Using the Labor Distribution

!'_ System




i What i1s Labor Distribution?

= Summary of:
= Payroll transactions
= Retroactive adjustments to source distributions on
Personnel Action Forms (PAFs) per PAF effective
date
= Additional transactions specific to sponsored
programs activity:
= Cost transfers
=« Mass transfers from one project year to the next




co/

i What Can | Access? N

s Account level

= Per your security authorization, you may have
access by business unit, department and/or
product (grant, special purpose, or gift account)

= Employee level

= Full access-security authorization for all accounts this
employee has been charged to since 12/98

« Partial access-security authorization for some
accounts this employee has been charged to since
12/98; pop-up box will advise you that you are seeing
partial information for an employee; click OK to proceed
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i Why Obtain Access?

= View employee detalil to support
General Ledger summary

= View pay-related transactions on timely
basis

= Determine If retroactive salary
adjustments processed

= Perform ‘what if’ analysis




When Are Transactions

i Avalilable?

On Tuesday preceding payday, payroll
transactions available for viewing

Retroactive salary adjustments processed
during second week of the final pay period
for a given month

Summary transactions to General Ledger
Wednesday before payday

Gross Job and Current Earnings reports in
VistaPlus on Wednesday before payday



Navigating through Labor

!'_ Distribution

Samples of LD Screens
Samples of LD Results




Logon Requirements

Retro Systen Logon = |
v Thomas
Jefferson
=> University
Database: |L-ﬂ~E=DF=F' -
User-id: |
Password: |

v Hide passward

| q,j"" k. I x Cancel I

Enter campus key, network password and
click OK



What Do You Want to See or

i DO?

= Views
= Employee
= Account
= Search for retroactive transaction
= Historical retroactive search

= ‘What If’ simulations
= Mass change

= Percent change
= Cost transfer




i What is View by Employee?

= Review salary information for an
employee for a specified time period by
account

= Results displayed two ways:
= Summary
= Detail by pay period



View Options

" Retros 1.3.7
File

by Emploves

by Accounk

Search for a reftro

Histarical retro search

FDEQDZ@LAEORD




Employee View

Employee Yiew

|

Emplayee: | 000123456  Redi: ID 2] Account: I

Search
Period:  01/04/04 throught”  [03,03/04 ] Close |
Summary | Detail | /

Enter Employee number (with or without
leading 3 zeros), record # (only need to

update if employee has multiple jobs), —
period and Search Pint | 3¢ Evpor

[kDEQDZ@LABORD v




Employee View
Results Summary

Employee Yiew e |
Emplayee: | 000 123456  FRcd#: ID 2] Account: | =1 Search
Ferod: IW through: IW fL Cloze
Summary | Detail |
Emphyes Account Code Salary Fringe
John Doe ABD701
ososo000  c1mo $3.606.65 $91613
05030000  RA0101 $9.180.66 $2.331.87
05030000  RZ0401 $13.770.92 $3.4597.89
05030000 215802 $5.907.90 $1.499.11
0030000  Z224M $524.60 $133.24
0030000  Z228M 229513 $582.93
05030000 226801 $2.032.85 $516.35
Ooso30000 230801 $526.26 $209.86
TOTALS $43.28012 $10,993.20

Summary tab shows earnings by account code

Print | =E Export

03@LABCR o

Results can be printed or downloaded to

Excel. If downloaded, both tabs of results will
appear in separate worksheets of same file.



Employee View Results Detall

Employee Yiew ]

Emplayes: | 000123456  Rcd#: ID 5" Account: | =earch |
Period:  [01/04/04 through:  [03,/03/04 L Clase

Surnmary Detail |
A

Employee Aocount IStart IEnu:I IF'a_I,I Mo Hours ”Salar_l,l IF -
Q3030000 C1o101  01/04404 01/09/04 142004 2.80 91.81
08030000 RYO10T  01/04/04 01409704 12004 3.00 $262.29 3
08030000 RTY0401  01/04/04 01409704 12004 12.00 $393.46 %
08030000 219802  01/04/04 01409704 12004 5.60 $183.64 %
Qs030000 222401 01/04/04 01./09/04 12004 4.00 $131.15 %
Qs030000 222801 01/04/04 01./09/04 12004 200 $65.58 %
Q2030000 226901 01/04/04 010904 12004 200 $E5.58 %
Q2030000 230201 01/04/04 01./09/04 12004 360 $118.04 %
Detail tab shows earnings by account code by pay #1.411.55 i
number $182.61 $
524 R jll
I only interested in detail on a particular account, pull -
down account box, select account, and Search e | 3¢ et |
A -

Results can be printed or downloaded to Excel. If
downloaded, both tabs of results will appear in
separate worksheets of same file.



i What Is View by Account?

= Review salary information for a
specified time period by account

= Results displayed
= Summary by pay
= Summary by emp
= Employee by pay

three ways:
period
oyee

neriod



View by Account

+F Retros 1.3.7

Eile Retros st . Help
5 B L

by Employes

by Sccount

5 Search For aretro
i

Historical retro search

KDEDD3@LABORD) 4




Account Code View

Account Code Yiew

Account code: a5 Tatal Salan:

Fram: |I:|5.-*IZI1 #04 Toaotal Fringe:

Tof |os/0/04 Payw nurmkbers within range:
Surnmary IEmpID eesl Eay Dategl

Period Start

Enter account code, from and to dates,
rand Search

Erint | TE Export

' KDEODS@LABCRD Z




Account Code View

Account Code Yiew

Account code:

Total Salary:

From: II:IE.-*I:H s04 Tatal Fringe:

i

a Search

To: W Fay numhbers within range: I Close
Summary Igmpluyeesl FBayp Dates I
Period Start End Date Pay Mo Salary Fringe
x|
@ Mo Security Access
I you enter an account code for which you
are not authorized, you will receive above Bypine | 3% Expor
violation and no resulting information EOD3@LABORD Y




Account Code View
Results Summary

Account Code Yiew
Account code: IEIEEI-E-’-IEIB? Q16248 CODALP Total Salany: $96. 466 22
Frarm: II:IE.-’IZH A04 07407403 thru 06/30,/04 Total Fringe $24.502.49

To: [o6/20/04 5004 THRU 13/2004 _ J] Close |

EUFI'IITEIT}' Igmpluyeegl Pap Dates I

gy numbers within range:

05/01,04 05414404 10/2004|  $27.194.87 $6,907.53
05/15/04 05/28/04 11/2004  $28,134 36 $7,146.13
05/29/04 /11404 1z/2004  $22421.89 $5,965.20
0B/12/04 QE/20/04 13/2004 _-$13.715.16 $3,483.563

Summary tab shows earnings by pay period
with total in top right corner. For grant
accounts, note sponsor name and grant
period per general ledger

Results can be printed or downloaded to
Excel. If downloaded, all three tabs of Eriu 3 Expor
results will appear in separate worksheets oRD 7

of same file.



Account Code View
Results Employees

Account Code Yiew

Account code: IDED—2-4EIB? 018248] CODAAP Total Salary: $96. 466 22

From: |I:|5.!IZI1 /04 07/01/03 thru 06/30/04 Total Fringe: $24502.49
B fad IEIE.-QEI!EI# Fay numbers within range 1072004 THRL 13/2004
Summary Emplo*ees I Fayp Dates I
Employes Employes Mame Salary Fringe ﬂ

000123456 |John Doe $3,790 59
(00123987 | Tane Smith $2.991.35 $753 81

Click on Employees tab showing earnings

by employee

Results can be printed or downloaded to

Excel. If downloaded, all three tabs of =l
results will appear in separate S e | 3¢ Ewor |

worksheets of same file. _KDEGSSSASTRD




Account Code View
Results Pay Dates

Account Code Yiew

Accountcode: [080-24987 Q18248 CODAAF

From ID'S:'I:H /04 07/01/03 thru D6/ 30/04
To ||:|5,=:11u:m

Summary | Employess  Pay Dates |

$96.466.22
Total Fringe $24502 49
1072004 THRIL 13,2004

Total Salary

Pay numbers within range

E
Search
J-]_ Cloze

Click on Pay Dates tab showing earnings by

employee by pay period

Results can be printed or downloaded to Excel. If
downloaded, all three tabs of results will appear
In separate worksheets of same file.

MName f | staring Ending | Fay Mo | salary | Fringe
000123456 Jehn Doe 01-Mew-2004  14-Men-2004 10/2004 $2.7972.1 $710.5:
15-Me-2004 28-Mayw-2004 11/2004 $2.797. 31 $710.52

29-Man-2004 11-Jun-2004  12/2004 $2.797.11 $710.5:2

12-Jun-2004  25-Jum-2004 13/2004 $1.396 66 $355.2€

TOTALS $9.790 59 $2.486.82

:,Qﬂ Jane Smath 01-Men-2004  14-May-2004 102004 $854.67 $217.0¢
15-Maw-2004 28-Mey-2004 11/2004 $85467 $217.0¢8

29-Me-2004  11-Jun-2004 1272004 $854.67 $217.0¢

12-Jun-2004  25-Jun-2004 13/2004 $427 34 $108.54

TOTALS $2.991.35 $759.81

i

ErlntJ =T Export |

DECES@LABORD
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i What Is Search for Retro?

= Allows you to determine If a retroactive salary

adjustment (PAF) or cost transfer has been
processed

= Search by:
= Employee
= Account from (account being credited)
= Account to (account being debited)

= Historical search for transactions prior to 5/02




i Search for a Retro

+f Retros 1.3.7 0] %]
File  Refros m Help
5 @( A by Employee @ ?

& by Account

@ iriginal wigw of paycheck

Current Yiew of paycheck

& Search for a retro

‘m Historical retro search

Select option by menu drop-downs
or by p / Ctur € /cons ‘DEOOZ@LABORF A




Search for a Retro

Search for a Retro E ]

Fetro Date: I_;_;_ Source account: |__ -
Emplayes L IDDDEE|5224| / Target account; |__ -

A
Fayroll Dates: fl_.-"_.-"_ thru |_f/@7[ Amaount: and

D ate Emploves 1D |Source Accoun Target Account Start Date  |Eng Brate Amount | Tepe |Uzer
5|

@ Fartial Seedrity Access

K1

Summary | Defails |

// l

Enter employee ID, source account to be =l
credited and/or target account to be Bypint | 3¢ Ewpot |
debited and Search 7




i Search for a Retro Results

Search for a Retro k|
Retro Date: |_£_£_ Source account: |_ Twpe: Search
Employee ID: 000535224 Targetaccount: |__- I "I L Close
Fayrall Dates: |_£_£_ thru |_£_£_ Arnount; and I User: | |
D ate Employee ID | Source Account T arget Accournt Start Date  |End Date Amount | Tepe [User -
11/25/02 000595224 03012045 HO4501 02018045 HO4601 a7/m o2 10/04/02 3336 PCT MFIOLA
11426402 000535224 94040720 02012045 HO4EM 0740402 10404402 1764 PCT  MFIOLA
11426402 000535224 03013045 HO4501 02012045 H121M 03423402 0E/ 28402 2492 AMT  Cx5107
11/2E - - C+5107
1= Results show date retroactive adfjustment fep
% processed, employee ID, source account credited, == ”?'_I;I
. »
ey, LAF@et account debited, start and end dates of
eom Lransaction, sa/ary amount <]
Os01s045 HO4501 0.000%
Os01s045 LAelz01l S0.000%
os018045 HO4601 S50.000%

I @anust |

Erint | =T Export |

4




Search for a Retro Results

Search for a Retro

e Type column codes:
Elro Llgie: - -
rsloyes D I_ - PCT-adfustment per PAF, AMT-adjustment per
| Cost Transfer, MASS-mass transfer
Fayroll Dates: | » ¢+ thr [E—— ; ] ; / —
[ ate Emplopes D' | Source Account T arget Account Start Date  |End Date Amovnt T_I,I|:‘|_e Idzer -
11/24/03 000593857 10018035 08018035 23030 070 /03 10431403 30914 PCT  NTFI01
|/ Summary tab notes percentages per source ;ILI
smnay | AISCrIDULION Section of PAF.
Aocount Code Fercent ;I
05015035 A37101 T2 .000%
05013035 230301 15.000%
Restricted Access Percentage = 10.000%
[~
I @ Unpmst | Erint | =T Export |
| 4




What Is Retros menu option?

= Perform ‘what if’ analysis for account or
employee
= Account

= Mass change of all activity for specified period from one
account to another

= Employee
= Percent change—simulate processing of retroactive PAF

= Cost transfer—simulate processing of sponsored
programs Request for Cost Transfer

= Your simulation will not be posted to the
labor distribution system



Retros

+[' Retros 1.3.7 0| |
File | Retros ' Yieww  Help

B Mass Change ‘ S @

04 Percent Change

Cosk Transfer




i Mass Change

Mass Change

Source: |pao-18045 B30l YARIOUS SPOMSORS 03401/04 [03r31/m04
I 1714071438 thra 12431 /50 I il I 131/ | Search
Target) |080-18035  HS6501  MERCE — =
| 4 02/26/04 thiu 02/25/05 e EE”V il Close |
Feriod EmplId Feodit [Mame Fayht Hours arnings Fringe

Enter source account to credit, period to be
transferred and target account to debit and Search

| x Cancel | TOTALS:

|Requesteu:| dates Fall outside of grant dates

TV 103@LABORP W




Mass Change Results

Mass Change : |
Source: [080-41025 A53001  RATMOND CAND DORIS N GRANDO 01/01/04  -|05/01/04
! 07/01 /01 thru DE/30/05 [T L Search|
Target: |080-13035 R45203  2ROTCATS123-05 . =
Target | 02/25/02 thiu 01 /31 /05 Pay Period: | 41| Cisse
Period Empl I1d Fcdd  [Mame Pap Mo Hours E arnings Fringe -
|
14011 /04 - 071.4019/14 00024680 i Jane Doe 1/2004 482 $25083 $63 73
01/01/04 - 01/09/04 00024680 0 Jane Doe 1/2004 482 §25083 $63.73
Results show period, employee, pay number,
hours, salary, fringe benefits, total at bottom
[
TOTALS: 1132 $57449 $14503

Cancel §




Percent Change

J[f Retros 1.3.7 - 10| x|
File Eetru:ns' Wigw  Help

Mass Change

Fercent Change

iCost Transfer

KDEOO3@LABORD V.




Percent Change

Percent Change Request Form

E
Empl ID: [oo05a5224 Red#: [ Beginning: [01/01/39 Pay Period: Szae
Ending: {10/17/04 | | Close
Accou | Percent]  AmountRS7O% [

Information X

@ Pattial Security Access

Enter Employee number (with or without
leading 3 zeros), record # (only need to

- update if employee has multiple jobs),

- beginning and ending dates and Search

) Fost | #€ Cancel |

ioRP o




i Percent Change Results

Red asterisk indicates portion of

- specified period falls outside
Empl 1D [ooosas224 Redd: [ Begmn
grant perlod
Tom Jones |

08012345  ABIZ2N 0870102 vo 12431750 39075 $73.107.65 i39.075 §$?3 10765

08017345  HO4501 03701799 to 06/30/04 | 49.269  $92,180.36 9269 $92,180.36

N8012345 HO4601 05701 /99 to 04./30/03 834 $10.915 h.834 $10.915.92

08012345 HI121M 09701 /99 to 08531502 0.922 $1. 7224 .92 0.922 $1.724.92

08012345 H311M 03701 /01 to 08/30/0 0.922 1.724.93 0.922 $1.724.93

08012345 H3N20 010101 to 057310 0.9 $1.724.92 0.922 $1.724.92

08012345 H350M 09701 /01 to 08531/ 922 $1.724.92 0.922 $1.724.92

02012345  H38001 0910401 to 09509502 0.922 $1.724.92 0.922 $1.724.92

i L Result shows percentage charged to each account for

S specified period totaling 100%. To simulate

retroactive PAF, enter revised percentages in Adj

4 g?d

account numbers.

Percent column which will then recompute Adj
Amount column. Click Add button to enter additional




Cost Transfer

+[" Retros 1.3.7

Retros ' = Help

% Mass Change

02 Percent Change

| Cost Transfer |




i Cost Transfer

|

| Rodi: E Beginnings |E|1,.-'IZI1,a'BEI Pay Period: M
Engdifig: [10/17/04 | M Clos= |
lumber | Awailable " RSIOV | Lafiy _[transfer amt |
Euurg{ﬁ\pﬁum‘/ /I/TargetAccnunt | Amu:uuntl Fesult
Enter Employee number (with or
without leading 3 zeros), record # (only X Corce |
need to update if employee has multiple ..:sieon ~

Jobs), beginning and ending dates and
Search



‘L Cost Transfer Results

Employee Change Request £
. : Search
Red#: [ Beginning: [01/01/29 Pay Period: —_ |
John Smith Ending: |10/17/04 | Hl Close
20930020 $94.646.66 $94.646.66 080-41025  AS53001 4646.66

93070000 919270 $448 56 $448 .56 0.00

— To simulate processing of Cost Transfer, enter
=~ target account and transfer amt

O[]

3_}3_ LClear |R.-E-.YMEJND C.AND DORIS M. GRAMDO 071 101t D205 x Cancel |

| KDEOO3@LABORD i




i Cost Transfer Results

Employee Change Request ) |

Red#: [ Beginning: [o1/01/33 | PayPeriad: Search |

John Smith Ending: fio/17/04 | Jl. Clos=

poso it Juseto o ferfoeibeenn  flese G

209320020 $94 646.66 $90.000.00 0.00
93070000 9193270 $448 56 $448.56 :0.00

03W4,545_55
Result shows dollars charged to each account
number for specified period. Entries you make will
be reflected in Adjusted column and summarized at
bottom of panel.

Source Account |TargetAccuunt | Amu:uuntl Fesult |
20930020 05041025 ARI0M $4.646 66

% Clear |R.ﬂ.‘r’h|10ND C.AND DORIS N, GRAMDO 0707101 thru 0820005 X Cancel |

| KDEOD3@LABORD Z




Questions About Using Labor

‘L Distribution

= Select Help on menu and
review troubleshooter tips

= Contact
cheryl.scully@jefferson.edu or
3-7965



mailto:Cheryl.scully@jefferson.edu
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