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Supplemental Job Aid

Date: 08/12/14

Target Audience: Department LD Processor

Purpose: This Supplemental Job Aid provides the steps to run the Labor Distribution Process.

Title: Running Labor Distribution

Prerequisites: Prior to running the Labor Distribution Process, the department must have configured all Labor Distribution business rules.
It is not necessary for departments using Personal Activity Sheets (Activity Sheets) to enter or upload these before running the Labor Distribution Process. Labor Distribution can be run at any time during the month and can be run multiple times during the month if needed. It can also be run multiple times on the same day. For example, departments that are using Activity Sheets can run it multiple times as Activity Sheets are being entered. Distribution of payroll costs for employees with an individual or group Activity Sheet required are controlled by the presence or absence of an Activity Sheet for the pay period and the value of a parameter (Override Activity Requirement) on the Run Control.
When the Labor Distribution Process runs, it does the following:
· Processes all payroll costs that have not yet been successfully distributed. These are generally the payroll costs for the prior month, but may include payroll costs for earlier months if they were not successfully distributed. 
· Processes any Adjustment Activity Sheets with Status = Not Processed. 
An Adjustment Activity Sheet is an Activity Sheet for which related payroll costs (i.e., payroll costs for the Business Unit, Employee ID, and pay period [Calendar Year and Month] or the Business Unit, Group ID [Payroll Agency Code and Reporting Unit], and pay period) have already been successfully distributed. Adjustment Activity Sheets are used for two purposes:
· To redistribute costs if a coding error was found on the previous Activity Sheet after the costs had been distributed and had posted to Commitment Control and the General Ledger
· To redistribute costs that were incorrectly distributed based on an employee’s defaults
As Activity Sheets are entered for the same Business Unit, Employee or Group ID, and pay period, they are assigned a Sequence Number. Sequence Numbers start with 1 and are incremented for each additional Activity Sheet. All Activity Sheets with Sequence Number > 1 are identifiable as Adjustment Activity Sheets from their Sequence Number. Sequence Numbers other than 1 are entered to adjust the coding in the previous Sequence Number. However, Activity Sheets with Sequence Number = 1 may also be Adjustment Activity Sheets. This depends on whether or not payroll costs for the Business Unit, Employee or Group ID, and pay period have already been distributed based on employee or group defaults. 
Adjustment Activity Sheets can be entered at any time. They are processed the next time the Labor Distribution Process runs.
This Job Aid provides information on the following:
· Creating a New Run Control ID
· Retrieving an Existing Run Control ID
· Running the Labor Distribution Process
· Adding and Deleting Business Units from a Run Control ID

Instructions:
Creating a New Run Control ID
Step 1: Navigate to the Labor Distribution Process page
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Extension  LD  Labor Distribution Process
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· The Find an Existing Value tab is selected by default
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Step 2: Click the Add a New Value tab 
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Step 3: Enter the Run Control ID value and then click the Add button
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· The Labor Distribution Run Control Page opens. “Process Frequency” defaults to “Don’t”, “Business Unit” is blank, and “Override PAS Requirement” defaults to “No” 

[image: ]
Step 4: Set the Process Request Parameters values
· Change Process Frequency to Always so the Labor Distribution Process runs each time the Run button is clicked.
· Enter a Business Unit or select one from the prompt list
· Change the value of Override PAS Requirement if appropriate. This parameter identifies what the Labor Distribution process should do with payroll costs when a required Activity Sheet is missing:
· When the value of this field is “No”, payroll costs are not distributed for employees and groups with Activity Sheet Required = Yes in Employee Options or Employee Group Options. This field should be “No” if Activity Sheets are in the process of being entered and there is still time in the month-end processing window before the department must complete Labor Distribution processing so that the dependent month-end processes can begin. 
· When the value for this parameter is set to “Yes”, the Activity Sheet requirement is ignored. If a required Activity Sheet is missing, the payroll costs are distributed based on the employee’s defaults (i.e., employee defaults or group defaults). This parameter should be “Yes” when the department must complete Labor Distribution processing so that the dependent month-end processes can begin. This value forces the distribution of any remaining payroll costs to the employee’s defaults. If necessary, an Adjustment Activity Sheet can be entered later to redistribute the payroll costs.

[image: ]


Step 5: If the Labor Distribution Process is not going to be run at this time, click the Save button to save the Run Control ID with the parameter values. To run the Labor Distribution Process, proceed to the instructions below for Running the Labor Distribution Process.
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Retrieving an Existing Run Control ID
Step 1: Navigate to the Labor Distribution Process page as shown above
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Extension  LD  Labor Distribution Process 
Step 2: Enter all or a portion of the Run Control ID or leave it blank and click the Search button.
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· If there is a “Run Control ID” that is an exact match with the search criteria, the Labor Distribution Process Run Control page is opened
· If one or more “Run Control IDs” match the search criteria but there is no exact match, a prompt list is displayed
Step 3: If a prompt list is displayed, click on the desired Run Control ID to open the Labor Distribution Process Run Control page
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Step 4: Consider whether the “Override PAS Requirement” value should be changed before the Labor Distribution Process is run. The impact of this value being set to “Yes” or “No” is described above in Creating a New Run Control, Step 4. Change the value if needed, then proceed to the instructions below for Running the Labor Distribution Process.
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Running the Labor Distribution Process
Step 1: On the Labor Distribution Process Run Control Page, click the Run button.
[image: ]
· The “Run Control ID” is automatically saved with the current parameter values and the Process Scheduler Request page is opened.


· The Labor Distribution Process is automatically selected.
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Step 2: Click the OK button to schedule the process to be run.
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· The Labor Distribution Process page is displayed showing the “Process Instance”.
· Note the Process Instance number
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Step 3: Click the Process Monitor link.
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Step 4: Find the line for the Process Instance number corresponding to your newly-generated report. Monitor the Run Status and Distribution Status columns.
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· If the Run Status is Queued, the process is awaiting execution. Distribution Status is N/A
· If the Run Status is Processing, the process is executing. The Distribution Status is N/A 
· If the Run Status is Success or Error, the process has completed 
Step 5: If the Run Status is Queued or Processing, periodically click the Refresh button to update the page until Run Status is Success or Error and Distribution Status is no longer N/A
Step 6: If Run Status is Success and Distribution Status is Posted, the process has successfully completed. Follow the instructions provided in FI$Cal.084 Using the Labor Distribution Error Reports and Page
Step 7: If Run Status or Distribution Status has other values, notify the FI$Cal Service Center 


Adding and Deleting Business Units from a Run Control ID
Users who provide services for multiple departments can create a “Run Control ID” that runs the “Labor Distribution Process” for multiple Business Units if desired.
Step 1: To add another “Business Unit” to a “Run Control ID”, click on the “+” sign
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· Another Process Request Parameters window opens with the default parameter values. Note that the counter has been incremented.
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Step 2: Set the parameter values:
· Change Process Frequency to “Always”
· Enter or select the Business Unit number
· Change Override PAS Requirement if appropriate based on the considerations discussed above in “Creating a New Run Control”, Step 4.
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Step 3: Click the Save button, or the Run button to save the “Run Control” with the additional “Business Unit”.
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Step 4: To remove a “Business Unit” from a “Run Control ID”, use the arrows to scroll through the parameters until those for the “Business Unit” are shown or click on the View All link and then scroll until they are shown. Click on the “-“ sign in the “Process Request Parameters” with the “Business Unit” to delete them, and then click the Save button.
[image: ]
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