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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 Reconciliation User Guide  

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

7 

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  

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

3.   Enter "create_benefit_acctg" in the Run Control ID field. 

4.   Click the Add button. 
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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. 

 

11.  Click the Run button. 

 

12.  Click the OK button. 

 

13.  Click the Process Monitor link. 
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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”. 

 

 

 

 

  



 
 

Benefit Reconciliation User Guide  

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

11 

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 
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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. 

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 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. 

7.   Distribute to GL check box is checked on. 

8.   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. 
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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) 
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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. 

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. 

 

10.  Click the Run button. 

 

11.  Click the OK button. 
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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. 
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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 
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Procedure 
 

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. 

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

3.   Click the Search button to view mapping errors. 

 

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

 

5.   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. 

6.   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. 

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. 

 

8.  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. 

9.  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. 
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Benefit Accounting Error Correction (before error corrections) 

 

Benefit Accounting Error Correction (after error corrections) 
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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 
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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. 
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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 
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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. 
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Step Action 

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

 

10.  If the 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. 
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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 
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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. 

3.   Enter "JRNL_GEN_BENEFIT_ACCTG" in the Run Control ID field. 

4.   Click the Add button. 

 

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 

 

7.   Enter the institution SETID in the SetID field. 

8.   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  

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

29 
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Step Action 

19.   Click the Process Monitor link. 

 

20.   Click in the Details column of the completed journal generate process. 
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Step Action 

21.   Click the Message Log link. 
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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. 
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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. 
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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. 
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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.  

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

9.   Click the Save button. 

 

10.   Click the Run button. 

 

11.   Click the OK button. 

 
 

 
 
 
 
 
 



 
 

Benefit Reconciliation User Guide  

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

36 

 

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. 
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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.  

3.   Click the Search button. 
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Step Action 

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

 

2.   Enter Deduction Code in the Deduction Code Field. 

3.   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. 
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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  

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

41 

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.  

3.   Click the View Results button. 

 

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

3.   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. 
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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. 

3.   Enter "benefit_recon_rpt" in the Run Control ID field.  

4.   Click the Add button. 
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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. 

 

8.   Click the Save button. 

 

9.   Click the Run button. 

 

10.  Report in PDF format is generated in the Process Monitor 
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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.  

3.   Click the View Results button. 

 

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

    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 
fields by using the (%) wild card 

 3. Click the View Results button. 
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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 

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

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

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

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

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

 7. Click the View Results button. 
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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. 

 

4.  Select the appropriate benefit effective date to view employee’s benefit elections. 
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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. 
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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.  
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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 
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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. 

3.  Enter "create_retiree_acctg" in the Run Control ID field. 

4.  Click the Add button. 
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Step Action 

5.  Enter the institution business unit 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 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.  Click the Run button. 

 

12.  Click the OK button. 

 

13.  Click the Process Monitor link. 
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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.  
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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 
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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. 

 

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. 

8.   Distribute to GL check box is checked on. 

9.   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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Step Action 

15.   Click in the Details column of the completed BOR_RETACCT process. 

16.   Click on the View Log/Trace link. 
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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 
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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 
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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 

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. 
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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. 

8.   Distribute to GL check box is checked on. 

9.   Process selection is “Purge Accounting Entries”.   

10.    Click the Save button. 

 

11.  Click the Run button. 

 

12.  Click the OK button. 

 

 

13.  Click the Process Monitor link. 
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Step Action 

14.  Click on the Details link of the completed BOR_RETACCT process in the Process 
Monitor. 
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Step Action 

15.   Click on the Message Log link. 
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Step Action 

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

3.   Click the Search button to view mapping errors. 

 

4.  In order to view deduction codes associated with benefit plans,  

Click the View Plan button.   

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) 

 

Retiree Benefit Error Correction (after corrections) 
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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 
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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. 

3.  Enter "build_retiree_aging_tbl" in the Run Control ID field. 

4.  Click the Add button. 
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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. 

 

8.  Click the Run button. 

 

9.  Click the OK button. 

 

10.  Click the Process Monitor link. 
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Step Action 

11.  When the process has successfully completed retiree queries and reports may be 
run. 
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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 
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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. 

3.   Enter "jrnl_gen_retiree_benefits” in the Run Control ID field. 

4.   Click the Add button. 
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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. 

 

7.   Enter the institution SETID in the SetID field. 

8.   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. 

 

18.   Click the OK button. 
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Step Action 

23.   Click the Process Monitor link. 

 

24.   Click in the Details link of the completed journal generate process. 
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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. 
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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. 
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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. 

 

  

mailto:helpdesk@usg.edu
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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 

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

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

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

5.  Click on View Results. 

6.  Click on Download Results in Excel Spreadsheet. 
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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. 

6.  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. 
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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. 

3.  Enter "create_SUPPLPDR_entries" in the Run Control ID field. 

4.  Click the Add button. 
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Step Action 

5.  Enter the institution business unit 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 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. 

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

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.  Click the Run button. 

 

12.  Click the OK button. 

 

13.  Click the Process Monitor link. 
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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”. 
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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. 
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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 
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Procedure 
 
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. 

2.  Enter the institutions 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. 
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Step Action 

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. 

7.   Distribute to GL check box is checked on. 

8.   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 
SP% for Transaction Code. 
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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. 
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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) 
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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. 

2.  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. 
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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. 

 

10.  Click the Run button. 

 

11.  Click the OK button. 
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Step Action 

12.   Click the Process Monitor link. 
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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. 
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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.  

3.   Click the Search button to view mapping errors. 

 

4.  In order to view deduction codes associated with benefit plans,  

Click the View Plan button.   

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 

 

  



 
 

Benefit Reconciliation User Guide  

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

122 

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. 

3.   Enter "JRNL_GEN_PDR_ENTRIES” in the Run Control ID field. 

4.   Click the Add button. 
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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. 

 

7.   Enter the institution SETID in the SetID field. 

8.   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. 

 

18.   Click the OK button. 

 

 

  



 
 

Benefit Reconciliation User Guide  

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

126 

 

 

 

 

 

 

 

 



 
 

Benefit Reconciliation User Guide  

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

127 

Step Action 

19.   Click the Process Monitor link. 

 

20.   Click in the Details link of the completed journal generate process. 
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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. 
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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. 
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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. 
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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. 

 

 

  

mailto:helpdesk@usg.edu
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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. 
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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 

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

3.   Enter earliest date needed in the From Date field.  

4.   Enter latest date needed in the To Date field.  

5.   Enter first account in range needed in the From Account field.  
 
Note:  Query lists all accounts when using the (%) wild card. 

6.   Enter last account in range needed in the To Account field.  
 
Note:  Query lists all accounts when using the (%) wild card. 

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

8.   Enter a specified transaction type in the Transaction Type field.  
 
Note:  Query lists all Transaction Types when using the (%) wild card. 

9.   Click the View Results button. 

 

10.   Click the Excel SpreadSheet link. 
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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 

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

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

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

5.   Click the View Results button. 

 

6.   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. 

7.   Click the Excel SpreadSheet link. 
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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. 
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 Step Action 

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

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

3.  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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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 

2.  Click the Add a New Value tab. 

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

4.  Click the Add button. 
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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. 
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Create Adjustments by Deduction Code 
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Create Adjustments by Account 
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Step Action 

16.   Click the Process Monitor link. 

 

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". 
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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 
5. Print the adjustments 
6. Journal Generate, Edit, Budget Check and Post the Payroll Adjustments 

 
 
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  

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

152 

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. 

 

 
 

   



 
 

Benefit Reconciliation User Guide  

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

153 

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. 
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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. 
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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. 
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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. 
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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" 
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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. 

9.   Click the Execute button. 

 

10.   Notice the status now says “Valid”. 
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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 

2.   Click the Add a New Value tab. 

3.   Enter "Load_Adjustments" in the Run Control ID field. 

4.   Click the Add button. 
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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. 
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Step Action 

10.   Click the Process Monitor link. 

 

11.  Once the Load Adjustment process is successfully completed adjustment queries 
may be run and adjustments may be Journal Generated. 
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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. 

3.  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 

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

3.  Enter transaction ID in the Transaction ID field. 

4.  Enter the adjustment begin date in the From Date field. 

5.  Enter the adjustment end date in the To Date field. 

6.  Select the appropriate adjustment Status from the dropdown list. 

7.  Output data may be downloaded to Excel. 
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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. 

3.   Enter "Jrnl_Gen_Adjustments" in the Run Control ID field. 

4.   Click the Add button. 
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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. 

 

7.   Enter the institution SETID in the SetID field. 

8.   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. 
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Step Action 

19.   Click the Process Monitor link. 

 

20.   Click in the Details column of the completed journal generate 
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Step Action 

21.   Click the Message Log link. 
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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 
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Appendix 
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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. 

 Data Load Notifications must be received by institutions from ITS before benefit 

reconciliation processes may begin. 

 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. 

 The Create Benefit Accounting process must be complete before the Create Benefit 

Reporting Table process may be run. 

 The Create Benefit Reporting Table process must be complete before the Benefit 

Reports and Queries will provide accurate data. 

 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. 

 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. 

 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 

 

 

 

 

  

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. 

 

 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. 

 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. 

 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. 

 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.   

 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.  

 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. 

 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.   

 Any adjustments needed for receivable accounts should be online payroll 

adjustments.  Manual journal data is not reported in receivable reconciliation query 

data. 

 

 

 

 

  



 
 

 

Benefit Reconciliation User Guide  

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

176 

 


