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Never Stand Still Human Resources

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
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Before you start

Prior to commencement of data entry ensure that you review the following:
9 Finance processes i business processes diagram document.

1 Appendix.
1 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.

Version 2.1 February 2016
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Payroll Allocations

What are Payroll Allocations?

4 )

Payroll allocations refer to
the process within UNSW
to make changes to where
employee costs and eoosts
are currently charged.

N /

Retrospective Payroll
Allocations
The process used within
UNSW to make
retrospectivechanges to
the chartfield combination
where employee payroll
costs and orcosts have
previously been charged.

Prospective Payroll
Allocations
The process used within
UNSW to make
future changes to
the chartfield combination
where employee payroll costs
and oncosts will
be charged.



Search Existing Future Payroll Allocations

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 i 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

I All 'ISEarEh

Favorites +

Add New Request

Future Payrell Allocatiens | Search Optien

Empl D
Last Name

Status

From Department

From date

Sort By

Search

Future Payroll Allocations Previously Entered

Empl ID

04

021112015 |[f] To[D1A12016 |5

Name v

i
Record

Clear

0

Last Name

Effective Date

01/012016

07042016

07/042016

01/06/2016

12/022016

Effective Date To

3] Advanced Search [l Last Search Results

GL Department

FBS122

BEES

BEES

STRAS

Approval

Department SR

Sessional Teaching - s
EGON Approved

Biological, Earth & Env Sci  Approved

Biological, Earth & Env S¢i  Approved

Student Recruitment &

Schship Pendiog

Academic Salaries - ECON Approved

Main Menu~ > Global Payroll & Absence Mgmt ~ » Payment Processing > UNSW GL Processing ~ » Future Payroll Allocations

Employee
Status

Active

Active

Active

Active

Active

Personalize | Find | @ | B First @ 1300130 ' Last

Percent to Allocate

100.000000

50.000000

50.000000

100.000000

48.000000

Delete

Delete

View

View

View

View

View

Edit

Edit




Payroll Allocations

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

Field/ Button Description
Employee ID Enter the Employee ID, if known.
Last Name Enter Employeebs 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.
|W| Click on the Search button. If no results then, choose a different date range

or proceed to the Add Future Payroll Allocations topic.

| wiew | Click on a button (View or Edit) from the search results & proceed to:
|—| Step 3&/4 Future Payroll Allocations 1 Employee Record.

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

remove the row.

@ 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




Payroll Allocations

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

Future Payroll Allocations T Employee Record (View)

@ This allows users to view the future payroll allocation request. Users will not be able to
make changes to this request.

I All .Is,,,(,, @) Acvanced Seach M Last Search Resuts Home Process Mor

Favoites~  Main Menu~ > Global Payroll & Absence Mgmt ~ > Payment Processing ~ > UNSW GL Processing ~ > Future Payroll Allocations

Future Payroll Allocations
Employee ID Empl Record ) Name

hantField Values

Personalize | Find | & | & First & 10f1 %' Last
ccount Funa G Department Program Cisss Proect Percentto ADply to 8 Bements

131072015 4101 oP0O1 FBs121 0000 00

00.000000
art To Date are valid combinaton, O ald
N riField d Al First f La
From Date 01012016 ToDate (Optionall [ +
Personalize | Fina | & B Fist & 15015 ¢ Last
SpeedType GL Account Fund GL Department  Program Class Project [rovemrd Apply to sl Elements
OPO0 00 00
4101 P01 00 00
4101 OP001 000 00
4101 OP0O! 000 00
000! 000 00 Ps
Approver v Status Approved
Comment
Requested By
Lastuy

Last Update Date/Time 0

G} Save |G Retumto Search | ) Notty ) Include History » Correct History




Payroll Allocations

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

Future Payroll Allocations i 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.

All ~Isearch

) Advanced Search M Last Search Resuits

Favorites ~ Main Menu~ > Global Pay

Future Payroll Allocations

Employee ID

New ChartField Values

From Date [31/07/2016 (]

SpeedType  GL Account

Approver

Comment This is a reallocation

Submit

Requested By

Last Updated By

roll & Absence Mgmt ~ > Payment Processing ~

EmpiRecord 0 Name
Fund GL Department
s
To Date (Optional) W
Fund GL Department  Program
RE6G4 @, [BEES 500
a, [BEES 00
””” @, [BEES @, [ooo

Status Pending

Last Update Date/Time 30 5:1430PM

[ Save | G Retum o Search | (] Noty

UNSW GL Processing ~

0000

,,,,,,

Future Payroll Allocations

Personalize | Fing | & | B

Percent to Allocate  Apply to all Elements

0000 @

Home Process Mo

Personaiize | Find | | Bl First & 10112 Last
percent to
prromrnt Apply to i Elements
0.0000
)11
Last
) =
@ =
3 =

#| Updateispiay || 5 include History




Payroll Allocations

5. You are taken to the Future Payroll Allocations i Pop Up Message page.

Future Payroll Allocations i Pop Up Message (Delete)

@ This will permanently delete the Future Payroll Allocations request from the system. This
action cannot be reversed or recovered.

Message

Da you want to delete selected row fram the system? (0,0)

Yes Mo




Payroll Allocations

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

I All ~1search ® Advanced Sea ast Search Re

Favorites ~ Main Menu~ > Global Payrell & Absence Mgmt ~ > Payment Processing - > UNSW GL Processing ~ » Future Payrell Allocations

Add New Request

Future Payroll Allocations | Search Option

Empl ID
Last Name
Status :I
From Department @,
From date 1810/2015 |H To0211/2015 |[H
Sort By
Search Clear

2. Onthe Future Payroll Allocations page enter the following:

Field/ Button Description

Add New Request Click the Add New Request button to add a new allocation request.




Payroll Allocations

3. You are taken to the Future Payroll Allocations (Add New Request) page.

Future Payroll Allocations (Add New Request)

I Al ~¥search @ Advanced sea ast Search Re

Favorites = Main Menu - > Global Payroll & Absence Mgmt ~ > Payment Processing ~ > UNSW GL Processing ~ > Future Payroll Allocations

Future Payroll Allocations

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Empl ID:
Empl Record:

FirstName: | pegins with v |smoke
Middle Name: | begins with ¥ |
LastName: [begins with v |ftest
Department:

) Include History ¥ CorrectHistory [ Case Sensitive

| seach || clear |Basic Search [ Save Search Criteria

Search Results

View All First gy 120f2 (3 Last
EmplID Empl Record First Name Middle Name Last Name Department
30280150 Smoke  (blank) TestX 21403
30280151 Smoke  (blank) TestX  ACADEMC

4. Onthe 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 Employeeds First Name.

@Search using fH %0 (kmow padt ofa fieltl yalue. f
Change the type of field search fr
another option.

Last Name Enter Employeeds last [/ family nan
| Search | Click on the Search button.

Searh Resuls . Click on a hyperlink from the Search Resullts.

EmplID  Empl Record First Name Middle Name Las:Nam‘

30280150 Smaoke (blank) TestX

30280151 Smoke (blank) TestX




Payroll Allocations

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 ETE relate to adding or deleting a
future allocation.

@ The red highlighted plus and minus signs ‘ [=] | relate to adding or deleting rows to an
allocation.

Al +|search @] Acvanced Search B Last Search Resuts

Favorites~  Main Menu~ > Global Payroll & Absence Mgmt ~ » Payment Processing + » UNSW GL Processing ~ » Future Payroll Allocations

Future Payroll Allocations

Employes ID 3028015 EmplRecord 0 Name Smoke Test X
Current ChartField Values Personalize | Find | &0 [E First (4 1071 ' Last
Effective Date  GL Accoun it Fund GL Department Program Class Project :i’gg&‘e‘" Apply to all Elements
13110772015 4101 ©oPOD1 71403 0000 00 PS22670 100.000000

Ensure employee chartfields after To Date are valid combination. Otherwise, you will get invalid combination error.

Find | view Al First 4" 1 0r1 &/ Last

New ChartField Values

From Date 02112015 5 ToDate (Optional) &)
Personalize | Find [ | B First € 10112 Last
SpeedType  GL Account it Fund GL Department  Program Class Project Percent to Allocate  Apply to all Elements

@, 4101 @, @, pooo @, [0 Y @, 100.000000 @ IE|

Approver - Status Pending

Comment
4
submit

Requested By
Last Updated By Brad Bryen (HR Project)

Last Update DatefTime 02/11/15 3:17:06PM
1 Update/Display | & Include History ||EE> Correct Histor

[Flsave |G Retumn to Search Previous in List | [4E NextinList |[[=] Nty



Payroll Allocations

@ 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.






































































