[image: cid:image001.png@01D189C1.F71AD7C0]

[bookmark: _GoBack]Configuring Reporting Units 1.0
Supplemental Job Aid

Date: 09/27/2016

Target Audience:	Department LD Maintainer
			GL Maintainer

Purpose: This Supplemental Job Aid provides steps to configure and maintain payroll Reporting Units.

Background:
Payroll Agency Code and Reporting Unit are fields in the State Controller’s Office’s (SCO’s) Uniform Statewide Payroll System (USPS). The combination of a Payroll Agency Code and a Reporting Unit uniquely identifies a single department (Business Unit). These fields must be configured in FI$Cal, along with their related Business Unit, because the payroll file that FI$Cal receives each month from SCO identifies the Payroll Agency Code and Reporting Unit for each payment, but it does not identify the department.
Each department has at least one Payroll Agency Code. Larger departments may have multiple Payroll Agency Codes. Each Payroll Agency Code has one or more related Reporting Units. Only Payroll Agency Codes 002, 003 and 004, used for the Constitutional Officers (e.g., State Controller, State Treasurer, etc.) are related to more than one department. However, each Reporting Unit for these Payroll Agency Codes is related to only one department.
The relationship between Payroll Agency Code and Business Unit is maintained centrally. After a Payroll Agency Code has been configured on the Payroll Agency Code page, the related department can then configure the Reporting Units on the Reporting Unit Translation page.
NOTE: Departmental processes MUST include adding new Reporting Units in FI$Cal when requesting that SCO add new Reporting Units to the payroll system. Failure to do this impacts the ability to load payroll data into FI$Cal.



Configuring a Payroll Reporting Unit:
Step 1: Navigate to the Reporting Unit Translation page:
· Navigation: Main Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Reporting Unit Translation
· Click the Add a New Value tab. 
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Step 2: Enter the Payroll Agency Code and Reporting Unit, then click Add.
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The Reporting Unit Translation page opens. Effective Date defaults to the current date and Status defaults to Active.
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Step 3: Change the Effective Date to the appropriate value and enter the Business Unit. Clicking on the Business Unit prompt lists the Business Unit(s) that have been configured centrally for the Payroll Agency Code and for which you are authorized. Click on any value in the Search Results list to select it.
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Step 4: Enter the Reporting Unit Description, the Account and Alternate Account used to record the Gross Pay Amount in the department’s payroll Clearing Account, and the other ChartField values for the department’s payroll Clearing Account.
[image: ]
The ChartFields configured in the Payroll Clearing ChartFields box are used by the Labor Distribution process to generate Accounting Entries to reverse all payroll costs from the department’s Clearing Account. These ChartFields must match those used by the department in the manual journal entered to record their gross payroll disbursement in their Clearing Account. Most departments use Program 9999 for their Clearing Account, but some departments do not have a Program 9999. Reporting Structure is required for departments that use Reporting Structure. However, it is not necessary to record the gross payroll disbursement in multiple Reporting Structures. Some departments establish Reporting Structure NNNN9999 (where NNNN = Business Unit) to use strictly for their payroll Clearing Account entries.
NOTE: The Labor Distribution process uses the Account and Alternate Account in the Gross Pay Clearing Account box when it generates the Clearing Account reversal entries for the gross amount. It uses the Account and Alternate Account configured in the applicable Benefit Type Options record when it generates the reversals for the State’s share of benefit amounts (Payroll Clearing Account box on the Benefit Type Options page).


Step 4: When finished entering the values, click Save.
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You have successfully configured a Reporting Unit.



Step 5: To add additional Effective Dates for the same Payroll Agency Code and Reporting Unit, click the “+” sign.
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The Effective Date for the new row again defaults to the current date. All of the other values on the original row are carried over for the new row.




Step 6: Change the Effective Date and any other values that must be changed. Generally, only the Effective Date and Year of Enactment must be changed.
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Step 7: After all needed changes have been made, click Save.
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Maintaining a Reporting Unit
Step 1: Navigate to the Reporting Unit Translation page:
· Navigation: Main Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Reporting Unit Translation
The Find an Existing Value tab opens.
Step 2: Enter, at a minimum, the Business Unit, then click Search.
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Search Results are listed.


Step 3: Click on any field on the desired line in the Search Results.
[image: ]


Step 4: To add a new Effective Date, follow the same instructions that are provided in Configuring a Reporting Unit for adding additional Effective Dates to the same Payroll Agency Code and Reporting Unit.
Step 5: To correct any rows with Effective Dates that are not in the future, click on Correct History. 
[image: ]


Step 6: Use the navigation arrows to find the desired Effective Date.
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Step 7: Make the needed changes, then click Save.
[image: ]
Step 8: To correct any future Effective Dates, it is not necessary to click Correct History. However, the steps are the same as described above.
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