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Configuring Benefit Type Options 1.0
Supplemental Job Aid

Date: 08/19/2014

Target Audience: Department LD Maintainer

Purpose: This Supplemental Job Aid provides steps to create and maintain Benefit Type Options.

[bookmark: _GoBack]Configuring (Maintaining) Benefit Type Options:
Within FI$Cal, each staff benefit amount is uniquely identified by the following attributes:
· Benefit Type identifying what the specific benefit is (e.g., BL = Life Insurance Benefit).

· Value Source (Payroll or FI$Cal) identifying whether the Benefit Type value was determined by the payroll system or by FI$Cal.

· Amount Type (Administrative Cost or State Share).

Benefit Type Options provides the ability to configure two sets of Account/Alt Account for each type of benefit amount:
1. The Account and Alternate Account used by the department to record the gross payroll disbursement (total gross and benefits for a payroll run) identified on the SM62 provided by the State Controller’s Office in the department’s Payroll Clearing Account. This configuration is used by Labor Distribution in Accounting Entries that are generated to reverse the payroll costs as they are distributed by Labor Distribution.

2. The Account and Alternate Account used by Labor Distribution to distribute the benefit costs.



Step 1: Navigate to the Benefit Type Options selection page:
· Navigation: Main Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Benefit Type Options.
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Step 2: Select an existing Benefit Type or add a new one:
· The Find an Existing Value tab is selected by default, allowing existing Benefit Types to be updated. 

· To create a new Benefit Type, select the Add a New Value tab.
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Step 3: Enter the SetID and Benefit Type:

· The SetID is required and may be typed into the field or selected from the prompt list.

· When updating an existing Benefit Type, click on the Search button to view a prompt list of existing Benefit Types. Click on a value in the prompt list or enter a specific value to open the Benefit Type Options page.
[image: ]
· When adding a new Benefit Type, specify the new two-character Benefit Type then click the Add button to open the Benefit Type Options page. Benefit Types must be configured on the statewide Benefit Type page to be configured on the Benefit Type Options page.



Step 4: Including or correcting history:

· A Benefit 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-Dated-entries for a Benefit 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 Benefit Type, click on the Include History button.

· Click on the First and Last arrows to move between records.

· Click on the + and – buttons to add or delete entries for the Benefit Type.

· To change the existing values for a previously saved record, click on the Correct History button.
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Step 5: 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. 

NOTE: There cannot be two entries for a Benefit Type with the same date.

· Status defaults to “Active,” but may be changed to “Inactive” if it is to be ignored during its effective period.

· Description is required and should describe the Benefit Type value.

· Short Description field is required.
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Step 6: Enter Payroll Clearing Account values:
· Account is required, and may be typed in or selected from the prompt list.

· Alternate Account is required, and may be typed in or selected from the prompt list.

· The Payroll Clearing Account values are used in the Accounting Entries that are generated to reverse distributed benefit amounts with the Benefit Type from the Payroll Clearing Account.
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Step 7: Enter Distribution Account values:
· Account is required, and may be typed in or selected from the prompt list.

· Alternate Account is required, and may be typed in or selected from the prompt list.

· The Distribution Account values are used in the Accounting Entries that are generated to distribute benefit amounts with the Benefit Type.
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Step 8: Save your changes:

· When finished entering values, click the Save button to save the changes or the addition.

· If the page is exited without saving, the edits are lost.
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You have successfully configured Benefit Type options.  
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