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Overview:

e The on-line labor redistribution function provides an automated function to revise prior pay event labor and fringe
costs.

e The redistribution voids and reissues the entire paycheck for the employee; however, there is no impact on
employee pay.

e To make labor distribution changes on current employee records, or to make future dated changes, use the
Electronic Personnel Action forms for Job Labor Changes.
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Submitting a Labor Redistribution

1. Login to DrexelOne (http://one.drexel.edu)

2. Select the Employee tab

e & https://one.drexel.edu/web/university D« @G & Welcome - DrexelOne

drexelone

WELCO| 'q EMPLOYEE AMPUS+COMMUNITY

3. Select More Banner Web Employee Services under the Payroll heading
WELCOME GAMPUS+COMMUNITY

Direct Deposit Advice / Pay Stub Conflict of Interest Program
Time Reporting and Leave Balances Career Pathway

Learning and Performance Resources

Mare BannerWeb Employee Services >>
i Benefits, Payroll, Job Histo

4. Select Labor Distribution

ion and more...
Employee Quick Links

Employee Main Menu

Every effort has been made by the University to provide accurate, up-to-date information. However, errors can occur. By using the information contained
herein, the viewer willingly assumes all risks in connection with such use. The University shall not be held responsible for errors, omissions in information
herein nor shall it be held liable for any special, consequential, or exemplary damages resulting, in whole or in part from any viewer(s)' use of or reliance
upon, this material.

» Conflict of Interest Program
Annual Conflict of Interest and Code of Conduct review is required by all Full Time and Part Time Faculty and Professional Staff (Adjuncts, Bargaining

Units, and Students are not required).
» Benefits and Deductions
Provide links to all benefits offered, your current benefit elections, and general information regarding benefits
» Pay Information
View Pay Stubs, Direct Deposit Advice, Earnings and Deductions History
» Tax Forms
View your current tax exemptions and allowances, and update resident withholding.
If you wish to make an update to non-resident withholding, please contact the tax office. For W-4 instructions and worksheets, click here
» Time Reporting
Create or approve time sheets, leave reports, and view leave balances and activity
, Current and Past Jobs
View your job history
, Financial Information Menu
Create Requisitions, Purchase Orders & Budget Transfers; Approve Financial Documents; Query Budget & Encumbrance data; View financial document
details or their approval history.
» Electronic Personnel Action Forms
are available on line for originators and approvers!
» Labor Redistribution
> Labor Redistributi



http://one.drexel.edu/

5. Select the Labor Redistribution tab

Effort Cerﬁﬁcaﬁo@edism@

Sign Out

7 Help

Certify My Effort

Proxy or Superuser

Effort Report Actions

Certify My Effort

COA Period Code | Report Period

’: Refresh

Start Date

End Date

More Actions ~ &

Status

Unlocked/Locked

Comments

6. Enter information in the Person Search fields and select the Go button to search for an employee. Search by pay
event(s) or ID. You can search by ID or by ID or name, Pay Event, Pay ID, and Year.
Click on Go to execute the search.

e EnterID.

Effort Certification

Labor Redistribution

Sign Out

Person Search

Approvals

Proxy or Superuser

Labor Redistribution Actions

Person Search

z Refresh

D \ [99557753 J 5]
[(Payo B3 [oee] [
[ From Pay Year v ] | ...‘ |i\

e Name or ID, Pay Event, Pay ID, and Year
To search by name, the search criteria must include both first and last names. You can search by a partial name.

The search criteria least the first two characters of each name followed by a percentage sign (%).

e Use the Select Attribute button| cujact attri

bute

v ” to select the options for First and Last Name.

Effort Certification

Labor Redistribution

Sign Out

Person Search )
Approvals

Proxy or Superuser

Labor Redistribution Actions

Person Search

% Refresh

{F\rst Name |v] [30hn% ] x|
[Py |+] [e0 [ons] (]
[ From pay vear | v [2015 [oee] (]
[ To Pay Year | v] 2015 I: x|
T
From Pay Number v |10 ws| (26
To Pay Number  / |15 wee| (3]
Last Name v |Wa|ker J x| [+
Close | Clear Go
) Advanced Search 4 | Displaying 0 rows.




Tips:
e There are two reasons the search criteria would not return results:

1. The wrong values were entered in the search. Select the Clear | cer | button to remove the current
criteria and then reenter the correct values.

2. You do not have security access to the employee’s record. Send a message to HRIS@Drexel.edu for
assistance on resolving access to the record.

e The three dots at the end of a search line are a link to a search form. Clicking on those links will take you to
a list of values for that field.

From Pay Number v | |10 <-u :u
Available Pay Period - U
Filter x|
Code Year Payroll Number
BA 2012 14
BA 2012 15
BA 2012 16
BA 2012 17
BA 2012 18
BA 2012 19
BA 2012 20
Cancel Select

p— i - - -

— — —

£ Open

7. Select the desired transaction(s) and Double Click to open the transaction or select the Open icon.

Labor Redistribution Actions 2 Refres @ 5 - &

Person Search

(1 -]

)3 |-
[ Pay 0 I~ [ane] 36 =
| From Pay Year | = ] ‘...l x
|_To Pay Year |+ ] ‘ml Z E
[P E——— | [~ I A |

Close || Clear  Go

Q) Advanced Search  ~ Displaying 333 rows.

Batch ID Last Name First Name 1] Pay Year Pay ID Pay Number Sequence Disposition ‘Comments
Walker Johnathan 99887766 2015 BD 6 0 70, Complete “
Walker Johnathan 99887766 2015 BD 7 0 70, Complete
Walker Johnathan 99887766 2015 BD 8 0 70, Complete
Walker Johnathan 99887766 2015 BD a 0 70, Complete
Walker Johnathan 99887766 2015 BD 10 0 70, Complete
il dobaut, Qosezzce s 50 I o L Cocolze
Tips:

e The columns can be sorted in ascending or decending order by clicking on the column headings.



mailto:HRIS@Drexel.edu

8. Select in the upper right corner to edit the labor distribution.

9.

R, Labor Redistribution Actions 2 Refresh (o] More Actions = % Close

' Johnathan Walker

Initiator )

Comments

Routing Queue

COA Index Fund Orgn Account Program Additional Compenents | Hours Percent Amount

115295 6202 2260 135 16 100 617.81

The Update Distributions Window will appear.

e Enter the current date in the Posting Date.
Important: This is the date used for interfacing to Finance. If a date is entered for a closed finance period (past
or future), the system will change the date to the system date prior to posting.

The date must be entered. You cannot select it from the calendar.

e Optional: Select the Change All checkbox.
Important: The “Change” all indicators will update all records in the pay event that matches the labor
distribution values selected for update.

Examples:
The earnings codes of sick and regular time will have the same labor distribution. If “Change All” is selected on
the update of sick or regular time then both codes will be updated.

On-call pay has a different labor distribution. . If “Change All” is selected when updating regular pay, then the
on-call pay will not be updated. The on-call earnings code must be updated separately.

———— e ———_

coA: D Posting Date | Oct 02, 2015 = ‘ [ Change Al ’
Index Fund Hours nt: Amount
» 115295 5202 2260 135 15 100 617.81 [X
Current Summary: Hours: 16 Updated: 16 100% $617.81
Amount: $617.81
Percent: 100%
Cancel Round Add Line OK Changes




10. Click on the carrot El to expand the record so you can change the labor distribution line

COA: D Posting Date | Oct 02, 2015 L v| Change Al

Percent Amount

Qrganization Account Program Hours

617.81 X

Index Fund
4 > 115295 6202 2260 135 16

Important:

Look at the information in the upper right hand of the screen. If there are
multiple earnings for this pay period, the earnings will be listed separately.

If all the earnings codes will have the same labor distribution then you can use
the “Change All” option so that all earnings codes are included in the

redistribution.

Click on the detail of the earnings code in this window to move between the

records.

o If there are multiple position numbers, and all have the same labor

distribution, you can use the “Change All” option. Otherwise each position

will need to be updated separately.

Click on the detail of the position numbers/earnings codes in this window to

move between the records.

¥ Pay Periods & Earn Codes
2015 MD 2, Sequence 0 | v ]
156921-0QRegular SPift 1
Effective 31-Dee=2014

155921-0 1
Effective 31-Dew=2014

¥ Pay Periods & Earn Codes

l 2015 MD 2, Sequence 0 | v ]

ift 1

140690-00,Adjunct $
Sua =2015

148660-00,Def Accr phift 1
= per=2014

hift 1

48660-00,Reguld




11. Edit the Labor Distribution. All associated fringe charges will be redistributed with this change in labor charges.
e To update the record, overtype the displayed values. -
e To delete the line of labor distribution, click on the “x”. “ﬂ
e To add Line to labor distribution, click on the Add Line button. | A9 Ln®

Once you are finished editing the labor distribution, select the OK Changes button. The update window will close
and your changes will be displayed under the Updated Distributions header.

,Update Distributions
COA: D Posting Date |Oct 02, 2015 = [v] Change All
Index Fund Organization Account Program Hours Percent Amount
v [ [oe] [239617  [...] [6202 [eee] [2260 [oee] [135 I 8 I 50 ~ 3089] [X
(A) Activity (L) Location (P) Project (©) Cost
I we| [110001  [...] [6202 wee| [2260 wes| [100 4 8 50 3089 (X
(A) Activity (L) Location (P) Project (©) Cost
Current Summary: Hours: 16 Updated: 16 100% $617.8
Amount: $617.81
Percent: 100%
Cancel Round Add Line OK Changes

If the totals do not add up to 100% an error window will appear
e (Click on OK.

1) Error

Total new labor distribution amount must equal total old earn amount;
Correct the amount or press ROUND.

Q)

———

e Once the Update Distribution Page is displayed you can update the values or click on Round to have the
system suggest values for you.

Updated: 8 100% $109.27

Cancel @Aﬂd Line OK Changes




12. Click on Save to prepare the records for submission.

Updated Distributions

CoA Index Fund Orgn Account Program Additional Components | Hours

110001 6202 2260 100 8

239617 6202 2260 135 8

Percent
50

50

Delete Updates

Amaount
308.91

308.9

‘ Save ’

If the entry was entered in error, you can remove the record by clicking on Delete Updates

13. Once the record is saved, the options at the bottom of the page change to Erase and Submit.

14. Click Submit to forward the redistribution to the approvers for approval.

Updated Distributions
COA Index Fund Orgn Account Program Additional Components | Hours
110001 6202 2260 100 8

239617 6202 2280 135 8

Percent
50

50

Amaount
308.91

3089

-

At this time you can add comments and/or additional approvers. Instructions for those actions are on the following

pages. If no additional actions are required, then close the record.

Important: Comments must be entered for any action involving grant funding.




15. To close the transaction, select the Close button in the top navigation bar

' Effort Cerffication | Labor Redistribution

Sign Out
. SN
T Labor Redistribution Actions 2 Refresh &5 [ X Mare Actiorf = 3 Close >
N Johnathan Walker 015
Initiator
P,D07Y
Effectiy
Comments
Current Distributions.
Rauting Queue
COA Index Fund Orgn Account Program Additional Companents | Hours Percent | Amount
D 115295 6202 2260 135 16 100 617.81
16. Exit the system by selecting Sign Out in the top right corner
—
( Effort Certification ] Labor Redistribution ‘ Sign Dut)
Person Search | Labor Redtstiution Actians 2 Refresh & 5 x Mare Actions ~ 3 Clase ~ Pay
" Johnathan Walker 2015
Initiator )
P,D07
Effecti
Comments
Current Distributions
Routing Queue
oA Index Fund orgn Account Program Additional Companents | Hours Percent ‘Amoum
D 115295 6202 2260 135 16 100 617.81

|

locked

Important: You must close a record prior to signing out or the records that you are editing/viewing may be come



17. Optional: Select Comments in the left navigation bar to enter comments.
Important:
e |n accordance with Research policy, justification for any grant salary redistributions must be included in the
comments section.
e Any comment entered becomes part of the employees record.

Person Search Labor Redistribution Actions 2 Refresh [ 3 More Actions = 3 Close

Johnathan Walker

Initiator

Routing Queue

To enter a comment, select the Add Comment button in the bottom right corner.
Any user in the routing queue can add comments to the transaction. Once saved, the comments cannot be edited
for deleted. The comment field can hold up to 4000 characters of text.

Walker

‘ Add Comment I

Enter comment text, and select the Save button.

‘Add Comment

Comment s |Documentation an grant was delayed. Additional
information can be found with Principle Invesigator.

Cancel Save

If the entry was entered in error, you can remove the record by clicking on Erase

Click on Initiator to return to the record.

? Help
L’fart Certification Labor Redistribution Sign Out
e — Labor Redistribution Actions 2 Refresh [=] 3 More Actions ~ 3 Close T e
Johnathan Walker _— [ 201509, sequence2 |«
‘ Initiator =

P,D07147-00,Regular Shift 1
Effective 01-Jul-2014

Comments

Current Distributions (&

10



18. Optional: Select Routing Queue in the left navigation bar to add additional users to the routing queue.

Tips:

e Only one person in each routing approval level must take action. Multiple members of an approval queues may
appear, but not all members are required to approve the redistribution.

e Additional approvers and acknowledgers are added for this transaction only. This is not a permanent change in
approval routing.

e Once added, the approver or acknowledger for the transaction cannot be removed.

Effort Cerfification = Labor Redistribution Sign Out
EN——— Labor Redistribution Actions @ Refresh [ 3 Mare Actions ~ 3 Close
Johnathan Walker
Initiatar
Comments
Sandra Wolf
nmnh’ngq«cue) PI, FY15 Famiy Planning Main Cap
Sequence 1.00 Approve
& Pending E-mail
Evelyn Balabis

Group Research Administration
Sequence 2.00 Approve
& Pending E-mail

Gabrielle Berrios
Group Research Administration

Sequence 2.00 Approve

& Pending E-mail

Julia Ferd -
Group Research Administration

Sequence 2.00 Approve

&\ Pending E-mail

Andres Almmatiris
Group HRIS/Payroll

Saquence 3.00 Approve
& Pending E-mail

Select the Add Member button in the bottom right corner.

sen Items

Person Search

Johnathan Walker

Add Member

11



A new Window will appear:

,Add.New Member

Name % [Susan Jennings (SLIS9)

Sequence 1.5

Action | Approve v

Name: Type in the users first or last name and the system will suggest matches. Click on the name to
make the selection.
Sequence:
Value If there is a grant account If there is not a grant account
0.01to0 0.99 Available for additional approvers | Available for additional
prior to the Principle Investigator | approvers
1.0 Do not use. This is reserved for
Principle Investigators
1.01to 1.99 Available for approvers after the
Principle Investigator and prior to
Grant Research Approval
2.0 and above | Do not use Do not use
Action: Approve

Click on Initiator to return to the record.

Effort Cerfification = Labor Redistribution

Sign Out

"? Help

Person Search Labor Redistribution Actions

Johnathan Walker

=

Current Distributions

: Refresh

More Actions ~ X Close

v Pay Periods & Earn Codd

2015 BD 9, Sequence 2 v
e " ]

P,D07147-00,Regular Shift 1
Effective 01-Jul-2014

12



Changing Multiple Pay Periods

Using one of the two methods below creates a ‘batch’. Approvers are sent one message per batch of redistributions. If
one of these methods is not used, then the approvers will receive one email notification for each pay period changed.

Selecting a batch:
e To select sequential pay periods, click the first pay period. Hold the shift key and click the last pay period to be
redistributed.
e To select non-sequential pay periods, click the first pay period. Hold the CTRL key and click on the remaining pay
periods to be redistributed.

Entering Changes on a batch:
1. Open Use this option to change each pay period selected independently or in mass.
2. Find Replace The same change to specific funds, accounts and/or organization codes will be made on each
pay period and each earnings within that pay period

Important:

The system will allow you to make different changes on each pay period selected but don’t do that. The goal of using the
batch functionality is to have the same change made on each record. That way the initiator can make one change and
the approver only has to approve once. Do not use the batch options if you are making different changes on each
record.

Note:

If you have changed multiple pay events using the Change All

or Find Replace option, then the changed events will display a

batch ID. This ID groups the events for approvals. Last Name First Name
Walker Johnathan
Walker Johnathan

13



Open
1. Click Open.

n Search )

e Person Search

or Superuser
(o E3] JBd |-
[P I | e 0
[_From Pay vear =] [oee] B
7o Pay vear 1] [ons] 6]
| = ——— | | &

[

Close || Clear | Go

| Q_ Advanced Search &

Batch ID Last Name First Name D

Displaying 333 rows.

Pay Year Pay ID Pay Number Sequence Disposition Comments
Walker Johnathan 99887766 2015 8D 1 (] 70, Complete =
Walker Johnathan 99887766 015 ) 12 0 70, Complete

Walker Johnathan 90887766 2015 8D 13 (] 70, Complete

Walker Johnathan 99687766 2015 8D 14 (] 70, Complete

Walker Johnathan 99687766 2015 8D 15 0 70, Complete

Walker Johnathan 99887766 2015 BD 17 o 70, Complete

2. The first pay period will display in a new window. The other pay periods can be viewed and selected in the Pay

Period & Earn Codes box.

Use the down arrow || ¥ || to display the other selected pay events

% Refresh & o]

X More Actions ~ % Close

J Labor Redistribution Actions

w Pay Periods & Ea

2015 BD 11, Sequenc

2015 BD 11, Sequence 0 I
2015 BD 12, Sequence 0

2015 BD 13, Sequence 0
2015 BD 14, Sequence 0

Johnathan Walker
Current Distributions @
COA Index Fund Orgn Account Program Additional Components | Hours Percent | Amount
D 115295 6202 2260 135 16 100 617.81

2015 BD 15, Sequence 0

3. Select

in the upper right corner to edit the labor distribution

2 Refresh &l

J Labor Redistribution Actions x More Actions ~ 3 Close

Johnathan Walker

W Pay Periods & Earn Codes

2015 8D 11, Sequence 0 | v
2015 BD 11, Sequence 0 |

2015 BD 12, Sequence 0
2015 BD 13, Sequence 0
2015 BD 14, Sequence D

Current Distributions @
COA Index Fund Orgn Account Program Additional Components | Hours Percent ‘ Amount
D 115295 65202 2260 135 16 100 617.81

2015 BD 15, Sequence 0

4. To make the same change to all records (including all earnings codes), click the Change All checkbox.

(P} Project (C) Cost

COA: D PostingDate [oct 02,2015 |
Index Fund Organization Account | Program \ Ho oont \ Amount
v | ] ‘115295 ] 6202 .| 2260 el [135 16 100 s17.81] [%]
(&) Activity (L) Location

5. Update the distributions following instructions included in a prior section.

14




Find Replace

1. Once the search has completed and the pay periods are displayed, two options appear at the bottom of the page:
Find Replace and Additional Criteria. Click on Click Find and Replace. A new window will be opened.

ey or Superuser ——
Search Descriptions: 1D = 99887766 |Z|
—IM Displaying 333 rows.
| Batch ID | Last Name | First Narme jix} & | Pay Year Pay ID Pay Number Sequence Dispasition | Comments |
Walker Johnathan DOBB7766 2015 ED 10 2 48, Pre-Approve Update H -
Walker Johnathan ‘DOBRTTEE 2015 ED 11 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 12 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 13 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 14 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 15 1] 70, Complete
Walker Johnathan DOBB7766 2015 ED 17 a 70, Complete
Walker Johnathan 09BE7766 2015 BD 18 [u] 70, Complete
Walker Johnathan DOBB7766 2015 ED 20 a 70, Complete
Walker Johnathan 09BE7766 2015 MD 1 [u] 70, Complete
Walker Johnathan DOBB7766 2015 MD 2 a 70, Complete
Walker Johnathan 09BE7766 2015 MD 3 [u] 70, Complete
Walker Johnathan DOBB7766 2015 MD 4 a 70, Complete
Walker Johnathan ‘DORRTTEE 2015 MD 5 1] 70, Complete
Walker Johnathan DOBB7766 2015 MD & a 70, Complete
h Items @] Walker Johnathan 99BAT7ER 2015 MD 7 0 70, Complete
Walker Johnathan DOBB7766 2015 MD B a 70, Complete
Walker Johnathan 09BE7766 2015 MD El [u] 70, Complete =)

2. Enter the values to be replaced in the Find section.

Enter the new values in the Replace With section.

Find and Replace

COA: |D |~ Posting Date: |Oct02, 2015 =
Find

Index Fund Omgn Account Program
[ =] 15295 |u [s202 135
‘ ‘Additional Components:  (A) Activity (L) Location (P) Project {C) Cost ‘
Replace With

Index Fund Ongn Account Program
[ oee] 239617 [une 6201 121
‘ Additional Companents:  (A) Activity (L) Lacation (P) Project (C) Cost ‘

Cancel | | save




3. A warning box will appear listing the number of records that will be updated. Click on OK.

! Warning

Transaction completed - 5 sets of labor distributions marked as changed.

4. The current and updated distributions will appear. The first pay period will display in a new window. The other pay

periods can be viewed and selected from the in the Pay Period & Earn Codes box.

Use the down arrow to display the other selected pay events

| v

Search Labor Redistribution Actions ":’. Refresh IS | x Mare Actions= ¥ Close

Johnathan Walker

Current Distributions s

COA | Index | Fund | Orgn | Account | Program | Additional Components | Hours | Percent | Amount

o] 115255 6202 2260 135 16 100 617.81

Updated Distributions

COA | Index | Fund | Orgn | Account | Program | Additional Components | Hours | Percent | Amount

o] 2359617 6201 2260 121 16 100 617.81

ns @]

Bearch
athan Walker

Delete Updatesl Erase l Savel Submit

w Pay Periods & Earn Codes

[ 2015 BD 11, Sequence 0 (Lv J)
-

2015 BD 11, Sequence 0

2015 BD 12, Sequence 0

2015 BD 13, Sequence 0

2015 BD 14, Sequence 0

2015 BD 15, Sequence 0

w Redistribution Details

2015 BD 11, Sequence 0 : A
02-May-2015 - 15-May-2015
Disposition :

70, Complete

Status :

Hours @ 16.00

Amount @ $617.81

Percent : 100.00%
Criginator : LJ
Post Date @ 22-May-2015 1

* Proxy or Superuser

Banner Effort Certification (Release 8.8)

5. Update the distributions following instructions included in a prior section.
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Additional Search Criteria

This option allows you to future refine your selection criteria by searching on earnings codes, funds, accounts, and/or
organization codes.

1. Once the search has completed and the pay periods are displayed, two options appear at the bottom of the page:
Find Replace and Additional Criteria. Click on Additional Criteria.

oy or Superusar
Search Descriptions: ID = 59887766 (%]
Ml Displaying 333 rows.
Batch ID Last Name First Narme jix} & | Pay Year Pay ID Pay Number Sequence Disposition Comments
Walker Johnathan DOBB7766 2015 ED 10 2 48, Pre-Approve Update H |
Walker Johnathan ‘DOBRTTEE 2015 ED 11 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 12 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 13 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 14 1] 70, Complete
Walker Johnathan ‘DOBRTTEE 2015 ED 15 1] 70, Complete
Walker Johnathan DOBB7766 2015 ED 17 a 70, Complete
Walker Johnathan DOBB7766 2015 ED 18 1] 70, Complete
Walker Johnathan DOBB7766 2015 ED 20 a 70, Complete
Walker Johnathan DOBB7766 2015 MD 1 1] 70, Complete
Walker Johnathan DOBB7766 2015 MD 2 a 70, Complete
Walker Johnathan DOBB7766 2015 MD <} 1] 70, Complete
Walker Johnathan DOBB7766 2015 MD 4 a 70, Complete
Walker Johnathan ‘DOBB77R6 2015 MD 5 1] 70, Complete
Walker Johnathan DOBB7766 2015 MD & a 70, Complete
n Items @] Walker Johnathan DOBB7766 2015 MD 7 1] 70, Complete
Walker Johnathan DOBB7766 2015 MD B a 70, Complete
Walker Johnathan DOBB7766 2015 MD g 1] 70, Complete =)
i Find Replace | f Additional Criteria
B —

2. A new window will appear.
Enter the additional search criteria as needed to narrow the selection of pay events.
Note: The Chart of Accounts must be entered as well as one of the elements of the funding string.

Click on OK.

Additional Criteria
Pasition: | ".l Suffix: ‘ ‘ Earning Code: | ...l Effective Date: ‘ ‘l'_dl COA: |D

Index Fund Orgn Account Program
1= R s = N s = N = v N o =

Additional Components:  (A) Activity (L) Location (P) Project (C) Cost

| ClearI | ;@




3. A warning box will appear indicating if any records were found that matched the search criteria.

Click on OK.

! Warning

Transactions found. Please enter the find replace criteria if required,
otherwise click open and the events will display.

4. Click on Open.

o Search 3 Labor Redistribution Actions 2 Refrestl 5 Open x ik
e Person Search
or Superuser

|

| Pay 0

|_To Pay vear

I |
I-]
|_From Pay Year \v”
7]
[

T Q Advanced Search ~

Displaying 333 rows.
Batch ID Last Name First Name D Pay Year Pay ID Pay Number Sequence

Disposition Comments
Walker Johnathan 99887766 2015 BD 1 0 70, Complete -
Walker Johnathan 99887766 2015 BD 12 0 70, Complete
Walker Johnathan 99887766 2015 BD 13 0 70, Complate
Walker Johnathan 99887766 2015 BD 14 0 70, Complete
Walker Johnathan 99887766 2015 BD 15 0 70, Complete
Walker Johnathan 99887766 2015 BD 17 0 70, Complete
Walker Johnathan 99887766 2015 ED 13 0 70, Complete

5. The Current Distribution Window will open.
Only the pay events that match the search criteria will display.

PHep v | [
Effort Certification | | Labor Redistribution ‘ Sign Out

Person Search ‘ ‘ Labor Redistribution Actions r“", Refresh = X Maore Actions= ¥ Close

w Pay Periods & Earn Codes

Johnathan Walker > | 201560 11, Sequence0 | v |

Initiator
D07147-00,Regular Shift 1
Effective 01-Jul-2014
Comments
Current Distributions [
Routing Queus o
COA | Index | Fund ‘ Orgn | Account | Program | Additional Components| Hours | Percent | Amount
o 115295 6202 2260 135 16 100 617.81

w Redistribution Details

6. Update the distributions following instructions included in a prior section.
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