Payroll Correction Page

Policy

Corrections to previously posted payroll transactions may be
submitted, approved and posted as of the current date. Payroll
transactions are presumed to have been approved on the "front end"
and supported by timesheets, Principal Investigator certifications, and
other written documentation.

Corrections should only be made to address errors that occurred in
posting, or to adjust based on subsequent information that was not
available as of the posting of the original transaction. Corrections
submitted on or after 90 days from the original payroll transaction must
be approved and supported by written permission from the mission
Vice President (VP) or his or her designee. A copy of the VP approval is
to be retained at the departmental level along with other supporting
documentation for the correction.

Discussion

While payroll corrections are sometimes necessary, it is important to
note that they cannot usually be processed in the same accounting
period in which the original transaction occurred. Usually, the original
accounting period, or fiscal year, will be closed. Audits, billing and
other processes will have likely been based upon the originally posted
transaction. For that reason, any correction to a previously posted
payroll transaction must be posted in the current accounting period.

Payroll corrections may only be submitted through a custom "Payroll
Correction Form" that may be accessed from the CUBS home
page. This form requires employee id, journal id, and chartfield string



information on a transaction-by-transaction basis. Submitted payroll
correction (PRC) transactions are loaded to CUBS Financials for
approval nightly. Individuals with approval status for PRC transactions
must have sufficient knowledge of the reason for the correction, and, if
necessary, must verify that mission VP approval has been obtained for
corrections occurring 90 days on or after the original payroll
transaction.

Learning Objectives

® Access the Payroll Correction Page (PRC)
e Enter the payroll distribution corrections

e Submit the Correction

The payroll correction form allows departmental personnel to enter
payroll distribution corrections based on the detail payroll report.

The detail payroll report can be obtained by going to the P drive,
double-click on the PPLSOFT folder, double-click on the Payroll Detail
folder, double-click on the appropriate budget center folder, double-
click on the appropriate period number (July is period 1, August is
period 2, etc.), then double click on the appropriate department
number.



Payroll Correction Location

Go to the CUBS home page:

http://www.clemson.edu/ccit/software applications/applications/cubs/

Click on the above link to open FPPRD:

CUBS Welcome

CUBS (Clemson University Business Systems) provides QU ick Links
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The Payroll Correction page is located under the CU CUSTOM
menu item:

ORACLE’

Menu
[ My Favarites
= CU CUSTOM
[+ CL Facilities Billing
[ P-Card
[+ Restrictions
[+ Accounts Payable
[ CL-BusinessiSecurity
Processes
[+ Sel-Serve
[+ Billing and Receivables
[ CUJ Custom
[+ CU Projects

= CL Payraoll Carrections

= CURF Web Invoice

Enter the appropriate search information:

CU_PRC

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

| Find an Existing Value |

Run ID: begins with [« ] |
Journal ID: begins with [+ |
Journal Date: - =] | [
EmpllD: begins with [+ |
Account: begins with =] |
Program Code: begins with EH
Class Field: begins with [=] |
Department: pegins with [=] |
Project: begins with [« |
Monetary Amount: | - |E| |
Description: pegins with =] |

Search Clear | Basic Search Save Search Criteria




The PRC Data Entry Page

BU cu Original Journal HRP28050EL 03/01/2013

*Journal PRC Source PRC EmpllD 037208

*Descr |Tu Correct Journal ID

Account Fund Program Dept Class Project Monetary Amount
2001 15 G602 2805 130 15009498 2701.30
New Journal Information Customize | Find | i Payroll Correction Lines (4] 1 of1 [+ Last
~faccout  Jrund  Poomm Dot Ciss  [Poest |
1 5001 15 o2 @ [2805 @ [130 @ [1500998 Q | =]
verity | Submit |
Principal Investigator Department Chair
Date Date

Ll Return to Search |

The Header:

BU cu riginal Journal HRP22050EL 0310112012

*Journal PRC Source PRC EmpllD 037208

*Descr ITG Correct Journal 1D

Account Fund Program Dept Class Project Monetary Amount
5001 15 602 2805 130 1500988 270130

e Shows original chart-field information.



The Journal ID:

BU cu Original Journal HRPZE050EL 03012013
[Journal FRC Source PRC EmpliD 037208
*Descr IT:J Correct Journal ID HRP28050EL for 2013-03-01, Run Control ID QEL, Emplid 037208
Account Fund Program Dept Class Project Monetary Amount
5001 15 602 2808 130 1500998 2701.30
New Journal Information Customize | Find | i Payroll Correction Lines |/ 1 of 1 L" Last
| lAccount  [Fund |*Program [Dept Class  [Project  |Amount |
1 5001 15 Bo2z @ 805 @ 130 @ [1500998 @ | (=]
Verify Submit
Principal Investigator Department Chair
Date Date

“AReturn to Search

e Enter the Journal ID number for the payroll correction.

e Note that “PRC” is already at the beginning of the journal.

e The rest of the journal ID will be the department number
for the correction followed by a sequence number.

Example: PRC5308001 — 5308 is the department number; 001 is
the sequence number assigned by the user. The next journal ID
for the same department would be PRC5308002 and so on. If a
seqguence number and department number is duplicated on the

same date, the system will issue an error.



The Description:

BU cu Original Journal HRP28050EL 03/01/2013
*Journal |PRC Source PRC EmplD 037203

*Descr [ITG Carrect Journal ID HRPZ8050EL for 2013-03-01, Run Contral ID QEL, Emplid 037208

e You may append extra wording to the end of the
description. DO NOT overwrite the defaulted text.

New Distributions:

BU cu Original Journal HRP28050EL 03/01/2013

*Journal PRC Source PRC EmpllD 037208

Account Fund Program Dept Class Project Monetary Amount
5001 15 f02 2805 130 1500898 2701.30

™

- ] —
New Journal Information Customize | Find | i Payroll Correction Lines | 1 of 1 L") Last

__Jdccount ___lFnd [tProarsm __[pent

1 5001 15 Bo2 @ 2805 Q130 |Q |1500998 @ |

e Click on the + or — buttons to add or delete lines.

e Click on the magnifying glass by each field to look up valid
values.

e The fund will change to match the project.

e The amounts must add up to equal the original monetary
amount or an error will be issued at verification.



Verification/Submission:

e After the distributions have been added click the “Verify”
button.

Werify |

e Reversing lines for the original journal will be added.
e Fringe lines will be added.

- N
New Journal Information Customize | Find | B Payroll Correction Lines || 16 of6 " Last

. [Account  [rumd  [Proorsm  [Deot  [cwss  [Project |

2 5221 15 602 2805 130 1500998 -869.82
3 5221 15 602 2808 130 1500998 45122
1500998

5 5001 15 602 2805 130 1500998 1300.00
6 5001 15 602 2808 130 1500998 1401.30

e All lines are now read-only. If modifications must be
made it is necessary to click the “Return to Search”
button and re-select the entry.

¢ If no modifications are necessary and the correction is
ready for submission, click the “Submit” button:



Account
5001

Fund
15

Program
602

Dept
2805

Class Project

130

1500998

Monetary Amount

2701.30

Hew Journal Information

-@-___

1 5001
2 5221
3 5221
4 5221
5 5001
6 5001

15
15
15
15
15

602
602
602
602
602

2805
2805
2808
2805
2805
2808

Customize | Find | ﬁ

130
130
130
130
130
130

Payroll Correction Lines 1-6 of 6 Last

1500998
1500998
1500995
1500998
1500998
1500998

-2701.30
-869.82
451.22
418.60
1300.00
1401.20

® A message will appear:

Are you sure you want to submit this transaction? (19,81)

Yes

Mo

.

e Click “Yes” to submit the transaction. Clicking “No” will

return to the PRC page without submitting the entry. It

will be necessary to click on the “Return to Search”

button to re-select the entry for correction.




Notes:

If the journal is more than 90 days old you will receive a
warning that VP approval is necessary:

“hccont g Pouem et s Poes

. E ]
MNew Journal Information Customize | Find | i Payroll Correction Lines El 1 of1 El Last

1 5001 15 o2 @ 2805 @ [130 Q@  [1500098 |Q
Warning
**This journal is more than 90 days old and must be approved at the appropriate VP level ** Werify | Submit |

There is a verification/approval area at the bottom of the
page if approval is necessary. Print the page through your
browser menu or Ctrl-P:

BU cu Original Journal HRP23050HL 041212013
*Journal ﬁ J Source PRC EmpllD 037208
*Descr ITCI Correct Journal ID HRP23050HL for 2013-04-12, Run Control ID OHL, Emplid 037208
Account Fund Program Dept Class Project Monetary Amount
5001 15 602 2805 130 1500998 2701.30
New Journal Information Customize | Find | ﬁ Payrol Correction Lines E 1 of 1 IE Last
~hccownt —— lud  Poonm [Dest  [Gass  [Poed  CAmoun |
1 5001 15 o2 @ 2805 Q  [130 /@ [1500998 Q| =]
verity | submit |
r =
Frincipal Investigatar Department Chair

Date Date
L




