CU 8.9 HRMS Step by Step Guide
Change Current or Future Funding Distribution - Organizational Development

Module

Overview: This guide provides instruction on changing or deleting current or future funding
distributions for a position. Three specific corrections will be covered in this guide:

1. Delete a newly added funding row
2. Change current or future funding distribution data
3. Delete entire funding distribution for a current or future funding begin date

The two principles for changing current or future funding are:
0 If a funding distribution is in Proposed status, data may be corrected or deleted without

adding a new funding row.

"1 For Approved funding distributions, adding a new funding row is required to change or

delete any data in these rows.

Note: The screen shots used in this guide may not be representative of your access.

1. Navigate to the
Funding Distribution

page

1 Organizational
Development

1 Position Management

1 Maintain
Positions/Budgets

1 Funding Distribution

2. Funding Distribution
search page displays

[J Enter one or more of
the search fields

" Click _seareh_|

"1 If fields other than
Position Number are
used, multiple search
results may display.
Click on the desired
position to open the
Funding Distribution

page.
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University,s

Menu =

Search:

®

[+ My Favorites

[ Reports and Reviews

I Recruiting

[ Workforce Administration

> Campensation

[ Time Collection

& Warkforce Development

= Organizational Development
ition Management

- Addilipdate Position
Info

— Eunding Distribution

- Fosition Transfer anly

- Position Approval

- Funding Appraval

- PETIRettoactive
Eunding Change

12 iz atic ositio
~ Maintain Positions/Budgets

Identifies positions within organization, budgets for postions, and allows for creation of job reguistions

= AddUUpdate Position Info = Funding Distribution === Paosition Transfer only
Eniter the description, work location, and Funiding Distribution E Pasttion Transfer only
cther information shout & position
Pasition Approval == Funding Approval E PET/Retroactive Funding Change
Pastion Approval Funding Approvel PET/Retroactive Funding Change
E‘ Correction PET === PET Approval E PET Approval {Sponsored Proj
Correction PET PET Approval PET Approval (Sponsored Proj)

E PET Cancellation
PET Cancellation

Funding Distribution
Enter any information you have and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value |

Position Number: heging with ~ ||178240]
Business Unit: hegins with |« L
Department; hegins with |«
Job Code: hegins with |«
Reports To Position Number: | begins with »
Correct History
Search | Clear | Basic Search Save Search Criteria
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3. Funding Distribution
page displays

The following scenarios
explain the three types of
corrections that may be
made to funding
distributions for current or
future funding begin
dates.

SCENARIO 1 -
Delete a Newly Added
Funding Row

Delete function may only
be used on the same day
that the funding row was
added.

For this scenario only:
Funding rows can be
either in Approved or
Proposed status.

| Funding Distribution | Fosition and Incumbent Data_|

=] Sa\.re] ! Return to Search) +E Mextin List] +Z Previous in List) 2 Refresh J
Go To Position Data
Go To Funding Histary
Funding Fing | Wigwe &I First [ et e M Last
Position Number: 00173240 HE]
Sequence: 0 Entered Date: 02009/2007
Find | view a1 First [ 1 o 24 (] Last
""" Funding =

Status Date: 02/09/2007
AppriReject:

Funding Status: Proposed Mates
*Funding Begin Date: 03/01/2007 [ OAmt @ Pet

Distribution |Finc | £ First || 1.30r3  Last

*‘Percent *Speed Type D:{':m Funding End ezs::.rm:l Fund Program Project

1/ |[=|[ 70.000/ [11023148 Q|| gfp'fm”'”g" 10613 11356
2|[#|[=|[ 15.000/ [12813230 |Q || i Efi?;”snﬂp 28 10618 |11829
3 [=]| 15000 [12822137 Q| Ed P’ea;l";ﬁng Lan 28 10618 |11943

| Funding Distribution || Position and Incumbent Data |

E Save] QReturn to Search] += Hextin Listjl 1= Previous in Listj 'q.'r Refrezh :l
Go To Position Data
Go To Funding History
Funding Find | Wiew Al First [4] 1cf 16 (] Last

[#][=]

Position Number: 00178240
Entered Date: 02/09/2007

First (4 1 ot 21 [ Last

Sequence: 0

Find | e Al
E‘ Funding
Funding Status: Froposed Mates

*Funding Begin Date: 030112007 [ Oamt @ Ppet

F|r31E13cnf3|I|Last

Status Date: 02022007
ApprReject:

N
Distribution | Find | &

Project

*Percent (*Speed Type D::I:m Funding End e:z::Ttm:l Fund Program

Do n I he fir
0 not delete the first 1 [=]|[ 7ooo0|[11023148 Q| 5y | Sefsmology 10613 |11858
funding row created for a Grp
NEW position. 2| |=]|[ 15.000/|[12813230 |, | £l Efe‘?:ri‘;”é‘;'p 28 10618 11928
) Click the [=] button at 3\[#]|[=]| 15000 (12622137 Q| El ?Eaa'jci?ng Lap 28 10618 11843
the top of the page, in
the Funding section
7 Click =3
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SCENARIO 2(a) —
Correct Current or
Future Funding
Distribution Data in
PROPOSED status

Funding may only be
corrected if the funding
begin date is for a current
or future pay period.

Not necessary to add a
new funding row -
information may be
corrected by typing over
data in open data fields

1 Correct data as needed
a Funding Begin Date
a Percent/Amount
a SpeedType
a Funding End Date

[1 Add or Remove rows
by clicking the
buttons in the |
distribution section

0 Click B =ve

SCENARIO 2(b) —
Correct Current or
Future Funding
Distribution Data in

APPROVED status

Funding may only be
corrected if the funding
begin date is for a current
or future pay period.

7 Click *!in the
Funding section to add
a new funding row

5/16/2007

Change Current or Future Funding Distribution - Organizational Development Module

| Funding Distribution || Position and Incumbent Data |

=] Savejl ! Return to Search] +E Nextin Listjl 1 Previous in List] 2 Refrezh ]
Go To Position Data
Go To Funding History
Funding Find | Wiewe &1 First [ o 16 ] Last
Position Number: 00173240 ==
Sequence; [ Entered Date: 02/0952007
Find | Wiy 1 First 1] 1-24 of 21 [+ Last

Funding
Motes

= .
Funding Stat =]
*Funding Begin Date: 030172007 [ Oamt  ©Ppet

Distribution | Fing |

Status Date: 02/09/2007
Appr/Reject:
First E130f3|I|LaSt

*Percent (*Speed Type D:{I:m Funding End ezs::Ttm?l Fund |Org Program Project

1 =] 70.000 (11023148 Q|| g';'fm”'”g" 10 10613 |11956
2|[® |[=|[ 15.000/ [12813230 |Q || ) Efi?;”g;'p 28 |10618 |11929
3|[#|[=]| 15.000/[12822137 (@ | ] ?Ea;l";ﬁng Lap 2B 10618 11843
""" Funding =
Funding Status: Approved Mates Status Date: 02/09/2007
*Funding Begin Date; (13/01/2005 il Amt Pct ApprReject:

F|rst|i|13c~f3|I|Last

Distribution | Finc | £

Smsmolngy
Grp

|EJepr‘[mﬁnrtl

87.500 11023149

1| =
| 2l

10613 11956

E,DDD|12813230 | |28 |1EIE18 |11929 | |

| Funding Distribution ||” Position and Incumbent Data |

ﬁ Save:I l:lF{raturn to Search:I +E Mextin List:l +E Previous in Listjl ‘5 Refrazh )
50 To Position Data
50 To Funding Histary
Funding Find | Wigw &l First [« 1of3 [¥] Last

+
Position Number: 00672985 =l

Sequence: 1 Entered Date: 01/22/2007

First [ 1 o 2 [ Last

Fingd | e &l
a Funding
Funding Statt&;_ Approved Mates Status Date: 02/09/2007
*Funding Begin Date; |13/01/2007 el Amt Pct ApprReject:

F|rst|E1of1|ELas’[

Distribution | Find | £

*Percent [*Speed Type D::_I:m Funding End e::::Ttln?l Fund |Org Program Project

1/[+]|[=] 100000 51039634 1006 10007
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The new row will have a
default begin date for the
current payroll period,
which can be updated.

If the new funding row
is not needed, click the

(=] button by the Funding —

Notes icon to remove it.

Any current or future
funding will now be in
Proposed status, and the
funding details may be
updated as needed.

[l Correct data as needed
a Funding Begin Date
a Percent/Amount
a SpeedType
a Funding End Date

[1 Add or Remove rows
by clicking the
buttons in the 1=
distribution section

0 Click 5w

5/16/2007 Change Current or Future Funding Distribution - Organizational Development Module

| Funding Distribution || Fosition and Incumbent Data |

(2} Return to Searchjl +E Hextin Listjl 1Z Freviousz in Listjl 2 Refresh :I

Find | iews &l

Position Number:

a1io1izooT &

First (4 1 of 1 (Y] Last

Funding Status:
*Funding Begin Date: Oamt @ Ppet

Distribution | Find | =)

14[+] |[=] [ 100.000 |[51039634 Q ||

FundingStatus: Proposed Proposed

030152007 [H)

First (1 1.of 1 (] Last

COamt & Ppet

*Funding Begin Date:
L}
Distribution | Fing | &1

Go To Positi
Go To Fundit

First [ 4 o a |

Entered D
First El 1-4

Status Date: 02082007

. . Funding End SpeedType .
‘Percent |*Speed Type Date Mo oy Fund Program

10007

Status Date: 02/08/2007

51006
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SCENARIO 3 - ] | Funding Distribution || Position and Incumbent Data |
Delete an entlre fundlng ESave:I ! Return to Search] J-ENextinList:I fEPreviousinList) '&Refresh]
distribution (for current

or future begin dates) Go To Position Data
Go To Funding History
Funding may only be UL — Find | view i First [0 1 of 15 (2] Last
deleted if the funding Position Number: 00175240 =
begin date is for a current Sequence: 0 Entered Date: 02/09/2007
or future pay period — Find |View1  First | 121021 " Last
""" unaing
el 5‘31“5 Notes = Status bate: 0292007
Not necessary to add a Funding Begin Date: 03002007 B Oamt G Appr Rejoct:

new funding row for Distribution |Fin | £ Frst | 130r3 | Lag

Proposed distributions. mm S em - ’7’7’7’7
’7’7 *Percent |*Speed Type Pate T Fund |Org Program Project

A new funding row is 1/[# |[=1 [ 70.000 [11023148 4 B g 10 10813 11356
required for Approved Deprtrmnt

distributions (this action 2 [+ [=]| 15000 |1%23” al 5 Preisghy 2% |10018 (11529
places all current and s m|= 500 A TYRTEN all 5 Trades w |qasie |9e0
future distributions in Teaehing Lab

Proposed status).

""" Funding =
ding Status: Approved Mates Status Date: 02/09/2007
ipd Begin Date: (03/011/2005 il Amt Pct ApprReject:

1 To remove all funding
rows for this Funding
Begin Date, click the
Delete button nextto
the Funding Notes icon

N
Djstribution | Find | i First [4] 1-3 of 3 [ Last

*Percent |*Speed Type D:{I:m Funding End e::::Ttl::l Fund |Org Program Project

87.500 /11023149 Seismology
Grp

""" 20#11=11 sn0nl1z813230 = i 28 10615 111823

] Funding = | | | | | | |Depr‘[mntl | | | |
MNotes Status Date

7 Click @3
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4. Troubleshooting "1 An error message will display if a user attempts to delete a funding string or
any portion of a funding distribution for a payroll period that has already
been processed.

1 The same message will display if a user attempts to delete any portion of a
current/future funding distribution that is Approved.

1 See the Step-By-Step
guides available for

PET/Retroactive ' Funding distribution raws For past payroll periods can not be deleted. (21000,33)
Funding Change and A

Microsoft Internet Explorern E

To make corrections to payroll distributions For past payroll periods, create a payroll expense transfer using either the

Correction PET and PET/Retroactive Funding Change or Correction PET pages.
for more information To update current or Future Funding distribution data, insert a new Funding row using the [+] button at the top of the
on these Options. Funding Distribution page

Change Current or Future Funding Distribution complete
See page 7 for additional funding tips
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HRMS Tips for using Funding Distribution

| Funding Distribution || Position and Incurmbent Data | Add new funding row |

ﬁ Sawe QReturn to Sealch) +E Nextin List) +Z Previous in List:l ‘3 Refresh )

Go To Position Diata
Go To Funding History

Funding Finl | wiew &1 First L 1ot 5 (] Last
+
Position Number: 00508108 =
Sequence: 1 Entered Date: 07/22/2004
et View s First 1 ora M ast Remove funding with
=1 Funding
Add/Remove Funding Status: Approved Motes El(status Date: 07/18/2002 C“rfe”t or f_uture
ARHIRE ] ] 70002 | ) funding begin date
distribution row *Funding Begin Date: Amt Pct ApprReject: Affleck, Lisa C
\)iﬂrihutiun | Einct | B mrst U gora 0 Laat
P PBS

O O

1 100.000 | 51039635 h 10 51008 10007
Finance/Cp

For a NEW position, Funding Begin Date must equal position effective date.

Add a new Funding Row for each Funding Begin Date.

Entered Date is the date the funding was added. The first row added on this day will always be
Sequence 0. Any additional rows added on the same day will increase the sequence number by
1 for each row entered. Rows entered on following days will have an updated Entered Date, and
the Sequence will start at 0 again.

Correct or Update Current/Future Funding —

Ll If funding for a current or future payroll period is in Proposed status, type over the
existing data without adding an additional Funding row, and resave. If desired, the
entire funding row for a current/future funding begin date may be removed entirely by
clicking the Delete button by the Funding Notes icon.

"1 For an Approved current or future funding distribution, add a new Funding row. The
distribution will then display in Proposed status. Type over the existing data,
add/remove rows as needed, and resave. (Note: this process will insert an additional
funding row. If the row is not needed, delete it.)

Payroll Expense Transfers with Retroactive Funding Changes (PETR and PETP) — the PET
process will add a new funding row to the most current Entered Date, and the Sequence will be
increased. This is the only situation where the Entered Date will not be updated to reflect the
date the row was added to the funding page.

Funding strings — each new Funding Row adds to the top of the previous funding components,
to create a new funding string. When funding is added, any funding distribution with a begin
date in current or future payroll periods will be saved in Proposed status. However the
underlying components of the Funding String will retain their original approval status. The system
no longer assigns a proposed status to the entire funding string when a row is added, nor is the
whole string approved when one component is approved.

No Action Taken — this status is assigned to any current funding components that are not
approved before the current payroll is processed. Once in No Action Taken status, the funding
row can not be approved by anyone, including ES staff.
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