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Step 1: Load / Validate CES Accounting Entries
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

Overview: The Create CES Accounting Lines process will be used to generate liability relief journal entries from the Carrier Enrollment Services “data dump” transactions. Monthly, the Shared Services Center will receive the transaction detail file from ADP and load the PeopleSoft ADP Reconciliation environment. Once the file is loaded institutions are notified that accounting entry creation and reconciliation may begin. 

The CES Accounting line process will generate accounting entries in the PERS_SERV_BOR and HR_ACCTG_LINE tables that can be processed by PeopleSoft Financials and brought into the General Ledger. Additionally, the process will cross walk CES Plans to EV5 deduction codes so that all liability and cash disbursement transactions can be tracked at an employee/deduction code level. In the event a cross walk does not exist, the process will allow users to correct errors prior to populating the accounting lines. Insuring the accounting entry detail reconciles back to the data source.
The following diagram highlights the business process flow for the CES Accounting Entry process:




The following steps outline the process required to load CES Accounting Lines
1) Load and Validate the CES Accounting Lines
2) Correct CES Errors or Mass Correct CES Errors
3) Load Error Corrections
4) Journal Generate, Edit, Budget Check and Post CES Accounting Lines

This process reviews the steps required to Load and Validate the CES Accounting Lines.

Prerequisite: Receive CES Data Dump Load Notification
Related Processes (1): Correct CES Errors
Related Processes (2): Mass Correct CES Errors


Key Tables: BOR_ADP_CES_ERR, BOR_ADP_CES_TMP, BOR_ADP_CES_FAC, PERS_SERV_BOR, HR_ACCTG_LINE



	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

This business process reviews the steps required to Load and Validate the CES Accounting Entries

	Step
	Action

	1. [bookmark: ID0x00000080] 
	Navigate to BOR Menus > BOR Payroll by clicking on the vertical scrollbar

	2. [bookmark: ID0x00000081] 
	Click the BOR Menus link.


	3. [bookmark: ID0x00000082] 
	Click the BOR Payroll link.

	4. [bookmark: ID0x00000083] 
	Click the Retiree Accounting link.

	5. [bookmark: ID0x00000084] 
	Click the Create CES Accounting Entries link.

	6. [bookmark: ID0x00000085] 
	Click the Add a New Value tab.

	7. [bookmark: ID0x00000086] 
	Enter "LOADDARTON" in the Run Control ID field. 

	8. [bookmark: ID0x00000087] 
	Click the Add button.


	9. [bookmark: ID0x00000088] 
	Enter your institution business unit number. For the purposes of documenting the business process....
Enter "70000" in the Business Unit field. 

	10. [bookmark: ID0x0000008A] 
	Enter the appropriate accounting date. Normally, this date would be the last day of the month for which the benefits were accrued.

Once the accounting date is populated, the fiscal year, accounting period and calendar year will be populated.

Note: The accounting date will become the journal date if the accounting period is open in the ACTUALS ledger

For the purposes of documenting the business process....
Enter "08/31/2010" in the Accounting Date field. 

	11. [bookmark: ID0x0000008B] 
	
The cash account entered will be used to balance the accrual relief journal entries created by this process. In most instances, this account will be 118100 or 118500.

For the purpose of documenting the business process....
 
Enter "118500" in the Cash Account field. 

	12. [bookmark: ID0x00000093] 
	The Distribute to GL flag determines whether a transaction will get sent to the general ledger. 

Important: Most likely, institutions will want to disable this option if the CES cash withdrawal has already been recorded manually as a journal entry. Do not double count the benefit payments.

The Process Retirees option includes employees with a status of R, RS, AD and L in the accounting entries. Institutions would want to disable this option when the epop046 process is retired in favor of the new retiree accounting process. This transition is expected to take place during March of 2011.

	13. [bookmark: ID0x0000008C] 
	Click the Save button.


	14. [bookmark: ID0x0000008D] 
	Click the Run button.


	15. [bookmark: ID0x0000008E] 
	Click the OK button.


	16. [bookmark: ID0x0000008F] 
	Click the Process Monitor link.


	17. [bookmark: ID0x00000090] 
	Click the Refresh button.

Monitor the process until the status changes from Queued to Processing to Success. If the process fails, please log a ticket with ITS.


	18. [bookmark: ID0x00000091] 
	Click the Refresh button.


	19. [bookmark: ID0x00000092] 
	Once completed, the Run Status will change to Success and the Distribution Status will change to Posted


	20. [bookmark: ID0x00000018] 
	Click the Go back to Create CES Accounting link.


	21. [bookmark: ID0x00000003] 
	Most likely, some employees / COBRA participants will error out. Retrieve the CES Errors for your business unit to determine if errors exist. The message log for the process will also indicate errors have been encountered.

Note: All errors must be corrected before accounting entries will be created.


Prerequisite: Receive CES Data Dump Load Notification
Related Processes (1): Correct CES Errors
Related Processes (2): Mass Correct CES Errors
End of Procedure.
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