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Set Up HRMS

Define installation and system setup tables.

- Workforce Administration Common Definitions Product Related

[> Time and Lahor ﬁ Cortainz all components used to setup data for common husiness ﬁ Containz all components used to setup data for product related husiness
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+ Set Up HRMS
I» Comman Definitions
[ Product Related

[ Reporting Tools

[ PeopleTools
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Step Action

1. To set up an appointment level budget for a college Work Study student, Click on
the Set UP HRMS link.

Then click on the Commitment Accounting under the Product Related folder.
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Step Action

2. Click the Department Budget Table USA link, located under the Budget
Information Folder.
Eegartmerrt Budnet Table USA|
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Step Action
3. To create a new appointment level budget, click on Add a new value.
{ Add a Mew value ' |
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Step Action

4. Enter in the Department # of the job, the current fiscal year, appointment
budget level, EmplID and record #.

Then click Add
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Step Action
5. Click on the Dept Budget Earnings tab
| Dept Budget Earnings |
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Step Action

6. There are two tiers of information here.
The Level tier is for active and inactive dates.
The Earnings Distribution tier is for accounts.

Under the Level tier, put in the effective date for the appointment level budget. This
must be the first Sunday of a pay period.
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Step Action

7. Check the Status field box. This should say Active.
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Step Action

8. Under the Earnings Distribution tier, only fill in the SEQ #, Distribution % and
Chartfield details (top).

The SEQ# is always 1.
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Step Action

9. Click on the Chartfield Details to add in the account you want to charge.
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Step

Action

10. On this panel, only fill in the Fund # and the Department 1D#

Then click Search which is located above.
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Step Action

11. Click Select on the account you wish to charge.

Selec
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Step Action
12. Then Click OK
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Step Action

13. Change the Distrib % to 25.00
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Action

14.

Add another row for the CWS account.
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Step Action

15. Put 1 in the SEQ# box as shown.

Page 16 Last changed on: 12/7/2009 9:39 AM




P— Business Process Document
Productivity Kit URI-e-Campus-HR Documentation: CWS Appointment
Level Budget

©) Department Budget Table USA - Mozilla Firefox
File Edt View Hstory Bookmarks Took  Help

G-

Google )'j:'|

e -0 X & mjlhttps:Hatwells.uri.edu:?322,lpsp,l'csqa,l'EMPLOVEE,I'HRMS,I'E;'DEFINE_COMMIT_ACCOUNTING_US.DEPT_BUDGET I

v A - 2@k b -ccggSsUIB

(1 BBrode -

THE

UNIVERSITY

OF RHODE ISLAND

Hame Siggn out

Setll:  URIPS Department: 4010 Hurman Resource Administration FiscalYear: 2010 &

Budget Begin Date; 07i01/2000 Offset Group: — URI

I Manager Self Senice Budget End Date: 0600010 Per Budget Level Per EarnTaxDed
[» Workfarce Administration
[> Time and Lahor
> Payrall for Maorth America Find | View Al First 4ot Y L
b Organizational Development Department Position Pool Johcode Position Appaintment [
[» Records and Enroliment
[» Financial Aid
[ St Up HRMS Emplll: 100011824 Lieng,David

[» Camman Defintions X

< Product Related Eipl et ‘

< Commitment Accounting| | 'Effective Date: Eﬂ EffSeq: 0 ‘Status: |Active ¥| Date Entered: 12/04/2009

7 ?ugugrermgzrgstg Dn de Earnings Cap: *Currency: Q

Tahle Earnings Distribution Find | View Al First 0., E Last
= ChanFigld
Transaction Tatle Eamnings Codle: |:|Q 'SEQE % Effort: I:| [
__M_ETBETJHSTMUU i Combination Code: ChartField Datails
i Budgat Amount; I:I Distrh %: | 0.000 [Edt ChartFislés
Funding End Date: Distributed
Accounting Reports Exclusion Fringe Group: | Y |
[ URI Cammit Accty
Processes Redirect Combination Coe; CharfField Details
[ Reparting Taols
[» PeopleTools
= Wy Personalizations BElsave | [=Iity Eriatd | FpsteDisplay | FElincude History |

= il System Profile

Dept Budoet Date | Dept Budoet Defaults | Dept Budget Earnings | Dept Budeet Deductions | Dept Budaet Taxes | Dept Budget Actuals

=l

javascript: submitAction_wind{document,wind, DERIVED_GL_GL_EDIT_CF_PB_240°%; atwels.uri.edn7ae

PR T |
™ -~

& e G i .
PR——

f’.’ start & AN ¥ Department Budget T... B ? "(.._,'A 8 j03am

Step Action

16. Click on Chartfield Details
CharField Details
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Step Action

17. In the Fund box enter 560
60
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Step Action

19. Click OK
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Step

Action

20.

Change the Distrb % to 75%.

Then Click Save
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Step Action

21. Click OK
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Step Action

22. The CWS account cannot have taxes and deductions charged to it. So you must
change these two tabs to be 100% to your department account.

Click on the Department Budget Deductions.
[{ Dept Budget Deductions |
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Step Action

23. Under the Deduction Distribution tier, click the View All link.
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Step Action

24. Change the Distribution % for the home account from 25% to 100%.
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Step Action
25. Then Delete (minus -) the row that contains the College Work Study fund.
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Step Action

26. Cli
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Step Action
217. The same steps must be done in the Dept Budget Taxes tab.
Click on the Dept Budget Taxes tab.
| Dapt Budget Taxes ||
Page 28 Last changed on: 12/7/2009 9:39 AM




P— Business Process Document
Productivity Kit URI-e-Campus-HR Documentation: CWS Appointment
Level Budget

THE
UNIVERSITY

OF RHODE ISLAND

Home

Search;

hEER

9 New Winduow | Help | Customize Page |

[> My Favorites
[ Wanager Self Service
[+ Wyorkfarce Administration
> Time and Lakiot Setll:  URIPS Department: 4010 Hurman Resource Administration Fiscal Year: 2010
[ Payroll for Morth America . ) . i —
I Organizational Development Budget Begin Date: 07/01/2009  Budget End Date:  Q8r02010 Offset Group: UR|
[ Records and Enrallment
I Financial Aid il Firat E 1ot m ast
i~ SetUp HRMS Department Position Paol Jobcode Position Appointment =
[» Common Definitions
= Product Related EmpliD: 10001168248 Lizng, David
= Commitment Accounting .
< Budget Inormation Empl Reds: I

= Combination Code Effective Date: ~ 11/20/2009 EffSeq: [ Status:  Active Date Entered: 12/04/2008
Table

= Chartfield Tax Budget Cap: Curency: 3D

Transaction Table —— \ . -
= Denatment Budet Tax Distribution Find ! W20 Last

| Dept Budget Dale | Depl Budget Defaulls | DeptBudge! Eamings | Depl Budget Deductions | Dept Budget Taxes | [¥)

- State: Ca TaxCiss: ¥ 'sgos | 1 (=]
nent Budge
- Locality: DO\
b URI Commit Combination Code 100-4010-00000000000-0000  Personnel CharField Details
Accounting Reports
b URI Cornimit Accty Budget Amount: I:I Distrb %:
Processes
[> Reparting Tools Funding End Date: Distributed
[ PeopleTools
= by Personalizations
= My Systern Profile Esave | Elnatity | E‘+Add| Updaie!DispIayl Hlinclue History |

Dept Budyet Date | Dept Buduet Defaults | Dept Budaet Eamings | Dept Budoet Deductions | Dept Budget Taxes | Dept Budaet Actuals

Step Action

28. Under the Tax Distribution tier, click the View All link.

Wiy All
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Step Action

29. Change the Distribution % for the home account from 25% to 100%.
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Step

Action

30.

Then Delete (minus -) the row that contains the College Work Study fund.
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Step Action

31. Click the OK button.
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Step Action

32. Click the Save button.
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Step Action
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Step Action
34. Click the Dept Budget Earnings tab to enter in the Inactive row for the
Appointment Level Budget.
Dept Budget
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Step Action
35. Under the Level tier, Add a new row.
le
HEji=l
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Step Action

36. Change the Effective date to the date this should go inactive.

Remember this must be the first Sunday of a pay period.
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Step Action

37. Change the Status to Inactive.

Then Click Save.
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38.

End of Procedure.
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