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When a position is created, HRIS automatically funds the position at the department level. 
For the funding to be correct, attach funding to the position. 
 
1) Access Payroll Funding Table: 
 
 
 

 

Attaching Funding to a Position 
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2) Select  “Add a New Value” page tab. 
 

 
 
► Enter the following information:  Department ID, Fiscal Year,  
 Budget Level, and Position Number. 
 
 

 
 

 
► Select Add
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3) Complete Dept Budget Earnings ... Deductions ... Tax 
Pages: 
 

► Enter ... Effective Date ( DO NOT INSERT A ROW ) ( MMDDYY format) 

► Enter ... Account Code 
► Enter ... Distrb %  
► Enter ... Funding End Date, if applicable. 
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The following message will appear after entering Account Code and Distrb%: 

 
 

 
 
 

► Select OK  if the Account Code and Distrb% are the same for Deductions and Taxes. 
 
 HRIS will automatically update the Deduction and Tax pages. 
 
 
  
4)  Optional … If Account Code, Distrb%, and Funding End Date are not the same 
for Deductions and Taxes, change appropriately on each page. 
 

 
 

5) Check Data Carefully 
 
6) Select  “SAVE” 
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