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A. Introduction

Salary, Travel and Per Diem Process

4

Welcome to the Salary, Travel and Per Diem section. This section contains the
tools needed to learn the concepts and procedures involved in retrieving,
reviewing, correcting and approving salary, travel and per diem data.

This training manual is intended to assist appropriate agency personnel in the
identification, correction and approval of the data necessary for the creation of the
Department of Audits Compilation Reports for Salary, Travel and Per Diem.

Goal To acquire the skills and knowledge necessary to perform the actions
listed above.

Participant
Objectives At the end of this module you will be able to

1. Identify and Retrieve Specific employee or vendor records requiring
correction

2. Review and edit Sdlary and Travel Data

3. Review and edit Per Diem Data

4. Confirm/Approve Data

Prerequisites

1. Basic Knowledge of PeopleSoft Panel Navigation
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B. Concepts
Activity Materials
LECTURE GUIDE HANDOUT

Salary, Travel and Per Diem Reporting Process: The Department of Audits
is charged with the responsibility of annually issuing two compilation reports: one listing
salary and travel expense of all personnel (OCGA 50-6-27), and one listing accumulated
totals of payments of fees and expenses to members of professions (OCGA 45-7-74).
Each state organization is required to submit this information in aformat prescribed by
the Department of Audits.

Because these reports are compilations, the data contained therein is not audited. The
data presented is the representation of the management of the organizations. In an effort
to facilitate the review and verification of this data prior to its submission to the
Department of Audits, the Department of Audits and GTA Financial Systems have
partnered to create a new process for State organizations that use the Phoenix PeopleSoft
modules for payroll, financials or both. This new process will enable organizations to
view their employee and vendor data, to make corrections, as necessary, and to view and
approve the data as it will appear in the final report.

Salary Travel Verified:

When an employee receives travel reimbursement, but no salary is paid during the
reporting period, the event is flagged and the approver must manually verify the
travel expense asvalid.

Per Diem Verified:

When an employee receives per diem reimbursement, and salary is paid during the
reporting period, the event isflagged and the approver must manually verify the per
diem expense asvalid.
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B. Concepts (con't)

Negative Monetary Amounts Confirmed:

When a record is displayed with a negative monetary amount, the event requires the
approver to manualy verify that the negative amount is valid.

Non-Numeric FEI:;

An FEI that contains anything other than a numeric representation. If thereis such an
FEI present, any associated monetary amounts must be changed to zero in order to
approve the organization’s data. (i.e. Foreign Vendor or EFT Vendor)
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C. Exercises
Exercise 1— Review Approval Panel

Scenario: It isthetime of year for you to submit the annua reports to the Audit
Department. Y ou should review the approval panel.

Step 1 Select: Go=>Salary Travel Per Diem=>» Use=>Approve Salary/Per Diem

Expected Dialog box displays with defaulted business unit and current reporting fiscal year.
Results:

Step 2 Click OK. Compare identifying information.
Sabary Travel Per Diem - Use - Approve Salary,Perdiem =] =]
Fl= Edt Waw o Favokes Use Process - Extracts Repors  Help

= 3 = o o R (7 S L 2 B A K B

Approesl |
Busimazs Unit 42700 Human Fasoaces Dapl of Fizeal Year  Z200H
Peazinal Sedvices Faanm Tiavak 151000
Tolal Fesa: EFEOON  Tatal Expanse: 2450.00
Talal Active Employses: 15
Per Diem Summary -
Avcount | Account Titls Feet ANy [ Expotizs Amom
[l 53003 FUEr-Consuiat LI | s
[ a5 POSF-Eup-Raiménrsabie Exp ana | 4,450.00
=]
‘| | 1
#Approval of this panel signifies that the total: have been iled bo the: appropriate accounts on the
oigamization's rial bal i thiz reporling pericd | ciliation should be retained i audites]
AFF'H[I"I"EI Dpe=ratos 10: Dhabe /T ime:
FHTAN Appriceal Updae Casp ey
diart ||| [Einbos - Moosor cutock | B sy Trav Perbien E | [ salary Travel rer mie_ LEIFM

A 1

Review the following fields:

» Personal Services

= Travel

= Totd Fee

= Total Expense

= Per Diem Summary
Click “Approve”
(Note: It isrecommended that the Approval Error Report be obtained fir &t;
becauseif no errorsexist in your data the approval will be final).
Expected Error Message: “There are employees whose Per Diem has not been verified.
Results: Business Unit cannot be approved.”

PHOENIX - STATE OF GEORGIA SALARY, TRAVEL & PER DIEM 1'7
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE JuLy 2004

Exercise 1l (Cont)

Step 3 Click OK
Expected Second Error Message appears. “There are employees whose Travel has not been
Results: verified. Business Unit cannot be approved.”

Note:

There are severa other possible error messages:

1) All Negative Amounts have not been confirmed on the Salary Travel Pandl.
Business Unit cannot be approved. (0,0)

2) All Negative Fee Amounts have not been confirmed on the Per Diem Panel.
Business Unit cannot be approved. (0,0

3) All Negative Expense Amounts have not been confirmed on the Per Diem
Panel. Business Unit cannot be approved. (0,0)

4) There are non numeric emplid's on the salary panel. Business Unit cannot be
approved. (0,0)

5) There are non numeric emplid's on the per diem panel. Business Unit cannot be
approved. (0,0)

Step 4 Click OK again.

Click: 'X' to close the pandl.
Expected The panel is closed. Proceed to the next exercise.
Results:

Exer cise completed.
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Exercise2 — Request Approval Error Report

JuLy 2004

Scenario:  Thisreport will provide alisting of al the issues that will need to be
addressed before a successful Approval can be obtained.
Step 1 Select: Reports=>»Approval Error Report=>Add
Expected Run control 1D dialog box appears.
Results:
Step 2 Enter the following:
Run Control ID: APPROVAL_ERROR_REPORT
Click OK
Expected Report Request Parameters are displayed.
Results:
Step 3 Compare identifying information:
Sabary Travel Per Dien - Report s - Apperoyal Broor Bepork =1F =
Fl= Edt Wew G Fauodbes Use Process  Extracts Repors  Help
B8 @ x| lElE] sl @iE] ) slel=] #lelslf
Approwsl Error Repart |
i pinaatinr 1032 FHTRMZT
Fun Condrol 10- AFPROMEL ERROR _APT
-Hepoat Request Paramelars
Fiztal Tear: IH
Business Uit [EI0 o]
FHTRKL Aporcdal Eror Rsport A
wi=art| | [Dlnbo: - moosor oueok | Mz _Travs_ peeDien E.. | [Bsalaey Travel Per i 1:51 FM
o ey
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Exercise 2 (cont)

JuLy 2004

Step 4

Expected
Results:

Click: Iﬁl to open the process scheduler request. Compare identifying

information:

Process Scheduler Request

Operatar I0: - BPRIOR

Run Contral ID: - APPROVAL_ERROR

—Run Location

— Output Destination

)8

Approval Error Beport

 Client  © Sepver & Fle O Printer 7 window
Server IF'SLINX j FileFrinter: |-|.-"tm|:-.-" +P-d
— Bun DatedTime:; — Aun Recurence
Date:  [o/01/2003 [~ [Once =
Tine: [10:30:00 AM [ | Marme:
Fieset to curment DateTime | Mew | Update | [elete |
Dezcription M ame Procezs Tope Descr

STS000%

SR Repart

Cancel

The run location must be set on Server PSUNX. If not change setting.

Click OK

Report ST Sxxx0008, Approval Error Report, may be retrieved through Document

Direct.

There aretwo additional management reports available: The Salary/Travel Detail
(ST Sxxx0006) and the Per Diem Detail (ST Sxxx0007). Each report isdesigned to

mimic the actual appear ance of the published consolidation reports.

Additionally, queries OCRP001 through OCRP010 have been created to aid in

identifying specific pieces of infor mation such as per diem not verified, travel not
verified, employees with adjustments, distinct positions, employee position and

status, negative amounts not confirmed, and norn-numeric FEI.

Exer cise completed.
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Exercise3 -

JuLy 2004

Correct Salary and Travel

Scenario: When the AP419 Travel Report ard the Payroll PY 18H reports were
it was found that an employees data needs to be corrected.
Step 1 Select: Go=>Salary Travel Per Diem=>»Use=>Salary Travel
Expected The Salary Travel dialog box displays.
Results:
Step 2 Business Unit: 42700
Fiscal Year: Defaults to Current Reporting Y ear
EmplID: Instructor will provide specific employeeid for each student.
Note: In Production an actual employeeid is 8 characters.
Click OK
Expected Salary Travel panel with appropriaterecord displays.
Results:
Step 3 Compareidentifying infor mation to the panel shown below.
Salary Travel Per Diem - Use - Salory Teavel - |
Fl= Eck W=aw Gon Faundes Use Process Extracts Feports  Help
= e e ] s s WS L B e e B o e |
Sadary Trarsad ]
Buzmees Ural: 42700 Human Resosces. Dt of Fizcal Wear; 2004
FEI/SSHN/Emploges ID- 1 DOE JOHH
Prowilion Tikle:  OCCOLNTEKNT Joh Casbe: 55555
Pamonal Smvices: -Mm' Travwnd 10000
Trawel Verlicd = Hegakive Amount Candinmes: |||'m ﬂ
Employee Status: (Cusrent Emplopee j Add Updated Raw
i‘-—uwwlhlwuﬂﬁwuiwa |T|m| |Em|:llmu-$lllls Tlml!_ariiml |lh|:| o |
1__|HR 00000 oo Emplres: [ s
Fin 0.0 10000 Emplre [¥ P
k) . 1 i
] 500000 0 00 Emplree ¥ 1) -
| =
a0 T =1
FHTRRN] Sak=ry Tranel LodaceCas ke
Wstart| | FEinbos - oosafe cutkok. | B sy travd Proen .| [@Salary Travel per ie... 205 M
| 9574 Fraral svsams - L, | i
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.
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Exercise 3 (cont)

Step 4 Click in Personal Services Field

Clear field. Enter: 4000.00
Click in Travd field.

Clear field. Enter: -100.00

Click “Add Updated Row”
Expected Error message received:

Results: Personal Services or Travel is negative. Negative Amount Confirmed must be Yes
(0.0)
Step 5 Click OK

Click inthe “ Negative Amount Confirmed” field.
Select “Yes’ from drop down.
Click Add Updated Row.

Expected A new “ADJ row will be added to the history reflecting the changed data, the
Results: operator making the change and the date/time change was made.
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PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE JuLy 2004
Exercise 3 (cont)
Step 6 Compar e ldentifying I nfor mation to the panels shown below

-18]x]

File Edit Yiew Go Favorites Use Process Extracts Reports  Help

Hle(g! x| 'ale(m| 52 e 22| 2le2] #elsle]|

Salary Trawel |

Business Unit: 42700 Hurnan Resources, Dept of Fiscal Year: 2004
FEIZSSN/Employee ID: 1 DOEJOHN
Position Title: ACCOUNTANT Job Code: 55355

Personal Services: | 4000.00 Travel: | -100.00
Travel Verified [V Negative Amount Confirmed: |m vI
Employee Status: ICurrenl Employee j Add Updated Row |

Travel Employee Status | Travel Verified |Heg Amt Confirm | Last Maintained By + |
1 000 Employes v B LoaD
2 100.00 Employee v T2, LOAD
3 100.00 Employes rd A LOAD
4 -100.00 Employee Ird Yes FHTRM21

=]
1 b
|FNTRM1 [Salary Travel |Update(Display
iﬂstartl Inbox - Microsoft Outlook | @Salary_Travel_PerDiem_E. Hi | IESalary Travel Per Die... 139 P
@GTA Financial Syskems - L... | !@'ﬂ @ e

Expected Panels match. If these elements do not match, review the steps and consult the
Results: Instructor.

Step 7 Click:

X" to close the panel.

Expected The panel is closed. Proceed to the next exercise.

Results:

Exer cise completed.
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Exercise4—Select “Travel Verified” Flag

Scenario: When an employee receives a Travel reimbursement but has not received
asalary for the period, the travel expense must be manualy verified as
valid. (ie. An employee has |eft the agency but there is travel to be

reported)
Step 1 Select: Go=>Salary Travel Per Diem=>»Use=>Salary Travel
Expected The Salary Travel dialog box displays.
Results:
Step 2 Business Unit: 42700
Fiscal Year: Defaulted to Current Reporting Y ear
EmplID: Click down arrow and select 1D provided by instructor.
Click OK

Expected Salary Travel panel with matching employee record displays.
Results:

PHOENIX - STATE OF GEORGIA SALARY, TRAVEL & PER DIEM 1-14
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Exercise4 (cont)
Step 3 Compar e identifying infor mation to the panel shown below:
Salary Trave| Per Diern - Use - Salary Travel =1 =
Fl= Edt Wi Go Feworkes Use Frocess Extracts Reports  Help
Hglalx epalal clal =l EE] slel]| £l |
Salay Traved |
Business Unik: 42700 Human Resourcas, Depl ol Fiscal Year: 2004
FEL/GSM/Emplopes 1D: 110 DO JOHHN
Pogition Titha:  ACCOUMTANT Jobs Cohe:  FERSR
Perconsl Servicer: | LT Travel, 100.00
Travel Venified [ Hegative Amount Confimed: |M/A& -
Employee Slalus: rl:urlurl. Employee j Add Updated Raw
Gounca| Parsonal Gerviess | Trawal [ Empovee Stanus | Traval Voiifiod [op| = |
H o |Fn oo 400 00 Emginyee [ {nua,
2 AL uln el 10000 [Employes = A,
1] ] " E
FNTRHI  |Sakary Trawel UpdabsDisniay
dstart| | [ irbo: - Mioosot cutook “HEMI’MI Permie...  Bl]sakry_Tra_perben £, 4140 PR
@]w-wmw...] e 1
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.
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Exercise4 (cont)

Step 4 Review Personal Services and Travel fields.
Click the “Travel Verified” checkbox, then Click “ Add Updated Row”
Expected A new “ADJ row will be added to the history reflecting the change in the
Results: “Travel Verified” column.
Step 5 Compare your Salary Travel panel to the one shown below:
=
File Edit Yew Go Favorites Use Process Extracts Reports Help
Bleex| man wle == a5 2] 24|
Salary Travel |
Business Unit: 42700 Human Resources, Dept of Fiscal Year: 2004
FEI/SSM/Employee ID: 110 DOE JOHN
Poszition Title: ACCOUMNTAMT Job Code: 55555
Personal Services: |_I!III] Travel: I 100.00
Travel Verified v Hegative Amount Confirmed: |NJ'A vl
Employee Status: IEurrenl Employee j Add Updated Row |
Source| Personal Services Travel Employee Status | Travel Verified |Heg |~
T 0,00 100.00 Employee u hijA,
2 |and 0.00 100.00 Employes u N,
5 |apJ 0.00 100,00 Employee v hi,
< | » =
|FNTRM1L |Salary Travel |Update/Display
iﬂstartl Inbox - Microsoft Outlook “wsdary Travel Per Die... @Salary_TraveI_PerDiem_E...I 4:43 PM
@Documentz - Microsoft Y., | ﬂ(ﬂi— @
Expected A new “ADJ row will be added to the history reflecting the change in the
Results: “Travel Verified” column.
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Step 5 Compare your Salary Travel panel to the one shown below:
(cont)
i3
File Edit “iew Go Fawvaorites Use Process Extracks Reports  Help
ol @@x| Bale cle 5= =] 2ol #lve]sl])|
Salary Travel I
Business Unit: 42700 Human Resources, Dept of Fiscal Year: 2004
FEI/SSN/Employee ID: 110 DOEJOHM
Position Title: ACCOUMTANT Job Code: 55555
Personal Services: |_I!III] Travel: I 100.00
Travel Yerified v Hegative Amount Confirmed: |NJ’A vl
Employee Status: ICunent Employee j Add Updated Row |
Travel Verified |Heg Amt Confirm | Last Maintained By Operator ID Last Change Date -
i [ (UFES LA 06052004 1:56:26PM
2 o (IR LA OE/052004 1:56: 25PM
3 e (RS FHTRMZ1 06/21/2004 4:42:46PM
4 | 3
|FNTRM1 |Sa|ary Travel |Update Display
mstart| J [ inbes - Micrasoft Outlaok ||”5alary Travel Per Die... @Salary_Travel_PerDiem_E...| 4:45 PN
B Documentz - Microsaft .. | [Salary Travel Per Diem - Use - Salary Travel| I Y
Expected A new “ADJ’ row will be added to the history reflecting the change in the
Results: “Travel Verified” column.
Step 6 Click: 'X" to close the panel.
Expected The panel is closed. Proceed to the next exercise.
Results:

Exercise Completed.

PHOENIX - STATE OF GEORGIA
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Exercise5— Correct Per Diem Fees & Expenses

Scenario: To correct a Per Diem fee amount and account that has been entered and
charged to the wrong expense account.

Note: Entries do not net against each other.

Step 1 Select: Go=>Salary Travel Per Diem=>» Use=>Per Diem
Expected The Per Diem dialog box displays.
Results:
Step 2 Business Unit: 42700
Fiscal Year: Defaulted to Current Reporting Y ear
EmplID/FEI: Click down arrow and select employee id provided by
your instructor
Click OK
Expected Per Diem panel with appropriate record displays
Results:
PHOENIX - STATE OF GEORGIA SALARY, TRAVEL & PErR DIEM 1-18
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Exercise5 (Cont)
Step 3 Compar e identifying infor mation to the panel shown below:
Salaty Teavel Per DRem - se - Pt Dl =] =]
Fl= Edt YWew Go Favokes Use Process  Extracts Repors  Help
@B xl wlaial sl slm| Ol slels] el ]
Fer Cizm |
Business Unil 42700 Human Fesouices. [eptof Fizcal Vear 2004
FEL/SSN B mplopes Id: 1 [OE FRAME
Total Fee: 45000 Total Expenae: 230,00
Account |Amnl|.||l:'li.lﬂ |f-uu.ﬂn1m.-. |Em-u|l“.ﬂ|r|m1't -
1 [E510031  |POBF-Consudam 4E0 00 | amoa
21852001 POGF-Eep-feimbrsble B LELE Hm
a| | ®
F fnedipes ™ Neifed Operstor (D LOAD Dates/Time:  06U6/04 20059
Higbarp )
Account  ES003 FOAF Consubart Sequence Nbe 2 M
Fise Amvoand: 45000 Expends Amoun: 0o o
Negative Amount Confamed: [F#: .| OperatosID: LOAD Date/Time: (/L2004 20054FH
FRVCATST | Per Diin UpdareCtapkey
ﬂml FE Inbo: - M Erosnf Gaticok. | E_']&di?_TrMMHnj...llﬂsaluﬂﬁdﬂ'Y Trevved Por Diem - Lae - Per Cinm] e
| Enu:um:rtz-ﬂunsuh:w...l "'-EEHM
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: I nstructor.
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Exercise5 (cont)
Step 4 To remove amount from incorrect expense account:
Click in the Fee Amount field.
Clear Amount. Enter: Zero“0”
Scroll toend of linel. Click “Update”
M essage will bereceived " Verified must be checked"
Select " Verified", then click Update
Compar e identifying information to the panel shown below.
Salary Travel Per Diem - Lise - Per Dienmn =] =]
Fl= Edt Wew G0 Fauodbes Use Process  Extracts Repors  Help
H|E|E x| ala] cisl @@ gl =] #le]eli]
Fer Cizm |
Business Unil 42700 Human Reouices. [eptof Fizcal Vear  20M
FENSSHEmphoyes 1d: 1 OOE FRAWE
Tostal Freee: a5000 T okl Expene: 230,00
Account |.ﬂumq.||l.'li.h |FH|!|.|1|m|rl |Em-u|l|:u-.ﬂ|r|m1't
1 B51003 POaF-Consuiam O oo a.oa
? |B53001  |POAF-Ecp-Reimburzsble Exp [ 000 15000
[ | " 3
[ Lidipes ™ Wesifed Dperston [D:  LOALD DatefTme:  D6DENY 20054
Hizkarp i
Account  ES1003 POAF Consubart Sequence Nbe 2 i
Fre Aisiiianid: 45000 Espends Amoam: 0o o3
Hegative Amount Confemed: (RS +| DOperatoe ID: LOAD Diated Time:  05/0R/2004 20054PH :l
FHUCATST | Per Dkm Updae ke
dlistart || [Sinbos - Miooson Gutek | Bk Tras perDien E | [@Salary Travel Per Die_ iz M
| @Du:urrcrtz-h‘l:rnsu&w...l '\EﬂHM
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.
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Exercise5 (cont)

Step 5 Click side scroll bar to Sequence Nbr: 3 to see the change history. Compare to
panel below:

Salary Travel Per Diem - Use - Per Diem =18 =]

Fi= Edt Wiaw Go Favobes Use Process  Extracts Heb

H| 6|8 x| bl=la] sis) mla] aje) o)) #lels]]

Fer Ciem |
Buzimzs: Unil;, 4000 Admriliative Serdce, Dapl Fezcal Yaar: 2002
FEL/SSN B mplopes Id: 1 AL HC
Total Free: oo T otal Expense: 230,00
Free Amvount [ Exp Hegative Amount C | Upslate -
1 0.00 0o e, s |
2 0.00 Z30.00 frdin, ks |
| =]
4 G
™ Employss ¥ Yeifed Dpseaton 10D: FETENDT DobedTims:  0AASTG 1200 17PH
Hiszkarp
Account:  B31003 FO&FConndant
e Aiminaind 000 Espesnd Amiian:

Hegalrve Amount Confemed: |MA8 +| Dperatos ID: FHTEHO]

FHTRNL Par Cism Updaie Cispler
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.

Step 6 Click inside the Fee Amount field.
Click the Insert Row icon ﬂl on the panel’ s toolbar.

Expected A new row will appear
Results:

Step 7 Click inside the account field and enter: 651002

Tab to the Fee Field and enter $450.00
Expected New line with corrected expense account with amount to be reported.
Results:

PHOENIX - STATE OF GEORGIA SALARY, TRAVEL & PER DIEM 1-21
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE

JuLy 2004

Exercise5 (cont)

Step 8
Compar e identifying infor mation to the panel shown below.
File Edit Yiew Go Favorites Use Process Extracts Reporks  Help
gl8@ x| Blae| &6 =m| Sl=] @] *elsl]]
Per Diem |
Business Umit: 42700 Human Resources, Dept of Fizcal Year: 2004
FEI/SSN/Employee I1d: 1 DOE FRAME
Total Fee: 450,00 Total Expense: 230,00
Account |Account Title Fee Amount Expense Amount B
1 E51002 PLEF-Lttorney 450.00 0.00
2 |B51003 PD&F-Conzuttant .00 0.00
3 552001 FPLEF-Exp-Reimbursable Exp 0.0a 230.00 |
1] | 3
¥ | Erniployee v Verified Operator ID: DCOOPER  DatefTime: 08/08/04 3:55:52PM
History
Account:  E51002 PO&F-Attorney Sequence Mbr: 1
Fee Amount: 450,00  Expense Amount: 000
Megative Amount Confirmed: INM vl Operator ID: DCOOFER  DatefTime: 06/08/2004 2:55:54Ph LI
|FMvOLTST [ Per Diem |Update/Display
§ﬂ5tart| Inbox - Microsoft Outlook. | @Salary_Travel_F‘erDiem_E. 2 I I”Salary Travel Per Die...
@DocumentS - Microsofk ... | k1 Remindsy |
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.
Step 9 To Correct Expense Amount:
Click in the Expense Amount field.
Clear Field. Enter: -50.00 (Negative fifty dollars)
Scroll toend of line2. Click “Update”
Expected Error Message: “Negative Amount Confirmed must be Yes'.
Results:
PHOENIX - STATE OF GEORGIA SALARY, TRAVEL & PER DIEM 1-22
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Exercise5 (cont)

Step 10 Click OK.
Click in the Negative Amount Confirmed field for line 2. A drop down will
become available. Select “Yes’ and click “Update” again.
Expected Pandl updates.
Results:
Step 11 Click side scroll bar to Sequence Nbr: 2 to see the change history. Compare
to panel below:
Salary Trawel Per Diem - se - Per Diem =] =]
Fl= Edc Wew Ga Favobes Use Process  Extracts Repors  Help
| nax] al=la] sl sl@) aE) s Helels ]
Fer Cizn |
Business Unil 42700 Human Reanuices. Deptof Fizcal Vear 204
FEL/SSNEmploges 1d: 1 [OEFRANE
Total Fee: 45000 T oibal Expense: -50,00
Free Amount [ Exp Aot Hegative Amount C | Upsdate -
1 450.00 000 e Lsclets |
2 | 0.00 (o) {y Lkt |
3 .00 -E000 [Yas kgt |
W |® :
F Lindores ¥ Yerifed Operstor [D: DOOOFER  DatefTmme: 068N 4507
Hisbarp
Account: 2001 FL&FExprAembuisable Evp Sequence Nbe 2
Fe Avminind: 000 Expesngs Amoun: 5000
Megative &mount Confamed: |Yex +| Omerator ID: DCOOFER Time: 05/0R/2004 & 43 45PK
FMUCATST | Par Ciem Lpdate Cisplsy
dhstont | | [Slinbos - Mirson outek | B T perDien £ | [Bfsalary Travel rer bie a43 M
_Enu:um:rt: - Mirosofe w] T L Reminder | o e
Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.
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Exercise5 (cont)

Step 12 Click: 'X' to close the panel.

Expected The panel is closed. Proceed to the next exercise.
Results:

Exercise Completed.
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Exercise 6— Correct Per Diem Verified Flag

Scenario: During the reporting period a consultant working for the agency becomes
an employee and thus will be classified as an employee with Per Diem.
When this occurs the Per Diem must be verified.
72j0-13.5 OD/F112 Tf-0.0591 f -0.05(
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Exercise 6 (cont)

Step 3 Compareyour Per Diem pand to the panel shown below:

Salary Travel Per Diem - Lise - Per Diem =18l =l

Fi= Edit Wi Go Favokes Use Process  Extracts Heb

B8 |8x] w]=la] sis) mla] aja) Sels] #jelsl]

Per Dl |
Bumimmes Unil, 40700 Sdmrkliabive Serdees, Dapl Fezcal Yaar: 2002
FELSSNAEmplopes Id. 2 AL IHE
Total Frer: 45000 T otal Expense: 230,00
Account |.ﬂ-mm.||l. Titks |hu:- Aanouml |Em-u|lnr Amoantt -
1 B51003 PO aF-Consuiam 40 00 .07
|2 | 653001 FOAF-Exp Frimburssbls Exp 000 15000
=]
[ | »
¥ Emulnpps ™ Yuifed Dipsraston 10: 104D Dabes Time:  [6ZTAG 417 37PH
Histarp i
Account: B51003 FOEFConsdart Jequence Hbo Z &
Fee Amouni: 45000 Expenss Amount: ] .
Negstve Amount Confemed: [P | DOpsrabos ID: LOAD Dabey' Time: 05/27/2003 4171.37FM ll

FHTRNL Per Ci=m Ui Cisplery

Expected Panel matches. If these elements do not match, review the steps and consult the
Results: Instructor.

Note: If Employee field and checkbox are grayed it is because the personis
classified as an employee, but active employees should NOT get Per Diem.
However, if a consultant becomes an employee there should be 2 records. One
under Salary/Travel and the other here under Per Diem; in this case Verified
should be selected and an audit note kept as back- up documentation.

Step 4 Review the Fee and Expense fields.

Click the “Verified” checkbox.

Click: El to save
Expected The operator 1D and date/time stamp will update.
Results:
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Exercise 6 (cont)

Step 5 Click: X" to close the pandl.

Expected The panel is closed. Proceed to the next exercise.
Results:

Exercise Completed.
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Exercise 7— Approve Agency Data

Scenario: Y ou have been instructed to Approve your agencies data.

Step 1 Select: Go=>Salary Travel Per Diem=>» Use=>»Approve Salary/Per Diem

Expected Dialog box displays with defaulted business unit and current reporting fiscal year.
Results:

Step 2 Click OK. Compar e identifying infor mation.
Salary Travel Per Diem - Uise - App rove Salary, Perdiem =181 =]
Fl= Edt “Wew Ga Favodkes Use Process - Extracts Help
(21K 1R .4 e R = e oo o o R 0 R L SR R A e K
Approesl |
Buginezs: Unik: 407100 Admiidiales Sardcas, Dept Fizeal Year: 2002
Peazinal Sedvices BRI Tiavak 120000
Tolal Fesa: FAND Taotal Erpanse: 240000
Talal Active Employses: 15
Per Diem Summary -
Accous | Account Tl Feris ANt [ Expanss Amcim
[ |55z | FORF-Allomey 45010 _ L.on
2 lesions  FDSF-Coreubart : 53000 . 0o
ERS [=n 0] Pp&F-Exn-R:nb.ruu_hle Exp 00 3,1720.00
i | ] -
Approval of thiz panel signifies that the (olals have been iledl 1o the app It on the
oigamization's lrial bal fou thiz reporling pesiod | caliation should be relained o auditers]
Drasbe /T imer:
FHTEHL [ fororval Uodae Cisplar
Expected Approva panel displays. Note that the Approve button is available and the
Results: Operator ID and Date/Time is not popul ated.
Step 3 Click Approve
Expected Message: Are you sure?
Results:
Note: This message appears only in the Training Database. The message that
will display in production states: “Approval isfina and will prevent further
editing of data. Commit final approval now (0,0)”
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Exercise7 (cont)
Step 4 Click OK
Expected Operator ID and date/time are now populated.
Results:
Step 5 Compar e identifying information:
Salary Travel Per Diem - Uise - App rove Salary, Perdiem =181 =]
Fl= Edt “Wew Ga Favodkes Use Process - Extracts Help
H @B x| =] wis) @le] SE) =] #le]el ]
Approesl |
Buginezs: Unik: 407100 Admiidiales Sardcas, Dept Fizeal Year: 2002
Peazonal Servicas FAO00L00) Trawak 1.00.00
Tolal Fea: FA000 Total Expanss: S400.00
Talal Active Employses: 15
Per Diem Summary -
Accous | Account Tl Feris ANt [ Expanss Amcim
[ 651002 |FOEF-Allomsy 45000 l oo
2 |651005  POAF-Concukacd = B0 | n.oo
[ [652000 | FOSF-Exp Remorsable Exp 00 3,170.00
4| | 3 =
Approval of thiz panel signifies that the (olals have been iledl 1o the app It on the
oigamization's lrial bal fou thiz reporling pesiod | caliation should be relained o auditers]
AEPRI |u|- Dalar‘Ti
FHTEHL [ fororval U Cisplery
Expected Operator ID and date/time are now populated and the Approve button is grayed
Results: out.
Step 6 Click: 'X" to close the pandl.
Expected The panel isclosed. Exerciseis complete.
Results:

Exer cise completed
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D. Balancing to the General L edger

When agency representatives approve the data displayed in the Salary, Travel and Per
Diem panels, they are agreeing to the statement displayed at the bottom of the Approval
Pandl:

“ Approval of this panel signifies that the totals have been reconciled to the
appropriate accounts on the organization’ s trial balance for this reporting period
(reconciliation should be retained for auditors.)”

Agencies should be balancing on a monthly basis, and these reconciliation instructions
are simply provided as an additional tool to aid in balancing back to the general ledger
totals.

How thesalary data is selected and extracted for the PeopleSoft Panels:

Data is extracted once a year after fiscal year end (last payroll confirm with a 6/30 end
date). The datais compiled based on “as earned” versus “as paid”’. Datawill be for pay
period end dates from 7/1 previous year through 6/30 of current year. Thisincludes
Specia Off-Cycle Calendars of the year, BUT NOT previous fiscal years.

All earnings codes except those indicated with "PENSION' or 'N/A' (GL Account #
Expense field on Earnings Table 3 panel), BMA, RLN and RLT will be included.

Report totals are to be used to gather year-to-date totals.
= Use company totals from Pay Check Summary section to get gr ossear nings
and
=  Use Company totals from Other Earnings Summary to seeif any excluded
amounts were paid.

Careful attention must be used for lag payrolls and specia off-cycle calendars to ensure
proper ones are subtracted out for the fiscal year being balanced.

Salary and supplements are based on WHEN EARNED, not WHEN PAID.

Step 1: Salary Reconciliation

1. Utilizing the US Payroll Summary (Confirmed) PY xxx0018H Report, liston a
monthly basis:
= Gross Earnings
= Other Earnings (Non Personal Services):
I. Board Member Allowance (BMA — SCOA 640008)
ii. Relocation Norttaxable (RLN — SCOA 627006)
iii. Relocation Taxable (RLT — SCOA 627006)
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2. Deduct BMA, RLN and RLT from Gross Earnings total for YTD. The BMA travel
will later be added to the travel totals received from the APxxx0419 report.

3. Deduct prior year lag from 7/15 confirm.

4. Add current year lag from 7/15 confirm.

o

This should agree with the total Personal Services from the Salary, Travel and Per

Diem approval pandl.

Toolsfor Usein Balancing Payroll

PY xxx0018H Report — US Payroll Summary Report — Confirmed

L Dxxx0240 — Labor Expense Detail by Organization (FY to Date)
LDxxx0210 — Labor Expense Detail by Organization (Pay End Date)

Public Query OPY 015 Emp_ With Oth_Pay can be used to locate employees
that have had excluded earnings for the year being reconciled. These amounts
will need to be subtracted from the employee gross earnings to ensure the
employee is correct in the file.

Step 2: Travel Reconciliation

1. Runreport APxxx0419 period 1 through 998. List total Travel Expense. Total is
derived by adding all the 640xxx accounts from the last page of this report.

2. Add the BMA (640008) total from the PYxxx0018H (run previoudly for the salary
reconciliation), to the APxxx0419 total .

3. Tota should agree with the Travel amount shown on the approval panel.

Step 3: Per Diem (Total Fee and Total Expense) Reconciliation

agkrwpdE

Run report APxxx0420 period 1 through 998.

Add all 651xxx accounts from account summary page.

Total should agree with Tota Fee from the Per Diem panel.
Add all 652xxx accounts from account summary page.

Total should agree with total Expense from the Per Diem panel.
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E. Worksheets

Sample Salary Travel Worksheet

JuLy 2004

Sdary Trawel SAMPLE Reconcilistion W-:-rksheet

port: Pyszsd018H 0% Payroll Summary Feport-Confirm sd ) N {
Eoard Memb sr Milsag s Fe logation Hon- Eslooation

d Cats Gross Bamings allowanos 'EMA Tasable 'RLN Tasable 'FLT'
ahot iy s e TS Coatim 23825 0.0

2567825 158 50

BEaTE A2 0.0

15,467 21 251 53
cakndan 12232001 pevkeg
{10000 00 0.0

025121 0.0

228 57 0.0 | 250.00
N s (L s combale dnar
P Eed onk. 321567 53 0 125 80

198 263 A0 0.0
F TN TRERED TS Contimn 1282376 0.

] - L1013 . 250,00 12500
CARRIsT I ;—-—'_'_'_._._-7_'_._.—‘“_._._ \
T Bns ) (8 [l
[ IO e et [T lie] FNE L
ZARLT R Tt aoule sum
A BRI IR A W ApreE e T

IS8 Ty Foomrag Yol

o NS e R N

I o
ER] ||J||_| ll\.ll.-1|I

L1l
mﬂccc

Hhy WL UL

FRTI TS

[
I
o

GI-\J'
E{E]
=

&
=

;_-:;
ﬁ
=

&
5_1
2l
=

G Per Svee Account Cefll Tom GIL Trial Balan s

Travel Aceolnt Cetall om 0L Tral Bala

nice

Lhtadidtonal Accts FHeceszany

TR | B Coon it &

S10001 § T RGE T TR o Al Bceon e ¥ ece 1Ak
S0002 105,000 00 |Gl Lo
510003 120,000 00 |s40001 12 20000
S11001 103,000 00 |SE0005 19 &80 00
12001 000 |Gd000s 11 74957
S13001 102000 00

rﬂ vear-End Trial Balancs Total s 4,882,003.47 4455000

T4y R cone s ment Entrlas

Each Entry Reqgulies 3 De sclvton
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Sample Per Diem Worksheet
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(1) Use APXXX0420 Per Diem & Expense Total Report

2) Per Diem Total FEES
(From Approval panel)

3) Per Diem Total EXPENSES

(From Approval panel)

@Trial Balance Account Detail

Fees

Expenses

651001

652001

651002

652002

651003

652003

651004

652004

651005

652005

651006

651007

651008

651009

651010

651011

651012

651013

651014

651015

651016

651017

651018

651050

651051

651052

651053

651054

651055

651056

651080

651081

651082

651225

651300

651325

651326

(\S)Totals

Fees

Expenses

a Year-End G/L Trial Balance

7)Reconci|ement Entries

(Each Entry Requires a Description)
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Salary & Travel Reconciliation Worksheet Instructions

1)

Use Report PYxxx0018H - US Payroll Summary Report - Confirmed

2)

List by pay end date the Gross Earnings, BMA, RLN or RLT for each period of the
reporting year. Add all gross earnings.

3)

Deduct any BMA, RLN or RLT adjustments from gross earnings and derive total.

4)

Run the APxxx0419 Travel Expense Total Report. Enter total for periods 1 through
998 under the Travel column. Add total from BMA to derive total travel.

5)

Enter the Personal Services total from the Approval Panel. This should agree with
the total from the salary reconciliation (#3).

Enter the Travel total from the Approval Panel. This should agree with
the total of the APxxx0419 plus BMA amount.

6)

Run the Trial Balance Report or G/L Combined Detail Output Report (GLxxx04GG).
List detail by account and total.

7

Compare totals. They should agree with totals from the approval panels as shown
in step #5.

8)

All totals should agree. If not, list reconcilement entries with description.

Per Diem Reconciliation Worksheet Instructions

1)

Use APXXX0420 Per Diem & Expense Total Report

2)

Enter Per Diem total Fees from Approval Panel

3)

Enter Per Diem total Expenses from Approval Panel

4)

Enter detail by account for all 651xxx and 652xxx ranges.

5)

Total Each column.

6)

Enter total Fees and total Expense from the G/L Trial Balance. Totals from
approval panel and trial balance should agree.

7

If totals do not balance, list reconciling entries.
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F. Summary and Review

Objectivesreview:

Identify Areasto Correct — Run Reports
Utilize Available Queries

Review approval panel

Edit Salary and Travel Data

Correct Travel Verified Flag

Edit Per Diem Data

Correct Per Diem Verified Flag
Approve Data

NG~ WNE

Discuss the following questions:

Lo

What does the Salary travel verified flag mean?

When is it necessary to check the travel verified flag?

Who can edit data? Who can approve data? What determines

this authority?

4. What does the Per Diemverified flag mean?

5. When is it recessary to check the Per Diem verified flag?

6. What does the Negative Amount Confirmed field mean? When
should it be changed?

7. What does the Employee Satus field represent?

8. What is the meaning of the Add Updated Row and when should

it be used?

wnN
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