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NOTE:

This edition of the Labor Distribution Training Guide incorporates changes that
occurred as a result of the transition to Workday. Although Labor Distribution
processes will remain in Oracle, there are changes that you should be aware of.

Sections that have changed are highlighted in the table of contents, and the
changes are highlighted within those sections.
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LD-Labor Distribution

After completing this course, online help is available within the Integrated System and the
printed guide can be found on the Finance Outreach and Compliance website
(http://foc.virginia.edu/training-guides).

Labor Distribution (LD) is a module within the Fin/HR system that allows you to
distribute payroll earnings to appropriate PTAEOs. LD does not determine whether or not
an employee will be paid; the pay type and frequency of pay is determined by the
supervisor or HR Solutions Center and entered into Workday Human Capital Management
(HCM). The LD schedule is relevant only if there is pay to be distributed.

The Labor Scheduling Hierarchy

LD supports a hierarchical approach in determining the charging instructions for incoming
labor transactions. Transactions from the payroll process are imported into LD immediately
after the payroll is completed. These transactions record the employee, assignment and
earnings element for each amount the employee was paid.

As shown here, LD begins searching for a labor schedule at the bottom of the hierarchy
and moves up until finding a labor schedule for either the employee or (if none found) for

the organization.
—— Suspense account
Organization
level
Defaultlabor schedule
If no schedule ?
defined below

Assignment

Elementgroup

Earnings element

The first level is the employee assignment level. When scheduling labor for an individual
employee in LD you will choose among three levels of the hierarchy within the employee
assignment level: the earnings element level, the element group level and the assignment
level. An assignment schedule is required for every employee.

If no schedule is defined at these levels, LD will move up to the organization level,
beginning with the default labor schedule. If no schedules are identified, the amount will be
charged against the suspense account. LD ensures that all amounts paid to employees are
accounted for in the University’s financial records.

Transaction types include labor schedules and labor distribution adjustments:

e Labor schedule - Defined as a collection of future charging instructions that specify
what percentage of an employee’s pay should be charged to each PTAEO. Charging
instructions are linked to General Ledger (GL) accounts which are then linked to
PTAEO combinations in Grants Accounting (GA).

e Labor distribution adjustment - Use when payroll earnings post to an incorrect
PTAEO or to an organization suspense account. A correcting entry is made to move
the payroll charges to an appropriate PTAEO. You will also have to make an
adjustment if charging to a previous pay period.
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LD Terminology and Acronyms

Term

Definition

Assignment

The portion of information for an employee that
includes Organization, Job, Payroll, Supervisor, etc.

Burden Rate

Total payroll charges for an employee, including
fringes.

Charging
Instructions

Distributed PTAEOs for effort

Earnings Element

Details associated with the pay type

Employee

Anyone who receives a paycheck in Workday

Encumbrances

Estimates for anticipated payroll amounts, shown on
the Grants Accounting reports

Expenditure Type

The Fin/HR System automatically assigns the
appropriate expenditure type based on the
information entered in Workday (e.g. Classified
Salary FT). The expenditure type determines the
fringe rate that is assigned to the distribution of pay
according to the assignment information in
Workday.

Fringe Rate

The fringe rate is charged by expenditure type,
unless the charge hits the suspense account.

See https://payroll.vpfinance.virginia.edu/fringe-
rates (https://payroll.vpfinance.virginia.edu/fringe-rates)

Workday HCM

Workday Human Capital Management

Labor Schedule

Collection of charging instructions that specify how
labor costs should be distributed for an employee ad
assignment. PTAEOs are identified to distribute pay
charges

Premium Pay

Any pay that is in addition to regular pay (e.g.
overtime, time and a half)

Regular Pay

The established Salary Base Rate

By the end of this module, you will be able to:

e View LD information (LD Viewer, all)
e Set up and modify organizational default labor schedules (LD Approver/Setups

only)
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e Perform labor scheduling (all but LD Viewers)
e Define labor distribution adjustments (LD Specialists, LD Approvers, and LD
Approvers/Setups)

Viewing LD Information

By the end of this section, you will be able to:

e View the organization default labor schedule
e View the labor schedule hierarchy
e View employee labor schedules

Viewing Your Organization Default Labor Schedule

Departments may schedule one or multiple PTAEOs for each organization using the
Organization Default Labor Schedule window. One labor schedule may be created for
each unique organization that applies to all assignment and earnings elements associated
with employees belonging to that organization.

For example: you've created a single labor schedule for the Budget Office organization. All
employee assignments in the Budget Office that do not have an assignment, element group
or element level schedule will default to the organization level default labor schedule for
the Budget Office. You do not have to create an individual labor schedule for each
employee assignment that is attached to the Budget Office.

A set of labor schedule lines and percentages may be created for the organization. The sum
of the percentages for all schedule lines must equal 100% for the organization default labor
schedule.

Important: The organization default may not be used for employees who have any portion
of their pay distributed to sponsored projects. In that circumstance the department must
create a labor schedule at the employee assignment level.

Page 3



Training Guide ORACLE'
Labor Distribution (LD) USER PRODUCTIVITY KIT

Procedure

In this exercise you will search for and view an organization's default labor schedule.

S T R Rl
i« Bl - =1 d® v Pagev Safety~ Tools+ @~ M % O
Enterprise Search Contract Documents ﬂ Go Search Results Display Preference Slandardﬂ
Home
Navigator Worklist
Personalize Full List (5)

¥ BB v LD Viewer Hzoo.m :

» BE Uva o0s Speciatet From &« Type -~ Subject -~ Sent - Due
HR 08-Feb-2016
HR 15-Feb-2016
HR 18-Feb-2016
HR 18-Mar-2016
HR 14-Feb-2016

v
Step Action
1. Begin by navigating to View Default Labor Schedules.
Click the expand button.
b
2. Click the View Default Labor Schedules link.
Wiew Default Labor Schedules
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ORACLE

iseon] BB E 0 EIEHEE 6 5

- Inbox -Micrasoft ... | (7 Micrasoft PowerP... | &6 Internet Explo... =] £/] Snagit Editor - (... | (52 snagt |[[=] oracte pplicati...

|2l & EJea) 1024 a0
(B 50

Tuesday

Step Action

3. The Organization Default Labor Schedule window displays.

Click the Find button.

N

4. The Organization Names search box displays. Using the example data, note the
following:

* Org '10015" had a previous schedule with an end date of 24-APR-2003.
» The same org has another previous schedule that was active from 25-Apr-2003
until 24-Mar-2011.

5. Org '10025' does not have a value in the End Date field, indicating that the
schedule began on 25-May-2001 and is still active.

Note: '31-Dec-4712', the default system date when none is listed, will display in
the results window.

To search for your org, click in the Find field.

Enter the five-digit org code followed by the wild card (%).

Enter "20030".

8. Click the Find button.
Find
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Step Action

9. The org information displays in the Organization Default Labor Schedule
window.

Note: If no org results are found, your department has never used an organization
default labor schedule.

10. The Begin Date field displays the date the schedule was created.

11. End Date: In this example the system date of 31-Dec-4712 displays, indicating
that there is no end date.

12. Default Schedules section: PTAO values are listed, along with the expenditure
organization (Exp Org) field, and expenditure type (Exp Type).

13. To view its full details click in the Expenditure Type field.
|Sa|ar3.f, Clas_

14, Click the Edit Field button.
&

15. Detailed information displays. Although an LD Specialist must enter information

in this field, the expenditure type charged by the system is determined by the
assignment information.

Click the OK button.

ak
16. In this example the PTAEO displayed is scheduled at 100%.
17. Click the Close button.
X
18. Congratulations! You have completed the simulation on Viewing Your

Organization Default Labor Schedule.
End of Procedure.

Viewing the Labor Scheduling Hierarchy

A labor schedule specifies how an employee’s pay is to be distributed to PTAEO(S) in
Grants Accounting. Schedules are established for specific time period. They may be
established for any period of time in the future but once payroll is run for the time period a
labor schedule cannot be changed. Future charging instructions include a current pay
period that has not yet been processed. This feature allows you to enter schedule
information as it becomes known, instead of having to retain the information off-line until
the current period.

Estimates for anticipated future payroll amounts are called encumbrances. All salaried
employees (faculty and staff) and Goal Pay (referred to in Workday as "Period Activity
Pay") employees are encumbered. Wage paid employees are not encumbered. Non-
sponsored awards are encumbered through the last pay period paid in the fiscal year (i.e.,
monthly through 24-May-xxxx).
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Sponsored (OSP) awards have the functionality to encumber through the sponsor's current
funding period. For sponsored projects (G or Z awards), the Integrated System
automatically stops encumbering salary on the earliest date of the following:

Any segment of the PTAEO (Project End Date, Task End Date, Award End Date, OR
Labor Encumbrance End Date (LEED), OR

The labor schedule, OR

The individual’s appointment end date (HR)

Proper scheduling and maintenance of labor schedules that include sponsored projects
requires special attention and frequent review. For guidance on managing labor distribution
with sponsored projects, click this link: http://foc.virginia.edu/labor-distribution-
adjustments (http://foc.virginia.edu/labor-distribution-adjustments)

Each payroll is distributed according to the schedule lines in effect for the payroll period.
An employee can have an unlimited number of schedule lines. The sum of the percentage
for all schedule lines for a given period cannot exceed 100%. Percentages may be less than
100% for future periods but must equal 100% for the current period.

Procedure

In this exercise you will view a labor scheduling hierarchy.
ORACLE

Functions

Labor Schedules

Top Ten List

View Default Lahor Schedules

[
=
)
I
=

Hstant| @ 2 ) ) 6
|

i~ Inbox - Micros.

BrEgEas 2 :
(i3 Microsoft in‘.‘| (€6 InternetE... -| |2 ovacle apphi... | /] Snagt Ed\lnrm.l (&2 snagit | 1) 5H\Division of ... | 5%, Tuesday

Step Action

1. Begin by navigating to an employee's Labor Scheduling window.

Double-click the Labor Schedules list item.
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Step Action
2. The Labor Scheduling window displays. Locate the employee's form.

Click the Find button.

®

3. You can search for employees using the Full Name field [enter last name, first
initial, wild card (%)] or by entering their six-digit employee number in the
Employee No. field.

In this exercise you will search by name.
Enter "Sevreux, J%".

4. Click the Find button.

If a list of results display, choose the appropriate name and click OK.
Find

5. The employee and associated assignment information is displayed.
In this example you see that Jacques has one active assignment.

6. The boxes in the Distribution Instructions section will display a check if the
employee has a current or end-dated schedule at the assignment, element group, or
element level.

Ignore the Org. Def. checkboxes, which are not active.

7. Element level:

Examples at the individual earnings elements level include salary and wages,
overtime, sick time, and health insurance. So LD scheduling can distribute an
employee's time and a half overtime to a different PTAEO(s) than the employee's
regular salary.

A labor schedule of this type is used to distribute all earnings against a particular
element for a specific employee assignment. Labor schedules defined at this level
will be charged first over labor schedules defined at the element group,
assignment, and organization default labor schedule levels.
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Step Action

8. Element Group level:

Used to group earnings elements, this allows you to create one labor schedule that
applies to all earnings elements in a specified element group. Elements within a
group are scheduled and distributed based on the specified PTAEO(s) for an
employee assignment.

For example, an element group has been established to group all earnings
elements that capture overtime. You could enter a labor schedule to distribute
overtime to a different PTAEO than regular salary.

Labor schedules defined at this level will be charged after those defined at the
earnings element level but before any defined at the assignment and organization
default labor schedule levels.

9. Assignment level:

At this level you can create one labor schedule that applies to all earnings
elements that may be paid to an employee assignment. Labor schedules defined at
this level will be charged after the earnings element and/or the element group
level.

Any remaining pay which is not scheduled at the assignment level is charged to
the organization, beginning with the default labor schedule account and
concluding with the suspense account.

10. Congratulations! You have completed the simulation on Viewing the Labor
Scheduling Hierarchy.
End of Procedure.

Viewing an Employee's Labor Schedule

When scheduling labor for an individual employee, three levels of the hierarchy within the
employee assignment level may be used.

If there is no labor schedule for a particular period of time the organization default labor
schedule is charged, if defined. Otherwise the organization level suspense account will be
charged. When terminating employees the labor schedules are not ended, to allow for
payout of any benefits owed to them. The termination of their appointments will end the
charging of their salary to a project.
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Procedure

In this exercise you will view an employee's labor distribution schedule.

UWA, ist02 : CRP2 Cri d from Production 11/22,/2010
ORACLE
8 &G AP AE D DR

Functions

Labor Schedules

Top Ten List

[#]
E
=
2
Bl

Histart] @ 2 (5 (o) (@) v (@ & & 3 2] @ ) 1zospm
[ Inbox -Micras.. | [ic3 Micrasoft Pawi... | 6 Internet ... ~|[[Z] oracle Appli... £/] Snagt Ediar -...| (52 Snagk | S sipwisien o .. | |5 H BD. Tuesday
Step Action
1. Begin by navigating to the employee's Labor Scheduling window.

Double-click the Labor Schedules list item.

2. The Labor Scheduling window displays. Locate the employee's form.

Click the Find button.

N

3. You can search for employees using the Full Name field [enter last name, first
initial] or by entering their six-digit employee number in the Employee No. field.

In this exercise you will search by name.

Enter "Rousseau, G".

4, Click the Find button.

If a list of results display, choose the appropriate name and click OK.
Find
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Step Action

5. The employee and associated assignment information is displayed.

In this example the employee has three terminated assignments and one active
assignment.

6. The boxes in the Distribution Instructions section will display a check if the
employee has a current or end-dated schedule at the assignment, element group, or
element level.

Ignore the Org. Def. checkboxes, which are not active.

7. To view current information, position your cursor to the left of the active
assignment's Assignment No. field.

Click in the [ ] field.

L]

8. Click the Schedule Lines button.

Schedule Lines

9. The Schedule Lines form displays. In this example the first two rows display the
current labor schedule, indicated by the system default end date of 31-DEC-4712.
The last two rows are end-dated labor schedules.

10. To view the individual PTAEO components, click the horizontal scrollbar.
| b

11. Click the horizontal scrollbar.
| ¥

12. Click the horizontal scrollbar.
3

13. The vertical scrollbar, if available, displays more labor schedules.

Click the vertical scrollbar.

-
e dd

14, To view whether the schedules are or were previously scheduled at 100%, click
the Refresh Display button.

Refresh Display
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Step Action

15. The most recent schedule displays in the first column. Note that in this example,
the end date is the system end date of 31-DEC-4712. Use the left and right arrows
to view all schedules.

You can verify that all date ranges are covered and that the totals for each column
are 100%.

16. You are currently viewing the schedule hierarchy at the Assignment level. To
view at the Element Group or Element Type level, click the radio button.

Click the Element Type option.

17. Press [Down].

18. The Element Type labor schedule displays.

In this example you see that the org has defined a separate account for the element
'Reward and Recog Bonus' charges.

19. Congratulations! You have completed the simulation on Viewing an Employee's
Labor Schedule.
End of Procedure.

Maintaining Organization Default Labor Schedules

Create labor schedules for each organization using the Organization Default Labor Schedule
window. You can create one labor schedule for that unique organization that applies to all
assignment and earnings elements associated with employees belonging to that

organization.
Organization
level
—— Default labor schedule
No schedule ?
defined below

For example, you create a single labor schedule for the Budget Office organization. All
employee assignments in the Budget Office that do not have an assignment, element group
or element level schedule will default to the organization level default labor schedule for
the Budget Office. You do not have to create an individual labor schedule for each
employee assignment that is attached to the Budget Office.

A set of labor schedule lines and percentages must be created for the organization. The
sum of the percentages for all schedule lines must equal 100% for the organization default
labor schedule.

The start date must be a current or future payroll
(https://payroll.vpfinance.virginia.edu/academic-payroll-and-leave-calendar) date.
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Important: You may not use the organization default for employees who have any portion
of their pay distributed to sponsored projects. In that circumstance you must create a labor
schedule at the employee assignment level.

Navigating the Monthly Payroll Calendar
At UVA, paychecks for staff and Faculty are generated on different frequencies:

- University and Classified Staff and Students - Paychecks are generated every other
Friday or twenty-six times per year. When the normal payday falls on a weekend, the
payments are payable on the last workday immediately prior to the weekend.

- Faculty - Paychecks are generated once per month or twelve times per year, with pay
periods beginning on the 25th of the month and end on the 24th of the following month.
The employee’s salary payment is normally payable on the 1st of the month following in
which the pay period ended. When the normal payday falls on a weekend, the payments to
Faculty are payable on the last workday immediately prior to the weekend.

Note that paydays for Faculty for months ending fiscal year quarters (September,
December and March) are on the last day of the fiscal quarter unless falling on a weekend,
in which case, pay day is the last workday of the quarter immediately prior to the
weekend. Payments for the final month of the fiscal year (June) are made on the first
business day of the new fiscal year. This means if July 1st falls on a Saturday, the
employee will be paid on July 3rd. If July 1st falls on a Sunday, the employee will be paid
on July 2nd.

Payroll Term Definitions

The following is an example of a bi-weekly payroll:

Pay Pay Period  Pay Period Last Day Last Day Payroll Bank File Check Deductions = Benefit Fiscal
Period Begin End Date Dept Enter Enter Processing Due Date | Date Deductions = Year
Number Date Assignments, Time, - Month

Hires, Approve Covered

Schedules Hires, &
LD

1 12/25/17 01/07/18 01/07/18 01/07/18 | 01/09/18 01/10/18  04/12/18 | All January 2018
Deductions

2 01/08/18 01/21/18 01/21/18 01/21/18 01/23/18 01/24/18 01/26/18 Al January 2018
Deductions

3 01/22/18 02/04/18 02/04/18 02/04/18 | 02/06/18 02/07/18 02/09/18 | All February 2018
Deductions

4 02/05/18 02/18/18 02/18/18 02/18/18 02/20/18 02/21/18 02/23/18 Al February 2018
Deductions

5 02/19/18 03/04/18 03/04/18 03/04/18 | 03/06/18 03/07/18 03/09/18 | All March 2018
Deductions

[ 03/05/18 03/18/18 03/18/18 03/18/18 03/20/18 03/21/18 03/23/18 | All March 2018

Deductions

Payroll term definitions are as follows:
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Assigns, & Salaries

Term Definition

Pay Per # Represents the number of the payroll

Pay Period Begin Date The start date of a payroll

Pay Period End Date The end date of a payroll

Last Day Dept Enter Hires, Deadline for entering any new faculty or Professional

Research Staff

Last Day Dept Approve Hires,
Salaries, Enter LD

Deadline to approve salary or enter the Labor
Distribution schedule

Payroll Processed

Date payroll is processed

Bank File Due Date

Date employee can preview their paycheck for the
upcoming payday

Check Date Date funds are in the employee’s account

Deduction Indicates whether all benefits, etc. will be deducted
from the paycheck

FY Represents the fiscal year the funds will be charged

OoORrRACLE
USER PRODUCTIVITY KIT

By the end of this section, you will be able to:

e Set up default labor schedules
e Modify default labor schedules

Setting Up a Default Labor Schedule

Procedure

In this exercise you will set up an organization default labor schedule for an organization.
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UVa Integrated System e Business Suite
Enterprise Search Contract Documents ﬂ Go ‘Search Results Display Preference Standard ﬂ
Home
Navigator Worklist
Personalize Full List (5)
» B9 va LD Approver/Setups EEACL AR =
» BE Uva 005 Speciaist From &« Type -~ Subject -~ Sent - Due =
HR 08-Feb-2016
HR 18-Feb-2016
HR 18-Feb-2016
HR 18-Mar-2016
HR 14-Feb-2016
v
Step Action
1. Begin by navigating to the Organizational Default Labor Schedule window.

Click the UVA LD Approver/Setups expand button.
>

2. Click the Setup expand button.
b
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UVa Integrated System e Business Suite

LoggedIn AsWSS2D @

Enterprise Search  Contract Documents Go Search Results Display Preference  Standard
Home
Navigator Worklist
et Full List (5)
=Sy m
4B yya LD Approver/Setups -
— From &« Type -~ Subject -~ Sent - Due =
Labor Schedules
Distribution Adjustments HR 08-Feb-2018
4]
Processes & Reports R \eFen2018
408 senp
Org. Default Labor Schedules HR 18-Fed-2016
¥ BB o
oridiow HR 13-Mar-2016
» BB v 0Ds Specialist
HR 14-Feb-2016

Step Action

3. Click the Org. Default Labor Schedules link.
] Crg. Default Labor Schedules

5t02 : CRP2 Created from Production 1

ORACLE

Bistart| @ (2 [x) () (o 2 ) @ & & 3 & wEsam
- Inbox - Microsoft ... | (& hetpeffwwm.vigri... | 8 orace appication... | (& oracle appleatin... | [ snagt |2 oracte Appiicati... Monday
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Step

Action

4.

Click the Find button.

The Organization Default Labor Schedule window displays.

First check for a default schedule for your organization.

Oracle Applications - U¥A ist02 : CRPZ Created from Production

elp

Organization

1

10005 PR-Major Events

10005 PR-Major Events

10015 PR-Miller Certer

10015 PR-Miller Center

10025 PR-General Counsel

10035 P\-Assessment & Studies
10045 PR-vA Healih Policy Center
Comments 11000 DV Office

11000 DV Office

11000 DV Office

11002 DV Principal Relations Devela
11002 DV Principal Relations Devela

itston] @0 & ) 66 6@ E 6 5

25-FEB-2003
21-JUN-2001
26-APR-2003
28-MAY-2001
26-MAY-2001
26-MAY-2001
25-MAY-2002
25-AUG-2001
25-APR-2001
25-5EP-2004
25-5EP-2004
25-AUG-2001

24-FEB-03

24-APR-03

24-5EP-04
24-AUG-01

24-5EP-04

- Inbox -Micrasoft ... | & httpiffwwmv.viraini.. | @ Orade application... | & Oracle Application... | [52 snagi

|[[=] oracte applicati...

ORACLE

935 AM

monday

Action

Click in the Find field.

Enter your organization number.

Enter "31135".

Click the Find button.
Find
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Step Action
8. If your organization is not found, enter a new schedule by first selecting the

Cancel button.

If your organization is found, make sure all previous organization default
schedule(s) are end dated. Refer to the UPK topic Modifying an Organizational
Default Labor Schedule.

In this exercise you did not find your organization.

Click the Cancel button.

Cancel

9. Enter your five digit org code in the Organization field or use the list of values to
find your number.
Enter "31135%".

10. Press [Tab].

11. Click in the Begin Date field.

12. Enter a current or future pay period effective date.
Enter "25-mar-2013".

13. Entering an end date for the schedule is optional.
In this simulation, do not enter an end date.

14. You must leave the GL Account field blank.
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4| Oracle

ti

rainit as of
o

HY20/Gr8gPl 8 IRSEFEI L9 252

31135 L'W-Law School Central
25-MAR-2013

el 5 E ] 0
Step Action
15. Enter your Project Number.

Enter "132370".

Training Guide
Labor Distribution (LD)

108 pEegl L5

31135 Litv-Law School Central

En Date [
Exp Org
132370] |-

ExpTyps  []

vemRnr

= [ K

==

ORACLE
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Step Action

16. Press [Tab].
4| Oracle ti Tainis as of
-
HYOIH VP L IDHEIAD0 452
31135 LW-Law School Central
25-MAR-2013
132370 101
oz 5

Step Action
17.

Enter the Task Number. In this example we entered the task number for you.

Enter your Award Number.

Enter "SG00026".
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/ Help ORACLE
A D EE L5809

31135 Lw-Law School Central
05 MAR 2013 End Date [ N A A

h MNurnber =
132370 2500026] |-

VeBRM~CEKR > 0% & B

Step Action

18. Press [Tab].

| Oracle i : raini 5 of
HYPO I VAP L IDERILEP2E12

31136 LW-Law School Central
25-MAR-2013

132370 101 SG00026 =
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Step Action

19. Click in the Exp Org field.
20. Enter your 5-digit org code.

Enter "31135".

21. Press [Tab].

22, Enter an expenditure type in the Exp Type. You must enter a value; however, the
system will charge the expenditure type based on the assignment information (as
long as the PTAEO used is still active).

In this exercise select 'Salary, Class Staff FT' by entering just the first character.

Enter "s".

23. Choose from the list of results. In this example choose 'Salary Class Staff FT',
which is preselected.

Click the OK button.

| Omtlrmt\' a “rainil as of

HYO I -SSP 8 IDERILEI 2512

31135 Lv-Law School Central
25-MAR-2013

132370 101 SGO0026  |31136 LW-Li|Salary, Clas =

<)
it

I

o
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Step Action
24.

Percent total of all entered PTAEOs must equal 100. If less, the remaining amount
is automatically charged to your organization's suspense account.

Enter "100". Do not use a % sign.

(==

ORACLE

132370 SGO0026 {31135 LW-Li|Salary, Clas

vemnr

Step Action
25. Press [Tab].
26.

You may split the funding between multiple PTAEOSs by entering them in the
subsequent lines. The total of all lines must equal 100%.
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SPl s IheEgl A0

31135 LW-Law School Central
05 MAR-2013 end o=t [

132370 SGO0026 31135 LW-Li|Salary, Clag

Step Action

217. Click the Save button.
28. Congratulations! You have completed the simulation on Setting Up a Default

Labor Schedule.
End of Procedure.

Modifying a Default Labor Schedule

A default labor schedule end date may be altered if the end date is a future payroll end
date (https://payroll.vpfinance.virginia.edu/academic-payroll-and-leave-calendar). The end
date may be changed to the last payroll processed end date.

To add a different PTAEO, change the percentage or split the funding among several
PTAEOS. Enter the day before the new schedule is effective in the End Date field if it is
blank, or the date is a future payroll end date.

Procedure

In this exercise you will modify the organization default labor schedule for an org by end-dating
the old schedule and creating a new one.
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UVa Integrated System £ Business Suite LoggedIn AsWSs2D @
Enterprise Search  Contract Documents [V Go Search Results Display Preference  Standard [v]
Home
Navigator Worklist
Personalize Full List (5)

- HoSdy @
UVALD Approver/Setups

From &« Type -~ Subject -~ Sent - Due =
» B9 jva oDS Specialist
HR 03-Feb-2016
HR 18-Feb-2016
HR 13-Feb-2016
HR 13-Mar-2016
HR 14-Feb-2016

Step Action

1. Begin by navigating to the Organizational Default Labor Schedule window.

Click the UVA LD Approver/Setups expand button.
»

UVa Integrated System £ Business Suite

Enterprise Search  Contract Documents  [V] Go Search Results Display Preference  Standard [V]
Home
Navigator Worklist
Personalize Full List (5)

B HeB5#vm
4B yvA LD Approver/Setups

From & Type - Subject = Sent~  Due -
@ Labor Schedules
& Distribution Adjustments R 08-Fe0-2016
¥ B9 processes & Reports . ‘eresa0ts
B9 senp
» B workdow HR 13-Feb-2016
» B9 A oDS Specialist n a0
HR 14-Feb-2016
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Step Action

2. Click the Setup expand button.

4

UVa Integrated System e Business Suite

Enterprise Search  Contract Documents  [v]

Home

Navigator

Personalize

4B yya LD Approver/Setups
(= Labor scheduies
@ Distribution Adjustments
¥ B9 processes & Reports
408 senp
[E org. Defaut Labor Schedules
» B9 workow

» BB v 0Ds Specialist

Worklist

HeG#ym
From &« Type -~ Subject -~

HR
HR
HR
HR

HR

Search Results Display Preference  Standard [v]

Full List (5)
Sent =~ Due =
08-Feb-2016
18-Feb-2016
18-Feb-2016
18-Mar-2016

14-Feb-2016

Step Action

3. Click the Org. Default Labor Schedules link.

Org. Default Labor Schedules
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ed from Production 11,/22/2010

ORACLE

AP IGE8GPI L I DEAILDI LG R

ule

Bsat| EE R UGEEHNBES 3

-~ Inbox -Micrasoft ... | & httpiffuwmv.viraini... | @ Orade application... | & Oracle Application... | [52 Snagi |[[=] oracte applicati...

Step Action
4, The Organization Default Labor Schedule window displays. Search for your
organization.
Click the Find button.
A~
Click in the Find field.
Enter "10015".
7. Note: If your organization is not found you must enter a new schedule by first
selecting Cancel.
View the UPK topic Setting Up Organizational Default Labor Schedules.
8. Note in viewing the list of values that Org '10015' displays twice, once with an
end dated default labor schedule (effective begin date of 29-May-2001 and end
date of 24-APR-2003).
9. Select the schedule with no end date or with a future end date.
Click the 10015 PR-Miller Center list item.
10015 PR-Miller Center 25-APR-2003
10. Click the OK button.

Ok
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Step Action
11. Notes on modifying the default labor schedule:

» If the schedule has a future end date it can be modified to the pay period end
date of the last payroll processed.

* Once a payroll is processed and the existing schedule charged, extend the end
date to a future date or end the schedule with the pay period end date of the last
payroll that ran.

* Monitor the Payroll Schedule (https://payroll.vpfinance.virginia.edu/academic-
payroll-and-leave-calendar) closely at all times

12. 1. End date the current schedule:
Click in the End Date field.

13. In this exercise the current last processed payroll end date is 24-Mar-2013.
Enter "24-mar-2013".

14, Click the Save button.

15. 2. Enter a new organization default schedule:
Click in the Organization field.
10015 PR-Miller Center

16. Press the [Down Arrow] button.

17. Click in the Organization field.

18. Enter your org code.
Enter "10015".

19. Press [Tab].

20. Enter the Begin Date.
Enter "25-mar-2013".

21. Press [Tab].

22. In this exercise leave the End Date blank.

Press [Tab].
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Step Action
23. Do not enter anything in the GL Account field.
Press [Tab].
24, Enter the Project Number.
Enter "102621".
25. Press [Tab].
26. Enter the Task Number.
Enter "101".
27. Press [Tab].
28. Enter the Award Number.
Enter "SG00113".
29. Press [Tab].
30. Enter the organization number in the Exp Org field.
Enter "10015".
31. Press [Tab].
32. Enter the Exp Type.
Enter "'s".
33. Press [Tab].
34. In this exercise use 'Salary, Class Staff FT' which is preselected.
Click the OK button.
QK
35. Enter the percent value.
Enter "100".
36. Press [Tab].
37. Click the Save button.
38. Congratulations! You have completed the simulation on Modifying a Default
Labor Schedule.
End of Procedure.

Labor Scheduling

A labor schedule specifies how an employee’s pay is to be distributed to PTAEO(S) in
Grants Accounting. Schedules are established for specific time period. They may be
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established for any period of time in the future but once payroll is run for the time period a
labor schedule cannot be changed. Future charging instructions may include a current pay
period that has not yet been processed. This feature allows you to enter schedule
information as it becomes known, instead of having to retain the information off-line until
the current period.

Estimates for anticipated future payroll amounts are called encumbrances. All salaried
employees (faculty and staff) and Goal Pay (referred to in Workday as "Period Activity
Pay") employees are encumbered. Wage paid employees are not encumbered. Non-
sponsored awards are encumbered through the last pay period paid in the fiscal year (i.e.,
monthly through 24-May-xxxx )

Sponsored (OSP) awards have the functionality to encumber through the sponsor's current
funding period. For sponsored projects (G or Z awards), the Integrated System
automatically stops encumbering salary on the earliest date of the following:

¢ Any segment of the PTAEO (Project End Date, Task End Date, Award End Date,
OR

e Labor Encumbrance End Date (LEED), OR

e The labor schedule, OR

e The individual’s appointment end date (HR)

Proper scheduling and maintenance of labor schedules that include sponsored projects
requires special attention and frequent review. Click here
(https://foc.virginia.edu/sites/foc.virginia.edu/files/LD%20Scheduling%20Presentation.pdf) for guidance
on managing labor distribution with sponsored projects.

Each payroll is distributed according to the schedule lines in effect for the payroll period.
An employee can have an unlimited number of schedule lines. The sum of the percentage
for all schedule lines for a given period cannot exceed 100%. Percentages may be less than
100% for future periods but must equal 100% for the current period.

Creating labor schedules

Managers, Delegates, or Human Resources personnel enter or modify employee
assignments or Goal Pay (Period Activity Pay) in Workday, which then pushes the
assignments into Oracle after an integration period of 24 hours. Those who are
responsible for setting up labor distribution in Oracle will receive Workday notifications (in
Workday and Outlook) informing them of HR changes that may require labor distribution
updates in Oracle. The push to Oracle happens on a nightly basis, so you will
receive the notification likely the day before the assignment is visible in Oracle.
The notifications look like this:

See Workflow Notification Preview B &

User Language
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When scheduling labor for an individual employee you will choose among the three levels
of the hierarchy within the employee assignment level. If there is no labor schedule for a
particular period of time the organization default labor schedule is charged, if defined.
Otherwise the organization level suspense account will be charged. When terminating
employees the labor schedules should not be ended, to allow for payout of any benefits
owed to them. The termination of their appointments will end the charging of their salary
to a project.

Organization

level

If no schedule
defined below

Assignment

Elementgroup

I Earnings element

By the end of this section you will be able to:

¢ Define the labor schedule hierarchy
¢ Define schedule lines
¢ Modify labor schedules

Creating a Labor Schedule at the Assignment Level

At the assignment level, you can create one labor schedule that applies to all earnings
elements that may be paid to an employee assignment. Labor schedules defined at this
level will be charged after the earnings element and/or the element group level. Any
remaining pay which is not scheduled at the assignment level is charged to the
organization, beginning with the default labor schedule account and concluding with the
suspense account.

Non-sponsored awards are encumbered through the last pay period paid in the fiscal year
(i.e., monthly through 24-May-xxxx). A labor schedule must be entered with a current or
future payroll (https://payroll.vpfinance.virginia.edu/academic-payroll-and-leave-calendar)
effective date. For information on sponsored awards, see topic.

Procedure

In this exercise you will create a labor schedule for an employee at the assignment level.
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UVa Integrated System e Business Suite

Enterprise Search  Contract Documents [V Go Search Results Display Preference  Standard [v]
Home
Navigator Worklist
Personalize Full List (5)
HeG#ym

» B9 va LD Approver/Setups

From &« Type -~ Subject -~ Sent - Due =
» B9 jva oDS Specialist
HR 03-Feb-2016
HR 18-Feb-2016
HR 13-Feb-2016
HR 13-Mar-2016
HR 14-Feb-2016

Step Action

1. Begin by navigating to Labor Scheduling.

Click the UVA LD Approver/Setups expand button.
»

2. Click Labor Schedules.
Labor Schedules
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Begin

Soredile Lines

Boa| EL N IVGEENEES S a s
- Inbox -Micrasoft ... | € betps/fwwnr.yirgin. . | 8 Oracke dppication. . | & Oracke Application... | (52 snagit |[[=] oracte pplicati... Monday

Step Action

3. The Labor Scheduling window displays. Pull up the employee's form.

Click the Find button.

rt e -
|

[ N I

Scfiedule Lires

VeRBM~ @Y
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Step Action
4, Find employees using the Full Name field [last name, first initial] or by entering

their six-digit employee number in the Employee No. field.
In this exercise you will search by name.

Enter "Harris02, B".

Click the Find button.

If a list of results display, choose the appropriate name and click OK.
Find

The associated employee and assignment information is displayed.

In this example you see that Ben has one active assignment.

Boxes in the Distribution Instructions section will display a check if the
employee has a current or end-dated schedule at the assignment, element group, or
element level.

Ignore the check in the Org. Def. checkbox, which is not active.

02 : CRPZ Created from Production 11/22/2010

SOWPI LD e (A9 512

196025

el LN DGEFKEBED S

Schedule Lines

1:20 PM

[+ Inbox - Microsoft ... | @ bttpsjfuww.virain... | @ crade applcation... | (@ oracle applcation... | (£ snagt |[Z oracie apphcati.. |@ % Monday

Step

Action

To create a labor schedule, click the Schedule Lines button.

ochedule Lines
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Oracle Applications - UYA ist02 : CRPZ Created from Production 11/22,/2010

BP0 G BSF L N HER LB 252

Copy To

=»
7
1 )
Refresh Display Schedule Summary Monthly Summary Payroll Period
Bistart| @ 72 [ (o (o)) @ &2 2 @ P 4o nzoem
| Inbox - Microsoft ... | & betpsjfuww.virain... | & Orac applcation... | (& oracle appleaten... | (2 snagt |2 oracte Appiicati... DB Monday
Step Action
9. This dialog box displays the first time you create an individual schedule for an
employee.
Click the Yes button.
Les
10. The Schedule Lines form displays. Before entering the schedule line(s) you must

first choose and save the schedule hierarchy level.

In this exercise use the Assignment level.

11. Use for those labor costs not defined in the element group or element type
schedule.

Click the Assignment option.

12. Save your schedule hierarchy selection before entering the schedule line
information.

Click the Save button.

&
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Step Action

13. Enter PTAEOQ information in the corresponding fields.
Important Note: Never enter a value in the GL Account field.

Click in the Project field.

14. Enter "105251".

15. Enter a value in the Task field.
In this exercise we have added one for you.

Press [Tab].

16. Enter a value in the Award field.

Enter "SG00026".

Oracle Applications - UYA ist02 : CRPZ Created from Production 11/22,/2010

&
Linec
Employee

o 196025

Copy To

(8131815 AS-Govt & Forei
23-MAY-2011

3600026

1 ] ]

Bistart| @ L& L6 EHWEBE G 3 1:21PM
I+ Inbox - Microsoft ... | (@ bttpsjfuww.virain... | @ crade applcation... | (@ oracle application... | (£ snagit |[Z] oracte applicats... Monday

Step Action

17. Press [Tab].
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B oracle applications - UYA ist02 : CRP2 Created from Production 11/22/2010

G20 GFre8gPl L 1DEHG L9 S 517

Hartis02, Benjamin

196025

196025 Copy To
31815 AS-Gout & Forei Bi-wWeek
23 MAY-2011

Active Azgighment

- =
SGO0026 [
T )
Refresh Display Schedule Summary Manthly Summary Bayroll Period
Bsat| EE RN UGEHBES S L@ 121
- Inbox -Micrasoft ... | € betps/fwwnr.virgin. . | 8 Oracke dppication. . | & Oracke Appication... | (52 snagit |[[Z] oracte Applicati. | @553 9 3 monday

Step Action
18. Enter the employee's five-digit org code into the Organization field.
Note: Do not use the organization in the PTAEO if different than the employee's
organization.
Enter "31815".
19. Press [Tab].
20. You can search for the expenditure type by clicking in the field and keying in one
letter, or by using the LOV.
Click the Exp. Type List of Values button.
21. To view the list of values, enter the wild card.
Enter "%".
22. Click the Find button.
Eind
23. Choose the appropriate employee expenditure type, scrolling as needed.

Click the vertical scrollbar.
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Step Action
24, In this example, Ben is a graduate student being paid hourly wages.

Click the Wages, Student list item.
Wanes, Student

25. Click the OK button.
ok I

26. Click in the Start Date field.

217. Note: The employee's hire date displays in the Begin field. Use this date as the
start date if it is in the middle of a pay period, unless it equals a payroll date that
has been processed.

In this exercise the current payroll effective date is 25-Mar-2013, so do not use the
hire date in the Start Date field.
Enter "25-mar-2013".

28. Press [Tab].

29. You may leave the End Date field blank, unless you are using a grant sponsored
award (G or 2).

Exception: Work study dates are not consistent with pay period start and end
dates. When entering a schedule for a work study assignment, end date the labor
schedule with the last day of the work study.

In this exercise, you will leave the field blank.

Press [Tab].

30. % field: Enter the percent value of labor that will be charged to this PTAEO. If
entering multiple schedule lines, the total of all must equal 100.

Enter "100".

31. Click the Save button.

&
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Step Action

32. When the End Date field is blank, notes will always display after you enter or
save your information.

This note confirms that the project end date in GA is not equal to 31-Dec-4712,
the default end date in the system.

Click the OK button.

0K
33. The associated task end date is not equal to the default end date of 31-Dec-4712.
Click the OK button.
0K
34. The associated award end date is not equal to the default end date of 31-Dec-4712.

Click the OK button.

oK
35. Note: When using sponsored accounts, always enter the project end date (see
related topic).
36. Click the Save button.
37. After entering all schedule lines and saving, refresh the display to ensure schedule

lines total up to 100%.

Click the Refresh Display button.

Refresh Display

38. The first column displays the most current date and percentage of the labor
schedule entered.

When the end date is blank, the labor schedule displays the end date for the
system (31-Dec-4712, shown as 31DEC12).

39. Congratulations! You have completed the simulation on Creating a Labor
Schedule at the Assignment Level.
End of Procedure.

Creating a Labor Schedule at the Element Group Level

Used to group earnings elements, element groups allow you to create one labor schedule
that applies to all earnings elements in a specified element group. Elements within a group
are scheduled and distributed based on the specified PTAEO(s) for an employee
assignment.

Page 39



Training Guide ORACLE'
Labor Distribution (LD) USER PRODUCTIVITY KIT

For example, an element group has been established to group all earnings elements that
capture overtime. You could enter a labor schedule to distribute overtime to a different
PTAEO than regular salary.

Labor schedules defined at this level will be charged after those defined at the earnings
element level but before any defined at the assignment and organization default labor
schedule levels.

Non-sponsored awards are encumbered through the last pay period paid in the fiscal year
(i.e., monthly through 24-May-xxxx). A labor schedule must be entered with a current or
future payroll (https://payroll.vpfinance.virginia.edu/academic-payroll-and-leave-calendar)
effective date. For information on sponsored awards, see topic.

Procedure

In this exercise you will create a labor schedule for an employee at the Element Group level.

UVa Integrated System e Business Suite
Enterprise Search Contract Documents ﬂ Go ‘Search Results Display Preference Standard ﬂ
Home
Navigator Worklist
Personalize Full List (5)
HeS4ym
» B9 va LD Approver/Setups )
From &« Type -~ Subject -~ Sent - Due =
» BB v oDs Specialist
HR 08-Fe0-2016
HR 18-Fe0-2016
HR 13-Feb-2016
HR 13-Mar-2016
HR 14-Fen-2016
v
Step Action
1. Begin by navigating to Labor Scheduling.

Click the UVA LD Approver/Setups expand button.
»

2. Click Labor Schedules.

Labor Schedules
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Begin

Soredile Lines

Boa| EL N IVGEENEES S a s
- Inbox -Micrasoft ... | € betps/fwwnr.yirgin. . | 8 Oracke dppication. . | & Oracke Application... | (52 snagit |[[=] oracte pplicati... Monday

Step Action

3. The Labor Scheduling window displays. Pull up the employee's form.

Click the Find button.

rt e -
|

[ N I

Scfiedule Lires

VeRBM~ @Y
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Step Action
4, Find employees using the Full Name field [last name, first initial] or by entering

their six-digit employee number in the Employee No. field.
In this exercise you will search by name.

Enter "Harris02, B".

Click the Find button.

If a list of results display, choose the appropriate name and click OK.
Find

The associated employee and assignment information is displayed.

In this example you see that Ben has one active assignment.

Boxes in the Distribution Instructions section will display a check if the
employee has a current or end-dated schedule at the assignment, element group, or
element level.

Ignore the check in the Org. Def. checkbox, which is not active.

02 : CRPZ Created from Production 11/22/2010

SOWPI LD e (A9 512

196025

el LN DGEFKEBED S

Schedule Lines

1:20 PM

[+ Inbox - Microsoft ... | @ bttpsjfuww.virain... | @ crade applcation... | (@ oracle applcation... | (£ snagt |[Z oracie apphcati.. |@ % Monday

Step

Action

To create a labor schedule, click the Schedule Lines button.

ochedule Lines
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Oracle Applications - UYA ist02 : CRPZ Created from Production 11/22,/2010

BP0 G BSF L N HER LB 252

Copy To

isan| B2 ) )0 B @ 2 o B

Refresh Display Schedule Summary Manthly Summary Payroll Period

| o) @|2/E ) t:20pm
B ID D monday

| Inbox - Microsoft ... | & betpsjfuww.virain... | & Orac applcation... | (& oracle appleaten... | (2 snagt |2 oracte Appiicati...

Step

Action

This dialog box displays the first time you create an individual schedule for an
employee.

Click the Yes button.

10.

The Schedule Lines form displays. Before entering the schedule line(s) you must
first choose and save the schedule hierarchy level.

11.

Use this level when you want to schedule an employee's regular pay to charge to a
different PTAEO than their premium pay (e.g., overtime, straight time).

Click the Element Group option.

12.

Choose which element group you want to schedule.

Click in the Element Group field.

13.

Click the List of VValues button.

[
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Step Action

14. In this exercise you will create a schedule for each, beginning with Premium Pay,
which is preselected.

Click the OK button.

o]
15. Before entering the schedule line information, click the Save button.
16. Enter PTAEO information in the corresponding fields.

Important Note: Never enter a value in the GL Account field.

Click in the Project field.

17. Enter "120673".

18. Press [Tab].

19. Enter the Task.
Enter "101".

20. Press [Tab].

21. Enter the Award.

Enter "SG00260".

22. Press [Tab].

23. Enter the employee's five-digit org code in the Organization field.

Note: Do not use the organization in the PTAEO if different than the employee's
organization.

Enter "31815".

24. Press [Tab].

25. You can search for the expenditure type by clicking in the field and keying one
letter, or by using the LOV.

Click the Exp. Type List of Values button.

26. To view the list of values, enter the wild card.

Enter "%0".
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Step Action

217. Click the Find button.
Find
28. Choose the appropriate employee expenditure type, scrolling as needed.

Click the vertical scrollbar.

29. In this example, Ben is a graduate student being paid hourly wages.

Click the Wages, Student list item.
Wanes, Student

30. Click the OK button.
8]:8
31. Click in the Start Date field.
32. Note: The employee's hire date displays in the Begin field. Use this date as the

start date if it is in the middle of a pay period, unless it equals a payroll date that
has been processed.

In this exercise the current payroll effective date is 08-Apr-2013, so do not use the
hire date.

Enter "08-Apr-2013".

33. Press [Tab].

34, You may leave the End Date field blank, unless you are using a grant sponsored
award (G or 2).

Exception: Work study dates are not consistent with pay period start and end
dates. When entering a schedule for a work study assignment, end date the labor
schedule with the last day of the work study.

In this exercise, you will leave the field blank.

Press [Tab].

35. % field: Enter the percent value of labor that will be charged to this PTAEO. If
entering multiple schedule lines, the total of all must equal 100.

Enter "100".

36. Press [Tab].

Page 45



Training Guide ORACLE'

Labor Distribution (LD) USER PRODUCTIVITY KIT
Step Action
37. When the End Date field is blank, PTAEO notes will always display after you

enter or save your information.

The first note confirms that the project end date in GA is not equal to 31-Dec-
4712, the default end date in the system.

Click the OK button.

oK
38. The associated award end date is not equal to the default end date of 31-Dec-4712.
Click the OK button.
oK
39. Note: When using sponsored accounts, always enter the project end date (see
related topic).
40. When you have finished entering all schedule lines, click the Save button.
41. Refresh the display to ensure all schedule lines total to 100%.
Click the Refresh Display button.
Refresh Display
42. The first column displays the most current date and percentage of the labor
schedule entered.
When the end date is blank, the labor schedule displays the end date for the
system (31-Dec-4712, shown as 31DEC12).
43. To enter another schedule, click the Element Group option.
44, A white dotted line displays above and below the Element Group choice.
45, Press the [Down Arrow].
46. A blank scheduling form displays.
Click the Element Group option.
47. Click in the Element Group field.
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Step Action

48. Click the List of VValues button.
49, This time click the Regular Pay list item.
Regular Pay
50. Click the OK button.
ok
51. Save your hierarchy selection before entering the schedule line information.

Click the Save button.

&

52. In this exercise we have entered, saved, and verified the PTAEO information for
you.

Click the Close button.

===

ORACLE

Harris2, Benjamin
196591

53-JAN-2011

g 7 Em ITT:

Step Action

53. Click the Close button.
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Step Action

54, Congratulations! You have completed the simulation on Creating a Labor
Schedule at the Element Group Level.
End of Procedure.

Creating a Labor Schedule at the Element Level

Earnings elements allow you to create labor schedules for individual earnings elements.
Examples of elements include salary and wages, overtime, sick time, and health insurance.
This means that LD scheduling can distribute an employee's time and a half overtime to
different PTAEOs than those used for regular salary.

A labor schedule of this type is used to distribute all earnings against a particular element
for a specific employee assignment. Labor schedules defined at this level will be charged
first over labor schedules defined at the element group, assignment, and organization
default labor schedule levels.

Non-sponsored awards are encumbered through the last pay period paid in the fiscal year
(i.e., monthly through 24-May-xxxx). A labor schedule must be entered with a current or
future payroll (https://payroll.vpfinance.virginia.edu/2018-payroll-and-leave-calendar)
effective date. For information on sponsored awards, see topic.

Procedure

In this exercise you will create a labor schedule for an employee at the element level.

UVa Integrated System £ Business Suite

Enterprise Search  Contract Documents [ v] Go Search Results Display Preference  Standard [v]

Home

Navigator Worklist

Personalize Ful List (5)
HeS#vm

» BB v LD Approver/Setups
™ pproverBetps From &« Type -~ Subject -~ Sent - Due =

UVA ODS Specialist
UVA Employee with Invalid Email Address Updated Bank

iR Information

03-Feb-2016
UVA Employee with Invalid Email Address Updated Bank

HR Information

18-Feb-2016
UVA Employee with Invalid Email Address Updated Bank

iR Information

15-Feb-2016
UVA Bank Account request timed out (Invalid email) for-
Hart, Chad

UVA Bank Account request timed out (Invalid email) for:
Mitchell, Robin

HR 13-Mar-2016

HR 14-Feb-2016
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Step Action

1. Begin by navigating to Labor Scheduling.

Click the UVA LD Approver/Setups expand button.
3

2. Click Labor Schedules.
Labor Schedules

B oracle Applications - UYA ist02 : CRPZ Created from Production 11/22/2010

ORACLE

Schedile Lines

Bistart| @ L& L6 EHWEBE G 3 @ s
. Inbox - Microsoft ... | (@ bttpsjfuww.virain... | @ crade applcation... | (@ oracle applcation... | (£ snagt |[Z] oracte applicats... Manday

Step Action

3. The Labor Scheduling window displays. Pull up the employee's form.

Click the Find button.

\
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ORACLE

Ve B~ [0 L

Step Action

4, Find employees using the Full Name field [last name, first initial] or by entering
their six-digit employee number in the Employee No. field.
In this exercise you will search by name.
Enter "Bass01, A".

5. Click the Find button.
If a list of results display, choose the appropriate name and click OK.

Find ]

6. The associated employee and assignment information is displayed.
In this example you see that Alice has one active assignment.

7. Boxes in the Distribution Instructions section will display a check if the

employee has a current or end-dated schedule at the assignment, element group, or
element level.

Ignore the check in the Org. Def. checkbox, which is not active.
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Begin
98- MAR-2002 Active Assign

Schedule Lines

Step Action

8. To create a labor schedule, click the Schedule Lines button.
[ Schedule Lines

B oracle applications - U¥A ist02 : CRPZ Created from Production 11,/22/2010
BP0 & o8P L Eg LE0 20?2
o
p—
Copy To
o
-
?
Yes )L o
gl ¥
Refresh Display Schedule Summary Manthly Sumrmary Payroll Period
G| LKL EEHHBES S = i sizopm
- Inbax - Microsoft ... | & Httpsfwwn.virgin... | @ racle applcation... | (€ oracle Application... | (52 snagit |[[Z) oracte applicati... |& %5 0D B monday
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Step Action
9. This dialog box displays the first time you create an individual schedule for an

employee.

Click the Yes button.

10.

The Schedule Lines form displays. Before entering the schedule line(s) you must
first choose and save the schedule hierarchy level.

11.

Use for labor costs not defined in the assignment or element group type schedule.
Elements are typically used for charging a special item (such as a bonus) to a
different PTAEO.

Click the Element Type option.

12.

You must choose the element.

Click in the Element Name field.

13.

Click the List of VValues button.

14.

Select from the list of options. You can scroll to or use the Find feature as needed.

Click the vertical scrollbar.

15.

In this exercise, click the Recognition Bonus list item.

Recognition Bonus

16.

Click the OK button.
(8] 4

17.

Save your schedule hierarchy selection before entering the schedule line
information.

Click the Save button.

&

18.

Enter PTAEO information in the corresponding fields.
Important Note: Never enter a value in the GL Account field.

Click in the Project field.
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Step Action

19. Enter the Project.

Enter "120673".

20. Press [Tab].

21. Enter the Task.
Enter "101".

22. Press [Tab].

23. Enter the Award.

Enter "sg00260".

24. Press [Tab].

25. Enter the employee's five-digit org code in the Organization field.

Note: Do not use the organization in the PTAEO if different than the employee's
organization.

Enter "31815".

26. Press [Tab].

217. You can search for the expenditure type by clicking in the field and keying in one
letter, or by using the LOV.

Click the Exp. Type List of Values button.

28. To view the list of values, enter the wild card.
Enter "%".
29. Click the Find button.
Finc
30. Choose the appropriate employee expenditure type, scrolling as needed.

Click the vertical scrollbar.

31. In this example, Alice is a salaried staff employee.

Click the Employee, Bonuses & Incentives list item.
Employee, Bonuses & Incentives

32. Click the OK button.
Qi
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Step Action
33. Click in the Start Date field.

]

34. Note: The employee's hire date displays in the Begin field. Use this date as the
start date if it is in the middle of a pay period, unless it equals a payroll date that
has been processed.

In this exercise the current payroll effective date is 08-Apr-2013.
Enter "08-apr-2013".

35. Press [Tab].

36. You may leave the End Date field blank, unless you are using a grant sponsored
award (G or 2).

Press [Tab].

37. % field: Enter the percent value of labor that will be charged to this PTAEO. If
entering multiple schedule lines, the total of all must equal 100.

Enter "100".

38. Press [Tab].

39. When the End Date field is blank, PTAEO notes will always display after you
enter or save your information.

The first note confirms that the project end date in GA is not equal to 31-Dec-
4712, the default end date in the system.
Click the OK button.

oK

40. The associated award end date is not equal to the default end date of 31-Dec-4712.
Click the OK button.

OK

41, Note: When using sponsored accounts, always enter the project end date.

42, When you have finished entering all schedule lines, click the Save button.

43. Refresh the display to ensure all schedule lines total to 100%.

Click the Refresh Display button.

Refresh Display
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Step Action

44, The first column displays the most current date and percentage of the labor
schedule entered.

When the end date is blank, the labor schedule displays the end date for the
system (31-Dec-4712, shown as 31DEC12).

45, To enter another element, click the Element Type option.

46. A white dotted line displays above and below the Element Group choice.
47. Press the [Down Arrow].

48. A blank scheduling form displays.

Click the Element Type option.

49, Click in the Element Name field.
50. Click the List of Values button.
51. Choose from the list of options, scrolling as needed.

Click the vertical scrollbar.

52. Click the Overtime Time and Half list item.
| Cwverirme Time and Half

53. Click the OK button.
_—
[[¢
| S
54, Save your hierarchy selection before entering the schedule line information.

Click the Save button.

&

55. In this exercise we have entered, saved, and verified the PTAEOQ information for
you.

Click the Close button.
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BassO1, Alice

istr [28-MAR-2002

Step Action

56. Click the Close button.
K
57. Congratulations! You have completed the simulation on Creating a Labor

Schedule at the Element Level.
End of Procedure.

Creating a Labor Schedule with a Sponsored Account

Sponsored (OSP) awards have the functionality to encumber through the sponsor's current
funding period. For sponsored projects (i.e., G or Z awards), the Integrated System
automatically stops encumbering salary on the earliest date of the following:

¢ Any segment of the PTAEO

o Project End Date

o Task End Date

o Award End Date, or

e Labor Encumbrance End Date (LEED), OR

e The Labor Schedule, OR

e The individual’s appointment end date (HR)
e The individual’s visa end date (HR)

Note: Proper scheduling and maintenance of labor schedules that include sponsored
projects requires special attention and frequent review. Click here
(https://foc.virginia.edu/sites/foc.virginia.edu/files/L D%20Scheduling%20Presentation.pdf) for guidance
on managing LD and sponsored projects.
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If you need to enter numerous individuals with Goal Pay (referred to in Workday as "Period
Activity Pay"), there is an option that allows an upload of the assignments and their
schedules by an EIB spreadsheet upload process. Contact HR Solution Center to request
this: email askHR@virginia.edu (mailto:askHR@virginia.edu) or call 434-243-3344.

Procedure

In this exercise you will create a labor schedule for an employee using a sponsored account.

The start date for a labor schedule has to be a current or future payroll date. View one of the
Defining a Distribution Adjustment topics if you need to move an incorrect charge to a different
account.

i v B v = d® v Pagev Safetyv Tools~w @+ [ p Oy

"

Enterprise Search  Contract Documents  [v] Go Search Results Display Preference  Standard [v]

Home

Navigator Worklist
Personalize Full List (5)
. _ Heo8vm
UVA LD Approver/Setups
. From & Type ~ Subject 2 Sent~  Due -~
UVA QDS Specialist
UVA Employee with Invalid Email Address Updated Bank
HR Information 08-Feb-2016
UVA Employee with Invalid Email Address Updated Bank 4
HR Information eFep-2016
UVA Employee with Invalid Email Address Updated Bank 4
HR Information 5-Feb-2016
UWVA Bank Account request timed out (Invalid email) for- PR
HR Hart Chad 8-Mar-2016
UVA Bank Account request timed out (Invalid email) for . _ .
R Mitchell, Rotin 4Fen2016
v

Click the UVA LD Approver/Setups expand button.
»

2. Click Labor Schedules.

Labor Schedules
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ORACLE

Soredile Lines

Bsat| EE R UGEEHNBES 3@ Slda s
(2) Windons Media Player | (& Oracle Applications Hom... | & oracle Applcations R12 .. |[[Z] oracle Applications - . 'R B8 D). wednesday

Step Action

3. The Labor Scheduling window displays. Pull up the employee's form.

Click the Find button.

ORACLE

Element

Schedule Lines

Bsart| 8 L G0 GEHKWEBEGS@ @ assaM
(2) windons Media Player | @ oracle applications Hom... | & oracls Applications R1z -.. |[[Z] oracle applications - .. (20 > D). wednesday
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Step Action

4. Find employees using the Full Name field [last name, first initial] or by entering
their six-digit employee number in the Employee No. field.

In this exercise you will search by name.

Enter "CampO1".

=

ORACLE

Ve = O ¥ Ak

Step Action

5. Click the Find button.

If a list of results display, choose the appropriate name and click OK.
Find

6. The associated employee and assignment information is displayed.

In this example you see that Alice has two active assignments.

7. Boxes in the Distribution Instructions section will display a check if the

employee has a current or end-dated schedule at the assignment, element group, or
element level.

Ignore the check in the Org. Def. checkbox, which is not active.
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v Help

B GP I 8

. 28-MAR-2002
1965513 Unit Paid Emp [30000.Unit Paid |03-JAN-2011

Schedule Lines

Bsat| EE RN UGEEHNBES 3@ & s
(2) Windons Media Player | (& Oracle Applications Hom... | & oracle Applcations R12 .. |[[Z] oracle Applications - . 'R B8 D). wednesday

Step Action

8. To create a labor schedule, click the Schedule Lines button.

ochedule Lines

B oracle applications - UvA isul1 : Training - Cloned from Training Setup as of 9/01/2011
HYOIGBGEI 8 ) HRADD 5 G2
o

p—

Copy To
o
-
?
Yes )L o
gl ¥
Refresh Display Schedule Summary Manthly Sumrmary Payroll Period
B EE N GEEHFBED 3@ ] [ L
(2) Windons Media Player | (& Oracle Applications Hom... | & oracle Applcations R12 .. |[[] oracle Applications - . 4R 5 D). wednesday
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Step Action

9. This dialog box displays the first time you create an individual schedule for an
employee.

Click the Yes button.

10. The Schedule Lines form displays. Before entering the schedule line(s) you must
first choose and save the schedule hierarchy level.

All levels will be shown but this exercise uses the assignment level.

11. At the Element Type (earnings element) level:

Select from the list of values.

12. At the Element Group level:

Use this level when you want to schedule an employee's regular pay to charge to a
different PTAEO than their premium pay (e.g., overtime, straight time).

You would create a schedule for each: one for regular pay and one for premium
pay.

13. At the assignment level:

Use for those labor costs not defined in the element group or element type
schedule.

Click the Assignment option.

14, At all levels:

Save your schedule hierarchy selection before entering the schedule line
information.

Click the Save button.

&

15. Enter PTAEO information in the corresponding fields.
Important Note: Never enter a value in the GL Account field.

Click in the Project field.

16. Enter "132753".

17. Press [Tab].
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Step Action

18. Enter the Task.

Enter "101".

19. Press [Tab].

20. Enter the Award.

Enter "GC11832".

21. Press [Tab].

Oracle Applications - U¥A isul1 : Training - Cloned from Training Setup as of 9/01/2011

BP0 GH8gPI L IDEG LE9 S5 2

Carnpdi, Alice
196551

196551 Copy To

40400 MD-BIOC Bioch Calendar Month
28-MAR-2002

Active Azgighment

GC11832 [

Refresh Display Schedule Summary Monithly Summary Eayroll Period

Fstart| 8 LG 0GEHWEBEGS@
(2) windons Media Player | 8 oracle applcations Hom... | & orads Appications mzm.| |2 Dracle Applications - ..

2ZBE g smam
. 2D wednesday

Step Action

22. Enter the employee's five-digit org code in the Organization field.

Note: Do not use the organization in the PTAEO if different than the employee's
organization.

Enter "40400".
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Employee

Full N; Carnp01, Alice
196551

rre I
([ | calendar Month
end [

Qrganization Start Date End Date

GC11832

Refresh Display Schedule Summary Monithly Summary Eayroll Period

s FEE DGR HOE S 5@

(2) Windons Media Player | (& Oracle Applications Hom... | & oracle Applcations R12 .. |[[] oracle Applications - . !

Step Action
23. Press [Tab].
24, Exp. Type: You can search for the expenditure type by clicking in the field and
keying in one letter, or by using the LOV.
Enter "'s".
25. Press [Tab].
26. Choose the appropriate employee expenditure type, scrolling as needed.
Alice Camp01 is a Faculty salaried employee who is paid on an annual monthly
basis.
Click the Salary, Faculty T&R FT list item.
Salary, Faculty, T&R FT
27. Click the OK button.
oK
28. The start date must be a current or future payroll effective date. It cannot be

before the end date of the last payroll processed.

Note: Previous charges must be adjusted by submitting a Labor Distribution
Adjustment form.

Click in the Start Date field.

]
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Step Action

29. Do not use the payroll start and end dates. The scheduled start date can be the first
day of the sponsored activity, but if the employee will be starting on a sponsored
activity after the project start date, the scheduled start date is when the person's
effort actually begins.

Enter "25-mar-2013".

30. Press [Tab].

4| Oracle i : raini as of
HYP0 I & -84 F 8 INEag L8125 12

CampD1, Alice
196551

196551 Copy To
40400 MD-BIOC Bioch Calendar Manth
28-MAR-2002

Active Assignment

MD-BIOC B y, Faculty, T&R FT|  [25.MaR2013

Refresh Display Schedule Summary Marthly Summar: ¥ Payroll Perind

o
[it= ‘
s

o

Step Action

31. End dates are required when using a sponsored account. Use the project end date
if the employee’s effort on a project is limited to a predetermined period of time. If
limited, set it to the date the Principal Investigator has determined the employee's
work on the project will end.

The report LD Schedules_History (“By Dates” tab) in UBI provides the labor
schedule, sponsored program Labor Encumbrance End Dates (LEED), and
PTAEO end dates.

Enter "31-may-2013".

Page 64




ORACLE Training Guide
USER PRODUCTIVITY KIT Labor Distribution (LD)

4| Oracle i : raini as of
HYP0 I & -84 F 8 INEag L8125 12

CampD1, Alice
196551

196551 Copy To
40400 MD-BIOC Bioch Calendar Manth
28-MAR-2002

Active Assignment

- =»
[e) g R [ -

Step Action
32. Press [Tab].
33. % field: Enter the percent value of labor that will be charged to this PTAEO. If

entering multiple schedule lines, the total of all must equal 100.

Enter "100".
34. After entering your account if you receive a note that states, "Project/Task/Award

is not valid for the schedule line dates", check the end date entered for the
sponsored account by running the LD-Schedules History Report in UBI.

35. After entering all schedule lines, click the Save button.
36. Refresh the display to ensure schedule lines total up to 100%.

Click the Refresh Display button.
[ Refresh Display

37. The first column displays the most current dates and percentage of the labor
schedule entered.

38. Congratulations! You have completed the simulation on Creating a Labor
Schedule With a Sponsored Account.
End of Procedure.

Modifying an Existing Labor Schedule

Procedure
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In this exercise, you will modify the labor schedule for Gigi Rousseau and schedule an element at
the Element Type level to cover a Reward and Recognition bonus.

UVa Integrated System e Business Suite

Enterprise Search  Contract Documents  [] Go Search Results Display Preference  Standard [v]
Home
Navigator Worklist
Personalize Full List (5)
HeG#ym

» BE va 1D Approver/Setups

™ From &« Type -~ Subject -~ Sent - Due =
UVA ODS Specialist

HR UVA Employee with Invalid Email Address Updated Bank D8-Feb-2016
Information
UVA Employee with Invalid Email Address Updated Bank

HR Information 18-Feb-2016
UVA Employes with Invalid Email Address Updated Bank ’

HR Information 18-Feb-2016
UVA Bank Account request timed out (Invalid email) for- o

HR Hart, Chad 18-Mar-2016
UVA Bank Account request timed out (Invalid email) for:

HR Mitchel, Robin 14-7e0-2016

Step Action

1. Begin by navigating to Labor Scheduling.

Click the UVA LD Approver/Setups expand button.
»

2. Click Labor Schedules.

Labor Schedules
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HEE
ORACLE

Bsat| EE R UGEEHNBES 3

ScheduleiLines

8  “16FM
2 icrosoft Offc... +| &3 Internet Explorer ~|[[ 2] Oracle Applicati.. | | SiiDivision of Train... | £/! nagi Edtor - [Ap... | (52 Snagit || WG B vonday

Step

Action

The Labor Scheduling window displays. Pull up the employee's form.

Click the Find button.

N

Find employees using the Full Name field [last name, first initial] or by entering
their six-digit employee number in the Employee No. field.

In this exercise, search by employee number.

Click in the Employee No. field.

Enter "112870".

Click the Find button.
Find

Locate the active assignment.

Click in the active assignment's Current Record Indicator field.

[]

Click the Schedule Lines button.

schedule Lines
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Step Action
9.

If a payroll on the schedule has processed, end date the schedule using the date
of the last processed payroll. Do not make any other modifications.

If payroll has not been processed, some options are to:
* Change information on an existing line (e.g., the percentage)

* Delete a line and save your deletion by choosing a line and selecting the red x
on the toolbar

» Add or extend an end date on one of the existing lines if the end date is in a
current pay period

* Replace the PTAEO with a different PTAEO on an existing line

In this exercise the current payroll has a 25-Mar-2013 effective date, so pay has
not been processed on the current scheduled lines.

|| 2| Oracle Applications - UVA - Cloned from Training_
iy

ﬁ‘b®lﬁ?%3§®[>¢€ DINEHI A9 252
Lines
Employee

Fu Rousseau, Gigi L (Sus)

En 112870

Payrl -
n End _ ®Element Type

GL Account Project Star Date End Date
108413 26-MAR-2013
101902 26-MAR-2013
101902 26-MAY-2009 [24-MAR-2013
101902 o 26-0CT-2005 |[24-MAY-2009

cool
Totals ] ]
Refresh Display Scheduls Summary Monthly Summary Payroll Perind

‘@1f 3 vemr

Step

Action

10.

To change the percentage: Enter a new value on the top line.

Enter "75".
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112870

re D
I BiWeek

108413 26-MAR-2013
101902 26-MAR-2013 50
101902 26-MAY-2009 [24-MAR-2013 100
101902 o 26-0CT-2005 |[24-MAY-2009

| [ [
Totais [ N N

Refresh Display Schedule Summary Manthly Summary Payroll Perind

Training Guide
Labor Distribution (LD)

Step Action

11. Press [Tab].

Rousseau, Gigi L (Sue)

1126870

| 128702 @ Copy To
(8]1:) | 20030 HR-Human Resq

| 25-FEB-2002

106412
101902
101902
101902

Refresh Display Schedule Summary Monthly Summary Payroll Perind
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Step Action

12. The system default end date is 31-Dec-4712. You will receive the next several

notes when you leave the End Date field blank, which is ok for non-sponsored
accounts.

Click the OK button.

ORACLE

it

GL Account Project
106419
101902
101902
101902

Refresh Display Scheduls Summary Monthly Summary Eayroll Perind

7 BEx .05

"- @7\ "’ f|r@rﬁ V@& [me

v & B G

Step Action

13. Click the OK button.

14.
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Lin
Employee

U Rousseau, Gigi L (Sue)
[ 112870

126702 rie [
(e];+} 20030 HR-Human Reso ay
=1 25 FE- 2002 end [

C |Active Assignment

f rt Date End Date
108413 26-MAR-2013

101902 26-MAR-2013

101902 26-MAY-2009 [24-MAR-2013 100

101902 26-0CT-2005 [24-MAY-2009 100 - |
[

o [ I I
Totais [ N N

Refresh Display Schedule Summary Manthly Summary Payroll Perind

W & B

Step Action

15. The schedule must equal 100%, whether the employee is part-time or full-time, so
adjust subsequent lines as needed.

Click in the appropriate % field.

@ |

|2 Oracle Apprmﬁ;mbnﬂi from Training

Employee

Ul Rousseau, Gigi L (Sue)
En [ 112870

gin End
Project Start Date End Date
106419 25-MAR-2013

101902 25-MAR-2013
101902 25-MAY-2009 [24-MAR-2013 (100

101902 25-0CT-2005 |24-MAY-2008 [100 |
= efautt Account NN I D
Torals [ I I I

Refrezh Display Schedule Summary Manthly Sumnmary Payroll Period

@ s

Ve B~ Eix .0 % 4
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Step Action

16. Enter "25".

17. Press [Tab].

18. Click the OK button.

19.

20.

oK

21. If the 25-Mar-2013 payroll had run and you want to adjust the percentages, you
would:
1. End date the first two lines with a 24-Mar-2013 end date.
2. Add new line(s) to enter the start date, PTAEOs and new percentage.

22. Click the Save button.

23. To add a PTAEO:
In this exercise you want to enter a PTAEO for a specific element type.
Click the Element Type option.

24, Press the [Down Arrow] button.

25. In this example you see an element record that is end-dated.
If Reward and Recog Bonus is the element you wish to schedule, use this form. If
you wish to schedule a different element, keep selecting the down arrow until you
reach a blank scheduling form.
If this section did not have any radio buttons selected, select the appropriate
option and element, then save before entering a labor schedule.

26. Since the existing schedule is in a payroll that has processed, you must add a new
schedule line.

217. Click in the Project field.

28. Enter the Project.

Enter "101902".
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Step Action

29. Press [Tab].

Oracle Appfuﬁm—s-mbrﬂd from Training

Rousseau, Gigi L (Sue)

112870

[ (12870-2 T
: —
0 o 02

- Active Assignment

Task

Refrezh Display Schedule Summary Manthly Sumnmary Payroll Period

P
VS

E‘ -Eé\m‘ veRroE@EE: 0% B oD

Step Action

30. Enter the Task.

Enter "101".
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ORACLE

Employee

Full Rousssau, Gigi L (Sus)
ment (4

it Date End Date
10-MAY-2006 | 24-bAY-2006

L]
| [ [
Totais [ N N

Refresh Display Schedule Summary Manthly Summary Payroll Perind

Step Action

31. Press [Tab].

32. Enter the Award.

Enter "SG00247".

33. Press [Tab].

Dracle Applications - UYA ist02 : CRP2 Created from Production 1 - [5]x]

Help ORACLE
B Pl € Il 2

Rousseau, Gigi L (Sue)

112870

51120020 IT-SDS ne o I

| 25-FEB-2002 end [ O Elemen Reward and Recog Ban

36002659 10-MAY-2006 [24-MAY-2006
SG00247

]
+ [ I I
Toral [ (N N

Refiesh Display Schedule Summary Monthly Summary Eayroll Period

Bisert| B2 50 GOEGE oS
|\~ 2 Microsoft OFfic. v| € 3 Internet Explorer v| |2 Oracle Appli t\Division of Train. | £ /) snagit Editor - [Ap... | Snagit

(o ) H13FM
|[®BHDD vontay
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Step Action

34. Enter the Organization humber.

Note: Do not use the organization in the PTAEO if different than the employee's
organization.

Enter "20020".

35. Press [Tab].
36. To copy the previous Exp. Type on your new labor schedule line,
press [Shift+F5].
37. Press [Tab].
38. Start Date: Enter the date you want the new PTAEOQ to charge to this assignment.

It must be a current or future payroll date.

Enter "25-mar-2013".

39. Press [Tab].
40. Leave the End Date field blank unless you are using a grant account (G or Z).
41. % field: Enter the percent value of labor that will be charged to this PTAEO. If
entering multiple schedule lines, the total of all must equal 100.
Enter "100".
42. When you have finished, click the Save button.
43. Click the Refresh Display button.

Refresh Display

44, The system default end date is 31-Dec-4712.

Click the OK button.

45, Click the OK button.

46. Click the OK button.
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Step Action
47, Refresh the display to ensure all schedule lines total to 100%.

Click the Refresh Display button.

Refresh Display

48. The first column displays the most current date and percentage of the labor
schedule entered.
When the end date is blank, the labor schedule displays the end date for the
system (31-Dec-4712, shown as 31DEC12).

49, Congratulations! You have completed the simulation on Modifying an Existing

Labor Schedule.
End of Procedure.

Copying an Assignment Level Labor Schedule

Because each new Period Activity Pay (goal pay) entered into Workday will result in a
new assignment number in Oracle, you may find that copying a labor schedule from the
old assignment to the new one is a more effective and efficient way to accomplish your
labor scheduling in these cases.

Step Action
1. Begin by navigating to Labor Scheduling.
Click the UVA LD Approver/Setups expand button.
>
2. Click Labor Schedules.

Labor Schedules
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ORACLE

SehiedulelLires

i

Bistarnt| € L (x] (L) [G B @ E & 3
-2 Micrasoft Offic... | (&3 Internet Explorer =|[[] Oracle Applicati... | ) SiiDivision of Train...| £/] Snagi Edtor - [Ap.. | [E2 Snagit

v & 418PM

I
| DS ooy

Step Action

3. The Labor Scheduling window displays. Pull up the employee's form.

Click the Find button.

¥

4, Find employees using the Full Name field [last name, first initial] or by entering their six-
digit employee number in the Employee No. field.

o Lan 1eduling

Employee

Full Name

Distribution Instructions

. Assignment
Assignment Status

Assignment No. Org. Element Group

Job Position Element
Unit Paid Emp | 10000.Unit Paid |01-JAN-2019 i i r

Unit Paid Emp | 10000.Unit Paid |01-JAN-2019

Schedule Lines
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Step Action
5. Note that the first assignment has an assignment-level labor schedule, while the -2

assignment has no schedule (org default only). Select the line that has a labor schedule,
and click the Schedule Lines button.

Copy LD Schedule, How To

p 233918

233918 Copy To
10000 PR-President's Bi-Week p

B 01-JAN-2019 p
Active Assignment

- =
102179 01-JAN-2019 100 -
4 »
Refresh Display Schedule Summary Monthly Summary Payroll Period

Step Action

6. Click the Copy To button.

Employe- | Assignment Number [
Copy to New Schedules Merge to Existing Schedules

HiAssignment

Element Groups

Seled; All

Element Types

Deseled
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Step Action
7. Enter the Assignment Number for the assignment that does not have an existing labor schedule.

I 'D Copy To ¥ A X ]

=560 Copy LD Schedule, How To Assignment Number PEKREE
Copy to New Schedules Merge to Existing Schedules

| Assignment

Element Groups

Step Action

8. Click the Copy to New Schedules button to activate the form.

'D Copy To

= EE Copy LD Schedule, How To Assignment Number FEEERES
Merge to Existing Schedules

B Assignment

Element Groups
Premium Pay
Regular Pay

Element Types

Acting Pay

Acting Pay Special Inputs
Admin Leave

Admin Leave Jury Duty

Step Action
9. Check the Assignment checkbox, and then click the Done button.
10. In the list of values, select the assignment that does not have an existing labor schedule.
11. Close the Schedule Lines form. Use the ‘Flashlight’ () to access the Find Employees form.
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EBYve G NS P I RODER | LTS 12

‘O|Labor Scheduling

Employee

=00 LE e Copy LD Schedule, How To

£ 70 % 1 Instructions

isignment

Employee MNo. Element

Step Action
12. Re-enter your employee information and click Find.
13. Verify both assignments now show an Assignment Level Labor Schedule.

View UVA LD Assignment Crosswalk Report for LD Schedules

Workday does not have the same naming convention for assignments as Oracle. If you
have an employee with multiple assignments, you can verify you are scheduling against
the correct assignment by running the "UVA LD Assignment Crosswalk Report for LD
Schedules.”

In ORACLE, Run a request with the following:

In the Name field, enter: UVA LD Assignment Crosswalk Report for LD
Schedules.
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O Submit Request

Run this Request

Name [UVA LD Assignment Crosswalk Report for LD Schedules|

Operating Unit

Parameters
L1 EL S American English

Gy i
At these Times
1L As Soon as Possible

Upon Completion
% Save all Output Files

VT8 UVA LD Assignment Crosswalk Report for LD Schedules

Notify -
printto [T
[ swmt |

Click in the parameters field and enter:

o Name or partial name followed by %. Without %, which is a wildcard, the
name must match exactly.

e Or, enter Org Number to display all employees in that Org.

e Select "OK"

© Parameters

Last name, First_name% |(Smith, John%

— or — Org Number

Select "Submit,” then in the following window, wait for the report to come back as
“Completed” in the Phase column (you can click the “Refresh Data” button). Select
the line that you want to view and select the button "View Output™:
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Refresh Data Find Requests Submit a New Request Submit New Request Set
oR Copy Single Request Copy Reguest Set
Request ID b

20197946  |UVA LD Assignment Cros Completed  [Normal Smith, John%, &

120197873 |UVA HR Med Center Data ‘| |Completed  |Normal 2018, N, N

120197869 |UVA HR Med Center Data |Completed  |Normal 2018, N, Y

120197868  |UVA HR Load Med Center |Completed  [Normal 2018

20197849  |UVA HR Med Center Data i} Completed  |Normal 2018, N, Y

120197848 |UVA HR Load Med Center Completed  [Normal 2018

120197825  |UVA LD Assignment Cross| ewell%, 99999

20197823  |UVA LD Assignment Cross| Completed |Normal . 99999

120197820  |UVA LD Assignment Cros ;

120197474 |UVA HR Update Position Completed  [Normal NO, 24SEP18 .
Hold Reauest View Details Rerun Request View Output

Cancel Request i Diagnostics Reprint/Republish (J) View Log (K)

Select the option you want from the pop-up below:
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Internet Explorer

What do you want to do with
UVA_LD_Assignment_Crosswalk_Re_211218xls?

Size: 4.90 KB
From: e2devcl.admin.virginia.edu

—> Open

The file won't be saved automatically.

—> Save

—> Save as

Select "Yes" on whichever pop-up you receive from Microsoft excel - it may look like
either of the images below:

¥ Microsoft Excel

_ Thefile format and extension of 'FNDWRR.xIs' don't match. The file
_'_bs could be corrupted or unsafe. Unless you trust its source, don't cpen it.
Do you want to open it anyway?

Lot | [0 ][ Hew |

X

The file format and extension of 'UVA_LD_Assignment_Crosswalk_Re_211218[3].xls’ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it anyway?

View Report. The report will show the following parameters:
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e Employee Name

e Employee Number

e Workday Worker ID

e  Workday Position ID

Activity Name

Activity Sequence

Total Pay (if goal pay/period activity pay)

Activity Pay Periods (the number of goal pays/period activity pay)
e Assignment Number

e Assignment Effective Date

e lLabor Schedule Updated

e Position Name (the position to look for in the labor schedule)

Troubleshooting:
Issue: Your report is blank when you open it.
This is likely an issue with default file type that is trying to open the document.

Solution: Ask your LSP to help you to reset the default app so that .tsv files open
with Excel

Issue: Your reports are opening in "Read-only Mode" and will not allow you to
save (either are wiped blank when you try or you receive an "authentication failed"
error).
Solution:
e In Excel, select File --> Options
e Select "Trust Center" from left menu --> Trust Senter Settings
e Select "Protected View" from left menu
e Uncheck the box for "Enable Protected View for files originating from the
internet" (Note: doing this will allow other Excel files from the internet to
open without being in protected mode, so you will need to reset this after
you save this report).

Adjusting Labor Distribution

Every organization has an organization level suspense account, used to collect costs
from labor distribution if charging instructions at other levels of the schedule hierarchy are
missing or incorrect. In this way, LD ensures that all amounts paid to employees are
accounted for in the University’s financial records.
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————— Suspenseaccount
Organization Defatiltaceounti/a
level o
Defaultlaborschedule
If no schedule y
defined below

n

Organizations designate a unique project number/PTAEO for labor suspense charges only.
Charges to this account must be regularly reviewed and moved to the correct PTAEO(s). All
labor charges to the organization level suspense account are burdened (pay charges plus
fringes) at the highest fringe rate. When a charge is moved to the correct PTAEO the
burden rate is automatically applied. Use the distribution adjustment process to move the
charges from the suspense account to the correct account.

Distribution Adjustment Process

This process allows you to view, modify, and transfer payroll distributions to Grants
Accounting. Use it when payroll earnings post to an incorrect PTAEO or to your organization
level suspense account. Adjustments will be posted nightly to GA. The process does not
allow you to change total distribution amounts, original pay period dates, or the
distribution from one assignment to another.

Review the important general notes on defining labor distribution adjustments.
There are special workflow and approval requirements (http://foc.virginia.edu/labor-

distribution-adjustments) for adjustments impacting sponsored projects (G or Z
awards).

At the end of this section you will be able to:

e Define a distribution adjustment by element type and assignment
e Cancel a distribution adjustment

Defining a Distribution Adjustment by Assignment

Procedure

In this exercise you will adjust the previous payroll charges for an employee.

Page 85


http://foc.virginia.edu/labor-distribution-adjustments
http://foc.virginia.edu/labor-distribution-adjustments

Training Guide ORACLE
Labor Distribution (LD) USER PRODUCTIVITY KIT

ORACLE

Step Action

1. Begin by navigating to the employee's Distribution Adjustments form.

Double-click the Distribution Adjustments list item.

Distribution Adjustments

) Oradle i i G

BYO O 88P 8 IDE LEI L5 2

Clear Find

View Details | Lo Fizaze 260
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Step Action

2. Find employees using the Employee Name field [last name, first initial] or by
entering the assignment number in the Assignment field.

In this exercise you will enter the employee's name.

Enter "Conley, A".

Press [Tab].

If a list of results display, choose the appropriate name. In this exercise you are
using Alan Conley, who is preselected in the list.

Click the OK button.
Q1

5. A list of assignments will display if the employee has more than one assignment.
You must choose your assignment.

In this exercise the correct assignment is preselected.

Click the OK button.
8]

Press [Tab].

Enter the distribution adjustment start and end dates.

Enter "22-nov-2010".

Press [Tab].

Enter the End Date.

Enter "30-jan-2011".

10. When terminating employees: If adjusting the final pay period, enter the
employee's actual last day and not the current payroll end date.

If you use a date other than the employee's last day, the distribution adjustment

will fail.
11. Press [Tab].
12. Adjust by options:

+ Assignment - this is the most efficient way to adjust pay charges

+ Element - use when the employee was paid a combination of elements

» Element Group - use when the employee was paid from only one element
group (e.g., regular pay or premium pay)
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Step Action

13. Before making a selection:
First determine what kind of elements charged for the adjustment period.

Click the Find button.

Find
;i\@f@éﬂl&@f'ﬁ D ECAZEN 50 =
O L Lél
Step Action
14. View the expenditure type for each element listed.

Click the horizontal scrollbar.

15. Click in the Expenditure Type field.
Dala

16. Click the Edit Field button.
e

Page 88




ORACLE Training Guide
USER PRODUCTIVITY KIT Labor Distribution (LD)

Step Action

17. The element displayed here is regular wages. Regular wages do not have OT or
ST appended at the end.

Click the OK button.
(0]’

18. Check the next line.

Click in the Expenditure Type field.

ISaIary, Univ Executive F

19. Click the Edit Field button.
e
20. The element displayed here is regular wages. Regular wages do not have OT or

ST appended at the end.

If all the expenditures charged are exactly the same, you may adjust at the
assignment level (defaulted).

Click the OK button.
(8]

21. Actual Distributions:

If all elements are the same (regular wages), you may select all of the Transfer
checkboxes at the same time.

Click the Transfer option.

22. Click the Transfer option.
23. To move the charges click the Done button.
Done
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Step Action
24, The amounts now show as debits in the Adjusted Distributions section. The

Payroll office will credit your department suspense account, which you can view
on the LD-Schedules History Report in UBI.

Note: You will only see a credit (an amount without brackets) instead of a debit
amount when an employee was overpaid and has paid the money back to the
University.

If an adjustment needs to be performed on a credit, you must adjust by percent not
amount.

25. Move the charges to the correct PTAEO:
Do not make changes on the line that transferred, unless the wrong expenditure
type displays.
Click in the Adjusted Distributions: GL Account field.
26. Press [Tab].
217. Enter the Project.
Enter "120673".
28. Press [Tab].
29. Enter the Task.
Enter "101".
30. Press [Tab].
31. Enter the Award.
Enter "SG00260".
32. Press [Tab].
33. Your Expenditure Organization stays the same, so you can copy from the
previous line.
Press [Shift+F5].
34. Adjust By choices:

Select Amount or Percent. If you choose Amount, do not enter the [+] plus sign
in front of the value.

In this exercise adjust by amount, which is the default choice.

If an adjustment needs to be performed on a credit, you must adjust by percent not
amount.
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Step Action

35. Press [Tab].
36. Press [Tab].
37. Amount: Enter the amount you want moved to the new account.

Enter "15302.89".

38. Press [Tab].

39. The % value defaults. In this exercise you have chosen to split the amount
between two accounts, so enter the next line.

Click in the Expenditure Type field.

40. Scroll back to the beginning.

Click the horizonal scrollbar.
4

41. Click in the Adjusted Distributions: Project field.
42. Enter the Project.

Enter "102621".

43. Press [Tab].

44, Enter the Task.
Enter "101".

45, Press [Tab].

46. Enter the award.

Enter "SG00113".

47. Press [Tab].

48. The Expenditure Organization will stay the same. Copy from the previous line.

Press [Shift+F5].

49. Press [Tab].
50. Press [Tab].
51. Amount: Enter the amount you want moved to the new account.

Enter "5100.96".

52. Press [Tab].
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Step Action
53. Verify that the value in Unaccounted Balance for both the amount and percent is

Zero.

54.

Before submitting the action:

You must "freeze" the record. Once the record is frozen, you can still cancel your
entry but you cannot change it.

Click the Freeze Set button.

Freeze Set

55.

Perform a final check of your work before submitting the request for processing.

When ready click the Submit button.

Subrmit

56.

The Submit dialog displays. Notes about Batch Name creation:

* Name must be unique and consist of no more than 30 character spaces
» UVa uses the following naming convention:

* School/department prefix

» Last name of employee you are adjusting

* First name or initial

* Date entered
» Name cannot contain the following characters: <, >, “, “,\, &

an Rasal Salary, Univ Executia F

2] Oracle

BP0 OE8SPI 8 IDE ILEPJE2

1487183 [22.n0v:2010 30-An2011

nnnnnnnnnnnnnnnnnnnnnnnn
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Step Action

57. Enter the Batch Name.

In this exercise the employee's Organization is 20030 HR-Human Resources'. The
school department prefix is the two alpha characters after the Organization
number, in this case 'HR'. Use your Organization prefix when doing your LD
Adjustments.

Enter "HR-Conley, Alan-13-May-2013".

58. Some text is defaulted in the Comments field. Enter additional comments that
explain why you need to submit an adjustment.

If the adjustment impacts a G or Z award, follow these
(http://www.virginia.edu/sponsoredprograms/compliance/labordistribution.html)
instructions

59. Click the OK button.
(If you do not want to submit the adjustment click Cancel instead of OK.)
Ok
60. Important Notes:

* If you determine at this point that a mistake was made or the adjustment is no
longer needed, you cannot do a new adjustment to reverse this request until the
next day.

* Adjustments to G and Z awards route to OSP for approval via workflow.
Contact osp-help@virginia.edu to request the adjustment be returned or rejected.

61. The Distribution Adjustments form is cleared and a blank Find Distributions
window displays. If not initiating further adjustments you may close the windows.

62. Congratulations! You have completed the simulation on Defining a Distribution
Adjustment by Assignment.
End of Procedure.
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Defining a Distribution Adjustment by Element Type

Procedure

In this exercise you will adjust the previous payroll charges for an employee.
ORACLE

ions

+ Workflow

o [0 [e

VeRr

Step Action

1. Begin by navigating to the employee's Distribution Adjustments form.

Double-click the Distribution Adjustments list item.

Distribution Adjustments
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ORACLE |

_-

3 EE f ‘ 3 7 VeRBM~ O

Step Action

2. Find employees using the Employee Name field [last name, first initial] or by
entering the assignment number in the Assignment field.

In this exercise you will search by employee name.

Enter "Pare, T".

3. Press [Tab].

If a list of results display, choose the appropriate name and click OK.

4. If the employee has more than one assignment you must choose from the resulting
list. In this exercise the employee has only one assignment.

5. Enter the distribution adjustment start and end dates.

Click in the Begin Date field.

Enter "22-nov-2010".

Press [Tab].

8. Enter the End Date.

Enter "30-jan-2011".
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Step Action

9. When terminating employees: If adjusting the final pay period, enter the
employee's actual last day and not the current payroll end date.

If you use a date other than the employee's last day, the distribution adjustment

will fail.
10. Press [Tab].
11. Adjust by options:

» Assignment - this is the most efficient way to adjust pay charges

» Element - use when the employee was paid a combination of elements

» Element Group - use when the employee was paid from only one element
group (e.g., regular pay or premium pay)

ORACLE |

?,-; @ i | F_ ‘ B Ve Rr

Step Action

12. Before making a selection:
First determine what kind of elements charged for the adjustment period.

Click the Find button.
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Step Action

13. View the expenditure type for each element listed.

Click the horizontal scrollbar.

D

14. Click in the Expenditure Type field.
Salary, Univ Gper&ﬂ\dm]

15. Click the Edit Field button.

&

B oracle applicatio A ist02 : CRP2 Created from Productio 010 _[8]x

A olOHYSPE TNHEZE9 25012

Pare, Thibaud R 194662
194562 22-NOV-2010 30-JAR-2011
20215 FM-HVAC usD

alary, Univ OpergAdm FT

[Salary, Univ Operduad =
AT Salary, Univ Oper@Adm
ok | cance Search
£l ¥
2,878.35] 100.00
View Details Done Flanze Sel
Autopop is ON Cancel Subsraf

e D6 L EDE DS o S

-~ Inbox - Micrasoft Outiook | 5 Internet Explerer -|[ oradle Applications -

S L & 1Eam
S B

Tuesday

Step Action

16. The element displayed here is regular wages. Regular wages do not have OT or
ST appended at the end.

Click the OK button.
(o]

17. Check the next line.

Click in the Expenditure Type field.
Salary, Univ OperdAdm
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Step Action

18. Click the Edit Field button.
e
19. This element is overtime (OT). This means you will adjust by Element, the option

when there are both regular pay and premium pay charges.

Click the OK button.
(8]

20. Now make the Adjust by selection:

To return to Find Distributions, click in the Full Name field.
Pare, Thibaud R

21. Click the Find button.

\

B oracle Applicatio A ist02 : CRPZ Created from Productio 010 _[B]x

vl GoSgPREAnE LS 252

Pare, Thibaud R 194562
1845682 30-JAN-2011
20215 Fh-Hv 194562
22-NOW-2010
30-JAN-2011
uso
B Salary, Univ Oper&A| &
B Salary, Univ Oper&A|
¥
Cl Find
il Details Diaiie Figaze ot
Autopap is OM Cancel Submit

L)
| Inbox - Micrasoft Outiook | &5 Internet Explerer -|[[Z oradle Applications - . |62 Snagk

A LB & 1Esamn
(S8 39

Tuesday

Step Action

22. The Find Distributions form displays.

Click the Element option.
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Step Action

23. Click the Find button.
Find
24, The elements display in the Actual Distributions section.

checkboxes at the same time.

If all elements are the same (regular wages), you may select all of the Transfer

In this exercise the elements are different, so you must transfer each separately.

| £ Oracle Applications - uvn‘x: Training - Cloned from Traini as of

R TR A= ek,

Pare, Thibaud R 194562
194562 22-NOV-2010 30-JAN-2011
20215 FM-HVAC UsD
C Salary, Univ G Holiday OTM 136464 136 = =
AC Salary, Univ G Overtime Stra 346.16 3.40
AC Salary, Univ G Overtime Timi 104893 103
aC Salary, Univ O Regular YWag 709631 BITI
AC Salary, Univ G Shift Wk Day 131.00 129
AC Salary, Univ GUniv Leave Ta 173.08 170 - -
o« B D <«
10,180.18) 100.00
iew Details Done Freeze Sst
Autopop is ON Cancel Sulimit
(€] & 4 9

Step Action

25. Make the adjustment(s):

Click the Transfer option.

26. To move the charge, click the Done button.

Done
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Step Action
217. The amount now shows as a debit in the Adjusted Distributions section. The

Payroll office will credit your department suspense account, which you can view
on the LD-Schedules History Report in UBI.

Note: You will only see a credit (an amount without brackets) instead of a debit
amount when an employee was overpaid and has paid the money back to the
University.

If an adjustment needs to be performed on a credit, you must adjust by percent not
amount.

28. Move the charge to the correct PTAEO:
Do not make changes on the line that transferred, unless the wrong expenditure
type for the employee auto-populates.
Click in the Adjusted Distributions: GL Account field.
29. Press [Tab].
30. Enter the Project.
Enter "101902".
31. Press [Tab].
32. Enter the Task.
Enter "101".
33. Press [Tab].
34. Enter the Award.
Enter "SG00026".
35. Press [Tab].
36. Your Expenditure Organization stays the same, so you can copy from the

previous line.

Press [Shift+F5].
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Step Action

37. Adjust By choices:

Select Amount or Percent. If you choose Amount, do not enter the [+] plus sign
in front of the value.

If an adjustment needs to be performed on a credit, you must adjust by percent not
amount.

In this exercise you will adjust by percent.

Click the Percent option.

o

38. Click in the % field.

39. Enter the percentage you want moved to the new account. You may split the
charges by entering additional lines.

Enter "100".
40. Press [Tab].
41. Before submitting the action:

You must "freeze" the record. Once the record is frozen, you can still cancel your
entry but you cannot change it.

Click the Freeze Set button.

Freeze Set

42. Repeat the previous steps (transfer and new PTAEO entry) for all lines.

To add more lines select the green Plus icon on the toolbar.

43. In this exercise we have moved the rest of the lines for you. Verify that the values
in the Unaccounted Balance fields for both the amount and percent are zero.

44, Perform a final check of your work before submitting the request for processing.

When ready, click the Submit button.
S ]
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45, The Submit dialog displays. Notes about Batch Name creation:

» Name must be unique and consist of no more than 30 character spaces
* UVa uses the following naming convention:

* School/department prefix

* Last name of employee you are adjusting

* First name or initial

* Date entered
» Name cannot contain the following characters: <, >, “, ‘,\, &

B o T E i
|£| Oracle Applications - UVA RTm Cloned lr:n'lraml as of

HYO IO -SSP 8 JDE 28009 252

| Pare, Thikaud R 194562
194562 22-NOY-2010 30-JAN-2011
e —o0
Holiday OTH| <1,384.64>
Holiday OTH| 1/384.64| 100,00
——— Distribution Adjustments for Person Pare, -
N Thibaud R, Assignment 194562, Currency Overtime St <346.16>
USD hetween 22.NOV-10 and 30-JAN-11 Overtime St 346.16| 100.00;
Overtime Tix <1,048.99=
Overtime Tir| 104898 | 100,008 «
gl
Cancel oK 000 00D
Autopop is ON Cancel Submit
(€] £ )

Step Action

46. Enter the Batch Name.

In this exercise the employee's Organization is '20215 FM-HVAC'. The school
department prefix is the two alpha characters after the Organization number, in
this case 'FM'. Use your Organization prefix when doing your LD Adjustments.

Enter "FM-Pare, Thibaud-05-Mar-2013".

47, Some text is defaulted in the Comments field. Enter additional comments that
explain why you need to submit an adjustment.

If the adjustment impacts a G or Z award, follow these

(http://www.virginia.edu/sponsoredprograms/compliance/labordistribution.html)
instructions.
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Step Action

48, Click the OK button.

(If you do not want to submit the adjustment click Cancel instead of OK.)

-

Dl

&

49. Important Notes:

« If you determine at this point that a mistake was made or the adjustment is no
longer needed, you cannot do a new adjustment to reverse this request until the
next day.

* Adjustments to G and Z awards route to OSP for approval via workflow.
Contact osp-help@virginia.edu to request the adjustment be returned or rejected.

50. The Distribution Adjustments form is cleared and a blank Find Distributions
window displays. If not initiating further adjustments you may close the windows.

51. Congratulations! You have completed the simulation on Defining a Distribution
Adjustment by Element Type.
End of Procedure.

Defining a Distribution Adjustment with Multiple Exp Types by
Assignment

Procedure

In this exercise you will adjust the previous payroll charges for an employee with multiple
elements by assignment.

|-&:| Oracle Applications - UVA isull : Training - Cloned from Training_Setup as

ORACLE

Top Ten List

+ Workflow

o Bl € [¢

321 PM
2/14/2013

Ve B~ P . @ % e B O
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Step Action
1. Begin by navigating to the Distribution Adjustments form.

Double-click the Distribution Adjustments list item.

Distribution Adjustrments

(=)

ORACLE

igw Details
Autopop is ON

List ofvalu.

o Rl Al - ]

Step Action

2. Find employees using the Employee Name field [last name, first initial] or by
entering the assignment number in the Assignment field.
In this exercise you will search by employee name.
Enter "Haggard, L".

3. Press [Tab].
If a list of results display, choose the appropriate name and click OK.

4. If the employee has more than one assignment you must choose from the resulting
list. In this exercise the employee has only one assignment.

5. Enter the distribution adjustment start and end dates.

Click in the Begin Date field.
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Step Action

6. Enter "22-nov-2010",
7. Press [Tab].
8. Enter the End Date.

Enter "30-jan-2011".

9. Press [Tab].

10. When terminating employees: If adjusting the final pay period, enter the
employee's actual last day and not the current payroll end date.

If you use a date other than the employee's last day, the distribution adjustment

will fail.
11. Press [Tab].
12. Adjust by options:

» Assignment - this is the most efficient way to adjust pay charges

» Element - use when the employee was paid a combination of elements

» Element Group - use when the employee was paid from only one element
group (e.g., regular pay or premium pay)

13. Before making a selection:
First determine what kind of elements charged for the adjustment period.

Click the Find button.
Find

4| Oracle ti 11: Tr - Clo inir 1

LSRN S SER TE A 22

Haggard, Larry R 104030

104030-2 22-NOV-2010 30-JAR-2011
20343 Fhd-Health Sys PP Zone 4 usD

134927 6,897.79| 945501~ —
134927 Wrar| 545

7,295 76|] 100.00
View Details Daiie Fieaze ot

|Autopop is ON Cancel Subrit

)
it~
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Step Action
14, Actual Distributions section: View the expenditure type for each element listed.

Click the horizontal scrollbar.
3

15.

Expenditure Type: If all elements are the same (regular wages), you may select
all of the Transfer checkboxes at the same time.

In this exercise the elements are different (FT and OT), so you must transfer each
separately.

When transferring, ensure the expenditure type in Actual Distributions stays the
same when moved into the Adjusted Distributions.

16.

Make the adjustment(s):

Click the Transfer option.

m|

17.

To move the charge, click the Done button.

Done

18.

The amount now shows as a debit in the Adjusted Distributions section. The
Payroll office will credit your department suspense account, which you can view
on the LD-Schedules History Report in UBI.

Note: You will only see a credit (an amount without brackets) instead of a debit
amount when an employee was overpaid and has paid the money back to the
University.

If an adjustment needs to be performed on a credit, you must adjust by percent not
amount.

19.

Move the charges to the correct PTAEOQO:

Do not make changes on the line that transferred, unless the wrong expenditure
type displays

Click in the Adjusted Distributions: GL Account field.

20.

Press [Tab].

21.

Enter the Project.

Enter "102621".

22.

Press [Tab].
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Step Action

23. Enter the Task.
Enter "101".

24, Press [Tab].

25. Enter the Award.

Enter "sg00113".

26. Press [Tab].
217. Your Expenditure Organization stays the same, so you can copy from the
previous line.

Press [Shift+F5].

28. Press [Tab].

29. Expenditure type auto-populates with the organization. The expenditure type auto-
populates with the correct expenditure type for the employee.

Click in the Expenditure Type field.

Salary, Class Staff F

30. Adjust By choices:

Select Amount or Percent. If you choose Amount, do not enter the [+] plus sign
in front of the value.

If an adjustment needs to be performed on a credit, you must adjust by percent not
amount.

In this exercise, adjust by percent.

Click the Percent option.

31. Click in the % field.

32. Enter the percentage you want moved to the new account.
Enter "75.00".

33. Press [Tab].

34. Enter the next PTAEO.

Click in the GL Account field.
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Step Action

35. Press [Tab].

36. Enter the Project.

Enter "120673".

37. Press [Tab].

38. Enter the Task.
Enter "101".

39. Press [Tab].

40. Enter the Award.

Enter "sg00260".

41. Press [Tab].

42, Press [Shift+F5].

43. Press [Tab].

44, Check to ensure the correct expenditure type for the employee auto-populated.

Click in the Expenditure Type field.

Salary, Class Staff F

45, Press [Tab].
46. Enter the percentage.
Enter "25.00".
47. Press [Tab].
48. Ensure the unaccounted balance is zero in both columns.
49, Repeat the previous steps (transfer and new PTAEO entry) for all lines.

To add more lines select the green Plus icon on the toolbar.

Click the Transfer option.

50. To move the charge, click the Done button.

Done
51. Click in the GL Account field (never enter a value here).
52. Press [Tab].
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53. Enter the Project.

Enter "102621".

54, Press [Tab].
55. Enter the Task.
Enter "101".
56. Press [Tab].
57. Enter the Award.
Enter "sg00113".
58. Press [Tab].
59. Your Expenditure Organization stays the same, so you can copy from the
previous line.
Press [Shift+F5].
60. Press [Tab].
61. The correct expenditure type for the employee will auto-populate.
Click in the Expenditure Type field.
Salary, Class Staff F
62. Select the List of Values button.
63. Enter the wild card into the Find field.
Enter "%".
64. Click the Find button.
Eind
65. Choose from the list of options.
Click the Salary, Class Staff OT list item.
Salary, Class Staf OT
66. Click the OK button.
Ok
67. Enter Percent.
Enter "75.00".
68. Press [Tab].

Page 109



Training Guide ORACLE'

Labor Distribution (LD) USER PRODUCTIVITY KIT
Step Action
69. Click in the GL Account field.

70. Press [Tab].
71. Enter the Project.
Enter "120673".
72. Press [Tab].
73. Enter the Task.
Enter "101".
74. Press [Tab].
75. Enter the Award.
Enter "sg00260".
76. Press [Tab].
77. Press [Shift+F5].
78. Press [Tab].
79. Click in the Expenditure Type field.
Salary, Class Staff F
80. Click the Edit Field button.
81. Because the auto-population in this example failed, you must alter the expenditure
type to the correct expenditure type for the employee.
Click the OK button.
8]:8
82. Click the Expenditure Type button.
83. Enter the wild card into the Find field.
Enter "%".
84. Click the Find button.
Find
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85. Choose from the list of options.

Click the Salary, Class Staff OT list item.
Salary, Class Staf OT

86. Click the OK button.
Ok
87. Enter Percent.
Enter "25.00".
88. Press [Tab].
89. Verify that the values in the Unaccounted Balance fields for both the amount and

percent are zero.

90. Before submitting the action:

You must "freeze" the record. Once the record is frozen, you can still cancel your
entry but you cannot change it.

Click the Freeze Set button.

Freeze Set

91. Perform a final check of your work before submitting the request for processing.

When ready, click the Submit button.

Submit

92. The Submit dialog displays. Notes about Batch Name:

» Name must be unique and consist of no more than 30 character spaces.
» UVa uses the following naming convention:

* School/department prefix

* Last name of employee you are adjusting

* First name or initial

* Date entered
* Name cannot contain the following characters: <, >, “, *,\, &
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Step Action

93. Enter the Batch Name.
In this exercise the employee's Organization is '20349 FM-Health Sys PP Zone 4.
The school department prefix is the two alpha characters after the Organization
number, in this case 'FM'. Use your Organization prefix when doing your LD
Adjustments.
Enter "FM-Haggard, Larry-23-may-2013".

94. Some text is defaulted in the Comments field. Enter additional comments that
explain why you need to submit an adjustment.
If the adjustment impacts a G or Z award, follow these
(http://www.virginia.edu/sponsoredprograms/compliance/labordistribution.html)
instructions.

95. If you do not want to submit the adjustment click Cancel instead of OK.
Click the OK button.

Ok

96. Important Notes:
* If you determine at this point that a mistake was made or the adjustment is no
longer needed, you cannot do a new adjustment to reverse this request until the
next day.
* Adjustments to G and Z awards route to OSP for approval via workflow.
Contact osp-help@virginia.edu to request the adjustment be returned or rejected.
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Step Action

97. The Distribution Adjustments form is cleared and a blank Find Distributions
window displays. If not initiating further adjustments you may close the windows.
98. Congratulations! You have completed the simulation on Defining a Distribution

Adjustment with Multiple Exp Types by Assignment.
End of Procedure.

Working with LD Notifications
Procedure

After submitting an LD Adjustment on a G or Z account, the adjustment goes to the Office of
Sponsored Programs (OSP) for approval. If OSP needs more information they may return the
adjustment in the form of an LD notification.

In this exercise you will resubmit a labor distribution adjustment notification.
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€) ® | c2devcz.adminvirginia.edu8062/0A_HTML/OA jsp?page=/oracle/ 3pps/fnd c e © O AA S =

[B) Most Visited @) Getting Started

UVa Integrated System E-Business Suite

Enterprise Search  Contract Documents  [+] Go Search Results Display Preference  Standard [+]
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Personalize "Notifications Worklist Function
Full List (5096)
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PSP
Distribution
Adjustment
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10-0ct-2016
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Step Action

1. Click the worklist notification Subject to open the details of the notification.

See Comments from Bedotto, Andrew ( AB3AH ) via
the System Motification for distribution adjustment
batch FI-FOC Bedotto, A 10M0M6 2 |, created for
employee Bedotto, Andrew William .

Click the vertical scrollbar.

3. Enter the requested information into the Note field after the pre-populated
comments using the following format. See the FOC reason code list
(http://foc.virginia.edu/labor-distribution-adjustments) if you need assistance.

Enter "ccedf: reason code #5, lab specialist”.

4. Click the horizontal scrollbar to display the action push buttons.
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5. Clicking the Cancel button takes you back to the worklist page so you can start

over.

6. Clicking the Finish button will delete your adjustment batch and allow you to
access the distribution lines for the period again. Clicking Finish throws away
your adjustment.

7. Click the Resubmit button to return the requested information to OSP.

Resubmit

Note you no longer see the notification in your worklist.

Congratulations! You have completed the simulation on Working with LD
Notifications.
End of Procedure.
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