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Workaround for
Adjustment Activity Sheet Defect 1.0
[bookmark: _GoBack]Supplemental Job Aid 266

Updated Date: 08/14/2015

Target Audience:	Department Activity Sheet Processor
			Department LD Maintainer
			Department GL Journal Processor

Purpose: This Supplemental Job Aid provides instructions for reclassifying payroll costs, distributed by the Labor Distribution (LD) Process, without using an Adjustment Activity Sheet.  This workaround is needed at this time because defects have been identified in Adjustment Activity Sheet processing.  Departments have been advised by the Change Management Office (CMO) not to enter Adjustment Activity Sheets until notified that the defects have been addressed.  

Note:  After labor has been distributed either by an initial Activity Sheet or by Employee/Group Defaults, any subsequent redistribution of the employee’s labor costs is normally processed by an Adjustment Activity Sheet.  If your department uses Activity Sheets rather than Employee or Group Defaults to distribute payroll costs, Activity Sheets may be entered as long as payroll costs for the Pay Period have not yet been distributed.  The best way to ensure that payroll costs are not distributed prior to entering an Activity Sheet is to set the Activity Sheet Required Indicator on the Employees Options page to YES.  If you want the option of using an Activity Sheet to distribute costs for an employee who does not normally require an Activity Sheet, enter all optional Activity Sheets before you run the LD Process each month, and run the LD Process each month before the end of the month.  

Keep in mind that, each time the LD Process is run, all undistributed payroll costs that have been loaded into FI$Cal are processed.  The Run Control for the LD Process does not support identifying a particular monthly payroll file to be processed. This is intentional, and is intended to help ensure that departments do not inadvertently leave any payroll costs undistributed due to errors.  This means that, if a department does not run the LD Process during a particular month, and the payroll file for the next month is loaded the next time they do run, the LD Process will generate Accounting Entries to distribute payroll costs for both months.  

Workaround for Adjustment Activity Sheet Defect:

There are several reasons why a department may need to reclassify payroll costs after they have been successfully distributed by Labor Distribution.  These include:

1. An original Activity Sheet (individual or group) was used to distribute payroll costs and there was a mistake on the Activity Sheet.  
2. An original Activity Sheet (individual or group) was used to distribute payroll costs and an error was made when the Activity Sheet was entered into or interfaced to FI$Cal.
3. Employee Defaults or Group Defaults were used to distribute payroll costs and they were not configured correctly.  This could be due to an error in the configuration or to a missing Effective Date when the defaults needed to change.  The defaults could have been used with or without an Activity Sheet.
Before the payroll costs can be reclassified, the following information is needed:
· The ChartField strings used to post the payroll costs in the General Ledger.  This includes the Account and Alternate Account which are determined dynamically by the Labor Distribution (LD) Process.  The Account and Alternate Account are not identified in Employee or Group Defaults or on Activity Sheets.
· The amount posted to the General Ledger in each ChartField string.
· The hours posted to the General Ledger in each ChartField string (if any).
PSQueries have been developed to assist in collecting this information.
To reclassify payroll costs without entering an Adjustment Activity Sheet, the following steps are required:
1. Identify which PSQuery will provide the information that is needed.
2. Run the PSQuery.
3. Analyze the results.
4. Create and post a journal to reclassify the payroll costs.
Step 1:  Identify Which PSQuery will Provide the Information that is Needed
One reason an Adjustment Activity Sheet may be needed is that the Activity Sheet  used to distribute the payroll costs initially was incorrect.  In this case, payroll costs are needed for a single Pay Period.
The following PSQueries are available:
· If the Activity Sheet was for an individual, then payroll costs for the individual are needed.   The PSQuery that provides this information is ZZ_LD_EMP_CF_TOTALS_PAY_PER.   
· If the Activity Sheet was for a group, then payroll costs for the individuals included in the group Activity Sheet are needed.   The PSQuery that provides this information is ZZ_LD_GRP_PAS_TOTALS_PAY_PER.
Another reason is when an employee’s individual defaults or their group’s defaults were not configured correctly.  In this case, payroll costs for multiple Pay Periods may need to be corrected because multiple Pay Periods may have been impacted.  
The impacted Pay Periods are determined from the Effective Date in the incorrect configuration.  The LD Process selects each type of configuration (e.g., Employee Options/Defaults; Group Options/Defaults) based on the Pay Period in the payroll record and the configuration Effective Dates.  It selects the most recent Effective Date that is within the calendar month identified by the Pay Period.  If there is no Effective Date within the month of the Pay Period, it looks for the most recent Effective Date that is earlier than August 2015.  For example, if the Pay Period is August 2015, the LD Process selects configuration with the most recent Effective Date that is within August 2015 (even though the August  2015 Pay Period begins on 07/31/2015).  If there is no Effective Date in August, it looks for the most recent Effective Dates that is earlier than August 2015 (i.e. before 08/01/2015.)  To illustrate:
· If there is configuration with Effective Dates 07/01/2015, 08/01/2015 and 08/15/2015, payments with for the August 2015 Pay Period are distributed using the 08/15/2015 configuration.
· If there is configuration with Effective Dates 07/01/2014, 07/01/2015 and 07/01/2016, payments for the August 2015 Pay Period are distributed using the 07/01/2015 configuration.
Additionally, if:
· There is configuration with Effective Date 07/01/2015 that is incorrect
· It’s late October when the problem is identified
· Payroll files for through September 2015 have been distributed
Then, the impacted Pay Periods are July 2015 through September 2015. These are the Pay Periods that have used the incorrect 07/01/2015 configuration.
The following PSQueries are available:
· If an employee’s defaults were not configured correctly, then payroll costs for the employee are needed.  The PSQuery that provides this information is:

 ZZ_LD_EMP_CF_TOTALS_PAY_PER



· If a group’s defaults were not configured correctly, then payroll costs for all employees using the group’s defaults are needed. First, run:

ZZ_LD_EMPS_WITH_PRU_DEFAULTS 

This will identify the employees that share the group’s defaults, including their Effective Dates.  After identifying the employees that are impacted and the Pay Periods impacted for each, run the employee query for each employee:

ZZ_LD_EMP_CF_TOTALS_PAY_PER
Query results for multiple employees can be combined, if desired, to allow summarized journal lines to be entered. 
When reviewing all query results, remember that a monthly payroll file for a particular Fiscal Year and Accounting Period contains payroll records with more than one Pay Period.  For example, the payroll file for July 2015, with payroll costs to be posted to Accounting Period 1 of Fiscal Year 2015, contains:
· Regular payments for salaried employees for the July 2015 Pay Period
· Regular payments for part-time employees for the June 2015 Pay Period
· Overtime payments for the June 2015 Pay Period
· Retroactive adjustments for various Pay Periods earlier than July 2015
· Lump-sum payouts for Pay Periods that are in the future (i.e. August 2015 and later)
Because there can be payroll costs for a Pay Period on more than one payroll file, payroll costs for a Pay Period can be posted to more than one Accounting Period.  All of the queries that provide amounts identify both the Pay Period and Accounting Period to which each amount was posted.  Later in this process, when journal lines are created to reverse amounts, they must be reversed in an open Accounting Period.  
Run the PSQuery
Detailed instructions are provided below for running each of the PSQueries referenced in this Job Aid:
· ZZ_LD_EMP_CF_TOTALS_PAY_PER – Distributed amounts for an employee for a Pay Period Range (including a single Pay Period)
· ZZ_LD_GRP_PAS_TOTALS_PAY_PER – Distributed amounts for Group Activity Sheet(s) for a Pay Period Range (including a single Pay Period)
· ZZ_LD_EMPS_WITH_PRU_DEFAULTS – Employees with group defaults for a specific group

 PSQuery ZZ_LD_EMP_CF_TOTALS_PAY_PER

1: Navigate to the Query Viewer Page
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer 
[image: ]

2: On the Query Viewer page, enter “ZZ_LD_EMP_CF_TOTALS_PAY_PER” in the box after begins with.  Then, click Search.
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3: Search Results are displayed. Click “Run to HTML” link.

[image: ]

4: New window with the below parameters appears. Enter the Business Unit, From Pay Period Year, From Pay Period Month, To Pay Period Year, To Pay Period Month, Employee ID.  Then, click View Results.
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5: Query results are displayed on the page. Click Excel Spreadsheet.
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6: A small message dialog appears at the bottom of the page with the options to Open, Save, or Cancel.
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7: Click on the down arrow next to Save, and then click Save as.
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8: Select the folder where you want to save the spreadsheet (e.g., Desktop). 
Change the default file name if desired.  Click Save.
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9: A small message dialog box appears at the bottom of the page with confirmation: Download has completed.  The query has now been saved to Excel in the folder that was specified.  It is available for analysis.
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 Run PSQuery ZZ_LD_GRP_PAS_TOTALS_PAY_PER

1: Navigate to the Query Viewer Page
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer 
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2: On the Query Viewer page, enter “ZZ_LD_GRP_PAS_TOTALS_PAY_PER” in the box after begins with.  Then, click Search.
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3: Search Results are displayed. Click “Run to HTML” link.
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4: New window with the below parameters appears. Enter the Business Unit, Payroll Agency Code, Reporting Unit, From Pay Period Year, From Pay Period Month, To Pay Period Year, To Pay Period Month.  Then, click View Results.
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5: Query results are displayed on the page. Click Excel SpreadSheet.
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6: A small message dialog appears at the bottom of the page with the options to Open, Save, or Cancel.
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7: Click on the down arrow next to Save and then click Save as.
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8: Select the folder where you want to save the spreadsheet (e.g., Desktop). 
Change the default file name if desired.  Click Save.
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9: A small message dialog box appears at the bottom of the page with confirmation: Download has completed.  The query has now been saved to Excel in the folder that was specified.  It is available for analysis.
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 PSQuery ZZ_LD_EMPS_WITH_PRU_DEFAULTS

1: Navigate to the Query Viewer Page
· Navigation: Main Menu  Reporting Tools  Query  Query Viewer 
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2: On the Query Viewer page, enter “ZZ_LD_EMPS_WITH_PRU_DEFAULTS’’
in the box after begins with.  Then, click Search.
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3: Search Results are displayed. Click “Run to HTML” link.
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4: New window with the below parameters appears. Enter the Business Unit, Payroll Agency Code, Reporting Unit. Then, click View Results.
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5: Query results are displayed on the page. Click Excel SpreadSheet.
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6: A small message dialog appears at the bottom of the page with the options to Open, Save, or Cancel.
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7: Click on the down arrow next to Save and then click Save as.
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8: Select the folder where you want to save the spreadsheet (e.g., Desktop). 
Change the default file name if desired.  Click Save.
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9: A small message dialog box appears at the bottom of the page with confirmation: Download has completed.  The query has now been saved to Excel in the folder that was specified.  It is now available for analysis.
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Step 3:  Analyze the Results.
1: Use the information provided in the query results to determine each ChartField string and the related Amount and Hours (Statistics) that must be reversed.
2: Use the information that you have about where the payroll costs should have been recorded, in conjunction with the query results, to determine each ChartField strings and the related Amount and Hours (Statistics) that must be posted.
Step 4:  Create a Journal to Reclassify the Payroll Costs.
Follow the instructions in Job Aid FI$Cal.188 Creating a New Journal Entry to create, edit and post a new journal with journal lines to record each of the entries identified above in Analyze the Results.  Take care to include Statistics if they are shown in the query results.
If the number of entries needed is more than can reasonably be entered on the Journal Entry page, another option is to create and upload a Spreadsheet Journal.  Follow the instructions in Job Aid FI$Cal.001 General Ledger Spreadsheet Journal Upload.  While following the instructions, use the “+…” icon to add the number of lines that are needed in the journal before entering the journal lines.  Then, cut-and-paste from the Excel export of the query results into the journal lines.

Revision History
	Date
	Version
	Last Updated By
	Update Description

	8/8/2015
	1.0
	Gail Riggins
	Original version.

	
	
	
	

	
	
	
	






FI$Cal.266 - Workaround for Adjustment Activity Defect 1.0
Updated August 14, 2015		Page 1 of 16	       

image1.png
Favorites~ | MainMenu~ > Reporing Tools ~ > Query ~ > Query Viewsr

Query Viewer

Enter any information you have and ok Search. Leave fiks bank for a st o a vales.

“Search By [Gumny ame. [ I

[semen ] asvances searen





image2.png
Query Viewer

Enter any information you have and click Search. Leave fislds blank for a st of all values

*SearchBy uenName  + begnswin





image3.png
Query Viewer

Enter any information you have and click Search. Leave fislds blank for a list of all values.

begins with 22_LD_EP_CF_TOTALS_PAY_PER

*Search By "query Name

Advanced Search

“Folder View | —AllFolders — <]
Query Personaize | Find | View Al | & | B first B 1 or1 B Last
Query tame bescrption Owner Foder  unto Rnto Bunto gpop,  Addte
22_LD_EMP_CF_TOTALS_PAY_PER Sums Distrbs for Employee _ Public Excel XML Schedule  Fawte





image4.png
2Z_LD_EMP_CF_TOTALS_PAY_PER - Sums Distribs for Employee

Business Unit:
From Pay Period Year:
From Pay Period Mont
To Pay Period Year:
To Pay Period Month:





image5.png
ZZ_LD_EMP_CF_TOTALS_PAY_PER - Sums Distribs for Employee

Business Unit: f7o0 Ja
From Pay Period Year: (2014
From Pay Period Month: 07
TopayperiodYear: 2015

To Pay Period Month: (05
Employee ID: 1303600

View Resuts
Download results in : [Excel spreaseneet] csv Texiie xiLrie (10 kb)

View All First [ 1-21 of 21 [ Last

PC Pay  Pay
empid APPP Fund ENY program (P9 Bus Project  Activity 0" Category Subcategory ¢ A%V pccount  AltAcct | BudgDt Period Period fecr
unit Ref Structure 5u% Type. Loc Use el

1700 1303600 001 00012013 1490 17005000 5100000 0000000000 06/30/2014 2014, 2014
1700 1303600 001 00012013 1490 17005000 5100000 0000000000 0673012014 2014, 2014
1700 1303600 001 00012013 1490 17005000 5108000 0000000000 0673012014 2014, 2014

1700 1303600 001 00012013 1490 17005000 5150450 0000000000 0673012014 2014, 2014
1700 1303600 001 00012013 1490 17005000 5150450 0000000000 0673012014 2014, 2014
1700 1303600 001 00012013 1490 17005000 5150500 0000000000 0673012014 2014, 2014
1700 1303600 001 0001 2013 1490 5150500 0000000000 0673012014 2014, 2014
1700 1303600 001 0890 2013 1490 5100000 0000000000 0673012014

00000 0000000000 082072014





image6.png
Do you want to open or save ZZ_LD_EMP_CF_TOTALS_PAY_PER_476707713.xis (14.5 KB) from financials.fiscal.cagov? Open save |~/ Concel





image7.png
0890 2013 1490 17005000 1700 000000000000686 FY1415
0890 2013 1490 17005000 1700 000000000000686 FY 1415

0890
0890
0890

01

140017005000 1700 0nnnnnnnnnnnsss evasy

5150450 0000000000 06/30/2014 2014 8 2014

4 0.020 0.00

5150500 0000000000 06/3022014 2014 7| sve
150500 0000000000 020P014

014

Do you want to open o save ZZ_LD_EMP_CF TOTALS_PAY_PER 476707713.xis (14.5 KB) from financials.fiscal.ca.gov?

Open





image8.png
Libraries
System Folder

» [ Documents

» & music Network
+ 5 Pt Symemelder

» H Videos o
- L e

Save as type: Microsoft Excel 97-2003 Worksheet

il nome: [ZL0_EWP_CF_TOTALS PAY PER_A76707713]

>

(~ Hide Folders





image9.png
The ZZ_LD_EMP_CF_TOTALS_PAY_PER 476707713.s download has completed. Open |~/ Openfolder View downloads




image10.png
Query Viewer

Enter any information you have and click Search. Leave fields blank for a st of all values

| begins with





image11.png
Query Viewer

Enter any information you have and click Search. Leave fields blank for a lst of all values.

“SearchBy ‘aueyName v begnswin  [ZZLD.

Advanced Search

“Folder View | —AllFolders — <]
Query Personaize | Find | View Al | & | B first B 1 or1 B Last
Query tame bescrption Owner Foder Um0 Rnto Bunto gpog,  Addte
22_LD_GRP_PAS_TOTALS_PAY_PER Sums Disirbs for Group PAS _ Public Excel XML Schedule  Fawte





image12.png
ZZ_LD_GRP_PAS_TOTALS_PAY_PER - Sums Distribs for Group PAS

Business Unit:
Payroll Agency Code:
Reporting Unit:

From Pay Period Year: 2014

From Pay Period Montnf 07
To Pay Period Year:
To Mont

View Resulls





image13.png
ZZ_LD_GRP_PAS_TOTALS_PAY_PER - Sums Distribs for Group PAS

Business Unit: 700 Ja
Payroll Agency Code: (325
Reporting Unit: 410

From Pay Period Year: (2014
From Pay Period Month: 07
TopayperiodYear: 2015

To Pay Period Month: 06

Download results in: [Ecel Spreasenest] csvTexFie XiLFie (170 kb)

e Fis [ 1100013223 Lot
B Aeney FRre) SPED . prram o 8 e it Aty “Sne Ctegory Sucnegry S MY pccout Aace S pare paoa o0 oo S St emoro
om0 0 oo ooot2ote so  tmoorion 5100000 0000000000 06302015 2014 8 2014 33180350 000 130318
2 o3 40 oot oot 20te 1430 17007100 5100000 0000000000 06302015 2014 9 2014 33180350 000 1303231
3 moas 40 oot oot 2014 1430 17007100 5100000 0000000000 06302015 2014 8 2014 33180350 000 1303308
4 o3 40 oot oot 20te 1430 17007100 5100000 0000000000 06302015 2014 8 2014 4 63570 000 1303188
s moas 40 oot oot 2014 1430 17007100 5100000 0000000000 0630201 2014 8 2014 4 53570 000 1303231
6 03w 40 oot oot 2014 1430 17007100 5100000 0000000000 06302015 2014 8 2014 4 63570 000 1303308
7 moas 40 oot oot 2014 1430 17007100 5100000 0000000000 06302015 2014 10 2014 4 3398400 000 1303188
o 03w 40 oot oot 2014 1430 17007100 5100000 0000000000 06302015 2014 10 2014 4398400 000 1303231
s o0l Ta10 001 10001120141 1290 17007100 =1000001000000000010602015| 2014 102014 413398.400] 0.00| 1303399




image14.png
Do you want to open or save ZZ_LD_GRF AY_PER_476707713.xds (131 KB) from financials.fiscal.ca.gov?





image15.png
001
001
001
001
001

0001 2014 1490 17007100
00012014 1490 17007100

5100000 0000000000 06/30/2015 2014
5100000 0000000000 06/30/2015 2014

11 2014

5 3398.400 0.00 13(

11 2

Do you want to open or save ZZ_LD_GRP_PAS_TOTALS_PAY_PER_476707713.xis (131 KB) from financials fiscal.ca.gov?

Open

save

save

Save and open

3231
3399
3189
3231
13399




image16.png
~ 4 | Searcn Desttop

> [3 Documents
» d Music Network
5 Pictures System Folder
» 8 Videos o
- |, pages -~

Sovess type: Mirosoft e 7200 Worshes

s E





image17.png
The ZZ.LD_GRP_PAS_TOTALS_PAY_PER 476707713.xis download has completed. Open folder





image18.png
Favorites~ | Main Menu~ > Reporting Tools ~ > Query ~ > Query Viewer

al

Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values.

*Search By gueryName v beginswith

Advanced Search




image19.png
Query Viewer

Enter any information you have and click Search. Leave fislds blank for a list of all values.

“SearchBy “auewName  ~  begnswin  [ZZ.LD_ENPS_WITH PRU_DEFAULTS
Advanced Search

“FolderView —AlFolders—
Query Personaize | Find | View Al | & | B first ] 1 or1 B Last
Query tame bescrption Owner Foder  unto Rnto Bunto g, Addte
22.10_EWPS_WITH_PRU_DEFAULTS Lists Emps witPRU forDefaul_ Public Bl o screse  Fowrte





image20.png
ZZ_LD_EMPS_WITH_PRU_DEFAULTS - Lists Emps with PRU for Defaul

SetiD: 1700
Payroll Agency Code| 326

g Uni 410

| viewResuts

Set> Agency Code Reporting Unit EmpI D Eff Date. Status. ‘Group Time Rept Lastliame Firstiame. Mid nitial




image21.png
2Z_LD_EMPS_WITH_PRU_DEFAULTS - Lists Emps with PRU for Defaul

Set: fi7o0
Payroll Agency Code: 326
ReportngUnit (410

View Resulls

Download results in : [Eezl Spreaseneat] csv TexFiie XL i (12 kb)
View Al First [ 156 o 58 [ Last

Reporting Unit Empi 1D Eff Date ‘Group Time Rept Lastliame Firstiame. Mid Intial
1001944, 07012012 RICHARDSON RENEE
1001944, 07012013 RICHARDSON RENEE
1001944, 0710172014 RICHARDSON RENEE
1009265 07012012 CULLEN DAVID
CULLEN DAVID
CULLEN DAVID
CHAN NELSON
CHAN NELSON
CHAN NELSON

1009265 07012013
1009265 071012014
1011306, 07012012
1011306, 07012013
1011306 0710172014

e





image22.png
Do you want to open or save ZZ_LD_EMPS_WITH_PRU_DEFAULTS_476707713.xls (15.0 KB) from financias.fiscal.cagov? Open save |~/ Concel





image23.png
410 1119482 07/0112014 A N ENDSLEY
410 1130338 0710112014 A N CcRrUZ

ANGELINA
STEPHANI

Do you want to open or save ZZ_LD_EMPS_ WITH_PRU_DEFAULTS_476707713.xds (150 KE) from financials fiscal.ca.gov?

Open

Save and open





image24.png
4% Fovorites s

Downtonds
B Recent Places

455 Librares
> [3) Documents
> b Music
5 Pictures
» 8 Videos

>

Sovess type: [ Microsoftee 7200 Worishest

(& Hide Folders





image25.png
‘The ZZ_LD_EMPS_WITH_PRU_DEFAULTS 476707713.11s download has completed, Open |~/ Openfolder View downloads





image26.png
I1$Cal

cial Information System for California




