UMIVERSITY

UCPath

Job Aid: Salary Cost Transfer for Work Study Funds V.1

UCPath uses the Salary Cost Transfer (SCT) process to correct salary and benefits payroll expenses
assigned to a Full Accounting Unit (FAU). This involves transferring the funds from the original FAU
to one or more new FAUs.

You can use SCTs to move:
e Restricted Funds to Restricted Funds
e Restricted Funds to Unrestricted Funds
e Unrestricted Funds to Restricted Funds
e Unrestricted Funds to Unrestricted Funds

This document provides an overview of the SCT process for Work Study Funds.

Work Study Funds are those that:
e Are provided by Financial Aid programs.

e Are used to charge and share expenses with Departments who are eligible for Financial Aid.

Navigation:

General Ledger Administration (Homepage) > General Ledger Tasks (Tile) > Direct Retro > Process
Salary Cost Transfer

Contents

Click on a topic below to jump to that section for more information:
e Add a New SCT
e Find Payroll Accounting Data

e Select Payroll Accounting Lines for SCT
e Create the Salary Cost Transfer

e Review the Salary Cost Transfer
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Add a New SCT

Before beginning activities, ensure that valid FAUs and their correct combinations have
been identified for the redistribution.

1. Click the Add a New Value button to start the process.

Process Salary Cost Transfer

E

Find an Existing Value ‘ @ Add a New Valug

w Search Criteria

Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

@) Recent Searches | Choose from recent searches v| # [ Saved Searches |cCnoose from saved searches vl

~ Show more options

[CJ case Sensitive

| Search | Clear |

Nothing et
Your search results will appear here

2. Click the Add button to create a new SCT.

Process Salary Cost Transfer

Add a New Value ’Q Find an'Ehstln_g Value

Run Confrol ID | NEW
= iy

I add ||
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Find Payroll Accounting Data

Process Salary Cost Transfer
Process Salary Cost Transfer
Salary Cost Transfer ID:  NEW
*SetID: [UCOP1 |Q
Search By
® Earns End Date O Pay End Date
Search By Dates

*From Date: |05/01/2023 | =Thru Date: |07/31/2023 |[5]

Search Employee
“Empl ID Q,

Empl Record 0/Cy

Earnings Code Q
b Search FAU
Entity Fund Financial Unit Account UCOP Funct Program Project GL Bus Unit

The Process Salary Cost Transfer tab displays the sections and fields used to find and select the
appropriate payroll lines.

Enter search fields to begin the process.

1. Enter or select a Set ID if the default is invalid.

Process Salary Cost Transfer

Process Salary Cost Transfer
Salary Cost Transfer ID:  WEW

' *SetID: |SFCMP |G

N :R_:-n I Rin o Ped™,
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2. Select the Search By type.

(el | o £

Search By

® Earns End Date (U Pay End Date

et Dy Diatoc.

Field Description

Earns End Date | The default. If selected, the search retrieves all the earnings within the
specified earnings period.

Pay End Date Select if applicable. If selected, the search retrieves all the earnings within
the specified paycheck period.

3. Set the date range for the search.

Search By Dates

*From Date: |02/01/2023 |[5*Thru Date: |02/28/2023 |5

Field Description

From Date Required. Accept the default or enter the start date of the search.

Thru Date Required. Accept the default or enter the end date of the search.

Except for certain vacation redistributions, searches retrieve corresponding monthly payroll periods for
Monthly employees and corresponding biweekly payroll periods for Biweekly employees.

Vacation redistributions (VAC) for less than a payroll period (e.g., one day of vacation) retrieves the
From and Thru date payroll information.
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4. Enter or select employee search criteria.

Search Employee

*Empl ID
Empl Record 0 i

Earnings Code (@,

n. L o T
Field Description

Empl ID Required. Select or enter the appropriate employee identification number.

Optional. Used to retrieve transaction lines for the employee’s job. The
default is zero, the employee’s first job. Accept the default or select the
applicable job to retrieve the correct transaction lines.

Optional. Enter or select to find payroll lines with a specific Earn Code.

Empl Record

Earnings Code

5. Optional. Enter or select any or all of the Search FAU fields to build additional search
criteria.

The columns displayed are based on the Location’s FAU template.

TV o AR, L T TR T T

L | Search FAU
! Fund DeptiD UCSF G/L BU Project Function Flexfield Sub Override Alt Acct Budget Ref
1 Q

L. QL AL 2

Search | Clear FAU_ |

Click the Clear FAU button at any time to clear out the values entered in the Search FAU

table.
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6. Click Search to retrieve payroll accounting lines.

- R e

‘Search | Clear FAU
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Select Payroll Accounting Lines for SCT
I Payroll Accounting Dﬂ-éi; ~
"Pay Check Details || GL Detaills | Other Details

Selected Company Pay Group Pay RunID Off Cycle Paycheck Number Pay End Earnings End Date Po
Date &

1 Ucs 2HS 221203M0Y 0910351367 12/03/2022 100312022 ?2.-".'_:-
2 ucs 2HS 221231M0X 64265505 13002022 10312022 1213

The Payroll Accounting Data table displays payroll accounting lines that match the search criteria.

o I e i ¥ T T B

~bavroll Accounting Data = :
| | Pay Check Details || GLDstails || Other Details | [EE9
T L IeEied ‘Companys -rﬁb‘u‘dﬁl’ L mﬁ‘j‘iﬂ-ﬁﬂ

The default tab is Pay Check Details. Select the GL Details or Other Details tabs to review additional
information about the earnings line.

1. Review the SCT Method and SCT Description columns to identify which payroll accounting
lines must use Direct Retro for updates and which must use SCT for updates.

lalize | Find | @ | B First (4 1260f26 (b Last

ay

ber SCT Method | SCT Description
SCT-No SCT Eligible for Oid Tool
SCT-Yes SCT Eligible for New Tool
SCT- Yes SCT in Progress in New
Tool
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SCT

SCT Method . Description
Description
SCT = No SCT Eligible for | Payroll Data before 10/4/21 must use
Old Tool Direct Retro for updates.

Payroll Data after 10/3/21 and with an
existing Direct Retro must use Direct
Retro for updates, not SCT.

For these, the Selected check box is
grayed out, indicating it is unavailable for
SCT updates. Click the SCT Description
link to navigate to Direct Retro.

SCT - Yes SCT Eligible for | Payroll Data after 10/3/21 and without an
New Tool existing Direct Retro use SCT for updates.

For these, use the Selected check box to
process the row as SCT.

SCT - Yes SCTin Payroll Data for this row has already been
Progress in submitted for SCT processing and is not
New Tool available for additional SCT processing.

For these, the Selected check box is
grayed out, indicating it is unavailable for
SCT updates.

2. Use the Selected column to select data for SCT activities.

Search | _ ClearFAU | 4 select/Unselect Work study entries

Payroll Accounting Data =
Pay Check Details || GL Details || Other Details

ISelected Company Pay Group | Pay Run ID Off Cycle Paycheck Number [P):LE nd Earnings E
1 ucs 1AC 23053 100X 66650980 05/31/2023 05/31/202
21. ucs 1AC 230430M0K 66232407 043002023  04/30/202 ::_
3‘ ucs 1AC 230331M0X B5855678 033112023 03!31.-’2[12:{-
-'-1-:2: ucs 1AC 230228M0X 65342427 02/28/2023 02328.-'202:;
5 ucs 1AC 2301 ITM0XK 64967066 0173172023 D1.-'3'1."202'.._

E'-iSeleﬁ All Deselect Al Clear All i
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By default, the Select/Unselect Work study entries check box and all eligible Payroll Accounting
Data rows are selected.

Select All and Deselect All, located just below the Payroll Accounting Data table, can be used to
select or deselect rows.

Ensure that all selections are correct and complete before continuing to the next step.

3. After selecting the data to be processed, click the Save button.

Select All Deselect All

|[F] save 'E Motify

g N

4. Click the Run button, now displayed at the top of the page, to generate the SCT form and
create the transaction.

. Process Salary Cost Transfer

Process Salary Cost Transfer

Salary Cost Transfer ID:  SCT0D00000165 | Cancel | S

Pyl o o S
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Create the Salary Cost Transfer

Réview Sélary Cost Transfer [ E;rarsN;’arnings

Salary Cost Transfer Transaction

10191147
10191147

Created By:
Last Modified By:

Transaction ID: SCT0000001308

Transaction Status: [nitiated High Risk

Accounting line entries

Timothy Chung
Timothy Chung

Creation Dt: 09/11/2023
Last Modified: 09/11/2023

Cancel

EmplID: 10145995 Anusha Krashanoft Empl Record: @ e-Verify “Work Study: | SelectCne v
Position Number: 40145874 FTE: 0.950000 Work Study Balance: 3000 Position PoolID: |
Company: UCS Pay Group: 1AC Eamns End From: 06/01/2022 Eams End Thru: 06/30/2022
FAU Redistribution
Distribution || Other Details
e Combingficn,  NewCombo TamingsEol. PeyPeriol  _Paycheek oo misinessuiit: TFusd DeptiDa PC Activity  Function PC Proje
| 1 REG 000835538 06/30/2022 06/30/2022 62380021 10000 20234 13885 43 ?
Calculation
Total Old Earnings 50,484 17
Total New Earnings 50.484.17
Difference £0.00

* Requester Comments

[

254 characters remaining

The Review Salary Cost Transfer tab displays transaction and accounting information for each
selected payroll accounting line.

The columns displayed are based on the Location’s specific UCPath GL Chartfield configuration
and the type of funding involved. This aligns the financial structure and funds for SCT activities.

1. Carefully review the information before continuing.

The Salary Cost Transfer Transaction section contains SCT transaction information.

| Review Salary Cost Transfer | Emors/Warnings |

Salary Cost Transfer Transaction

Created By: Creation Dt: 09/11/2023 3

Last Modified By:

10191147
10191147

Transaction ID: SCT0O000001206 Timothy Chung

| _Transaction Status: Initiated Hiah Risk THTiaHTY Chuiyg Last Modified: 09/11/2023 |

| Cancal
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M Reviéw Salary C(l)SI"TI-'ﬂI'lSlfeF E-rmrsﬂa".’émiﬁgs

Salary Cost Transfer Transaction

Click the Cancel button at any time to halt the SCT process and automatically delete the
transaction.

Transaction ID: SCTO000001206 Created By: 10191147 Timothy Chung Creation Dt: 09/11/2023
TR, -1 HighRisk  L@StModified By: 10191147 Timothy Chung LaS'iL jﬂgﬂggg;ﬂggm@qggj ;
[ cancel

——

i [y

e The Accounting line entries section displays transaction line information.

Accounting line entries

Ay | At i e T

F
EmplID: 10145995 Anusha Krashanoff Empl Record: 0 e-Verify “Work Study: | SelectOne
Position Number: 40145374 FTE: 0.950000 Work Study Balance: 32 313.65 Position Pool ID: |
| Company: UCS Pay Group: 1AC Eamns End From: 06/01/2022 Eams End Thru: 06/30/2022 1t
-/

The e-Verify check box indicates if the employee has been e-Verified.

Pay Group indicates the employee’s payroll frequency, Monthly or Biweekly. Accounting information
for Monthly employees is displayed in monthly payroll periods. Accounting information for Biweekly
employees is displayed in biweekly payroll periods. For more detailed information, refer to the Job Aid:
Pay Group Assignment, Configuration and Code List.

Work Study Balance indicates the amount still available for work study pay.

Position Pool ID identifies the work study program providing the funding for the employee's job
position.

| -

2. Review Work Study information.

Accounting line entries

; o
EmplID: 10145995 Anusha Krashanoff Empl Record: 0 e-Verify *Work Study: | SelectOne v ﬁ

b— |
Position Number: 40145374 FTE: 0.950000 Work Study Balance: 38 313.65 Position Pool 1D: |

Company: UCS Pay Group: 1AC Eams End From: 06/01/2022 Eams End Thru: 06/30/2022

R o g R

UCPATH.UNIVERSITYOFCALIFORNIA.EDU Last updated 10/9/23 BACK TO TOPPage 11 of 27


https://spwebserv.ucop.edu/LocationUsers/LOCplayer/index.html?Guid=df0c54f2-9919-4cc2-8130-306b3007ad0f
https://spwebserv.ucop.edu/LocationUsers/LOCplayer/index.html?Guid=df0c54f2-9919-4cc2-8130-306b3007ad0f

UMIVERSITY

UCPath

Job Aid: Salary Cost Transfer for Work Study Funds V.1

Work Study Balance indicates the amount available to the employee for work study pay. The balance
must cover the amount needed for this work study transaction.

Position Pool ID identifies the work study pool providing the funds for the employee's job position.

The *Work Study field displays the Work Study status for existing SCTs or a list of eligible options for
new SCTs.

Select the appropriate *Work Study option.

Option Description

Apply Work-study Applies work study funds to eligible, but not previously charged,
employee paychecks. Decreases the Work Study Balance
amount.

Flexible Option Allows the selection of individual work study transaction options at

the Earn Code paycheck row level versus selecting the transaction
option for all the rows.

Leave as is Allows the updating of Department Cost Share values and
amounts but does not allow additional splitting.

Re-Apply WS Allows updates based on new work study settings at the position
pool or employee level.

Remove WS Use when an ineligible check was charged and work study funding
needs to be removed from it. Increases the Work Study Balance
amount.

FAU Redistribution table columns may adjust per the option selected.

Personalize | Find | 2| 5§  First ‘4 10f1 (b Last

' ; |
Ai:!s;runnim Mew Earnings | Apply Work Studyz
0.00| | §9.48417| Apply Work-study
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The Apply Work Study column displays the selected option.

3. Review the FAU Redistribution section.

Company: UCS Pay Group: 1AC Eams Er:
3

FAU Redistribution_

H - 3 P ———— "_
Distribution ‘| Other Details )55k
| — ]
) Earnings Cthin_'.?tiqn ) __ﬂe:w I;o_n'lbu Eam_ings E:‘Ed

Use the Other Details tab to review additional data.

Company: UCS Pay Group: 1AC Eamns Er:
£

FAU Redistribution
Distribution || Other Details | =0 |

_ Earpings Combination _ New Combo Earnings End
Click the Show all columns icon to combine all the data into one table.

“New Window | Help | Personalizé Fage

23
23

Find | View All First (4) 10of1 () Last

o _-Persgnalieadfing-L AL e Firgt i 1of 3 rSlast . oirrer

If the accounting distribution selected covers more than one earnings period, click on any of the display
options to view additional FAU distribution information.
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Find | View All First ‘4' 1o0f1 k' Last

=

Personalize | Find | &I} E@ | First (4 10f1 ) Last

Optional. To review a copy of the initial distribution before making modifications, click the Excel icon

B found in the right corner of the section. The data displayed in the section table will be downloaded
to Excel. This is particularly useful for sizable transactions.

4. Enter or select the correct funding sources and amounts for the Work Study transaction.

Click on a topic below for transaction information on that option:

e Apply Work-study
e Flexible Option

e lLeaveasis
e Re-Apply Work-
e Remove WS

5. Once redistribution has been completed, review the Calculation box to ensure the
Difference value is zero.

Calculation
Total Old Earnings 210,616.25
Total New Earnings 510.616.25
-. Difference E0.00
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If not zero, review the Adjustment Amount and New Earnings fields and adjust as needed until the
Difference amount is zero.

6. Once all lines have been updated and the Difference amount is zero, provide mandatory
Requestor Comments.

|+ Requester Comments
M 1

=

254 characters remaining

7. If appropriate, open the Questionnaire and provide answers.

254 characters remaining

P Questionnaire

Expand/Collapse All %

'y ﬁequester.t‘}b{;um;qt Upload

8. If appropriate, upload supporting or information documents using the Requestor Document
Upload section.
g T P ~ ;i J
i:f{Requesler Document Upload Find First (4 10of1 (p Last

Attached File

Add Altachment View Attachment Delete Aitachment

S S S Ty P o R R
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9. Select the mandatory Reason Code.

* Reason | v|
Code

Align Salary to Effort

Data Entry Error

Late Award or Charifield Setup
Crther (Specify in Comments)

.Save without Vai#ation | [, Validate and-Save,
10. Save the transaction.

éa'u'e '.".r.itﬁnu! ;I.-;aiidatiﬁn J.l ﬁali-da{e ar‘id_ S-aue

Submit

[@h Return to Search | |[=] Mofify

Review Salary Cost Transfer | ErrorsfWamings

Field Description

Save without Validation | Saves the transaction data without validation. Data will not be
checked for accuracy or completeness. This allows for later
completion.

Validate and Save Runs the validation process and displays errors in the
Errors/Warnings tab. Errors must be corrected before the
transaction can be submitted.
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11. Address any error and warning messages displayed on the Errors/Warnings tab.

_. Review Salary Cost Transfér g,[ Errors/Warnings | |

Errors/Wamnings | 1 :- Please select reason code. {32001,593)
2 - Reguester comments are required. (32009,67)

Errors Between Pay Period Eegin Date 2023-02-01 And Pay Period End Date 2023-02-28
Mo rows changed - please make a change

Warnings Between Pay Period Begin Date 2023-02-01 And Pay Period End Date 2023-02-28
1 - Row 1 will be deleted as transaction details were unchanged. (32001,1836)

'Ig_f‘ Return to Search .E Notify

mieview Salary Cost Transfer | Errors/\Wamings

The Errors/Warnings tab automatically displays when there are either errors or warnings. Review the
messages and determine the actions necessary to correct errors and, if appropriate, warnings.

Return to the Review Salary Cost Transfer tab to review the fields identified with issues.

| | | FAU Redistribution
Oisennuton | Omer Detars | 59

Eamogs Comonsion  NewCorko bamirgstnd Payperad PRk rg g USTOL pe Fucion  Flenteld S Overide §
1 HSP 000435437 103172022 103112022 63853577 5014 1030714 SFCMP 2001821 45
2 HeP 001000024 1003172022 10/31/2022 63850577 4000 103074 SFCMP 1371944 44
3 HeP 001482368 001482368 10312022 103172022 63850577 5014 103014 SFCMP 2001821 45

Calculation

Caicuiale Gop Rues

Total Old Earnings 5602500
DA TGN F e Total New Earnings 56.025.00
Difference 5000

* Requester Comments
l _

254 characters remaining
¥ Questionnaire

ExpandiCollapse Al
} Requester Document Upload

» Approver Document Upload

The transaction cannot be submitted for approval until all errors have been corrected.
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12.Submit the transaction for approval.

o PR et e I . | e

| Savewithout Validation ||  Validate and Save |

[ submit ||

|Er Return to Search | |[=] Notify

Feview S_alary_@usi Tran sfe[_1_!§rr_t_:rs.ﬂﬁ-'ar|_1ings -

The transaction has now been submitted for approval.

~"*Reason CodeUsig Enry Eror

' Salary Cost Transfer

Run Cntl: SCT0000000441, Updated By: 10191147, Created: 2023-08-18, Date of Pay: 2023-08-18:Pending
| Salary Cost Transfer
| Pending | Not Routed |
Muftiple Approvers — IMulfiple Approvers
@ LS AWE Approver 01 @ UC AWE Approver 02

Save withoUt Vallaaton | I Valgate ang save

(& Returnto Search |[[=] Notity

Review Salary Cost Transfer | Errors/\Wamings

. 1

Only the specific lines that have been modified are included in the transaction. Unchanged paycheck
lines are not included.

Mo additional transactions or modifications can be submitted on these lines until this transaction is

either canceled or completed.
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Review the Salary Cost Transfer
The SCT and its progress can be monitored through the Review Salary Cost Transfer page at:

General Ledger Administration (Homepage) > General Ledger Tasks (Tile) > Direct Retro > Review
Salary Cost Transfer

SCT process cycle and status:

Initiated [1 Submitted [1 Approved or Denied [ Processing [ Journal Mod complete [ Posted to LL

Field Description

Initiated The SCT has been created and saved without any validation.

Submitted The SCT has been validated for business rules and submitted for
approval.

Approved Approvers, at all levels, have given consent for processing.

Denied Denial of the SCT transaction by any approver stops the SCT from

any further progress or processing. Denied transactions cannot be
re-submitted.

Processing The main SCT batch program is processing the transaction.

Journal Mod complete | Journal Modifications, including assessments, have been
completed.

Posted to LL The transaction has been successfully processed and sent to the
Labor Ledger (LL).
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Apply Work-study

Apply work study funds to eligible, but not previously charged, employee paychecks. For example,
when a student starts working before the award has been granted and set up.

1. Ensure that *Work Study is set to Apply Work-study.

Accounting line entries

Empl ID: 10145995 Anusha Krashanoff Empl Record: 0 eVerify | -Work Study: LABBlY Work v
Position Number: 40145874 FTE: 0.950000 Work Study Balance: 53500000 Position PoollD: |

Company: UCS Pay Group: 1AC Eams End From: 07/01/2023 Eams End Thru: 07/31/2023

2. Return to complete adding the SCT.

Review the UPK (in development) for additional info.

UCPATH.UNIVERSITYOFCALIFORNIA.EDU Last updated 10/9/23 BACK TO TOPPage 20 of 27



UMIVERSITY

UCPath
Job Aid: Salary Cost Transfer for Work Study Funds V.1

Flexible Option

To apply the same Work Study transaction option to groups of transactions with the same Earn Code,
use the Flexible Option.

1. Ensure that *Work Study is set to Flexible Option at the Accounting Line level.

e-Verify *Work Study: |Flexible Opt v

Work Study Balance: 3347.00 Position PoollD: M
Earmms End Thru: 02/04/2023

2. Select the appropriate Work Study transaction option at the row level with the Apply Work
Study field.

Personalize | Find | (2| [ First (4 140f4 (p Last

Adjustment ; Appiy

1 WS Indicator OTC Indicator Old Earnings Arriokint HewEarning:}_ Work
4 Study
YW $97.10 -97.10 0008 [ v
Iw §131.38 -131.38 $0.008 "\ cave as Is
i £ 1 Re-Apply W5
'D 556 30 0.00 $56.3¢ | Remove WS
| D 54162 0.00 gated | V]

3. Click the Add a new row icon to add a row for FAU funding distribution.

First ‘40 14 o0f4 » Last

H |
< )
[+

Work

Study
le-Apv
":E-."-'q o
B-Alv

UCPATH.UNIVERSITYOFCALIFORNIA.EDU Last updated 10/9/23 BACK TO TOPPage 21 of 27



UMIVERSITY

UCPath

Job Aid: Salary Cost Transfer for Work Study Funds V.1

4. Select or update FAU funding values for the new Work Study distribution row(s).

wcheck
{ M

e GL BusinessUnit Fund DeptiDa PC Activity Function PC Project Chartfield1 PC BusinessUnit Chartfield2
i1 09 10000 69995 12115 40 200002
1 09 10000 69995 12115 40 200002
;109 10000 61048 12248 01 44 1015110 GM100 IMHAT
$109 10000 61046 12248 01 Ao 1015110 _GM100 IMHA1
';émg j:foom} Q [61046 | [12248 Q. [01 | [44

e

The original row’s FAU values default to the new row; update or select as appropriate.

5. Use the Adjustment Amount and New Earnings fields to transfer amounts from the
original distribution line to the new one(s).

ey

Adjustment |
Amount

§ s = q"

L

Mew Earnings

When updating Adjustment Amount or New Earnings:

o Inthe original row, enter the correct amount into the Adjustment Amount field as a
negative value, then tab out of the field; the New Earnings amount automatically
recalculates.

o Inthe new row(s), enter the correct amount into the New Earnings field as a positive
value, then tab out of the field; the Adjustment Amount automatically calculates.

6. Return to complete adding the SCT.
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Leave as is

Use this option to update Department Cost Share values and amounts. Additional splitting is not
allowed.

1. Ensure that *Work Study is set to Leave as is.

everity | “Work Study:

Work Study Balance: 3331365 Position PoollD: M
Earns End Thru: 04/15/2023

2. Click the Add a new row icon to add a row(s) for FAU funding distribution.

| Find | ] [B  First (4 120f2 ) Last

i Apply
i Mew Eamings Work
3 Study

588 54| L E:z

s000] o2 E:i

3. Select or update FAU funding values for the new Work Study distribution row(s).

j,?: GL BusinessUnit Fund DeptiDa PC Activity Function PC Project Chartfieid1 PC Businesstnit Chartfield2 WS Indicator OTC Indicator  Old Earnings Amﬁmm New Eamings
! 10000 69995 12115 40 900002 w $88 54 8854 $0.00
{10000 61046 12248 i 44 1015110 GM100 IMHA1 D §37.94 ooo [ 3704
i | [10000 Q (61046 @ [12248  |Q [0 Q (44 Q 1015110 |Q o\.(_}nmuo Q, [IMHA1 Q-.D 50.00 0.00 $0.00

e = S — P —

The original row’s FAU values default to the new row; update or select values as appropriate for the
new Department row.

In addition, the original Work Study row’s FAU values are locked, but the amount fields are open for
updates.
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4. Use the Adjustment Amount and New Earnings fields to transfer amounts from the
original distribution line to the new one(s).

Personalize | Find |

.-;gs | A?”mimm H&w Eamings:
441 3441 go.00] %
100 u41] [ sa41| o

When updating Adjustment Amount or New Earnings:

In the original row, enter the correct amount into the Adjustment Amount field as a
negative value, then tab out of the field; the New Earnings amount automatically
recalculates.

In the new row(s), enter the correct amount into the New Earnings field as a positive
value, then tab out of the field; the Adjustment Amount automatically calculates.

O

5. Return to complete adding the SCT.

Review the UPK (in development) for additional info.
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Re-Apply Work-study

Use this option to update the transaction to align with changes to work study settings at the position

pool or employee level. This backs out the funding, and once approved, the batch process will correctly
rebuild the transaction with the new changes.

1. Ensure that *Work Study is set to Re-Apply WS.

i Cancel

Td: 1 e-Verify "Work Study: [Re-Apply W |}
] Work Study Balance: $347.00 Position PoolID: M
'*:! 2202023 Earns End Thru: 02/04/2023

2. Move amounts to re-apply the funds.

Personalize | Find | (21| 3 First (40 1-20f2 (b Last

WS Indicator OTC Indicator  Old Earnings Aﬁ?:ﬂ?ﬂi"t MNew Earnings Apply ;:]]{:Imy
D $54.00 0.00 $54.00/| Re-Apply WS
W 5126.00 -126.00 £0.00 Re-Apply WS

The amounts in the W row are automatically zeroed out and closed.

The amounts in the D row are unchanged and open for updates.
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Personalize | Find | (21| [  First (4 1-20f2 (b Last

WS Indicator OTC Indicator  Old Earnings Aﬂ:_?;fni"t Mew Earnings Apply:;]:drky
D 55400 126.00] | $54. 00/ Re-Apply WS
W $126.00 -126.00 2000 Re-Apply WS

Add the Old Earnings amount from the W row into the D row.

3. Return to complete adding the SCT.
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Remove WS

Remove work study funding distribution from an ineligible check.

1. Ensure that *Work Study is set to Remove WS.

“Work Study: (Remove Wev] |

Perform SCT on a paycheck whe?
Work Study Balance: 3331365 Position Pool ID: M

Thru: 05/13/2023

2. Move amounts to re-apply the funds.

Personalize | Find | (21 3 First (4 1-20f2 (b Last

WS Indicator  OTClndicator  Old Eamings  AIUSIMERt ey £arnings App'*'s"'t"f{';;
L o 56 37 0.00] sl e
W §14.87 -14.87 so00| HE mf’q‘jg

The amounts in the W row are automatically zeroed out and closed.

The amounts in the D row are unchanged and open for updates.
Personalize | Find | (21| [B§  First « 1-20f2 (b Last

W5 Indicator OTC Indicator  Old Eamings Ajistnct Mew Eamnings Py Vel

Anmount Study
D s637 1zl 637 "ove
w §14.87 1487 sogp  REMNE

Add the Old Earnings amount from the W row into the D row.

3. Return to complete adding the SCT.
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