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Using the Personal Activity Sheet Page 1
Supplemental Job Aid

Date: 10/07/2014
Last Revised: 09/30/2015
Target Audience: Department Activity Sheet Maintainer
Purpose: This Supplemental Job Aid describes how Personal Activity Sheets are maintained.
The following procedures are described in this Job Aid:
· Creating a Personal Activity Sheet
· Viewing/Update a Personal Activity Sheet
· Creating an Adjustment Activity Sheet

Part 1: Creating a Personal Activity Sheet:
Personal Activity Sheets (Activity Sheets) are used to create accounting entries that prorate employee gross payment and staff benefit amounts based on the hours, Earnings Type, and ChartField values on Activity Sheets.
Activity Sheets may be created for an individual employee or for an employee group. Group Activity Sheets include all employees with Employee Options configured with Group Time Reporting = Yes and the same Payroll Agency Code and Reporting Unit in the Employee Group ID box.
[bookmark: _GoBack]

Step 1: Navigate to the Personal Activity Sheet page:
· Navigation: Main Menu  Labor Distribution  Personal Activity Sheet
The Find an Existing Value tab is opened by default.
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Step 2: Select the Add a New Value tab.
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Step 3: Enter required key fields:
· Business Unit 
· Pay Period Year (Calendar Year)
· Pay Period Month (Calendar Month)
· Employee ID or (Payroll Agency Code and Reporting Unit)
If entering an individual Activity Sheet, the Employee ID is typed in or selected from the prompt list and Payroll Agency Code and Reporting Unit are left blank. If entering a Group Activity Sheet, the Payroll Agency Code and Reporting Unit are typed in or selected from the prompt list and Employee ID is left blank.
NOTE: If an employee is configured in Employee Options with Group Time Reporting = Yes, an individual Activity Sheet will not be allowed.
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Step 4: Click Add:
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Expected Result: If there is no existing Activity Sheet that matches the values entered, the Personal Activity Sheet page is opened.
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Proceed to Step 5.


Alternative Result #1: If there is an existing Activity Sheet that matches the values that were entered and that has not been used by Labor Distribution to distribute any payroll costs (i.e., Status on Personal Activity Sheet Page = “Not Processed”), the message shown below is displayed. 
Click OK to close the Message window and correct the values. 
NOTE: If the correct values were entered, then proceed to the Viewing/Updating an Existing Personal Activity Sheet section. The Activity Sheet already exists, but it can be updated if necessary. 
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Alternative Result #2: If there is an existing activity sheet that matches the values that were entered and that has been used by Labor Distribution to distribute payroll costs (i.e., Status on Personal Activity Sheet Page = “Processed”), the message shown below is displayed. 
Click No to close the Message window and correct the values. 
NOTE: If the correct values were entered, then proceed to the “Creating an Adjustment Activity Sheet” procedure. 
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Step 5: Enter Personal Activity Sheet coding information
The Personal Activity Sheet has three sections:
· Header 
· Lines
· Distribution Lines  

NOTE: Fields proceeded by an asterisk “ * ” are required. Other fields are required or disabled depending on other field values.
Enter the fields in the Header section:
· Submit Date (optional)
· Submit Time (optional)
· Total Activity Sheet Form Hours (Must match total hours on the Lines)

Enter the fields in the “Lines” section from the first line on the data entry form as described below. There can be multiple Lines if there are multiple Earnings Types and/or ChartField combinations (funding sources). 
· Hours: Must be typed in. 
· Earnings Type: May be typed in or selected from the prompt list.
· Charge Default: Select “Yes” or “No.” If “Yes” is selected, one or more Distribution Lines are automatically generated based on the employee’s defaults (individual or group defaults as appropriate for the employee). Hours on the Line are prorated across the Distribution Lines based on the percentage in each default line. The Task ID is grayed out. If “No” is selected, either a Task ID or the ChartFields on the Distribution Line are required. 
· Task ID: Can only be entered if Charge Default is “No.” May be typed in or selected from the prompt list. If a Task ID is used, Distribution Lines are generated based on the Task ID. Hours on the Line are prorated across the Distribution Lines based on the percentage in each Task ID line. 
Enter the fields in the “Dist Lines” section if Charge Default is “No” and Task ID is not entered:
· Appropriation Reference (Appro Ref): May be typed in or selected from the prompt list.
· Fund: May be typed in or selected from the prompt list.
· Year of Enactment (ENY): May be typed in or selected from the prompt list.
· Program: May be typed in or selected from the prompt list.
· PC Bus Unit: May be typed in or selected from the prompt list.
· Project: May be typed in or selected from the prompt list.
· Activity: May be typed in or selected from the prompt list.
· Source Type: May be typed in or selected from the prompt list.
· Category: May be typed in or selected from the prompt list.
· Subcategory: May be typed in or selected from the prompt list.
· Reporting Structure (Rptg Structure): May be typed in or selected from the prompt list.
· Service Location (Svc Loc): May be typed in or selected from the prompt list.
· Agency Use: May be typed in or selected from the prompt list.
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To add an additional Line to the Activity Sheet, click on the “+” button and repeat the steps described above for Line 1. Enter the fields in the “Lines” and “Dist Lines” sections as described above.
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To delete a Distribution Line, click on the “-“ button. 
NOTE: When adding or deleting Lines, the sum of the hours on all Lines must equal the Total Activity Sheet Form Hours.
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Step 6: Click the Save button.
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Part 2: View/Update an Existing Personal Activity Sheet
An unprocessed Personal Activity Sheet (Status = “Not Processed”) may be revised until it is used by the Labor Distribution Process to distribute payroll costs. At that time, its Status is changed to “Processed.” A processed Activity Sheet cannot be changed. If changes are needed, an Adjustment Activity Sheet must be created. This is described in the following procedure. 
Step 1: Navigate to the Personal Activity Sheet Add/Update page as shown above:
· Navigation: Main Menu  Labor Distribution  Personal Activity Sheet
The Find an Existing Value tab is opened by default.
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Step 2: Enter search criteria:
· Business Unit 
· Pay Period Year  (Calendar Year)
· Pay Period Month (Calendar Month)
· Employee ID or (Payroll Agency Code and Reporting Unit)
If entering an individual Activity Sheet, the Employee ID is typed in or selected from the prompt list and the Payroll Agency Code and Reporting Unit are left blank. If entering a Group Activity Sheet, enter Payroll Agency Code and Reporting Unit and leave Employee ID blank.
NOTE: If an employee is configured in Employee Options with Group Time Reporting = Yes, an individual Activity Sheet will not be allowed. 
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Step 3: Click the Search button:
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Expected Result #1: If there is one unprocessed Activity Sheet (Status = “Not Processed”) that meets the search criteria, the Personal Activity Sheet page is opened.
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Proceed to Step 4.

Expected Result #2: If there are multiple unprocessed Activity Sheets that meet the search criteria, a prompt list is shown. Select the correct line in the prompt list:
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The Personal Activity Sheet page for that line is opened.
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Proceed to Step 4. 


Alternative Result #1: If there is no Activity Sheet that matches the selection criteria, a message is displayed indicating that no matching values were found. Change your search criteria and try again.
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Alternative Result #2: If there is one Activity Sheet that matches the selection criteria but it has already been processed (Status = “Processed”), the message below is displayed. 
Click OK to open the Personal Activity Sheet page.
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Click Return to Search to change the search criteria. 
[image: ]



If changes are needed to a processed Activity Sheet or payroll costs recorded using employee/group defaults must be reclassified, create an Adjustment Activity Sheet as described in the procedure below.  
Step 4: Update the Activity Sheet as needed. Refer to the procedure on Creating a Personal Activity Sheet for information on how to add and remove Lines if needed.

Part 3: Create an Adjustment Activity Sheet.
Payroll costs that were recorded in FI$Cal by the FI$Cal Labor Distribution process using employee/group defaults or an ActivitySheet can be reclassified using an Adjustment Activity Sheet.  Payroll costs that were originally recorded in a department’s legacy system can only be reclassified in FI$Cal through a journal entry.
Step 1: Navigate to the Personal Activity Sheet as shown above:
· Navigation: Main Menu  Labor Distribution  Personal Activity Sheet.
The Find an Existing Value tab is opened by default. 
Step 2: Click the Add a New Value tab:
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Step 3: Enter required key fields:
· Business Unit 
· Pay Period Year  (Calendar Year)
· Pay Period Month (Calendar Month)
· Employee ID or (Payroll Agency Code and Reporting Unit)
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Step 4: Click the Add button:
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Expected Result #1: If there are one or more existing Activity Sheets that matches the values that were entered, and the one with the highest Sequence Number has been used by Labor Distribution to distribute any payroll costs (Status = “Processed”), the message shown below is displayed. Click Yes.
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The Personal Activity Sheet page opens.
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Alternative Result #1: If there are one or more existing Activity Sheets, and the one with the highest Sequence Number has not been processed (Status = “Not Processed”), the message below is displayed. Click OK to open the Personal Activity Sheet page. 
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Step 5: Click Correct History and then enter Personal Activity Sheet coding information as described in the Create a Personal Activity Sheet Step 5 (on page 8).
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Step 6: Click Save:
[image: ]
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