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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office
Labor Distribution Procedures
General

The State of Georgia currently uses the People Soft software package to process both financial and HRMS (Human Resource Management System) accounting data. The Labor module is housed in the Financials System and allows the data housed in the HRMS Module to flow to the appropriate Financial Modules. A quarterly calendar for payroll processing can be found at http://sao.georgia.gov under HCM link.
STEP 1: 
Payroll confirms four days prior to payday.   There are separate payrolls for semi-monthly or monthly, and for hourly employees (Ex. SS1, SH1, MS1 and MH1).  These payrolls must be processed on different nights.  Georgia Technology Authority (GTA) establishes the Payroll Frequency by school.  Once payroll is “CONFIRMED”, payroll will process that night.

STEP 2:

The next day the following reports are available in Document Direct:

PYXXX0018H (Payroll Summary Report) is generated to indicate a payroll was processed in HRMS.   

Report LDXXX001 (Labor Distribution Control Totals) is generated with the totals of the payroll that was transmitted to the Financial Module.    The purpose of the two reports is to compare totals sent from payroll to totals received by Labor Distribution.  The amounts from both reports should agree.  If these reports do not balance refer to Report LDXXX006 (Checks Without Earnings).
STEP 2 Continued

PYXXX0018H (Payroll Summary Report)
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Report LDXXX001 (Labor Distribution Control Totals)[image: image11.png]State Of Georgia
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STEP 2 Continued

Report LDXXX0006 (Checks Without Earnings).  This report identifies refunds/adjustments paid in payroll but not processed in Labor Distribution.  Corrections to withholdings which resulted in a payment to the employee when the employee had no earnings must be entered by manual journal vouchers.
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Report LDXXX0002 (Labor Distribution Messages).  This report identifies Chart field edit errors that were not corrected in Payroll and were sent to Labor Distribution.  These errors must be corrected before Labor can be released to GL for posting.

In this example, the message “Effective date not valid for Project” means the project had an end date prior to the date of this payroll.  Contact the Central Budget staff.  When previous year’s chartfield was entered due to an error, the error could be easily corrected by manually changing the chartfield to a current one.
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STEP 3
The payroll is available in Labor Distribution.  Once the payroll is in Labor Distribution changes can be made to the Chart fields only.  For example, the project or program can be changed.  Even though the Account field is not grayed out, this field should never be changed.   

The path to access Labor Distribution in Financials System is:  Labor Distribution > Labor Distribution.
If the reports balance, Financial Systems should be notified to release Labor.      

The Phoenix Labor Release Form should be emailed to:  FSSLABOR@gta.ga.gov.  Do not call a FSS employee or send a FAX to release the Labor Distribution.   A copy of the Labor Release Form is attached.
Payroll will not be sent to GL or the fringes to AP until the payroll is “Released.”

FINANCIAL SYSTEMS

Labor Release Request

Complete form to request the release of payrolls into the PeopleSoft Labor Distribution Module.  All fields are required.  Up to 8 Payroll End Date/Pay Group combinations can be submitted at one time, however, if the default value of “ALL” is used for Pay Group, n all Payroll End Dates must be the same.

	Requestor Information:

	First Name:
	

	Last Name:
	

	E-mail Address:
	

	Work Phone:
	

	Agency Number:
	

	Agency Name:
	

	Date of Request:
	

	Payrolls to be Released:

	Payroll End Date:
	07/10/07  MM/DD/YY 
	Pay Group:
	MH3

	Payroll End Date:
	07/15/07  MM/DD/YY 
	Pay Group:
	MH1

	Payroll End Date:
	07/31/07  MM/DD/YY
	Pay Group:
	MH2

	Payroll End Date:
	07/31/07  MM/DD/YY 
	Pay Group:
	MS1

	Payroll End Date:
	
	Pay Group:
	

	Payroll End Date:
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  MM/DD/YY 
	Pay Group:
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	Payroll End Date:
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  MM/DD/YY 
	Pay Group:
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	Payroll End Date:
	[image: image5.wmf]

  MM/DD/YY 
	Pay Group:
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	Enter Pay Group as: SS1, MS1, MH1, SH1, WH1 (etc.) or “ALL” for all Pay Groups.  

If “ALL” is entered as the Pay Group, each entry must have the same Payroll End Date.

	   Please Email to FSSLABOR@sao.ga.gov

	


STEP 3 Continued
Once payroll has successfully released Report LDXXX001 should be checked against Report LDXXX003 (Labor Distribution Summary) to verify that the payroll sent to you is the same as the payroll that was released.   Check all the salary and tax amounts on LDXXX001 against LDXXX003.   If the two reports are not in balance contact the FSS Staff.
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STEP 3 Continued

If any corrections to Chart fields (project, program, organization) were made in Labor Distribution, Report LDXXX004 (Labor Distribution Corrections) will be generated and available in Document Direct.

In the example below the two employees were deleted from one program and project and added to a different program and project.


Once labor is released the labor distribution panel will not be available.   

Once FSS releases the payroll Report LDXXX005 (Labor Distribution Messages) will be generated only if there are Chart field errors.  GTA will call the school regarding the errors.  Once the errors are fixed the school would have to email FSS to release Labor again.  


STEP 4
Once the payroll is released with no errors the journal goes through overnight processing to Budget check.  If the journal clears budget it is transmitted to AP and GL.  The journal will then be posted in financials and financial reports will reflect the amounts.

STEP 5
If there are errors the journal will be in “Journals” the next day.  Once errors are corrected the journal will process that night.  (Previous labor journals are available to view even after they are posted.)
To view previous journals:  General Ledger > Journals > Journal Entry >

                                             Create Journal Entries > Find an Existing Value

                                             Type LD in the “Source”
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To determine the errors:  General Ledger > Journals > Journal Entry > Create Journal Entries > Find an Existing Value

Once the journal voucher panel is open, after typing in the journal number, click on the Lines tab.  If there is any error, either Journal Status and /or Budget Status should be marked as E.
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Identifying and Correcting Labor Journal Errors 

Go to the Journal Entry Lines Panel.

1. Click on the “E” described previously to see error details.

2. Determine the cause of errors.
Typically, there are two types of errors: Budget Error & Chartfield Error

Budget Error results from budget line being insufficient to cover expenses and can be corrected by simply adding more $$ into the budget line.
Chartfield Errors usually result when invalid chartfield combination was used. (i.e., previous year’s project number)  
3. Click anywhere on the line that has errors.
4. Correct the errors and click on save.

5. Click on “Process” pull down menu and Edit.
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LDXXX0210 (Distribution by Organization).  This report runs when Labor is released.   It shows the distribution of projects and programs from the Account Code Table.
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00700232      11420      RGH      PROJECT_ID        31113003


00813603      11423      RGH      PROJECT_ID        31113003
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