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Introduction

The capability of encumbering salary payments was included in the Payroll Interface (PI) bolt on module of SFS, Shared Financial System.  There are two methods to enter the encumbrances, web-based on-line entry and batch entry.  The web-based method can be used to create, change, transfer or cancel a salary encumbrance, but the batch method can only be used to create or change an encumbrance.  This document provides instructions for using the batch method of entry.

There are two methods of doing a batch upload:  1) creating an ascii file, or 2) using an excel file.
1) The ascii file is processed on the UNIX server, PSUNX.  The business unit’s input file is created on its own file server and is uploaded to the web server by using the procedure identified in this document starting on page 8.  The input file must be an ascii text (.txt) file and must have fixed length records of 198 characters (see page 4). 

The Edit, BCM and Post process uses the UNIX Process Scheduler and is run by following the steps in this document.  The process run control identifies the business unit and file name and must be created before the process can be run the first time.  "The run control id name should be in the format: 'UWPC_*bu**_SALENC_TI'.  *bu** is your business unit name. (i.e. UWPC_UWMSN_SALENC_TI).

There may be two files produced from this process; a PDF file and/or an excel file.
If there are errors from the Edit, BCM and Post process, an excel spreadsheet file is produced by the process.  Depending on the volume of errors, this can be used as the input using the process defined on pages 5-7 instead of doing another ascii file upload, or entering data directly into the Encumbrance Web App.  The Salary Encumbrance Batch Load Template can be found on the PI website -//www.uwsa.edu/fadmin/sfs/payrol.htm 
2) If using an excel file, use the template found on the PI website shown above.  (The template is already in the required format define on page 4.  However, note the information in bold).  Follow the steps outlined in this document (starting on page 8) to upload your data into the PI Appointment Balance table.
Input File
The encumbrance transactions are put into a flat text file and are 198 character fixed length records in the following format.

Note:  
All fields are required for transaction type 45 except legacy class code.  All fields are required for transaction type 47 except legacy class code, appt type and begin/end dates.  The dates on the encumbrance will remain as is unless changed in the batch upload.


	Field Name
	Starting 

Position
	Length and Format
	Description

	Transaction Type
	1
	2 (numeric)
	Identifies the type of transaction.  

45  Create, 47 Change

	Transaction SubType
	3
	1 (character)
	Space for type 45

A for type 47 add

D for type 47 deduct

	Business Unit
	4
	5 (character)
	SFS value for the sending unit.  Upper case only.
i.e. UWMIL for UW Milwaukee.

	Appointment ID 
	9
	8 (numeric)
	IADS appointment ID.  Right-justified and zero-filled to the left. 

	Fund Code
	17
	5 (character)
	SFS chartfield value for fund. Left-justified and space-filled to the right.

	Deptid
	22
	10 (character)
	SFS chartfield value for department. Left-justified and space-filled to the right.

	Program Code
	32
	5 (character)
	SFS chartfield value for program. Left-justified and space-filled to the right.

	Fiscal Year
	37
	4 (numeric)
	SFS chartfield value for fiscal year.

	Project ID
	41
	15 (character)
	SFS chartfield value for project ID or spaces.   Upper case only.  Left-justified and space-filled to the right.

	Account
	56
	6 (character)
	SFS chartfield value for account. Left-justified and space-filled to the right.

	Name
	62
	30 (character)
	Appointee's name. Format:  Last-name,first-name  middle-initial 
(no space between comma and first name, and a space between first name and middle initital) i.e. Smith,John N

	Monetary Amount
	92
	18 (character)
	Required.  Dollars and cents.  Contains minus (-) sign if negative and decimal point.

i.e. ‘           999.99-’

	Legacy Class Code
	110
	4 (character)
	Required if account is not given.  The process translates it to account.

	Filler
	114
	4 (character)
	Spaces

	Begin Date
	118
	8 (character)
	Format: MM-DD-YY

	End Date
	126
	8 (character)
	Format: MM-DD-YY

	Filler
	134
	10 (character)
	Spaces

	Appointment Type
	144
	4 (character)
	IADS appointment type.  Upper case only.  Left-justified and space-filled to the right.

	Filler
	148
	51 (character)
	Spaces


	Bulk Encumbrance Load Template
	Encumbrance information

	
	
	
	Transaction Type
	Transaction Subtype
	Appointment ID
	Fund Code
	Deptid
	Program Code
	Project ID
	Account
	Name
	Monetary Amount
	Legacy Class Code
	Begin Date
	End Date
	IADS Appointment Type

	Business Unit
	 
	
	 
	 
	 
	
	
	
	
	
	
	0.00
	
	
	
	

	Date
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fiscal Year
	2007
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Oper ID
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Transaction Types
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	45
	Create
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	47
	Change
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Transaction Subtype
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	A
	Add
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	D
	Deduct
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C
	Create
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Appointment Types
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	AS
	Academic Staff
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CJ
	Classified Project
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CL
	Classified LTE
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CP
	Classified Permanent
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ET
	Employee in Training
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	FA
	Faculty
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	LI
	Limited Appointment
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	LS
	Lump Sum
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	OT
	Other
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SA
	Student Assistant
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SH
	Student Help
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	                                               Opening Error Report

	
	
	
	
	
	
	
	

	Open up the error report from the Report Manager, then save it somewhere.  Open this file 

	from the Excel menu (Open…).  DO NOT OPEN THE RECORD IN WINDOWS EXPLORER, THE IMPORT 

	MANAGER WILL NOT LAUNCH.  The Import Wizard will appear:
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	Press Next
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	The Delimiter is a ^.  Change the page so it looks like the following:
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	Press Next; then press Finish.
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Copy this Excel Spreadsheet in to the Work Area of this workbook.  You can then copy
	

	the fields to the correct field on Sheet1.
	
	
	
	
	

	
	
	
	
	

	After the changes are made, press the 
	
	button.  This will

	
	
	
	
	

	
	
	
	
	

	create the flat file on your c:\ps directory.  Then, follow the instructions to upload the text file into the

	Appointment Balance Table in Payroll Interface on the proceeding pages.
	
	
	
	


Batch Load Procedure

1. Click on SFS Extensions - Salary Maintenance – Process – Edit+Post Salary Encums (0621)
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2. Enter a Run Control Id  
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3. Select the Business Unit 
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4. Click on the ‘Add’ button
5. Now click on the ‘Browse’ button 
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6. Select the input file from your hard drive, and click on the ‘Open’ button.  
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7.  Then Click on the ‘Upload’ button 

8.  Click ‘OK’.
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9.  Click on the ‘Run’ button 
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10.  Click on the ‘OK’ button
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11.  Click on Process Monitor to view the run status for the process
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12. After the process has posted successfully, click on ‘Details’ 
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13. Click on View Log/Trace to view the output
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14. Below are the View Log/Trace results showing the .xls and PDF files created.  Note:  if there are no errors, there will not be an .xls file.
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15. Click on the PDF file for the error report 
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16.  Sample of the report 

17.  If there are errors, they will be written to an Excel Spreadsheet. Click on the .xls file; click ‘Open’ to view the excel file, or click on ‘Save’ to download it to your hard drive. 

[image: image14.png]=181]

Fle Edt View Favortes Took Help

| Liks &]CBS ] 00T Hel Desk._&]0olT ntanet. ] 00lT LN &]MyuW 5] Peoplesoft & Sgn-rSFGRTST & Peoplesft Ol Lbrery ] SFORDEY. 2] SFeeci. &) wisval | 4

O~ © - ¥ (2] Qo] Petr Ygraoes @] (2 s

ke [ et oneost e s 80215 [NPLOVEEERPIc._SALARY FRINGE_JWANTLIW SAENC PP po.carporTaupans =] (61 Go | @ st 11

PeopleSoft.

< Pracess

- Resel Edit Flags
0000

- Edit Salary Suspense
Janny

- Edi Suspense:
Encum (0003

- Earce Defaults and Rel
0005

- Assion Joumal Date
0101

- Load Salany (0110

- Load Fringe (0111

- Copy Salany (0112

View LoglTrace

ReportID: 55765

Name: UWPI0B21

RunStatus: Success

EditgPost Salary Encum Trans

~ Build Summany Jini Distribution Node: ~ SFB3DEV_RP
Dafa (0115
- frchye Payments i
0121
- Losg Ealariestpgpp |  Name
1110 Message Log
- Call Salary Ren Efect | adm_admclepn #2008 20060125
1130 uwpi0G21 2432316 PDF
~ Buig Ealan Jml Data
500 TraceFlle
~ Build Salarvdrminiew | [ETREREY
£Y1210
el Distribution D Type
- Create i Flatiles | { Disttibution D Tvwe
1310 User
~ Create One Jini Flat
File 1311
~ Ungate Jnl i Status
a005

~ Update Jrnl Post
Status (1408

~ Mark Due for DOA Rt
1430

- Copy Fringe Suspense]
2010

- Reallocate Fringe
Costs (2020

- Load Fringes 1o SFD

Retun

2110

- Fringe Pool Coding
2130

- Buld Fringe Jinl Data
2200

- Buld Fringe Jink-New
EY2210

~ Load Payrol Intfe Jrl
9005

- Build Encum Jrnl Data
3200

- Bulld SCT Salary Jinl

(€] itps:Jsswebtest, services.wse, i 8002 pereports/sfBadev/S5765/adn_adn

Process Instance: 2432316

Process Type:

Message Log
SOR Report

(€]

addre @

Do you want to open or save this file?

Name: adn_adclspp_{y2006b_20060125102711 4k
Type: Mictosolt Excel Warksheet, 214 bytes.

From:  sfeweblest services.wisc.ed

| =

[V Always ask before opening this type of il

‘Whie s fiom the Itemet can be useful, some fles can poterially
harm your compute. I you do not st the source, do not open or
save s fle. Wha's the k?

9

Newwingow | Help | customze Page |

=lolx|

s ] 0ol Inranet €] DoITLAN &1y

»

ERS

nclpp_y2o0eb_zooeorzsio ] () G | © snaate 1y

|

' Downloading from sice: hitpsi/sebtest, services wse edur002/psreports/sfoadv/5s76sjadn o | |

B [ zore

4

Bistart] | & @ @ > | § roplcot.| B psfees... | @ svswo.

&) Edtrpo...| ediplus... | £)reoples... | £] hitpil

| © box... | © reaba... | B pocume... |

Einteer. |@%0 B NOBD z6m




18.  Below is a view of the excel ‘error’ spreadsheet before it is saved to your hard drive.
[image: image15.png]Fle Edt Vew Favrtes Took Heb |Lnks E]CES )00l HeDesk &]DolT ntrnet £]00ITLAN E]MyUW ) PeoplSoft 8 SgnnSeaATST &) Peoplesft rine Lbrary 8] SFORDEY. 8] SreeciD. &) wisval | 4

O~ © - ¥ (2] Qo] Petr Ygraoes @] (2 s

ke [ et oneost e s 80215 [NPLOVEEERPIc._SALARY FRINGE_JWANTLIW SAENC PP po.carporTaupans =] (61 Go | @ st 11

PeopleSoft.

< Process
= Recet EqiFlags
0000
~ Edit Salary Suspense | View LoglTrace
oon
- Edi Suspense-
Encum (0003 ReportD: 55765 Process stance: 2432315 Message Loy
- Force Defauls ang el
0005
- esonoumslDste | RunStatus: Success
0101
- Load Salan @110
 Coan Fringe (0111 Edit&Post Salary Encum Trans 0060 050 =0l x|
~ Copy Salary (0112 Fle Edt Vew Iwert Fomat Toos | %|lnks £]CS &]DolTHelpDesk &]DolT ntranet &]DolT LN &]MyUW |
~ Build Summan Jiml Distribution Node:  SFBDEV_RP =
(2 i w

Baie o115 Qs - © - ¥ [B) D Presen fgrments @
Address [[2] htpss/fsfawebtest services.wisc.edurB002/psteparts/sfeadev/S5765 adm_adnclspp_fyzn0sb_z0nenizsioz v [EJ 6o \esmn =1

~ rchive Payments e List
0121 rr—
~ Load Salaries 10 SFD Al - A 47ACUWADMAIOBI1950°G01 /265000 A2~ 1531 ANEUMANN, PAUL F A
A B 933AME2N ABIBMEB2AME,  CP A 420105 Closed Record Error.
[E7-ACOWADVAIOES 1950301 265000 +1 #1531 NEUMANN, PAUL F " 933,124621% 06/

Newwingow | Help | customze Page |

Name: UWPI0B21 ProcessType:  S0R Report

1110 Message Log
- Calc Salary Req Effect | agm_admelspn %2008h 20060125
(1130 UWDI0B21_2432316.PDF
~ Bulld SalanyJrl Data
00 Trace File

- Buid SalaryJmi-new | [ETTRDY

FY 1210
Distribution ID Tywe:
reate Jrnl Flat Files. Distribution 1D Tyve

310 User
reate One Jr Flat

File 1311

~ Undaie Jinl Hor Stalus
G006

~ Undate Jrml Post
Status (1405

~ Mark Due for DOA Raf
1430 Retun

~ Copy Fringe Suspense
2010,

~ Reallocate Fringe
Costs (2020

- Load Fringes 0 SFD
2110,

~ Fiinge Pool Coding
2130

~ Build Fringe Jrnl Data
2200

~ Bulld Fringe Jrnl-ew
£Y2210

~ Load Pavol Inffe drnl
5005,
uid Encum Jr Data

(3200 S B

e i <% bi\adm_admelspp_fy2006b_2006012510/ 4| | >IJJ

& & [ [ [ [ I8 lnkoomzne Y e
Bistart| | & @ @ > | § roplcot..| B psftes...| @ 5v500... | E)edrro.. | Meatpius.. | &) peoples... | &l htipil.. | € box... | © ReaPl.. | ) vocume.. [ETnetperr. |@ %O & NDBS 247pm





Once this file is saved to your hard drive, you can use this upload process again (if the volume of errors is high) starting with the template on the PI web site.  Otherwise you can enter directly into the Encumbrance web app using the PDF error report as your source document for entry.
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Change the Delimiter from “Tab” to “Other” and enter a ^ (shift +6)





Change this to Delimited
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