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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office. 
Labor Distribution Procedure
General
The State of Georgia currently uses PeopleSoft to process both financial and HCM (Human Capital Management) accounting data. The Labor module is housed in the Financial System and allows the data housed in the HCM Module to flow to the appropriate modules of the Financial System. A quarterly calendar for payroll processing is located at http://sao.georgia.gov under Financial Systems >PeopleSoft HCM > HCM Timing Schedule.
STEP 1: 
Payroll confirms four business days prior to payday.   There are separate payrolls for salaried employees and hourly employees.  These separate payrolls are referred to as paygroups. The State Accounting Office (SAO) establishes the Payroll Frequency by business unit. Once payroll is “CONFIRMED”, payroll will process that night during overnight processing.  
STEP 2:
After payroll has confirmed the following reports are available in Document Direct:
PY8XX0018H (Payroll Summary Report) is generated to indicate a payroll was processed in HCM.   
Report LDXX10001 (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 LD8XX0006 (Checks Without Earnings).
STEP 2 Continued
PY8XX0018H (Payroll Summary Report)
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Report LD8XX0001 (Labor Distribution Control Totals)[image: image5.png]State Of Georgia
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STEP 2 Continued
Review Report LD8XX0006 (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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Review Report LD8XX0002 (Labor Distribution Messages).  This report identifies chartfield 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 the general ledger 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.  In this situation contact the staff of the TCSG Budget Office to extend the project’s end date. When a previous year’s chartfield was entered due to an error, the error could be easily corrected by manually changing the chartfield to a current chartfield in PeopleSoft.
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STEP 3
After payroll confirms the Payroll Technician reviews all employees’ labor codes to ensure that the employees are being charged to the correct project, fund, fund source, class, subprogram, and department.  Only errors made in the chartfield(s) can be corrected in the PeopleSoft Financial System’s Labor Distribution link.  For example, the project or program can be changed.  Even though an account field is not grayed out, this field should never be changed.   The path to access Labor Distribution in the PeopleSoft Financial System is:  Labor Distribution > Labor Distribution.
Financial Systems Help Desk should be notified to release Labor after labor has been verified that it is correct by the Payroll Technician and if the LDXX10001 and the PYXX10018H reports balance. This request should be submitted to Financial Systems by 2:00 p.m. the day after payroll confirms.    
The Financial Systems Labor Release Form must be emailed as an attachment to: FSSLABOR@sao.ga.gov.  Do not call a FSS employee or send a FAX to release Labor.  A copy of the Labor Release Form is attached.
Payroll will not be sent to the general ledger or the fringes posted to the accounts payable module until the payroll is “Released.”
	FINANCIAL SYSTEMS

Labor Release Form
Complete form to request the release of payrolls from Labor to GL.  Up to 8 Payroll End Dates and Paygroup combinations may be submitted at one time.

Agency Number:              
8XXXXX
Agency Name: 


___________  Technical College

Contact Person:       

Name of designated staff person
Contact Phone Number: 

(XXX) XXX-XXXX
Payroll(s) to be released:  MH1 & MS1

We need both MH1 and MS1 released today.  Please let me know when it has been released, email address of name of payroll technician. 
Business Unit                             
Payroll End Date   


MM/DD/YYYY   Pay group







MM/DD/YYYY   Pay group 


Indicate your Business unit Paygroup as follows:
SS1, MS1, MH1, SH1, WH1 (etc.) OR “ALL” for all PAYGROUPS
(If “ALL” is entered as Paygroup, all Paygroups must have the same Payroll End Date).
Please Email to FSSLABOR@sao.ga.gov









	


STEP 3 Continued
Once payroll has successfully been released the Payroll Technician should check Report LD8XX0001 (Labor Distribution Control Totals) against Report LD8XX0003 (Labor Distribution Summary) to verify that the payroll sent to the Technical College is the same as the payroll that was released.  All salary and tax amounts on Report LD8XX0001 are also to be checked against Report LD8XX0003.   If the two reports are not in balance, the Payroll Technician is to contact the FSS Staff.
[image: image10.png]Business Unit:

82300 - Atlanta Technical College

Pay Period 15-MAR-2003

Paygrowp: Sz

ane

Enployee T

Ortiz Ruben
00502613

West David R.
00826793

Position Check #

00139591 16410

00139591 20841

State Of Georgia
Phoenix Systen

Lahor Distribution Corrections

Lahor Distribution

Organization Project Progran
5230500003 60002001 60001
8230500011 26612001 2612
5230500003 60002001 60001
8230500011 26612001 2612

##% End Of Report v+

EBarnings
Code

REH

REH

REH

REH

A1 Account

513001

513001

513001

513001

Deleted

aded

Deleted

aded

Lps230004
0372672003
2

Lps1001X



[image: image11.png]State Of Georgia

sa100 - Phoenix Systen Report I: LD$410005
Period End: - 09-MAR-2003 Labor Distribution Messages Print Date:

Paygrowp: - MHL Page: 1
ENPLOYEE TD/CHECK  COMPONENT CHART TYPE

TVALID VALUE »s : LDSs010%




[image: image12.png]State 0f Georgia

Business Unit: 41500 Technical and Adult Education Report I>: LD4150210
erequency Semimonthly Lahor Expense Detail by Organization Print Date: 03/21/2003
Paygrow: ss1 Labor Distribution Report 6
Pay Period: 15-MAR-2003 LDS7015%
Organization Recap - Level 4
FICA Paid Enployer Total Total
0rg  Project Program Account Hours Amount. MEDC Health Retirement Retirement Fringes  Expenses
1150200080
26412001 320.00 075,72 2m.a5 926.92 0.00 695.30 1896.67 8972.39
26412002 80.00 205,73 18100 315.15 0.00 256.46 755,65 3161.38
26412003 160.00 3192.92 232.31 451,51 91.29 219,45 1063.62 556,54
26412005 80.00 2267.49 30.69 20704 0.00 209.52 537.25 28007
26412007 80.00 2222.58 3151 291.16 0.00 205.37 528.04 2750.62
26412008 260.00 022,94 389.18 920.00 0.00 718,41 2022.59 9050.53
26412010 80.00 205712 35.63 32188 0.00 227.0 584.55 30416
26412012 80.00 1384.64 102,27 181.39 0.00 1761 13121 1815.91
26120 1140.00 28329.14  1280.08  37L11 91.20  2739.16 820,60 36153.78
510001 1140.00 28320.14 0.00 0.00 0.00 0.00 0.00  28320.14
514001 0.00 0.00 885,82 0.00 0.00 0.00 885,82 885.82
514002 0.00 0.00 394.26 0.00 0.00 0.00 394.26 394.26
515001 0.00 0.00 0.00 0.00 91.20  1516.58 1610.87 1610.87
515003 0.00 0.00 0.00 0.00 0.00 122258 1222.58 1222.58
516001 0.00 0.00 0.00  s7L11 0.00 0.00 s7L11 37111

Totals For Org 4150200080 1140.00 28329.14  1280.08 371111 91.20  2739.16 820,60 36153.78



STEP 3 Continued
STEP 3 Continued
If any corrections to chartfields (project, program, organization) were made in Labor Distribution, Report LD8XX0004 (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 LD8XX0005 (Labor Distribution Messages) will be generated only if there are chartfield errors.  SAO will call the technical college regarding any errors.  Once the errors are corrected, the Payroll Technician or designee will have to email FSS again to release Labor.  

STEP 4
Once FSS releases Labor with no errors the journal goes through overnight processing for Budget checking.  If the journal passes budget checking, then the journal is transmitted to the general ledger and accounts payable module. The journal will then be posted in the Financial System, and financial reports will reflect the amounts.  
The next day after Labor is released by FSS the Director of Accounting or designee runs the GL020 query to see if Labor has posted to the general ledger.  If the query is blank then the Director of Accounting reviews the GL8XX0416 Error Report to determine what the errors are and reviews those errors with the Payroll Technician to determine what action needs to be taken to correct the error(s).  
If the error is budget related then the Vice President of Administrative Services or designee may need to load a budget for those line items before labor will post to the general ledger. If there are errors that are not budget related then the Director of Accounting corrects the LD Journal Voucher and the journal will post to “Journals” that night during overnight processing. (Note: Labor journals are available to view after the journals 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 and Chartfield Error
Budget Error results from budget line being insufficient to cover expenditures and can be corrected by increasing the amount of the budget line.
Chartfield Error usually results when an 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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STEP 5
Report LD8XX10210 (Labor Expense Detail by Department) automatically runs when Labor is released.  This report shows the distribution of projects and programs from the Account Code Table. The Payroll Technician will then request reports LD8XX021P (Labor Expense Detail by Project) and LD8XX021F (Labor Expense Detail by Fund Source) for all paygroups. These reports should be retained one year for accounting purposes.    

Disclaimer:  The suggested job titles in the policy shown may not be the same job titles used at the local technical college.
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