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Adding New Employees to FI$Cal 2.0
Supplemental Job Aid

Date: 9/20/2016

Revision History
	Date
	Version
	Location
	Update Description

	10/9/2014
	1.0
	
	Original version.

	9/20/2016
	2.0
	Various
	Added description of new Employee ID Maintenance page and new Department Employee Maintainer role.
Removed opening Service Ticket with FSC from the process because departments can now add new employees to FI$Cal.

	
	
	
	



Target Audience:	Department Employee Maintainer
			Department Labor Distribution Maintainer/GL Maintainer 

Purpose: This Supplemental Job Aid provides instructions for determining the Employee ID for an employee that is already in FI$Cal and for adding new employees to FI$Cal to obtain an Employee ID so they can be configured by a Business Unit.

FI$Cal Employee IDs:

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 is done, the employee is 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 to FI$Cal and assigned an Employee ID, the Department Labor Distribution Maintainer/GL 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. Position Numbers are also stored for employees that work for FI$Cal departments. 
2. INFGL089 Payroll Interface (monthly) – This interface from SCO loads payroll payment data for Labor Distribution into FI$Cal. The payroll data is loaded by FI$Cal Employee ID. If the SSN in a payroll record is not found in the Employee Table, the employee is automatically added and an Employee ID is assigned.
3. Direct Data Entry – This manual entry option uses the Employee ID Maintenance page. Users with the Department Employee Maintainer role have access to this page.

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.
Determine Whether an Employee has a FI$Cal Employee ID:

The Department Employee Maintainer can use the Employee ID Maintenance page to determine whether an employee has an Employee ID based on their 9-digit SSN.



Step 1:  Navigate to the Employee ID Maintenance page:  Main Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Employee ID Maintenance.

[image: ]  



Step 2:  Enter the employee’s 9-digit SSN.  Before tabbing to the Last Name field, verify that you have correctly entered the SSN.  When you tab to the Last Name Field, the SSN will be masked. Enter the Last Name and click Search Employee.
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Expected Result #1:  If the 9-digit SSN is in FI$Cal and the Last Name matches, the Employee ID, First Name and Middle Initial are displayed.  Note the Employee ID.  This will be used to add the employee on the Employee Options page.
[image: ]
Expected Result #2:  If the 9-digit SSN is in FI$Cal but the Last Name does not match, an error message is displayed.
[image: ]
Verify the spelling of the Last Name against your records.  Re-enter if needed.  If this error message continues to be displayed, the Last Name that you are entering is not consistent with the Last Name that has been recorded for the SSN in FI$Cal.  Take whatever steps are needed to verify that you have the correct SSN and the correct spelling of the employee’s Last Name.  The State Controller’s Office can provide the name of the employee that is in their records with the SSN.  


Expected Result #3:  If the 9-digit SSN is not in FI$Cal, the following message is displayed:
[image: ]
When this message is displayed, the employee can then be added to FI$Cal and assigned an Employee ID.  The steps for this are described below in Add the Employee to FI$Cal and Obtain their Employee ID.

Add the Employee to FI$Cal and Obtain their Employee ID:
To add an employee to FI$Cal, the steps above to Determine whether an employee has a FI$Cal Employee ID must first be executed and the result must be Expected Result #3.  
Step 1:  Click Yes.
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Step 2:  Enter the employee’s First Name (if applicable) and Middle Initial (if applicable), then click Create Employee ID.
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The employee is added to the Employee Table and the assigned Employee ID is displayed.  Note the Employee ID.  This will be used to add the employee on the Employee Options page.
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Configure the Employee for your Business Unit on the Employee Options Page:

The Department GL Maintainer/GL Maintainer configures employees for Labor Distribution for your Business Unit.

Step 1:  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. 


[image: ]

Click on the Add a New Value tab. 
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Step 4: Enter or select the SetID (Business Unit) field. If the Employee ID is known, enter it, click Add and skip to Step 9.  
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Step 5:  If the Employee ID is not known, click on the Employee ID prompt.
[image: ]

Step 6:  Enter the search criteria that are known and then click Look Up.  All employees in the statewide Employee table that match the entered criteria are listed in the Search Results. Note that only the first 300 matching results can be displayed.  If there are more than 300 results, it’s possible that the correct employee is not displayed.  Narrow the search as much as possible to minimize the number of matches in the Search Results.   (Note: Last 4 Digits of SSN and Last Name are redacted below.)
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Step 7:  After the employee has been located, click on any field in the row for the employee in the Search Results to select the Employee ID.
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Step 8:  Click on Add.
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Step 9: Set the correct values for Employee Options.

[image: ]

Effective Date:  The Effective Date defaults to the current date and must usually be changed.  It must identify the date that the configuration becomes effective.  For example, configuration with Effective Dates in July 2016 (7/1/2016 – 7/31/2016) is effective for payroll costs that are for the July 2016 pay period.  If the employee’s configuration changes over time (e.g., if Year of Enactment changes every July 1), click the “+” sign in the upper right to add an additional Effective Date.  If multiple Effective Dates are configured with the same month and year, the configuration with the latest date in the month is used by the Labor Distribution process.  For example, configuration with Effective Date 7/2/2016 supersedes that with Effective Date 7/1/2016.
Status: Status must be Active for the configuration to be used to distribute payroll costs.  It is not necessary to change the Status of employees that leave the department to Inactive.  Leaving their Status Active allows any retroactive adjustments that may be received in the future to be successfully distributed.
Group Time Reporting: This defaults to No.  If the department is not using Activity Sheets or the employee will submit an individual Activity Sheet on a regular or ad hoc basis, then it should be left with this value.  It should only be changed to Yes if the employee’s time will be reported on a group Activity Sheet.  Group Activity Sheets are for employees with the same Payroll Agency Code and Reporting Unit.  They are used to record the total hours for all employees in the group on a single Activity Sheet.  
Group Default:  This field is automatically set to Yes and is grayed out if Group Time Reporting = Yes; otherwise, it may be set to Yes or No. If the employee has individual defaults, set it to No.  This grays out the Payroll Agency Code and Reporting Unit.  The employee’s defaults must then be configured on the Defaults tab for the employee to be saved.  If it is set to Yes, then Payroll Agency Code and Reporting Unit are ungrayed.
Reporting Structure:  This optional field is used by some reports (e.g. Missing Activity Sheet Report can be requested by Reporting Structure).  The Labor Distribution process does not use this field when it is generating Accounting Entries to distribute payroll costs.  However, it is used by the inbound Daily Activity Sheet Interface.  When this interface generates Distribution Lines, Reporting Structure in the Distribution Lines defaults to this value if it is not otherwise populated (e.g., not populated in Task IDs or Employee Defaults or Group Defaults).  
Account/Alt Account:  These fields are generally left blank because the values used to record the employee’s gross pay can be determined from other configuration.  The hierarchy used to determine the values is described in FI$Cal.171 How the Labor Distribution Process Determines ChartField Combinations for Distribution of Payroll Costs.
Payroll Agency Code/Reporting Unit:  These fields are required if Group Default = Yes; otherwise, they are grayed out.  They identify the employee’s Group ID for determining default ChartField combinations and percentages.  They also identify the employee’s Group ID for group Activity Sheets if Group Time Reporting = Yes.
Activity Sheet Required:  This field is required if Group Time Reporting = No; otherwise, it is grayed out.  If the department requires the employee to submit an Activity Sheet, set this field to Yes.  If it is No and the Labor Distribution Process runs and finds no Activity Sheet for the employee, the employee’s payroll costs are distributed to his or her defaults.  If it is Yes and the process runs and finds no Activity Sheet, no Accounting Entries are generated for the employee if the Run Control has Override Activity Sheet Requirement set to No.  This allows the department to start running the Labor Distribution process before all Activity Sheets have been entered.  Only payroll costs for employees with Activity Sheets entered are distributed.  (Note:  Before beginning other month-end closing processes, departments that require Activity Sheets should run the Labor Distribution process with Override Activity Sheet Requirement set to Yes.  This will then distribute any undistributed payroll costs to the employee’s defaults.)
Step 10:  If the employee has group defaults (Group Default = Yes), then click Save.

[image: ]

You have successfully configured a new employee with group defaults.
[bookmark: _GoBack]

Step 11:  If the employee has individual defaults (Group Default = No), then click on the Defaults tab and configure the employee’s default ChartField combinations and percentages. To add a new line in the Defaults grid, scroll all the way to the right and click on the “+” sign.  To delete a line from the Defaults grid, scroll all the way to the right and click on the “-“sign.  The Percent values must total 100.00 (100%).  After the employee has been configured, click Save.

[image: ]

You have successfully configured a new employee with individual defaults.
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