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WHAT IS SUSPENSE’? TC "WHAT IS SUSPENSE’?" \f C \l "1" 
Payroll Interface (PI) is a subsidiary system used to manage salary and fringe funding related to payroll data at the appointment/pay period level.  This level of detail is not stored in the Shared Financial System (SFS) General Ledger (GL). The information is rolled up to a summary level by funding string in the GL.  All detail payroll data is stored in the Salary Fringe Detail File (SFD) of Payroll Interface.    

PI consists of three parts: 1) managing the salary and fringe funding related to a payroll calc (Suspense), 2) encumbering for appointments (optional), and 3) processing cash transfers to correct funding for prior salary payments.  This document explains the Suspense processing.
Payrolls are calc’d about a week before the actual pay date.   The Business Unit (BU) staff will usually have one day to make funding changes to salary records to correct edit errors, or to update funding that may have been incorrect on the original calc.  (Note:  The student payroll is held in Suspense for two days).
The payroll is loaded to a suspense file prior to being posted to SFD and subsequently to SFS.  The payroll is run through edits and if there are any errors, these will be flagged for the user to take the necessary action to correct.  

It is necessary to be aware of when payrolls are calc’d.  This information is located on a schedule on the UW System Administration/Shared Financial System web site: 

http://www.uwsa.edu/fadmin/sfs/payrol.htm
A portion of that schedule is shown below.
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The schedule shows the normal bi-weekly and monthly payrolls.  It does not reflect any specials that may be run.  However, since specials are usually run on days when there is a regular calc, the above schedule can still be used to determine when data will be loaded to Suspense.  Thus on some days there may be multiple calcs.  (This does not include retro payrolls which are run as separate calcs from those normally scheduled).
The payroll calc date is the key to when the Suspense File will be loaded for a given payroll.  The day after the calc, the salary information for that payroll will be in the Suspense File.  Use the ‘Suspense Control Info’ Panel to determine if there are any errors.

SUSPENSE CONTROL INFO TC "SUSPENSE CONTROL INFO" \f C \l "2" 
Each Suspense Control Record tracks salary for a single Business Unit (BU) in a single payroll.  It records dollar totals, record counts, and process steps completed.  

To view a Suspense Control Record:

SFS Extensions | Salary Maintenance | Suspense Control Info – BU

BU will already be filled in based on one’s security authorization.
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If one were to click ‘Search’ now without filling in any criteria, the system would search for All payrolls in Suspense Control for the BU.  If there is more than one, a list will be displayed.  (At any given time there should be no more than two regular payrolls in Suspense unless Payroll ran some specials).  If there is only one, it will automatically display a panel similar to the one on the next page.

However, one can fill in one or more additional items to limit the search using the Advanced Search.  Each of the additional searches is defined below.      


 Business Unit
    Type in a Business Unit, or select one from the drop-down list. 
Calculation Number
    Type in a Calc ID, or select one from the drop-down list.
Group Edit Status
Select from values in the drop-down box [right].

Payroll Calc Date
Type in a date or choose one from the drop-down calendar.
Pay Date
Type in a date (e.g., 081706 or 08/17/06 or 08-17-06 for 

August 17, 2006), or choose one from the drop-down calendar.

Note:  When using the drop down for calc number, PI can not identify if a calc relates to a specific BU (due to limitations of PeopleTools search dialog code).  Thus there may be calcs listed that do not pertain to your specific BU.

After the search criteria is entered, click ‘Search’.  
In this example there was only the August A Student Payroll (Calc ID 200608700) in Suspense for Colleges so the following panel is displayed:
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All the Suspense Control information for a single calc is presented on one panel.

Current Edit Status


The batch was edited and there were 9 errors.  If there were none, it would say ‘no errors’ and the count would be ‘0’.  When changes are made to a batch, the edit status will immediately be updated to ‘changed’ but the error count will not be updated until the nightly batch edit processes are run.  The error count does NOT include encumbrance warnings.  These are listed separately.  Note:  the edit processes are run every night against all calcs still in suspense regardless if there were changes made or not.

Totals/Counts

The first line shows the total dollar cost, number of appointment records, and number of detail expense records extracted from the mainframe Payroll System.  The second line shows the total dollars and counts loaded to the Suspense File. The third line shows that no dollars/records have moved yet to the Salary/Fringe Detail File (SFD).  Totals will show here when the batch has been successfully released to SFD.    

Scheduled Release Date

The payroll will automatically be released for posting to SFD on this date if it has not been released prior by the BU.

Process Flags

This batch is available for user review.  The first five steps (Load Suspense, DOA Summary journal, Copy Suspense, Edit Suspense, and Edit Encumbrance – if applicable) have been completed successfully.  If there was a problem in the nightly load to Suspense, these flags may say ‘error’ or ‘not processed’.  If this occurs, data in Suspense can not be accessed.  UW System will send out a message advising the status of the problem.  

Release Switch

When changes have been made and the batch has been edited, it may be released for posting to SFD and subsequently to SFS.  When the batch has been successfully released to SFD, the switch will be grayed out.  If for some reason there was a problem with any of the initial nightly batch load, this switch would also be grayed.  See page 19 for further explanation.
Process Info

The ‘Set Archive Flag’, ‘Load to Archive’, and ‘Load to SFD’ processes do not occur until the batch has been released to SFD.  After the batch is released, these switches will say ‘Success’. 

This panel will only be available for review in Suspense until the batch is posted to SFD.  The information will then be available under the ‘SFD Control Info’ Panel in a different format.

SALARY SUSPENSE OVERVIEW TC "SALARY SUSPENSE OVERVIEW" \f C \l "2" 
The Salary Suspense File is a workplace where salary charges from a payroll calc reside temporarily before posting to the Salary/Fringe Detail File (SFD) and to the General Ledger (GL).

Payrolls are usually calculated about one week before the actual pay date. Salary expense records are loaded to the Suspense File the same night as the payroll calc, and they remain in Suspense — available for review and update — which in most cases is only one day. 

A batch edit process checks the salary payments (a) when they first arrive in Suspense and (b) each night while the records remain there.  The batch edit checks each chartfield for valid values; it also performs combo edits and edits against the Budget Definition Table in the KK Ledger for records that have data in the Project/Grant field.  Records with errors are flagged.  If a BU encumbers, there could also be ‘warning’ messages.  These warnings will NOT prevent the payroll from being processed however. 

The Update Suspense Panel in SFS allows four of the coding elements on a payment to be modified, either to correct errors detected by the batch edit process, or to make last minute coding changes before the payments are posted.  (Note that dollar amounts on the payments cannot be changed in Suspense.  New payments cannot be created, nor existing payments deleted.)

Four chartfields may be updated:

These fields are:

(a)  Dept ID

(b)  Fund Code


(c)  Program Code


(d)  Project ID

Any changes to these four chartfields will invoke the on-line edits.  Edits against the Budget Definition Table in the KK Ledger will also be invoked to verify that the pay period falls within the Project/Grant begin and end dates.

Exception: For students that are split on Workstudy (fund 145), only limited changes can be made in Suspense to those payments. (Workstudy changes must be coordinated with each student’s workstudy award balances.)  See page 18 for further explanation.

UPDATE SUSPENSE PANEL TC " UPDATE SUSPENSE PANEL" \f C \l "2" 
To view the Update Suspense Panel:

SFS Extensions | Salary Maintenance | Use | Update Suspense 
This brings up a Search Dialog box similar to the one below.  The BU will already be filled in, based on one’s security authorization.  (Most users are restricted to their own BU.  
Note:  If one is ‘switching’ between panels, some of the values may ‘default’ in.  In this case, if the ‘Suspense Control Info’ Panel was previously displayed, the calc number would also be filled in.
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If one were to click ‘Search’ now without filling in any other criteria, the system would search for ALL the records in the Suspense File for this BU (regardless of calc number).  This might take quite some time, especially for BU’s with large numbers of employees.

For this reason (and because one usually does not want to see ALL the records), one can fill in one or more additional items to limit the search.  The purpose of the Search Dialog is to help locate just the record(s) needed:

       —
Fill in one or more of the blank fields to limit the search.  

· The criteria works in combination with each other.

Examples

1)
If Classified is selected from the Pay Group Code drop-down, only records for classified payrolls will be selected.

2)
If Adam is typed in Employee Name, only records for employees whose last names begin with Adam will be selected.

3)
If Classified was selected from Pay Group Code and Adam typed in Employee Name, only those records meeting both criteria (name like Adam… and Classified) will be selected.

There is a full description of all the options for the Search Dialog on pages 14-16 of this document.

Once the records have been identified that meet the specified criteria, the results are displayed:

    (a)
If just one record meets the search criteria, that record is displayed.

(b) If two or more records are found, a list is displayed from which a selection can be made.  Click on the desired record.

Note:  If more than 300 records are found, the following is displayed.
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Two General Approaches:


(1)
Retrieve a specific appointment for an employee

(2)
Retrieve errors and/or warnings

The next few pages present two examples--retrieving and updating a specific appointment, and retrieving/updating all salary error records for a BU.

Example 1: Specific Employee TC "Example 1: Specific Employee" \f C \l "3" 
An employee can be specified by:

Appointment ID,


Employee Name, or 


Social Security Number

Payrolls (if desired) can be selected by: 


Calculation Number, 


Payroll Group Code, 


Earned Period, and/or 


Pay Period Type.

In this example a change will be made to a payment for Lynn Kozelka, Appointment ID 12312312.

Type 12312312 for the Appointment ID and click ‘Search’.
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The “Update Suspense” Panel for the appointment is displayed:
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Make changes here
  


The panel has four sections:
1.
The top portion identifies the employee and related appointment information at the time of the calc.

2. 
The second area describes the payroll details and shows the total pay for the appointment on this payroll.

3.
The third section lists the original payments as generated by Payroll.  They are listed in department, fund, program and project (if applicable) order.


There is room on the panel to display three payments.  Additional payments, if present, can be brought into view by use of the scroll bar at the right edge of the panel. 

4. 
The fourth section shows the same payment records as in section 3, and the funding to which they will be posted.  (It will be the same as the third section if no changes are made).


Again, there is room on the panel to display three payments.  Additional payments, if present, can be brought into view by use of the scroll bar at the right edge. 


The two sets of payments (3 and 4) always start out identical.  Any changes are entered to the bottom section (“As modified for Posting”) as in the example above.
Each of the four chartfields is edited for validity at the time a change is entered.  Edits again the Budget Definition Table in the KK Ledger will also be done against the Project/Grant field to validate begin/end dates.  (Combo edits are done only at night by the batch edit process.)

Click on the ‘Save’ button at the bottom of the panel to save any changes made.
If needed, additional changes can be made to the same record any number of times while the payroll is still in the Suspense File.  When it is time to move the salary charges to the Salary-Fringe Detail File, only the final “As Modified for Posting” values will be used for posting to SFD and the GL.

Note:  Any changes made to salary funding will also affect the related State Share Fringes for that appointment.  The changes for fringes will automatically be done AFTER the Salary Suspense is released and before data is posted to the ‘Suspense Change Log’ File and subsequently to SFD/SFS.  Fringes can only be viewed in the SFD Control Info Panel at a high level.  
To view the detail:   UW nVision – nVision Report Submit Center – SFD Report – Payments – SFD_09:  SFD Fringe Benefits Posted
Example 2: All Salary Error Records. TC "Example 2: All Salary Error Records." \f C \l "3" 
Instead of accessing records one appointment at a time, all the records that were flagged as errors by the latest run of the batch edit process can be displayed.  

In this case, do not enter any employee information in the search dialog box.

Move the cursor to the small empty box to the right of the “Salary Errors Only” and click on it.  A checkmark will appear in the box.

The checkmark specifies that only records with salary errors will be selected.  Now click on the ‘Search’ button.  
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The result will be a list of all the appointments with payments flagged in error.  Click on the desired record and the appropriate Suspense Panel is displayed.  

If there is only one appointment in error, clicking on the ‘Search’ will automatically display the record.  
There are two things to note about this screen.  There is an “Error(s)” designator in red near the upper right of the panel.  This signals that the batch edit found one or more errors with the payments for this appointment.  (Note:  if the record also has an encumbrance warning, the message will say ‘Errors & Warnings’).
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The error number refers to payment line number 1.  If there is more than one error or the payment also has an encumbrance warning, the error number will still indicate 1.  The system groups all the errors by payment line, not by number of errors for the payment.
In this situation, the error was in the combo ‘CAMPUS_RULE’; the program code did not match the ‘Fund – DeptID’ combination.  To fix the error simply type in the correct value and click on ‘Save’.
Note:  If the original value on the payment actually was correct, the department would have to be added for that ‘fund_program’ combination in the CAMPUS_RULE tree.  No change would be required on the Suspense Panel.  

The Remaining Errors

If there was more than one appointment in error, click on the ‘Next in List’ box shown at the bottom of the panel.
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One can ‘toggle’ back and forth through the records by using the last two buttons.  The ‘Return to Search’ button will allow one to change the criteria if desired.

Additional Selection Boxes

There are three additional selection boxes.  Note:  When none of the boxes are checked, records are selected without regard to error/warning status.
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When the “Errors & Warnings Only” box is checked, the search returns those appointments with either a payment error or encumbrance warning.








When the “Encum Warnings Only” box is checked, the search returns only those appointments where one or more payments do not match an existing encumbrance funding string.  If the corresponding record also has a salary error, it will also be displayed.

When the “Legacy Edit Errors Only” box is checked, the search returns only those appointments where one or more payments do not match the Legacy Accounting Edits.  This is used exclusively by Madison.









Note:  To change the selection, click on the ‘Clear’ button.  This will clear all the prior selection criteria.

If a BU encumbers, they will have the option of handling the ‘errors’ and ‘warnings’ separately if they so choose.  As mentioned earlier, the ‘warnings’ will NOT prevent a payroll from being processed.  How a BU chooses to use these ‘warnings’ is up to them.  

Note however, that the encumbrance records could reflect more accurate funding than the payroll records.  It may help to at least review the warnings before releasing the payroll.  By doing this, it may reduce the number of salary cash transfers needed later on.

SEARCH CRITERIA OPTIONS TC "SEARCH CRITERIA OPTIONS" \f C \l "2" 
Criteria that may be entered in the Search Dialog box (page 6) for the Update Suspense Panel are listed below.

Business Unit

When the search dialog box appears, the value for the BU is already filled in, and cannot be changed.  (This is determined by the user’s security authorization.)

Appointment ID

To view/update the suspense entries for an individual employee, that employee’s Appointment ID may be entered here.  

Example:  an employee’s Appointment ID is 00123456.   Enter either 00123456 or just 123456.  It is not necessary to type in the leading zeros.

Calculation Number (also called Calc ID)

The Calc ID uniquely identifies a single payroll.   It has nine digits and is based on the year and month when the payroll is actually paid.  Its format is YYYYMMSSS, where

YYYY — the calendar year when paid

MM 
 — the month when paid

SSS 
— an arbitrary number to identify individual payrolls within a month

To specify a particular payroll by Calc Id, type in the value (if known), or click on the drop down for the calc number.  Another search box is displayed.  Click on ‘Look Up’ and the following is displayed.
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The results box lists Calc Number, Calc Description, Payroll Calc Date, Payroll Voucher and Pay Date for payrolls currently in Suspense.  If there is more than one calc, they will be listed in descending order with the most recent at the top.  

Again note that the search for calc number will display ALL calcs in Suspense whether they relate to your specific BU or not.

Payroll Group Code

The search may be limited to a single Payroll Group Code by choosing from one of these items:
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Earned Period

The search may be limited to a specific earned period.  The format is YYYYMM, so earned August 2006 is 200608.

Pay Period Type

The search may be limited to a single pay period type by choosing from one of these items:
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UW Employee Name

The search for a specific employee may be done by typing in all or part of the employee’s name (lastname, firstname mi).  NOTE:  The name may be in lower case, upper case, or mixed case.

Examples



Type:  smith, patricia 
Result:
SMITH, PATRICIA C


                     

SMITH, PATRICIA W



Type:  smith, pat
Result:
SMITH, PATRICIA C





SMITH, PATRICIA W





SMITH, PATRICK M



Type:  smi
Result:
SMILEY, HAROLD R

             


SMITH, ANDREW L

             


SMITH, CHARLES F





SMITH, MARY G





SMITH, PATRICIA C





SMITH, PATRICIA W





SMITH, PATRICK M





SMITHSON, DENISE J

Social Security Number

The employee’s social security number may be entered, if known. 

NOTE:  Leading zeros must be entered for the SSN.  If fewer than nine digits are entered, the search will return any records with SSNs whose beginning digits match those entered.  For example, entering 1234 would return all SSNs present between 123-40-0000 and 123-49-9999.

TWO LEVELS OF EDITS TC "TWO LEVELS OF EDITS" \f C \l "2" 
Online
When a chartfield value is entered or changed, it is edited immediately as soon as one tabs to another field or tries to save the panel.  If in error, the field turns red and an error notification pops up on the panel (see below).  Edits against the Budget Definition Table in the KK Ledger will also be done against the Project/Grant value to validate begin/end dates if needed.
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Batch
A second level of editing takes place each night when a batch edit (a) checks the validity of each chartfield, (b) performs combo edits and (c) does a check against the Budget Definition Table.   When it detects errors, the batch edit turns on the red ‘Error(s)’ signal and writes the error messages that appear near the bottom of the Suspense Panel.  These error indicators do not clear when on-line corrections are made; they remain until the nightly batch edit is run and the error data is refreshed.  Data is re-edited each night for any calc still in suspense whether corrections are made or not.


If the batch is released prior to the system release date, a final check should be made the following day to verify that all error messages have cleared or that there are no new errors.  Check the ‘Suspense Control Info – BU’ Panel for an updated error status.

EDITS USED IN SUSPENSE TC "EDITS" \f C \l "2" 
There are three types of edits that may result in errors in Suspense.  They are:

· Individual Chartfield Edits

· Project begin/end date verification
· Combo Edits

An explanation of when these edits are done is listed above.
All edits are performed against the Shared Financial System tables of valid chartfields and valid combinations. Edits will also be done to validate begin/end dates for Project/Grants.  The chartfield and project dates are done on-line whereas the combo edits are only done in the nightly batch processing. 

The system does NOT use the PS combo edits directly.  It uses a database called AE Star.  

The building of the AE Star uses the combo data rule tables, chartfields, trees in PS, and WISDM tables to build its own set of combinations.  The table is refreshed each night. 

SPECIAL EDIT CONTROLS TC "WORKSTUDY CONTROLS" \f C \l "2"  

Workstudy – Federal portion (145)

As explained earlier, limited changes can be made to the federal (145) portion of Workstudy funding.  A BU may choose to have the department/program changed on the federal portion if they change on the non-federal side.  This option will be handled through a control table.  (The data on this control table is reviewed by the BU each May for possible changes for the upcoming new year).  If a BU chooses this option, then whenever the department/program is changed on the non-federal portion, the system will automatically make the same change on the federal side.  Currently this option is invoked for ALL business units except Platteville, Whitewater and Superior.  

An additional exception is the Workstudy portion for Madison students working for Colleges, Extension and System.  The federal portion is paid out of Madison’s fund.  Thus those BU’s can change any part of the funding on the non-federal portion and it will have no effect on Madison’s federal portion.  Special department codes for those federal costs were established in 2000/2001 so that those costs would only show under UW Madison as appropriate.

ENCUMBRANCE WARNINGS

 TC "ENCUMBRANCE WARNINGS" \f C \l "2" 
There is an additional situation that will generate ‘warning’ messages but will not have a direct impact on the processing of the payrolls in Suspense.   If a BU decides to ‘encumber’ salaries, the payrolls will also be edited against those encumbrances.  There are a few situations that will generate warnings.  These ‘warnings’ will be intermixed with the payment errors on the panel.  One can choose to look at ‘errors’ and ‘warnings’ separately however, by choosing the appropriate selection box. 

Listed below are the conditions that may generate warnings.

If the BU encumbers and there are funding splits for the appointment:


- Does the payroll transaction match any of the existing encumbrance splits?


- Is that matching split open?


- Do the pay period dates fit within the encumbrance intervals?

These warnings are to assist a BU in making sure that the most current funding is used for the related payrolls.  As a result of the warnings, either the payroll and/or the encumbrance may need to be changed.  Changes to encumbrances can be handled at the time the payroll is processed or after the fact.  If the encumbrance changes are to be handled at a later date, the system will be able to calculate the correct adjustment to the encumbrance open balance at that time.

RELEASE FROM SUSPENSE TO SFD TC "RELEASE FROM SUSPENSE" \f C \l "2" 
After correcting all errors for a particular calc the payroll is ready to be released. Since the payrolls are usually held in Suspense only for a day, there is really no need to ‘release’ the batch manually.  However as in the case of the Student Payroll, one may want to release it early so that the nightly process can ‘re-edit’ the changes.  Further review of the batch can be done the next day.   

To Release a Payroll:

 SFS Extensions | Salary Maintenance | Use | Suspense Control Info - BU
In this example, Colleges has corrected the errors and is ready to release the payroll.

Note that the edit status to the left of the panel still says ‘errors’ and the error count is still 9.  The ‘edit status’ has been replaced with ‘changed’.

Note that the Load to Archive and Load to SFD indicate ‘not processed’.  This is because the payroll has not been released for posting to SFD.  The ‘Archive’ or ‘Change Log’ file is updated at the time SFD is loaded.  
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There are also no totals for ‘moved to SFD’ at this point.

To release a payroll, click in the box next to ‘Release Suspense to SFD’ in the lower right hand section of the panel.  Click the ‘Save’ button at the bottom of the panel.  This will mark the payroll to be pulled into the nightly batch processing for load to SFD and SFS.  At this time the batch will NOT be accessible in Suspense.  

If the payroll is marked for release, it can be ‘unmarked’ as long as the nightly batch process has not been run.  This would be done in order to make further last minute changes to the batch.   Be sure and ‘save’ after unmarking the release switch.

Once the batch processes have been run, the data is no longer accessible in Suspense.  Note:  The exception here is if the batch is marked for release prior to the automatic sweep and there are errors.  The batch will NOT be processed and the user has another chance at correcting errors.  The release switch will be ‘unmarked’ at that point by the nightly process.     

After the payroll is run through the final nightly edit process initiated by the automatic sweep, default coding will be assigned if there are any errors, the State Share Re-allocation Process will be run, the Change Log File is updated, the data will be loaded to SFD, journals will be created and those journals will be posted to SFS.  Note:  If for some reason the journal rejects in SFS (though it shouldn’t), the journal has to post as is to keep SFD and SFS in sync. The journal lines are grayed out so that no changes can be made.  Do NOT add any lines.  This causes processing problems.  A Salary Cash Transfer will need to be done to correct the individual data in SFD.    
The following morning, the previous panel will have been updated with the following:

The ‘Set Archive Flag’, ‘Load to Archive’ and ‘Load to SFD’ will now say ‘Success’.  The ‘Moved to SFD’ totals/counts will be filled in.  The ‘Release Suspense to SFD’ will be checked and grayed out.  This panel will only be viewable until the day after it is released.
It is at this point that the summarized journals can be accessed through SFS and WISDM.  The data can no longer be viewed in the Suspense file. 

Note:  The payroll may be released regardless of the status of the encumbrance warnings.

SUSPENSE CHANGE LOG TC "SUSPENSE CHANGE LOG" \f C \l "2" 
After a payroll has been released and gone through the nightly batch processes, a change log is updated in Suspense.  This log will show any appointment changed in the Suspense file and ALL it’s corresponding funding as posted to SFD, whether changed or not.  Currently this log is inception to date.  In other words, it will show all appointments with any changes since the implementation of PI.  (Note:  Any encumbrance changes will NOT be reflected in the log, only payment changes).

To view the Change Log:

SFS Extensions | Salary Maintenance | Use | Suspense Change Log 
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The BU will default in based on the user’s authorization.  

To click on the ‘Search’ button at this point without filling in any additional criteria would display ALL records for any payroll that have been changed in Suspense for a BU.  For this reason, it may be better to limit the search by filling in additional criteria using the Advance Search function where applicable.  Note:  If the drop down for calc number is used, it will list ALL calcs processed through Suspense whether there is anything in the change log or not.

In this example, the August B Student Calc was selected using the ‘Advance Search’ function.
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Click on ‘Search’ and the following is displayed.
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Click on the desired record.  In this example the first record was selected.  The following is displayed.
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The top section shows the appointment information:  the appointment ID, name, social security number and the title.                                                          
The second section shows the payroll calc information:  calc ID, the name of the specific payroll calc, the earned period (YYYYMM) and the pay period type.  It also shows the pay date, the gross pay and voucher number for the individual.

The third section shows the funding information at the time of the payroll calc.  If there are more than three funding lines just scroll down to see the remaining items.  The funding lines are sorted in department, fund, program and project (if applicable) order.
The final section shows what was posted to SFD (and subsequently to SFS).  This includes any changes made in Suspense or default coding assigned by the nightly batch process.  
Only the last change made to a funding line will be reflected.  If a line was changed more than once in Suspense, only the last change at the time the payroll was released (and that passed all edits) will be reflected on the log.

The ‘Oprid’ – operator ID – will reflect the initials of the person signed on to SFS at the time the changes were made to Suspense.

If there were changes made and they did NOT pass edits, the ‘Oprid’ will reflect the initials of the last person attempting to make a change.  The log however, will reflect the default coding.

If there were no changes made to a record that was originally in ‘error’ status, then ‘Oprid’ will be blank, but the default coding will be reflected.

If there were changes made to multiple appointments for a given payroll, use the buttons at the bottom of the panel to ‘scroll’ through the records.
STATE SHARE FRINGES TC "STATE SHARE FRINGES" \f C \l "2" 
There is an additional panel that hasn’t been displayed before.  It represents the State Share Fringes for the appointment.  As mentioned earlier, when changes are made to payments in Suspense, the system will reallocate the appropriate State Share Fringes to reflect the most recent funding at the time the payroll was released.  Thus the salary and fringe payments by appointment will always reflect identical funding.

Note however for this example there are no fringes.  Be aware that there may not be any data in the fringe panels, though this should be a rare occurrence.  This is not a system process error.  If there were no fringes taken on the original calc for whatever reason, there will be nothing reflected on these panels.  This can occur on student or EOM payrolls.
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If there were fringes, they would also reflect the default coding if it was assigned to the related salary payments.  For projects, the fringes will reflect the ‘actual’ project number at this point.  The ‘Conversion to Pool’ is done in the load to SFD after this log is updated.
The funding order for fringes is sorted in the same order as the salary payments: department, fund, program, and project (if applicable).  The lines with default coding will appear at the end.

NOTE:  Any salary that is assigned the default coding needs to have a payment transfer done to charge the correct funding.  If this is done using the Salary Cash Transfer Web Application, the appropriate State Share fringes will automatically be done by the system.  If the salary cash transfers are done through another mechanism, then the State Share fringes charged to the default coding will also need to be done manually.

PAYROLL AND FRINGE JOURNALS IN SFD/SFS TC "PAYROLL AND FRINGE JOURNALS" \f C \l "1" 
980 Entries in SFS TC "980 ENTRIES" \f C \l "2" 
Salary

At the time a payroll is calc’d, a FTP file will be created and sent to DOA the following day so they can release the checks.  A journal will be created with the salary data summarized at a BU level using clearing account coding.  The journal will be sent to SFS-GL with the following coding for each BU:


Fund: 980
dept: PAYCLR 
program: 1
account: 1000

It will be a PR journal with the payroll voucher number in the 3-7 positions of the journal number.  (This same voucher number will be used for the journal number of the detail transactions when they are posted to SFS in the form of a PJ journal).  The source code will be PIF.  The journal will be posted to SFS-GL the night of the calc after the tape has been released to DOA.  The journals will be posted to the fiscal year in which the cash is actually paid.  There will be no journals created for the state share fringes at this point.

 Note:  The ‘PR’ mask code and ‘PIF’ source code can not be used in any journals initiated by BU staff members.

When the detail for payroll is posted to SFS-GL, the journal will include the reversals of the 980 entries using the same clearing account coding.  These 980 entries will NOT be in SFD.  
State Share Fringes

When the state share fringes are posted to SFS-GL, they will include a 980 entry for the deferred fringes.  These transactions will be coded as follows for each BU:


Fund: 980
dept: 980980
program:  1
account:  appropriate payable codes

We are required to provide balanced journals by BU.  These entries will be ‘memo’ entries only.  At the end of each month, the PI System will automatically move these items from the individual BU’s into the UW System ‘deferred’ BU (UWDPD).  These 980 transactions will NOT be in SFD.
DETAIL PAYROLL TRANSACTIONS TC "DETAIL PAYROLL TRANSACTIONS" \f C \l "2"  IN SFD/SFS

Salary

When a payroll is released from the Suspense File, the data is loaded to SFD by appointment and pay period, journals are created, and then loaded to SFS-GL at a summary level.  The journal will have an ID mask of PJ, source code of SFD and the voucher number will be in the 3-7 positions of the journal number.  The ‘PJ’ mask and ‘SFD’ source code may not be used in any journals initiated by BU staff members.

If there were any coding errors that were not corrected at the time the payroll was automatically released by the PI System, the following default coding will be used for each BU:

Fund: 128
DeptID: PRDFLT
Program: 1
Account:  actual payroll code     
This coding will be on each individual appointment record that had an error situation.  Each BU will need to initiate a Salary Cash Transfer to move these items to the correct coding for each appointment that had default coding assigned. 

There is an exception for Federal Workstudy.   The payment will remain on fund 145 but the DeptID and program will change to the above coding.

Note:  Occasionally, an account will be used in the payroll calc that is not set up in the account table.  If this happens, the account will default to account code 1000 and can not be changed in Suspense.  This will also have to be corrected by the BU using the Salary Cash Transfer Web App.
State Share Fringes

When the payroll is released and the batch edits are performed, the fringe allocation program (a clone of Payroll’s program) will be re-run to distribute the fringes based on the final funding distribution for each employee on that payroll where salary funding was changed.  (These fringe changes will also be reflected in the Suspense Change Log).

The state share distribution will be stored in SFD by individual.  Journals are created and loaded to SFS-GL at a summary level.

These journals will have an ID mask of FB and a source code of SFD.  The same voucher number from the related payroll will be in the 3-7 positions of the journal number.  The ‘FB’ mask code can not be used in any journals initiated by BU staff members.

The same default coding listed above will be used for the related state share fringes for any employee that had salary funding errors.

SALARY FRINGE DETAIL (SFD) TC "SALARY FRINGE DETAIL (SFD)" \f C \l "1"  FILE

The SFD file consists of multiple tables which store payroll related data.  The control keys for these tables are calc number and appointment ID.  For a list of the various tables and the data elements stored on each table, refer to the ‘Data Dictionary’ document on the PI Web Site.  This information will aid in writing queries against the SFD File.  The only on-line view to SFD is the ‘SFD Control Info’ Panel.
SFD CONTROL TC "SFD CONTROL" \f C \l "1"  INFO

Payroll Calc information may be viewed in SFD after it has been released from Suspense and posted to SFD.  

To view the payroll calc information in SFD:


SFS Extensions | Salary Maintenance |Use | SFD Control Info
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This brings up the Search Dialog box.  The BU will default in based on the user’s authorization.  If one was to click on ‘Search’ at this point, the system would display All records in SFD.  Note that the lists contain both salary and fringe records. 
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 If the Advance Search feature is selected, the following is displayed.  
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To select the desired record, either type in the calc number if known or use the drop down.  The calc IDs will be displayed with the most recent listed first.  Remember that the drop down for calc number will display ALL calcs in SFD whether they relate to a specific BU or not.

After selecting the August A Student Calc, the following information is displayed.
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The information in the first section is exactly the same as what was displayed on the ‘Suspense Control Info – BU’ Panel. (page 3)

The ‘Total/Counts’ section is the same information that was displayed in the ‘Moved to SFD’ line on the ‘Suspense Control Info – BU’ Panel after the batch was released successfully to SFD.

Process Flags

The ‘Process Appt Bal’ refers to adjusting open encumbrance balances in SFD (for those campuses that encumber) for the payroll data.  

The ‘Build Journals’ and ‘Process Future FY’ (applies to Summer Session payrolls processed before July 1) relate to creating journals for posting to SFS.  

The section to the right will give information pertaining to the journals that are created for posting to SFS.  It will display the following:

- Journal IDs relating to SFD processes including payroll, fringes and    encumbrances as they pertain to an individual calc

- The Journal Date (relates to calc date)

- The SFS Posting Status (P for posted)

- The Date Posted (date the journal was actually posted to SFS)

- The DOA Reporting Status 
- The DOA Report 1 and Report 2 (scroll to the right to view.  This information is   internal to UWSA)
Note that there are ‘Next in list’ and ‘Previous in list’ buttons at the bottom of the panel.  In Suspense only Salary information was viewable.  Now the related State Share Fringe information is also available. Use these buttons to display the related fringe data for the calc selected.  
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The appointment count will be the same as seen on the Salary Panel.  The payment count however, will be different.  This is because there are multiple types of fringes for each appointment and they are split based on the funding.  There normally will be more funding lines for fringes.  The exception will be the student payroll.  Not all students have fringes taken.

Process Flags

The process flags are the same as the salary with the following exceptions.  The ‘Process Appt Bal’ is not applicable to the State Share Fringes so it is not shown on this panel.  In addition, the ‘Convert To Pool’ process is only applicable to the fringes and thus it is not shown on the Salary Panel.  (This process changes the funding for allocated funds to use the designated DeptId and Project/Grant if applicable).

NVISION SUPPORT SUBMIT CENTER 

SUSPENSE REPORTS TC "ENCUMBRANCES REPORTS" \f C \l "1" 
Navigation: nVision – nVision Report Submit Center

Click on the magnifying glass for ‘category’ and select SFD_REPORT.
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Click on the magnifying glass for ‘sub category’ and select ‘SUSPENSE’.
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Continued on next page

The following screen is displayed listing the Suspense reports.  
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Below is a definition of each of these reports. For other reports see the PI Web Site:  http://www.uwsa.edu/fadmin/sfs/payrol.htm - under Payroll Interface Queries
SFD_01 – List of Payments as Calculated: Used to select a specific calc for salary payments as originally calc’d by UW Payroll - not yet edited.  

SFD_02 – Fringes as Calc’d:  Used to show the fringes by a specific calc as originally calc’d by UW Payroll - not yet edited. 

SFD_03 – Archived Payment Data:  Used to view the salary payments by a specific calc that were changed either by a user, or that were defaulted by the system (both the before/after suspense view).  If you want YTD information, select on BU only.

SFD_04 - Archived Fringe Data:  Used to show the fringe payments by a specific calc that were changed by the system based on changes made to the related salary payments in Suspense (both the before/after suspense view).  

SFD_05 – Archived Combined Data:  Used to view BOTH salary and fringe payments by a specific calc that were changed either by a user, or that were defaulted by the system in Suspense (both the before/after suspense view).  Note that you have to change the criteria under both selections since a 'union' was used to create the query.  You could also select just on BU if you want.

SFD_06 – Salary Errors by Calc:   (Selection criteria is BU, FY, Calc ID, Error Source) – Used to select the Suspense errors for a specific calc.  The query is set up to show salary errors.  For those campuses that also have encumbrances, change the source code to ‘R’ and it will list just the salary warnings.  

SFD_07 – Default Salary Errors:   (Selection criteria is BU, Calc ID):  Used to show any payments that went to default as a result of the batch being released to SFD.
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