee ID from prompt list) to recall the employee’s configuration.  If this is a new employee, go to the Add a New Value tab and enter the Set ID and Employee ID.  Click Add.
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Enter or update the configuration as described in training course LD102. 
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7.  Business Unit Configuration:  “Business Unit Gross Pay Default Account” and “Alternate Account” configuration is the final step in the process and is the only place that “Account” and “Alternate Account” is required. If an Account and Alternate Account have not been found in any of the preceding six steps, the values configured on the Business Unit Options page are used.  As discussed above, it is recommended that this page be configured with Civil Service – Permanent.    
    


Navigate to the Business Unit Options page:
· Navigation: Main Menu  Set Up Financial/Supply Chain  Product Related  Labor Distribution  Business Unit Options
On the “Find an Existing Value” tab, enter the Business Unit and click the Search button.
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Configure the Business Unit as described in Job Aid FI$Cal.163.
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You have successfully reviewed the steps related to assigning Gross Pay Account/Alternate Account Values in FI$Cal.
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