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Maintaining Payroll Funding Data:  Payroll Transfer 

 
 
 
A Payroll Transfer is an update to a previous pay period ... a pay period in which the final 
pay calculation has run for the pay period.  
 
A payroll transfer requires two steps: 
 
1)  Using Correction mode, a retroactive payroll funding change will need to be 
entered on-line in the Human Resource Information System (HRIS) by department 
personnel.   
 
2)  After the retroactive funding change has been entered on-line in HRIS, the 
Payroll Transfer Form (PER-44) will need to be completed and submitted to the 
Division of Human Resources-Payroll to complete the process. 

 
Payroll Transfer Form/Instructions: 

http://www.ksu.edu/hr/forms/ 
 

Step 1:  Access HRIS Payroll Funding Table in Correct 
History mode.  

 
  Path:  Payroll for North America > Payroll Funding >  
    Maintain Funding > Payroll Funding Table 
 

- Enter Department ID 
- Enter Fiscal Year 
- Enter Position Pool ID or Position Number 
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Step 2: Update Distribution of Project(s) – Earnings 
  

►  Locate desired effective-dated row.  If applicable, change existing 
effective date or add a new effective-dated row.  Note:  HRIS requires 
rows to be in effective-date sequence. 

 

 
►  To update one or more projects, access appropriate project row 
      (Earnings Distribution area) and change applicable data (i.e., Project, 
Fund  
      Source, Organization, Distrb% and Funding End Date). 
  
 

 
 

Access Dept Budget Deductions page. 
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Step 3: Update Distribution of Project(s) - Deductions 
 
► To update one or more projects, access appropriate project row 
     (Earnings Distribution area) and change applicable data (i.e., Project, Fund  
     Source, Organization, Distrb% and Funding End Date). 
 
  

 
 
 
 
Access Dept Budget Taxes page. 
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Step 4: Update Distribution of Project(s) - Taxes 
 
 
►  To update one or more projects, access appropriate project row 
      (Earnings Distribution area) and change applicable data (i.e., Project, 
Fund  
      Source, Organization, Distrb% and Funding End Date). 
 

 
 
Step 5: Check data carefully (i.e., earning, deductions, & tax pages). 
 
Step 6: Save the data. 
 
Step 7: Complete the Payroll Transfer Form and submit it to the 

Division of Human Resources- Payroll.  
 

The Payroll Transfer Form (PER-44) and Instructions are located: 
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http://www.ksu.edu/hr/forms/ 
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