[image: image1.png]GEORGIAF/ZS I

FINANCIAL, INFORMATION & REPORTING SYSTEMS FOR TOMORROW
A Project of the University System of Georgia






Preparing for parallel payrolls on the FC database
1. Predict when time entry will be finished for the combined payroll to be run as parallel and communicate this information to the implementation coordinator. 

2. Do not run the Paysheet Creation process until time entry is complete and the snapshot has been taken.

3. Call the implementation coordinator immediately after time entry is finished so a snapshot of the database can be taken. The database will be unavailable during the time the snapshot is taken.  The snapshot will be placed into HXXXFC and then converted to PS Financials.

4. Any biweekly employee hired during this payroll period with a hire date as something other than the first day of the biweekly pay period will receive the following error message on the Pay Edit report (BORR128A):  “Invalid Deptid; does not match deptid for Job-empl_rcd#/effdt”.  The hours for the employee will not clear pay edit and must be entered manually on the payline.  

5. All transactions made on the production database subsequent to the snapshot must be recorded and entered on the FC database as well.  When entering an account number on a payline on the FC database, remember to use the account number from PS Financials.
6. There is a new menu located under Board of Regents>BOR Payroll.  Choose the “Interface F” menu options after the database has been converted to PS Financials.  Anyone in the model security classes will see only the “Interface F” menu; anyone with access to all panels will see both the “Interface” and the “Interface F” menus and should make sure that the correct process is being run.  When running your interfaces in parallel, be sure to rename the interface files from the production database so that the parallel files won’t overwrite them.
7. The following reports have been modified to incorporate the differences in the new account codes.  These reports are identified on the Reports menu by either “F” or “Fin” after the name of the report.  The reports are Account Distribution Detail – F, Employee Earnings Account Dist – F, Work Study Activity – Date – F, Benefits Billing – FIN.  

8. Off-cycle, on-demand checks processed and confirmed before financials conversion and attached to a Pay Run ID run after conversion to PS Financials will not distribute. To make sure Paycheck Distribution processes these on-demand checks the following steps must be taken:

· Using correction, activate all departments on the Department Table that were used in processing the on-demand checks.

· Using correction, activate all account codes on the Account Code Table used in processing the on-demand checks.

· Using correction, activate the Department Budget Table for FY2002 at the Department Level for the departments used in processing the on-demand checks.  On the Earnings panel, select “Active”.  Enter the sequence number, the default earnings account code (the account code activated in the prior step) and the % of Distribution.  The same should be done for the Deductions and Taxes panel.  Use the same default funding account code on all panels as these will all be changed in the Use>Paycheck Distribution panels after Paycheck Distribution is run. (The default funding account numbers will be changed to the new financials account numbers.)

· Run Paycheck Distribution.  Status should be successful.

· Before running the GL Interface, go to Use>Paycheck Distribution for the employees who received the off-cycle on-demand checks.  Enter the correct account numbers (PS Financials) on the earnings, deductions, and taxes panels.

· After the payroll is complete, inactivate the Department Budget Tables activated in the step above.

· After the payroll is complete, inactivate the Account Codes activated in the step above.

· After the payroll is complete, inactivate the Departments activated in the step above.

9. After converting to PS Financials, reversals of checks issued pre-PS Financials will receive this message in the GL Interface.  “Account Code missing from Account Code Table.  Correct and rerun GL.”  To correct the account numbers, go to Compensate Employees>Manage Payroll Process (U.S.)>Use>Paycheck Distribution and correct the account numbers for the earnings, deductions, and taxes pertaining to the reversal. Save the panel and rerun BORIF01.

10. A retiree payroll must be run during the parallel period.  Before processing this paygroup, please make sure the Department Budget Table for the retiree department (Dept ID 9999999) has valid account numbers entered on the earnings, deductions, and taxes panels.  There cannot be an 18-digit account number with all X's in any of these panels.  There is no longer a translate table in accounting that will change the X values into a valid accounts receivable number.
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