
  
 

Adding New Employees to FI$Cal 1.0 
Supplemental Job Aid 

 
Date: 10/9/2014  
 
Target Audience:  Department Labor Distribution Maintainer 
 
Purpose: This Supplemental Job Aid provides instructions for adding new employees to 
FI$Cal so they can be configured by a Business Unit. 
 
Adding New Employees to FI$Cal: 
 
Before an employee can be configured by a Business Unit, their Social Security Number 
(SSN) must be added to the statewide Employee Table. When this has been completed, 
they are assigned an Employee ID. The Employee ID is a permanent, unique, and non-
confidential identification number. The Employee ID does not change if an employee 
transfers between FI$Cal departments or returns to employment with a FI$Cal 
department after an extended leave. All State employees have an Employee ID, 
whether or not they work for a FI$Cal department. 
 
After an employee has been added and assigned an Employee ID, the Department 
Labor Distribution Maintainer can then configure the employee on the Employee Option 
page. Departments that are using Labor Distribution must configure all of their 
employees that receive payments.  
 
After the Employee Options have been configured for the Department, other modules in 
FI$Cal may also use the Employee ID for recording non-labor transactions (e.g., salary 
advances) at the employee level.   
 
There are three ways new employees are added to the Employee Table. The first two 
are through automated interfaces. The third is through manual entry. These are: 
 

1. INFGL105 Employee Data Interface (monthly) – This interface from the State 
Controller’s Office (SCO) includes all current State employees. New employees 
are added to the Employee Table by this interface, and the names of existing 
employees are updated as needed.  

2. INFGL089 Payroll Interface (monthly) – This interface from SCO loads payroll 
payment data for Labor Distribution. If the SSN in a payroll record is not found in 
the Employee Table, the employee is added and an Employee ID is assigned. 

3. Direct data entry – This manual entry option uses the Employee page. Access to 
this page is restricted to a limited number of Fiscal Service Center (FSC) staff. 
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A department may need an employee to be added to the Employee Table and assigned 
an Employee ID manually, before the employee has been added by either of the 
monthly interfaces. For example, the Accounting Office may need to issue the employee 
an Office Revolving Fund salary advance by entering a voucher. To issue the salary 
advance, the employee must have an Employee ID and must be configured in Labor 
Distribution for the Business Unit. The employee is then included in the prompt list for 
the Open Item Key on the Voucher Distribution Line.   
 
Before opening a Service Ticket with FSC, determine whether or not a new 
employee already has an Employee ID. To do this, navigate to the Employee Options 
page and use the employee prompt on the Add a New Value tab as described in Steps 
3 and 4 below. 
 
After verifying that an employee does not have an Employee ID, follow the steps below 
to have FSC add the employee manually. When that has been completed, configure the 
employee on the Employee Options page as described in training course LD102. 
 
Step 1: Open a Service Ticket with FSC requesting that they add the employee to the 
FI$Cal Employee table.  
 
Step 2: An FSC representative will call you back to obtain employee information 
verbally. (Note: Do not send an email to FSC with confidential employee information.)  
Provide the SSN, first name, middle initial, and last name. To add the employee, the 
FSC representative enters this information into the FI$Cal Employee table and provides 
the assigned Employee ID.  
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Step 3:  Add the employee to your Business Unit on the Employee Options page. 
 
Navigate to the Employee Options page: Main Menu  Set Up Financials/Supply 
Chain  Product Related  Labor Distribution  Employee Options.  
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Click on the Add a New Value tab.  
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Step 4: Enter or select the SetID (Business Unit) field. Either enter the Employee ID 
number, or search using the Employee ID look up button. This example explains how to 
use the Employee ID look up button. 
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The Look Up Employee ID lists all employees configured in the Employee table, 
regardless of Business Unit. To narrow the search, enter one or more of the search 
criteria fields and click Look Up. (Note: Last 4 Digits of SSN and Last Name are 
redacted below.) 
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Employees matching the search criteria are then shown. After the employee has been 
located, click on any field in the prompt list to open the Employee Options page. (Note: 
Last 4 Digits of SSN and First Name are redacted below.) 

 
 
Refer to the instructions that are provided in the training class LD102 to configure the 
employee.  
 
You have successfully added a new employee to FI$Cal so they can be configured by a 
Business Unit. 
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