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Hints for researching Labor Distribution

Reporterrors

> Just printed the Labor Dis-

| 3

tribution report and an em-
ployeeislisted but not sup-
posed to be there? A little
research can solve the prob-
lem quickly. All theinfor-
mation needed is on the re-
port, just follow these sim
ple steps.

First, look at the position
Go, Develop Work Force,
Manage Positions, Use, Po-
sition Data, Position Loca-
tion

Enter the position number
on the search panel and
click OK. Look at the posi-

tion information. Does it
have the right department
listed?

Next, look at the depart-
ment budget table

Go, Define Budget/
Encumbrance (US), Setup,
Department Budget Table,
Dept Budget Earnings.

Enter the position number
on the search panel and
click OK. Look at HR
Dept. ID located at the top
of the panel and then look
at the Finance Dept. ID lo-
cated under the account
code. Do they match? If

not, that could be the prob-
lem. The position was set up
with the wrong Finance
Dept. ID. Contact HR to
find out which department
the employee belongsto,
which will be on the origi-
nal PAR. The department
will need to reall ocate that
employees labor and bene-
fitsto the correct depart-
ment.

Questions about this
process?

Call Carla Ponzio at 3-4275.

Credit card commission rate update

The commission rate for Dis-
cover Card isincreasing effec-

Credit Card

Rate

In addition to recording the
revenue and bank entries,

tive June 1.

Please be sureto usetherates
inthetablelisted herewhen
preparing credit card journals.

Accepting credit cardsin the
form of payments coststhe
university money.

Thechargeisreferredto asa
commission by the credit card
companies.

Commission rates are different
for each type of card. These
rates are calculated and com+
municated through General

VISA and MasterCard
Discover Card
Discover Card

Diners Club/Carte Blanche
American Express (departments)
American Express (Hilton Hotel)

Check cards/debit cardATM

2.35 percent

1.55 percent (through May 31, 2002)

1.67 percent (effective June 1, 2002)

3 percent
2.6 percent
2.75 percent

$ .30 per transaction

these jounals should always
include a departmental ex-
pense line for the credit card
commission.

With the exception of Ameri-
can Express, the offsetting
entry isthe credit card com-
mission bank.

(American Expressreceipts
are posted net of commis-
sions)

Accounting from the Treas-
urer’ sOffice.



Business Unit Cross Reference

Separate business units exist for
purchase orders, vouchers, and cost
centers. Some POs use the same
number for the PO (purchase order),
AP (voucher), and GL (cost center)
business unit and some do not.

For instance, postage for UH Clear
Lake is encumbered in PO business
unit SC759 and the voucher is cre-

ated in AP business unit SC759 but
the expense posts to the cost center
in GL business unit 00759.

Therefore, when viewing aPO it is
necessary to use the PO business
unit.

When viewing avoucher you use
the AP business unit and when
viewing the budget or actual trans-

actionsfor a cost center you use the
GL business unit.

See the table below for alist of ac-
tive PO business units and their cor-
responding AP and GL business
units.

Some vouchers are created manu-
aly and some are partialy or fully
automated (auto process).

PO BU [PO BU Description AP BU|AP BU Description GL BU
00730 |Regular POs, Research Contracts 00730 |Non-PO Vouchers, PO Vouchersfor POBU | 00730
00759 |Regular POs, Contracts 00759 |Non-PO Vouchers, PO Vouchersfor POBU | 00759
00765 |Regular POs, Contracts 00765 |Non-PO Vouchers, PO Vouchersfor POBU | 00765
00783 |Regular POs, Research Contracts 00783 |Non-PO Vouchers, PO Vouchersfor POBU | 00783
00784 |Regular POs, Travel POs, Contracts 00784 |Non-PO Vouchers, PO Vouchersfor POBU | 00784
FP730 |Construction Contracts 00730 |Non-PO Vouchers, PO Vouchersfor PO BU 00730
FP783 |Construction Contracts 00783 |Non-PO Vouchers, PO Vouchersfor PO BU 00783
LB759 |Library POs 00759 |Non-PO Vouchers, PO Vouchersfor PO BU 00759
SC730 |SCRs, Telephone, Long Dist, Postage SC730 |PO Vouchers for PO BU (auto process) 00730
SC759 |SCRs, Telephone, Long Dist, Postage SC759 PO Vouchers for PO BU (auto process) 00759
SC765 |SCRs, Telephone, Long Dist, Postage SC765 |PO Vouchers for PO BU (auto process) 00765
SC783 |SCRs, Telephone, Long Dist, Postage SC783 |PO Vouchers for PO BU (auto process) 00783
SC784 |SCRs, Telephone, Long Dist, Postage SC784 |PO Vouchersfor PO BU (auto process) 00784
TR759 |Travel POs 00759 |Non-PO Vouchers, PO Vouchersfor POBU | 00759
HR730 |State payroll reimbursement (auto process) 00730
HR759 |State payroll reimbursement (auto process) 00759
HR765 |State payroll reimbursement (auto process) 00765
HR783 |State payroll reimbursement (auto process) 00783
HR784 |State payroll reimbursement (auto process) 00784
SA730 |Student refunds (auto process) 00730
SA759 |Student refunds (auto process) 00759
SA765 |Student refunds (auto process) 00765
SA784 |Student refunds (auto process) 00784

PeopleSoft Training Update

Several of the classes and manualsare
being redesigned to fit the current
needs of the campus users. Currently
the HR Query/Crystal Basic classis
under review and changesin the
format are being developed. The
projected start date for the new
“Redesigned’ classesfor Query/
Crystal will beduring the July
classes. Studentswill be developing

three or four queriesthat they will
build during classand be ableto use
after the class. The length of the class
will be one day instead of the current
one and one-half days. If you have
previously taken the HR Query/
Crystal class, you are welcometo reg-
ister for the revised classaswell.
Registration for training is currently
availablefor classes through August.

Please register online for classesto

ensure proper tracking of your Peo-
pleSoft training.

If you do not receive aconfirmation
within two days of submitting your
registration please contact Kristie
Fregiaby phone at 3-1962 or email at
kfregia@uh.edu.
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Quick facts about budget checking

PeopleSoft accounts repl aced the subcodes

and account controls used in the legacy sys
tem. Thefivetypesof PeopleSoft accounts

are: (1) asset, (2) liahility, (3) fund equity,

(4) revenue, and (5) expense. However, only

revenue and expense accounts are budget
checked, sincethese are the only accounts
with a budget.

Budget checking comparesthe amount of the

revenue or expense transaction with the
available budget for that transaction type.
For example, when salary and wages are
budget checked, the system looks at the
available balance in the sdlary and wages
budget for the cost center being charged. It

does not consider whether thereis an overall

positive budget balance for the cost center.

Budget checking looks at the balance avail-
ablein the appropriate category of revenue or
expense, which is determined by the account
used in the transaction. All revenueactual
accounts begin with a four (4XXXX), except
for Recovered Cost accounts, which range
from 50050 to 50099. All expenseactual
accounts begin with afive (5XXXX).

Actua accounts are used on non-budget
transactions, such as vouchers and regular
journa entries.

All revenue budget accounts begin with B4
(B4AXXX) and all expensebudget accounts
begin with B5 (B5XXX).

Budget accounts represent different catego-
ries of arevenue or expense budget.

For each budget account, there is arange of
actual accounts. When budget checking is
performed on an actua account, the system
checks the available balance in the corre-
sponding budget account.

All revenue budget accounts are budgeted at
the same level, whereas expense budget
accounts are budgeted at one of fivelevels,
depending on the type of project/grant used
inthe cost center. Below isalist of revenue
and expense budget accounts and corre-
sponding actua accounts.

Check with your campus grant or budget
officeif you are not sure a which level ex-
penditures are budgeted for a particular pro-
ject or grant.

Revenue Budget Account and Actual Accounts Printi Nng HR
Budget _ Actual Account SQR Reports
Account Description From-To
B4001 TUITION 40100-40299 . -

Areyoutired of HR SQR reports printin
B4002 __ |DESIGNATED TUITION 40300-40499 | muiiole pogesand yiﬁonﬁipne;g thet”
B4003 STUDENT SERVICE FEES 40500-40699 one page? Y ou can now save moretrees,
B4004 OTHER FEES 40700-40999 ?ﬁ/ vie_wting tge repoﬂstﬁefori itthi_s sentto
e printer. By going throug IS proc-
B4005 REMISSIONS AND EXEMPTIONS 41000-41099 ess, youwill print only the pages that you
B4006 GENERAL REVENUE APPROPRIATION 41100-41299 need or just make sure that the output
B4007 OTHER GENERAL REVENUE 41400-41499 will bewhat you want. This process can
B4008 __|STAFF BENEFITS 41300-41399 | Deteedioprintal AR reports such as
B4009 HIGHER EDUCATION ASSISTANCE 41500-41599 Report.
B4010 FEDERAL GRANTSAND CONTRACTS 41600-41799 _ .
B4011 INDIRECT COST RECOVERED - FEDERAL 41800-41899 t?]noe }gouti“(f‘kFgln”tQ; Setopllgp\t, cha;tge
X e output to " Hle olemp~o\-ziv) to
B4012 FED PASS THRU FROM STATE AGENCY 41900-41999 bring thereport to themonitor. When
B4013 IDC RECOVERED - FED PASS THRU 42000-42099 the SQR icon disappears from the bottom
B4014 STATE GRANTS AND CONTRACTS 42200-42299 of your monitor, the report should be on
B4015 INDIRECT COST RECOVERED - STATE 42100-42199 the screen. Change the print setup to
landscape and scale the document down.
B4016 STATE PASS THRU FROM STATE AGENCY 42400-42499 The scale can be changed by dlicking on
B4017 IDC RECOVERED - STATE PASS THRU 42300-42399 Properties, Advanced and changing it to
B4018 LOCAL GRANTS AND CONTRACTS 42500-42599 60% (thisi pr)oc?zw:!l \Iéary tarr]:corc_ii rt1g to
B - your printer). Just click ontheprinticon
B4019 IDC RECOVERED - LOCAL 42600-42699 o sendlit to the printer. Please be ad
B4020 PRIVATE GIFTS 42900-43099 vised that when printing this, you will be
B4021 PRIVATE GRANTSAND CONTRACTS 43100-43199 asked to confirm that you really want to
B4022 IDC RECOVERED - PRIVATE GRANT 42800-42899 change the orientation to landscape, just
click OK. If you have any questions,
B4023 IDC RECOVERED-PRIVATE CONTRACT 42700-42799 please contact Rebekah Soares at
B4024 INC/DEC IN FAIR VALUE OF INV 43200-43299 X34382.
B4025 OTHER INVESTMENT INCOME 43300-43499
B4026 ENDOWMENT INCOME DISTRIBUTION 43500-43599
B4027 SALES AND SERVICES- E&G 43600-43999
B4028 SALES AND SERVICES - AUXILIARY 44000-44399
B4029 OTHER SOURCES 44400-44799
B4030 AMONG FUNDS-MANDATORY 44800-44899
B4031 AMONG FUNDS-NON-MANDATORY 44900-44999
B4032 AMONG COMPONENTS-MANDATORY 45000-45099
B4033 AMONG COMPONENTS-NON-MANDATORY 45100-45199
B4034 ENCUMBRANCES 45200-45299
B4035 FUND BALANCE 45300-45399
B4036 RECOVERED COSTS

50050-50099
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Encumbrance

Adjustment Form for

UH Campus

An Encumbrance Adjustment Form has been crested

for the UH campus to use when requesting adjusg -
mentsto non-payroll open commitments. Adjust-

ments may be requested to pre-encumbrances for

requisitions or encumbrances for POs, research con-

tracts, service center requisitions, postage, tele-

phone, or long distance. The form and instructions
can be found at the following address:

http://www.uh.edu/fast/financia/FS-refandforms.htm

Use of theform is covered in greater detail in the PO
Voucher and Encumbrances class taught by UH

AccountsPayable. You can register for this class at
thefollowing address:

http://www.uh.edu/fast/FIN-Training.htm or
download the training handout at:

Budget Budget Actual Account
Level |Typeof Project/Grant |Account |Description From To
L1 Some Psand Gs B5000 |All expense accounts 50000 50049
50100 59999
L2 Some Ps and Gs B5001 | Defined expenses 50000 50049
B5002 |Salary and wages 50100 50999
51400 51999
B5003 |Fringe benefits 51000 51399
B5004 |Maintenance & operations 52000 59999
L3 All NAs B5005 | Cost of goods sold 50000 50024
Some Ps and Gs B5006 |Salary and wages 50100 50999
51400 51999
B5007 | Fringe benefits 51000 51399
B5008 |Capital outlay 58000 58999
B5009 |Maintenance & operations 52000 57999
59000 59999
B5027 _ |Bad debt expense 50025 50049
L4 Some Psand Gs B5011 |Salary and wages 50100 50999
51400 51999
B5012  |Fringe benefits 51000 51399
B5013  |Capital outlay 58000 58999
B5014  |Trave 56000 56499
B5015 |Maintenance & operations 52000 55999
56500 57999
59000 59999
B5028 | Cogt of goods sold 50000 50024
B5032 _ |Bad debt expense 50025 50049
L5 Some Psand Gs B5017 |Salary and wages 50100 50999
51400 51999
B5018  |Fringe benefits 51000 51399
B5019  |Capital outlay 58000 58999
B5020 [Trave 56000 56499
B5021  |Indirect cost 56503 56520
56600 56699
B5022 | Tuition and fees grant 56700 57999
B5023  |Contracting of services 53850 53899
B5024  |Passthrough 53800 53849
B5025 |Maintenance & operations 52000 53799
53900 55999
56500 56502
56521 56599
59000 59999
B5029  |Cost of goods sold 50000 50024
B5033  |Bad debt expense 50025 50049

http://iwww.uh.edu/fast/financial/FStraining.htm

Budget Adjustment
Request Form Revised

The Budget Adjustment Request (BAR), whichiis
used by UH and UH Victoriato upload budget jour-
nalsinto PeopleSoft, was recently changed. The
default on the Allow Overdraft column was changed
to “N” so that budget checking errors would be dis-
played if they exist. If you saved acopy of the BAR
to your computer as atemplate before May 1, 2002,
please delete that copy and obtain anew one from
the FAST website:

http://www.uh.edu/fast/financia /FS-refandforms.htm

Y ou can tell that you havethe old form if the Allow
Overdraft column has“Y” instead of “N.”

Open commitments reserve budget for future expenditures and, therefore, reduce the budget balance available. There aretwo types of open commitmentsfor
non-payroll transactions—pre-encumbrances and encumbrances. A pre-encumbrance occurs when arequisition is budget checked. An encumbrance occurs
when a purchase order is budget checked. Budget checkinga PO al so reduces the pre-encumbrance on the requisition. Budget checking a PO voucher both

Open Commitment Overview

encumbrances, and expenses.
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increases expense and reduces the encumbrance on the PO. The table below illustrates when budget checking increases and decreases pre-encumbrances, :
[

Successfully Budget Check Pre-Encumbrance | Encumbrance | Expense :

Requisition + :

Purchase Order (-) + :

PO Voucher (-) + :

The Open Commitment Status Report can be used to see the status of &l non-payroll encumbrances for a cost center, department, program, or project. Itcanaso *
be used to see the status of a particular PO or of multiple POs for avendor. Instructionsfor running thisreport are at the following web address: http://www.uh.

edu/fast/financial/FStraining.htm



