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BENEFIT ACCOUNTING

Benefit Accounting Processes

Benefit Accounting in PS Financials includes the creation of accounting entries
for active employees with benefits.

The Benefit Accounting processes are 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 ITS will load the file in the PeopleSoft Benefits Reconciliation
environment. Once benefit data is loaded, institutions are notified that
accounting entry creation and reconciliation may begin.
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Create Benefit Accounting Entries

Overview: The Create Benefit Accounting Entries process is used to generate liability relief
journal entries from the Carrier Enrollment Services “data dump” transactions.

The Create Benefit Accounting Entries process will generate accounting entries for active
employees in the PERS_SERV_BOR and HR_ACCTG_LINE tables that are processed by
PeopleSoft Financials and brought into the General Ledger. Additionally, the process will
cross walk benefit plans to payroll 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 Benefit Accounting
Entries process:

Benefit Plan to Deduction Code Map
Benefit Deduction Code Mapping

BOR Reconcilation Batch

Data Files received from S5C ADP CES Table Load Create Benefit Accounting Entries
Provided by Carrier Enrollment Services (CES) Supplemental PDR Load  —— Correct Benefit Accig Errors
And Benefits OQutsourcing System (BOS55) Cobra & Retiree Receivables Benefit Mass Error Correction

Compensated Absence Load

l

Pre-
recancilement
Raview

Load and Validate Accounting
Load Errar Corrections
Purge Accounting Entries

Personal Services
Detail

:

Journal Generate
Benefit Acctg, Edit,
Budget Check and

Post

Benefit Recon Errors {Aug-May)
Benefit Reconciliation Detail
Benefit Premium Reconciliation
Report
Create Benefit Faculty Pay Graup Members

Reporting Table 7/5ths Reconciliation Jan-lul
Benefit Cantral Report
Account Pragression Repart
Benefit Detail Transactions
Benefit Process Audit

Perfarm
Reconcilement
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Procedure

The steps required to Create Benefit Accounting Entries are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Create Benefit Acctg Entries

Click the Add a New Value tab to create a new Run Control ID.

Enter "create_benefit_acctg" in the Run Control ID field.

4, Click the Add button.
Add

Favorites = | Main Menu~=» BOR Menus = » BOR Payrall = » Benefit Reconciliation = » Beneft Accounting = » Benefit Processes = » Create Benefit Acctg Entries

ORACLE

Create Benefit Acctg Entries

Find an Existing Value || Add a New Value

Run Control ID: create_benefit_acct -Yn

Add

Find an Existing Value | Add aNew Value

Benefit Reconciliation User Guide
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Step Action
5. Enter the institution business unit number in the Business Unit field.
6. Enter the date in the Accounting Date field. 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 auto-populate.

Note: The accounting date will become the journal date in the ACTUALS ledger at
the time this process is run. All benefit reconciliation processes should be
completed and journals posted before the accounting period is closed for efficient
benefit reconciliation of GL accounts.

7. Enter the appropriate account in the Cash Account field.

Note: Best practice is to use the ADP Clearing-Benefits liability account 229900.
Since the process is run in one accounting period and the benefits impound is in a
subsequent accounting period, using the benefits liability account 229900 instead
of institutional cash account reduces impact on bank reconciliation for the

institution.

8. Distribute to GL check box is on. The Distribute to GL flag determines whether
a transaction will be sent to the general ledger

9. Process selection is “Load and Validate Accounting”

10. Click the Save button.

B save

11.

@)

lick the Run button.

12. Click the OK button.

(o ]

13. Click the Process Monitor link.

Benefit Reconciliation User Guide
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Favorites = | Main Menu~ > BOR Menus = > BOR Payroll = > Benefit Reconciliation = » Benefit Accounting = > Benefit Processes = » Create Benefit Acctg Entries
ORACLE’
Create Benefit Accounting Entries
Run ControlID create_benefit_acctg Report Manager  Process Monitor Run
Processing Parameters
Business Unit (71000 @, Georgia Perimeter Callege
Accounting Date |12/31/2014 [
Cash Account 229900 Q’s ADP Clearing - Benefits
Fiscal Year 2015 Period f CalendarYear 2014
Distribute to GL
Process |LoadandVahdateAccounting v|
[5] save | |G RetuntoSearch ||t PreviousinList ||#2 NextinList ||[Z] Notify Eh Add Update/Disnlay

Benefit Reconciliation User Guide
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Step

Action

13.

Once the process monitor indicates this process is complete any mapping errors must
be corrected before accounting entries may be created and journal generated.

Note: When mapping errors exist the process monitor will show the run status as
“Warning”. If no mapping errors exist the run status will show as “Success”.

Favorites~ | Main Menu~ > BOR Menus ~ » BOR Payroll = > Benefit Reconciliation ~ » Benefit Accounting = » Benefit Processes = » Create Benefit Acctg Entries

ORACLE

Process List | Server List

View Process Request For

UserID OITHCCARLE,

Sewer Name
Run Status

Process List

Select Instance Seq. Process Type

6385488
6385480
f385479
6385473
6385471
6385465

Application Engine
Application Engine
Application Engine
Application Engine
Application Engine
Application Engine

(0 back to Create Benefit Acctg Entries
[Z] Save | =] Notify

Process List | Server List

Type|

v :

01 Instance fo

Distribution Status Save On Refresh

Persanalize | Find | View Al | 2| &

Process Name  User Run Date/Time

BOR_CESACCT ONTMCCARLEY 011212015 3:25:02PM EST
BOR_CESACCT OITMCCARLEY 0112/2015 2:5223PM EST
BOR_CESACCT ONTMCCARLEY 011212015 Z44:47PW EST
BOR_CESACCT OITMCCARLEY 0112:2015 2:19:37PM EST
BOR_CESACCT ONTMCCARLEY 011212015 Z07:30PMEST
BOR_CESACCT ONTMCCARLEY 0112/2015 Z00:20PM EST

Benefit Reconciliation User Guide

Run Status

Warning
Success
Success
Success
Success

Success

Refresh

Distribution
Status

Posted
Posted
Posted
Posted
Posted
Posted
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Load Benefit Error Corrections

Overview: Once error correction is complete, the Create Benefit Accounting Entries process has
to be executed again in order to load the error corrections. The Load Error Corrections process
will extract corrected transactions from the BOR_ADP_CES_ERR table and insert them into the
BOR_ADP_CES_TMP table. If all errors are corrected, PERS_SERV_BOR and HR_ACCTG_LINE will be
populated with balanced accounting entries.

As discussed in the Load / Validate Benefit Accounting entries, the following steps outline the
process required to create Benefit Accounting Lines:

1) Load and Validate the Benefit Accounting Lines

2) Correct Benefit Errors or Benefit Mass Error Correction

3) Load Error Corrections

4) Validate Benefits Data Load

5) Journal Generate, Edit, Budget Check and Post Benefit Accounting Lines

This process reviews the steps required to Load Benefit Error Corrections.
Prerequisite: Load / Validate Benefit Accounting Lines

Related Processes (1): Correct Benefit Errors
Related Processes (2): Benefit Mass Error Correction

Benefit Reconciliation User Guide
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Procedure

The steps required to Load Error Corrections are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Create Benefit Acctg Entries.

Enter the institution business unit in the Business Unit field.

Enter "create_benefit_acctg" in the Run Control ID begins with field on the
Find an Existing Value tab. (use the same run control ID used to create benefit
accounting entries).

Note: The Run Control ID begins with field may be left blank to search for
all values.

4, The Accounting Date field should be pre-populated with the current benefit
accounting entries load date.

5. The Cash Account field should be pre-populated with the account used in the
current benefit accounting load.

6. Fiscal year, Period and Calendar year fields should be pre-populated from
the current benefit accounting entries load date.

Distribute to GL check box is checked on.
Process selection is “Load Error Corrections”.
Note: This should be pre-populated if all errors have been corrected.

9. Click the Save button.

10. Click the Run button.

11. Click the OK button.

12. Click the Process Monitor link.

13. To validate that the data successfully loaded run the Personal Services Detail
query on the appropriate date range and account range for current reconciling
period. Select all or one Empl ID to validate data processed accurately. Use the
wildcard % for Transaction Code.

Benefit Reconciliation User Guide
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Favorites =

Main Menu = > BOR Menus = > BOR Payroll = > Benefit Reconciiaion = > Benefit Accounting = > Benefit Processes + » Create Benefit Accty Entries

ORACLE

Create Benefit Accounting Entries

Run Control D create benefit accty Report Manager ~ Process Hontor i

Processing Parameters
BusiessUnit - 11000 %, Georga Pemete Colege

ecounting D 12312014 [

Cashhccount 29900, ADP Cleang - Benefts

Fiscal Year 015 Period G CalendarYear 2014

VIDistribute to 6L

Procass | Load Error Comections v

i Sae [ RewmioSeach 7 Pevsilit 4 Nedinlit (<] Moty G A |3 Uty

Benefit Reconciliation User Guide
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Purge Benefit Accounting Entries (optional)

Overview: In the event there is a need to start the accounting entry process over again, the
Purge Benefit Accounting Line Creation process allows users to purge all transaction tables
for a given business unit and accounting period.

Prerequisite: Load / Validate Benefit Accounting Lines
Prerequisite: Benefit Accounting Error Correction
Related Processes: Benefit Mass Error Correct
Related Processes: Delete CES Journal (if created)

Benefit Reconciliation User Guide
© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Procedure

The steps required to Purge Benefit Accounting Lines are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Create Benefit Acctg Entries

2. Enter the institution business unit in the Business Unit field.

3. Enter "create_benefit_acctg" in the Run Control ID begins with field on the
Find an Existing Value tab. (Use the same run control ID used to create benefit
accounting entries.)

Note: The Run Control ID begins with field may be left blank to search for all
values.

4, The Accounting Date field should already be pre-populated based on the
accounting entries loaded and errors corrected.

5. The Cash Account field should be pre-populated with the account used in the
current benefit accounting load and error correction load.

6. Fiscal year, Period and Calendar year fields should be pre-populated from
the current benefit accounting entries load date.

Distribute to GL check box is checked on.

8. Click the Process Purge Accounting Entries list item.
| Purge CES Accig Entries v|
Note: All errors must to be corrected before accounting entries will be created.

9. Click the Save button.

10. | Click the Run button.

Run
11. | Click the OK button.

Benefit Reconciliation User Guide

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Favorites »

Main Menu~ » BOR Menus * » BOR Payroll * » Beneft Reconciiation  » Benefit Accounting = » Benefit Processes + » Create Beneft Accig Entries

ORACLE

Create Benefit Accounting Entries

Run Control ID purge_acctq_entries Report Manager  Process Monitor Run

Pracessing Parameters
Busingss Unit 72000 QJ East Georgia State College
Accounting Date 100312014 |5

CashAccount 229900 'DJ ADP Clearing - Benefits

Fiscal Year 2015 Period 4 CalendarYear 2014

VI Distrbute to 6L

Process ‘ Purge Accounting Entries v‘

) save || RetumtoSearch 1] Previous in List Nedinlist (=] Notfy B Add |2 Updemiena)

Benefit Reconciliation User Guide
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Step Action

12. Click the Process Monitor link.

13. | Once the purge process successfully completes, the Create Benefit Accounting
Entries process may be started again.

Favores+  Main Menu~ > BOR Menus * > BOR Payroll > Benefit Reconcilation + » Benefit Accounting * » Benefit Processes + » Create Benefit Acctq Enfries > Process Montor

ORACLE

ProcessList ~ ServerList

Viiw Process Request For

UserOTICCRLEN,  Tye Vs v 0 [ v Refes

Sewer Hlame [, Instance fo
mosans] V| Ditton St Sa 0 Refsh

Process List Persona\ize\FmdlviewAH\lmlm st 3013 Last
Select Instance  Seq. Process Type Process Hame  User Run Date/Time Run Status z\t::]\:uhon Details

6387577 Application Engine BOR_CESACCT CATMCCARLEY 020202015 207 Z7PM EST Success  Posted  Defals
6387576 Application Engine BOR_CESACCT CHTMCCARLEY (020220151Z0952PMEST  Success  Posted  Defalls
6387575 Application Enging BOR_CESACCT CHTMCCARLEY (02022015120404PMEST  Waming  Posted  Defalls
(0 backto Create Bengft Accto Entries
i Sae | =] Notfy

Pracess List | Sener List

Benefit Reconciliation User Guide
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Benefit Error Correction

Overview: The Benefit Error Correction component is used when an institution needs to
correct invalid deduction plans, fund codes or account codes created during the Create
Benefit Accounting Entries process. Benefit Accounting Errors typically occur during the
mapping process from the benefit plan to the payroll deduction. In most instances, the
Benefit Accounting Entry process successfully completes the mapping activity, however,
there may be instances when the benefit plan and deduction code mapping is incomplete or
the benefit election table is out of sync with the online benefit enrollment. In those instances,
error correction is required in order to account for all benefit payments.

The mapping process logic is as follows:

1) Select the payment made by benefit plan

2) Derive the deduction codes associated with the benefit Plan

3) Review the benefit elections to determine what deduction code is associated with the
employee

4) Review the deduction class table to determine the fund and account associated with the
deduction code

Once all errors have been corrected, The Benefit Accounting Entry process must be
executed again to load the corrections and generate the accounting entries in
HR_ACCTG_LINE and PERS_SERV_BOR

Benefit Reconciliation User Guide
© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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The steps required to correct Benefit Accounting Errors are:

Step

Action

1.

Navigate to BOR Menus > BOR Payroll >Benefit Reconciliation > Benefit
Accounting > Benefit Process > Benefit Acctg Error Correction.

Enter the institution business unit in the Business Unit field.

Click the Search button to view mapping errors.

In order to view deduction codes associated with benefit plans,
Click the View Plan button.

&

A new window will be displayed. Once the value needed to correct the errors has
been obtained (Copy/paste may be used), close the window.

Enter/paste the appropriate deduction code in the Deduction Code field. Once
the value is entered in the Deduction Code field, PeopleCode will be executed to
retrieve the fund code and the account value.

Note: Once populated, institutions have the ability to override the account value.

If an institution is unsure of the correct Deduction Code to use, the benefit
elections can also be displayed from the Benefit Acctg Error Correction
component. In order to view benefit data,

Click the View Winflex button.

=

A new window will open. Review the benefit election and determine the correct
deduction code to use in the Benefit Acctg Error Correction component
(Copy/paste may be used), close the window.

Once the value entered in the Deduction Code field, PeopleCode will be executed
to retrieve the fund code and the account value.

10.

Repeat these steps until all errors are corrected. Save the panel.

Note: In order for the Benefit Accounting Entries to be created, the Error Status
should be None for all distribution lines.

Benefit Reconciliation User Guide

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Benefit Accounting Error Correction (before error corrections)

Famrtes=  Main Menu = > BOR Menus ~ * BOR Payroll = » Benefit Reconcifiation ~ * Beneft Accounfing ™ » Benefit Processes = » Benefit Acctq Emor Corection

ORACLE

Benefit Accounting Error Correction

Business Unit 71000 Transaction D

Line Number  Empl I

1 b
2 b}
3 531
1 biie
5 50
i 5301
7 )
8 53
y B4
1 53
EEEL

Employee
stitus

Ao
Hiie
il
Hiig
Aciive
Aive
4eie
Hiig
Aciive

Aeiive

View
Winflex

Q

Name

o 00 e 000 00

Benefit Plan
n

Bt
B0t
D04

HIB

0000005356 Joumal Date 123122014 UserlD  OITMCCARLEY

View Plan

e A Y N I < N J <)

Tye

Emplayer Debit
Employer Debit
Employee Dedit
Emplayer Dedit
Employee Dedit
Employee Dedit
Employee Dedit
Emplayee Dedit
Employee Debit

Employee Dedit

“Deduction
Code

5 5 5 "l =}

5

Descripfion

. *Fund
‘Acoount Code

=i~~~ =
ol i i i Sl )

r<]
o~

Benefit Accounting Error Correction (after error corrections)

Personalze | Find | ViewAll | a &
Coverage Period  Coverage Effective
Dat

Monetary Amount
11480 12012014
11480 1012014
49630 12012014

ET2060 12012014
263000 12012014
5330 12012014
2270 12012014
4100 12012014
8570 12012014
14380 12012014

Home

32014
32014
202014
2020
2
2
22014
2020
20
2

Wondist ~ Agd o Favortes

e Window | Help | Personalize Pz

Fist & #0070 ¥ Last

Coverage Run Date: Error Status

12012014
12012014
12012014
12012014
12012014
12012014
12012014
12012014
fann014
12012014

Favortes MainNenur » BOR Menus + » BOR Payrol * / Beneft Reconciaton * » Beneff Accounting * ) Beneft Processes ) BenefitAcctg Emor Corection

ORACLE

Benefit Accounting Error Correction

BusinessUnit 71000 Transaction D

Line Number  EmpliD

1 i)
2 pit
3 5319
4 78
§ 30
[} 532
1 2
8 LX7A]
9 i
10 535

i Sae | =] Ny

Employee

View
Vinflex

]

lame

50 O 0 0 0 0 00

6 Joumal Date 123172014 UserlD

Benefit Psn

BIt4

B4
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OITHCCARLEY

View Plan

< < A < I~ IR - - I - i - -}

Tyve

Employer Debit
Employer Dedit
Employee Debit
Emplojer Debit
Employes Debit
Employee Debit
Employes Debi
Employee Debit
Emplojee Debit

Employes Debi

*Deduction Code *Account  *Fund Code Description

OOKSPR

0OKSPe

= A

=

=]

2306 O 52000 O EmprPR it BascLieRegend
| (235051 ‘3\ 62000 ‘3.. Empr PR Liab-Basic Lie-Regent
, 26912 & 52000 & PayDed-Denta-Deta

, 26005 Q@ 62000 Q, EmprPRLi-Kaiser O

| 2006 @ 62000 Q PayDed-KaserHMO

, 26974, 52000 Q, PayDed-Long-Tem Disabidy
2553 62000 & PayDedSupp L ADD Regents
, 26052 52000 Q, pay DecDependent LieRegerts
206077 Q52000 & PayDect Shor Tem Disaii

, 26978 @ 52000 & PayDed- Goop Visin

Home | Workis! | AddtoFarres

Sign out

New i | Help| PersonalzePage |

Personaize | Find | Viewl | 2|8 i

i 4

000 La

Monetary Amount Coverage Period Date Coverage Effective Date Coverage RunDate Error Status

1430 12012014
11480 1042014
40620 1201204
572060 12012014
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Benefit Mass Error Correction

Overview: Benefit Mass Error Correction utility is used when an institution has a number of
deduction plans, fund codes or accounts in error that have similar characteristics. Using this
page prevents institutions from updating lines one transaction at a time.

Benefit Accounting errors typically occur during the mapping process from the benefit plan
to the payroll deduction. In most instances, the Benefit Accounting Entry process
successfully completes the mapping activity. However, there may be instances when the
benefit plan and deduction code mapping is incomplete or the benefit plan is out of sync with
the online benefit enrollment. In those instances, manual correction is required in order to
account for all benefit payments.

The mapping process logic is as follows:

1) Select the payment made by benefit plan

2) Derive the deduction codes associated with the benefit plan

3) Review the benefit elections to determine the deduction code associated with the
employee

4) Review the deduction class table to determine the fund and account associated with the
deduction code

Once all errors have been corrected, the Benefit Accounting Entry process must be
executed again to load the corrections and generate the accounting entries in
HR_ACCTG_LINE and PERS_SERV_BOR

Benefit Reconciliation User Guide
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Procedure

The steps required to perform Benefit Mass Error Correction for the Benefit Accounting Entry
interface are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Benefit Mass Error Correction.

Favorites~  MainMenu= > BOR Menus = » BOR Payroll = » Benefit Reconciliation = > Benefit Accounting = > Benefit Processes = > Benefit Mass Error Carrection

ORACLE

Benefit Mass Error Correction

“Business Unit Geargia Perimeter Callege

Selection Criteria

BenefitPlaniD | 2 View Plan
Record Type | Employee v
Update Values
*Deduction Code ’—
Fund Code ’—
Account ’7
Statistics
Total Errors 10 Rows to Update 0 Update Benefit Errors

Benefit Reconciliation User Guide
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Step Action

2. Enter the institution business unit in the Business Unit field.

3. Once the business unit field is populated, tab out of the field. This will execute the
logic necessary to enable the Benefit Plan ID field.

4, The Benefit Plan ID prompt is limited to the benefit plans that contain errors in
the Benefit Accounting Error table. When no plans are available, the institution can
assume all errors have been corrected

Look Up Benefit Plan 1D

Search by: |Beneﬁt Plan ID V|hegms with

Adfanced Lookup

Search Resufts

View 100 First \1 18078 \p | Last
Benefit Plan ID Description

B014 WMinnesota Basic Life w/AD&D
D024 Delta Dental Base Option

HO18 Kaiser HVIO

L043 WetlifeLong Term Disability

NO45 Minnesota SEL w/AD&D-2x SAL
P039 WMinnesota Spouse Life

5054 WMetLife Short Term Disability
V029 EyeMed Vision

Benefit Reconciliation User Guide
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Step Action

5. Select the first Benefit Plan ID in the error list. The plan description populates
once a Benefit Plan ID has been selected.

6. Click the View Plan link. The View Plan hyperlink may be utilized if an institution
is unsure which deduction codes are associated with a benefit plan. A new
window will open and the Benefit Plan to Deduction Code mapping component
will be displayed (copy/paste may be used), close the window.

7. Enter/paste the appropriate deduction code in the Deduction Code field. Once
the value is entered in the Deduction Code field, PeopleCode will be executed to
retrieve the fund code and the account value.

8. The Record Type field is used to distinguish between Employee and Employer
transactions. Accounting for employee benefit liabilities is different based on the
type of record. Employee liabilities are in a range beginning with 22XXXX accounts.
Employer liabilities are in a range beginning with 235XXX accounts.

Look Up Deduction Code x

Help

Search by~ | Deduction Code W |begins wilhl:l ~

Search Results

Only the first 300 results can be displayed.

View 100 First (4 1-3000f300 [} Last
Deduction
Code
00AAUP Amer Assoc of Univ Professors
00ACTR Accounts Receivable

00ADEA Minnesota Life AD&D

00ADM AD&D - MetLife

00AFLC AFLAC Insurance

00ALUM Alumni

00ATHL Athletics

00BCCA Blue Choice HMO Consumer Choic
ooBCCB Blue Chaice Cons Choice

00BCHA Blue Choice HMO

00BCHB Blue Choice HMO

00BCHC Blue Choice HMO

00BCHD Blue Choice HMO

00BLIA Minnesota Basic Life-After Tax
00BOND US Savings Bonds

00CAPI Capital Campaign/Annual Giving
00CHAR State Charitable Contribution
00CLFA Minnesota Child Life-AfterTax
00CLFC Cigna Child Life

00COM Mabile Phone/PDA

00CRED Credit Union

00DDBA Delta Dental Base Opt-AfterTax
00DDBB Delta Dental Base Opt-BeforeTx

ANNNH A Minltn Nental Hink Oint AffarTae

Description

Benefit Reconciliation User Guide
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Favorites ~ Main Menu~ > BOR Menus = > BOR Payroll = > Benefit Reconciliation + > Benefit Accounting = > Benefit Processes = > Benefit Mass Error Correction

ORACLE

Benefit Mass Error Correction

“Business Unit Georgia Perimeter College

Selection Criteria

Benefit Plan ID  |B014 <, Minnesota Basic Life w/AD&D View Plan
Record Type Employer v
Update Values
*Deduction Code  |00BLIA |4, Minnesota Basic Life-After Tax
Fund Code 62000 | Agency-Payroll Operations
Account 235951 <, Empr PR Liab-Basic Life-Regent
Statistics
Total Errors 10 Rows to Update 2 Update Benefit Ermars

Step Action

9. Once all values are populated the system is ready to update the errors.
Click the Update Benefit Errors button.
| Update CES Errors |

10. | Ifthe update is successful, the institution will be transferred back to the Mass Error
Correction page in order to correct another series of errors.

11. | To verify no errors exist click the Correct Benefit Acctg Errors link.

12. | Enter the institution business unit in the Business Unit field.

13. Click the Search button.

14. | Verify the updates have taken place and no other errors need correcting by checking
the error status column. “None” will be populated for all corrected errors.

Benefit Reconciliation User Guide
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Fajres N ) BORNenus* ) BOR Payol ) Benet econczton * Bt Aonuing* ) e Prvese ) e Aucg ErCoreion
Fome Wt AdfFandss  Signout

ORACLE

Ve Vi e Pz

Benet Ausounting Emr Goection
ushess U 7000 Trnschin  OOUO0ERSS  Joumal e 1204001% UserD  OITCCARLEY

Pestaz | o Ve B it 000! L
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e
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Journal Generate Benefit Accounting Entries

Overview: Institutions can create journal entries in the General Ledger once the benefit
accounting entries have been created, errors corrected and data validated. An accounting
entry definition has been created (PYRLCEDEF) to isolate the Benefit Accounting Entries.
Benefit journal entries can be identified by the Journal ID Mask of CES and a journal source
of PAY.

Note: The creation of these entries will not be included in the nightly batch schedule as
institutions expressed a desire to run the process on demand.

Prerequisite: Load / Validate Benefit Accounting Lines

Prerequisite: Load Error Corrections

Prerequisite: Run the Personnel Services Detail query to validate data
Related Process: Journal Edit, Budget Check and Post

Benefit Reconciliation User Guide
© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Procedure

The steps required to create the Benefit Accounting journal entries are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Jrnl Generate Benefit Acctg

2. Click the Add a New Value tab.
Enter "JRNL_GEN_BENEFIT_ACCTG" in the Run Control ID field.

4. Click the Add button.

Add

5. Journal Processing Options are institution specific. Generally Edit and Budget
Check boxes are checked on, but NOT Post.

6. Click the Always option on for Processing Frequency
Enter the institution SETID in the SetID field.
Enter/Select "PYRLCEDEF" in the Accounting Definition Name field.
Note: The creation of a new accounting entry definition prevents any other
journal generation process from picking up benefit accounting lines.

9. Enter the institution business unit in the Application Business Unit field.

10. Enter “ACTUALS” in the Ledger Group field.

11. Enter “PAYROLL_CE” in the Template field.

12. Enter “Specify Date” in the From Date Option field.

13. Enter the begin date of the month the benefit acctg data loaded in the From Date
field.

14. Select “Specify Date” in the To Date Option field.

15. Enter the end date of the month the benefit acctg data loaded in the To Date field.

16. Click the Save button.

17. Click the Run button.

18. Click the OK button.

Benefit Reconciliation User Guide
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Favorites

ORACLE'

Generate Journals Request

Run Control ID JRNL_GEN_BENEFIT ACCTG ~ Report Manager

Journal Processing Options

Edit Budget Check

Process Request Parameters
Process Frequency
O once
® Always
(O Don'tRun
Application Business Unit|71000 '31
Ledger Group ACTUALS @,
Template PAYROLL CE (@,

*From Date 0ption| Specify Date

“To Date Option | Speciy Date

Process Monitor
[ Post
v/
v/

Leave a field blank to select allits values.

|7 Save | =] Nofify | £* Refresh

Benefit Reconciliation User Guide

Main Menu~ > BOR Menus ~ > BOR Payroll ~ > Benefit Reconciliation = » Benefit Accounting ~ » Benefit Processes ~ > Jml Generate Benefit Acctg

Run

Find | ViewAl  First &' 101} Last

Request Number 1 i] :]
*SetiD 74000 @,

*Accounting Definition Name PYRLCEDEF QJ

From Date 120112014 [
ToDate 12312014

Th Add | J Update/Display

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Step Action
19. Click the Process Monitor link.
[Process Monitor]
20. Click in the Details column of the completed journal generate process.
Favorfes~  MainMenu~ > BOR Menus * > BOR Payroll * > Beneft Reconciliafion ~ > Beneft Accounting ~ > Benefit Processes + » Jl Generate BeneftAccly > Process Monitor
Home ~ Woi
ORACLE
New

ProcessList  Sewer List

View Process Request For

UserD OTMCCARLEYD,  Type | v Lz vl 1 Refiesh

Server Name (@ Ingtance to
Rneus V| Dol s ) Swe OnReesh

Process List Pasoraize | Fin | Viewl| 2 |Q Fist 4 18078 Y Last
Select Instance Seq. Process Type ProcessName ~ User Run DateTime Run Status 2:::[:?““0'1 Details

6385570 Application Engine FS_JGEN BOR  OITMCCARLEY ~ 01A3/2015 1.37 44PMEST Success  Posied  |Details

6385546 Application Engine BOR_CESACCT  OITMCCARLEY 011312015 8:53 28AMEST Success  Posted  Defails
6385488 Application Engine BOR_CESACCT  CITMCCARLEY  01/1212015 3:2502PMEST Wamng ~ Posted  Delals
6385480 Application Engine BOR_CESACCT ~ OITMCCARLEY  01/1212015 252 23PMEST Stccess  Posted  Deals
6385479 Application Engine BOR_CESACCT  CITMCCARLEY ~ 01/1212015 24447PMEST Stccess  Posted  Deals
6385475 Application Engine BOR_CESACCT ~ CITMCCARLEY ~ 01/1212015 249:37PMEST Stccess  Posted  Deals
6385471 Application Engine BOR_CESACCT  CITMCCARLEY ~ 01/1212015 207 30PMEST Stcess  Posted  Dealls
6385465 Application Engine BOR_CESACCT ~ OTMCCARLEY ~ 01/1212015 2000PMEST Stccess  Posted  Detalks

(0 back fo Generate Joumals

5 Sae | (=] Nofy

Benefit Reconciliation User Guide
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Step | Action

21. | Click the Message Log link.

Process Detall

Process

Instance 6385570 Type: Appication Engine

Name FS_JGEN BOR Description FS_JGEN BOR
Run Status Syccass Distribution Status Posted

‘ ‘ Update Process

Run Control ID JRNL_GEN_BENEFT ACCTG  Hold Request
Location Sgryer () Queue Request
() Cancl Request
() Delete Request
" Restart Request

Server PSUNX

Recurrence

Date/Time ‘ ‘ Actions

Request Created On 01/13/2015 1:3757PMEST Parameters Transfer
Run Anytime After 01/13/2015 1:37 44PMEST Message Log View Locks
Began Process At 01/132015 1:38:21PMEST Batch Timings
Ended Process At 0111312015 1:40:18PM EST View Log/Trace

Y 1r——1
%}

Benefit Reconciliation User Guide
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Step | Action

22. | Review the message log. There should be a message stating 1 journal entry has been
created. The journal number and date should be shown.

Note: Go to Main Menu > General Ledger > Journals > Journal Entry > Create/Update
Journals to review, submit and print journal.

Message Log

Process

Instance: 6385570 Type: Application Engine
Name: FS_JGEN_BOR Description: FS_JGEN BOR

personalze | Fnd | Vewal | 20| B Pt 1130113 % Las
Severity Log Time Message Text Explain

Journal Generator processing has begun 2015-01-13-
13.38.24.000000.

Request 1 complete 2015-01-13-13.39 57.000000. 1 Journals ;
created.

o, Interunit assignment processing has begun 2015-01-13- ;
B 13.39.57.000000.

10 1:3624PM

1:39.57PM

1U Assignment updated for joumal 71000 CES0130316 2014- .
e

1:39:57PM

1-3957PM U Assignment processing complete.
1:39:59PM Nomore requests. Joumal Generator calling Journal Edit.

WARNING: UNABLE TO PERFORM COMMIT - FORCING USE ’
OF BASE TABLE FOR COMB_PRJ_TAO

14008 Commitment Corro BudgetProcessng as begun

s Request Statistics Documents Processed: 1, Errors: 0, ’
0GR Wamings: 0

1:40:03PM

T4046PM Commitment Cortiol Budget Processing Complete

s Journal Generator processing complete 2015-01-13- ’ v
140:16PM 1240 44 NANAAN Explain
)

Benefit Reconciliation User Guide
© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Build Benefit Reconciliation Reporting Table

Overview: The Benefit Reconciliation Report Build process extracts benefit liability accruals
and payments into two temporary tables from the PERS_SERV_BOR table. Queries and
reports have been created to give institutions quick access to identify and correct differences
between benefit enrollment and payroll deductions. Institutions should run the process after
all payroll related accounting transactions have been processed each month. In the event an
institution is behind in reconciling, multiple months may be reconciled at one time.

Prerequisites: Payroll to GL interfaces for reconciling month are complete.
Prerequisites: Benefit Accounting processes for reconciling month are complete.

Benefit Reconciliation User Guide
© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Procedure

The steps required to build the Benefit Reporting Table are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Create Benefit Reporting Table
2. Click the Add a New Value tab to create a new Run Control ID.
3. Enter "create_reporting _table" in the Run Control ID field.
4. Click the Add button.
Add

Favorites»  Main Menu~ > BOR Menus * > BOR Payroll * » Benefit Reconciiation * > Benefit Accounting * » Benefit Processes * » Create Benefit Reporting Table

ORACLE

Create Benefit Reporting Table

Find an Bxisting Value | Add a New Value

Run Control ID: create_eparting_table H

Add

Find an Bxising Value | Add 2 New Value

Benefit Reconciliation User Guide

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Step Action

5. Enter the institution business in the Business Unit field.

6. The begin and end dates filter the payroll transaction activity extracted from
PERS_SERV_BOR. Logically, the begin date should be the first day of an accounting
period and the end date should be the last day of an accounting period.

Note: Institutions have the ability to reconcile multiple months of data at one
time; however it is recommended institutions reconcile monthly.

7. Enter the first day of the reconciling month in the Begin Date field.

Enter the last day of the reconciling month in the End Date field.

9. Click the Save button.

10. Click the Run button.

Run
11. Click the OK button.

Favorites~ | MainMenu~ > BOR Menus ~ > BOR Payroll * > Benefit Reconciliation » » Benefit Accounting = » Benefit Processes » > Create Benefit Reporting Table

ORACLE

Create Benefit Reporting Table

Run Control |

Processing Parameters

Business Unit (71000 |3,

D create_reporting_table Report Manager  Process Monitor Run

Georgia Perimeter College

Beqgin Date 090012014 |5

End Date 09/3012014 |

5 Save

| & Add | | Update/Display

Benefit Reconciliation User Guide
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Step Action

12. Click the Process Monitor link.

13. Note: This process can complete with a Warning status. The warning status
indicates there are variances in the reconciling process. These errors are reported
in the reconciliation queries and reports.

Favortes+  MainMenu« » BOR Menus * » BOR Payroll * » Benefit Reconciliation = » Benefit Accounting * » Benefit Processes = » Create Benefit Reporfing Table > Process Monitor

ORACLE

Process List | Server List

View Process Request For

UserDDITHCCARLEYY,  Type | v Las V| 10 Refresh

Senrer Name @ Instance fo
RnSaus| V] Distibuion tas Save OnRefresh

Process List Pemunalize\FinleiewAHle\m First 4 1-40r4  Last

Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status I;::Li:utmn Detail
P— P—

f387578 Application Engine BOR_CESRECN JOITMCCARLEY (020022015 2:30:56PN EST Warning Posted Details
M— S—

BI87577 Application Engine BOR_CESACCT  OITMCCARLEY (020022015 2.07.27PN EST Success Posted Details

(387576 Application Engine BOR_CESACCT  OITWCCARLEY 020022015 12.09:52PMEST Success Posted Details

6387575 Application Enging BOR_CESACCT  OITWCCARLEY 020022015 12.04:04PMEST Warning Posted Details

(30 back to Create Benefit Reporting Table
(i Save | (=] Notfy

Process List| Senver List

Benefit Reconciliation User Guide
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Benefit Plan - Deduction Code Mapping

Overview: The Benefit Plan to Deduction Code Mapping allows institutions to view/add or
delete benefit plan ID’s and their associated deduction codes.

Procedure

The steps required to view/add or delete benefit plan ID’s are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Processes > Benefit Plan - Deduct Code Map

2. Enter the Benefit Plan ID in the Benefit Plan ID field.
Click the Search button.

Favorites ~ Main Menu~ > BOR Menus ~ » BOR Payroll ~ » Benefit Reconciliafion ~» Benefit Accounting ~ » Benefit Processes ~ » Benefit Plan - Deduct Code Map

ORACLE

Benefit Plan - Deduct Code Map
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | AddaNew Value

Search Criteria

Benefit Plan ID:| begins with v |[B014
Description:

[case Sensitive

Search Clear |Basic Search u;'"ll Save Search Criteria

Find an Bxisting Value | Add a New Valug

Benefit Reconciliation User Guide
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Step Action

1. Click the Add a new row button at row 1.

Enter Deduction Code in the Deduction Code Field.

The exclude check box will exclude this row from the benefits reconciliation
process (not recommended).

4. Select the appropriate tax code from the drop down box in the Taxable Code field.

5. Select the appropriate benefit type from the drop down box in the Benefit Type
field.

6. Enter the appropriate benefit option based on the Benefit Plan ID in the Benefit
Option field.

7. Click the Save button.

Favorites~ | Main Menu~ » BOR Menus * » BOR Payroll = > Benefit Reconciliation * » Benefit Accounting ~ > Benefit Processes  » Benefit Plan - Deduct Code Map

ORACLE

Benefit Plan - Deduct Code Map

Benefit Plan IDB014 *Description Minnesota Basic Life wiAD&D El

Persona\ize|FindI'J\E'w'A\IIE?'lL_-il First ‘& 10f 1"} Last

*Deduction i N ) *Benefit
Code Exclude Taxable Code  *Benefit Type Option
1[00BLIA @, Winnesota Basic Lfe-ARer Tar O [NonTax v/ [LIF-Lite nsurance V] #HIE
& save | |[oh RetumtoSearch ||[=] Moty 54 Add

Benefit Reconciliation User Guide
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Favorites » ‘ Main Menu~ > BOR Menus * » BOR Payroll * » Benefit Reconciliation = » Benefit Accounfing + » Benefit Processes  » Benefit Plan - Deduct Code Map

ORACLE

Benefit Plan - Deduct Code Map

Benefit Plan IDBQ14 *Description Minnesota Basic Life wAD&D EI

Personalize | Find \\.’iew\ll\ﬂlg| First ' 12012 Last

jetiction Exclude *Taxable Code  *Benefit Type preneht

Code Option
100BLIA |, Minnesota Basic Life-Afier Tax O |N0nTax vHLIF—Life\nsurance V| 10 [#] [=]
2 Q d | vl v Lic

[ save | [ RetuntoSearch  |[Z] Motfy B Add | Updateiisplay

Benefit Reconciliation User Guide
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Benefit Inquiry/Reports

Reconciliation queries and reports have been developed to assist institutions
with benefit reconciliation and variance correction. The queries and reports
may be run after the Benefit Accounting processes are completed and the
Create Benefit Reporting table is run.

Benefit Reconciliation User Guide
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Benefit Recon Errors (Aug - May) query

Overview: The Benefit Recon Errors (Aug-May) query displays employees, deduction codes and
amounts where the payroll liability accrual is not equal to the benefit premium payment. For each
variance an institution will have to determine what adjustments will be required to zero out the
variance. In most instances, a pay line adjustment or an online payroll adjustment entry will be
required.

The query output will not include variances for faculty members for the months of June and July as
their benefits were accrued during the January to May timeframe. Not all reconciling items will be

displayed in this query. If faculty members transfers or terminate during the June and July timeframe,
manual adjustments may be required.

Prerequisite: Create Benefit Accounting Entries to completion
Prerequisite: Create Benefit Reporting Table to success

Procedure

The steps required to initiate the Benefit Recon Errors (Aug to May) query are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Benefit Recon Errors (Aug-May)

2. Enter the institution business unit in the Business Unit field.
Click the View Results button.

View Results

4. Review the results and/or download to Excel to begin the reconciliation process.

Favoriles~  Main Menu~ > BOR Menus *> BOR Payroll * Benefit Reconciliation *» Benefit Accounting + > Benefit nquiry/Reports + > Benefit Recon Errors (Aug-May)

ORACLE

BOR_ADP_CES_RECERR - Benefit Recon Errors (Aug-May)

Business Unit; 32000 |2
View Results

Unit )] Hame Account Fund Deduction Code Sum Amount
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Benefit Reconciliation Detail Query

Overview: The Benefit Reconciliation Detail query displays employees, deduction codes and
amounts for all payroll accruals and benefit premium payments for a given time frame. Institutions
are encouraged to utilize this query in conjunction with Microsoft Excel pivot tables in order to
perform interactive reconciliation activities. In most instances, when variances are discovered, a pay
line adjustment or online payroll adjustment entry will be required.

Prerequisite: Create Benefit Accounting Entries to completion
Prerequisite: Create Benefit Reporting Table to success

Procedure

The steps required to run the Benefit Reconciliation Detail query are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Benefit Reconciliation Detail

2. Enter the institution business unit in the Business Unit field.

Enter "%" (wildcard) in the EmplID field. This query supports wildcarding. If an
institution desires the detail for all employees, enter % in the EMPL ID field.

Note: Larger institutions may have to use the schedule query function as the detail
output can produces a large number of rows.

4, Click the View Results button.
5. Click the Excel Spreadsheet link.

Benefit Reconciliation User Guide
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Benefit Premium Recon Report

Overview: The Benefit Premium Recon Report is used by institutions to identify differences between
payroll withholdings and benefit premium payments. The report allows institutions to run for a
specific deduction code or all deduction codes. Additionally, users can specify an option to only see
instances where the withholding does not equal the payment.

Prerequisite: Create Benefit Accounting Entries to completion
Prerequisite: Create Benefit Reporting Table to success

Procedure

The steps required to execute the Benefit Premium Reconciliation Report (full detail) are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Benefit Premium Recon RPT
2. Click the Add a New Value tab.
Enter "benefit_recon_rpt" in the Run Control ID field.
4. Click the Add button.
Add

Favorites~  Main Menu~ > BOR Menus * » BOR Payroll * » Benefit Reconciiation * » Benefit Accounting = » Benefit Inquiry/Reports * > Benefit Reconciliafion Defail ~ » Benefit Premium Recon RPT

ORACLE

Benefit Premium Recon RPT

Find an Existing Value || Add a New Value

Run Contral ID: benefi_recon_rpt #

Add

Find an Existina Value | Adda New Value

Benefit Reconciliation User Guide
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Step | Action
5. Enter the institution business unit in the Business Unit field.
6. Note: Users are not required to enter a deduction code. If the field is left blank, the
report will be executed for all deduction codes.
Note: The Reporting Begin and End Dates are populated based on the Create Benefit
Reporting Table dates.
7. Click the Report Only Variances checkbox.
| Report Only Variances]
8. Click the Save button.
9. Click the Run button.
Run
10. | Reportin PDF format is generated in the Process Monitor
Favorites» ~ Main Menu~ > BOR Menus * > BOR Payroll * » Benefit Reconciliation ~ > Benefit Accounting * » Benefit Inquiry/Reports * » Benefit Premium Recon RPT
ORACLE

Run Benefit Premium Reconciliation Report

Run Control D benefit_recon_rpt ReportManager  Process Monitor Run
Processing Parameters
BusinessUmt 23000 |9 South Georgia State Callege
Deduction Code @,
Report Only Variances
Repart Option
® Detail (O BenefitPlan (O Employee Status
Reporting Data
Beqin Date 1010112014 End Date 103112014
jL‘| Save |[=] Noify |+ Add |2 Update/isplay

Benefit Reconciliation User Guide
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Faculty Pay Group Members Query

Overview: The Faculty Pay Group Members query is populated when the Create Benefit Accounting
Entries process is executed. The query lists the employees that make up the Faculty pay group for an
institution. The list of employees is assembled based on the employees who exist in the
PERS_SERV_BOR table for the month the Create Benefit Accounting Entries is run. The query should
be used to validate reconciliation issues stemming from the 7/5th's benefit proration during the
months of January to May.

Prerequisite: Create Benefit Accounting Entries

Procedure

The steps required to execute the Faculty Pay Group Members query are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Faculty Pay Group Members

2. Enter the institutional business unit in the Business Unit field.

Click the View Results button.

View Results

4. Note: This data is based on the Create Benefit Accounting Entries data and not the
pay group field from job data.

Favorites+ | Main Menu+ » BOR Menus * BOR Payroll *» Benefit Reconciiafion *» Benefit Accounting * Benefit nguiry/Reports * Faculty Pay Group Members

ORACLE

BOR_ADP_CES_FACULTY - Faculty Pay Group Members

Business Unit: 3000 @,
Vizw Results

Unit ] Name
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7 /5ths Reconciliation Jan-Jul Query

Overview: 7/5ths Reconciliation Jan-Jul query lists the employees that are in Pay Groups “F”, “]” and
“X” for an institution. The query will sum each month’s payroll deductions (shown as negative
amounts) and premium amounts (shown as positive amounts) processed in the Benefit Accounting
process then show the sum net total by adding all premium amounts less the payroll deductions. This
sum net total will provide the outstanding balance amount as of the date the Create Benefit Reporting
Table process has been run. The query may be used to validate reconciliation issues stemming from
the 7/5th’s benefit proration during the months of January to May.

Prerequisite: Create Benefit Accounting Entries completion
Prerequisite: Create Benefit Reporting Table completion

Procedure

The steps required to execute the 7/5ths Reconciliation Jan-Jul query are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > 7 /5ths Reconciliation Jan-Jul query

2. Enter the institutional business unit in the Business Unit field.

3. Enter the calendar year in the Year field.

4. Click the View Results button.

View Results

Favorites »

Main Menu= > BOR Menus * » BOR Payroll * > Benefit Reconciiation * > Beneft Accounting + > Benefit Inquiry/Reports + » 7/5ths Reconciiition Jan-Jul

ORACLE

BOR_ADP_7_5THS _RECON_JAN_JULY - It Reconcliaion Jan-ul

Business Unit 42000

Yedr:

Download resuts in: Excel SpreacSneet C3vTetFie XiLFe (725 kD)

ViewAll

1

Benefit Reconciliation User Guide

Unit
42000
42000
42000
42000
42000
42000
42000
42000
42000

013

VigwResuls

Hame

DODENT
00DLIF
00PALB
00PALB
00RGLA
00SLER
R
428TD

4038

2691
206952
226903
235903
235951
226953
26978
206978

226978

Deduction Code ~ Account  Jan Payroll

$6.320

4580

252000
586,500

16910

137980

30130
33730

-15.850

Jan CES

1860

4700
180.000
419,000
12080
93.560
1A
24000
130

Feb Payroll

45320

5580
252000
586600
16910
-137.980
40130
RENEl|

-15850

Feb CES

1,560
4700
180.000
448,000
12080
9560
24500
200
1320

Mar Payrall

46.320

4580
-252.000
586600
18910
137980
30130
RENE

15850

Mar CES

f1.860

4700
180.000
418,000
12080
93.560
A5
24090
130

Apr Payrall
430
-5.580
252000
SR6.500
18910
-137.980
A1
B30

15450

AprCES

§1560
4700
180.000
419.000
12080
98.560
250
240000
1320

May Payroll

45320

5580
252000
584600
-16.910
-137.980
0130
RANE]

-15850

May CES
61560
4700
180.000
448,000
12080
98.560
150
24000
1320
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Jun Payroll
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

Jun CES

1860

4700
180.000
419,000
12080
93.560
1A
24000
130

Jul Payroll
0000
0.000
0.000
0000
0.000
0.000
0000
0.000
0.000

Home  Worklist

First(4) 1-100 f 640 ) Last

JulCES

1660
4700
180.000
419.000
12080
98.560
2152
24000
1320

Qutstanding Balance
0020
0.000
0.000
0000
0010
0020
2010
0020
Q010
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Benefit Deduction Code Mapping Query

Overview: The Benefit Deduction Code Mapping query provides a complete mapping list of benefit
plans, liability accounts, plan ID’s and associated deduction codes. The query will be useful in
providing a complete mapping listing to aide in entering deduction codes for error correction.

Procedure

The steps required to run the Benefit Deduction Code Mapping query are:

fields by using the (%) wild card

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Benefit Deduction Code Mapping query
2. Enter the deduction code in the Deduction Code field.

Note: Query lists all Benefit Deduction Code Mapping with the associated data

3. Click the View Results button.

View Results

Favortes» | Nai enu=» BOR Meus * BOR Pyl BeneftReconciizion - Bene Accaunng " Benedt nquiryRepars - Bene eductin CodeMapping

ORACLE

BOR_ADPCES DEDUCT MAP -Banefit Deduction Code Maping

DEDCD{Put's to selectal: %

i Resus

(Oounload resubsin: e Syttt CS/TatFle WL Fie (2T9KD)

Tewhl
PanTyp DEDCD Jeser
1 i kAP AmerAssoc of Ui Prfessors
20 MR Aceounts Receiale
Ioom 0ADEA Hnesots L ADRD
! I} 0ADEA Hinesata L2 AD&D
§ 1] 00N ADED- et e
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Account Progression Report

Overview: The Account Progression Report is an online query that provides detail journal line data
for a requested account and date range in a meaningful format, rather than the standard General
Ledger Activity reports. The Account Progression Report provides access to journal data that may
not be available to users via alternate menus. The data contained in the report is taken from the
PERS_SERV_BOR table based on the Benefit Accounting processes completion. The report may be
used to assist users in identifying variances in an account or as supporting documentation for the

reconcilement processes.

Procedure

The steps required to execute the Account Progression Report are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Account Progression Report

Enter the business unit in the Business Unit field.

Enter the first account of your range of accounts in the From Account field.

Enter the last account of your range of accounts in the To Account field.

Enter the earliest date of your date range in the From Date field.

Enter the last date of your date range in the To Date field.

N oW

Click the View Results button.

View Results

Faiortes» Mainblenu~ > BOR Menus = > BOR Payall = » BenefitReconciiaion = » Bensit Accounting = » BeneftinquiyReports = » Account Progression Report

ORACLE

BOR_ACCOUNT PROGRESSION - Actount Progression Report

Business Unit: 42000 4
From Account; 228303
ToAccount: 22830
FromDate, 4012014 [
ToDate: 0430201

View Resufs

Download resusin: - excelspeadchest €5V Tent e XLFie (69 KD)

Work

View Al Firs(4) 1-1000f 148 ), Last
TransType | Unit | PayRuniD 1] ‘ Hame ‘ PoollD | PayrollDistrb | Account | Dept | Fund | Class | Program | Project | BudRef | Group trim{SUBSTRIA.ETD_IND_BOR 1,6 Expended Date Joumal D~ | Line#
1 [ED 42000 |CES A 26903 62000 04 &F  |00PALB 180.00{04302014 | CES1060845 1
2 |ED 42000 |CES A 26903 62000 4 (5 |0OPALB J7.00(04302014 | CES1060845 1
3 [ED 42000 |CE8 A 28403 62000 0 (£S5 |00PALB 1800004302014 |CES1060845 1
£ 42000 |CEs A 26803 62000 e (£S5 |00PALE S000(04302004 - |CES1060843 1
5 [ED 42000 |CE3 A 2603 62000 it (£S5 |00PALE 1800004302014 |CES1060845 1
] 42000 |CES A 26903 62000 piits 2 |00PALB 5 4 |CES1060845 1
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Benefit Elections Inquiry

Overview: The Benefit Elections inquiry screen is a view of the EV5 Winflex table. The data in the
screen gets refreshed daily at 5:00AM from the ADP Reporting System. Institutions may utilize the
component to determine the benefit enrollment for an individual when Benefit Accounting Entry
errors occur. Additionally, they can investigate reconciliation issues.

Prerequisites: None

Procedure

The steps required to view the Benefit Elections component are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Benefit Elections
2. Enter the Empl ID in the Empl ID field.
3. Click the Search button.
Search

4. Select the appropriate benefit effective date to view employee’s benefit elections.
Favorites - Main Menu~ > BOR Menus ~ > BOR Payroll -~ » Benefit Reconciliation ~ > Benefit Accounting ~ > Benefit Inquiry/Reports ~ » Benefit Elections
DRACLE

Benefit Elections
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
Empl ID: [ begins with | 8]

Calendar Year:| = ~ 2014
Effective Date: | = v 01/03/2014 ¥

Name: begins with ™

[Jcase Sensitive

Search Clear |Basic Search [f Sawe Search Criteria

Search Results

View All First (40 1-40f4 (» Last

Empl ID Name Calendar Year Effective Date
2014 11/10/2014
2014 07/07/2014
2014 01/06/2014
2014 01/03/2014

Benefit Reconciliation User Guide
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Benefit Elections by Employee

Employee

Deduction Code

1 00DDHE
2 00FSAM
3 00BLIA

4 00LTDA
5 QOPALB
6 00SELA
7 00STDA

Benefit Option

Delta OTL High Opt
Contributing

Minn LIF w/AD&D

MetLife LTD

BCBS Open Access POS
Minn SEL w/AD&D-2x
MetLife STD

|3 Save [ RetumtoSearch ||* Previous in List

=

Benefit Reconci
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Employee

30.66
100.00
0.00
10.52
180.00
4378
18.92

J=| (et (et

Employer
Amount Amount

Benefit Year 2014

Coverage Begin Date  Coverage End Date

0.00 01/01/2014
0.00 01/01/2014
11.48 01/01/2014
0.00 01/01/2014
433.00 010172014
0.00 01/01/2014
0.00 01/01/2014

52

Effective Date 01/03/2014

Main Menu~ > BOR Menus = > BOR Payroll = » Benefit Reconciiation ~ » Benefit Accounting = » Benefit Inquiry/Reports = > Benefit Elections

Persona\ize|Find|@|E First ¥ 4-70f 7' Last

1203172014
1213112014
103112014
123112014
1203172014
1213112014
123112014

Coverage
Amount

Coverage Level
Employee Only 0.00
0.00

25,000.00

281770

Employee Only 0.00
114,000.00

650.24
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Benefit Detail Transaction Query
Overview: The Benefit Detail Transactions query provides a listing of the data lines loaded
by the Benefit Table Load process which contains benefit enrollment data and associated

costs. This query is utilized by institutional users who do not have ready access to the data
from the source payroll system and/or the data dump file.

Prerequisite: Create Benefit Accounting Entries completion
Prerequisite: Create Benefit Reporting Table completion

Procedure

The steps required to execute the Benefit Detail Transaction query are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting > Benefit Inquiry/Reports > Benefit Detail Transactions
3. Enter the Empl ID in the Empl ID field.

Note: Query lists all Empl ID’s when using the (%) wild card

4, Enter the first day of reporting month in the Benefit Month Begin Date field.
5. Click the View Results button.

View Results

Benefit Reconciliation User Guide
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RETIREE BENEFIT ACCOUNTING
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Retiree Benefit Processes

Retiree Benefit Accounting in PS Financials includes the creation of accounting
entries for retirees, COBRA participants and employees on Leave of Absence
(LOA) with benefits. Retiree Benefit Accounting is used to process non-active
employee data from the Carrier Enrollment Services “data dump” transactions.
The employer costs will be entered as expenses and the employee costs from
the file will be entered as receivables. Monthly, the Shared Services Center will
receive the transaction detail file from ADP and ITS will load data into the
PeopleSoft Benefit Reconciliation environment. Once the file is loaded
institutions are notified that accounting entry creation and reconciliation may
begin.

Benefit Reconciliation User Guide
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Create Retiree Benefit Accounting Entries

Overview: The Create Retiree Benefit Accounting Entries process is used to generate
liability relief journal entries from the Carrier Enrollment Services “data dump” transactions
for non-active participants.

The Retiree Benefit Accounting line process (BOR_RETACCT) 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 benefit plans to payroll deduction codes so that all liability and cash disbursement
transactions can be tracked at a participant/deduction code level. The expense distribution
is based on the job earnings distribution for the participant. 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 steps outline the process required to load Retiree Benefits Accounting Lines
1) Load and Validate the Retiree Benefits Accounting Lines

2) Correct RET Errors

3) Load Error Corrections

4) Download the BANNER SLOA file for employees on Leave of Absence (LOA)

5) Journal Generate, Edit, Budget Check and Post Retiree Benefits Accounting Lines

Prerequisite: Receive Data Dump Load Notification

Benefit Reconciliation User Guide
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Procedure

The steps required to Create Retiree Benefit Accounting Entries are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Processes > Create Retiree Benefit Acctg

2. Click the Add a New Value tab to create a new Run Control ID.

Enter "create_retiree_acctg" in the Run Control ID field.

Click the Add button.
Add

Favorites+ | MainMenu~ > BORMenus = > BOR Payroll = » Benefit Reconciliation = > Refiree Benefit Accounting = » Retiree Benefit Processes = » Create Retiree Benefit Acclg

ORACLE

Create Retiree Benefit Acctg

Find an Existing Value | Add a New Value

Run Control ID: create_retires_accig %

Add

Find an Existing Value | Add a New Value

Benefit Reconciliation User Guide
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Step Action

Enter the institution business unit in the Business Unit field.

Enter the date in the Accounting Date field. 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 auto-populate.

Note: The accounting date will become the journal date in the ACTUALS ledger at
the time this process is run. All retiree benefit reconciliation processes should be
completed and journals posted before the accounting period is closed in order for
accurate benefit reconciliation of GL accounts.

7. Enter the appropriate account in the Cash Account field.

Note: Best practice is to use the ADP Clearing-Benefits liability account 229900.
Since the process is run in one accounting period and the benefits impound is in a
subsequent accounting period, using the benefits liability account 229900 instead
of institutional cash account reduces impact on bank reconciliation for the
institution.

8. Distribute to GL check box is on. The Distribute to GL flag determines whether
a transaction will be sent to the general ledger

9. Process selection is “Load and Validate Accounting”

10. | Click the Save button.

11.

@)

lick the Run button.

12. | Click the OK button.

o]

13. | Click the Process Monitor link.

Benefit Reconciliation User Guide
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Favorites» | MainMenu= > BOR Menus = » BOR Payroll = » Beneft Reconciiation = » Refiree Benefit Accounting = » Refiree Benefit Processes = » Create Retire Beneft Acclg

ORACLE

Create Retiree Benefit Accounting

Run Control 1D cregts refiree accly Report Manager  Procass Monttor Run

Processing Parameters

BusinessUnit 71000, Geogia Peimeter Calege

Accounting Date 10312014 [

Account 20 ‘); ADP Clearing - Benefts
Fiscal Year 15 Period 4 Calendar Year 2014

WiDistributeto GL || Generate Encumbrance Entries

Process ‘Luad and Valdate Accounting v

o Sae =] Moty Lo A )] UpdateDisplay
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Step Action

14. | Once the Process Monitor indicates the process is complete any mapping errors
must be corrected before accounting entries may be created and journal
generated.

15. | Review Log/Trace file to determine if any mapping errors exist and need
correcting.

Favorites= | Mainblenu= > BORMenus » » BOR Payroll = » Benefit Reconciliation = » Retiree Benefit Accounting = » Refiree Beneft Processes = » Create Refiree BenefitAccty > Process Monitor

ORACLE

Process List || Server List

View Process Request For

User Dlchickey @, Type‘ vHLast v‘ 1 Refresh
Server Name (9  stance to

Run Slalus Distribution Status Save On Refresh

Process Lit Personalze | Find | View All| & \E‘ First'* 10f1* Last
Select Instance Seq. Process Type Process Hame User  Run Date/Time Run Status mgwm Details

6367599 Application Engine BOR_RETACCT dhickey 02032015 32648PMEST  Success  Posted  Detals

(o back to Create Reire Beneft Accty

il Sae | =] Naty
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View Log/Trace

Report

ReportID: 5703247 Process Instance: 6387509 Message Log
Name: BOR_RETACCT  Process Type: Application Engine
Run Status: Success

Retiree Billing Accounting
Distribution Details

Distribution Node: DNODE Expiration Date:  |02/10/2015

File List
Name File Size (bytes) Datetime Created

AE_BOR_RETACCT_6387599 stdout 610 02/03/2015 3:28:40.673796PM EST

Distribute To
Distribution ID Type *Distribution ID

User dhickey

OO

PecpleTools 8.33.13 — ARpplication Engine Server
Copyright (<) 1%88-2015 oOracle and/or its affiliates.

211 Rights Reserwved

ESRESREV started service reguest at 15.27.05 2015-02-03

Loading temporary BET accounting line table: BOR_ADP RET TMEP (93955,1)
Skipping — Loading end-user corrections (95%%%,1)

Skipping — Purging Temp, Error and Accounting Line Tables (35%555,1)

}‘inalize Procesing — Errors Exist — Complete Error Correction I99999,1}

RET Zccounting Entry Process is complete (99555,1)
Application Engins program BOR RETACCT ended normally

ESRESREV completed service reguest at 15.28.30 Z2015-02-032
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Load Benefit Error Corrections

Overview: Once error correction is complete, the Create Retiree Benefit Accounting Entries
process has to be executed again in order to load the error corrections. The Load Error Corrections
process will extract corrected transactions from the BOR_ADP_CES_ERR table and insert them into
the BOR_ADP_CES_TMP table. If all errors are corrected, PERS_SERV_BOR and HR_ACCTG_LINE will
be populated with balanced accounting entries.

This process reviews the steps required to Load Benefit Error Corrections.

Prerequisite: Load / Validate Retiree Benefit Accounting Lines
Related Processes (1): Correct Retiree Benefit Errors

Benefit Reconciliation User Guide
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Procedure

This steps required to Load Retiree Error Corrections are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree
Benefit Accounting > Retiree Benefit Processes > Create Retiree Benefit Acctg

2. Enter "create_retiree_acctg"” in the Run Control ID begins with field on the
Find an Existing Value tab.

Note: The Run Control ID begins with field may be left blank to search for
all values.

3. Click the Search button.

Search
The Business Unit field should be pre-populated based on user security.

5. The Accounting Date field should be pre-populated with the current benefit
accounting entries load date.

6. The Cash Account field should be pre-populated with the account used in the
current benefit accounting load.

7. Fiscal year, Period and Calendar year fields should be pre-populated from
the current benefit accounting entries load date.

Distribute to GL check box is checked on.
Process selection is “Load Error Corrections”.
Note: This should be pre-populated if all errors have been corrected.

10. Click the Save button.

11. Click the Run button.

12. Click the OK button.

13. Click the Process Monitor link.

14. To validate that the data successfully loaded run the Personal Services Detail
query on appropriate date range and account range for current reconciling
period. Select all or one EMPLID to validate data processed accurately. Use the
wildcard R% for Transaction Type.
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Favorites »

Main Menu= > BOR Menus ~ » BOR Payroll ~ » Beneft Reconciliation ~ » Rstiree Beneft Accounting ~ » Refiree Benefit Processes = » Create Retiree Benefit Accig

ORACLE

Create Refiree Benefit Accounting

Run Control ID create_retiree_accl ReportManager  Process Monitor Run
Processing Parameters

BusinessUnit 1000 & Georgia Perimeter College

Accounting Date  1031/20%4 |3

Account 2900 & ADPClearing- Benefis

Fiscal Year 2015 Period 4 CalendarYear 2014

Distributeto 6L [] Generate Encumbrance Entries

Process ‘Load Ertor Carrections v‘

& Save [P ReumtoSearch ' PreviousinList 4 Nextinlist =] Mot Es Add {Upztefiiealal
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Main Menu~ > BOR Menus = > BOR Payroll = > Beneft Reconciliation = » Refiree Benefit Accounting ~ > Retiree Benefit Processes ~ » Create Refiree Benefit Acctg  » Process Monitor

Favorites =

ORACLE'

Process List | Semver List

View Process Request For

User DOITHCCARLE,  Type | v Last v/ 1 Refresh

Sen[er Name m OJ Instance to
Risas] V| Distibution Status Save 01 Refresh

PersonaHze\Find\ViewAH@l@ First 4/ 4 of 1} Last

Distribution
Status

<

Process List

Run Status Details

Select Instance Seq. Process Type Process Name  User Run Date/Time

383353 Application Engine BOR_RETACCT OQNTMCCARLEY 021012015 3:47.07PM EST Success Posted Details

(50 backto Create Refiree Benaft Acclg

=] save  [=] Nofy

Process List| Server List

Benefit Reconciliation User Guide
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Step Action
15. Click in the Details column of the completed BOR_RETACCT process.
16. Click on the View Log/Trace link.

Process Detail

Process

Instance 6383353 Type Application Engine

Name BOR_RETACCT Description Retiree Billing Accounting
Run Status Sccess Distribution Status Pgsted

| | Update Process

Run Control I load_adjustments ) Hold Request
Location Server ) Queue Request
() Cancel Request
C Delete Request
() Restart Request

Server PSADP

Recurrence

Date/Time | | Actions

Request Created On 02/10/2015 3:.47:10PM EST Parameters Transfer
Run Anytime After 02/10/2015 3:47:07TPM EST Message Log View Locks
Began Process At 02M10/2015 3:47:25PMEST Batch Timings
Ended Process At 02/10/2015 3:47:55PM EST View Log/Trace

ok || cancel

Benefit Reconciliation User Guide
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Step

Action

17.

A successful process creates a text file that contains benefits data for all employee
status codes that are marked for EXPORT to BANNER in the Retirement Benefits
Parameter page (Employees on Leave of Absence/LOA).

Note: This is the file uploaded to Banner to create LOA receivable accounts and
are billed manually by the institution

18.

Right-click on the banner_46a.txt link to open menu

View Log/Trace

Report

Report ID: 5509352 Process Instance: 6333353 Message Log

Hame: BOR_RETACCT Process Type: Application Engine
Run Status: Success

Retiree Billing Accounting
Distribution Details

Distribution Node: DNODE Expiration Date: |02.|'1TJ’2015

File List

Hame File Size (bytes) Datetime Created

AE_BOR_RETACCT_6383353 stdout G486 02M0/2015 2:47:55368753PM EST
4917 021042015 3:47:55.368753PM EST

Distribute To
Distribution
ID Type

User QITMCCARLEY

*Distribution 1D

Benefit Reconciliation User Guide
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Step | Action

19. | Click on Save Target As (new window will open). Save the Banner SLOA text file
to your computer. This is the file uploaded to Banner to create LOA receivable
accounts and are billed manually by the institution.

Note: File may be renamed with unique value for retention purposes

View Log/Trace

Report

Report ID: 5599352 Process Instance: 6383353 Message Log
Hame: BOR_RETACCT Process Type: Application Engine
Run Status: Success

Retiree Billing Accounting
Distribution Details

Distribution Node: DMNODE Expiration Date: IUZI"ITI".I'EO‘IE

File List
MName File Size (bytes) Datetime Created

AE_BOR_RETACCT_5383353.stdout 645 02M0/2015 3:47:55.368753PM EST
banner a tet A a1F 02M10/2015 3:47:55.368753PM EST
Distribute Open

Distributi| Open in new tab
ID Type

Open in new win
User
I Save target as...

SE Print target

Cut

Copy

Copy shortcut
Paste

5 E-mail with Windows Live
53-% Translate with Bing
All Accelerators

Add to favorites...

Append Link Target to Existing PDF
Append to Existing PDF

Convert Link Target to Adobe PDF
Convert to Adobe PDF

LastPass

LastPass Fill Forms

Send to OneMote

Properties

Benefit Reconciliation User Guide
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Organize = Mew folder

, Favorites

Libraries
B Desktop System Folder

l4 Downloads

<» Recent Places Natalie McCarley

| Upgrades and Projects System Folder
| PSFIN Support Aids

) i Computer
= Project Docs (fs1) (Q)

System Folder
| Administrative Svcs Team Infc

= PeopleSoft (fs1) (T) - Network
| Natalie McCarley | System Folder
| System Documentation

L s T L “My LastPass Vault
. System Test R

File name: | banner_46a._YYYY-MM

Save as type: | Text Document (*.txt)

'~ Hide Folders
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Purge Retiree Accounting Entries (optional)

Overview: In the event an institution needs to start the retiree accounting entry process
over again, the Purge Retiree Accounting Line Creation process allows users to purge all

transaction tables for a given business unit and accounting period.

Prerequisite: Load / Validate Retiree Benefit Accounting Lines
Prerequisite: Retiree Benefit Error Correction
Prerequisite: Delete retiree benefit journal (if already created)

Procedure

The steps required to Purge Retiree Accounting are:

Step

Action

1.

Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree
Benefit Accounting > Retiree Benefit Processes > Create Retiree Benefit
Acctg

Enter "create_retiree_acctg" in the Run Control ID begins with field on
the Find an Existing Value tab.

Note: The Run Control ID begins with field may be left blank to search
for all values.

Click the Search button.

Search

Benefit Reconciliation User Guide
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Favorites - ‘ Main Menu~ > BOR Menus = > BOR Payroll = > Benefit Reconciliation = » Retiree Benefit Accounting = > Retiree Benefit Processes = » Create Retiree Benefit Acclg

ORACLE

Create Retiree Benefit Acctg
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Add a New Value

Search Criteria

Searchby: Run Control ID begins with

[case Sensitive

Search  |Advanced Search

Search Results

View Al First (¢ 180f8 () Last
Run Control ID Language Code
R ES English

Jml_Gen_Adjustments English
build_retiree_aging_tbl English

pate PP l'l i 18 nag h
RN RGN i
load_adjustments English
purge_benefit_acctg English

Find an Existing Value | Add a New Value

Benefit Reconciliation User Guide
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Step Action
4. The Business Unit field should be pre-populated based on user security.
5. The Accounting Date field should be pre-populated with the current benefit

accounting entries load date.

6. The Cash Account field should be pre-populated with the account used in the
current benefit accounting load.

7. Fiscal year, Period and Calendar year fields should be pre-populated from the
current benefit accounting entries load date.

Distribute to GL check box is checked on.

Process selection is “Purge Accounting Entries”.

10. Click the Save button.

11.

@)

lick the Run button.

12. Click the OK button.

o ]

13. Click the Process Monitor link.

Favorites~ | Main Menu~ > BOR Menus = > BOR Payroll ~ > Benefit Reconciliation = » Refiree Benefit Accounting = > Retiree Benefit Processes = » Create Refiree Benefit Acclg

ORACLE’

Create Retiree Benefit Accounting

Run Control ID create_retiree_acctg Report Manager  Process Manitar Run

Processing Parameters
Business Unit 71000 %, Georgia Perimeter College

Accounting Date |10/31/2014 |5

Account 229300 @, ADP Clearing - Benefits

Fiscal Year 2015 Period 4 Calendar Year 2014

¥ Distribute to GL [IGenerate Encumbrance Entries

Process | Purge Accounting Entries v

5 Save | [=] Notify [+ Add | 2| Update/Display
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Step | Action
14. | Click on the Details link of the completed BOR_RETACCT process in the Process

Monitor.

Favorites~ | MainMenu~ > BOR Menus ~ » BOR Payroll = » Benefit Reconciiation = » Refiree Benefit Accounting = » Refiree Benefit Processes + » Creaie Refiree Benefit Accty > Process Monitor

ORACLE

Process List | SeerList

View Process Request For

User D OIVCCARLEY®,  Type | v] Las v/ i Refesh

Sovel| V| Hame M,  snce| ceure| to| 633405
Run Stalus Distribution Status Save On Refresh

Pmsnna\ize|Find|ViewAH\@\E First ¢ 1 0F 1" Last

RunStatus DSUUEON i
Status

Process List

Select Instance Seq. Process Type ProcessName  User Run Date/Time

6383405 Application Engine BOR_RETACCT QITMCCARLEY 02122015 11:18:16AM EST Success Posted  Detalls

Go back to Create Retiree Beneft Acctg
|5 Save | =] Natify

Process List | Server List

Benefit Reconciliation User Guide
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Step | Action

15. | Click on the Message Log link.

Process Detail

| Process

Instance 6333405 Type Appication Engine

Name BOR_RETACCT Description Retiree Billing Accounting
Run Status Syccess Distribution Status Ppstad

|| Update Process

Run Control ID create retiree_acclg () Hold Request
Location Sepyer () Queue Request
() Cancel Request
() Delete Request
() Restart Request

Server PSADP

Recurrence

DatelTime | Actions

Request Created On 02/12/2015 11:18:21AM EST Parameters Transfer
Run Anytime After 02/12/2015 11:16:18AM EST View Locks
Began Process At 02/12/2015 11:16:29AM EST Batch Timings
Ended Process At 02/12/2015 11:1844AM EST View Log/Trace

[ ok [ coea |
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Step | Action

16. | If Purge process is successful message log will indicate tables purged.

Message Log

Process

Instance: 383405 Type: Application Engine
Name: BOR_RETACCT Description: Retire Biling Accounting

Personalze | Find | View All || B rs®isos® et
Severity Log Time Message Text Explain

o Skipping - Loading temporary RET accounting line table: .
TR o BT TP it

111829AM  Skipping - Loading enc-userconections (399991

11:18:29AM | Purging Temp, Error and Accounting Line Tables (99999,1) | Explain
11:18:43AM  RET Accounting Entry Process is complete (99999,1) Explain

o Published message with ID d11d08fc-b2d2-11ed-Baea- N
A efedeb4061d2 to create entry in folder GENERAL.

11:18:44AM  Successfully posted generated files to the report repositary

Benefit Reconciliation User Guide
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Retiree Benefit Error Correction

Overview: The Retiree Benefit Error Correction component is used when an institution
needs to correct invalid deduction codes, fund codes or account codes in the Retiree Benefit
Process. Retiree Benefit Accounting errors typically occur during the mapping process from
the benefit plan to the payroll deduction or when a match is not found for the retiree’s (job)
earnings distribution (JED). In most instances, the Retiree Accounting Entry process
successfully completes the mapping activity, however, there may be instances when the
benefit plan and deduction code mapping is incomplete or the benefit election table is out of
sync with the benefits enrollment. In those instances, error correction is required in order
to account for all retiree charges.

The mapping process logic is as follows:

1) Select the payment made by benefit plan

2) Derive the deduction codes associated with the benefit plan

3) Review the benefit elections to determine what deduction code is associated with the
employee

4) Review the deduction class table to determine the fund and account associated with the
deduction code

5) Review the job earnings distribution to select the appropriate account code.

Once all errors have been corrected, the Create Retiree Benefit Accounting process
must be executed again to load the corrections and generate the accounting entries in
HR_ACCTG_LINE and PERS_SERV_BOR

Prerequisite: Create Retiree Benefit Accounting
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Procedure

The steps required to correct Retiree Benefit Accounting Errors are:

Step Action

1. Navigate to BOR Menus > BOR Payroll >Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Process > Retiree Ben Error Correction.

2. Enter the institution business unit in the Business Unit field.

Click the Search button to view mapping errors.

4, In order to view deduction codes associated with benefit plans,
Click the View Plan button. Bl
5. A new window will open. Once the deduction code needed to correct the error

has been obtained (copy/paste may be used), close the window to return to the
retiree benefit error correction window.

6. Once the deduction code has been entered in the Deduction Code field,
PeopleCode will be executed to retrieve the fund code and the account value.
Once populated, institutions have the ability to override the account value.

7. If an institution is unsure of the correct deduction code to use, the benefit elections
can also be displayed from the Benefit Acctg Error Correction component. In order
to view benefit data, click the View Winflex button. A new window will open.
Review the benefit election and determine the correct deduction code to use in the
Benefit Acctg Error Correction component (copy/paste may be used). Close the
window to return to the retiree benefit error correction window.

8. If there is no account code populated in the Account Code field, click the View JED
button. A new window will open and the job earnings distribution lookup will
display the corresponding account code for the participant. You will have to review
the value on the JED page and enter it as the account code (copy/paste may be
used). Close the window to return to the retiree benefit error correction window.

Note: Fund code, department, program code and class code are auto-populated
based on the JED code.

9. Repeat these steps until all errors are corrected.

Note: In order for the Retiree Benefit Accounting Entries to be created, the
Distribution Status should be None for all lines.

10. Click on Save.
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Retiree Benefit Error Correction (before corrections)

Favorites =

MainMenu~ > BOR Menus - » BOR Payroll - » Benefit Reconciliation - ) Refiree Benefit Accounting = » Refiree Benefit Processes - ) Refiree Ben. Eror Comection

ORACLE

Retiree Beneftt Error Comection

Business Unit 71000 Report ID
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Retiree Benefit Error Correction (after corrections)

Fatoites *

Main Menur + BOR Menus ~ 5 BOR Payroll = » Benefit Reconcilistion + » Retiree Benefit Accounting  » Refiree Benefit Processes = » Refiree Ben, Emor Conection

ORACLE
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Build Retiree Receivable Aging Data

Overview: The Build Retiree Receivable Aging Data (BOR_RETAGING) process compiles
data in summary form by date ranges of 30, 60, 90 and 120 days (buckets) to be used when
reconciling receivable accounts.

The Build Retiree Receivable Aging Data (BOR_RETAGING) process complies data from the
PERS_SERV_BOR (Personal Services Data) table by EMPLID, deduction code, date range and
expended amount and inserts it into the BOR_ADP_RET_AGE table for reporting balances in
the Retiree Receivable Aging online query.

The data is totaled in date buckets dependent upon the As of Date selected in the processing
parameters. This will allow institutions to evaluate participant’s premium due amounts as
of the given month end and how old the receivable amount would be. The data selected is
for accounts between 129210 and 129230, this is the range of accounts used in processing
retiree data.

Prerequisite: Create Retiree Benefit Accounting completion
Prerequisite: Create Supplemental PDR Accounting completion

Benefit Reconciliation User Guide
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Procedure

The steps required to Build Retiree Receivables Aging Data are:

Step Action

1. Navigate to BOR Menus > BOR Payroll >Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Process > Build Retiree Receivable Aging Data.

2. Click the Add a New Value tab to create a new Run Control ID.

Enter "build_retiree_aging_tbl" in the Run Control ID field.

4. Click the Add button.
Add

Favorites= | Main Menu~ > BOR Menus = » BOR Payroll = > Benefit Reconciliation = » Retiree Benefit Accounting = > Retiree Benefit Processes » » Buld Retiree Recy Aging Data

ORACLE

Build Retiree Recv Aging Data

Find an Existing Value | Add & New Value

Run Control ID: build_retiree_aging_thl Lo

Add

Find an Existing Value | Add a New Value
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Step Action

5. Enter the business unit in the Business Unit field.

6. Enter the as of date in the As of Date field.

Note: The As of Date should be the last day of the month of the current
reconciling period and current Retiree Benefit Accounting and
Supplemental PDR Accounting processes.

7. Click on Save.

o]
(@)

lick the Run button.

9. Click the OK button.

(o]

10. Click the Process Monitor link.

Favortes= | Main Menu= > BOR Menus ~ » BOR Payroll = » Benefit Reconciliation = » Retiree Benefit Accounting = » Retiree Benefit Processes = » Build Retiree Recv Aging Data

ORACLE

Build Retiree Receivables Aging Data

Run Control ID build_retiree_aging_tbl ReportManager  Process Monitor Run
Processing Parameters
Business Unit 71000 OJ Georgia Perimeter College
As Of Date 1013112014 | [
[5] save ||[=] Moy |5+ Add ||| Update/Display
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Step Action
11. | When the process has successfully completed retiree queries and reports may be
run.

Fawrtes=  MamMenu~ > BOR Menus = » BOR Payroll = & Benefit Reconcilition ~ > Refires Beneft Accounting = » Refiree Beneft Processes ~ » Buid Refree Recv Agng Data  » Process Mantor

ORACLE

Process List | SenarList

View Process Request For

UserOTICORLER,  Tie| VETE f s v | R

Sewer Hlame 0 stance i
wsas V] Dion St e On s

Personlze | Fnd Vi 41 2 \@ Fist 4 4011 ¥ Last

Select Instance Seq Process Type Process Name ~ User Run Date/Time Run Status QL:DSUUDH Details

Process List

G182382  Appicafion Enging BOR RETAGIG CNTHCCARLEY 02122015 Q2645AMEST  Success  Posted  Datals

(30 back o Buid Refires Recv Aging Data
= Sae | [=] Noify

Proczss List Servr st
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Journal Generate Retiree Benefit Accounting Entries

Overview: Institutions may journal generate the retiree benefit journal entries in the
General Ledger once the retiree benefit accounting entries have been created, errors
corrected and data validated. New accounting entry definitions have been created
(PYRLRBDEF & PYRLRNCDEF) to isolate the Retiree Benefits Accounting Entries. These
journal entries can be identified by the Journal ID Mask of RB and RN (for encumbrances)
and a journal source of PAY.

Note: The creation of these entries will not be included in the nightly batch schedule as
institutions expressed a desire to run the process on demand.

Prerequisite: Load / Validate Retiree Benefits
Prerequisite: Run the Personnel Services Detail Query
Related Process: Journal Edit, Budget Check and Post

Benefit Reconciliation User Guide
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Procedure

The steps required to Journal Generate Retiree Benefit Accounting Entries are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Processes > Jrnl Generate Retiree Benefits
2. Click the Add a New Value tab.
Enter "jrnl_gen_retiree_benefits” in the Run Control ID field.
4. Click the Add button.
Add

Favorites= | Main Menu= » BOR Menus ~ » BOR Payrall = » Benefit Reconciliation = » Retiree Benefit Accounting = » Retiree Benefit Processes ~

ORACLE

Generate Journals

Find an Existing Value | Add a New Value

Run Control ID: jrnl_gen_retiree_benefits A

Add

Find an Existing Value | Add a New Value
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Step Action

5. Journal Processing Options are institution specific. Generally Edit and Budget
Check boxes are checked on, but NOT Post.

6. Click the Always option on for Processing Frequency.
Enter the institution SETID in the SetlD field.
Enter/Select "PYRLRBDEF " in the Accounting Definition Name field.
Note: The creation of a new accounting entry definition prevents any other
journal generation process from picking up benefit accounting lines.

9. Enter the institution business unit in the Application Business Unit field.

10. Enter “ACTUALS” in the Ledger Group field.

11. Enter “PAYROLL_RB” in the Template field.

12. Enter “Specify Date” in the From Date Option field.

13. Enter the begin date of the month the retiree benefit acctg data loaded in the
From Date field.

14. Select “Specify Date” in the To Date Option field.

15. Enter the end date of the month the retiree benefit acctg data loaded in the To
Date field.

16. Click the Save button.

17. Click the Run button.

Run
18. Click the OK button.
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Main Menu~ > BOR Menus = » BOR Payroll = » Benefit Reconciliation = » Retiree Beneftt Accounting = » Retiree Bensfit Processes ~ > Jml Generate Retiree Benefits

Favorites

ORACLE

Generate Joumals Request

Run ControlID mi_gen_retiree_benefits ~ Report Manager  Process Monitor Run
Journal Pracessing Options
4] Edit [¥] Budget Check [l Post
Process Request Parameters Find [ ViewAl  First'd 1of1 ' Last
| +|[=
Process Fraquency Request Humber 1 =
V0nce seD[7000 @
® Always
() Don't Run *Accounting Definition Name PYRLRBDEF |G,
Application Business Unit 71000 Q
Ledger Group ACTUALS @,
Template PAYROLL_RB@,
*From Date Option| Speci Date v From Date 100012014 [
*ToDatertion|SpecifyDate V‘ To Date [10/31/2014 Eﬂ
Leave a field blank to select all its values.
Save | @ Refumto Search | |t3] PreviousinList | 45 MedinlList | =] Noffy | &% Refesh E} Add Update/iegle)

Benefit Reconciliation User Guide
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Step Action
23. Click the Process Monitor link.
[Process Wonitor]
24. Click in the Details link of the completed journal generate process.

Faores= | ManMenu= > BOR Menus = > BOR Payroll = » Benefit Recanciliation = » Retiree Benefit Accounting = » Retires Benefit Processes = » Jml Generate Retires Benefits > Procass Monitor

ORACLE

Process List | SenerList

View Process Request For

UseriDDITUCCARLER,  Type | e 1 Refesh

Sewer Name 9, Instance to
Run Stalus Distribution Status Save On Refresh

Process List personaze | Find | iewal | 21 B st 120122 L
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status 2;::35““0'1 Details

6383383 Application Engine FS_JGEN_BOR QITMCCARLEY 02M22015 9.35.08AMEST  Success  Postng  Delails
6383382 Application Engine BOR_RETAGING OITMCCARLEY 02122015 9:26:15AMEST ~ Success  Posted  Delails

(o backto Generate Joumals
(5] Save | [=] Notiy

Process List| Senver List
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Step Action
25. Click the Message Log link.
26. Review the message log. There should be a message stating 1 journal entry has

been created. The journal number and date should be shown.

Note: Go to Main Menu > General Ledger > Journals > Journal Entry >
Create/Update Journals to review, submit and print journal.

Process Detail

Process

Instance 6333383

Name FS_JGEN_BOR
Run $tatus Success

Type Application Engine
Description FS_JGEN_BOR

Distribution Status Posting

H Update Process

Run Control ID jrnl_gen_retiree_benefits
Location Server

Server PSUNKX

Recurrence

) Hold Request

) Queue Request
() Cancel Request
) Delete Request
() Restart Request

Date/Time

‘ | Actions

Request Created On 02/12/2015 9:35:10AMEST
Run Anytime After 0212/2015 9:35:08AMEST
Began Process At 0212/2015 9:35:36AMEST
Ended Process At 02/12/2015 9:36:52AM EST

o | ool |

Benefit Reconciliation User Guide
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Message Log

Process

Instance: 6383383 Type: Application Engine
Name: FS_JGEN_BOR Description: FS_JGEN_BOR

Personalize | Find | View Al [0 [E First @ 1130713 ) Last
Severity Log Time Message Text Explain
Journal Generator processing has begun 2015-02-12-
09.35.37.000000.

—
Request 1 complete 2015-02-12-09.36.03.000000. 1
Journals created.

10 9:35:37AM

9:36:03AM

9:36.044M 09.36.04.000000

. U Assignment updated for journal 71000 RB00150084
R |2014r10~31. I

9:36:04AM U Assignment processing complete. Explain

Mo more requests. Journal Generator calling Journal
Edit.

WARNING: UNABLE TO PERFORM COMMIT - FORCING
USE OF BASE TABLE FOR COMB_PRJ_TAD

9:36:26AM ‘Commitment Control Budget Processing has begun

9:36:05AM

936 11AM

Request Statistics. Documents Processed: 1, Ermrors: 0,
936.37AM Warnings: 0

9:36:37AM ‘Commitment Control Budget Processing Complete.
Journal Generator processing complete 2015-02-12-
09.36.37.000000

Published message with ID 96318ce4-b2c4-11e4-abbs-
aeeab5cd780e to create entry in folder GENERAL.
Successfully posted generated files to the report
repository

9:36:37AM
9:36:53AM

9:36:53AM
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Retiree Benefit Parameters

Overview: The Retiree Benefit Parameters page/component is used to configure
Retirement Benefits and Payment processes. The Retiree and COBRA receivable accounts
are assigned by institution and by Employee Status.

The data entered in the Retiree Benefit Parameters page/component is inserted into the
BOR_ADP_RET_PRM table by ITS Support only. Institutional users should have read only
access. The BOR_ADP_RET_PRM table has an Export to Banner File flag which lets the
BOR_RETACCT process know what accounts to include in the banner_46a.txt outbound file.
The BOR_ADP_RET_PRM table connects the Employee Status to the Account.

The Retiree Benefit Parameters is required for Retiree Benefit Accounting processes and
accurate account classification and reconcilement.
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Procedure

The steps required to view the Retiree Benefit Parameters are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Processes > Retiree Benefit Parameters

2. Enter the business unit/SETID in the SETID field.

Favorites = Main Menu~ > BOR Menus ~» BOR Payroll = » Benefit Reconciliation = » Retiree Benefit Accounting ~ » Retiree Benefit Processes ~ » Retires Benefit Parameters

ORACLE

Retiree Benefit Parameters
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Search by begins with 71000

Search  |Advanced Search

Benefit Reconciliation User Guide
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Step Action

3. Review employee status and account parameters to determine what employee
status codes will generate charges to receivable accounts.

4. Report any necessary changes to ITS at helpdesk@usg.edu.

Retiree Benefits Parameters

SetlD 42000  Georgia Southwestern St Univ

Personalize | Find | 1) ¥ Frst 1 180f8 | Last

Employee Status Account Description Move ER costs to EE Export to Banner File

1 Disability 123001 AR Clearing- Leave of Absence ¥ N

2 Active Survivor 129210 ADP AR - Refiree

3/Cabra 129230 ADP AR - Cobra J

4 Leave of Absense 128001 AR Clearing- Leave of Absence v

5 Retiree 129210 ADP AR - Refires

fi Retirea Deceased 129210 ADP AR - Refiree

7 Retiree Spouse 129210 ADP AR - Refiree

] Retiree Retro Cancelled 129910 ADP AR - Refires

Cover

[eoe QA RetuntoSearch ] oty

Benefit Reconciliation User Guide
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Retiree Benefit Inquiry/Reports

Reconciliation queries and reports have been developed to assist institutions
with retiree benefit reconciliation and variance correction. The queries and
reports may be run after the Retiree Benefit Accounting processes are
completed and the Build Retiree Receivable Aging Data build is run.
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Net Receivables Change query

Overview: The Net Receivables Change query displays the net change in a participant’s
receivable balance for a specified date range. The query should be run after the Retiree

Benefit Accounting processes and the Supplemental PDR processes are completed.

Prerequisites: Retiree Benefits Accounting process.
Prerequisites: Supplemental PDR process.
Prerequisites: Build Retiree Receivable Aging Data

Procedure

The steps required to run the Net Receivables Change query are:

Step

Action

1.

Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Inquiry/Reports > Net Receivables Change query

Enter the business unit in the Business Unit field.

Enter the first day of the reconciling month in the From Date field.

Enter the last day of the reconciling month in the To Date field.

Click on View Results.

AN Nl I

Click on Download Results in Excel Spreadsheet.
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Favortes «

WeinNenu = BOR Neus + ) BOR Payrall + > Benet Reconciiaton = Rees Benest Accouning > Refree Benefit nquiy/RTS » ) Net Recevables Change

Home~ Wridist

ORACLE

BOR_ADP_NET RECEIVABLES_CHANGE - Refies Net Receivables Change

Busingss Unit 74000
From Date: {00204 4
Tolate: {03124

Vien Resuls

Download restts n el SpeatShest GV Teat e YULFie (86 Kb)

Vi Al Fist () 00 o280 ) et
Ut 0 Hime Emplojee Statis Employee Satus Descripion Account Date BOR Deducton Code Tota Amount
1 T 0 Colra 278 (O 0BCHE 510
VA ] R Ree o 10 00PAL A0
T T 0 Cobra 27K I 10 0KSPB 44
4T R Ree o 10 00NBL 430
5 T R Reiee L2740 00PPIB 430
6 TH R Ree o f0mu 00NBLE 450
T T R Retee L2/ (R 00NBLB W0
§ T 0 Cobra 275 (0 IHALB 350
§ i R R o 10 00NBLD A0
A R Reiee 274 (R (0 0PI 00
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Retiree Receivable Aging query

Overview: The Retiree Receivables Aging query takes the data compiled in the Build Retiree
Receivable Aging Data (BOR_RETAGING) process and totals in summary form by Empl ID
and Deduction Code by date ranges of 30, 60, 90 and 120 days (buckets). This query will
allow the user to evaluate employees premium due amounts as of the given month end and

how old the receivable amount would be. The data selected is for accounts between 129%
and 129240, this is the range of accounts used in processing retiree data. Pivot tables may

be created to use for reconciliation purposes

Prerequisites: Retiree Benefits Accounting process.
Prerequisites: Supplemental PDR process.
Prerequisites: Build Retiree Receivable Aging Data

Procedure

The steps required to run the Retiree Receivables Aging query are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Inquiry/Reports > Retiree Receivables Aging query
2. Enter the business unit in the Business Unit field.
3. Enter the Empl ID in the Empl ID field.
Note: Query lists all Empl ID’s when using the (%) wild card.
4., Enter the deduction code in the Deduction Code field.
Note: Query lists all Deduction Codes when using the (%) wild card.
5. Enter the account in the Account field.
Note: Query lists all Receivable Accounts when using the (%) wild card.
Click on View Results.
7. Click on Download Results in Excel Spreadsheet.
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Job Earnings Distribution view

Overview: The Job Earnings Distribution page/component is to provide institutions the
ability to review employee job earnings distributions within PS Financials.

In some circumstances, the retiree status on the benefit file will not match the corresponding
data in the JOB table. The Job Earnings Distribution page will allow the user to lookup the
appropriate account code that must be charged when booking the expenses.

Prerequisites: None.

Procedure

The steps required to view the Job Earnings Distribution page are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Retiree Benefit
Accounting > Retiree Benefit Inquiry/Reports > Job Earnings Distribution.
2. Enter the Empl ID in the Empl ID field.
Favorites- | MainMenu~ > BOR Menus ~ > BOR Payroll ~ > Benefit Reconciliation ~ > Refiree Benefit Accounting = > Refiree Benefit Inquiy/RPTS = > Refiree Receivables Aging > Job Eamings Distribution
ORACLE

Job Earnings Distribution

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value

Search Criteria

Searchby. |Empl ID | begins with

[include History

Search  Advanced Search

Search Results

View All  First (g, 1-120f12 () Last

Empl ID Effective Date
08/01/2013
08/01/2013
12/01/2012
08/01/2012
07/01/2012
06/01/2012
08/01/2011
06/01/2011
02/01/2011
08/01/2010
06/01/2010
08/01/2009
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Favories »

VainWgnu+ > BOR Menus > BOR Payrol » » Beneft Reconciiaton = » Reree Beneft Accouning + » Reree BeneftInquiyRPTS »  Refree Receivables Ajing > Job Eamings Distibuion

ORACLE

Employee Job Eamings Ditrbuton

Fmpl1D Enployee
Record Number

Effective Date 06012013 Hfectie
Sequence

Personalze | Find \D\E Fait Lot
Account Code Percent o Distrbuton

LA {0000

Save g ReumteSealc il (i Netinlst (2] Nty | Unielisty ) Iclude Histary
A2 hednts = oty |8 elgeristay
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Supplemental PDR Accounting

Each month retirees are billed by and will remit payment to ADP’s BeneDirect
organization and a receivable (Open Coupon) balance will be accrued for each
retiree and COBRA participant’s obligation for benefits premiums. The
Supplemental Premium Data Reporting (PDR) data will relieve the receivable
balances created by the Retiree Benefit Accounting process.

Monthly, the Shared Services Center will receive the receipt transaction detail
file from BeneDirect and then ITS will load the file into the PS Financials Benefit
Reconciliation module. Once the file is loaded institutions are notified that
accounting entry creation and reconciliation may begin.
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Create Supplemental PDR Accounting Entries

Overview: The Create Supplemental PDR Accounting Entries process is a batch process to
read the Supplemental PDR Load file used to process the retiree and COBRA premium
receipts. This process provides a reconciliation tool to the institutions for retiree and COBRA
benefit payments and outstanding balances.

The following steps outline the process required to load Supplemental PDR Accounting
Lines:

1) Load and Validate the Supplemental PDR Accounting Lines

2) Correct Supplemental PDR Errors

3) Load Error Corrections

4) Purge Supplemental PDR Accounting

5) Journal Generate, Edit, Budget Check and Post Supplemental PDR Accounting Lines

Prerequisite: Receive Supplemental PDR Load Notification
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Procedure

The steps required to Create Supplemental PDR Accounting Entries are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Supplemental
PDR Accounting > Supplemental PDR Processes > Create SUPPDR Acctg Entries

2. Click the Add a New Value tab to create a new Run Control ID.

Enter "create_SUPPLPDR_entries" in the Run Control ID field.

4, Click the Add button.
Add

Favortes= | Main Menu~ > BOR Menus ~ > BOR Payroll = » Benefit Reconciliation = » Supplemental POR Accounting ~ > Supplemental POR Processes = » Create SUPPDR Acctg Entries

ORACLE

Create SUPPDR Acctg Entries

Find an Existing Value | Add a New Value

Run Control ID: create_SUPPLPOR._entries *

Add

Find an Exisfing Valu | Add a New Value
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Step Action

Enter the institution business unit in the Business Unit field.

Enter the date in the Accounting Date field. 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 auto-populate.

Note: The accounting date will become the journal date in the ACTUALS ledger at
the time this process is run. All supplemental PDR reconciliation processes should
be completed and journals posted before the accounting period is closed in order
for accurate benefit reconciliation of GL accounts.

Enter the appropriate account in the Cash Account field.

Distribute to GL check box is on. The Distribute to GL flag determines whether
a transaction will be sent to the general ledger

9. Process selection is “Load and Validate Accounting”

10. | Click the Save button.

11.

(@)

lick the Run button.

12. | Click the OK button.

(o ]

13. | Click the Process Monitor link.
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Favonites »

Main Menu =+ BOR Menus = » BOR Payroll = » Benefit Reconciliation = » Supplemental POR Accounting = » Supplemental POR Processes ~ » Create SUPPOR Accty Entries

ORACLE

Create Supplemental POR Accounting Entries

Run ConfrolID create_SUPPLPDR_entiies  Report Manager  Process Monitor Run

Pracessing Parameters

Business Unit 71000 @ Geargia Perimeter College

Accounting Date 103112014 |

Account 21822 @ Cash Clearing- Supp POR

Fiscal Year 2015 Period 4 CalendarYear 2014

Process ‘Load and Validate Accounting v

(] Distributs to 6L

[ Save B RetmioSearch |1 PreviousinList |+ NextinList Bh Add | |2 Updeteisnley
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Step

Action

14.

Once the process monitor indicates this process is complete any mapping errors
must be corrected before accounting entries may be created and journal
generated.

Note: When mapping errors exist the process monitor will show the run
status as “Warning”. If no mapping errors exist the run status will show as

“Success”.

Favortes= | Main Menu~ > PeopleToals = » Process Scheduler = » Process Monitor

ORACLE

Process List | ServerList

View Process Request For

UserID OITMCCARLE®,  Type | v [Last V] 10

Sover| V| Name HQ ~ Instance| 633304 to| 5383304

Run Status Distribution Status Save On Refresh

Refresh

Process List F'ersunalizelFindIViewAIlI@IE First ' 10f1 '*' Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status I;it::[]isbution Details
6383304 Application Engine BOR_SUPACCT OITMCCARLEY 0212/201510:39:16AM EST |'.*."arning Posted Details

[5] Save ||=] Notify

Process List | Senver List
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Step | Action

15. | Click on the details link of the completed BOR_SUPACCT process.

16. | Click on the message log to confirm errors exist and need correcting.

Message Log

Process

Instance: 6383304 Type: Application Engine

Name: BOR_SUPACCT Description: Supplemental PDR Accounting

Personalize | Find | Viewall [E0 | B8 First ' 1-8 078 ® Last

Severity Log Time Message Text
10-39:31AM Skipping - Loading temporary Supplemental PDR

accounting line table: BOR_ADP_SUP_TMP (99998 1)

10:38:31AM Loading end-user corrections (99999 1)

Explain
Explain

10:39:31AM IErrors Existin Correction Table: E (99999 1) I

| Explain

Skipping - Purging Temp, Error and Accounting Line
Tables (99999,1)

Finalize Procesing - Errors Exist - Complete Error
Correction (89999 1)

10:39:31AM
10:39:31AM

10:39:31AM (99999,1)

10334888 ofe4eb4061d2 to create entry in folder GENERAL.

Successfully posted generated files to the report

10:39:46AM repository
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Load Supplemental PDR Error Corrections

Overview: Once error correction is complete, the Create Supplemental PDR Accounting
Entries process has to be executed again in order to load the error corrections. The Load
Error Corrections process will extract corrected transactions from the BOR_ADP_SUP_ERR
table and insert them into the BOR_ADP_SUP_TMP table. If all errors are corrected,
PERS_SERV_BOR and HR_ACCTG_LINE will be populated with balanced accounting entries.

As discussed in the Load / Validate Supplemental PDR Accounting entries, the following
steps outline the process required to create Supplemental PDR Accounting Lines:

1) Load and Validate the Supplemental PDR Accounting Lines

2) Correct Supplemental PDR Errors

3) Load Error Corrections

4) Journal Generate, Edit, Budget Check and Post Supplemental PDR Accounting Lines

Prerequisite: Load / Validate Supplemental PDR Accounting Lines
Related Processes: Correct Supplemental PDR Errors

Benefit Reconciliation User Guide
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The steps required to Load Error Corrections are:

Step

Action

1.

Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation >
Supplemental PDR Accounting > Supplemental PDR Processes > Create
SUPPDR Acctg Entries.

Enter the institutions business unit in the Business Unit field.

Enter "create_SUPPLPDR_entries" in the Run Control ID field on the Find an
Existing Value tab. (Use the same run control ID used to Create Supplemental
PDR Accounting Entries).

Note: The Run Control ID begins with field may be left blank to search for
all values.

Favorites= | MainMenu= >

ORACLE

BOR Menus = » BOR Payroll = » Benefit Reconciliation = » Supplemental PDR Accounting = » Supplemental PDR Processes = » Create SUPPDR Acclg Entries

Create SUPPDR Acctg Entries

Enter any informaticn you have and didk Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Search by Run Contral ID begins

D Case Sensitive

Search  Advanced Search
Search Results

View All First (q) 16of6 ()
Language
Code
English
build_retiree_aging_tbl  English
oreste_SUPPLPDR_entries English
jml_gen_retiree_benefits  English
English
English

Run Control ID

Jnl_Gen_Adjustments

|oad_sdjustments

purge_benefit_scclg

Add 5 New Value

with

Last

Find an Existing Value ‘ Add 8 New Value
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Step

Action

4.

The Accounting Date field should be pre-populated with the current benefit
accounting entries load date.

The Cash Account field should be pre-populated with the account used in the
current benefit accounting load.

Fiscal year, Period and Calendar year fields should be pre-populated from
the current benefit accounting entries load date.

Distribute to GL check box is checked on.

Process selection is “Load Error Corrections”.

Note: This should be pre-populated if all errors have been corrected.

Click the Save button.

10.

@)

lick the Run button.

11.

Click the OK button.

o]

12.

Click the Process Monitor link.
Frocess Monito

13.

To validate that the data successfully loaded run the Personal Services Detail
query on the appropriate date range and account range for current reconciling
period. Select all or one Empl ID to validate data processed accurately. Use the
SP% for Transaction Code.

Benefit Reconciliation User Guide

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.

110




(1) GEORGIAZIBST

Fartes~  Man Menu= > BOR Menus ~ > BOR Payall + » Beneft Recanciiation + > Supolemental POR Accounting ~  Supplemental POR Processes + » Create SUPPOR Accty Entres

ORACLE

Create Supplemental POR Accounting Enfries

Run ControlID create SUPPLPDR enties  Reporthlanager  Process Monitor Run

Pracessing Paremeters

BusivessUnt 71000, Georgia Paimetr Colage

Accouning ate 10312014 [

fcwnt %2 & CashCleing- SuppPOR

FiscalYear 2015 Perid 4 Calendar¥ear 204

Pracass Load Emar Carrecians v

[ Ditriuteto L

o Se | [0 RetmipSeach 3 Praiousinlst | o3 NetinLis B Add | Y oot
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Step Action

14. Once the process monitor indicates this process is complete click on the
details link of the BOR_SUPACCT process.

15. Click on the message log to confirm load error corrections process is
successful.

Message Log

Process

Instance: 6383397 Type: Application Engine
Name: BOR_SUPACCT Description: Supplemental PDR Accounting

Personalize | Find | view Al |22 (B8 First 0 15 o1 ) Last
Severity Log Time Message Text Explain

Skipping - Loading temporary tal PDR .
10:46:054M accounting line table: BOR_ADP_SUP_THP (99999,1) | Bxplain |
10:46:054M || Loading end-user corrections (99999 1)

ipping - Purging lemp, Eror and Accouniing Line =
104805AM  r3p1es (99999.1)
o Finalize Procesing - No Errors Exist - Creating Accounting =
1048054M  Enies (99099 1)
10:46:054M  Distribute to GL® Y (99993.1)

. Supplemental PDR Accounting Entry Process is complete "
IGO0 (99999,1)

Published message with ID 4a1ddb82-b2ce-11e4-8aea- B
10482080 oro4ep4061d2 1o create entry in folder GENERAL.
o Successfully posted generated files to the report =
s S
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Purge Supplemental PDR Accounting Entries (optional)

Overview: In the event there is a need to start the supplemental PDR accounting entry
process over again, the Purge Supplemental PDR Accounting Line process allows users to
purge all transaction tables for a given business unit and accounting period.

If the process completes successfully, the following tables will be purged for the specified
business unit and accounting date range:

1) BOR_ADP_PDR_TMP
2) BOR_ADP_PDR_ERR
3) PERS_SERV_BOR
4) HR_ACCTG_LINE

Prerequisites: Load / Validate Supplemental PDR Accounting Lines
Prerequisites: Supplemental PDR Error Correction

Prerequisites: Load Error Corrections - Supplemental PDR Accounting Lines
Related Processes: Delete PDR Journal (if created)

Benefit Reconciliation User Guide
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Procedure

The steps required to Purge Supplemental PDR Accounting Lines are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Supplemental
PDR Accounting > Supplemental PDR Processes > Create SUPPDR Acctg
Entries.

Enter the institution business unit in the Business Unit field.

3. Enter "create_SUPPLPDR_entries" in the Run Control ID field on the Find an
Existing Value tab. (Use the same run control ID used to Create Supplemental
PDR Accounting Entries).

Note: The Run Control ID begins with field may be left blank to search for all
values.

Favorites» | MainMenu~ > BOR Menus = > BOR Payroll = » Benefit Reconciliation = > Supplemental PDR Accounting ~ > Supplemental PDR Processes ~ » Create SUPPDR Acctg Entries

ORACLE

Create SUPPDR Acctg Enfries
Enter any information you have and click Search. Leave fields blank for 2 list of all values
Find an Existing Value | Add a New Value
Search Criteria

Search by Run Control ID begins with

[ICase Sensitive

Search  Advanced Search

Search Results
View Al First 180f8 () Last
Run Control ID Language Code

Jml_Gen_Adjustments English

English
create_SUPPLPDR _entries [English
create_retiree_acctg English
jml_gen_retiree_benefits  English
load_adjustments English

purge_benefit_acctg English

Find an Existing Value | Add a New Value
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Step | Action

4. The Accounting Date field should already be pre-populated based on the
accounting entries loaded and errors corrected.

5. The Cash Account field should be pre-populated with the account used in the
current benefit accounting load and error correction load.

6. Fiscal year, Period and Calendar year fields should be pre-populated from
the current benefit accounting entries load date.

7. Distribute to GL check box is checked on.

8. Click the Process Purge Accounting Entries list item.

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

9. Click the Save button.
B save

10. Click the Run button.
Run

11. Click the OK button.

Favorites= | ManMenu~ > BORMenus -~ » BOR Payroll ~ > Benefit Reconciliation = » Supplemental PDR Accounting = > Supplemental PDR Processes ~ » Create SUPPDR Acclg Entries

ORACLE

Create Supplemental PDR Accounting Entries

Run Control ID create_SUPPLPDR_entries ~ Report Manager ~ Process Monitor Run
Processing Parameters
Business Unit 71000 %, Georgia Perimeter College
Accounting Date 103172014 |3
Account 219822 9, Cash Clearing - Supp POR

Fiscal Year 2015 Period 4 Calendar Year 2014

Process Purge Accounting Entries v
Distribute to GL
T Save [0 RetumtoSeach | f Previousinlist | 4| MextinList |+ Add
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Step Action

12. Click the Process Monitor link.

Favortes+  MainWenu+ > BOR Menus + » BOR Payroll > Beneft Reconcaton + > Supplemental POR Accounting + » Supplemental POR Processes + » Create SUPPDR Accty Entries > Process Montor

ORACLE

Process List | Semer List

View Process Request For

L) OMUAEY  Tye, o s v e

vV hame 0 b ggUE b R
Run Slatus Distribution Status ! Save On Refrsh

Process Lt Personaze | FmdwiewAMU'\E Fit 4 101 Las
Select Instance Seq, Process Type Process Name ~ User Run DatelTime Run Status mgﬂm Detals

B06  Applcatin Enghe BOR_SUPACCT QITMCCARLEY DMAZAVSAT24AAMEST  Success  Posted  Detals

Go back to Craate SUPPOR Acctg Entries
0 Sae =) Ny

Process List| Semer List
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Step Action

13. | When the process successfully completes, click on the Details link.

14. | Click on the Message Log link to confirm purge process completed.

Process Defall

\ Process

Intance 6363405 Type: Applcaton Engne

Name BOR_SUPACCT Description Supplemental PR Accaunting
Run Status Syqcess Distribution Status Prosted

| Ut Prces

Run Control 1D create SUPPLPOR entries ) Hold Request
Location Sener () Quese Request
() Cancel Reques
() Delet Request
" RestartReques

Server PSADP

Recumence

DateTine \ \Acnons

Request Created On (21220151120 458MEST  Parameters Transfer
Run Anytime Ater Q21122013 1126 44AMEST  Message Log View Lacks
Began Process At Q1202015 11:25:02AMEST  Batch Timings
Ended Process At 02122015 1125 TAMEST View Log/Trace

RS
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‘ Process

nstance: 5383406 Type: Applcaion Engine
Name: ~ BOR SUPACCT Description: Supplemertal POR Accaurting

Personglize | Find  View Al [ \ﬁ Fist 4 160f6 ! Last
Severty Log Time Hessage Text Explain

. Stipping - Loading temparary Supplemental POR accouning [~ -
I e tele: BOR_ ADP SUP THIP (99988 1

SHipping - Loading end-user comections (39599 1)

Puging Temp, Enor and Accouring Line Tables (39938 1)

Supplemental PR Accaunting Entry Pracess is complete )
(49999

Published message wih D b07%3gea-0203- el fasa- -
efadaDd061d2 to create entry in older GENERAL.

Successfuly posted gznerated fles to the raport repostary

v
)
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Supplemental PDR Error Correction

Overview: The Supplemental PDR Error Correction component is used when an institution
needs to correct invalid deduction codes, fund codes or account codes in the Supplemental
PDR Accounting Process. Supplemental PDR errors typically occur during the mapping
process from the benefit plan to the BeneDirect payment. In most instances, the
Supplemental PDR Accounting Entry process successfully completes the mapping activity,
however, there may be instances when the benefit plan and deduction code mapping is
incomplete or the benefit election table is out of sync with the benefits enrollment. In those
instances, error correction is required in order to account for all retiree charges.

The mapping process logic is as follows:

1) Select the payment made by benefit plan

2) Derive the deduction codes associated with the benefit plan

3) Review the benefit elections to determine what deduction code is associated with the
employee

4) Review the deduction class table to determine the fund and account associated with the
deduction code

Once all errors have been corrected, the Create Supplemental PDR Accounting process
must be executed again to load the corrections and generate the accounting entries in
HR_ACCTG_LINE and PERS_SERV_BOR

Prerequisite: Create Supplemental PDR Accounting
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Procedure

The steps required to correct Supplemental PDR Accounting Errors are:

Step Action

1. Navigate to BOR Menus > BOR Payroll >Benefit Reconciliation > Supplemental
PDR Accounting > Supplemental PDR Process > Supplemental PDR Error Correct.

2. Enter the institution business unit in the Business Unit field.

Click the Search button to view mapping errors.

4, In order to view deduction codes associated with benefit plans,
Click the View Plan button. Bl
5. A new window will open. Once the deduction code needed to correct the error

has been obtained (copy/paste may be used), close the window to return to the
Supplemental PDR error correction window.

6. Once the deduction code has been entered in the Deduction Code field,
PeopleCode will be executed to retrieve the fund code and the account value.
Once populated, institutions have the ability to override the account value.

7. If an institution is unsure of the correct deduction code to use, the benefit elections
can also be displayed from the Supplemental PDR Error Correction component. In
order to view benefit data, click the View Winflex button. A new window will
open. Review the benefit election and determine the correct deduction code to use
in the Supplemental PDR Error Correction component (copy/paste may be used).
Close the window to return to the Supplemental PDR Error correction window.

8. Repeat these steps until all errors are corrected.

Note: In order for the Supplemental PDR Accounting Entries to be created, the
Error Status should be None for all lines.

9. Click on Save.
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Supplemental PDR Error Correct-before corrections

Fanres = M Wenu+ » BOR Menus = » BOR Payrll = » BeneftRecanclicton = » SupplementalPOR Accouning + > Supplementa PER Pocesses = » Supplementa FOR Enor et

fome | Worlit
ORACLE
Supplemental POR Accouning Eor Corecton
Busiess Unt 71000 TransackonlD  Q0OU0OSRS7  JoumalDate 10312014 UserlD  QITIKCCARLEY

pesniz ol Ve BB Y v

ine View

humh@r S Seeurity# EnpllD Lstlame  Firtlame Emp\w@estatuswmm BeneiFlan Emem” Hozount *Fund Cade Deserifion Wonetayhmount— CoverageFrom Dt CoveageTo e Eror Descriion Eror s
» Dela Denta igh Opion Plen - po o (] '
q {1 o0 & APR- 4
m ‘ T e (), PR e OO 0AH ORUM Deid F DorSeslle
0 q N L 0705 Fily im0, o 0P8 e JWOMDE UMD De O DSl
0 B Pl 0 0 e Q0P8 e AUMDE  UANDNH e F DuShA
0 Bl v (), 0 QPR e AUMDE D D O DoSelA
DDl g g Pl ;
w we y|Q R 0 0, e 10, 10029 e ABIBUDE WM e DSl
D023 (BefFunded Plen)
Dete Detal High Opion Plen - e i i '
W TR 0, o Q0P8 e LEONDE WM e F Dol
Do Dl i g Pl -
i) L 0 0 e 0 10029 AEOMDE WAIE e DSl
D023 (BefFunded Plen) ! ' '
i I L 0, o, P48 AMGMDE WD D DSl
4 , DLt B Pl D124 )
i Q Q {;E;Fu?d: 1 PT:: ! 0, s O, o [0, a8 e SEONEE WM e F Dol
i q Q {DS?:FDUEH!‘:L?:}P‘E”'DM im0 (o P48 et SEDOUDE AN e F DS
: ; Dea Ll e Pl D124 :
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Supplemental PDR Error Correct-after corrections
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Journal Generate Supplemental PDR Accounting Entries

Overview: Institutions may journal generate the supplemental PDR journal entries in the
General Ledger once the create supplemental PDR accounting entries process has been run,
errors corrected and data validated. A new accounting entry definition has been created
(PYRLSPDEF) to isolate the Supplemental PDR Accounting Entries. These journal entries can
be identified by the Journal ID Mask of SP and a journal source of PAY.

Note: The creation of these entries will not be included in the nightly batch schedule as
institutions expressed a desire to run the process on demand.

Prerequisite: Supplemental PDR Accounting process completion
Prerequisite: Run the Personnel Services Detail Query
Related Process: Journal Edit, Budget Check and Post
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Procedure

The steps required to Journal Generate Supplemental PDR Accounting Entries are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Supplemental
PDR Accounting > Supplemental PDR Processes > Jrnl Generate Supplemental
PDR

2. Click the Add a New Value tab.
Enter "JRNL_GEN_PDR_ENTRIES” in the Run Control ID field.

4. Click the Add button.

Add

Favontes=  Main Menu~ > BOR Menus = > BOR Payroll = > Benefit Reconciliation = » Supplemental POR Accounting = > Supplemental POR Processes = » Jml Generate Supplemental POR

ORACLE

Generate Journals

Find an Existing Value | Add a New Value

Run Control ID: JRNL_GEN_PDR_ENTRIES %

Add

Find an Existing Value | Add a New Value
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Step Action

5. Journal Processing Options are institution specific. Generally Edit and Budget
Check boxes are checked on, but NOT Post.

6. Click the Always option on for Processing Frequency.
Enter the institution SETID in the SetlD field.
Enter/Select "PYRLSPDEF " in the Accounting Definition Name field.
Note: The creation of a new accounting entry definition prevents any other
journal generation process from picking up benefit accounting lines.

9. Enter the institution business unit in the Application Business Unit field.

10. Enter “ACTUALS” in the Ledger Group field.

11. Enter “PAYROLL_SP” in the Template field.

12. Enter “Specify Date” in the From Date Option field.

13. Enter the begin date of the month the supplemental PDR acctg data loaded in the
From Date field.

14. Select “Specify Date” in the To Date Option field.

15. Enter the end date of the month the supplemental PDR acctg data loaded in the
To Date field.

16. Click the Save button.

17. Click the Run button.

Run
18. Click the OK button.
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Favorites=  Main Menu= > BOR Menus = > BOR Payroll = » Benefit Reconciliation = » Supplemental POR Accounting ~ » Supplemental PDR Processes = 3 Jml Generate Supplemental POR

ORACLE

Generate Journals Request

Run ControlID JRNL_GEN_PDR_ENTRIES ~ ReportManager  Process Monitor Run

Joumal Processing Options
[ Edit ¥ Budget Check [Post

Process Requast Parameters Find [ViewAl  First & 10f1'2 Last

| $|[=

Pracess Frequency — =]
Unce SetD7000 |9,
®) Aways
() Don'tRun *Accounting Definition Name PYRLSPDEF (@,

Application Business Unit 71000 Q
Ledger Group ACTUALS @,

Template PAYROLL_SP@,
*From Date Dption| Specify Date v| From Date 10012014 |4
*To Date Dption| Specify Date v| ToDate 103112014 Eﬂ

Leave afield blank to select all its values.

5] save | (B RetumtoSearch - Prevcue et 4] NetinList || Z1 Noffy |22 Refresh B Add Updateiep/a)
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Step Action
19. Click the Process Monitor link.
[Process Wonitor]
20. Click in the Details link of the completed journal generate process.

Favortes=  Main Menu= > BOR Menus = » BOR Payroll = » Benefit Reconclistion = » Supplemental POR Accounting = > Supplemental PDR Processes = > Jml Generate Supplemental PR > Process Monitor

ORACLE

Process List | ServerList

View Pracess Request For

UserDOITICOARLED, Ty it V] 3 Refesh
Sewer Name [@  Insfance fagace  to) 63§30
Run Slatus Distribution Status Save On Refresh

Process List prsonaize | Find | viewdl | 2D |E8  Fit 111 Lagt
Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status Q:IDSutmﬂ Details

§383399  Application Engine FS_JGEN_BOR OITHCCARLEY 021220151057 21AMEST  Success  Posted | Details

(0 back o Generate Journals
=) save | ] Notfy

Process List| Server List

Benefit Reconciliation User Guide
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Step Action
21. Click the Message Log link.
22. Review the message log. There should be a message stating 1 journal entry has

been created. The journal number and date should be shown.

Note: Go to Main Menu > General Ledger > Journals > Journal Entry >
Create/Update Journals to review, submit and print journal.

Process Detail

Process

Instance 6333389 Type Aplication Engine

Hame F5_JGEN_BOR Description FS_JGEN_BOR
Run Status gypcess Distribution Status Pysted

H Update Process

Run Control ID JRNL_GEN_POR_ENTRIES (" Hold Request
Locaton Sener ) Quete Request
() Cancel Request
() Delete Request
(" Restart Request

Server PSUNK

Recurrence

Date/Time ‘ ‘ Actiong

Request Created On 0211212015 10:5126ANEST  Parametars Transfer
Run Anytime After 02122015 10:5121AMEST | MessageLog Vigw Locks
I—

Began Process At (2M22015105140AMEST  Balch Timings
Ended Process At 0211212015 1052 10AMEST  View LogTrace

e

Benefit Reconciliation User Guide
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Message Log

Process

Instance: 6383200 Type: Applicafion Engine
Name: F3_JGEN_BOR Description: F3_JGEN_BOR

personalze | Fnd | Viewdl | 1B Fist ¢ 1130013 Y Last
Severity Log Time Message Text Explain

 Jouma Cenerorprocessing has equn 00042 ——
TOSTAR 4051 40 00000

54 Request 1 complete 2015-02-12-1051.45.000000. 1

Joumals created

54 Interunit assignment processing has begun 2015-02-12-

10.51.46.000000.

- IIU) Assignment updated for journal 71000 SP00150085 :
1051 Loy 1031

A05146AM U Assignment processing complete Explain

No more requests. Joumnal Generator calling Joumal :
il

WARNING: UNABLE TO PERFORH COMMIT - FORCING '
USE OF BASE TABLE FOR COMB_PRJ_TAQ

1051520 Commitment Control Budget Processing has bequn.

Request Stafisfics. Documents Processed: 1, Errors: 0, -
Warnings: 0

105156A0  Commitment Control Budget Processing Complete.

] Journal Generator processing complete 2015-02-12- ;
TOBTS64 4054 55.000000

Published message with D 1af3f110-02cH11e4-abb3- ;
aeeabfcd780e to create entry in folder GENERAL

- Successfully posted generated files to the repor ’
10z reposiary

10514780

10514340

105136AN

10521040

Benefit Reconciliation User Guide
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Supplemental PDR Mapping

Overview: The Supplemental PDR Mapping page/component is used to map Benefit Plans
to Benefit Type, Benefit Option and the associated Carrier Enrollment Services Plan ID and
Descriptions. Carrier Enrollment Services and the Supplemental Premium Distribution
(PDR) reports do not always have the same plan descriptions and the mapping process
links the two together. This mapping is a critical component in performing the monthly
benefit reconciliation processes.

The Supplemental PDR Mapping page/component will allow plans to be added, edited or
deleted from the BOR_ADP_SUP_MAP table by Support Users only. Institutional Users will
have read access only.
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Procedure

The steps required to view the Supplemental PDR Mapping are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Supplemental
PDR Accounting > Supplemental PDR Processes > Supplemental PDR Mapping

2. Select a search by option from Search By list.

Favortes = MainMenu = »BOR Menus ~ > BOR Payrall = » Beneft Reconciiation + > Supplemental POR Accounting + > Supplemental POR Processes + » Supplemental PR Mapoing

ORACLE

Supplemental PR Mapping
Enter any information you have &nd dlick Search. Leave fields blank for 2 ist of allvalles.
Find an Existing Value

Search Crfaia

Benefit Option
Bengfit Type
Search by beging wih

[ Case Sensitve

Search  Advanced Ssarch

Benefit Reconciliation User Guide
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Step Action

3. Enter the appropriate value in the begins with field.

Note: Query lists all options with the associated data field by using the (%) wild
card.

4, Click on Search.
Search

Favorites= | Main Menu~ > BOR Menus ~ » BOR Payroll ~ » Benefit Reconciliation ~ > Supplemental PDR Accounting ~ » Supplemental PDR Processes = » Supplemental PDR Mapping

ORACLE

Supplemental PDR Mapping

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Exisfing Value

Search Criteria

Search by: |Plan description V' |begins with B%

[ case Sensitive

Search  |Advanced Search

Search Results

View All First (4) 1-590f 53 () Last
Plan description Benefit Type Benefit Option
BCAS GAHOHP Consumer Choice Medical M015 Medical 15

BCBS GAHDHP Medical M014 Medical 14

BCBS GA Indemnity Medical MO11 Medical 11

BCBS GAPPO Choice Medical M013 Medical 13

BCBS GA PPO Choice Medical M013 (Self Funded Plan) Medical 13

BCBS GAPPO Medical M012 Medical 12

BCBS GAPPO Medical M012 (Self Funded Plan) Medical 12

BCBS HOHP Medical Flan MED14 Medical 14

BCBS HSA Open Access POS - M032 (Self Funded Plan) Medical 32

BCBS HSA Open Access POS - M032 - (Self Funded Plan) Medical 32

BCBS HSA Open Access POS - MED32 (Self Funded Plan) Medical 32

BCBS HSA PPO Medical with Rx Flan Unmapped 00

BCBS Open Access POS -M031 (Self Funded Plan) Medical 31

BCBS Open Access POS - M031 - (Self Funded Plan) Medical 31

BCBS Open Access POS - MED31 (Self Funded Plan) Medical 31

BCBS PPO Choice Medical Plan MED13 Medical 13

BCBS PPO Choice Medical Plan MEDA13 (Self Funded Plan) Medical 13
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Step Action

5. Select the option to view.

6. Review benefit plan and the associated benefit type and option.
7. Report any necessary changes to ITS at helpdesk@usg.edu.

Supplemental PDR Mapping
Benefit Plan  BCBS Open Access POS - M031 (Self Funded Plan)

Benefit Type  MED - Medical
Benefit Option 31

Associated CES -
i Personalize | Find | View A1 0| 3 First & 4of1 U Laat
CES Plan ID Description
1HO21 BCBSGAPPO Alt

3 2o Q& ReumtoSearch 1] Previousinlist 9Z] Nextinlst [ Moty

Benefit Reconciliation User Guide
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Benefit Recon Audit Tools

Overview: Audit queries have been developed to assist institutions and auditors
in the validation of benefit reconciliation data and processes. The queries may
be run after the Benefit Reconciliation processes are completed.

Benefit Reconciliation User Guide
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Personnel Services Detail Query

Overview: The Personnel Services Detail Query allows users to view all payroll related
transactions for an employee. Users have the ability to enter a business unit, account range,
date range, employee id and a transaction type. This query is integral in validating the
accuracy of accounting entries prior to distribution to the General Ledger and Journal
Generating. During month end processing and reconcilement, institutions should be able to
utilize this query to reconcile the net activity for any account.

Procedure

The steps required to run the Personal Services Detail query are:

Step

Action

1.

Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting Audit Tools > Personal Services Detail

Enter the business unit in the Business Unit field.

Enter earliest date needed in the From Date field.

Enter latest date needed in the To Date field.

a|rwnN

Enter first account in range needed in the From Account field.

Note: Query lists all accounts when using the (%) wild card.

Enter last account in range needed in the To Account field.

Note: Query lists all accounts when using the (%) wild card.

Enter Empl ID in the Empl ID field.

Note: Query lists all Empl ID’s when using the (%) wild card.

Enter a specified transaction type in the Transaction Type field.

Note: Query lists all Transaction Types when using the (%) wild card.

Click the View Results button.

View Results

10.

Click the Excel SpreadSheet link.
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Favortes+ | MamMenu+  » BOR Menus = BOR Payroll +  Benefit Reconcilafion = Benefit Accounfing Audit Tools = » Personnel Services Defai

Home  Worklst

ORACLE

BOR_ADP_PERSSERV _DTL - Personnel Services Detai

Business Unit: Q

From Date: 10012014 &
ToDate: w3 &
From Account: ~ 226% Q
Tokecomt %ot Q)
Empl ID: % Q
Transaction Type: %~ @,

View Results

Download resuts in - Excel SpreadSheet CSVTex Fle MMLFie (6069 kb)

View Al First (¢ 1100 of 8028 ) Last
Pay ) )
; Trans .. Poal Payroll . Bud Job Job . Eamings, Check .. Joumal Line
Unit  ReportID Tie D SSH liame Position D istib Account Dept R‘an Fund Program Class Project Ref Encumbered Expended  Date  Group RunDate Seghum Line Cale Famiy Description T Mo Description )
Crg 204
1 42000 0000005356 ERC A 29900 CES 62000 201 0000 1481002014 CES M0 M Ao CESPar OUBLIAN I 0
' ' ) B0 ER201401-
il
Crg 2014
CES Plan: 1001
2 42000 0000005356 ERD A 2591 CES 62000 201 0000 1148 1031/2014 CES f0A02014 U 2 QUBLIAN ) 0
B0 ER201401-
]
Crg 2014
CES Plan: 00DDHB 1001
| il Kill
3 42000 0000005356 EEC A 29900 CES 62000 201 0000 G130 10312014 CES f0Av0t A 3 woo: B I
I
Crg 2014
CES Plan: 00DDHB 1001
3. il
4 42000 0000005356 EED A 26972 CES 62000 2015 0000 G130 103122014 CES f0H0t4 o 4 m E BRI 0
i
Crg 2014
CESPlan: 00PALB 1001
5 42000 0000005356 EEC A 29900 CES 62000 201 0000 -180.00 10312014 CES 03204 A 5 W f BRIt 0
i
Crg201-
CESPlan: 00PALB 1001
3 Ikill
§ 42000 0000005356 EED A 26903 CES 62000 201 0000 18000 10312014 CES 032014 A1 6 W E ERA- 0
I
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Benefit Control Report query

Overview: In order to ensure the cash posted in the Benefit Accounting and Retiree Benefit
Accounting processes reconciles to the Data Dump file, users should run the Benefit Control

Report query.

Prerequisites: Benefit Accounting process is complete.
Prerequisites: Retiree Benefit Accounting process is complete.

Procedure

The steps required to run the Benefit Control Report query are:

Step

Action

1.

Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting Audit Tools > Benefit Control Report query

Enter the business unit in the Business Unit field.

Enter the first day of the reconciliation process month in the From Date field.

Enter last day of the reconciliation process month in the To Date field.

alrlenN

Click the View Results button.

View Results

The query results will contain 3 sets of data:
1) Trial Balance from the Benefit Reconciliation Accounting process
2) Trial Balance from Retiree Benefit Accounting process

3) Cash Total from the Carrier Enrollment Data Dump file

The account activity in 1 and 2 should equal the total in 3.

Click the Excel SpreadSheet link.
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Favorites «

ORACLE

BOR_ADP_CES CONTROL_REPORT - Beneft Contol Repor

Man Menu = BOR Menus = » BOR Payroll~ » Beneft Reconciiaton + ) Benefit Accounting Audt Tools + > Benefit Control Report

Business Unit:
From Date: 10012014 |
Tolate: 031201 [

View Resuts

Download restlls in = Exce SpreadShest CVTextFie JMALFle (4K0)

View Al

Destr Unit Account
1 10ES Acclg 26903 Pay Ded - BOBS PO
2 1CES Aty 2608 PR DED - BOR HDHP-GELF-FUNDED
3 1CESAt 206%2 Pay Ded-Depencent LieRegents
4 10ES Aty 22693 PayDed-Supp Lfe ADD Regents
5 HES Aty 206972 Pay Ded - Dental - Deta
§  1CESActy 206974 Pay Ded - Long-Term Disabilty
T 1(ESAtt 269 Pay Ded- Short Term Disahilty
§ HOESAuxty 206978 Pay Ded - Group Vision
9 HOES Aty 2691 Pay Ded-Prepaid Legal Senices
0 1CESAcctg 2990 ADP Cleang - Benefts
11 1CESActy 75903 Empr PR Lizb -BCBS PO
1 1{ESActy 75908 EMPR LIABBORHOHP-SELF-FUNDED
1 1CESAectg 23551 Empr PR Lizb-Basic L Reqent
1 DReiee Acclg 126001 AR Clearng- Lezve of Absence
B Reiee Acclg 180 ADP AR - Refiree
1 2Refiee Acclg 129230 ADP AR - Cotra
1 DReiee Acclg 2800 ADP Clearing - Benefis
B RefireeAccty 53 GRP HLTH IS - PROALT
1 RefreAccty 5318 GRP HLTH NS - HOHP ALT
0 DRetiee Accty 563201 Grp Lie Ins-Basic Le-Regent
N UFimn Tatd
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First

41599.000 10
118500 1073472014
T93.080 107312084

i

1032

1032

032
171640 103112014
418120 10317200
127450 103204
10060 1032004
262220 10317201
198.000 1031204
243440500 1073112014
$6183.000 103172014
66764.000 1073172014
400 103200
411910 103172014
T30 1031720
1221000 103204
030
0312
032

02367 260 103172014

60603.000 1073172014
S544.000 1073172014

179.240 1031204
UATOR (N NN

Home  Worklst

{22 Last

Date
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Benefit Process Audit

Overview: The Benefit Process Audit provides a review of reconciliation activities by
institution and user ID. This table is used as a control to verify that all institutions are
utilizing the automated reconciliation procedures. The view provides Benefit Reconciliation
processes and their run date, effective date and user ID and may be also used as a validation
of what benefit reconciliation processes were run and when.

Prerequisites: None

Procedure

The steps required to view the Benefit Process Audit panel are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting Audit Tools > Benefit Process Audit

2. Enter the business unit in the Business Unit field.

Favorites~ | Main Menu~ > BOR Menus ~ » BOR Payrall ~ » Benefit Reconciliation ~ » Benefit Accounting Audit Tools = » Beneft Process Audit

ORACLE

Benefit Process Audit
Enter any information you have and click Search. Leave figlds blank for a list of all values.
Find an Existing Value

Search Criteria

Business Unit: Q,

Search | Clear |BasicSearch [ Save Search Criteria
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Step Action

3. Completed processes are shown in descending run date order.

Favorites

Main Menu~ > BOR Menus ~ > BOR Payroll = » Benefit Reconciliation ~ » Benefit Accounting Audit Tools ~ » Benefit Process Audit

ORACLE

Benefit Reconciliation Process Audit

Business Unit
Personalze | Find | View | | B8 Fit 4 1100 08512 Last
Journal Line Description ~ UserID Beqin Date End Date Parm1 Descr2 Description  Description Identifier Last Update DateTime
gfupfe'i?e”m R omiccariey EOR_SUPACCT P Purge \G’F‘S”‘m” 2144031 2H2I2015 1425 034N
2 Refree Benefis Process  OITMCCARLEY BOR_RETACCT P Purge ELD‘S'”“E'“ 20144031 Q2522015 11:18:43AM
3 SUPREMENE R omyocamEy BOR_sUpaccT © Comeet Y DSIIOMRI0 gy 405 02122015 1046 09
Process - Ermors GL
Supplemental POR— yrecapy By BOR supaccy Comeet Y Disbute 10y, 40 222015 10:3831AN
Process Ermors GL
Supplemental PR oymyceaipy BOR_supaccr LLeadand Y Ditibute o gy, 45 Q222015 1028-1TAM
Process - Validate GL
Suppeenta PR ccam ey BOR SUPACCTPPuge | DSVOMe0 gy 034 0222015 1025130
Process - GL
7 Supplemental POR — oymyecami BOR_supaccr Coomeet Y Ditibte 0y, 40y 2H2I2015 10:2201AM
Process Ermors GL
8 Refiree Benefits Process  OITMCCARLEY BOR_RETACCT E[ﬁ?;”“ gf‘“”“““ 20144031 Q202015 347531
g Supplemertal POR e BOR supAceT LLoadend Y Distibteto yp,, 4o 112014 §1352AM
Process - Validate GL
10 Retites Benefts Process _ dhickey BOR_ RETACCT \L/;f;:t;”” ‘G’LD‘S”‘““‘““ 2144031 Hi02014 §222PW
11 CES Accouning Prcess  dhckey BOR CESACCT o010 YDSOREI0 AT 1135410
12 Load Payuol Adustment  NATALEE OB TR 0082014 1023 05AN
3CES Reconcatin~~ NATALEE GOV 0ROV 003204 94 09N
gg Soppemental POR o BOR supAceT C Coreet Y Distibte o g, e 003204 85854AM
Process - Ermors GL
g Supplemental FOR ) BOR supAcer LLoadand Y Distibieto g, o0 T304 §5325AM
Process Validate Gl
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Open Coupon query

Overview: The Open Coupon data is generated by ADP Cobra Services (BeneDirect) division
showing a snapshot of the coupon balances of retirees and Cobra participants. The data used
in the report is loaded monthly by ITS into PS Financials. The Open Coupon query provides
users a way of reviewing receivable balances as of month end. Users will utilize the Open
Coupon query along with the Supplemental PDR detail file (found on the SSC/FTP site each
month) to reconcile retiree and COBRA receivable accounts. Query data is downloaded to
Excel, pivot tables are created so that receivable accounts may be reconciled.

Prerequisite: Receive Open Coupon Data Load Notification
Procedure

The steps required to view the Benefit Process Audit panel are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Benefit
Accounting Audit Tools > Open Coupon Query

Enter the business unit in the Business Unit field.
Enter the as of date in the As of Date field.

Note: The as of date us usually the last day of the month for the data load.
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Fawrtes | Mai Menu = >BOR Menus ~ > BOR Payrall = Beneft Reconcilition = Benefit Accounting Aud Tools = Open Coupan Query
Home  Worklis
ORACLE
BOR_ADP_COBRARET_RCV_VW - Cobra and Retiree Recv. View
Busiess e~
R ofDate: 10312004 [§
View Resuts
Download rests in Exce Sreadhest CoVTarFie LA (20kD)
Viewdl Firs () 127 0f27 (p Last
Beneficiary SN Lastame  Firstlame ~ BEGCCode  Unit Bene Type Benefic Status ARRA Status Plan Deser FromDate  TolDate Monthly Premium  Tot Unpaid Prem 1]
1 TGP TH000 COBRA COBRA Curent Defa Dental High Qpton Plan - D023 0010 H01e 0880 001
2 TGP TH000 COBRA COBRA Curent Deta Dental High Opton Plan - D023 001201 101204 30580 4946801
] 7106 71000 COBRA COBRA Curent Eyemed Yision Plan 0012014 102014 6380 4046801
4 TGP 7H000 COBRA COBRA Curent KaiserHIO Hedical 018 001201 Home 457640 4946801
5 TGP 7H000 NormalRefiee  DirectBiling Parcipant Dtz Dental High Opfion Plan - DTL23 001001 101204 9100 471001
§ T106P 79000 NormalRetiee  DirectBiling Partcipant Kaiser HHIO Wedical Plan NED18 0012014 1012014 309,000 71001
1 7106 71000 MormalRefiee  DirectBiling Parficipant Eyemed Vision Plan 0012014 102014 18840 T80
§ TGP 71000 NormalRefiee  DirectBiling Paricipant Kalser IO Hedical lan NED18 001201 01014 399,000 H1801
§ 7106 79000 MormalRefiee  DirectBiling Partcipant BCBS Open Access POS - NED31 002014 1012014 o0 4667301
1 T10GP 71000 NormalRefiree  DirectBiling Parficipant Deta Dental High Option Plan - DTL23 0001 101014 61300 467301
11 710GP 71000 MarmalRefree  DirectBiling Parfcipant Eyemed Vision Plan 00204 102014 14.380 467301
12 TGP 7H000 NormalRefiee  DirectBiling Paricipant Hinnesota SEL wh ADRD - SELS2 001001 101204 #7100 4667301
1 TGP 1000 NormalRefiree  DirectBiling Parfcipant Hinnesota Spouse Lif2 Refires 0012014 102014 230 467301
1% 7106 71000 MormalRefiree  DirectBiling Parficipant Delta Dental High Option Plan - DTL23 0012014 1012014 B0 067401
1 TGP 7H000 NormalRefiee  DirectBiling Parcipant Kalser HIO Hedical Plan NED18 001001 101204 243000 67401
16 T106P 79000 NormalRetiee  DirectBiling Partcipant linnesata Lfe CLF 0012014 1012014 0500 067401
1 TGP TH000 NormalRefiree ~ DirectBiling Parficipant Hed BBCBS Open Access POS-HED33 0001 101014 203000 285001
1 TGP 71000 NormalRefiee  DirectBiling Paricipant Hinn Lt DLF- 50%-Family 001201 01014 250 288001
1 TGP 7H000 NormalRefiee  DirectBiling Parfcipant Hinnesota SEL wh ADRD - SELS2 001201 1012014 PVl 245001
A T10GP 71000 NormalRefiree  DirectBiling Parficipant BCBS Open Access POS - HED3! 0001 101014 180000 65201
il TGP 7000 NormalRefiee  DirectBiling Partcipant Dela Dental Base Plan - DTL4 0010 H01e U8 Hi50 1
2 TGP 7H000 NormalRefiee  DirectBiling Paricipant Hinnesota SEL wh ADRD - SELS2 001001 101204 #7100 HE50
pi TGP 1000 NormalRefiree  DirectBiling Parfcipant Detta Dental High Option Plan - DTL23 0012014 102014 61300 428501
U 7106P 71000 MormalRefiee  DirectBiling Participant Hinn Life DLF-50% - Family 0012014 1012014 2380 4626001
% TGP 7H000 NormalRefiee  DirectBiling Parcipant Non-Hled B BCBS Open Access POS-HEDM 001001 101204 390,000 4626501
% 7106 79000 MormalRefiee  Direct Biling Partcipant Blue Choice KO - NEDOG 0012014 1012014 27000 G620
i TGP TH000 NormalRefiree ~ DirectBiling Parficipant Delta Dental Base Plan- DTL24 0001 101014 HE0 HEEANL.... .
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ONLINE PAYROLL ADJUSTMENTS

Overview: During normal processing there may be data entries that need to be corrected
and captured in the PERS_SERV_BOR table due to errors in the benefits reconcilement
process or reclassification of journal entries for personal services that have already been
posted. Manual journals entries entered online in the General Ledger module or uploaded
using the Journal Spreadsheet load process do not insert personal services journal lines into
the PERS_SERV_BOR table and the adjusted or reclassified journal data will not be included
in online queries and reports created using the PERS_SERV_BOR table.
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Create Payroll Adjustments

The Create Payroll Recon Adjustments is a batch process that will auto create, by deduction code
or account, personal services adjustment data rows and insert them into the PERS_SERV_BOR
table for inclusion in queries and reports used for reconcilement and reporting purposes.

The Create Payroll Adjustments process will capture variances between the reconcilement data
and payroll data loaded and captured in the PERS_SERV_BOR table by Account or Deduction code
based on a specified account or range of accounts and amount of variance range. Typically the
amount of variance range will not exceed .01 - 0.99 or whatever the acceptable amount of write-
off has been specified by the institution.

The functionality of this module is similar to creating an online journal entry. The advantage is
that by using this module, data will be captured at the EMPLID level and then rolled up into a
Journal Entry.

Most refer to this process as “writing off rounding cents” variances that occur from differences
in payroll processing deductions for benefits and the actual benefit premiums charged to
institutions.

The Create Payroll Adjustment Process should be run after the Create Benefit Acctg Entries is
completed and before the Create Benefit Reporting Table is run in order for the adjustments to
appear in the Benefit Reconciliation Detail query.

The Create Payroll Adjustment Process may only be run for current reconciling month. Any
previous month’s variances from rounding cents should be written off with a manual journal

entry and will be excluded from the pers_serv_bor table and subsequent reporting.
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Procedure

The steps required to Create Payroll Adjustments are:

Step | Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Payroll Adjustments >
Create Payroll Recon Adjustmnt

Click the Add a New Value tab.

Enter "Create_Adjustments"” in the Run Control ID field.

4, Click the Add button.

Add

Favorites~ | Main Menu= » BOR Menus = » BOR Payrall = » Benefit Reconciliation = » Payroll Adjustments = » Create Payroll Recon Adjustmnt

ORACLE

Create Payroll Recon Adjustmnt

Find an Existing Value || Add a New Value

Run Control ID: CREATE_ADJUSTMENTS ¥

Add

Find an Existing Value | Add a New Value

Benefit Reconciliation User Guide
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Step | Action

5. Enter institution business unit in the Business Unit field.

6. Enter the first day of the month for the benefits data load the From Date field.

7. Enter the last day of the month for the benefits data load the To Date field.
Note: This is the TRANSACTION DATE needed to look up the adjustment.

8. The Offset Account field is institution specific. This will be the account where
variances included in the adjustment are charged.

9. The Offset Account Code field is institution specific. This will be the account code
where variances included in the adjustment are charged.

10. | Enter "0.001" in the From Amount (ABS) field.

11. | Enter "0.099" in the To Amount (ABS) field.
Note: These values are absolute values i.e. you should enter positive amounts only in
these fields. The process will look for +/- the values when creating the adjustment
entries.

12. | The Recon Option should default to "Deduction Code". You can also choose
"Account” as the Recon Option from the dropdown list.

13. | Enter the appropriate deduction code in the Deduction Code field if the recon option
is “deduction code”.
Enter the appropriate account code or range of accounts if recon option is
“account”.

14. | Click the Save button.

15. | Click the Run button.

Run

Benefit Reconciliation User Guide
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Create Adjustments by Deduction Code
Favorites=  Main Menu~ > BOR Menus ~ » BOR Payroll ~ » Benefit Reconciliation ~ > Payroll Adjustments ~ » Create Payroll Recon Adjustmnt

ORACLE

Create Payroll Reconciliation Adjustments

Run Control ID Create_Adjusiments Report Manager  Process Monitor Rn
Processing Parameters
BusinessUnit 71000 & Georgia Penmeter College
FomDate 12012014 [ ToDate 12512014 [
OffsetAccount 569100 & OffsetAccount Code 71720930105t BIc
From Amount (ABS) 0.001 To Amount (ABS) 0,099
Recon Option | Deducion Code v
Deduction Code  00STDA &
From Account ’7 To Account ’7
i Save | (=] Notiy b A )] UpdaeDisply
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Create Adjustments by Account
Favorites~  MainMenu~ > BOR Menus ~ > BOR Payroll = > Benefit Reconciliation * > Payroll Adjustments ~ > Create Payroll Recon Adjustmnt

ORACLE

Create Payroll Reconciliation Adjustments

Run ConfrolID Create Adjustments Report Manager  Process Manitor o

Processing Paramefers

BusinessUnt 71000 & Georgia Perimeter College

FomDate 12002014 5 ToDae 1231204

OffsetAccount 569100 & Offset Account Code 71720930105t Q

From Amount (ABS) 0.001 To Amount (ABS) 0,099
ReconOption | Account v

Deduction Code ’_

FromAccount 226903 & Tohccount 25050 @
& Save [=] oty % Add | UpdateDisplay

Benefit Reconciliation User Guide
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Step Action

16. Click the Process Monitor link.
[Process Wonitor]

17. Click in the Details column of the completed adjustment process.

18. Click the Message Log link.

19. If there are any adjustments created, this message will indicate "1 row inserted
into Adjustment Header".

Benefit Reconciliation User Guide

Process Detail

Process

Instance 6385631
Name BOR PYRLADJT

Run $tatus Syccess

Type: Application Engine

Description Payroll Recon Adjustment

Distribution Status Posted

‘ ‘ Update Process

Run Control ID Create_Adjusiments

Location Seper

Server PSUNX

Recurrence

 Hold Request

() Queue Request
() Cancel Request
() Delete Request
( Restart Request

Date/Time

‘ ‘ Actions

Parameters

Request Created On 011312015 3:52.33PM EST Transfer

Run Anytime After 01132015 3:52.28PM EST Message Log View Locks

Began Process At 011312015 3.52:44PM EST Batch Timings

Ended Process At 01/13/2015 353:44PM EST View Log/Trace

I —
< | >

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.
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Message Log

Process

Instance: (383631 Type:  ApplcationEngine
Name:  BOR_PYRLADIT Description: Payrol Recon Adjstment

pesaize | i veo | & B e ¢ 1303 1t
Severity Lo Time Message Text Explain
0 ssupn [ o seredmoAd smer feadr Ekin

Published message wih D 43711042.9066-11ed-a902-
a2007917513a to Create entry in foder GENERAL.

JEEUPM Successfull posted generated fles o the report repasiary

RRELY |

Benefit Reconciliation User Guide
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Enter Payroll Adjustments

Overview: This module allows you enter payroll adjustments. The functionality of this
module is similar to creating an online journal entry. The advantage is that by using this
module, data will be captured at the EMPLID level and then rolled up into a Journal Entry.

The Enter Payroll Recon Adjustments is a process that will create, by Empl ID, deduction
code or account, personal services adjustment data rows and insert them into the
PERS_SERV_BOR table for inclusion in queries and reports used for reconcilement and
reporting purposes.

The overall business process flow is:

1. Manually enter online adjustments as needed (example - benefit termination rows
split by employee status codes in the data dump file)

2. Save adjustment to generate a Transaction ID

3. Review and Validate(or Delete) the adjustments created using the online payroll
adjustment pages

4. Load the adjustments

Print the adjustments

6. Journal Generate, Edit, Budget Check and Post the Payroll Adjustments

v

Note: Adjustments generated during the reconciling and accounting period should be
completed before running the Create Benefit Reporting Table to be included in the Benefit
Reconciliation Detail Query.

Benefit Reconciliation User Guide
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Procedure

The steps required to Enter Payroll Adjustments are:

Step [ Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Payroll Adjustments >
Enter Payroll Adjustments
2. Process defaults to the “Add a New Value” tab.
3. Enter institution business unit in the Business Unit field.
4. “Next” is the value for Transaction ID field (System will assign value).
5. System/Current date is the default value for Transaction Dt field.
Note: Adjustments may be backdated to the reconciling month if Accounting Period
has not been closed.
6. Click the Add button.
Add
Favorites~ | Main Menu~ » BOR Menus = » BOR Payroll = » Benefit Reconciliation = » Payroll Adjustments = » Enter Payroll Adjustments
ORACLE

Enter Payroll Adjustments

Find an Existing Value | Add a New Value

Business Unit: 42000 |,

Transaction |

Transaction Dt: 12/21/2014 |[ay

Add

Find an Existing Value | Add a New Value

Benefit Reconciliation User Guide
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Step Action

7. Business Unit field should auto-populate based on user security.

8. Transaction ID field is blank until Payroll Adjustment Entry panel is saved.

9. Transaction Dt field defaults from Enter Payroll Adjustments Transaction Dt field.

10. | Enter the reason for the adjustment in the Purpose field.

11. | Status field defaults to “Edit Req’d” until adjustment is validated or deleted.

12. | Source field defaults to “Online Entry”.

13. | Operator field defaults to user.

14. | On Line 1 enter the Empl ID of the employee to be adjusted in the Empl ID field. The
search option may be used to locate Empl ID.
Note: Name field should auto-populate based on Empl ID entered

15. | Distribution Type field has 3 options: “EE Deduction”, “ER Deduction” and “Acct
Cd”. The account cd option will insert the Account Code field into the adjustment
panel to adjust amounts associated with an Account Code.
Note: Distribution Type field and Deduction Code field will determine what account
will auto-populate the Account field and what fund will auto-populate the Fund Code
field.

16. | Enter the appropriate deduction code in the Deduction Code field. The search option
may be used to locate deduction codes.
Note: Tabbing out of the Deduction Code field should auto-populate the Account field
and the Fund Code field.

17. | Enter the adjustment amount in the Monetary Amount field.

18. | Account field auto-populates based on the Distribution Type field and the
Deduction Code field.
Note: Account field may be changed manually if determined necessary.

19. | Fund Code field auto-populates based on Distribution Type and Deduction Code
and may not be changed.

20. | Department field auto-populates based on Account Code and may not be changed.

21. | Program Code field auto-populates based on Account Code and may not be changed.

22. | Class Code field auto-populates based on Account Code and may not be changed.

23. | Project field auto-populates based on Account Code and may not be changed.

24. | Budget Reference field auto-populates based on Transaction Dt and may not be
changed.

25. | Reference field is open for manual editing.

26. | Line Description auto-populates based on Deduction Code field or Account Code
field.

Benefit Reconciliation User Guide
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Step Action
27. | Insert data entry rows as needed to complete adjustment.
28. | Click the Save button when adjustment is complete.
Note: Saved adjustments generate a Transaction ID.
29. | Click the Run button.
Run

Fanites « ‘ Wi = > BORMenus = BORPayrel = 2 Benefi Reconciadon = » Payol Adustments = » Enter Payol Adustments

ORACLE

Payrol Adusment Eny s ¥ G

Business i

Transacfion 0 | 0000005540

Transaefion If~ {231/2014

L Behus

- Nobn
1 ok
1 lobms
4 lobms

Enpll)

Puse |1 el e et et emington o et etven s ot el | Gge et Rt

boh ool ity 2coount and e receivble sccounts o b out o belance
Source  Orline Enty

Operatr  DITHCCARLEY

2} ;L”bum llame Deducton Code - AecountCode Wonetary Amount~~ *hooount Fund Code - Department E?ﬂm

) Bl v e 150 [oess e

e s o, G

e 45000 25 0

‘ i wm s o e e

5o [ femin e

Benefit Reconciliation User Guide

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.

154

Class Fid ~ Prject

fome  Wotlit  Aodfofewies | Signo

N Window \ Help \ Pesonale Pege | J

Sl N ERATR TR

Budget

Reference
Reference

Line Deseripion

Comprhensve Care ﬂ J
Comprehersve Care ﬂ J
Comprhensve Care ﬂ J

Dept Heelf & Humen Perfom ﬂ J



(i GEORGIASIBS T

Validate/Delete Payroll Adjustments

Overview: The Validate/Delete Payroll Adjustments step is to review the adjustments
generated by either the Create Payroll Adjustment process or the Enter Payroll Adjustment
Process before they are loaded. Users may either VALIDATE or DELETE the adjustment. This
process is performed in the Enter Payroll Adjustments panel for both adjustments “created”
and “entered”.

Note: If adjustment entries are valid, validation is required before they can be Loaded to GL.

Benefit Reconciliation User Guide
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Procedure

The steps required to Validate/Delete Payroll Adjustments are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefits Reconciliation > Payroll
Adjustments > Enter Payroll Adjustments

2. If the adjustment was “created” the Transaction ID is unknown. If the adjustment
was entered then the Transaction ID is generated at the time the adjustment panel
is saved. Search may be performed with or without a Transaction ID.

3. Enter the date of the adjustment created in the Transaction Dt field.
4. Click on Search.
Search

Favorites = Main Menu~ > BOR Menus * > BOR Payroll > Benefit Reconciliation ~ > Payroll Adjustments = » Enter Payroll Adjustments

ORACLE

Enter Payroll Adjustments
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

Search Criteria

Business Unit: 42000 BJEY
Transaction ID: | begins with W
Transaction Dt: 05/31/2014 [

Status: = V| | V|

Search Clear  Basic Search I._f' Save Search Criteria

Benefit Reconciliation User Guide
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Step Action
5. Note the description on the adjustment. Review to ensure that the transaction
reflects your criteria.
6. Notice the STATUS says "Edit Req'd"

Favors+~ MnNent+» BORenus *  BOR Payrol =  Bene Reconcieion ) Payrol Adstnens *  Enler Pyl Adusinens

ORACLE

Payrol Adjstment Entry

Bosiessit - 00 Pupose | OES BeneftReconclafon

D oz

Transactin Ot~ (5242014

Transaction

Line  Status Empl D

1 Nofmss
1 MNobms
3 Mok
4 Mo
T lokms
f Mobms
T Nokms
§ Mo
0 Nobms
N Mok
1t Mo
2 NoEm

Pmcessingl]pﬁon Eiente

iment Processing Opfon ACT Deducdion Code
AccountFrom: 228202 Account To: 236061 From e 2014601 To Dt 40831

?;s;enbum llame Deduction Code - Account Code

| EBi v wm
U [EDin V] wm
BT w4
4 [EDin V] wn
4 [l V] o 4
4 [EDn V] w4
40t V] !
4 [EDin V] wm
4 [EDn v w4
10t V] um 4
4 [EDin V] wm
4 [ V] o
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Step

Action

7.

Click the Processing Option list.

8.

There are two Processing Options: "Validate Adjustment” or “Delete
Adjustment". If adjustment is correct choose "Validate Adjustment”. If opting to
delete the adjustment, choose "Delete Adjustment”.

Note: If opting to delete adjustment, on pressing the "Execute” button this
adjustment entry will be permanently deleted and you will be returned to the
search screen.

Click the Execute button.

10.

Notice the status now says “Valid”.

Fayores+ MeinMenu» > BOR Menus + ¢ BOR Payrol + » Benefi Reconciaton * » Payrul Adustments ~ ) Enter Payol Adiusments

ORACLE

Payrol Adustment Entry

Business it~ 42000 Purpose | CES Bene Reconcizton Adustment Froczssing Opdon: ACT Deducion Code

ransacionld 0000005539

——
Transaction Dt~ (5242014

Line  Status Emplld
NoErmrs
2 NoErors
3 NoErors
4 NoEmors
NoErmrs
6 NoEmrs
o Emars
8 NoEmos
g NoEmors
1 NoEmors
o Emars

17 NoEmors

Home  Wondst | AddtoFawores

New Wicow | Hel | Pesoralz

Processing Option [CE L TSN V|| Beut

il

Source  Reconciizton Adjustment

AccountFrom: 226202 AccountTo: 235951 From e 2014-05-01To Dae: 14054

Operator  QITICCARLEY

Persoaze | Find | View 10| & B8 Fit ! 255! Lt
Distribufion i Program Budget

Tie lame Deduction Code ~ Account Code Monetary Amount ~ ‘Account  FundCode  Department e ClassField  Project REfe-rence Reference  Line Description

EEDedd v nm Q 200zt 4, 0 m NeLeLogTemDiatly ] ]
[E0eaa V] nm Q ot 2204 [, 6200 m NeLeLogTemDiatly | [#] 2
[EDean a9 noto 274 4, o0 a Metde Lo TemDisbly | #] <
D v nm Q Aotz 4, g0 m NeLeLogTemDiatly | 2
EEDedd v nm Q 200z 4, g0 m NeLeLogTemDiatly | ¥
[EDean ¥ T a0z 4, g 1 MeLdeLonTemDiabiy | [#] <
@ nm Q 0t 2nt 4, 6200 1 MetieongTemDistiy | [f]
[EDeaa V] o Q Ao s 4, 62 A4 MeLde Lo Tem iy | ]
[EDean V] w9 vt s A, g0 m NeLie Lo TemDiatly | 8]
EEE W Q 20075 Q&0 m NetdeLogTemDsaoly | (4]
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Load Payroll Adjustments to GL

Overview: The Load Payroll Adjustments to GL process loads all adjustment entries that are
in VALID status to the PERS_SERV_BOR & HR_ACCTG_LINE tables. This process may be run
after each adjustment is validated or after a group of adjustments are validated. If this
process is run on multiple valid adjustments, only one journal will be created when Journal
Generate Payroll Adjustments is run.

Procedure

The steps required to Load Payroll Adjustments are:

Step | Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Payroll Adjustments >
Load Payroll Adjustments to GL

Click the Add a New Value tab.
Enter "Load_Adjustments" in the Run Control ID field.

4, Click the Add button.
Add

Favorites = Main Menu~ > BOR Menus ~ » BOR Payroll ~ > Benefit Reconciliation =~ > Payroll Adjustments = > Load Payroll Adjustments to GL

ORACLE

Load Payroll Adjustments to GL

Find an Existing Value | Add a New Value

Run Control ID:|Load_Adjustments *

Add

Find an Existing Value | Add a New Value

Benefit Reconciliation User Guide
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Step Action
5. Business Unit field should auto-populate based on user security
6. Enter the Adjustment Transaction Dt in the From Date field. Date should be
within the current accounting period.
Note: If loading multiple adjustments at once enter the earliest Transaction Dt.
7. Enter the Adjustment Transaction Dt in the To Date field. Date should be within
the current accounting period.
Note: If loading multiple adjustments at once enter the latest Transaction Dt.
8. Click the Save button.
9. Click the Run button.
Run
Favorites = Main Menu~ > BOR Menus = > BOR Payroll ~ > Benefit Reconciliation = » Payroll Adjustments ~ » Load Payroll Adjustments o GL
JRACLE

Load Payroll Adjustments to GL

Run Control ID Load Adjustments Report Manager Pracess Monitor

Run

Processing Parameters

Business Unit

From Date

7 Save

42000 &, Georgia Southwestern St Univ

120120144 [  ToDate 123112014 [3]

.4 Add | 2| Update/Display

Benefit Reconciliation User Guide
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Step Action

may be run and adjustments may be Journal Generated.

10. Click the Process Monitor link.
[Process honitor|
11. Once the Load Adjustment process is successfully completed adjustment queries

Favarites ~ Main Menu~ > PeopleTools = > Process Scheduler = > Process Monitor

ORACLE

Process List | ServerList

View Process Request For

UserID OITMCCARLEY®,  Type | v|| Last

e V] Name @ stance

to

Run Status Distribution Status Save On Refresh

Process List

Select Instance Seq. Process Type Process Name User
6385631 Application Engine BOR_PYRLADJT OITMCCARLEY
6385623 Application Engine BOR_PYRLADJT OITMCCARLEY
6385616 Application Engine BOR_FPYRLADJT OITMCCARLEY

[5] save ||=] Motify

Process List| Semver List

Benefit Reconciliation User Guide
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Personalize | Find | view Al | 2 | E&

Run Date/Time
011372015 352.28PM EST

01132015 3:44:19PM EST
01113/2015 3:32:14PM EST
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Payroll Adjustments Not Posted query

Overview: The Payroll Adjustments Not Posted query was developed to assist in
determining if any adjustments have been created but not loaded/posted to the
PERS_SERV_BOR & HR_ACCTG_LINE tables. The output data from this query will provide
Transaction ID rows for any adjustment not loaded/posted, including the adjustment date,
status and amount. This query is intended as a support tool to ensure completion of the
adjustment process.

Procedure

The steps run the Payroll Adjustments Not Posted query are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Payroll
Adjustments > Payroll Adjustments Not Posted

2. Enter the business unit in the Business Unit field.

Output data may be downloaded to Excel.
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Print Payroll Adjustments query

Overview: The Print Payroll Adjustments query provides adjustment row data by
Transaction ID, date and status. Business Unit, Transaction ID, Transaction Date and
Adjustments Status are required fields to run this query. Query output may be downloaded
to Excel, saved and printed to support adjustment journals.

Procedure

The steps run the Print Payroll Adjustments query are:

Step Action

1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Payroll
Adjustments > Payroll Adjustments Not Posted

Enter the business unit in the Business Unit field.

Enter transaction ID in the Transaction ID field.

Enter the adjustment begin date in the From Date field.
Enter the adjustment end date in the To Date field.

Select the appropriate adjustment Status from the dropdown list.

Njo|gah~lwlnN

Output data may be downloaded to Excel.

Favartes« | WaHenu » » BOR Wenus. » BOR Payrl = BeneftReconciton » Payrol Adisnents = Print Pyl Adusments

Home |

CRACLE

BOR_ADP PYRL_ADJ - Prnt PayrollAdjstments

Business Unit 4
Transacfon I
From et i

To te: i

I

Satus:
Vien Resuls
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Journal Generate Adjustments

Overview: Institutions can create journal entries in the General Ledger once the Payroll
Adjustment processes are complete. A new accounting entry definition has been created
(PYRLADDEF) to isolate the Payroll Adjustment Entries. Adjustment journal entries can be

identified by the Journal ID Mask of AD and a journal source of PAY.

Note: The creation of these entries will not be included in the nightly batch schedule as

institutions expressed a desire to run the process on demand.

Prerequisite: Create/Enter Payroll Adjustments
Prerequisite: Validate Payroll Adjustments
Prerequisite: Load Payroll Adjustments

Related Process: Journal Edit, Budget Check and Post

Procedure

The steps required to Journal Generate Payroll Adjustments are:

Step Action
1. Navigate to BOR Menus > BOR Payroll > Benefit Reconciliation > Payroll
Adjustments > Jrnl Generate Adjustments
2. Click the Add a New Value tab.
Enter "Jrnl_Gen_Adjustments" in the Run Control ID field.
4. Click the Add button.
Add

Benefit Reconciliation User Guide

© 2015 Board of Regents of the University System of Georgia. All Rights Reserved.

165




o

(i, GEQRGIAF/ZST

FINANCIAL, INFORMATION

Favorites - Main Menu~ » BOR Menus ~ » BOR Payroll = » Benefit Reconciliation = » Payroll Adjustments = » Jml Generate Adjustments

ORACLE

Generate Journals

Find an Existing Value Add a New Value

Run Control ID: Jrnl_Gen_Adjustments @

Add

Find an Existing Value | Add a Mew Value

Step Action

5. Journal Processing Options are institution specific. Generally Edit and Budget
Check boxes are checked on, but NOT Post.

6. Click the Always option on for Processing Frequency.

Enter the institution SETID in the SetID field.
Enter "PYRLADDEF" in the Accounting Definition Name field.

Note: The creation of a new accounting entry definition prevents any other
journal generation process from picking up Payroll Adjustment Lines.

9. Enter the institution business unit in the Application Business Unit field.
10. Enter “ACTUALS” in the Ledger Group field.

11. Enter “PAYROLL_AD” in the Template field.

12. Enter “Specify Date” in the From Date Option field.

13. Enter the beginning date of the payroll adjustment in the From Date field.
14. Enter “Specify Date” in the To Date Option field.

15. Enter the ending date of the payroll adjustment in the To Date field.

16. Click the Save button.
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Step Action
17. Click the Run button.
18. Click the OK button.

Favorites =

Main Menu~ » BOR Menus * » BOR Payroll = » Benefit Reconciliation * > Payroll Adjustments = » Jml Generate Adjustments

ORACLE

Generate Journals Request

Run Control 1D Jmnl_Gen_Adjustments ReportManager  Process Manitor Run

Journal Processing Options
kit Budget Check [ post

Pracess Request Parameters Find | View Al First'd' 1 0f1 % Last

Process Frequency

Request Number 1 ﬂ j
'i:) Once *SetiD 42000 @,
® Always _
() Don't Run *Accounting Definition Name PYRLADDEF &,

Application Business Unit 42000 "-JJ
Ledger Group ACTUALS @,
Template PAYROLL_AD (@&,

*From Date Dption| Specify Date v | From Date 012712015 |3

*To Date Option  Specif Date v|

ToDate 01/27/2015 ]

Leave afield blank to select all its values.

[Z] save ||B" Retum to Search Frevious nlist += MextinList |51 Noffy |2 Refresh Ed Add WndatelFisnlay
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Step Action
19. Click the Process Monitor link.
[Process Wonitor]
20. Click in the Details column of the completed journal generate
Favores=  Main Menu~ > BOR Menus * » BOR Payroll * » Benefit Reconcliation * » Payroll Adjustments  » Jrl Generate Adjustments » Process Monitor

ORACLE

Process List | Server List

Vigw Process Request For

UserDOMICCREND, e | Vi v f sV Refesh

Sewer Name [Q  Instance fo
mnSans] V| Ditiuton S Sate On Refesh

Process List PersonalizelFindI‘ufiew.ﬂdll@l@ Fist 4 14014 ! Last
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status EE}EEMH Details

6333018 Application Engine FS_JGEN_BOR  OUTMCCARLEY (112712015 Z03:58RH EST Success  Posted
6383017 Application Engine BOR_PYRLADLD OITMCCARLEY (112702015 Z07:2TPMEST Success  Posted  Detalls
§383016  Application Engine FS_JGEN BOR  OUTNCCARLEY (112702015 Z0041PMEST Success  Posted  Detalls
§383015  Application Engine FS_IGEN BOR  OUTMCCARLEY (112702015 1:55:29PM EST Success  Posted  Detalls

(30 back o Generate Joumnals
i Sae =] Notfy

Process List| Server List
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Step | Action

21. | Click the Message Log link.

Process Detail

Process

Instance 6383018 Type Application Engine

Name FS_JGEN_BOR Description FS_JGEN_BOR
Run Status Success Distribution Status Posted

‘ | Update Process

Run Control ID Jrnl_Gen_Adjustments ) Hold Request
Location Seper ) Queue Request
) Cancel Request
O Delete Request
() Restart Request

Server PSUNX

Recurrence

Date/Time ‘ | Actions

Request Created On 01/27/2015 2:09:01PM EST Parameters Transfer

Run Anytime After 01/27/2015 2:08:58PW EST Message Log View Locks

Began Process At 01/27/2015 2.09:16PM EST Batch Timings
Ended Process At 01/27/2015 2.09:46PM EST View LogTrace
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Step | Action

. Review the message log. There should be a message stating 1 journal entry has been
created. The journal number and date should be shown.

. Go to Main Menu > General Ledger > Journals > Journal Entry > Create/Update
Journals to review, submit and print journal

Message Log

Process

Instance: 6383021 Type: Application Engine
Name: FS_JGEN_BOR Description: FS_JGEN_BOR

Personalize | Find | view Al |2 |E First @ 1-430f12 ' Last
Severity Log Time Meszage Text Explain

Journal Generator processing has begun 2015-01-28-

i TERE 07.53.01.000000.

Explain

. Request 1 complete 2015-01-28-07.53.06.000000. 1 I R
o TEERES IJoumaIs created.

Interunit assignment processing has begun 2015-01-28-
07.53.06.000000. -

/U Assignment updated for journal 42000 ADOQ150065 -
015.01.27. | Ewplain |

10 T:53:.06AM I Assignment processing complete. Explain

10 7:53:06AM Mo more requests. Journal Generator calling Journal Edit.

. WARNING: UNABLE TO PERFORM COMMIT - FORCING USE
TS 03AM OF BASE TABLE FOR COMB_PRJ_TAD

T:5318AM Commitment Control Budget Processing has begun.
. Request Statistics. Documents Processed: 1, Errors: 0,

TE3 244U Warnings: 0

T:53:24AM Commitment Control Budget Processing Complete.

10 T:53:064M

10 T:53:06AM

. Journal Generator processing complete 2015-01-28-
TzEAn 07.53.25.000000.
Published message with ID a9998252-a6ec-11e4-aa8c-
53 =
TERERAL def05fce5dofto create entry in folder GEMERAL.
T5331AM Successfully posted generated files to the report repository
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Appendix A: PREREQUISITES

There are a number of prerequisites in the Benefit Reconciliation Processes as most of the
reporting is dependent on the various data builds within each reconciliation module. The
very definition of prerequisite is something that must happen first or that is a condition of
something else occurring.

The following is a list of benefit reconciliation prerequisites:

¢ Benefit data files (data dump files and open coupon files) must be received by ITS
from Carrier Enrollment Services and BeneDirect before they can be loaded into PS
Financials.

e Data Load Notifications must be received by institutions from ITS before benefit
reconciliation processes may begin.

e All payroll to GL interface files for the current reconciling month must be processed
and completed in PS Financials before any benefit reconciliation process may begin.

e The Create Benefit Accounting process must be complete before the Create Benefit
Reporting Table process may be run.

e The Create Benefit Reporting Table process must be complete before the Benefit
Reports and Queries will provide accurate data.

e The Create Payroll Recon Adjustment process must be complete before the Create
Benefit Reporting Table process is run in order for adjustments to be included in the
Create Benefit Reporting Table data.

e The Create Retiree Benefit Accounting and Supplemental PDR processes must be
complete before the Build Retiree Receivable Aging Data process is run in order for
retiree/COBRA receivable balances to be accurate.

e The Build Retiree Receivable Aging Data process must be complete before the Retiree
Benefit Reports and Queries will provide accurate data.
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Appendix B: Reconciliation Task List

The following URL will access an Excel task list providing, in processing order, each task
within the individual modules of the Benefit Reconciliation Process. Views, reports and
queries are listed on a separate tab in the spreadsheet since the utilization of these tools are
institution specific.

http://www.usg.edu/gafirst-fin/documents/Benefit Reconciliation Task List.xlsx
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Appendix C: Best Practices and Tips

The following is a list of “Best Practices” and helpful tips. While these are not policy or
required by BOR, they are recommended procedures and have been determined to provide
efficiencies in the Benefit Reconcilement Process and the reconcilement of accounts.

e Best Practice is to utilize the ADP Benefits Clearing Account/229900 when
completing the Benefit Accounting and Retiree Benefit Accounting processes. The
processes will charge the payroll liability and retiree/COBRA receivable accounts and
credit the ADP Benefits Clearing account/229900. This procedure limits the impact
on bank reconciliation for cash accounts.

e Best Practice is to create a separate, unique run control ID for each recon process.
Save the run parameters each time before executing the process.

e When benefits terminate for a participant there are two termination rows for each
terminating benefit plan in the data dump file. If the employee is retiring (active
benefits terminating) it is likely the two termination rows will be split between
employee status codes “A” & “R” and subsequently, two accounts impacted (payroll
liability and retiree receivable/expense accounts). An online payroll adjustment is
required to correct these transactions. Another example is an employee on leave of
absence who does not return to work and is terminated. Half of the two termination
rows in the data dump file will post to the Banner Clearing/128001 (employee status
“L”) and the other half will post to the payroll liability accounts (Employee status “T").
An easy way to see this is to look at the participant’s benefit rows and employee status
codes in the actual data dump file.

¢ In the data dump file employee status codes determine where benefit premiums are
charged.

1. Employee status codes A, D, T & P are charged to payroll liability accounts.

2. Employee status code L is charged to the Banner LOA clearing account.

3. Employee status codes R, RS, RZ, Z & AD are charged to the retiree receivable
account.

4. Employee status code C is charged to the COBRA receivable account.
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¢ Open Coupon Query data shows the ADP outstanding balances for 129210 and
129230 retiree/COBRA receivables. Institution’s receivable accounts should balance
to the Open Coupon Query data each month.

e The Supplemental PDR file contains payments received by BeneDirect for retirees
and COBRA participants. Each month premiums collected are credited institutions
via ACH credit. The actual Supplemental PDR detail file is on the SSC FTP site.
Download file, sort by columns “PROD” and “Name”. Filter on payment dates to find
pre-payments (paid in advance). Prepaid premiums are not included in the Open
Coupon query data and will be variances between receivable accounts and the Open
Coupon data. GL totals/Retiree Aging query totals less any pre-payments on the
Supplemental PDR should equal the Open Coupon Query data.

e Reconcile the Retiree Aging query (in PS Financials) to the general ledger activity for
account 129210. Then balance the open coupon query data for retirees to the 129210
totals. There is a 3 way tie-out to reconcile receivable data to open coupon query data
each month.

e Reconcile the COBRA with the Retiree Aging query (in PS Financials) to the general
ledger activity for account 129230. Then balance the open coupon query data for
COBRA to the 129230 totals. There is a 3 way tie-out to reconcile receivable data to
open coupon query data each month.

e Key online payroll adjustments prior to “Creating the Benefits Reporting table” and
the “Build Retiree Receivable Aging Data” each month so adjustments will be included
in the recon reporting data. Online payroll adjustments may be keyed any time during
the month and optimally best keyed before the Benefit Reconciliation process begins.

e Any adjustments needed for receivable accounts should be online payroll
adjustments. Manual journal data is not reported in receivable reconciliation query
data.
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