Maintaining Department Budget/Funding Data

Retroactive Funding

HRIS requires rows to be in effective-date sequence.

Add an Effective-Dated Row for a Prior Pay Period
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Step 1: Access Department Budget Table in correct history
mode.
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Step 2: Update Distribution of Accounts - Earnings

0 Find desired effective-dated row to copy. Cursor should be blinking
in effective date edit box.

O Select the “Insert Row”

row and enter effective date.

button to insert\add a new effective- dated

O To update one account, simply change applicable data (i.e., Account
Code, Distrb% of Distribution, or Funding End Date).

O To update multiple accounts, access appropriate account row.
Update applicable data (i.e., Account Code, Distrb %, Funding End Date).
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Step 3: Update Distribution of Accounts - Deductions

l To update one account, simply change applicable data (i.e., Account
Code, Distrb %, Funding End Date).

l To update multiple accounts, access account row. Update applicable
data (i.e. Account Code, Distrb %, Funding End Date)
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Step 4: Update Distribution of Accounts - Taxes

O To update one account, simply change applicable data (i.e., Account

Code, Distrb %, Funding End Date).

O To update multiple accounts, access account row. Update applicable

data (i.e., Account Code, Distrb %, and Funding End Date).
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Step 5: Check data carefully (i.e., earning, deductions, & tax panels).

Step 6: Save the data.

Step 7: Complete the _Funding Data Sheet and submit it to the
Division of Human Resources- Payroll.

The form is located:

https://lwww.ksu.edu/hr/forms/




