[image: C:\Users\adam.rico\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\J33KYSUO\FI$Cal Blue long logo-300.png]	

Handling Mid-Month Employee Configuration Changes 1.0
Supplemental Aid

Date: 08/13/2015 

Target Audience: Labor Distribution Maintainer

Purpose: This Supplemental Job Aid describes the process for distributing employee payroll and benefit costs for employees that have a mid-month change in default chartfield configuration. 

Handling Mid-Month Employee Configuration Changes 1.0:

Distribution of Payroll and Benefits for Mid-Month Configuration Changes
Employee Options and Employee Group Options, like all Labor Distribution (LD) configuration, are Effective Dated to allow the configuration to change over time. This enables departments to have different configuration settings for different Pay Periods and or/different Fiscal Years. It does not, however, allow departments to split payroll costs for an employee or group between multiple configurations for the same month when there must be a mid-month change in defaults. 
Newly added Effective Dated records are effective beginning with the Pay Period  that corresponds to the calendar month of the Effective Date, regardless of the date that the Pay Period begins. If multiple Effective Dated rows exist with the same calendar month, the LD Process uses the latest Effective Dated configuration to distribute payroll. 
[bookmark: _GoBack]Example: If John Doe has an Employee Options record dated 7/1/2015 and an additional Employee Options record dated 7/15/2015, his July payroll will be distributed according to the instructions in the 7/15/2015.  The 7/15/2015 configuration is also used to distribute subsequent Pay Periods until a later dated Effective Date record is added. Any additional Effective Dated rows are effective beginning with the Pay Period that corresponds to the calendar month of the Effective Date in the newly added configuration. 
Payroll costs for an employee who transfers to a new position or to a new unit mid-month may need to be split and then distributed using more than one default setting. Since the LD Process uses only one effective dated default configuration per Pay Period, departments must use a Personal Activity Sheet to force the payroll costs to distribute to the chartfield defaults for each unit/position. This can be done in two ways:
1. Enter a Personal Activity Sheet detailing the hours to the old chartfield configuration and the hours to the new configuration. OR
2. Enter a Personal Activity Sheet detailing the hours to the old chartfield configuration and charging the hours to the new configuration to the Charge Default field in the Lines box on the Personal Activity Sheet page. This must be done after the new Effective Dated default configuration has been added.
Note: A Personal Activity Sheet will redistribute all costs for all accounts and all Payroll Clearance Journals in the affected month. In the case of mid-month configuration changes, one employee may have payroll recorded on more than one Payroll Clearance Journal. The Payroll Clearance Journals for the employee may contain different account codes. Using the Personal Activity Sheet will redistribute expenditures for all accounts based on the Activity Sheet hour percentages. The results of the redistribution may not reconcile to the amounts by account codes on each Clearance Journal. The only way to ensure all costs for each account reconciles to both the Clearance by account and the associated configurations would be to do manual journal corrections in the General Ledger based on the accounting entries (ZZ_LD_ACCT_ENTRIES) for that employee and affected month. 
Below are instructions for Option 2, for an employee configured on the Employee Options page. 















Step 1: Navigate to the Employees Options (or Employee Group Options) page:
· Navigation: Main Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Employee Options ( or Employee Group Options)
· Click the Find an Existing Value tab 
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Step 2: Enter SetID and the Employee Information (or SetID, Payroll Agency Code and Reporting Unit for Employee Group Options):
· Employee ID OR
· Last Name and/or
· First Name 

Click Search. 
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Step 3: Add a new Effective Dated record for the employee. 

· Click Correct History. 
· Click on the “+” symbol to add a new Effective Date (defaults to today’s date).
· Change the Effective Date to the desired date. 
· Click the Defaults tab. 
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Step 4: Update the Defaults as needed. 

· Change the defaults as needed for the new Effective Date
· Click Save. 

[image: C:\Users\jackie.ratliff\Documents\screenshots\step 4.PNG]


















Step 5: Navigate to Personal Activity Sheets: 

· Navigation: Main Menu  Labor Distribution  Personal Activity Sheet
· Click the Add a New Value tab
[image: C:\Users\jackie.ratliff\Documents\screenshots\step 5.PNG]








Step 6: Enter the following fields:
· Business Unit
· Pay Period Year
· Pay Period Month
· Employee ID (Payroll Agency Code/Reporting Unit for Group Activity Sheet)
Click Add. 
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Step 7: Enter the hours and chartfield configuration for the pay period that corresponds to the old unit/position. Enter the following fields:
· Submit Date (Optional)
· Time (Optional)
· Total Activity Sheet Form Hours (Required)

In the Lines Dialog box, on Line number 1, enter the following fields:

· Hours
· Earnings Type
· Charge Default - NO
 
Enter the chartfield configuration that correspond to the old unit and/or position of the employee. Click on the “+” to add additional configuration lines. Add as many configuration lines as needed. 
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Step 8: Enter the hours for the pay period that correspond to the chartfield configuration in the new effective dated row recently added to Employee Options (or Employee Group Options). 

In the Lines Dialog box, on Line number 1, enter the following fields:

· Hours
· Earnings Type
· Charge Default - YES

Click Save. 

[image: C:\Users\jackie.ratliff\Documents\screenshots\step 8.PNG]


Step 9: Run Labor Distribution process to create Labor Distribution transactions. See Job Aid FI$Cal.184 Running Labor Distribution. 
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