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LABOR DISTRIBUTION RELEASE

LDRelegse
HCMPR FunFelease . ons 3 MO Posted
Confirm Labar
YES
MO

Correct Restart .
B ?
Exceptions Run Instance BXesRtiang. s

YES

Log in to the Financial Systems.

Financial Systems

PaoplaSoft FSOChM

Eorgot yvour password?

Important Hotice

This is a State of Georgia application. Itis provided to conduct official State business and must be used
appropriately. All individuals using this application must follow the appropriate use policy and procedures
defined by their individual Agencies or as defined by Georgia Technology Authority's appropriate use policy. All
information in the system belongs to the State of Georgia and may be read or monitored by authorized
persons.

By logging into this application, you agree to abide by all established Enterprise, State and Federal policies
governing the appropriate use of State of Georgia resources.
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Navigate to Labor Distribution. Select Process and then select Release Labor to display
the Release Labor panel.

Financials Production

Add to Favorites

Sign out

Furchasing Main Menu > Labor Distribution =
eFrocurement
Sourcing Process

{sccounts Receivable

lsccounts Payable Laber Distribution

Custom Accounts Payable E Release | abor E Load Work Tables E Reset Work Tables
Asset Management Release Labor Load Work Tables Reset Work Tables
Banking

Financial Gateway

Commitment Control = Activate Chartfields = LD Activity Default

General Ledger E Activate Chartfieldz on Labor Journalz LD Activity Default

{Allocations

Set Up Financials/Supply

Chain

Tree Manager
Reporting Tools
FeopleTools

e Distribution

hartfields
— LD Activity Default
[ Report
— Labor Distribution

— Activat

Click Search to return a list of all available Run Control ID’s. Select the appropriate Run
Control ID from the search results.

Note: If you need to create a new Run Control ID, select the Add a New Value tab and
follow the prompts. The Run Control ID should be the first three numbers of the Agency
number.

Example: State Accounting Office (SAO) = 407

Financials Production

Home | AddtoFavorites |  Sign out

Purchasing ~

eProcurement = New Windaw | Help | [,
Sourcing
laccounts Receivable Release Labor

[sccounts Fayable
(Custom Accounts Payable
[tsset Management
Banking

Financial Gateway Find an Existing Value Add a New Value

Commitment Control

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

General Ledger Maximum number of rows to return {up to 300): 300
(“llocations Run Control 1D:| b th "l

Set Lp Financials/Supply un Lontrol IL:] begins wi

Chain [Jcase sensitive

[Tree Manager
Reporting Tools
PeopleTaols Search I Clear IE'EISiE Search B Save Search Criteria
Fund Seurce Distribution
Labor Distribution

[ Process

Find an Existing Value | Add a New Value

rk Tables
— Activate Charffields
— LD Activity Default
[ Report
— Labor Distribution

<) e
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Enter the required payroll information in the Process Request Parameters box:
Business Unit, Pay Period End Date, Frequency and Pay Group.

Financials Production

Sign out

Mew Window | Help | Customize Page |

Labor Release

|Accounts Receivable

|Accounts Payable

. - Run
' ReponManager F

Custom Accounts Payable Run Control It 474 ReportManager Process Monitor

|Asset Management

Banking

Financial Gateway
Commitment Contral

General Ledger Process Request Parameters

|Allocations
Set Up Financials/Supply
Chain *Business Unit; 47400 Q@
[Tree Manager
Reporting Tools *Pay Period End Date: |11/14/2010 El
FeopleTools
Fund Source Distribution *Frequency: Weekly v
Labor Distribution
| Process = *Pay Group: WH1|Q

— Load Wark Tables

— Reset Wark Tables
— Activate Chartfields
— LD Activity Default
[> Report
— Labor Distribution

I

B save | £\ Return to Search

< [i] | 2

Note: Select and verify the available Pay Group to be released using the Look Up icon =
next to the Pay Group field.

Financials Production

|Accounts Receivable
{Accounts Payable
[Custom Accounts Payable
IAsset Management
e Look Up Pay Group
Financial Gateway
Commitment Control
(General Ledger

|llocations M
Set Up Financials/Supply
Chain

[Tree Manager

[Reporting Tools
FeopleTools

[Fund Source Distribution
Labor Distribution

[7 Frocess

— Release Labor

Search Results

— Activate Chartfields
— LD Activity Default
[ Report

— Labor Distribution
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Click the Run button.

Financials Production

Sign out

Customize Page | B,

Labor Release

|Accounts Receivable

|4ccounts Payable

: | !
Custom Accounts Payable Run Control ID: 474 Report Manager Process Monitor
|4sset Management
Banking

Financial Gateway
Commitment Control

General Ledger Process Request P=rz;

|Allocations

Set Up Financials/Supply

Chain *Business Unit; 47400 |Q
[Tree Manager

Reporting 'Ig'ools *Pay Period End Date: |11/14/2010 El
FeopleTools

Fund Source Distribution *Frequency: Weekly b

Labor Distribution
[+ Process = *Pay Group: WH1 G,

B save | S\ Return to Search [Es Add |

|

Financials Production

to Favorites |

New Window | Help | Customize Page | &,

laccounts Receivable Process Scheduler Request
|Accounts Payable
Custom Accounts Payable

|Asset Management UserID: FGRIMES Run Control 1D: 474
Banking

Financial Gateway _ ,7
Commitment Contral Server Name: PEUNX | Run Date: 1171812010 &
General Ledger Recurrence: RunTime:  |1:01:01PH Resst to Curment Datermime |

[4llocations
Set Up Financials/Supply Time Zone: Q
Chain Process List

[Tree Manager — —
" Select |Description Process Hame Process Type *Format Distribution
Reporting Tools —

FeopleTools Release Labor LDRELEAS PSJoch
Fund Source Distributi
L =oures s rhutan TT  DetailbyOrg LDS7015K SOR Process File LP

Labor Distribution
[~ Process [l Frepare for Program Distr. LDE8020% SOR Process File LF
OK | Cancel |

Distribution

— Release Labor

— LD Activity Default
[> Report
— Labor Distribution

3l

[l

1%

Labor Distribution Release Process v1.4 Page 5 of 13
Revision Date: 04-16-2012 :




Step 7: A “Process Instance” number will be assigned for the Labor Release that is processing.
This “Process Instance” number identifies this specific process run throughout the labor
process. Print this screen for documentation and then click on Process Monitor.

Financials Production

Home | AddioFavortes |  Sign out

Mew Window | Help | Customize Page |

|Accounts Receivable

Labor Release
|Accounts Payable

: Report Manager oni
Custom Accounts Payable Run Control ID: 474 ReportManager Process Monitor

[rsset Management Process Instance:25444658
Banking

Financial Gateway
Commitment Control

General Ledger Process Reguest Parameters

Run

|Allocations

Set Up Financials/Supply

Chain *Business Unit: 47400 |Q
[Tree Manager

Reporting Tools *Pay Period End Date: |11/14/2010 El

FeopleTools

Fund Source Distribution *Frequency: Weekly v

Labar Distribution

= Frocess *Pay Group: WH1 @

— Release Labor

— LD Activity Default
[ Report
— Labor Distribution

Bl save | £\ Return to Search [ Add

| Update/Displa

|~
%

Step 8: The Process Monitor panel will show the run status of the process. Click on the process
name LDRELEAS .

Financials Production

Add to Favorites Sign out

Furchasing

eProcurement g _
Sourcing Process List Server List

|>

New Window | Help | Customize Page | B, &

|sccounts Receivable
|Accounts Payable
Custom Accounts Payahle

|Asset Management User ID: [FGRIWMES Q. Type:
Banking Server: | PSUNX v| Name:
Financial Gateway Eaa
Commitment Contral Run Distribution

General Ledger Status: Status:
|Allocations

View Process Request For

v | |Last v | 30 |Minutes v Refresh

Q, Instance: | to |

Process List

Al

5 n_10f1 ] Last

Set Up Financials/Supply el el T [Distribution’
Chain Select |Instance |Seq. |Process Type Run Date/Time Run Status ssrriution

[Tree Manager
Reporting Tools
FeopleTools

Fund Source Distribution
Labor Distribution

[~ Process

| Status

25444656 P3Job LDRELEAS FGRIMES 11/18/2010 1:01:01FM EST Processing /MiA Details

— Activate Chartfields

— LD Activity Default Go backto Release Labor
[ Report
— Labor Distribution =, ! Moti !
Change My Password —l B
Iy Personalizations
Iy System Profile

Frocess List | Server List

iy Dictiona v d
e I v

& L2
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The Process Detail page will display the status of each job. All jobs for LDRELEAS must
be in Success status. Print this page for documentation.

Financials Production

Add to Favorites

Sign out

New Window | Help | Customize Page | B

lsccounts Receivable Process Detail
lhccounts Payable
(Custom Accounts Payable
|t=set Management Process Name: LDRELEAS Refresh |
Banking

Financial Gateway

Main Job Instance: 25444855
Commitment Contral

General Ledger Left | Right
|llocations -
et Up Financials/Supply % 25444556 - L DRELEAS Success
Chain 3 25444657 - LDS1001X Success
[Tree Manager = - o
Reporting Tools DS8010X Success
PeopleTools =
Fund Source Distribution [}
Labor Distribution 4 #*
[~ Process 3
E 25444662 -1 DSBOG0X Success
3 25444863 - | DSB080X Success
B

25444664 - | DET015X Success

Return |

Financials Production

Home | Add to Favorites | Sign out

New Window | Help | Customize Page | &,

lscoounts Receivable Process Detail
|Accounts Payahle
Custom Accounts Payable
lasset Management Process Name: LDRELEAS —IRefresh
Banking
Financial Gateway Main Job Instance: 25444656
Commitment Control
General Ledger Left | Rignt
|Allocations _
Set Up Financials/Supply & 25444656 - LDRELEAS Success
[eram [ 25444857 - LDS1001X Success
[Tree Manager B o .
Reporting Tools 25444658 - | DSB010X Success
FPeopleTools = -LDS8020X Success
Fund Source Distribution B - LDST002X Success
[T DS 4 O 25444661 -1 038050 Success
= Process B R ——
: B 25444562 - DSA050X Success
= 25444663 - | DSB0B0X SUCCess
3 25444664 - | DST015X Success
Chartfields
— LD Activity Default
[ Report
— Labor Distribution
< Return |
v
| (¥
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Verify the run status is Success and in Distribution Status Posted.

Financials Production

Home | Add to Favorites | Sign out

New Window | Help | Customize Page | B, 4

Process List Server List

|Accounts Receivable
|Accounts Payahle
Custom Accounts Payable

Viiew Process Request For

e UserID:[FGRINES Q. Type: | v| [Last v | 30 |Minutes v Refresh |
Banking Server: Name: ’7(1 Inslance:| to ‘

Financial Gateway o

Commitment Contral Run Distribution Save On Refresh

General Ledger Status: Status:

|Allocations 5 i i

Set Up Financials/Supply Etocess lst —_—

Chain t |Instance ’; Process Type :;?_:% User Run Date/Time

[Tree Manager —

Reporting Tools 25444964 ESlok RS ORI ES T e 20t 28-S 0P I EST P i TN Details
FPeopleTools q

Fund Source Distribution 444356 F3Job LDRELEAS FGRIMES 11/18/2010 1:01:01PMEST Success FPosted [n]
Labor Distribution 4

[7 Process 3

Go back to Release Labor

=] Savel [=] Notify |

2rocess List| Senver List

[

L] i} ]
Note: Labor Distribution will interface with General Ledger (GL) overnight.
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CORRECTING LABOR DISTRIBUTION PROCESS ERRORS

The most common Labor Distribution error occurs on the LDS8010=Chartfield Validation.

Financials Production

Home: \ Add to Favorites | Sign out

Supplier Contracts A

Mew Window Customize Pa
[Vendors o - ki | | j_|nm
Furchasin
epmcure”?em Process Detail
Sourcing
|Accounts Receivable
Accounts Payable Process Name: LORELEAS Refresh ;
(Custom Accounts Payable
Asset Management Main Job Instance: 26475089
Banking .
Financial Gateway Left | Right
Commitment Control N
General Ledger & 206475089 - LDRELEAS Mo Success
L IIEiTE & 26475090 -1 DS1001X Sucgess
Set Up Financials/Supply i ff
Chsin 26475091 - LDS8010X Error
[Tree Manager =)
Reporting Tools O 26475003 - LDS7003% F’endmg
PeopleTools 3 25475 =

. . . baj LFending
Fund Source Distribution & ff4 £0a¢ - LL.3BNEA- Pendin
Labar Distribution 26475095 - LDS3060X Pending
[~ Process B 25475096 - LDS3080% FPending

4

26475097 - L DS7015X Pending

r

= ivity Default
[> Report Return 1

— Labor Distribution E |
Change My Password

The agency should go to Document Direct and retrieve the LDxxx05-Labor
Distribution Messages report.

Review the LDxxx05-Labor Distribution Messages report and correct the errors.

When the corrections have been made go back to the Process List panel.

Click on Details for the appropriate Process Instance that is in error.

Financials Production

Supplier Contracts A

Wendors E | AddtoFavories |  Sign out
Purchasing

eProcurement

Sourcing Mew Window | Help | Customize Page | [
Accounts Receivable Process List | Semer List

Accounts Payable

Custom Accounts Payable View Process Request For

Asset Management

Banking User ID: [FGRIVES Q Type: [ | [Last v | 30 [Winutes v
Financial Gateway

Commitment Contral Server: PSUNX ¥ | Name: ., Instance: to

Pty o Noumes| 0 W [ save on Refresn

Allocations Status: Status:
Set Up Financials/Supply
Chain

Tree Manager

Reporting Tocls

Customize | Find | ! A Fir'stﬂ 12 of [} La

User Run Date(Time Run Status Distribution
|Bun StafUS | 5potys e

Process
Hame

Select|Instance |Seq.|Process Type

PeopleTools 26475039 PSJab LDRELEAS FGRIMES 04/12/2011 10:57:28AM EDT oSuccess  Posted
Fund Source Distribution
Labor Distribution 26474989 PSJob LDRELEAS FGRIMES 04/12/2011 10:50:44AM EDT Success Posted Details
= Process
T 26474863 PSJob LDRELEAS FGRIMES 04/12/2011 10:44:25AM EDT Success Posted Details

— LD Activity Default
[ Report
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Click Restart Request and click OK.

Iy Favorites
SRM Custom
Mews and Announcements
SAO Technical
lManager Self-Semnvice
Supplier Contracts
|Agency Security

endaors
Purchasing
eProcurement
Sourcing
|sccounts Receivable
[sccounts Payable
|4sset Management
Banking
Financial Gateway
Commitment Control
General Ledger
|Allocations
Set Up Financials/Supply
Chain
[Tree Manager
Reporting Tools
FeopleTools
Fund Source Distribution
Labar Distribution
[~ Process

[ Report

— Labor Distribution
Change My Password
lly Personalizations
Ly System Profile

iy Dictionary

<

|

ncials Production

Home | Add to Favorites

Mew Window | Help | Customize |

Process Detail

Instance: 26475089 Type: PSJob
Name: LDRELEAS Description: Release Labor
Run Status:  Success Distribution Status: Posted

Rn _____________________________[updateProcess

Run Control ID: 480 Hold Request
Location: Sernver Queue Request
Server: Cancel Request
Recurrence:

O Delete Request
Restart Request

Request Created On: 02/29/2012 2:33:.45FM EST Farameters Transfer
Run Anytime After:  02/29/2012 2:33.42FM EST [Message Log
Began Process At 02/29/2012 2:33.57FM EST Batch Timings

cess At 02/29/2012 2:37:18PM EST View LogiTrace

OK | Cancel

|Accounts Receivable
|Accounts Payahle
Custom Accounts Payable
|xsset Management
Banking

Financial Gateway
Commitment Control
(General Ledger
|Allocations

Set Up Financials/Supply
Chain

[Tree Manager

Reporting Tools
FPeopleTools

Fund Source Distribution
Labor Distribution

[~ Process

— LD Activity Default
[ Report
— Labor Distribution

Financials Production

| Add to Favorites |

New Window | Help | Customize Page | &,

Process Detail

Refresh |

Process Name: LDORELEAS

Main Job Instance: 25444855

Left | Right

% 25444656 - LDRELEAS Success
B s - LDS1001X Success
[Egp T -LDS8010X Success
BT - LDS2020X Success
= 25444660 - LDST003X Success
3 25444661 - DS2050X Success
B 2544 -LDSB060X Success
B 25444663 - L DSBOBOX Success
@ 25444664 - L DS7015X Success

Labor Distributio
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Report all other ERRORS to the Customer Service Center (CSC) for assistance. You will need
the “Process Instance” number when reporting the issue to the CSC representative.

® SAO Customer Service Center - (404) 657-3956 or (888) 896-7771.

Below is a list of the Job Process Detail and the meaning of each process:

Job Process Detail Error List
LDRELEAS = Release
LDS1001x = LD Change Report
LDS8010x = Chartfield Validation (See Report - LDxxx005 LD Messages)
LDS8020x = Prep. for Program Distribution
LDS7003x = LD Expense Summary
(See Report - LDxxx003 Labor Distribution Summary)
LDS8050x = Create GL Journal Files
LDS8060x = Create AP Interface Fringe Records
LDS8080x = Load LD History and Reset (Clear) Work Tables
LDS7015x = LD Expense Org Detail Release (See Report — LDxxx210 by Period)
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SECURITY ACCESS

Agencies that need the security access for Labor Distribution will need to submit a Security
Form no later than April 16, 2012. Select GA_LD_RELEASE as the Security Role for Labor
Distribution. Once your security access is approved you will be able to Release Labor.

Log into Financials

Financial Systems

PaoplaSoft FSCM

Eorgot yvour password?

Important Hotice

This is a State of Georgia application. Itis provided to conduct official State business and must be used
appropriately. All individuals using this application must follow the appropriate use policy and procedures
defined by their individual Agencies or as defined by Georgia Technology Authority's appropriate use policy. All
information in the system belongs to the State of Georgia and may be read or monitored by authorized
persons.

By logging into this application, you agree to abide by all established Enterprise, State and Federal policies
governing the appropriate use of State of Georgia resources.

Go to Agency Security, select Manager Security Request (for Agency Managers)

Financials Production

Hol

Add to Favorites |

Search:

L |
[» My Favorites

[» SR Custom

[- News and Announcements
[ SAQ Technical

[» Manager Self-Senvice

[» Supplier Contracts

= Agency Security

[ Vendors

[» Purchasing

[ eProcurement

[» Sourcing

[ Accounts Receivable

- Channe v Password
— Wy Personalizations
= My System Profile

= My Dictionary

Manager Security Request

Enter any infarmation yau have and click Search. Leave figlds blank for a list of all values

Find an Existing Value [~ AddaNew Value

Waximum number of rows te return (up to 300} 300

Business Unit:| begins with +

RequestID: | begins with

LastHame: | begins with v

Q

[» Accounts Payable Empl ID: begins with |+
[» Asset Management .,
b Banking User ID: begins with v
[ Financial Gateway Action: = v
[ Commitment Control Status: B 3
[» General Ledger '
b Allocations [case Sensitive
[> Set Up Financials/Supply
Chain
> Tree Manager Search | Clear |pasic Search (B Save Search Criteria
[ Reporting Tools
[» PeapleToals
[ Fund Source Distribution
> Labor Distribution Find an Existing Value \ Add 3 New Value
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