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Adjustment Voucher Steps

You must have the employee ID and correct record number for the job you are creating a transaction for before you
begin this process.

A payroll clerk can only access employee ID/rcd numbers for employees with an active job record in their department.

You should decide if you want to process the adjustment in the next on-cycle payroll, the next off-cycle payroll or as an
on-line check before you begin this process.

1. Navigate to the Adjustment Voucher screen
-Payroll for North America>Payroll Processing USA>IU Payroll Use>Adjustment Voucher

INDIANA UNIVERSITY
TEST DATABASE PH1REG
Fa\.fclrites MainvMenu > Payroll for N‘grth America > Payroll Prugessing Usa » U Payioll Use > Adjustment Voucher

Adjustment Voucher

Find an Existing Value

Empl ID: Q
Empl Record:| 0Q,
officycle? [

Add

2. Enter the employee ID, employee record number and leave the off-cycle box blank if you want to process this
transaction in the next on-cycle payroll (no fee). Click the off-cycle box if you are requesting this transaction be
processed in the next off-cycle process or as an on-line check (fee associated). Click the add button to create the
adjustment voucher.



a) The system will only allow one adjustment voucher per employee per off-cycle pay end date. If you
encounter problems, then please contact your campus payroll office.

INDIANA UNIVERSITY
) TEST DATABASE PH1REG
Favg'rites Ma]nvMenu > Payroll for Nvorlh America > Payroll F‘rosessing UsA » U Pav:ull Use > Adjustment Vioucher

Adjustment Voucher

Find an Existing Value Add a New Value

Empl ID: ooo1111110 (@

Empl Record:|  3/Q Click the Add button once the
OffCycle ? [ EmplID, Empl Red Nbr, and

off-cycle box (if necessary) is

If you receive an error when you click the add button, please review the last section of this document titled “Multiple Job
Case Scenarios & How the System Will Respond”. The error message is usually the result of an employee that has
multiple jobs. The central payroll office will be able to assist you with your entry if this employee already has an
adjustment voucher submitted for this off-cycle payroll.

3. The type indicator for payment selection will be defaulted based on your selection of on-cycle or off-cycle on the
previous screen. If you are requesting an on-line check, you will need to change the indicator from Off-cycle to
On Line.

4. If you select off-cycle or on-line check, you will also need to select the correct Explanation of Charge from the
drop down list.

INDIANA UNIVERSITY
_ TEST DATABASE PH1REG
Favovrites I'-la'lnvrvlenu :  Payroll for Nvorﬂ] America > Payroll Progessing usa > IU Pa',.riall Use : Adjustment Vioucher

. Charge *Explanation of Charge
Empl ID 0001111110 Red 3 L) On Cycle ® Off Cycle ‘' On Line g p 0

Off-Cycle W
(No Charge) (Charge) (Charge) Y Departmental Request

Name Test, Hourly Dept Error

_ Gross Up On ]
Check Dt 0511912016 Off Cycle? Y Page Line *Add Comment Vehr Summary | Involuntary Tem t Voucher |

Created By at Last Updated By at Late Timesheet
MNC- Contract Adj

e ——————————————————eeeanane - CoT TN ) e
NC- Direct Bank Return
Pay Check Company U Pay Check Pay Group HRR Pay Check Pay End Date (05/19/2016 NC- Exception H[=
MNC- Fee Courtesy Reim
*Empl Red 3IQ *Earns Begin E] *Earns End (i |NC- Gross Up Off-cycle
NC- HAS Payment

Job Pay Group Department MNC- HR Request

MNC- Mon Cash Fringe
MNC- Off Campus WS
MNC- Overpayment

MNC- Payroll Office Error
MNC- Reissue

NC- Seftlement

MC- Tax Refund

MNC- Worker's Comp
FPaperwork Delay

[5] save [hAdd | | 7 |UpdsteiDisplay



5. The Check Date will be displayed in red. Verify this is what you expected based on your type indicator selection.
If you selected on-line check, the Check Date will be blank.

INDIANA UNIVERSITY
TEST DATABASE PH1REG
Favorites © Main Menu > Payroll for North America > Payroll Processing USA > IU Payroll Use » Adjustment Vioucher

; Charge *Explanation of Charge
EmplID 0001111110 Red 3 ' On Cycle '@ Off Cycle ‘) On Line [oF Cygcle v |Deppt o j|
(No Charge) (Charge) (Charge)
Name Test, Hourly
Check Dt 05/19/2016 DffCycle? Y Page Line *Add Comment venr Summary_| Enbilhirsiaet
Created By at Last Updated By at Status

6. Click on the Add Comment link. Comments are required to save or submit an adjustment voucher.

INDIANA UNIVERSITY
TEST DATABASE PH1REG
Favcln'tes : MainvMenu > Payroll for N;:urth America > Payroll Pro‘cress]ng usa > IU PavLDII Use » Adjustment Voucher

Charge *Explanation of Charge
[Ofi-Cycle  ~| [Dept Ermor v|

EmplID 0001111110 Rcd 3 ) on Cycle ®offcycle ) On Line
(Mo Charge) {Charge) {Charge)

Name Test, Hourly

Check Dt 05/19/2016 OffCycle? Y Page Line Vehr Summary_| Subaniiianien
Created By at Last Updated By .

Status

7. Enter comments to explain why the adjustment voucher is being processed. This information will be retained for
future reference so details are encouraged. If you are requesting an on-line check, please indicate the name and
phone number of the payroll clerk that should be contacted when the check is ready. The created by and last
updated by information on the add comment screen will be automatically populated by the system when the
document is saved or submitted. Once you have entered the comments, click ok. This will return you to the
adjustment voucher.

a) There is a 254 character max on comments. You want to be clear and thorough but keep in mind
additional comments may need to be added later.



INDIANA UNIVERSITY
) TEST DATABASE PH1REG
Favovrites Ma‘lnvMenu > Payroll for Ngrth America » Payroll Progessing Usa » U PayLoII Use » Adjustrment Voucher

Adjustment Voucher Comments

Comments (254 characters max)
Hire paperwork turmed in late and employee not paid on the last on-cycle.

181 characters remaining
Created By Last Update By

' Cancel |

Note: When you return to the main adjustment voucher page, it will no longer say “Add Comment.” The label will now
display “Read/Edit Comments”.

INDIANA UNIVERSITY
) TEST DATABASE PH1REG
Favclrites Mainvl'l-lenu > Payroll for N?'-th America > Payroll Pro‘c';essing usa > IU Pay‘r'oll Use » Adjustment Voucher

Charge *Explanation of Charge
[OfF-Cycle  ~| [Dept Emor v

EmplID 0001111110 Red 3 ) 0On Cycle ® 0ff Cycle ) On Line
(Mo Charge) (Charge) (Charge)

Name Test, Hourly

Check Dt 05/19/2016 Off Cycle 7 Y Page Line Read/Edit Comments ™ Vehr Summary | _ Submit Voucher |

Created By at Last Updated By at Status

8. Click on the Vchr Summary button to verify job, additional pay, contract and paycheck information to support this
adjustment.

INDIANA UNIVERSITY
) TEST DATABASE PH1REG
Favclrites MainvMenu > Payroll for Nl:'rth America > Payroll Prosessing usa > IU PavLoll Use : Adjustment Voucher

. Charge “Explanation of Charge
Empl ID 0001111110 Recd 3 () On Cycle ® Off Cycle ‘_)On Line [OfiCyce | [DeptEmor V]
(Mo Charge) (Charge) (Charge)
Name Test, Hourly
Check Dt 05/19/2016 Off Cycle? Y Page Line Read/Edit Comments it
Created By at Last Updated By at Status

When you click on this button, the system will open up a new page. The information is divided into sections to help you
verify this adjustment transaction. Under each section is a link that will take you to a new page to view all information
for the record, if needed.



lu Vehr Sumrny

‘m}llllllﬂ Name: Hourly, Test Empl Record: 2

A.
B

C.

First K 1.2 072 13 L2t

Effective Date Eff 5eq Action Reason DeptiD Pay Group  5td Hours Comp Rate Comp Freq  Vehr Code
0s/07/2018 1 DTA  |CJI UA-FMOP HRR 0.m 12.0:00000 H 5520
05/07/2018 o HIR HIR UA-FMOP HRR 0.0 12.0:00000 H 5528

Job Dats Page <4+—

Personalize | Find | View A1 | 8 | % First B 1071 D Last

Contract . _
Number Effective Date Confract Begin Date Contract End Date
Nianber Status

[ v

Personalize | Find | View A1 | B | %8 Fist 1 1061 L) Last

Contract Number Contract Worth Current Goal Balance

Sequence
1 | | H=H=
Contract Pay Detail Page | 4—

~ Additional Pay Data Personalize | Find | ;
Eamn Code  Eff Date Addl Seq End Dt Earnings Amt Goal Amt Goal Bal Dept Vehr Code

Additionzl Pay Dail 4—

+ Paycheck Data

fooq CheckDf  PayEndDate OF . CheckMor EamsBegin  EamsEnd  EamCode OthHows  CompRate Amount status

2 O5D8/2016 | 04232018 N 10067480 D4/1712018 04723/2018 RGH 40.00 15.810000 62440 Confirmed
2 0682016 04222018 M 10067480 D4/1v2018 04/16/2018 RGM 40.00 15.8610000 624.40 Confirmed
2 042272016 | 04/08/2018 N 10020842 D3r27r2018 04/02/2018 RGH 40.00 15.810000 624.40 Confirmed
2 042272016 | 04092018 M 10020842 D3/2712018 04/02/2018 HLI a0.00 Confirmed
2 042272016 | 04/08/2018 N 10022842 04/0372018 04/08/2018 HLI 50.00 Confirmed
2 04222018 (04082018 [N 10028842 D4m3201E  |04DER0IE RGN 32,10 15.810000 501,08 Confirmed
2 042272016 | 04/08/2018 N 10022842 04/0372018 04/08/2018 SCK T.80 15.810000 123.32 Confirmed
2 0408/2016 |03i26/2018 M 10011740 D3r13ar2018 0319/2018 WAC 22.00 15.8610000 400.52 Confirmed
2 0408/2016 | 037262018 N 10011740 D3/132018 03/19/2018 HTK .00 15.810000 124.88 Confirmed
2 04/08/2016 | 03726/2016 M 10011740 D3r2mv2018 03/26/2018 RGN 40.00 15.610000 624.40 Confirmed

Paycheck Dats | 4—

+ Work Study Data Personalize | Find | View 21| B | t
Work Study Beqin Date Work Study End Date Work Study Limit Work Study Balance

Waork Study Dats #__‘

Verify the correct effective date and pay rate is reflected in the Job Data section.

If you are processing an adjustment for additional pay, verify the earn code, effective dates, Addl Seq number,
and amount are correct under the Additional Pay Data section.

Use the Paycheck Data section to verity that this payment was not previously paid.

Warning: Be sure to close each newly opened window when finished. When you close the IU Vchr Summary page, you
will be returned to the adjustment voucher.

While the example that we are walking through in this document is an hourly employee, we also wanted to show you an
example of the Vchr Summary page for a contract employee. The screenshot is an example of an employee that is paid
using the contract process. The items that you would verify on the Vchr Summary page vary depending on the type of
employee.



Contract Employee Example:

luVehr Sumry n

0001100000 Name: Test, Contract

Empl Record: 0O

First K1 13 073 I Last

Personalize | Find | View a1 | B |

Effective Date Eff Seq Action Reason DeptID Pay Group  Std Hours Comp Rate Comp Freq  Vchr Code
06/06/2016 1] DTA |RNC NW-CURE A2 13.80 3600000000 C G103
02/29/2016 1 FAY  |ADJ NW-CURE A12 13.80 3600.000000 C G103
021292016 1] HIR: HIR NW-CURE A2 13.80 C G103

Job Data Page |

ury

First K 1.2 0r2 I Lost

Personalize | Find | View A1 [ B | i

Contract

Number Status Effective Date Contract Begin Date Contract End Date

| 1| ||Complete  »| 02/29/2016 02/29/2016 05/25/2016

| 2 ||Active v | |06/06/2016 06/06/2016 08/31/2016
Contract Data Page

Personalize | Find | View Al | B | 2§ Fist £ 4072 I Lagt

Contract
Sequence

1 1] 1]

Contract Number ‘Contract Worth ‘Current Goal Balance

3600.00 | 3600.00 #H|[=]

Contract Pay Detail Page |

2

First K 4 of4 I3 (st

Personalize | Find | iew a1l | B | 2
Earn Code

Eff Date Addl Seq  End Dt Earnings Amt Goal Amt Goal Bal Dept Vehr Code
02/29/2016
Additional Pay Dail
Personalize | Find | iew Al | EL | <D gora I ast

o CheckDt  PayEndDate o, CheckNbr EamsBegin  Earns End EamCode OthHows  CompRate Amount Status

D 06/30/2016 |06/30/2016 N 10150760 06/06/2016  0B/30/2016  CRT 1085.72 Confirmed

D 05/31/2016 | 05/31/2016 N 10110874 05/01/2016 05252016  CRT 1002.39 Confirmed

D 04/29/2016 |04/30/2016 N 10052423 04/01/2016  04/30/2016  CRT 1225.75 Confirmed

0 D4/05/2016 | D4/OTI2016 Y 1321739 0D3/01/2016  03/30/2016  CRT 1371.36 Confirmed

Paycheck Data |

a) If you are making an adjustment to an employee receiving contract payments, verify effective dates,
comp rate, etc. using the Job Data section. The Comp Freq should indicate “C”.

b) Verify the Contract Begin and End dates on the Contract Data section.

¢) In the Contract Data section you should confirm the contract is still active, and in the Contract Pay
Balance section you should confirm the contract worth is not equal to the current goal balance.

d) Use Paycheck Data to verify the payment information. Many times the contract payment was already
processed but correct contract sequence number was not used. This will result in the payment not
updating the contract properly.

e) Contract transactions have the following edits built into the adjustment voucher:

i. If the user enters in CRT or CRS and the goal amount equals the goal balance then the system
will give the user an error that they can not pay this transaction in this manner. In most cases,
this error will be generated when a job activity or correction has not been finalized OR if the
contract has already been fulfilled. If there is a question as to the accuracy of the error, the user
should contact their campus payroll office.

ii. Edits are built into the system that will prevent the user from entering in CRS or CRT if the
contract is not built or does not have a remaining balance to be paid.

iii. The system will not allow the adjustment voucher to be saved or submitted if the user enters
CRS or CRT and does not have the correct contract number/sequence number combination.

iv. The system will give the user a warning if the user enters RGA or RGS for a contract employee
letting them know they should be using CRT or CRS.

Note: Be sure to close each newly opened window. When you close the Vchr Summary page, you will be returned to the
adjustment voucher.



9. Make sure the Empl Rcd number that automatically populates in the Earnings Info section is the same as the one
that was entered on the Add a New Value screen.

a) The Empl Rcd number that is automatically populated should not be changed. This carries down from
the Rcd number at the top. This top Rcd number is the one that the adjustment voucher is tied to. If
this number is incorrect, the wrong number was entered when creating the adjustment voucher. Please
close out of this voucher without saving changes and start over.

10. You can enter the Earns Begin and Earns End dates by tabbing through the fields.

a) The system will validate that the earns begin date does not proceed the hire date of the job record.

b) The earns begin and earns end date cannot cross multiple pay periods on a single earnings begin and
end date line for a monthly employee. For example, the user will not be permitted to enter earns begin
date of 3/15/2016 and earns end date of 4/15/16.

c) The earns begin and earns end date cannot cross multiple FLSA periods for biweekly paid employees. An
FLSA period is Sunday to Saturday. For example, an earns begin date of 4/1/2016 (Friday) and an earns
end date of 4/6/2016 (Wednesday) could not be used. If you wanted to submit an adjustment voucher
for that time frame it would have to be split into two earnings blocks, one from 4/1/16 — 4/2/16 and one
from 4/3/16 to 4/6/16 .

d) The system will give the user a warning message if the earnings period is the current pay period (not
confirmed). This is only to remind you to confirm the employee is not being paid for the same thing in
the regular payroll. It will not stop the adjustment voucher from saving.

INDIANA UNIVERSITY y
TEST DATABASE PH1REG ome
Favorites | Main Menu > Payroll for North America : Payroll Processing USA > IU Payroll Use » Adjustment Voucher

. Charge *Explanation of Charge
Empl ID 000111111 Ooncycle  @offcycle O on Line nan -
p - (No Charge) (Gharge) [Offi-Cycle  ~| [Dept Emor v|

(Charge)
Name Test, Hourly

Check Dt 05/19/2016 Off Cycle ? ¥ Page Line Read/Edit Comments __¥¢hr Summary | Submit Voucher
Created By at Last Updated By at Status
4] 12
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date 0102016 [+] [=]
'@ *Earns Begin 04/10/2016 [5 *Eams End 04/16/2016 Sieas
Job Pay Group HRER Department FMS ADMINISTRATION FLSA Pay Data
4] ]
*Eam Cd ‘;gg' COA *Account Sub Acct Object SubObj  Project OrgReflD  Hours Rate Amount Percent
Q[ o Q Q Q Q | [=]
[5] save [Ehpadd | | 5 |Update/Display

11. Once the user enters in the Earns Begin and Earns End the system will populate the following values:
a) Job Pay Group: This is the paygroup associated with the record number in the earnings information
section.
b) Department: This is the department associated with the record number entered in the earnings
information section.



INDIANA UNIVERSITY y
) TEST DATABASE PH1REG ome
Favorites | Main Menu > Payroll for North America > Payroll Processing USA > IU Payroll Use » Adjustment Voucher

B Charge *Explanation of Charge
Empl ID 0001111110 Red 3 O on cycle ®offcycle O On Line [OFCycle ] [DeptEror vl
(No Charge) (Charge) (Charge)
Name Test, Hourly
Check Dt 05/19/2016 Off Cycle ? Y Page Line Read/Edit Comments __ Vehr Summary | | Submit Voucher |
Created By at Last Updated By at Status
Eamnings Info view All First K 4071 I |ast
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date (051972016 (=
*Empl Red 3 Q *E, i 041072016 E *Earmns End 04/16/2016 @ | Clear |
Job Pay Group HRR Department FMS ADMINISTRATION EFLSA Pay Data
Eamings and Account Code Information | E1 First K1 4 or 1 O Last
*Eam Cd "‘5‘;;" COA *Account Sub Acct Object SubObj  Project OrgRefID  Hours Rate Amount Percent
[ Jalaq | Q| a [ a] Q| | =
[Elsave | \Chadd | | 5 |updste/ispisy |

12. Enter the earn code. The system will automatically populate the object code and provide the appropriate fields for
entry (hours, rate, and/or amount). You can click on the search button for a list of all available earn codes for
the pay group.

a) Edits are built into the system that will prevent the user from entering an additional pay earn code that
has not been saved in additional pay data via the additional pay edoc.

b) Gross up payments for a specific NET pay amount. If you enter an earn code that can be grossed up a
box will appear under the Earns End date. Select this box.

i. Gross ups can only be processed for additional pay and non-cash fringe adjustments.

ii. Gross ups can only be processed in the off-cycle payroll. There is no fee associated with an off-
cycle gross up. If, however, you request the gross up as an on-line check, there will be a fee
associated with the transaction.

iii. Gross up payments cannot be combined in the same payroll with other regular wages that are
not grossed up.

INDIANA UNIVERSITY ;
_ TEST DATABASE PH1REG eme
Famvrites Mainvl\-'lenu ¥ Payroll for Nvorth America > Payroll Progessing usa > IU Pa}toll Use » Adjustment Voucher

Empl ID 0001111000 Rcd 0 '~/ OnCycle '® Off Cycle " OnLine |cl):ﬁ|jg:ri|ee < |EJgEaGn?;;ZnU‘:g;ji |
(No Charge) (Charge) (Charge)

Name Test, Monthly

Check Dt 05/26/2016 OffCycle? Y Page Line *Add Comment _Vehr Summary_| | Submit Voucher |

Created By at Last Updated By at Status
view All First Kl 1 of 1 I Last
Pay Check Company U Pay Check Pay Group S12 Pay Check Pay End Date (05/01/2016 =l
*Empl Red 0, *Earns Begin [D4/01/2016 [ *Earns End 04202028 [5] | Clear|
Job Pay Group S12 Department  FMS ADMINISTRATION

Earnings and Account Code Information |Lﬂ First L4 10of1 )| Last

*Earn Cd ‘;g:' COA |*Account SubAcct | Object SubObj | Project Org RefID  Hours  Rate *Amount Percent

BoN @[ olua 1912750 |q Q4580 || a a 1500.000 100.00|[+]|[=]
[E save | |Ebadd | | FupdateiDisplay |




13. Enter in the seq number if this is an additional pay earn code or contract payment.

INDIANA UNIVERSITY ;
_ TEST DATABASE PH1REG ome
Fa\.rcirites MainvMenu > Payroll far Nvorth America > Payroll ngessing usa » 1U Payinll Usz » Adjustment WVoucher

~ - ~ . Charge *Explanation of Charge
EmplID ooo1111110  Red 3 “OnCycle  @OffCycle  OnlLine [CfiCycle  v| [Paperwark Delay v |
(No Charge) (Charge) (Charge)
Mame Test, Hourly
Check Dt 05/26/2016 Off Cycle 2 Y Page Line *Add Comment _Vehr Summary_| | Submit Voucher |
Created By at Last Updated By at Status
Earnings Info
Pay Check Company [lJ Pay Check Pay Group HRR Pay Check Pay End Date 05/20/2016 | =
*Empl Red IQ *Earns Begin DEID12016 |[3) “Earns Eng  [D5/062016 |5 | Clear|
Job Pay Group HRR Department FMS ADMINISTRATION Gross-Up: [ FLSA Pay Data

Earnings and Account Code Information | First EI 1 of 1 I {ast
*eamcd 299 cop saccount SubAcct  Object SubObj  Project OrgRefID  Hours  Rate *Amount Percent

alw o |[ 1lua 1912610 |o Q4580 | a a 50.000 El
| save | |Ehada | | FlupdateiDisplay |

a) |If this is an additional pay and you do not know your seq number, click the Vchr Summary button and
look at the additional pay section. The system will validate the additional pay seq number entered. If
the number is not valid, the user will receive an error message.

Sl ssonolliclinc it Personalize | Find | iew A1 T EY | B st T4 o g I s

Earmn Code Eff Date Addi Sey End Dt Eamings Amt | Goal Amt ' Goal Bal | ‘Mchr Code

ALW 04/01/2016 1 06/30/2016 50.00 8529
Additional Pay DaEI

b) If this is a contract and you do not know your seq number, click the Vchr Summary button and look at
the contract pay balances section. The system will validate the contract sequence number entered. If
the number is not valid, the user will receive an error message.

Centract Pay Balances Brconoher | o | viewan 1 B | # i B s O Loy

Contiaet Mumber Wntn Cimrent Goal Balancs
1 e | 3600.00 | 350000 ==
MIFMM
INDIANA UNIVERSITY ;
TEST DATABASE PH1REG ome

Favorites | Main Menu > Payroll for North America > Payroll Processing USA > 1U Payroll Use > Adjustment Voucher

EmplID 0001111110 Red 3 Concycle  ®offcycle OnLine | Ci:ﬁhg;rife - ‘|E;anpl:l:r:?kn E{));ia::ar‘;r;ef
(No Charge) {Charge) (Charge)
Name Test, Hourly
Check Dt 05/26/2016 Off Cycle ? Y Page Line *Add Comment _Vehr Summary | | Submit Voucher

Created By at Last Updated By at Status

Earnings Info view Al First Kl 10f1 I | ast
Pay Check Company | Pay Check Pay Group HRR Pay Check Pay End Date (05/20/2016 | =
*Empl Rcd |_30\ *Earns Begin m@ *Earns End ME‘] |E|
Job Pay Group HRR Department  FMS ADMINISTRATION Gross-up: [J ELSA Pay Data

Earnings a~+ Account Code Information |'—EI First 4] 10f1 L Last
*Earn Cd ';::I 0A  *Account Sub Acct ‘Object Sub Obj Project Org Ref 1D Hours Rate *Amount Percent
AW [ 1A [9126i0 lq [ lq4sen [ Q| Q| f0o00 | [#)=]
A4
[ save- | (Cangs | 2]UpdsteiDispay |

10



14. Enter in the account number. When you tab out of the field, the system will automatically populate the COA
code. If you don't know the account number, click on the lookup button. Enter in as many fields as you know
and click lookup. Click on the account number you would like to use. This will take you back to the adjustment
voucher and populate the account number field with the one you selected.

x|
? Help
Account Number:
Organization Code: FMOP
Account Name:
Fin Chart Of Accounts Code:
Continuation Acct Fin COA Code:
Continuation Acct Number:
Acct Expiration Date: ]
Look Up Clear Cancel | Basic Lookup
Search Results
Miew 100 First [4] 1-8ofs [p] Last
Fin Chart - .
Aﬁ Organization Eﬁon Account Name ACC%IIMS J%:EEIS: AC—EZI:E?;LO; E:_;i:':tt ion
" Code Code = | Date
1912610 FMOP EMS ADMINISTRATION UA (blank) (blank) (blank)
1912631 FMOP E ONT GRANT FIN ANALYSIS UA (blank) (blank) (blank)

00 |[FMOP OFF-CYCLE PAYROLL PROCESSING FEE|UA UA 1912610 |(blank)
10 |FM FMS TRANSITION EXPENSE UA (blank) (blank) (blank)
FOREIGN DRAFT ADMINISTRATION UA (blank) (blank) (blank)
FIS PROJECTS UA (blank) (blank) (blank)
HRMS UPGRADE UA (blank) (blank) (blank)
BENEFIT ADMINISTRATION - FMS UA (blank) (blank) (blank)

15. Enter in the sub-account, sub-object, project code and org ref id (if appropriate).
16. Depending on the earn code, you will see one or two available fields available for entry between the hours, rate,
and amount fields. Please fill in the appropriate fields.

a) The hours on the earn code that you want to charge should be positive. For example, if you
want to reduce pay from a staff monthly, you should enter ABE 5 hours. (There is an example of this
type of transaction in the examples section of the document).

b) Edits are built in that will prevent you from saving an adjustment voucher that will produce a negative
check as an on-line check or in the off-cycle payroll.

c) The system will populate the hourly rate for biweekly or hourly employees based on the earnings period
specified by the user. The user will not be able to change the rate.

d) The system will prevent the user from entering regular hours that exceed 40 hours for biweekly or hourly
employees.

e) If the earn code is a retro earn code, the system will leave the rate field blank. The user MUST enter an
hourly rate that is less than the regular hourly rate for this job. Note: Retro earn codes should be
used for biweekly and hourly employees when you are adjusting the hourly rate for hours
that have already been paid. The amount entered is the difference between the hourly rate
the employee was paid and the hourly rate the employee should have been paid. For
example, if your employee was paid $15.00 per hour and should have been paid $15.50 per
hour you will enter .50.

f) For monthly employees, the user will not be able to enter in a monthly compensation amount that
exceeds the monthly compensation on the job record (for the earnings period specified).

g) The system will give a warning message to user if the workstudy limit is going to be exceeded by the
hours or amounts entered on the adjustment voucher.

h) The system will prevent the user from entering in an additional pay earn code amount that exceeds what
is on the additional pay data page for that earn code and seq number combination.
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Ip INDIANA UNIVERSITY Home

) TEST DATABASE PH1REG
Favuvriim Mainvl'u'lenu » Payroll for Ngrth America > Payroll Prosa;sing UsA > Tu Payr'dl Use > Adjustment Voucher

. Charge *Explanation of Charge
Empl ID 0001111110 Red 3 Con Cycle ® off Cycle Con Line | OFCycle V| | Dept Error V) |
(No Charge) (Charge) (Charge)
Name Hourly, Test
Check Dt 05/19/2016 Off Cycle? Y Page Line Read/Edit Comments __VENr Summary | Submit Voucher |
Created By at Last Updated By at Status
Eamings Info y
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date [05/19/2016 | =]
*Empl Red 3IQ *Earns Begin |04/10/20168 3] *Earns End  |D4/1672016 |5 | Clear
Job Pay Group HRR Department  FMS ADMINISTRATION ELSA Pay Data

Eamings and Account Code Information | B s BN g 074 O st
*Eam Cd Asg: COA *Account Sub Acct Object SubObj  Project Org ReflD  *Hours Rate Amount  Percent

RGH Q[ o0ua [1912610 Q| Q3000 | a | Q| 20.00 12.000000 (=]
[Flsave | [ChAdd | j|UpdsieiDispisy |

17. If multiple funding lines are needed OR if there are multiple earn codes that need to be processed for the same
earnings period, click on the plus (+) sign to insert a new line in the Earnings and Account Code Information
Section of the adjustment voucher. Repeat steps 12-16 until all funding lines or earnings lines have been
recorded.

INDIANA UNIVERSITY Home

) TEST DATABASE PH1REG
Favuvrites Mainvl'u'lenu > Payroll for Ngrth America > Payroll Prosessing Usa » Iu Paylnll Use » Adjustment Voucher

. Charge *Explanation of Charge
Empl ID 0001111110 Red 3 Concycle ®offcycle O on Line |fo—C§f:le v |Deppt Error 3|
(Mo Charge) (Charge) (Charge)
Name Hourly, Test
Check Dt 05/19/2016 Off Cycle ? Y Page Line Read/Edit Comments __YChr Summary | submit Voucher |
Created By at Last Updated By at
Eamings Info
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date 05/19/2016 | =
*Empl Red 3IQ *Earns Begin (04102016 5 “Earns End |04/16/2016 [si | Clear |
Job Pay Group HRR Department  FMS ADMINISTRATION FLSA Pay Data
Eamings and Account Code Information | El First K 1of1 L Last
*Eamn Cd ';g: COA  *Account Sub Acct Object  Sub Obj Project Org Ref ID *Hours Rate Amount Percent
RGH Q| 0 UA [1912610 Q| Q3000 | a Q|| [20.00 12.000000
[Elsave | [Chadd | 3 ]UpdateiDispiay |
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INDIANA UNIVERSITY
) TEST DATABASE PH1REG Home
Fa\mvrim MainvMenu > Payroll for NgrthnmeriG > Payroll Prosa;sing usa : IU PayrvdIUsie > Adjustment Voucher

_ Charge *Explanation of Charge
EmplID 0001121110 Red 3 Concycle  ®offcycle O onLine | Off—C?:;:le 9 D:m e 3|
(No Charge) {Charge) (Charge)
Name Test, Hourly
Check Dt 0519/2016 Off Cycle ? Y Page Line Read/Edit Comments __¥Ehr Summary | Submit Voucher |
Created By at Last Updated By at Status
Eamings Info
(=l
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date [05/19/2016
*Empl Red IQ *Eams Begin [04/10/2016 ] *Eams End |04/16/2016 |[5] | Clear |
Job Pay Group HRR Department  FMS ADMINISTRATION ELSA Pay Data

Eamings and Account Code Information

*Eam Cd “’Sg;. COA *Account Sub Acct Object Sub Obj Project Org Ref D *Hours Rate Amount Percent
RGH @[ 0Djua [1912610 Q| Q3000 || Q| Q| [20.00 12.000000 =]
RGH (@ [ 0lua [1912631 Q| Q3000 || a a [20.00 12.000000 =l
ovT Q[ oua [1912610 |Q | Q 3250 | Q| Q| [2.00 12.000000 (=]
|[F save | [Chadd |7 |UpdateiDisplay |

If a second earnings period is needed, click the plus (+) sign to insert a new line in the Earnings Info section and
repeat steps 9-15 until all earnings periods have been added.

INDIANA UNIVERSITY
) TEST DATABASE PH1REG Home
Favuvriim Mainvl'u'lenu > Payroll for NgrthAmen'G > Payroll Prosa;sing usa » IU Payrvt:IIUse > Adjustment Voucher

. Charge *Explanation of Charge
Empl ID 0001111110 Red a3 Oon Cycle ®off Cycle O on Line | fo—CEf:le v | | D:Dt Error 3|
(No Charge) (Charge) (Charge)
Name Test, Hourly
Check Dt 05/19/2016 Off Cycle? Y Page Line Read/Edit Comments __VChr Summary | Submit Voucher |
Created By at Last Updated By at Status
Eamings Info
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date [5/19/2016 | :
*Empl Red IQ *Earns Begin |0410/2016 | “Earns End  |04/1672016 |5 | Clear |
Job Pay Group HRR Department  FMS ADMINISTRATION FLSA Pay Data

Eamings and Account Code Information 1 &l

First E 1-3 of.‘;‘.. Last

*Eamn Cd “Sg‘f' COA *Account Sub Acct Object SubObj  Project OrgReflD  *Hours Rate: Amount = Percent

RGH |@ [ oua [1912610 @ Q3000 | Q|| Q|| [2000 12.000000 =
RGH @[ 0O/ua [1o12631 |Q Q2000 | Q| a [20.00 12.000000 (=l
ovT @[ O0/UA [1912610 | | Q3250 | a | a [zo0 12.000000 (=]
[Fsave | \LeAdd | | J|UpdaleiDisplay |

Note: To see all of the earnings information, the user can click on the view all button.
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INDIANA UNIVERSITY Ny
) TEST DATABASE PH1REG ame
Favovrites Mainvl'v'lenu > Payroll for Nvorth America » Payroll Prosessing usa » 1U Pa'fLoII Use » Adjustment Voucher

. Charge *Explanation of Charge
Empl ID 0001111110 Red 3 Oon Cycle ® off Cycle ) On Line |Dﬁ—CycIe v| | Bept Error v|
(No Charge) (Charge) (Charge)
Name Hourly, Test
Check Dt 05/19/2016 OffCycle ? Y Page Line Read/Edit Comments _ Ve Summary | | Submit Voucher |
Created By at Last Updated By at Status

Eamings Info ‘iew All Finst B02 0ot
Pa =
y Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date [05/19/2016
*Empl Red IR *Earns Begin [D4/17/2016 [5 “Carns End  [04/23/2016 5 | Clear |
Job Pay Group HRR Department  FMS ADMINISTRATION FLSA Pay Data

Eamings and Account Code Information | E First 4] 10f1 ] Last
seamcd 29 coa sAccount SubAcct  Object SubObj  Project OrgRefID  *Hours Rate Amount  Percent

RGH @[ 0 UA [1912610 Q| Q3000 | Q| Q| 20.00 12.000000 (+]/[=]
[Flsave | \Esadd | | ]updateiDisplay |

18. If you need to add an adjustment voucher for a second empl rcd number, do NOT click the plus (+) sign to insert
a new line in the Earnings Info section. If the two transactions are for an off cycle you must contact the central
payroll office. If it is for an on cycle, process two separate adjustment vouchers for the individual records.

19. If you are finished, you can click Submit Voucher and the voucher will move to the Pending Voucher screen to be
processed by the campus payroll office. If you are not ready to submit the adjustment voucher for any reason,
you can click on the Save button and return later to finish the process.

a) Remember you must come back and submit or the adjustment voucher will not move to the Pending
Voucher screen and the process cannot be completed.

Note: After you submit the voucher it will no longer be available to you. If you need to make changes or need to
delete the adjustment payment, you will need to contact the central payroll office for assistance.

INDIANA UNIVERSITY y
) TEST DATABASE PH1REG ome
Favorites Main Menu > Payroll for North America = Payroll Processing USA > TU Payroll Use » Adjustment Voucher

B Charge *Explanation of Charge
EmplID 0001111110  Red 3 Ooncycle  ®@oficyce O on Line [Oficydle V| [DepiEmor V]
(No Charge) (Charge) (Charge)
Name Test, Hourly
Check Dt 05/19/2016 OffCycle ? Y Page Line Read/dit Comments _ Vehr Summary | Delete Voucher ||(Submit Voucher)|
Created By APTHOMAS at D5M9ME Last Updated By APTHOMAS at 05/1%/16 10:43:19.000000AM Status Submitted
10:43:19.000000AM
Eamings Info \fiew All First 4] 20f2 b Last
Pay Check Company |U Pay Check Pay Group HRR Pay Check Pay End Date (5/19/2016 =
*Empl Red 3Q *Earns Begin 0411772016 |[&] *Earns End  |D4/23/2016 e |ﬂ|
Job Pay Group HRR Department  FIMS ADMINISTRATION FLSA Pay Data

Eamings and Account Code Information 1B piret BN 4 orq O gt
*Eamn Cd “5‘;" COA *Account Sub Acct Object SubObj  Project OrgRefID  *Hours Rate Amount  Percent
RGH Q[ o0lua [1912610 Q| Q3000 | a Q| 20.00 12.000000 (=]

[hadd | | 5 |UpdateiDisplay |
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Adjustment Voucher Status

You can view the adjustment voucher after it has been submitted by checking the status page (Payroll for North
America>Payroll Processing USA>IU Payroll Use>Adjustment Voucher Status). Enter the empl ID of the person that
you initiated the adjustment voucher for and click FETCH. We encourage you not to enter in the pay period end dates
(PPE) because each paygroup may have different PPE and you may not get a correct result set.

Once you click on FETCH, the system will retrieve a list of values that meet your criteria. If you would like to view the
adjustment voucher, then click on the ADJ Voucher link.

INDIANA UNIVERSITY
TEST DATABASE PH1REG Homs
Fa\.-ovrites MainvMenu > Payroll for Nvorth America > Payroll Progessing Usa > IU PavLDII Use » Adjustment Voucher Status

status Empl ID Bus. Unit Department Pay Period End User Sort Order Pay Run ID
0001111110 Q & Q Q
Fetch Clear
By K ]

Pay Period End Business Adj
| Pay Run ID Empl ID Pay Group Date Unit |Degartment Date Created User Status Voucher

& ; 05/19/2016 ; : Adi

5 1 A-FMOP S i r

| 1 ‘0020051910 0001111110 |HRR D5/19/2016 ‘IJELA ‘U.—\ FMO 10-43-19.000000AM ‘Thomas. April ubmitted RiGhehen

SAVED- If the adjustment voucher is in a saved status then the initiator can make additional changes or delete the
voucher. If you wish to delete the voucher navigate to the adjustment voucher screen. Click the Delete Voucher
button between the Vchr Summary and Submit Voucher buttons.

INDIANA UNIVERSITY
TEST DATABASE PH1REG
Fa\.-'g'ites Main_Menu > Payroll for N;:uth America > Payroll Pl'ogessing usa > IU Pa‘,rLoII Use > Adjustment Voucher

Charge *Explanation of Charge

On Cycle ® Off Cycle On Line
EmplID 0001111000 Red 0 ¥ ¥ No Charge v .

(Mo Charge) (Charge) (Charge)
Mame Test, Monthly

Check Dt 05/26/2016 Off Cycle? Y Page Line Read/Edit Comments Vehr Summary Delete Voucher Submit Voucher
Created By APTHOMAS at 05/26M6 Last Updated By AFTHOMAS at 05/26/16 11:01:42.000000AM
11:01:42.000000AM

SUBMITTED- If the adjustment voucher is in a submitted status, the campus payroll office has NOT processed it yet.
If you need to make a change to the adjustment voucher while it is in a submitted status, contact the campus payroll
office for assistance.

COPIED- If the adjustment voucher is in a copied status, the campus payroll office has created a paysheet for the
transaction. You should be able to see a calculated paycheck the day after the adjustment voucher moves to the
‘copied’ status. If you need to make a change to the adjustment voucher after it has been copied, contact the
campus payroll office.

PROCESSED- If the adjustment voucher is in a processed status, the campus payroll office has created a paysheet
and a paycheck has been calculated. If you need to make a change after the adjustment voucher has been
processed, contact the campus payroll office.

ERROR- If the adjustment voucher is in an error status, you should contact the campus payroll office for assistance.
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Confirmed Adjustment Vouchers

In order to retrieve adjustment vouchers from a confirmed payroll, navigate to Payroll for North America>Payroll
Processing USA>IU Payroll Use>Confirmed Adjustment Vouchers.

Step 1: Enter your specific search criteria. We recommend using Empl ID.

Step 2: Click SEARCH. All adjustment vouchers that have been processed for this ID will be returned in a list. You
can click on any record you want to review, read comments, etc.

Confirmed Adjustment Vouchers

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: Q
Empl Record: = N QL
Pay Period End Date: QL
Q
Last Mame: Q,
Limit the number of results to (up to 300): |300

Search Clear Basic Search @F Save Search Criteria
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EXAMPLES

Retroactive rate increase for hours that have already been paid in a past pay period. You must use the retro code
to repay the hours. The pay rate must be less than the regular rate on the job to use the retro earn code. For
example, if the employee should have been paid $15.25 but they were only paid $15.00 enter .25. It is not
necessary to enter the breakdown by earn code if the employee used VAC, SCK, etc. during the week.

INDIANA UNIVERSITY ;
_ TEST DATABASE PH1REG ome
Favovrites Mainvl\-'.enu > Payroll for Nvorth America > Payroll Prosessing usa x> IU PayLoII Use » Adjustment Voucher

o @& o . Charge *Explanation of Charge
EmplID 0001111110  Red 3 - OnCycle ® Off Cycle £ On Line [OfiCycle v | [PaperworkDelay v |
(No Charge) (Charge) (Charge)
Mame Test, Hourly
Check Dt 05/26/2016 OffCycle? Y Page Line Read/Edit Comments Wehr Summary | Delete Vioucher | Submit Voucher |
Created By APTHOMAS at 05/24115 Last Updated By APTHOMAS at 05/24/16 11:15:23.000000AM

Status Submitted
11:15:27.000000AM

Earnings Info view Al First K 1071 I Last
Pay Check Company U Pay Check Pay Group HRR Pay Check Pay End Date (05/20/2016 [+[=]
*Empl Red Ll *Earns Begin [05/01/2016 | *Earns End  [09/07/2016 | | Clear
Job Pay Group HRR Department  FMS ADMINISTRATION ELSA Pay Data
Earnings and Account Code Information |LE|: First L4 10of1 ] Last
*Eam Cd ‘;g:' COA *Account SubAcct  Object SubObj Project OrgRefID  *Hours  Rate Amount  Percent
RNR Q[ O/UA [1912610 Q Q, 3000 | Q| Q| [40.00 [p.250000 [+ [=]
Hsave

[Evadd | | FupdateiDisplay |

Missed Timesheet — All biweekly staff employees have default regular hours (RGN) based on the standard hours on
their job record (100% fte = 40.00 hours). The adjustment voucher works like the regular biweekly voucher and any
attendance earn codes will subtract from the regular hours when the pay is calculated. In the example below the
employee will be paid 32.00 regular hours and 8.00 vacation hours. You must enter the 40.00 regular hours and the
system will subtract the 8.00 vacation hours so the employee will be paid a total of 40.00 hours for the week.

INDIANA UNIVERSITY ;
TEST DATABASE PH1REG ome
Famvrites Mainvl‘v'-enu > Payroll for Nfrth America > Payroll Prosessing usa > IU PayLOII Usa > Adjustment Voucher

o @& o . Charge *Explanation of Charge
EmplID 0001111100  Red 1 - OnCycle ¢ OffCycle - On Line [OofCycle v | [PaperworkDelay v |
(No Charge) (Charge) (Charge)
Name Test, Biweekly
Check Dt 05/26/2016 OffCycle ? Y Page Line Read/Edit Comments Wehr Summary | Delete Vioucher | Submit Voucher |
Created By APTHOMAS at 05/24/16 Last Updated By APTHOMAS at 05/24/16 11:30:16.000000AM Status Submitted
11:30:16.000000AM
Earnings Info view Al First K 1of 1 I Last
Pay Check Company | Pay Check Pay Group BW1 Pay Check Pay End Date 05/20/2016 [H[=]
*Empl Red &, *Earns Begin [09/01/2016 | *Earns End  [05/07/2016 ] | Clear|
Job Pay Group BW1 Department NN HUMAN RESCURCE SERVICES FLSA Pay Data

Earnings and Account Code Information

18 First K 42072 I Last

*Eam Cd ‘;g:' COA *Account SubAcct  Object SubObj  Project OrgReflD  *Hours  Rate Amount Percent

RGN (g [ oua [1912810 |q Q2500 || all Q| j40.00 16.740000 100.00| [#]|[=]
MAC o[ olua 1912610 Q Q 2500 | Q| Q| [6.00 16.740000 100.00 [+] [=]
EE
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Attendance Correction — Add VAC to a previous pay period — Biweekly attendance corrections should be
processed in the on-cycle payroll. In the example below, the employee was paid 40.00 regular hours during the pay
period. If you need to correct the pay period and change 8.00 regular hours to vacation, you will enter a POSITIVE
entry that will charge 8.00 hours to his vacation taken balance.

INDIANA UNIVERSITY |
TEST DATABASE PH1REG ome
Fa\.rovrites Mainvl'«'lenu > Payroll for Nvorth America > Payroll Progessing usa > IU Payioll Use » Adjustment Voucher

EmplID 0001111100 Red 1 ® on cycle O oficycle ) onLine
(Mo Charge) (Charge) (Charge)
Mame Test, Biweekly
Check Dt 06/03/2016 Off Cycle ? N Page Line Read/Edit Comments _ VeNT Summary | _Delete Voucher || submitVoucher |
Created By APTHOMAS at 05/24/15 Last Updated By APTHOMAS at 05/24/15 4:15:25.000000PM

Status Submitted
4:15:25.000000FPM

view Al First Kl 1 0f1 D st

Pay Check Company |U Pay Check Pay Group BW1 Pay Check Pay End Date 05/21/2016 | (=]
*Empl Red 1 *Earns Begin [05/01/2016 [ *Earns End  [05/07/2016 [ | Clear|
Job Pay Group BW1 Department  UNPMN HUMAMN RESOURCE SERVICES ELSA FPay Data

Earnings and Account Code Information

1B First B 4 o5 4 10 L aet

*earncd 2991 coa +account SubAcct  Object SubObj  Project OrgReflD  *Hours  Rate Amount Percent
vac | oua [112310 Q| Q, 2500 | Q| Q| 5.00 16.740000 100.00 [+ [=]
| save | |Ebada | | FlupdateiDispiay |

Attendance Correction — Moving hours between SCK and VAC for a previous pay period — Biweekly
attendance corrections should be processed in the on-cycle payroll. In the example below 8.00 hours of SCK was
turned in on the original payment and it should have been charged to VAC. The transaction will remove the sick
hours that were taken and charge it to vacation.

INDIANA UNIVERSITY
TEST DATABASE PH1REG Home
Favorites : Mainvl'v'lenu > Payroll for Nvorth America > Payroll Prosessing usa > IU Pa'_.rioll Use » Adjustment Voucher

EmplID 0001111100  Red 1 ®oncycle  Cofficycle ) OnlLine
(Mo Charge) (Charge) (Charge)
HName Test, Biweekly
Check Dt 06/03/2016 Off Cycle ? N Page Line Read/Edit Comments Vehr Summary | Delete Voucher || Submit Voucher |
Created By APTHOMAS at 05/24/18 Last Updated By APTHOMAS at 05/24/16 4:15:25.000000PM Status

4:15:25.000000FPM

A First K1 1081 I Last

Pay Check Company [ Pay Check Pay Group BW1 Pay Check Pay End Date 05/21/2016 | =
*Empl Red 1 *Earns Begin [05/01/2016 [+ “Earns End  |05/07/2076 |[5] | Clear
Job Pay Group BW1 Department  UNIV HUMAN RESCURCE SERVICES ELSA Pay Data

Earnings and Account Code Information

1B Eirgt B 42072 I Lot

*Eam Cd ‘;::' COA *Account SubAcct  Object SubObj  Project OrgRefID  *Hours  Rate Amount Percent
MAC @[ ODua [1912310 |Q Q2500 || al al [5.00 16.740000 100.00 =l
SCK Q| O/uA [1912310 |Q Q, 2500 | Q| Q| [5.00 16.740000 100.00 =]
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Monthly ABE example — If you need to reduce regular pay from a previous pay period, enter the number of hours
the employee should not be paid for. A positive entry will charge the hours to absent and reduce regular pay. This
action would have to be processed in an on-cycle payroll.

Note: A negative entry on ABE will produce a payment for the employee. This would only be used if you
charged ABE on the original payment in error and need to pay the employee.

INDIANA UNIVERSITY
TEST DATABASE PH1REG
Famvriteﬁ Mainvrv'lenu » Payroll for Nvorth America » Payroll Progessing usa » IU Pa*fgoll Use » Adjustment Voucher

Home

EmplID 0001111000  Red O ®oncycle  Cofficycle  © OnlLine
(Mo Charge) (Charge) (Charge)
Name Test, Monthly
Check Dt 05/31/2016 Off Cycle? N Page Line Read/Edit Comments Vehr Summary Delete Voucher ” Submit Voucher

Created By APTHOMAS at 05/24/16 at 05/24M16 4:35:55.000000FM

4:36:55.000000PM

Last Updated By APTHOMAS Status Submitted

n n
\iew Al First 1of1 Last

#H[=]

Earnings Info

Pay Check Pay End Date 05/31/2016 |

‘Earns End  [0430/2016 | | Clear|

Pay Check Company |U

“Empl Red 0

Job Pay Group 512

Pay Check Pay Group S12

*Earns Begin [04/01/2018 5

FIMS ADMINISTRATION

Department

Earnings and Account Code Information

m ™
1B Fiest B0 g 054 I Last

*Eam Cd ‘;g:' COA |*Account SubAcct  |Object SubObj | Project OrgRefID  *Hours  Rate Amount Percent
ABE Q| 0UA [1912610 Q| Q 2400 | Q| Q| 16.00 26.000885 100.00 [+] [=]

|Ebadd | | 2] updsteiisplay |

]

Correction of Contract Payments — If you need to correct the contract amount on the current voucher, you can
submit an adjustment voucher to reduce or increase the CRS/CRT amount. This will only correct the current period.
A job activity is still required to correct contract amount for future periods.

INDIANA UNIVERSITY
) TEST DATABASE PH1REG
Famvrim MainvMenu > Payroll for Ng'thnmeria > Payroll Pmsessing usa > U Pa',zoil Use » Adjustment Voucher

Empl ID 0001100000 Recd 0 ®on Cycle Cor Cycle () 0on Line
(Mo Charge) (Charge) (Charge)
Mame Test, Contract
Check Dt 07/29/2016 Off Cycle ? N Page Line Read/Edit Comments __¥chr Summary Delete Voucher | | Submit Voucher |

Created By APTHOMAS at 07/21/16 at 07/21116 2:59:54.000000PM

2:59:54.000000PM

Last Updated By AFTHOMAS Status  Submitted

view Al First BB 4 of4 I st

Eamings Info

Pay Check Company U

Pay Check Pay Group A12

Pay Check Pay End Date 07/31/2016 |

*Empl Red 0Q

==

*Earns Begin |08/06/2016 [

“Earns End |06/2012016 |5 | Clear|

Job Pay Group A12 Department CTR FOR URBAN & REG EXCELLENCE

Eamings and Account Code Information

1B Firat KN g o4 I3 oet

*Eamn Cd ﬁﬂm’f gq“::'ftu COA *Account Sub Acct Object SubObj  Project OrgReflD  Hours Rate  *Amount Percent
CRT |Q 2 1 BL |[1026400 || Q. 2300 | Q|| Q|| -500.000 100.00 [+]|[=]

[Slsave |
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Negative Hours on a No-Pay Earn Code will Result in a Payment- The system will give the warning message
as indicated below; however, if you click ok and save/submit the system will allow the transaction to be processed as
entered.

Message

This transaction will result in payment to the employee. If you want to reduce pay from the employee the amount needs
to be positive. (0,0)

The PeopleCode program executed a 'Wamning statement, which has produced this message.

oK |

Temporary Pay Retro Payment — If you need to create an adjustment voucher for any retroactive temporary
payments, you must use the Retro earn code and amount. Temporary pay is based on regular hours and it will not
calculate a payment if you use the regular earn codes.

llJ INDIANA UNIVERSITY ;
) TEST DATABASE PH1REG ome
Favn'rim MainvMenu > Payrollfovaorm America > Payroll Progessing Usa > Iu Paysoll Use » Adjustment Vioucher

R Charge *Explanation of Char
Empl ID 0001111100 Rcd 1 OOI’I Cycle @Oﬁcycle OOI'I Line |0|T—Cr::|& Vl |F'3F|'JEEI'WBFK Delay 3?
{No Charge) {Charge) {Charge)
Name Test, Biweekly
Check Dt 05/26/2016 OffCycle? ¥ Page Line Read/Edii Comments _ Vehr Summary | Delete Voucher || SubmitVoucher |
Created By APTHOMAS at 05/25/16 Last Updated By APTHOMAS at 0525116 9:14:17.000000AM Status Submitted

9:14:17.000000AM

Eamings Info

Pay Check Company [U Pay Check Pay Group BW1 Pay Check Pay End Date 05/20/2016 | (=]
*Empl Red 14 *Earns Begin 050172016 |[3] *Eamns End  |05/07/2018 B @l
Job Pay Group BW1 Department  UMIV HUMAN RESOURCE SERVICES ELSA Pay Data

Eamings and Account Code Information

*Eam Cd As::. COA  *Account Sub Acct Object Sub Obj Project Org Ref ID Hours Rate *Amount Percent
TPR Q[ 0jua [1912610 Q| Q2500 || al Q| 50.000 100.00 [#] [=]
5 Save | |Ebadd | | F]updsteiDisplay |
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Multiple Job Case Scenarios & How the System Will Respond

The following scenario only pertains to off-cycle transactions (off-cycle and online payments) which will only allow
one entry per employee ID. If you receive an error when you attempt to add an off-cycle adjustment voucher,
contact the campus payroll office for assistance. They will be able to add your transaction.

Note: On-cycle transactions will allow multiple adjustment vouchers for an employee ID within the same payroll.

Example: A user in BL-RTVS created an adjustment voucher for an employee ID and rcd number combination that
belonged to BL-RTVS and saves or submits the record.

INDIANA UNIVERSITY
TEST DATABASE PH1REG

Harme
Favovrites Mainvl'«'lenu > Payroll for Ngrm America > Payroll Progessing Usa » IU Pa*,.rg]ll Use » Adjustment Voucher

. Charge *Explanation of Charge
Empl ID 0001110000 Red o Ooncycle ®offcycle O On Line [No Chz = p 3|
(Mo Charge) (Charge) (Charge) il

Mame Test, Multiple Jobs

Check Dt 05/26/2016 Off Cycle? Y Page Line Read/Edit Comments _ VENr Summary I Delete Voucher I Submit Vioucher |

Created By APTHOMAS at 05/25/16 Last Updated By APTHOMAS at 05/25/6 9:30:36.000000AM Status  Submitted
0:30:06.000000AM

Eamings Info View Al First K8 1 of1 O Last
Pay Check Company |[U Pay Check Pay Group HRR Pay Check Pay End Date (05/20/2016 ‘ﬂ ‘:—I

“EmplRed | 9QL *Eamns Begin [05/01/2016|[5) “Earns End  |05/07/2016 |5 | Clear |

Job Pay Group HRR Department  RADIO-TELEVISION SERVICES FLSA Pay Data

Eamings and Account Code Information ILH- First 4 1 of1 a Last

*Eam Cd ‘;g:' COA *Account Sub Acct Object SubObj  Project OrgRefID  *Hours Rate Amount | Percent
RGH (@[ o/BL (2920080 |@ | Q3500 | Q| Q| [20.00 20.000000 #|[=
: Save

Lhadd  ]updsteiDispisy

Another user in BL-CHEM wants to create an adjustment voucher for the same off-cycle for the same employee ID.
When the BL-CHEM user attempts to enter Adj Voucher for Empl rcd 13 for the same employee,

INDIANA UNIVERSITY
) TEST DATABASE PH1REG
Favclrites Mainvrl-'lenu > Payroll for Ngrth America > Payroll Prosessing Usa > IU PayLoII Use » Adjustment Voucher

Adjustment Voucher

Find an Existing Value Add a New Value

Empl ID: 0001110000 |G

Empl Record!
OffCycle? [l

Add

the system will automatically change the record number to match the existing adjustment voucher and give the
following message.
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INDIANA UNIVERSITY
TEST DATABASE PHIREG

Favovrites r'-lainvMenu » Payroll for Ngrth America > Payroll Proseﬁsing UsA > IU Payioll Use » Adjustment Voucher

Adjustment Voucher

Find an Existing Valus Add a New Value

Empl ID: ooo1110000 |Q

Empl Record
OffCycle? [

The value you tried to add already exists.
Select it below if you'd like to update it,
or specify a new value in the fields above.

Search Results

View All First [4] 10f1 [¥] Last
EmplID Empl Record Off Cycle ? Page Nbr Line Nbr Name Last Name Pay Period End Date

0001110000 |9 Y 0 0 Test, Multiple lobs | TEST 05/20/2016

At this point you must stop and contact the campus payroll office for assistance.

Microsoft Internet Explorer

An adjustment voucher can not be created or modified For emplid 0001802990 and pay end date 2005-11-03 because JMABRY is not permitted to
! create adjustments For the job deptid, nor Far any existing additional pay deptids. (0,00

The PeopleCode program executed an Error statement, which has produced this message,
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