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Position ChartField Assignment/Update Overview

This job aid is a step-by-step guide for agencies that need to assign or update ChartField values
(funding) at the department or position level. The payroll allocation program pulls the funding record
that is active as of the paycheck date.

Funding is established in Cardinal by fiscal year. It is important to create records with the correct
fiscal year and budget begin and budget end dates. The Commonwealth’s fiscal year runs from July
1 to June 30. For example, Fiscal Year 2024 has a Budget Begin Date of 07/01/2023 and a Budget
End Date of 06/30/2024. The fiscal year is always entered as a four-digit year. Important notes are
below:

e To add or update ChartField values on a department or position budget, the user will need the
role of V_PY BUDGET PROCESSOR.

e When a position’s department is changed, ChartFields values (funding) must be entered for
the new position/department combination whenever position level funding is used. The
department funding must be added before adding the position default level funding.

e The information entered here is also used by the Employee Position Report (EPR) Tool to
distinguish between restricted and non-restricted funding sources.

The Annual Budget Rollover process is also described in this job aid. Please review this section
when additions/updates are being made in June.

Navigation Note: Please note that you may see a Notify button at the bottom of various pages
utilized while completing the processes within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Assign ChartField Values to a Department

When a new Department is added in Cardinal that will be used on a Position, Department Default funding
is required, or the payroll allocation programs will fail to run. The department level funding must be
added before you can add the Position Default funding.

Important: To complete the Department level default funding, you must know your agency’s Suspense
Combination string. This is the combination of ChartFields that will be used in the event the payroll
allocation process encounters an error. It is the same for all Departments. If you are unsure of the
combination:

¢ The Suspense Combination string is found on the Dept Budget Date tab, under the Suspense
Combination Code section by clicking on the ChartField Details link.
Note: This Suspense Combination string should NOT be updated.

¢ View an existing Department budget before beginning and note the ChartFields and ChartField
values to be mirrored.

o If there is a need to update the agency’s Suspense Combination string, see the Department and
Position Default Funding Budget Rollover section of this job aid.

1. Navigate to the Department Budget Table USA page using the following path:

Navigator > Setup HCM > Product Related > Commitment Accounting >
Budget Information > Department Budget Table USA
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The Department Budget Table USA search page displays.

Department Budget Table USA

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

Find an Existing Value Add a New Value

* Search Criteria

SetlD | = w 18100 Q
Department | begins with | | 18100 Q,
Fiscal Year | = v

Budget Level | = v -

<

Position Pool ID | begins with

Job Code SetID | begins with »

<

Job Code | begins with

Position Number | begins with ~ | | DLI00005

<

Empl ID | begins with

L |0 |2 o |0 o

Empl Record | = v

OlInclude History
Lirnit the number of results to {up to 300): | 300

Search | Clear IBasic Search Ea Save Search Criteria

2. Click the Add a New Value button.

The cleared screen is displayed.
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Department Budget Table USA

Find an Existing Value ‘ ‘ Add a New Value

SetiD |18100 ©Q,

Department | 18100 Q

Fiscal Year | 2022

Budget Level | Department ~
Position Pool ID Q
Job Code Set ID Q
Job Code Q
Position Number Q
Empl ID Q

Empl Record 0Q

Add

In the SetlD field, enter the Business Unit for the department.

In the Department field, enter the Department.

In the Fiscal Year field, enter the four-digit fiscal year the ChartField code is applicable.
In the Budget Level field, click on the down arrow and select Department.

Click the Add button.

N o g bk~ w
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The Department Budget Table USA page is displayed.

10.

11.

12.

13.

< Cardinal Homepage Department Budget Table USA

‘ Dept Budget Date ‘ ‘ Dept Budget Defaulis ‘ Dept Budget Earnings ‘ ‘ Dept Budget Deductions ‘ >
SetlD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY
H RS kaTalels]
*Budget Begin Date || *Budget End Date
*Offset Group Q I
Budget Cap
® Per Budget Level O Per Earn/Tax/Ded
Suspense Combination Code Q | 1 0f1 I View All
*Effective Date |00/21/2021 Effective Sequence 0 +| -
Combination Code ChartField Details
Balance 0.00

Save H Notify | | Add H Update/Display H Include History .

Dept Budget Date | Dept Budget Defaults | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes

Enter the Budget Begin Date (the budget year will always begin as of 7/1 of the desired year).
Enter the Budget End Date (the budget year will always end as of 6/30 of the desired year).

Enter the Offset Group by selecting the look up icon. (This is a required field and will always be
STATE).

In the Suspense Combination Code section enter the Effective Date to be the date this
department was added or began to be used in HCM. The Suspense Combination Code will default
to the system date. (The effective date MUST fall within the fiscal year entered in the Budget Begin
and Budget End Date values).

Note: The suspense combination is the same for every department within the agency and must
not be updated. If you do not know what it is, you may view an existing department. Ata
minimum, Account (50112399), Fund, Program, and Department are required.

Click the ChartField Details link to enter the ChartField values to be used for suspense activity.
Enter Account 50112399 and the other required ChartField values. Click Ok.

Click the Dept Budget Earnings tab.
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The Department Budget Table USA page displays with the Dept Budget Earnings tab open.

14.

15.
16.

17.
18.

< Cardinal Homepage Department Budget Table USA /ﬁ\ Q :
New Window | Help | Personalize |
I Dept Budget Date | Dept Budget Defaults [ Dept Budget Earnings [ Dept Budget Deductions >
SetlD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2022
Budget Begin Date Offset Grou,
g g P Budget Cap
* Per Budget Level Per EarnfTax/Ded
Budget End Date
Default Funding Source Option  Distrib over Actual Earnings
Level Q | 1of1 « | View All
¢ Department Position Pool Jobcode Position Appointment + ‘ — ‘
| EffectiveDate [owr2t021 | Fffseq 0 *Status | Active ~| Date Entered 033012022
Budget Level Cap D,[]Dl *Currency (USD Q ‘
Earnings Distribution
B Q 1-1of 1 v
Combination Code [ Distril d } [ Earning Code Description I Caombination Code Description I Exclusion Fringe Group } [ Redirect Combo Code 13
f *Sequence g n . ot 7
Earnings Code Numbar Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
) — ] +] -

| Notify ‘ | Add ‘ | Update/Display | | Include History ‘

Update the Effective Date to agree with the effective date used in Step 10.
In the Earnings Distribution section click the Combination Code tab.

Enter 1 in the Sequence Number field and tab out of the field. The Distribution % field will open.

Level Q | 1of1 v | View Al
¢ Department Position Pool Jobcode Position Appointment o+ | - |
“Effective Date | 09/21/2021 ‘ Eff Seq 0 “Status | Active M| Date Entered  03/31/2022
Budget Level Cap 0.00 | *Currency (USD Q@ |
Earnings Distribution
B Q 1-10f1 »
Combination Code I I Distributed l I Earning Code Description ” Combination Cede Description l I Exclusion Fringe Group I I Redirect Combo Code I Ii»
Earnings Code Lsuerg:z_’ce Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
! al = 25.000] +| —‘
‘ Notify ‘ | Add | ‘ Update/Display ‘ ‘ Include History ‘

Enter the applicable % in the Distribution % field, either 100 or the split amount.

Click on the Combination Code Description tab.
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Level Q | 10f1 w | Wiew Al
« Depariment Position Pool Jobcoda Position Appointment - |
"Effective Date | 09/21/2021 EffSeq “Status | Active e Date Entered  g3/30/2022
Budget Level Cap 000 *Currency (USD Q
[} Earnings Distribution
m Q 11of1 v
| Combination Code Distributed Eaming Code Description | | Combination Cede Description Ewclusion Fringe Graup | | Rediract Cambo Coede L3
Earnings Code Ni‘i:]'gg?cc Combination Code Combination Code Description ChartField Detalls
19. Click the ChartField Details link.
The ChartField Details fields display.
e NN o T ey e N B RS BT BT COMPONETIE ., __ ™ o e ST NN T N e

ChartField Details

Search Options

Setin: 18100

ChartField Detail

Account Fund Progrom Department Gont Contor Task FiPs Rssot Agency Use 1 Agoncy Use 2 PE Business Unit Projoct Aoty
590909 <8 a @ a a a a a a a a

[ ok |[ cancal |

<

J

A

Source Type,

20. If the Agency is using SpeedType values, click the Search button in the Search Options box. If

the agency is not using SpeedTypes move to step 23.

The Search Speed Types box displays.

Search Speed Types x
Help
SpeedType Key || Q
Search by ChartFields
Account 599999 Asset Q Category Q
Fund Q Agency Use 1 Q Subcategory Q
Program Q Agency Use 2 Q Affiliate Q
Department Q PC Business Unit Q Fund Affiliate Q
Cost Center Q Project Q
Task Q Activity Q
FIPS Q Source Type a
Search Clear Cancel
ChartField Detail
5 Q
Select SpeedType Account Depariment Project Task Fund FIPS Afiiliate Asset Agency Use 2 Cost Ce|
1 Selec

21. Enter the SpeedType Key and click the Search button.
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22. Select the desired SpeedType value in the ChartField Detail section.

The ChartField Common Component window displays and the fields from the SpeedType are
populated.

A W e NP e NIV A T Nyt R A P S BT CBMPU IR, N i N N T T e

Chartfield Detalls
Sarch Options

é
se1D: 19100 (SIS g
{
ﬁ

Chart ield Detail

ccount T Frogram Deparimem Cont Cemten Tazk nes Asact Agency Use 1 Agency Use 2 FU Uusmess unit Project Actmty Source Tyee,

(L) o a o o, =1

ak cancel

23. Enter the new ChartField codes.
24. Click the Ok button.

Note: If an invalid ChartField combination was entered, the user will receive a message indicating
the combination is invalid. Make the necessary corrections and Click the Ok button.

The following screen is displayed.

Default Funding Source Option  Distrib over Actual Earnings
Level Q | 1of1 » | View All
* Department Position Pool Jobcode Position Appointment | -
“Effective Date | 09/21/2021 Ef#f Seq 0 *Status | Active v Date Entered  03/30/2032
Budget Level Cap 0.00 *Currency (USD Q
Earnings Distribution
B Q 1-10f1 «
Combination Code Distributed I [ Earning Code Description [ Combination Code Description [ Exclusion Fringe Group } I Rediract Combo CGode 113
Earnings Code ;ﬁﬁg:z'rme Combination Code Combination Code Description ChartField Details
1 Q 1 000527945 User Account 000527945 ChartField Details -_—
‘ Notify ‘ | Add ‘ | Update/Display | | Include History ‘

25. If additional funding is required, click the Add a row button using the plus icon and repeat steps
15— 24. The Sequence Number is always ‘1’.
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Level Q | 10f1 v | View All
* Department Position Pool Jobcode Position Appointment & | -
“Effective Date |09/21/2021 Eff Seq 0 “Status | Active d Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency |USD Q

Earnings Distribution

H Q 1-20f2 ~
| Combination Code l Distributed I [ Eaming Code Description [ Combination Code Description [ Exclusion Fringe Group \ [ Redirect Combo Code 13
Earnings Code I:lsuerﬂ:zlr‘ce Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 al 000527945 25000 | 4| =
2 Q 1 000538101 75.000 | + -

Save ‘ Notify | | Add H Update/Display H Include History ‘

26. Once all rows have been entered, click the Save button. If the effective date is in the past, a
message will be received ‘Retroactive Budget changes made, Save those changes for Retro
process?’. Click No to this message.

Note: The Distribution % column must sum to 100%.
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Assign ChartField Values (Funding) to a Position
If a new position is added, or if position is updated to a different department, follow the steps below.
1. Navigate to the Department Budget Table USA page using the following path:

Navigator > Setup HCM > Product Related > Commitment Accounting >

Budget Information > Department Budget Table USA

The Department Budget Table USA search page displays.

Department Budget Table USA

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

Find an Existing Value Add a New Value ||

* Search Criteria

SetlD | = w 18100 Q
Department | begins with »| [ 18100 Q
Fiscal Year | = ~

Budget Level | = w Position A

Position Pool ID | begins with

<

Job Code Set 1D | begins with

<

<

Job Code | begins with

Position Number | begins with ~| DLI00004

<

Empl ID | begins with

o o |o o o0

Empl Record | = -

OlInclude History
Lirnit the number of results to (up to 300} | 300

Search | Clear -Basic Search & Save Search Criteria

2. Click the Add a New Value button.
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The cleared screen is displayed.

Department Budget Table USA

Find an Existing Value ‘ ‘ Add a New Value

SetlD 18100 Q

Department | 18100 Q

Fiscal Year | 2021

Budget Level | Position v
Position Pool ID Q
Job Code Set ID Q
Job Code Q

Position Number |pOLI00004 @
Empl ID Q

Empl Record 0Q

[ re

In the SetlD field, enter the Business Unit for the position.

In the Department field, enter the Department.
In the Fiscal Year field, enter the four-digit fiscal year the ChartField code is applicable.

In the Budget Level field, click on the down arrow and select Position.

N o g b~ ow

In the Position Number field, enter the position number of the position to have a ChartField value
assigned.

8. Click the Add button.
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The Department Budget Table USA page is displayed.

< Cardinal Homepage Department Budget Table USA

[ Dept Budget Date | Dept Budget Defaults m Dept Budget Earnings [ Dept Budget Deductions b3
SetID 18100 Department 18100 DEPT OF LABOR AND INDUSTRY
Fiscal Year 2021 .
*Budget Begin Date 07/01/2020 *Budget End Date 06/30/2021
*Offset Group STATE State Offset
Budget Cap
® Per Budget Level O Per EarniTax/Ded
Suspense Combination Code Q | 1of1 » | View All
“Effective Date |07/01/2020 [ Effective Sequence 0 +‘ _‘
|Combination Code 000527944 | User Account 000527944 ChartField Details
Balance 0.00
‘ Notify | ‘ Add | ‘ Update/Display | ‘ Include History |
Dept Budget Date | Dept Budgst Defaults | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes

9. The Budget Begin Date, Budget End Date, and Offset Group default from the Department
Default setup. If they do not default, the Department funding record has not been added. Stop
and add the Department level record.

10. Inthe Suspense Combination Code section Effective Date and Combination Code default from
the Department Default setup. Do NOT update the ChartField Details link.

11. Click the Dept Budget Earnings tab.
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The Department Budget Table USA page displays with the Dept Budget Earnings tab open.

12.

13.

< Cardinal Homepage Department Budget Table USA /‘\ Q :
New Window | Help | Personalize
I Dept Budget Date ‘ Dept Budget Defaults [ Dept Budget Earnings I Dept Budget Deductions >
SetlD 18100 Department 13100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2021
Budget Begin Date Offset Group
07/01/2020 STATE Budget Cap
Per Budget Level Per Earn/Tax/Ded
Budget End Date
06/30/2021
Default Funding Source Option  Distrib over Actual Earnings
Level Q | 1of1 « | View All
Department Position Pool Jobcode « Position Appointment | -
Positi Compliance/Safety Officer Il
*Effective Date |07/01/2020 Eff Seq 0 Status | Active hd Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency |USD Q
Earnings Distribution
B Q 1-1of1 v
| Combination Code I [ Distributed I { Earning Code Description I Combination Cede Description I Exclusion Fringe Group } { Redirect Combo Code | |I»
5 “Sequence R o - e (]
Earnings Code Number Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 Q + || -
Save | Notify | | Add ‘ | Update/Display | | Include History |

In the Level section, update the Effective Date if it should not be the current date. The effective
date must be within the fiscal year. The date should be on or before the first paycheck date for the
position. The Effective Date cannot be earlier than the date the position was created or updated to

the current department.

In the Earnings Distribution section click the Combination Code tab.

The Combination Code tab displays.

14.
15.

Rev 4/29/2024

Level Q | 1of1 « I View All
Department Position Pool Jobcode * Position Appointment + -
Position Number  DLI00004 Compliance/Safety Officer Il
*Effective Date |07/01/2020 EffSeq 0 Status | Active hd Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency |(USD Q
Earnings Distribution
B Q 1-10f1 «~
Combination Code | Distributed } [ Earning Code Description I | Combination Code Description } [ Exclusion Fringe Group I [ Redirect Combo Code 113
Earnings Code Nsl_lerﬁgz:‘ce Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 Q 1 25000 | | =

Enter 1 in the Sequence Number field and tab out of the field. The Distribution % field will open.

Enter the applicable % in the Distribution % field, either 100 or the split amount.
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16. Click on the Combination Code Description tab.

The Combination Code Description tab displays.

Lewel a 1081+ 1 Ve
Department Pozition Pocl Jobcede * Position Appointmert -+ -_—
Position Number DLHS Salety & Health Censubian
“EMfsctive Date | 08212021 ] EffSeq O “Statuz | Actiee [ Dato Entered  (VHI0E1
Budget Level Cap 000 "Cuerareey |USD Q
Earnings Distributicn
m o 11 ef 1]
Combination Code Disinkbuted Earning Code Descrphian Combination Code Description Exdusion Fnnge Groun Redirect Gomba Code: | ||v
Eamirgs Code “Sequence Number  Combinaticn Code Combinatien Code Description ChartField Details
; a 4 -

17. Click the ChartField Details link.
The ChartField Details fields display.

‘”"\—"\/_’\\uﬁ——‘-/’*"‘—\w—"’\_/f\“—v\/‘\/‘ﬂ; N R VU1 W1, W (), o TTT T 1 | SO e NI S SV Ve e Ve Ve N N, T.f\‘\ﬂﬁ_ﬂ_\‘

ChartField Details (

Search Options §

setip: 18100

ChartFiold Detail

sasazs a a Q a a Q a Q a Q Q Q
[ ok | cenem |

18. If the Agency is using SpeedType values, click the Search button in the Search Options box. If
the agency is not using SpeedTypes move to step 21.

The Search Speed Types box displays.

Search Speed Types x
Help
SpeedType Key || Q |
Search by ChartFields
Account 509999 Asset Q Category a
Fund Q Agency Use 1 Q Subcategory Q
Program Q Agency Use 2 Q Affiliate Q
Department a PC Business Unit a Fund Affiliate Q
Cost Center Q Project Q
Task Q Activity Q
FIPS Q Source Type Q
Search Clear Cancel
ChartField Detail
5 Q
Select SpeedType Account Department Project Task Fund FIPS Affiliate Asset Agency Use 2 Cost Ce|
1 Selec

19. Enter the SpeedType Key and click the Search button.
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20. Select the desired SpeedType values in the ChartField Detail section.

The ChartField Common Component window displays, and the fields are populated. (Account
defaults to 599999.)

21.
22.

e TN e e PP A A e e T e e i BT COMPUNEIT ™ Py i o e

ChartField Detalls
Search Options

SetID: 15100

Chanf leld Detail

Aceount ) Pregram Depariment Coat Contrr Taak nes et Agency Use 1 Agency Use 2 P Dusmess unit Project Actraty Source 1

555533 a a o o o

ak; cancel

m}/"\/\ AN A

Enter the new ChartField codes.

Click the Ok button.

Note: If an invalid ChartField combination was entered, the user will receive a message indicating
the combination is invalid.

The following screen is displayed.

Default Funding Source Option  Distrib over Actual Earnings
Level Q | 1of1 ~ | View All
Department Position Pool Jobcode * Position Appointment | -
Position Number  DLIG0004 Compliance/Safety Officer Il
*Effective Date 07/01/2020 Eff Seq 0 Status | Active e Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency |USD Q
Earnings Distribution
H Q 1-10f1 »
Combination Code [ Distributed | [ Earning Code Description { Combination Code Description { Exclusion Fringe Group I | Redirect Combo Code I»
Eamings Code NSuerﬂgzlr\ce Combination Code Combination Code Description ChartField Details
1 Q 1 000538102 User Account 000538102 ChartField Details E e
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If additional funding is required, click the Add a row button using the plus icon and repeat steps

13 — 22. The Sequence Number is always ‘1’.

| Notity |

| View All

Level Q | 1of1 »
Department Position Pool Jobcode « Position Appeintment -
Position Number  DLI00004 Compliance/Safety Officer Il
“Effective Date |07/01/2020 EffSeq 0 Status | Actve hd Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency USD @
Earnings Distribution
5 Q 120f2 v
I Combination Code Distributed Earning Code Description \ [ Combination Code Description \ [ Exclusion Fringe Group \ [ Redirect Combo Code I
Earnings Code Nﬁfﬂ?::"we Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 Q 1 000538102 25.000
2 Q 1 000538103 75.000
‘ Add | ‘ Update/Display ‘ ‘ Include History ‘

Once all rows have been entered, click the Save button. If the effective date is in the past, a
message will be received ‘Retroactive Budget changes made, Save those changes for Retro

process?’. Click No to this message.

Note: The Distribution % column must sum to 100%.
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Update ChartField Values (Funding) for a Department/Position
If updates are needed to the funding for an existing department or position, follow the steps below.
1. Navigate to the Department Budget Table USA page using the following path:

Navigator > Setup HCM > Product Related > Commitment Accounting >

Budget Information > Department Budget Table USA

The Department Budget Table USA search page displays.

Department Budget Table USA

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

Find an Existing Value | ‘ Add a New Value |

¥ Search Criteria

SetlD | = [ Q
Department | begins with[V] Q
Fiscal Year | =
Budget Level | =

Position Pool ID | begins with[V/]
Job Code SetID | begins with[V]

Job Code | begins with[™]
Position Number | begins with[™]

Empl ID | begins with[V]

R R LR |0 |2 |R°

Empl Record | =

Olnelude History
Limit the number of results to (up to 300): | 300

Search

2.  Click the Clear button to remove any existing values in the search criteria fields.

Clear Basic Search & Save Search Criteria
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< Cardinal Homepage Dep:

Department Budget Table USA

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

Find an Existing Value ‘ | Add a New Value

w Search Criteria

SetlD | = w 18100 Q

Department | begins with »| | 18100 Q

I
L4

Fiscal Year 2021

Budget Level | = w Position ~

Paosition Pool ID | begins with

Job Code SetlD | begins with w

Job Code | begins with ~

Position Number | begins with | | DLIOD0OS

Empl ID | begins with

Ll |L|L] P L L

Empl Record | = b 0

OlInclude History
Limit the number of results to (up to 300} | 300

Search | Clear | Basic Search Eo Save Search Criteria

In the SetlID field, enter the Business Unit for the position.
In the Department field, enter the Department of the position.

In the Fiscal Year field, enter the fiscal year the ChartField code is applicable.

o o b~ w

In the Budget Level field, enter the budget level Position (Department if updating Department
funding).

7. In the Position Number field, enter the position number of the position to have a ChartField value
updated (leave blank if updating Department funding).

8. Click the Search button.
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The Department Budget Table USA page is displayed.

Dept Budget Date

‘ Dept Budget Defaults “ Dept Budget Earnings ” Dept Budget Deductions

>

SetlD 18100

2021
07/01/2020

Fiscal Year

*Budget Begin Date

*Offset Group STATE

State Offset

Budget Cap
Per Budget Level

Suspense Combination Code

“Effective Date (71012020 [

Combination Code 000527944

Balance

Save | Return to Search || Notify |

Dept Budget Defaults | Dept Budget Earnings

Dept Budget Date

Department 13100 DEPT OF LABOR AND INDUSTRY

*Budget End Date 06/30/2021

Per EamniTax/Ded
Q 10f1 w I View Al
Effective Sequence 0 + -
User Account 000527944 ChartField Details
| Add || Updatemisplay | Include History

Dept Budget Deductions | Dept Budget Taxas

9.

Click the Dept Budget Earnings tab. No changes are needed on the Dept Budget Date tab. DO
NOT update the Suspense Combination Code section on the Dept Budget Date tab.

The Department Budget Table USA page displays with the Dept Budget Earnings tab open and

Position level selected.

New Window | Help | Personalize Pa
I Dept Budget Date [ Dept Budget Defaults l [ Dept Budget Earnings [ Dept Budget Deductions >
SetID 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2021
Budget Begin Date Offset Group
07/01/2020 STATE Budget Cap
* Per Budget Leve Per Earn/Tax/Ded
Budget End Date
06/30/2021
Default Funding Source Option  Distrib over Actual Earnings
Level Q | 1of1 « | ViewAll

Department Paosition Pool Jobcode Appointment —

Position Number  DLI00006 Safety & Health Compl Officer
“Effective Date |17/01/2020 Eff Seq 0 Status | Active i Date Entered  06/17/2021
Budget Level Cap 0.00 *Currency |USD Q
Earnings Distribution
B Q 1-20f2 v
Combination Code Distributed } I Earning Code Description I Combination Code Description [ Exclusion Fringe Group l [ Redirect Combeo Code 1>
Earnings Code Nsuerggzrce Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 Q 1 000532189 50,000, < -
2 Q 1 000532201 50.000| -

Rev 4/29/2024
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10. Click the Add a row (+) icon.
A new effective dated row is added with the current date defaulted.

New Window | Help | Personalize Pa

[ Dept Budget Date H Dept Budgst Defaults H Dept Budget Earnings } [ Dept Budget Deductions ‘ >
SetlD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2021
Budget Begin Date Offset Group
07/01/2020 STATE Budget Cap
* Per Budget Level Per Earn/Tax/Ded
Budget End Date
06/30/2021
Default Funding Source Option  Distrib over Actual Earnings
Q 1of2 w| B M | ViewAl

Level

Department Position Pool Jobcode * Position Appointment —

Position Number  DLI00006 Safety & Health Compl Officer

“Effective Date |07/01/2020 [rz] Eff Seq 1 Status | Active b Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency (USD Q
Earnings Distribution
B Q 120f2 v
Combination Code l Distributed I [ Earning Code Description I I Combination Cede Description I [ Exclusion Fringe Group } [ Redirect Combo Code {113
Sequence Combination Code Funding End Date Fiscal Year Budget Amount Distribution %

Earnings Code Number

1 Q 1 000532189 50000 | o | =

2 Q 1 000532201 50.000 4 -

11. Click in the Effective Date field and select the new effective date the position should start using
these new ChartField values. The effective date should be on or before the paycheck date to be
distributed. The effective date MUST fall within the fiscal year entered in the Budget Begin and

Budget End Date fields.
If a correction is needed to the existing row, enter the same Effective Date and tab out of the
field. A new Eff Seq number will be assigned.

To stop using position level funding and revert to department level, add the new Effective Dated
row and update the Status field to Inactive. The Effective Date should be the day after the last

payroll paycheck date where the Position level record was to be used.
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New Window | Help | Personalize Pal
[ Dept Budget Date I Dept Budget Defaults } [ Dept Budget Earnings [ Dept Budget Deductions | >
SetlD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2021
Budget Begin Date Offset Group
07/0172020 STATE Budget Cap
» Per Budget Leve Per Earn/Tax/Ded
Budget End Date
06/30/2021
Default Funding Source Option  Distrib over Actual Earnings
Level Q | 10f2 | P Pl ViewAl
Department Position Pool Jobcode * Position Appointment & | -
Position Number DLI00006 Safety & Health Compl Officer
*Effective Date |07/01/2020 Status | Active hd Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency (USD Q
Earnings Distribution
B Q 1-20f2 v
Combination Code \ Distributed \ I Earning Code Description II Combination Cede Description ” Exclusion Fringe Group I [ Redirect Combo Code 113
Earnings Code NSuerﬁ:zlr\ce Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 Q 1 000532189 s0.000| 4 -—
2 Q 1 (00532201 50.000| = -—
l Save | Return to Search ‘ | Notify | | Add | Update/Display Include History

Click the Combination Code Description tab in the Earnings Distribution section.
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The Combination Code Description page is displayed.

13.

14.
15.

Level Q | 1ef2 ~ b Bl | ViewAl
Department Position Pool Jobcode * Position Appointment + -
Position Number  DLI00006 Safety & Health Compl Officer
“Effective Date | 07/01/2020 Eff Seq 1 Status | Active s Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency (USD Q

Earnings Distribution

B Q 1-20f2 v
| Combination Code [ Distributed l [ Earning Code Description \ I Combination Cede Description ‘ [ Exclusion Fringe Group I [ Rediract Combo Code 13
Eamings Code ;Suenﬂ:z'r‘ce Combination Code Combination Code Description ChartField Details
1 Q 1 000532189 User Account 000532189 ChartField Details o+ —
2 Q 1 000532201 User Account 000532201 ChartField Details + E
Save | Return to Search | | Notify ‘ | Add | Update/Display | Include History |

Make the applicable update to the ChartField values. In this example a ChartField Combination is
being deleted. If the ChartField values need to be changed click the ChartField Details link and
update as needed. Examples of this approach are in the Assign ChartField Value to a Position
section of this document.

Click the Minus icon (-) to delete the row that is no longer applicable.

Click on the Combination Code tab to update the percentage that will be charged.
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The Combination Code tab is displayed.

New Window | Help | Personalize
[ Dept Budget Date ‘ Dept Budget Defaults l I Dept Budget Earnings [ Dept Budget Deductions >
SetlD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2021
Budget Begin Date Offset Group
07/01/2020 STATE Budget Cap
* Per Budget Level Per Earn/Tax/Ded
Budget End Date
06/30/2021

Default Funding Source Option  Distrib over Actual Earnings

Level Q | 1of2 % b M | ViewAl
Department Position Pool Jobcode * Position Appointment & | -
Position Number  DLIO000G Safety & Health Compl Officer
*Effective Date |07/01/2020 Eff Seq 1 Status | Active hd Date Entered  03/31/2022

Budget Level Cap 0.00 *Currency |USD Q

Earnings Distribution
5 Q 1101 v
Combination Code } [ Distributed Earmning Code Description [ Combination Code Description { Exclusion Fringe Group l { Redirect Combo Code 113
Earnings Code Nﬁ?ggpce Combination Code Funding End Date Fiscal Year Budget Amount Distribution %
1 Q 1 000532201 -

l Save ] ‘ Return to Search | ‘ Notify | | Add ‘ Update/Display ‘ Include History |

16.

Enter the new percentage to be charged to this account by placing the cursor in the Distribution %
field and entering the percentage. The percentages in the Distribution % column for all rows must

sum to 100. The Sequence Number must be ‘1’ for all rows.

New Window | Help | Personalize
I Dept Budget Date ‘ Dept Budget Defaults l I Dept Budget Earnings [ Dept Budget Deductions ‘ >
SetlD 18100 Department 18100 DEPT OF LABOR AND INDUSTRY Fiscal Year 2021
Budget Begin Date Offset Group
07/01/2020 STATE Budget Cap
* Per Budget Level Per Earn/Tax/Ded
Budget End Date
06/30/2021
Default Funding Source Option  Distrib over Actual Earnings
Level Q | 10f2 v| » o ViewAl
Department Position Pool Jobcode = Position Appointment | -
Position Number DLI0000S Safety & Health Compl Officer
*Effective Date |P7/01/2020 Eff Seq 1 Status | Active hd Date Entered  03/31/2022
Budget Level Cap 0.00 *Currency |USD Q,
Earnings Distribution
B Q 1-1of1 +
Combination Code Distributed l [ Earmning Code Description { Combination Code Description I Exclusion Fringe Group l I Redirect Combo Code 1>

Earnings Code Nsuerggz'r‘ce Combination Code Funding End Date
1 Q 1 000532201 100.000 | -4 e
Return to Search | ‘ Notify | ‘ Add ‘ Update/Display Include History

Fiscal Year Budget Amount Distribution %
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17. Click the Save button. If the effective date is in the past, a message will be received ‘Retroactive
Budget changes made, Save those changes for Retro process?’. Click No to this message.

Note: The ChartField values are saved applicable on the new effective date.
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Annual Department and Position Default Funding Budget Rollover

Every May, the Department of Accounts (DOA) sends the Fiscal Year End Closing Procedures
memorandum outlining the steps agencies must take. This includes details on steps to validate data and
specific deadlines. Please reference this memo in association with this overview.

In June, following the posting of budget journals for the new fiscal year, the Cardinal Post Production
Support (PPS) team will initiate a process that duplicates (rollover) the existing active Department and
Position default funding, generating the same data in the new fiscal year.

As part of this rollover process, agencies take note:

Do not create Department or Position default funding in the new fiscal year prior to the PPS
team completing the rollover.

o The one exception is for modifications to an agency’s Suspense Combination string,
which is a set combination of ChartFields used in the event the payroll allocation errors.

= Changing the Suspense Combination String? Take action no later than the
date in DOA’s Fiscal Year End Closing Procedures memo.
Follow the Assign ChartField Values to a Department section of this job aid.

Important! Add a new fiscal year record for Department 99999, set the effective
date to July 1 and use the updated ChartFields on the Dept Budget Date tab,
Suspense Combination Code section. Use this same set of ChartFields on the
Dept Budget Earnings tab.

Review the results of the rollover using the aids from the Fiscal Year End Closing Procedures
memo and any other targeted Cardinal/SPO communications.

o Updating the new year defaults? Keep the 07/01/XXXX effective dated row.
When Clicking the Add a row (+) icon, enter 07/01/XXXX (the beginning of the new fiscal
year) and tab out of the field.

= Ensure the correct year(s) records are updated where fiscal year cross-over exists.
If a correction is found after the new fiscal year records have been created, both
year’s information may need to be updated.

o Making organizational changes? Position records must be updated to the new
department prior to adding the new fiscal year’s position level funding records. Be sure to
add department default funding for any new departments prior to adding new position
level funding.

= New Departments that are going to be used for both the new fiscal year in July and
the current fiscal year need to be added for both the ‘old’ and the ‘new’ year. After
July, it is no longer necessary to add new Department level records for the ‘old’
year.
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