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Revision History
	Date
	Version
	Location
	Update Description

	7/13/2016
	2.0
	Entire job aid
	A new automated process has been created for establishing new year tables.




Target Audience: Labor Distribution Maintainer

Purpose: As budgets are established for the new enactment year, departments must also establish Labor Distribution default chartfield configurations for the new enactment year. The following pages in FI$Cal’s Labor Distribution module contain chartfield configuration that must be established as new budgets are enacted:

· Employee Options (Defaults tab)
· Employee Group Options (Defaults tab)
· Task ID
· Business Unit Options 
· Payment Type Options (only for Payment Types that contain distribution ChartFields)
· Payroll Reporting Unit Translation
The task to establish enactment year configuration for Labor Distribution pages is now an automated process. The automated process consists of the following steps:

· Copying the latest Effective Dated records found in the above listed tables
· Establishing a new Effective Date row for each record, and
· Incrementing the Enactment Year in the record to match the Enactment Year of the newly established Effective Date.

Before establishing Labor configuration with a new Effective Date, staff responsible for this task should ask the following questions:



· Has the organizational structure changed or will it change on July 1st?
· Are there any changes to the program structure effective July 1st as reflected in the governor’s budget?
· Are the current configuration funding percentages to distribute labor costs appropriate?
All of these areas should be carefully reviewed before establishing tables for the new fiscal year. Each department should have their review completed and the new enactment year tables established prior to the running the Labor Distribution Process for the July pay period.

Note: Do not roll forward new year configuration until the June labor distribution process has been completed, approximately mid to late July.

Note: Non-Budget Act appropriations with Enactment Years (e.g., 1998) that do not correspond to the current Budget Year may not need to be rolled forward. If you need additional guidance in determining if an appropriation is Non-Budget Act, please refer to your departmental Budget Officer.




Step 1: To update all employee pages that contain enactment year information, Navigate to: Manu Menu  FI$Cal Processes  FI$Cal Extension  LD  LD Configuration Roll-Over:
[image: ]




Step 2: On the Add A New Value tab, create a new Run Control value and click Add:

[image: ]




Step 3: On the Labor Distribution Config Roll-Over page, enter the following information:

· Business Unit: 
· *Fiscal Year Rolled From: In most cases, choose the latest existing fiscal year records to update and roll forward. If a particular record has more than one effective dated record (example, Tom Smith has two Employee Options records dated 7/1/2015 and 11/1/2015), the latest effective dated record will coped.
· Rolled to: This field is a calculated field. The Effective Date will be the Fiscal Year Rolled From year, incremented by 1.
· Configuration Selection: Choose the configuration tables to be included in the rollover process. Users must choose at least 1 table. All tables can be selected and rolled simultaneously or individual tables can be rolled over as they are reviewed.

Click Run.
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Step 4: The following message is displayed:
[image: ]

Confirm the information. If correct, click OK.




Step 5: On the Process Scheduler Request page, press OK.
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Step 6: On the Labor Distribution Config Roll-Over page, click the Process Monitor link.
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Step 7: Confirm that the Run Status equals Success and the Distribution Status equals Posted. Click the Details button.
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Step 8: Click the Message Log link.
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Step 9: The Message Log page lists the configuration pages that were updated and the number or records that were processed. 
[image: ]




Step 10: To view a newly established configuration record, navigate to a configuration page that was updated. Example, navigate to: Main Menu  Set Up Financials/Supply Chain  Product Related  Labor Distribution  Reporting Unit Translation. On the Find an Existing tab, enter a Payroll Agency Code and click Search.
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Step 11: Select a Payroll Agency Code/Report Unit value from the Search Results list. Verity that a new Effective Dated record has been created.
[image: ]
Add any new configuration that did not exist in the prior year on the Add a New Value tab of the configuration page to be updated.
Note: New Task ID and Employee Group values that do not currently exist in your BU, but will be created for use in the new year must be established prior to using these values in other tables. Also, Reporting Units must exist in FI$Cal before an Employee Group for that Reporting Unit can be configured and before any payroll for the Reporting Unit can be loaded into FI$Cal. (If adding new Reporting Units, please open a ticket with the FSC and submit a Configuration Modification Request (CMR) form.
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