
1 

 

Version 2.1 February 2016 

 
 
 
 
 

 

Overview 
 

Use this guide to process and approve Payroll Allocations. 

Use this Guide to 
 

¶ Search Existing Future Payroll Allocations 

¶ Add Future Payroll Allocations 

¶ Approve Future Payroll Allocations 

¶ Search Existing Retrospective Payroll Allocations 

¶ Add Retrospective Payroll Allocations 

¶ Approve Retrospective Payroll Allocations 

Before you start 
 

Prior to commencement of data entry ensure that you review the following:  

¶ Finance processes ï business processes diagram document. 

¶ Appendix. 

¶ Inquiries, Queries and Reports for School Administrators and Finance Managers User 
Guide. 

Hints and Tips 
 

Internet Explorer (IE) is the recommended browser for using People Information 
Management System (PiMs). 

Mandatory fields are marked with an asterisk *. 

Documents uploaded into PiMs may have a file name of up to 64 characters in length only. 

Fields and buttons not described in this User Guide are either not used at UNSW or not 
relevant to the process described and require no action. 

 

PiMs 
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What are Payroll Allocations? 
 

 

Prospective Payroll 
Allocations 

The process used within 
UNSW to make  

future changes to  
the chart-field combination 

where employee payroll costs 
and on-costs will  

be charged. 

Retrospective Payroll 
Allocations 

The process used within 
UNSW to make 

retrospective changes to 
the chart-field combination 

where employee payroll 
costs and on-costs have 
previously been charged. 

Payroll allocations refer to  
the process within UNSW  
to make changes to where  

employee costs and on-costs 
are currently charged. 
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Search Existing Future Payroll Allocations 
 

1. Select Main Menu > Global Payroll & Absence Mgmt> Payment Processing> UNSW GL 
Processing> Future Payroll Allocations to go to the Future Payroll Allocations page. 

 

 Search results will bring back all future payroll allocation requests within search criteria that 
the requester has authorisation to bring up. Each record will allow for one of three actions ï view, 
edit or delete.  
 

For Future Payroll Allocations the From Date data has changed to be Begin Date of the 
NEXT pay period (not the begin date of the current pay period). 

 
 

Future Payroll Allocations 
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2. On the Future Payroll Allocations Search page enter the following: 
 

 

The action is driven by the status of the future payroll allocation request.  
 

Status Definition Action 

Pending Saved but not submitted for approval Delete / Edit  

Submitted Submitted for approval but not yet approved Delete / Edit 

Approved Approved and completed View 

 
  

Field/ Button Description 

Employee ID Enter the Employee ID, if known. 

Last Name Enter Employeeôs last / family name. 

Status Select a status from the drop down list, if required. 

The status (Approval Status) drives the action allowed ie View, Edit or 
Delete. 

*From Date Enter the from date.  

*To Date Enter the to date.  

 
Click on the Search button. If no results then, choose a different date range 
or proceed to the Add Future Payroll Allocations topic. 

 

 

Click on a button (View or Edit) from the search results & proceed to: 

Step 3&/4 Future Payroll Allocations ï Employee Record. 

Click the delete button to remove the allocation row. This will permanently 
remove the row. 



6 

Payroll Allocations 

3. You are taken to the Future Payroll Allocations ï Employee Record page. 
 

Future Payroll Allocations ï Employee Record (View) 

 This allows users to view the future payroll allocation request. Users will not be able to 
make changes to this request. 
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4. You are taken to the Future Payroll Allocations ï Employee Record page. 
 

Future Payroll Allocations ï Employee Record (Edit) 

 This allows the user to enter the future payroll allocation request and edit details as 
required. The Last Updated By field shown at bottom of screen will update once request is 
saved/submitted. 
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5. You are taken to the Future Payroll Allocations ï Pop Up Message page. 
 

Future Payroll Allocations ï Pop Up Message (Delete) 

 

This will permanently delete the Future Payroll Allocations request from the system. This 
action cannot be reversed or recovered. 
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Add Future Payroll Allocations 
 
1. Select Main Menu > Global Payroll & Absence Mgmt> Payment Processing> UNSW GL 

Processing> UNSW Future Payroll Allocation to go to the UNSW Future Payroll Allocation 
page. 

Future Payroll Allocations 

 
2. On the Future Payroll Allocations page enter the following: 

 

Field/ Button Description 

 
Click the Add New Request button to add a new allocation request. 
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3. You are taken to the Future Payroll Allocations (Add New Request) page. 
 

Future Payroll Allocations (Add New Request)  

 
 

4. On the Future Payroll Allocations (Add New Request) Search page enter the following: 
 

 

 
 
  

Field/ Button Description 

Employee ID Enter the Employee ID, if known. 

First Name Enter Employeeôs First Name. 

Search using ñ%ò (wildcard) if you only know part of a field value. 
Change the type of field search from ñbegins withò to ñcontainsò as 
another option. 

Last Name Enter Employeeôs last / family name. 

 
Click on the Search button. 

 

Click on a hyperlink from the Search Results. 
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5. You are taken to the Future Payroll Allocations (Employee Record) page. 
 

 The rows in the Current Chartfield Values box details the current ChartField Values the 
employee costs are being charged to, including the % allocation charged to each 
combination.  
 

The yellow highlighted plus and minus signs  relate to adding or deleting a 
future allocation. 
 

The red highlighted plus and minus signs  relate to adding or deleting rows to an 
allocation. 
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If the Effective Date is a future date, this indicates there is a Future Payroll Allocation, 
which has been processed and approved but is not yet effective.  

 

  














































