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Section 1: Overview

The electronic redistribution of personal service costs is a form of cost transfer
involving the movement of personal service costs from a non-sponsored project
to a sponsored project, or from a sponsored project to any other project. The
matter of personal services cost transfers is a sensitive issue in the university’s
operation of its sponsored programs and receives careful scrutiny by sponsor

representatives, especially federal government contracting officers and auditors.

The PeopleSoft based SPD (Salary Planning & Distribution) system will be used to
enter salary plans and to redistribute incurred salary costs posted to the General
Ledger to properly reflect actual time and effort activity.

The PeopleSoft based SPD system will NOT be used to enter salary and account
information for new employees, transferring employees, promoted employees, or
employees getting job upgrades via an approved Office of Human Resources
process. A new PSF (Personal Services Form-located on the TECHWORKS web
site) will be used for these job actions. SPD will NOT be used to enter salary
amounts for a new fiscal year. This information will be entered into the Budget
system using instructions and forms issued by the Budget Office.

Any changes required that move charges from one department to another must
be approved by both departments. This approval may happen in one of two
ways:

One of the units may grant permission to the other unit to make the change on-
line, or

Both units may submit an approved Monthly Employee Cost Detail and a SPD
Transmittal Form to the Grants and Contracts Accounting Office/SPD Center. If a
unit wishes to grant permission to another unit’s staff member to make changes,
they should submit a written request to the Grants and Contracts Accounting
Office/SPD Center.

The request should indicate the name of the person given permission to make
the changes and should also list their user ID. Be aware that once an individual
has been given permission to make changes for a particular organization, that
person has access to all persons and projects that work for that organization.
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Security and Access

Users of the SPD module will be allowed to access employees of the
organizations/projects for which they are responsible. If an employee has joint
appointments in two or more organizations/projects, users will be able to view all
distributions of the employee’s salary; however, they may only make changes to
move expenses from the other organization’s project to their own project unless
written approval has been granted.

Go to_techworks.gatech.edu

Enter your GT Account and password.

Georgia |

Tech|)

Georgia Tech Login Service

Enter your GT Account and Password
Login requested by: techworks.psauth.gatech.edu:5943

GT Account:
Password:

[F] warn me before logging me into other sites

LOGIN clear

ATTENTION: When you are finished using all of your authenticated
applications, please log out of this system and exit your browser to
ensure you do not leave any of your applications (such as your
e-mail) open to other users of this machine.

TERMS OF USE

This computer system is the property of Georgia Tech and is available
for authonzed use only, in accordance with the Computer & Network
Usage and Security Policy (CNUSP). Users should have no
expectation of privacy, as any and all files on this system may be
intercepted, monitored, recorded, copied, audited, inspected, and
disclosed to authorized site(s) and/or law enforcement personnel in
order to meet administrative and/or legal obligations.

By using this system, | acknowledge and consent to these terms.

| don't know my GT Account
| don't know my password
My correct username and password aren't working

For assistance, please contact the OIT Technology Support Center at 404-894-7173
(Mon-Fri 8am-5:00pm ET)

Additional documentation including how to integrate your application with GT Login

© 2015 Georgia Institute of Technology Emergency Information | Legal & Privacy Information ‘ Accessibility | Accountability | Accreditation Employment

TechWorks is the gateway to
all administrative functions,
forms, links, and reports —
everything you need in one
place.
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Once you are in Techworks, you can access Salary Planning & Distribution from the
"My Work" tab under the Applications and Resources section.

Gegrrgia | TechWorks

echl/

My Home ' rectory H COffices  Help

W
George P Burdell

Promoting Ethical
Behavior at Georgia Tech

Quick Links

Policy Library

HR Administration Financials, Procure- Salary Planning &

Distribution

Internet Budgeting
Solution {IES)

Administrative Systems Training Toolbox tD-Pay_&_Resglrcn
Administration

GT I1D#

WebPSF

Travel & Expense Webhow Works PCard Manager
T & E Werklist for Approvers System
GT Reports ¥y
EthicsPoin: f 1ot § I' @
Applicant Tracking Banner BuzzPort MarhetPlace
Administrative Calendar S e
Administrative News @

Financials Closed for FY2015 / Open for FY2018 ‘ l !

\iansging Risk: W ery Employee Nesds to Know

Mansging Rt What Evesy Employ o iKnow WWeb Grants My Research Poctal Weblise i

Management
New Annual Inventary Process
ceqganl
L] Emergency imormation 1 Lagal and Priac inormatian 1 Acosssioily 1

Click* Salary Planning & Distribution -
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Click on the link for the page you want to use. Once you are in the SPD
application you will then use the menu to navigate from page to page.

SPD Transactions

Update

Past Pay Peried Project Change
Past Pay Pericd Posn Nbr Chg
Future Pay Pericd Changes
Summer Encumbrance Build

Inguiry

Future Pay Details

Future Pay Update History
Past Pay Period by Date/Period
Past Pay Update History

SPD Detail

Reports

Monthly Employee Cost Detail
Monthly Project Dtl - Past Prd
Monthly Project Detail - GL
Undesignated Sponsored Summary
Undesignated Sponsored Detail
Monthly Salary Dist Change Sum
Monthly Salary Dist Change Dl
Salary Distribution Change Sum
Salary Distribution Change Dl
Worklead Assignment Report

PeopleSoft displays the SPD menu.
> Update
= Past Pay Period Project Change
= Past Pay Period Posn Nbr Chg
= Future Pay Period Changes
=  Summer Encumbrance Build
> Inquire
» Future Pay Details
» Future Pay Update History
= Past Pay Period by Date/Period
= Past Pay Update History
=  SPD Detail
> Reports
= Monthly Employee Cost Detail
» Monthly Project Dtl - Past Prd
= Monthly Project Detail — GL
» Undesignated Sponsored Summary
» Undesignated Sponsored Detail

%% EKetumto -
&= 7 Tableof = Monthly Salary Dist Change Sum
A Contents = Monthly Salary Dist Change Dtl
= Salary Distribution Change Sum
= Salary Distribution Change Dtl
»  Workload Assignment Report
SPD USERS MANUAL Overview
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Section 2: Update Panels
Past Pay Period Project Changes

Navigate: Salary Planning and Distribution>Update> Past Pay Period
Project Change

Past Pay Period Project Change

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

Search Criteria

Search by: EmplID ~ begins with |

Search  |Advanced Search

Past Pay Period Changes Panel Search

Past Pay Period Project Change

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Cntena

Search by: EmplID E| begins with

Business Unit
Company

Search | Af GL ORGwvalue
LastMame
MName
Project/Grant

¢ Select the employee record for a basic search (use the Advanced Search
selection criteria fields to narrow your search)

SPD USERS MANUAL Past Pay Period Changes
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PeopleSoft Employee ID Number - all records for that particular
employee

Business Unit/Company - all records of employees (for which you
have access) for Business Unit/ Company.

GL ORG value - all records for that Organization in Employee ID Number
order.

Project/Grant Number - all records for that Project/Grant Number in
Employee ID Number order.

Name field - there is no space between comma and first name, use upper
and lower case letters—example: Last,First records for that particular
employee are displayed.

Last Name - all records of employees (for which you have access) with
that given last name, also in order by Employee ID Number.

Note: If you do not enter any selection criteria, all employees (you are
authorized to view) will be displayed. The number of records displayed are
limited however.

Click _Search | or hit “Enter” key. A selection box will display the results of
your search. “Note if the employee has multiple Empl Rcd Nbr's.”

Past Pay Period Project Change
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Search by: EmplID - Degins with 82150

Search |Advanced Search

Search Results

View All 2 [y Last
Empl ID Name GL ORG value Project/G gst Name
282150 Smith Jon |60 1601310 IITH
82150 Smith Jon 160 1606BAA WITH
82150 SmithJon {160 160GBEC MITH
SPD USERS MANUAL Past Pay Period Changes
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Select by double clicking on the record or hit “Enter” key if only one empl rcd.

PeopleSoft displays Name, Employee ID, Record Number and FTE for the
record you selected. The current fiscal year is displayed.

Past Pay Period Project Change

Hame: Jon Smith ID: 99999  Rcd#: 0 FTE:  p.4ggppp Monthly Employee Cost Detail
Selection FY: 2016 Accounting Period(s): @, Thru: @,
it i Pay Period End Date{s): @, fansie @,
Find | View All First ' 1 of 1 W/ Last
Find | View All First'& 1 pf1 &/ L ast
Project Amount
Distribution: 0.00
Find | View All First ‘&' 10f 1'% Last
Account Amount
Distribution: Use This Projiacct
2 ¥ Q.00
. 0.00
Confirm Selected Total:
Transfer  From Project: &
S o Project Edit ChartFields =~
From Account: *a‘amount:! 0.00
Redistributed Total: 0.00
[§) Save ||l Returnto Search ||[=] Motify
Accounting Period(s) or Pay Period(s) Required
¢ Enter the Accounting Period or Pay Period End dates you wish to change.

The Accounting Period should be used for monthly employees. (Example:
Period 1 represents the first month of the fiscal year—July, and Period 12
represents June).

¢ Pay Period End date is best used for bi-weekly employees, when you wish to
change only one pay period.

¢ Tab to “Thru:” box and enter the ending accounting period you want
changes to be effective through.

¢ Press Tab on the keyboard and the Select button will activate.

¢+ Click on T

SPD USERS MANUAL Past Pay Period Changes
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The records for the accounting/pay period will be displayed. If period range is over 90
days old, then you will receive a warning message (See 90 day late moves for detail).

PeopleSoft will now present all data that meets criteria for the person selected
and for the Accounting Period(s) and fiscal year indicated.

Past Pay Period Project Change

Name: Jon Smith ID: 99999  Red#: 0 FTE:  (04gp00p Monthly Employee Cost Detail
Selection FY: 2016 Accounting Period{s}): 3@, Thruz| 3@,
S Pay Period End Datets]:i Ther I
Find | View Al First'4' 1 0f 1%/ Last
Find | View All First ‘& 4 of 3 &/ Last
Project 1601310 Amount
Distribution: 429 85
Find | View Al First'd 1 of 1 ‘& [ast
Account 511200 Amount R
Distribution: e 5e 1Ms FropAc
Salaries-PT Fac w/o Benefits 42985
_ Selected Total: 11,2851
Confirm
Tranzfer:  From Project:
Cloar | To Project Edit ChartFields
From Account: ’.ﬂ.muunt:l 0.00

Redistributed Total: 0.00

[F] Save ||[@h Return to Search | |[=] Notify

Project/Account Distribution Displayed

¢ The project distribution may consist of more than one Account/Object within

a project. Use the Project  Find|viewal  First * 10f7 ' Last  Navigation
Bar to view multiple Project Numbers. view 21 will display all Projects

while the First * 10f4 " Last arrows move from project to project .

¢ The Selected Total is the total salary paid across all projects and
account/object codes for the person and period selected.

¢ If the Selected Total is not equal to the amount of the Project you are
viewing, you have more than one project for the criteria selected.

¢ Once you have navigated to the project you would like to change, click on
Lse This Projiacct

¢ The Project information will then appear in the “From Project” and “Account”
area.

SPD USERS MANUAL Past Pay Period Changes
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¢ To select the “To Project” click on Edit Chartfields link. If you know the
project number you wish to distribute changes to, enter it in the

“Combination Code” field; otherwise, select the Q! and double click on the
project from the list. (This list is limited in the nhumber of projects it will
display however). Hit “Enter” Key and click "OK" button to return to Past
Changes panel.

al: 23,030.83
canfirm Selected Total:

Transfer: FromProject: 1601200

Clear To Project: Edit ChartFields
From Account: q44pp Salaries-Req Faculty wiBenafit ‘Amount:

Justification For Externally-funded Sponsored Projects

If a change is made TO an externally-funded sponsored project**, you are
required to enter a justification after the “TO"” project selection from “Edit
Chartfield” link. A Justification box will appear on the screen. This information
must be entered before the system will allow any changes to be saved.

Past Pay Period Project Change

Mame: Jon Smith ID: 99999 Red# 0 FTE: 0.490000 Monthly Employee Cost Detail
Selection FY: 2016 Accounting Period(s): 3@, Thru:| 3/@,
Criteria: Pay Period End Date(s): I— Thru I
Find | View All First ‘4 1 of 1'% Last
Find | View All First & 1 of3 &' |ast
Project 160131Q Amount
Distribution: . 42985
Find | View All First ‘4’ 1 of1 ‘' Last
'B'-ID-LT“ o Amount Use This Proj/Acct
istibulion: o laries-PT Fac wro Benefits 429.85

Selected Total: 11,285.11
Caonfirm
From Project: 1601310

Transfer:
Clear |ToProject:  16065CA NASA Edit ChartFields
From ACCount: 541500  salaries-PT Fac wio Benefits “Amount: 0.00
Redistributed Total: 0.00

[5] save ||[ZF Returnto Search [=] Motify

¢ Click on the | Hustiieation 1 oy
¢ Select a justification by clicking on the one of the five
general Justification Reasons or if "Other”, enter a detailed explanation.

SPD USERS MANUAL Past Pay Period Changes
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Cost Transfer Justification
Help

Select From Listing Below:
Reason

1. Correction of labor charges based on review by employee, PDIPI, or authorized delegate.

2. Correction of clerical error or data input error identified by authorized unit financial personnel.

3. Mew Award costs incurred during the award period charged temporarily to other allowable funds pending establishment of new awardfund.
4. Allowable Pre-award costs (incurred prior to the award period) initially charged to other allowable funds.

5. Renewal award costs charged originally to a prior sponsored increment or to other allowable funds.

6. Other: Specify

Ok Cancel

The Justification Reasons are listed as follows:
e 1. Correction of labor charges based on review by employee, PD/PI, or
authorized delegate.
e 2. Correction of clerical error or data input identified by authorized unit
financial personnel.
e 3. New Award costs incurred during the award period charged temporarily
to other allowable funds pending establishment of a new award/fund.
e 4. Allowable pre-award costs (incurred prior to the award period) initially
charged to other allowable funds.
e 5. Renewal award costs charged originally to prior sponsored increment or
to other allowable funds.
6. Other: Specify

¢ Click on the appropriate ITRailes 004 You wish to select. If you selected
Reason 6. “Other: Specify”, enter a detailed justification in the text box that
appears.

o Click on —2¥__| to go back to the Past Pay Change panel.

¢ Tab or click on the Amount field and enter the amount of the redistribution
desired. You can only enter up to the amount on the Acct Distribution
Line. (Note that all Past Pay Period Changes are entered in dollar amounts
for the projects/periods/persons selected. If multiple accounting or pay
periods are selected, PeopleSoft will prorate the amounts entered over all the
projects selected.)

NOTE: Any adjustments to move negative amounts between projects
(payroll voids, for example) must be made through the Grants and
Contracts SPD Center. PeopleSoft will not allow the movement of
negative amounts between projects.

SPD USERS MANUAL Past Pay Period Changes
Last Update: 10/2015 12




¢ Use the Tab key (Not Enter) and the Apply button activates.

Apply

¢ Click on the button.

¢ The redistributed total shows the total amount of the changes made and
takes the information from the amount field and adds to the project
distribution selections.

¢ Multiple changes - If you need to make multiple redistributions from the

same project, click on the = “s2™MEFrlAcl | 4 4tton again and enter the next

project using the “Edit ChartField” link. The Justification button will appear
again if the project is an externally funded sponsored project. Select a new
Justification and OK. Then tab/click Amount field and enter the amount of
the redistribution desired. Tab (Not Enter) to Apply button and click.
Repeat process for next project from the same project. When all desired
redistributions are made from the same project and applied, click on the

Fl=ave | button (at bottom left of page).

Note: If you made a change to an individual and saved the information, you will
want to clear the panel (Clear), and refresh the screen before making any
additional changes to the same individual for a different accounting period.

¢ If the information is not correct and you have not "SAVED” , and you wish to

begin again with the same employee, click on the ﬂl button (bottom
left hand corner of screen).

¢ If the information entered is incorrect, has not been “"SAVED” and you wish
to view another person or account or if you wish to end the entire session,

click on the 'QFetuntoseach] by ron (bottom menu bar). You will get this
message:

| save wa rming
Y¥ou have unsaved data on this page. Click OK to go back and save, or Cancel to continue.

Ok Cancel

¢ Click the Lce" button and the entire panel will be cancelled and no
changes will be committed.

¢ Past Pay Period changes will be effective immediately. New reports produced
will reflect changes.

SPD USERS MANUAL Past Pay Period Changes
Last Update: 10/2015
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Over 90 Day Late Redistributions

If a change is made more than 90 days after the original posting, a Warning

Message will appear on the screen. This warning will advise you to select a more
current accounting period if you are to make a redistribution to an externally funded
sponsored project. Note: **Exclusions - Projects funded by GTF and GTRC, and
transfers between projects with the same fund code are not subject to the
90 day limit or Justification requirement.

B Message

Accounting Period / Pay Period Greater than 90 Days (20000,132)

t WARNIMNG:
You hawve selected an accounting/pay period end date that is owver 90 days.
If you are making re-distributions to sponsored projects, please revise your accounting period.

OK

¢ If you are not making a change to an externally funded sponsored project, click
the “OK” button. Select From Project Use This PrajiAcct |

¢ Proceed with your "TO" project selection with  editchatrielss ~ Link and enter
your Project. If you enter an externally funded sponsored project in the Edit
Chartfield link for the “TO Project”, you will receive this error message:

Message

Project Mumber Selection Mot Valid over 30 Days (20000,137)

ERROR:

You have selected a project number that is invalid for re-distributions over 90 days.

Re-distributions to sponsored projects after 90 days requires approval and processing through Grants and Contract Accounting.
Please select a new project number thatis not sponsaored or revise your accounting periods selected.

OK

SPD will not allow you to complete the redistribution and you will need to select
a nonexternally funded sponsored project or cancel the transaction.

For over 90 day redistributions to externally funded sponsored projects, you will
have to submit an SPD transmittal form completing the Over 90 Day Section to
the SPD Center for approval by the Director of Grants and Contracts Accounting. the
Assoc Vice President of Financial Services , and the Assoc Vice Provost for Research.
If the transaction is approved, the SPD Center will make the redistribution for the
departments.

® ) Eetumto
‘- Tableof

{ontents
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Future Pay Period Changes

Navigation: Salary Planning Distribution / Update / Future Pay
Period Changes

Future Pay Period Changes

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

Search Criteria

Search by: | EmplID  |Degins with

Business Unit
Company

Search |Ad Fiscal Year
GL ORGvalue
Last Mame
Mame
ProjectiGrant

¢ Select the employee record for a basic search (use the Advanced Search
selection criteria fields to narrow your search)

PeopleSoft Employee ID Number - all records for that particular
employee

Business Unit/Company - all records of employees (for which you
have access) for Business Unit/ Company.

Fiscal Year - all records for that Fiscal Year (for which you have access)
in Employee ID Number order.

GL ORG value - all records for that Organization in Employee ID Number
order.

Last Name - all records of employees (for which you have access) with
that given last name, also in order by Employee ID Number.

Name field - there is no space between comma and first name, use upper
and lower case letters—example: Last,First. records for that particular
employee are displayed.

SPD USERS MANUAL Future Pay Period Changes
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Project/Grant Number - all records for that Project/Grant Number in
Employee ID Number order

Note: If you do not enter any selection criteria, all employees (you are
authorized to view) will be displayed. The number of records displayed are
limited however.

Click _ Search | or hit “Enter” key. A selection box will display the results of your
search.

Future Pay Period Changes

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

Search Criteria

Search by: EmplID ~ Degins with ggggg

Search Advanced Search

Search Results

View All First (4, 1-8of5 () Last
Empl ID GL ORG value Project/Grant Empl Record Fiscal Year Hame Last Hame
99999 160 1601310 0 2016 Jon Smith SMITH
99999 4150 1606680 0 2016 Jon Smith SMITH
98999 160 1606BAA 0 2016 Jon Smith SMITH
99999 160 1606BEC 0 2016 Jon Smith SMITH
99999 160 1606BHG o 2018 Jon Smith SMITH

Select by double clicking on the record if multiple Empl Rcd Nbrs or hit “Enter” key. PeopleSoft
displays Name, Employee ID, Record Number and FTE for the record you selected. The
current fiscal year is displayed

SPD USERS MANUAL Future Pay Period Changes
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Future Pay Period Changes

Hame: Jon Smith ID: 999499 Empl g Monthly Employee Cost Detail
Record:
Find | View All First ‘4’ 1 0f7 '* Last
July 2015 through June 2016 Override Indicator il :l
*Accounting Period: I ¥ January FTE:0.2367500 Period Earnings: 8,4632.83
Find | View All First ‘&' 1 of 1 &/ Last
Percent Project Earnings Fringe  Tuition [+][=]
100.000| 4506680 Sponsored Research - Undesigna 8 AG3.83 126.96 0.00
@2 Edit ChariFields 0.0150
100.000 Totals: 8,463.83 126.96 0.00
Find | View All First ‘4 1 of 1 '}/ Last
Earn Code: Begin Date:
Project: End Date:
Add'l Pay: Reason for Additional Pay:
[F] save [@F Return to Search =] Motify

Fiscal Year/Accounting Period

¢ The screen will display the last Future period created for the current fiscal

year. You must use the Find | Viewal — First © 10f7 ' Last Navigation Bar
to access other future accounting periods in the current fiscal year. Future
Periods will be grayed-out if already past, you can only make changes for the
future.

NOTE: There is a “gray out” period when no changes will be allowed for the
CURRENT accounting period only. This “gray out” occurs because the Payroll
Office has begun the process of running the payroll and any changes you enter
during this period would not be reflected on the issued paycheck. At this point,
you must wait until the payroll posts and then enter a Past Pay Period Change.
The current accounting period will actually be gray on the screen.

“Blackout” days are when PeopleSoft is unavailable due to month-end
processing.

Last  to the appropriate accounting
will display all Future Periods or

If an accounting period is not

Navigate down using ~ Find | View Al First ‘4 1 of 7 !
period in which you want the change to start.

First' 4 1 of 7!

Wiew All
arrows will navigate from period to period.
shown, you can insert one by clicking on the +] button in the accounting period line. Use

the Insert Accounting Period | button if all accounting periods are grayed out.

» NOTE: Any change will continue in effect until the end of the fiscal year
unless another future accounting period in the fiscal year is in PeopleSoft.
But keep in mind that if you delete several accounting periods in
a row to shortcut redistributing each period, any non-SPD

SPD USERS MANUAL
Last Update: 10/2015
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actions that hit the Job Panel in HR may change the distribution
if it hits during one of these deleted periods in the SPD Future
Panel.

> For example, if you change the distribution for period 3 from 100%
Project A to 50% to Project A and 50% to Project B, that distribution will
remain until the next pay period distribution shown in PeopleSoft. (You
can determine the next distribution by using the arrow buttons.)

> If you wish for the change to be effective only for Period 3 and 4, you
must change Period 5 to reflect the distribution you want for the
remainder of the year.

¢ If the Accounting Period in which the current distribution began has passed,
the Future Pay Period Changes panel will be grayed out and changes will not
be available.

¢ For most Fiscal and Academic employees with a consistent pay distribution,
all accounting periods should be populated. For group positions or new
hires, only one to three accounting periods may be populated. To insert a
new accounting period. Click on the_*1 button on the Accounting Period line.
To delete an accounting period, click on the .= | button on the Accounting
Period line.

Project/Percent

¢ Enter the percent and project number for the future distribution(s). Type in
the new project number or choose from a list via the drop down arrow

+ Inserting a new row - If you need to add a row for a new percent project
distribution, click on the_*| button on the project distribution line. To
delete a project distribution row, click on the _=| button on the project
distribution line..

¢ If you wish to make more than one change, insert another row and make
additional changes before savina. Review the information and if it is correct

and complete, click on the & %2 | putton (bottom left corner of page).

¢ If the information is incorrect and has not been saved, cancel out of the
panel by clicking on the 'SFetumte Seach i vy will get this message:

I Save Warning
You have unsaved data on this page. Click OK to go back and save, or Cancel to continue.

OK Cancel

SPD USERS MANUAL Future Pay Period Changes
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¢ Click the Lﬁe" button and the entire panel will be cancelled and no
changes will be committed.

+ Future Pay Period changes will be reflected on the on-line panels immediately
and on the Monthly Employee Cost Detail Report; however, project reports
produced on the same day will not reflect changes. Changes will be reflected
on reports the following business day, after batch processes are run.

LY. Ketum to
&= 7 Tableof

{ontents
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Past Pay Period Position Number Changes

Navigation: Salary Planning Distribution/Update Pages /Past Pay
Period Posn Nbr Changes

Past Pay Period Posn Nbr Chg

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

Search Criteria

Search by: | Empl 1D - | DEgINS with
Business Unit
Company

Search |Ag GL ORG value
LastName
Mame
Project/Grant

¢ Select the employee record for a basic search (use the &dvanced Search
selection criteria fields to narrow your search)

PeopleSoft Employee ID Number - all records for that employee.

Business Unit/Company - all records of employees (for which you
have access) for that Business Unit/ Company.

GL ORG value - all records for that organization in Employee ID Number
order.

Last Name - all records of employees (for which you have access) with
that given last name, also in order by Employee ID Number.

If you do not enter any selection criteria, all employees (you are
authorized to view) will be displayed.

Name field - there is no space between comma and first name, use upper
and lower case letters—example: Last,First. records for that particular
employee are displayed

Project/Grant Number - all records for that Project/Grant Number in

Employee ID Number order.
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Click _ Searcn | A selection box will display the results of your search.

Past Pay Period Posn Mbr Chg

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

Search Criteria

Search by: Empl ID ~ begins with| 99999

Search Advanced Search

Search Results

WView All First 4, 1-4of4 , Last
Empl I} Hame GL ORG value ProjectiGrant Empl Record Last Name
99999 Jon Smith 160 160131Q o SMITH
99999 Jon Smith 160 1606BAA ] SMITH
99999 Jon Smith 160 1606BEC o] SMITH
99999 Jon Smith 4150 1606BHG 0 SMITH

Select by double clicking on the record or press “Enter” on the keyboard.

PeopleSoft displays Name, Employee ID, Record Number and FTE for the
record you selected. The current fiscal year is displayed.

Past Pay Period Posn Nbr Chg

Hame: Jon Smith ID: 99999 Recd#& 0 FTE: 0367500 Monthly Employee Cost Detail:
Selection FY: 2016 Accounting Period(s): OJ Thiru: OJ
Criteria. Pay Period End Date(s): OJ Thru: OJ
Find | View All First ‘&' 1 of 1 ‘&' |_ast
Find | View All First'4' 1 of1 ' Last
Project Amount
Distribution: 0.00
Find | View All First ‘@' 1 of 1 &' Last
Pasition Amount
Distribution: 0.00 Use This Posn Nbr
Selected Total: 0.00
Confirm Position Mbr Department JobCode
Transfer: From
Clear | r, @ @ @ *Amount: 0.00
Redistributed Total: 0.00

[5] save ||[Er Return to Search =] Motify

Accounting Period(s) or Pay Period(s): Required

¢ Enter the Accounting Period or Pay Period End dates you wish to change.
The Accounting Period should be used for monthly employees. (Example:
Period 1 represents the first month of the fiscal year—July, and Period 12
represents June).
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¢ Pay Period End date is best used for bi-weekly employees, when you wish to
change only one pay period.

¢ Tab to “Thru:” box and enter the ending accounting period you want
changes to be effective through.

¢ Press Tab on the keyboard and the Select button will appear.

o Clickon _ 2t |

The records for the accounting/pay period will be displayed.

PeopleSoft will now present all data that meets criteria for the person selected
and for the Accounting Period(s) and fiscal year indicated.

Past Pay Period Posn Nbr Chg

Name: ' Jon Smith ID: 99999 Rcd# 0 FTE: 0.367500 fiionthiy Empioyee Gost Detail
Selection FY: 2016 Accounting Period(s): 5| Thru:| 59,
Crnﬂna Pay Period End Date(s): I Thru: I
Find | View All First ‘&' 1 of 1 "2 Last
Find | View Al First ‘4 1 of4 &/ Last
Project 1601310 Amount
Distribution: 399 39
Find | View All First '@ 1 of 1 &' | ast
Position 00007012 Amount
Distribution: Misc Faculty 392 3 ‘ Use This Fosn Nbr >
Selected Total: 28212
Confirm Position Mbr Department JobCode
T fer:
ransIEE From  gop07012 160 200500
clear | 1o @ [160 @ 200500 |@, ~ “Amount: 0.00
Redistributed Total: 0.00

[5] save ||[Eh Return to Search (=] Motify

Project/Position Distribution: Displayed

Find | View All First ‘&' 1 of4 LastJ

¢ If there are multiple Projects, use the
Navigation Bar above the Project Line. view a1 will display all Projects

while the First * 10of4 ' Last arrows move from project to project

¢ The project distribution may consist of more than one Position within a
project. Use the  Find|ViewAl — First * 10f4 ' Last Navigation Bar above
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the Position Distribution line to view multiple Position Numbers. The Position/
Department/ Job Code distribution may be changed but should follow a PSF
action to Human Resources (HR), otherwise future payrolls will continue to
code the position Number according to HR Panels. Changes in Position
Number must be done via a PSF form (HR Administration/Forms/Pesonnel
Action Forms web page in TECHWORKS).

¢ The Selected Total is the total salary paid across all projects and positions for
the person and period selected.

¢ If the Selected Total is not equal to the amount of the Project you are
viewing, you have more than one project for the criteria selected.

¢ Once you have navigated to the project and position you would like to
change, click on [Use This Pasn Mrl,

¢ The Project information will then appear in the “Confirm Transfer” area.

¢ If you know the position number you wish to distribute changes to, enter it in
the “To Position” field; otherwise, select the &/ and double click on the
position from the list. You may also change Department and Job Code but
SPD will only accept valid data associated with the new Position Number.

Selected Total: 2,821.27
Confirm Position Nor Department JobCode
Transfer:  From gggp7012 160 200500
Clear Ta e 160 e 200500 3 *Amount: 0.00
Redistributed Total: 0.00

[5] Save ||[ch Returnto Search =] Motify

¢+ Tab to Amount field and enter the amount of the redistribution desired.
Note: You can only enter an amount up to the amount on the Position
Distribution line, NOT THE SELECTED TOTAL LINE.

NOTE: Any adjustments to move negative amounts between projects
(voided checks, for example) must be made through the Grants and
Contracts SPD Center. PeopleSoft will not allow the movement of
negative amounts between projects.

¢ Use the Tab key (not Enter) and the Apply button activates.

¢ Click on the #pply |button.
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¢ The redistributed total shows the total amount of the changes made and
takes the information from the amount field and adds to the project
distribution selections.

Note: If you made a change to an individual and saved the information, you
may want to clear the panel (Clear), and refresh the screen before making any
additional changes to the same individual.

¢ If the information is not correct and you wish to begin again with the same
employee, click on the ﬂl button (bottom left hand corner of page).

¢ If the information entered is incorrect, has not been saved and you wish to
view another person or account or if you wish to end the entire session, click
on the QFetmtoSeach] 1y 1o (hottom of page). You will get this message:

Save Warning
You have unsaved data on this page. Click QK to go back and save, or Cancel to continue.

Ok Cancel

o Click —< | button to continue and page will be cancelled and no
changes will be committed.

¢ Past Pay Period Position Number changes will be effective immediately. New
reports produced will reflect changes.

- Ketumto
‘&5 Tableof

{ontents
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Summer Encumbrance Build

Navigation: Salary Planning Distribution/Use/Summer Encumbrance
Build

The Summer Encumbrance Build is used for 9 Month Academic Employees (Pay
Groups AMB, AMN, and RWA) to set up salary encumbrances over the summer
months, May thru August.

Summer Encumbrance Build

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

Search Criteria

Search by: EmplID [=]begins with
7 Include Hist  Mernate Character Name

Empl Record
Last Name
Middle Mame

Search |Ag
Name
Second Last Mame

¢ Select the employee record for a basic search (use the &dvanced Search
selection criteria fields to narrow your search).

¢ Under Advance Search you can also narrow search with Empl Rcd Nbr, Last
Name (Last,First), Name or Personnel Status in query page.

Summer Encumbrance Build

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

Search Criteria

Search by: EmplID - Degins with lagggg
Include History

Search |advanced Search

Search Results

View All First /47 1of1 > Last
Empl ID Empl Record Name First Name Last Hame Second Last Hame Alternate Character Hame Middle Name
ggagg 0 Jon Smith  Jon Smith (blank) (blank) T

= Hit the Enter key or double click on the employee record line to select the
record.
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PeopleSoft displays the Summer Encumbrance Build panel.

Summer Encumbrance Build

Scroll Area Find | View All First'4' 1 of 1'%/ Last

+ —

Jon Smith ID: 99999 Empl Record: 0 =]
*Effective Date: [12/0172015 | pepartment 160 Aero Enar

Academic Paygroups Only

Encumbrance May/Jun Encumbrance JulfAug
Encumber Full May and June Encumber Full July and August
@ Encumber 1/2 May and 0 June @ Encumber 0 July and 1/2 August
Use Summer Fac. Position for May/June Use Summer Fac. Position for July/Aug
Position Number Position Number
Account Account
[5] save ||[ch Returnto Search =] Motify 2# Include History

PeopleSoft ALWAYS ENCUMBERS ACADEMIC (10 month) APPOINTMENTS.

The default encumbrance is indicated by the radio buttons adjacent to
Encumber 2 May and 0 June and 0 July and "2 August

Note: If the effective date year is a prior fiscal year (especially 1999),
insert a new current dated record regardless if it is set the way you
want. That could be a false setting and there may not be an actual
record in the SPD Tables. You will also have to click on a different
radio button setting from what is displayed and click back to what you
want before clicking the Save button in order for the new record to be
save

— Click on the + | button to the right of the page to insert a new row. The
Effective Date will default to the current date. NEVER OVERTYPE THE
CURRENT SETTING ROW, ALWAYS INSERT A NEW ROW.

= To change the encumbrance from the Default settings for the selected
individual, click on the radio button adjacent to Encumber Full May and June

= and click on the radio button adjacent to Encumber Full July and August.
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Summer Encumbrance Build

Scroll Area Find | View Al First ‘&' 1 of2 &' Last

Jan Smith ID: 99999 Empl Record: 0 @l

*Effective Date: Department 160 Aero Engr
Academic Paygroups UNTY
Encumbrance Mav/Jun Encumbrance Jullaug.
@ Encumber Full May and June <"-?' Encumber Full July and August >
@ Encumber 172 N ay and 0 June @) Encumber® July and 1/2 August
se Summer Fac. Position for May/June 'li e Summer Fac. Position for July/Aug
00007572  Position Number 00007572  Position Humber
511300 Account 511300 Account
[5] save | [Gh Returnto Search | |[=] Motify = Include History

If the Summer Faculty Position and account (511300) are to be used:

= Click on the Box next to Use Summer Fac Position... under each encumbrance
period.

Once desired settings are chosen, click on |[5lsave | button at bottom left of
page**.

These settings will remain in effect until you change them back to the default
encumbrance.

**Note: The summer school encumbrance change may not show up
on the SPD reports until the Encumbrance Build Job runs over night.

R_ m
-
™
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Section 3: Inquiry Panels

Navigation: Salary Planning Distribution/Inquiry Pages

Future Pay Details

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

Search Criteria

Search by:  EmplID ~ Degins with

Search Advanced Search

There are five Salary Planning and Distribution inquiry screens.

Future Pay Details (Current Year Only)

Future Pay Update History

Past Pay by Period/Date Range (Current Year Only)
Past Pay Update History

SPD Detail (Detail transactions lines in SPD Tables)

Each inquiry panel displays records according to your search selections

Future Pay Details

Enter any information you hawve and click Search. Leave fields blank for a list of all values.
Fimd an Existing Value

Search Criteria

Empl 1D begins with -
GL ORG value: begins with - =
Project/Grant: begins with - =]
Fiscal Year: = -
Hame: begins with -
Last Hame: begins with -
Compamy: Degins with - =
Business Unit: pegins with - k=
Case Sensitive
Search Clear Basic Search H Sawve Search Criteria

=i

¢ Enter PeopleSoft Employee ID Number for basic search. For Advanced search,
additional parameters include: Business Unit, Company, Fiscal Year, GL ORG Value,
Last Name, or Project/Grant.

¢ Hit Enter Key
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Future Pay Details

Future Pay Details

HName: Jon Smith ID: 99999 Emipl 0
Record:
Find | View All First ‘' 1 of 7 '*' Last
Fiscal Year: 2016 Override Indicator
Accounting Period: 7 FTE:0.367500 Period Earnings: 8 ,463.83
Find | View All First ‘4" 10f 12/ Last
Percent Project Earnings Fringe Tuition
100.000 1606680 Sponsored Research - Undesigna 8,463.83 126.96 0.00
Totals: 8,463.83 126.96 0.00
Find | View Al First ‘4’ 1 0f 1'%’ Last
Earn Code: Begin Date:
Project: End Date:
Add’l Pay: Reason for Additional Pay:
[5] save | [c* Return to Search [=] Motify

Future Pay Update Histo

Future Pay Update History

Mame: Jaon Smith

Fiscal Year: 2016

Project Description
1601310
1606BHG

[5] save | & Returnto Search

SPD USERS MANUAL
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|D: 985944

0

Reod#:

Find | View All First 3of7'H Last

]

Accounting Period:

Find | View Al First ‘&' 1-2 of 2 ‘&' Last

Percent

fle Date/By Last Update Dt
11712015 10:39AM
th36

96491 1TMMTI2015 10:394M
th36

1772015 10:39AM
th3g

Update date and User ID Information

=] Motify
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Past Pay Period by Date/Period

For this inquiry, please enter the accounting periods or pay period end dates you would

. . . . Select
like to inquire and then click on .
Past Pay Period by Date/Period
Hame: Jon Smith ID: 99999 Red#: ] FTE: 0.367500
Selection FY: 201F Accounting Period(s 1 OJ Thru: 3 OJ
Criteria:
Pay Prd End Date(s), | Thru: I <:ZI Period or Date Range
must be specific
Find | View All First'4' 1 of 3 Last
Project Description Amount
1601310 42985
Find | View All First ‘& 1 of 1 &/ Last
Account Description Amount
511200 Salaries-PT Fac wio Benefits 429 85
Selected Total: 3385533
Clear

5] save

[&F Return to Search

=] Motify

Past Pay Period Update Histo

Click on "Last" to get

Past Pay Update History
Name: _ Jon Smith ID: 99999 Red#: 0
Fiscal Year: 2016 Accounting Period: 5 Period Total: $2,821.27

Pay End Date Project Project Descr Sequence Prev Project
113012015 160131Q 1
113012015 1606BAA 2280 1606BHG
113012015 1606BAA 2
113012015 1606BEC 2283 1606BHG
113012015 1606BEC 2277 1606BHG
13012015 1606BEC 3
113012015 1606BHG 2282
113012015 1606BHG 2279
113012015 1606BHG 2276
13012015 1606BHG 4

SPD USERS MANUAL
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Account

Account Descr

Earnings Create Date

current FY data [E————
Find | View 100 First 4/ 208 of 209 @

Personalizé, Find | View All | & | &
Created by

First 4 1-10 0f 10 ' Last

Last Update Date Last Updated by

PiFacMoBen 83223 GTSPDBLD

PtFacNoBen $2,821.2 rbarger3 Create Date and Create By
90201 information for audit.

PtFacNoBen $-2.82128 7. 400y) - GTSPDBLD GTSPDBLD is the payroll

posting

PtFachNoBen rbarger3

PtFacNoBen rbargerd

PtFacNoBen GTSPDBLD

PtFachoBen tharger3

PtFacNoBen 2821 :}::4;0‘1: tbarger3

PtFacNoBen 5 111242015 rbargerd

PtFacNoBen $2,498.88 GTSPDBLD 1112512015 11:35AM rbarger3
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SPD Detail

SPD Detail
Hame: Jon Smith Empl ggggg  Empl 0 Company:GT NID:
ID: Record:
) FY AcctPd Pay Per End Project Account
Selection  ——— @ @ @ @
Criteria: 2016 1[5, ., 5 ., Select
Find | View All First ‘4 1 of 16 '*' Last
Group: RWM Retired Working Monthly Pay Period End Date: ~ 07/31/2015
Dept: 160 Aerospace Engineering Action Date: 09/03/2015
Job Code: 200800 Regents Professor Sequence Number: 2255
Position: 00007012 Misc Faculty FY: 2016  AcctPd: 1
Earm Amt:  -0.03 Fringe Amit: 0.00 Tuition Amt: 0.00
Project: 1601310
FICA Status: M
Account: 511200 Salaries-PT Fac wio Benefits
GL Status: Y Transaction Status: 0O Rev (Adj)
[5] save ||[Gr Returnto Search =] Motify
) Eetumto
B Tableof
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Section 4: Reports
Monthly Employee Cost Detail

Navigation: Salary Planning Distribution/Reports/Monthly Employee Cost Detail
Purpose: To provide the current salary distribution, by project for an individual
employee. The report provides past pay period information and future (planned)
salary distribution for an entire fiscal year. You can also run Prior Year Reports.
Recommended Frequency: Report can be run at any time by SPD on-line users.
Distributed monthly by the SPD Center by special request.

Selection Criteria Options:

Monthly Employee Cost Detail

Run Control ID re35wv Report Manager Process Monitor Run

Report Request Parameters

Report By Population Selection Print Order
@ GL Org @ Al @ Name
Department Employee (Non-Student) Mon-Student, Grad, Undergrad
Student (Grad and Undergrad)
Graduate Student Job Title

Company:|GT &, Undergraduate Student

Business Unit:[GT  |@, ORG ID: | 160 @ Aerospace Engineering
(Blank for ALL)
Fiscal Year:| 2015, DeptID:I
(Blank for ALL)
Administrative (Home Dept) Funded, Hon-Administrative Administrative, Non-Funded
EmplID:| 99999 2, Jon Smith
(Blank for ALL)
[5] save ||[zt Return to Search =] Motify =5 Add

Report Request Parameters:
) Report By: Select either GL Org (3 digit Financial Department Number) or
Department (also the 3 digit Financial Department Number digit).

Population Selection: Leave at “All” unless you want a specific group for the GL
Org or Department selected.

Print Order: Select either by Name; by Non-Student, etc; or by Job Title.
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Fiscal Year: Enter fiscal year you desire. This is where you can run prior year reports

Company and Business Unit: Both should be GT.
ORG ID: When Report by GL Org is selected, then enter your 3 Digit Financial
Department Number. You will get all Employees paid on your Projects

Dept ID: When Report by Department is selected, then enter same 3 Digit
Financial Department Number. You will get only Employees that belong to

your Dept.

When you have entered/selected the appropriate report parameters

= Click on the Run

Run | button on upper right corner of page.

Process Scheduler Request

Help
User D re3fv OK Run Control ID re3&w
Server Name PSURNX - Run Date |02/02/2016 =]
Recurrence - Run Time 10°05 49AM Resetto Current Date/Time
Time Zone @,
Process List
Select Description Process Name Process Type *Type *Format Distribution
Monthly Employee Cost Detail GTSPDREW S0R Report Web ~ PDF + Distribution
OK Cancel
Clickon = ok to run report.
SPD USERS MANUAL Reports
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Monthly Employee Cost Detail Report (SPD)

Georgia Institute of Technology

Report ID: GTSFDREW SALARY PLANNING RND DISTRIBUTICH (SFD} Page Ho. 1
Honthly Employss Co=t Datail Bun Date 020272016
Fiscal Year 2015 {2014-07-01 through 2015-0&-20} Run Time 10:08:51

Home Dept: 160 R=zospacs Enginsering

Cxg: 160 Aszospace Emginsezing

Title: Regenta Profess=or Hame: Smith Jon Empl ID: 99955 Monthly/Hourly Rate: $11,285. 11/Month
Fund 10010 Cur Unrxestricted — Stat | 10010 Cur Unrestricted — Stat 10010 Cur Unrestricted - Ztat 10010 Cur Unrestricted — Stat
Project 180131L 160131M 160131Q 180131R
Reot/Ob5R
GEAC_C!:.:; 11200 511200 §11z200 511200
Ztart/S3top Date
iR EOZE  Redd Jof 007012 0 00007012 o 200800 | Do0OTO01Z o 200200 | 00DOTOLE o 200200
Total

Fa=t Fay Faricd Original Amt Qrig ® 2dj % | Original Zmt | Orig ® Adj % | Original Ame Orig # 2dy | Original Zmt Ady §
JUL 1 231-J0L-2014 0.00 0.000 ¢.00 0.000 0.00
AUG 31-AUG-2014 0.00 2.000 .00 0.000 0.00
ZEE 20-3EF-2014 0.00 0.000 0.00 0.000 0.00
oCT 31-0CT-2014 0.00 2.000 .00 0.000 0.00
HCT 20-NCV-2014 0.00 0.000 ¢.00 o.000 0.00
DEC 0.00 0.000 g.00 o.000 0.00
TJAN 1-JAN-2015 2,314,238 | 20.507 Z,314.23 2,314.2% | 20.507 4,342.2 33478
FEB 28-FEB-2015 2,314.28 | 20.507 Z,314.28 2,314.28 | 20.507 4,342.27 | 383.478
MAR 31-MAR-Z2015 2,31¢.28 20.507 Z,314.28 2,2314.28 20.507 4,342.27 ag.478
RER 30-RFR-2015 288.84 2.558 Z88.84 E Z,888.75 | 25.607
MAY 31-MAY-2015 0.00 2.000 .00 1.672.02 14.816
JUN 12 20-JON-2015 0.00 0.000 0.00 0.00 0.000

Total 7,221 69 7,231_66 7,231.69
To
continued. .|
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Monthly Project Detail - Past Period
Navigation: Salary Planning Distribution/Reports/Monthly Prj Detail-Past Period
Purpose: To provide the total amount of Personal Services, Fringe Benefits & Tuition Remission by

month and Fiscal Year for each individual employee on a selected project. This report reflects the
personal services charges in the accounting periods of which the services were performed.

Recommended Frequency: Not distributed. Report can be run at any time by SPD on-line users.

Selection Criteria Options:

GL Org and matching Project ID are required. When you have entered/selected the
appropriate report parameters

= Click on the Run button Run_ | in the upper right corner of page.

Monthly Prj Detail Past Period

Run Control ID rel5y ReportManager Process Manitor Run

Report Request Parameters

Company: GT OJ Business Unit: |GT OJ

Fiscal Year:| 2016 @,

Project ID; 1601200 .

Aerospace Engineering

Instruction - AE

y Enter BOTH GL
ORG and Project ID

[5] Save ||[of Returnto Search =] Motify = Add
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Monthly Project Detail Report — Past Period Applied:

Report ID: GTGCIUM

+++ BR3T PERIOD3

FROJECT MWUMEER : leoizoo

RPFLIED ROK +*+*

Gecrgia Inssitute of Tecknology

MOMTHLY PROJECT
Fiscal Year 2016

COST DETRILS
{2015-07-01 through
CRE TITLE: Aercspace Engines

2016-06-30}

Pags Ko.

1

Bun Date 02/0Z/2016

Run Time

10:21:5%2

PROJECT TITLE :  Instrucsicn - AE FROJECT END DATE 06/30/2Z016
EMPLCYEE ID
EMPLCYEE NAME P03#/EMPL RCD#/BEN RATE JOB TITLE
Jul P3 Bug P3 Zep E3 Oct B3 Fov E3 Dec P3 Jan ES Feb E3 Mar ES Zpr B3 May FS Jun P3 TOTAL E3
-] EE FB F5 3 F5 3] FB FE EB F FE TOTAL EB
TR TR TR TR TR TR TR TR TR TR TR TR TOTAL TR
ses584
HEGSOTLLXIBH0E o 0.030 Graduate Teaching Assistant
o.00 1,134.82 z,166.67 2,166.67 2,166 67 2,166. 67 0.00 o.00 0.00 0.0 o.00 0.0 2, 801,60
0.00 24.08 £5.00 £5.00 €5.00 £5.00 0.00 0.00 0.00 0.00 0.00 0.0 284.08
o.00 .o 0.00 0.00 o.00 0.00 .00 0.00 0.00 o.00 0.00 0.0 .00
278527
AT XRBE0EK 10820 / 0/ 0.300 Begent= Professor
4,676.88 1,168.22 467.6% 535.38 335.28 4,676.88 4,676.88 4, 676.88 4, 676.88 4,676.88 4,676 85 7,181.21
1,402.07 250.77 140.21 280,61 28061 1,403.08 1,402.06 1,402.08 1,402.0€ 1,408.06 1,402.08 11,154.25
o.00 0.00 0.00 o.00 0.00 .00 o.00 0.00 0.0 o.00 0.00 .00
S62708
ENRGEOTEL N ERE00F =5 o 0.020 Graduase Teaching Aszsistant
o.00 785.71 1,500.00 1,500.00 1,500.00 260.87 .00 o.0o 0.00 o.00 0.00 5,546.58
o.00 2357 45.00 45,00 7.83 0.00 0.00 0.0 o.00 0.0 166.40
0.00 [ 0.00 0.00 0.00 0.00 0.00 0.0 o.00 0.0
seozog
ENNEISOTL RS0 o 0.030 Graduate Teaching Assistant
0.00 oo 2,301.58 2, 16667 2,166 67 2,166. 67 2,166.67 2, 166,67 Z,166.67 o.00 0.0 18,468 .28
o.00 2503 £5.00 €5.00 £5.00 £5.00 £5.00 s.00 o.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
554150
- K don o.oa0 Graduate Research As==i=tant
z,166.67 0.00 0.00 0.00 0.00 o.00 0.00 0.00 o.00 0.00 3,201.54
€5.00 0.00 o.00 0.00 .00 0.00 0.00 o.00 0.00 0.0 22.05
0.00 o.00 0.00 0.00 0.00 o.00 0.00 0.0 o.00 0.00 0.00
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Monthly Project Detail GL - Posting
Navigation: Salary Planning Distribution/Reports/ Monthly Prj Detail-GL Posting
Purpose: To provide the total amount of Personal Services, Fringe Benefits and Tuition Remission by

month and Fiscal Year for each individual employee on a selected project. This report reflects the
personal services charges in the accounting periods to which they are posted to the General Ledger.

Recommended Frequency: Report can be run/printed at any time by SPD on-line users.

Selection Criteria Options:

GL Org and matching Project ID are required. When you have entered/selected the
appropriate report parameters

= Click on the Run button  Run in the upper right corner of page.

Monthly Prj Detail-GL Posting

Run Control ID re35y Report Manager Process Monitor Run

Report Request Parameters

Company: GT OJ Business Unit: |(GT OJ

Fiscal Year:| 20162,

GL ORG: 160 Lerospace Engineering

Enter BOTH GL Org
and Project ID

[5] Save | [ZM Return to Search =] Motify (5% Add
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Monthly Project Detail Report — GL Posting:

@ecrgia Inssituse of Technalogy

Report ID: GETET3UML MONTHLY PRCJECT 02T DETAILS (GL) Page Ho. 1
Fi=mcal ¥mar 2016 {2015-07-01 shrough 201&-06-20) Fun Date 0Z/02/2016
CRE TITLE: Aerospace Enginsesring Bun Time 10:36:04
+++ GL POSTING APPLIED RUN +++
PROJECT WUMEER : Lle01zo0
PROJECT TITLE Instruction - AE PROJECT END DATE 06/30/Z01€

EMFLOYEE ID

EMPLOYES HAME P0S#/EMFL RCD#/BEN RATE JOB TITLE
Jul B3 Zug ES Zep 3 Ocs BS Feov ES Dec F2 Jan ES Feb E3 Mar B3 2pr ES May B3 Jun B3 TOTAL ES
5 EE B £5 EB 3] 3 EB 3] EB 3] ES TOTAL EB
= TR TR TR TR TR TR TR TR TR TR TR TOTZL TR
Graduate Tazaching A=sistant
0.00 1,124.02 z,166.67 .87 2,166. 67 o0 a.00 0.00 3, 80160
o 5.00 .00 85.00 a.00 0.00 224.05
.0g 0.00 .00 0.00 0.00 0.00 a.00 0.00 .00
Regents Professor
4,676.38 .28 235.38 4, 676.88 4,676,238 4,676,258 2, 676,88 4,676,358 a7,181.21
1,402.07 ). 61 280. 62 1,402.06 1,408.06 1,403.06 1,403.06 1,403.08 11,154.35
0.00 .00 0.00 0.00 2.00 0.00 0.00 0.00 2.00 0.00 0.00 .00
18 Graduate Taacking h=sistant
0.00 1,500.00 260.87 .00 oo 0.00 0.00 0.00 0.00 5,546.58
0.00 45.00 7.83 o0 0.00 0.00 0.00 166.40
0.00 2.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
12 Graduste T=aching hssistant
3,301.58 2,166.67 2,166. 67 2,166.67 Z, 16667 2,166.67 2,166.67 0.00 0.00 18, 46828
0.00 20,05 £5.00 85.00 £5.00 5.00 £5.00 £5.00 0.00 554.05
0.00 o.00 a.00 o.00 a.00 o.00 0.00 a.00 0.00 a.00 .00
554150
IFR o Graduate Research R=sistant
0.00 3,301.54 0.00 0.00 2.00 0.00 0.00 3,801.54
o 0.00 22.05 0.00 0.00 2.00 0.00 22.05
.og 0.00 2.00 0.00 0.00 2.00 0.00 2.00
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Undesignated Sponsored Summa
Navigation: Salary Planning Distribution/Reports/ Undesignated Sponsor Summary

Purpose: To provide the total amount of salaries, by department, that are currently charged to
Undesignated Sponsored projects.

Recommended Frequency: Distributed monthly by the SPD Center. Report can be run at any
time by SPD on-line users. (However aging will be off if not run at end of month).

Selection Criteria Options:

When you have entered/selected the appropriate report parameters
= Click on the Run button Run in the upper right corner of page.

Undesignated Sponsored Summary

Run Control ID re25y Report Manager Process Manitar Run

Report Request Parameters

Company: | GT |@& Business Unit: GT &

Fiscal Year:| 2016/

GL ORG:|160 @ Aerospace Engineering
{(Blank for ALL)
[5] save | [Gh Returnto Search || [=] Notify =% Add
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Undesignated Sponsored Summary:

Gecrgia Imssituts of Tecknaology

Report ID: GTGC143 UMDESIGNATED SECNSCRED JUSTIFICATION SUMMARY REFORT Page Ho. 1
R OF 02/02/2016 Run Date 02/02/2016
Run Time 10:44:31
ORG ID : 160 - Rerospace Enginesring / For Fiscal Year : 2016
DEET DEET TOTAL TOTAL S48 a0l a04045414522240522 FE K PENR D I T U R E § A44iaddiiiiiiisidiiiaiiiisiiiiiiiiiias
ID HAME ENCUMERANCES EXPENDITURES TUKLER a0 - &0 €0 DAYS &0 - 20 20 - 120 OVER 120
20 DRYS DR¥S AND OVER Da¥s Da¥3 DAYS
180 Zerospace Engineering 1,051,111.46 44,013.57 0.00 0.00 44,013.87 18,361.53 11,552.07 14,083
210 Electrical & Compuser Engr 32,488.88 0.00 o.00 0.00 0.00 0.00 0.00 0.00
TOTALS : 1,083, 61144 44,013.87 o.00 0.00 44,013.87 18,361.23 11,552.07 14,082.87
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Undesignated Sponsored Detail

Navigation: Salary Planning Distribution/Reporst/ Undesignated Sponsor Detail

Purpose: To provide details to the department for all employees who have personal services that
are currently charged to an Undesignated Sponsored project. Charges appearing on this report that
are greater than 60 days should be redistributed/reassigned to another project.

Recommended Frequency: Distributed monthly by the SPD Center. Report can be run at any
time by SPD on-line users (however aging will be off if not run at end of month).

Selection Criteria Options:

When you have entered/selected the appropriate report parameters
= Click on the Run button Run in the upper right corner of page.

Undesignated Sponsored Detail

Run Control ID re35y ReportManager Process Monitor Run

Process Instance: 2451251

Report Request Parameters

Company: GT [& Business Unit: GT [&

Fiscal Year:| 20163,

GL ORG: 160 @
(Blank for ALL)

Aerospace Engineering

[5] save ||[Zh Returnto Search | [=] Motify =4 Add
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Undesignated Sponsored Detai

Repart ID: GTGC142 UMDESIGNATED SECKSORED JUSTIFICATION DETAIL REECRT Page Na. 1
RE OF 02/02/2016 Bun Date 02/02/2016
ORG ID : 160 - Rerospace Engineering Fun Time 10:44:5%5
DEPARTMENT : 180 - Rero=pace Engineering
AIMINISTRATOR :
EMPLOYEE NAME EMPL ID/RCDE CLAZZ  FAYGRF PROJECT ENCUMERANCE Le2iiii2iiirssdiisasdsssisiis: EX PENDITURE § S224iis2d0d0aa0000aa000aa00222
UNDER a0 - &0 &0 DR¥S &0 - 20 90 - 1z0 OVER 120
30 DAYS Y3 END OVER DAYS DAYS DAY
32326 / 0 ] EME 1608620 43,8918.98 o.o0 T o.00 .00
22528 /0 B EME 1606650 33,261.36 0.00 0.00 0.00 0.00
§2701 / 0 Q MG 1606650 §,500.02 o.00 000 o.00 o.00
15647 / 0 ] EME 1608620 41,811.48 o.o0 2,000.00 o.00 0.0
€9525 /0 2 EME 1606650 4,333.35 0.00 0.00 0.00 0.00
48832 /0 Q MG 1606650 5,332.35 o.00 000 o.00 o.00
gz180 / 0 Q AV 1608620 9, 600.00 o.o0 T o.00 0.0
48387 f 0 Q AV 1608620 0.00 o.o0 978_26 97E.26 0.0
41252 f 0 Q MG 1606650 2,€00.00 o.00 £00_00 £00.00 o.00
42730 f 0 Q pAY ) 1806620 17,888.96 o.00 a.00 o.00 200
as660 f 0 Q AV 1608620 30,989.96 o.o0 10, 333_32 s, 166.66 5,166 66
57215 / 0 Q EME 1606620 12,585.86 0.00 0.00 o.00 o.00
58723 F 0 Q pAY ) 1806620 17,888.96 o.00 a.00 o.00 .00
40244 /0 ] EME 1608620 43,8918.98 o.o0 T o.00 0.0
48652 / 0 Q EME 1606620 4,333.32 0.0a 000 o.00 2.0
g57as /0 ® FME 1806620 20,000.00 a.00 o.00 a.00 o.00 200
65762 / 0 Q AV 1608620 12,000.03 .1 o.o0 T o.00 0.0
54323 / 0 Q EME 1606620 1Z,525.86 0.00 0.0a 000 o.00 2.0
43212 /0 2] FME 1606620 20,000.00 .1 o.00 000 o.00 o.00
7528 /0 ] EME 1608620 20,000.00 .1 o.o0 T o.00 0.0
55244 /0 2 EME 1606650 1Z,585.86 0.00 0.00 0.00 0.00 0.00
£5546 /0 Q pAY 1606620 12,000.03 .1 o.00 000 o.00 o.00
52447 /0 Q AV 1608620 13,002.00 .1 o.o0 T o.00 0.0
53308 /0 2 EME 1606650 1Z,585.86 0.00 0.00 0.00 0.00 0.00
s44z31 /0 Q MG 1606650 0.00 oo o.00 1,278_26 1,278.26 o.00
szoEs1 [ 0 Q AV 1608620 18,000.00 o.o0 o.o0 T o.00 0.0
48287 /0 2 EME 1606650 1Z,585.86 oo 0.00 2,166 66 0.00 0.00
555824 /0 B FME 1606620 20,666 68 0.00 0.00 0.00 o.00 o.00
569813 Ff 0 Q AV 1608620 12,000.03 .1 o.o0 T o.00 0.0
55541 F 0 Q AV 1608620 0.00 o.o0 o.o0 130_42 120.43 0.0
554106 / 0 Q EME 1606620 12,885,898 .1 0.00 0.00 0.00 o.00
se9728 [ 0 Q AV 1608620 0.00 .1 o.o0 1,134_92 o.00 0.0
414276 [ 0 ] EME 1608620 57,380.48 .1 o.o0 T o.00 0.0
546663 [ 0 Q EME 1606620 0.00 0.00 0.00 o.00 o.00
38006 F O Q pAY ) 1806620 .1 o.00 2,416 86 2,416 86 200
gz188 / 0 Q AV 1608620 o.o0 o.o0 100_00- o.00 0.0
68447 /0 B FME 1606620 0.00 0.00 0.00 o.00 o.00
18641 /0 2] FME 1606620 0.00 o.00 000 o.00 o.00
aze4a / al EME 1608620 .1 o.o0 T o.00 0.0
40411 /0 B EME 1606650 0.00 0.00 Z,€38.41 0.00 0.00 2, 608.41
10485 /0 Q pAY 1606620 .1 o.00 2, EEE_E4 2,166 &6 Z,166. 66 4,233.32
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Distribution Change Summa

Navigation: Salary Planning Distribution/Reporst/ Salary Distribution Change Sum
Purpose: To provide the total amount of salary changes for each project

Recommended Frequency: Monthly, but can be run at any time by SPD on-line users.

Selection Criteria Options:

When you have entered/selected the appropriate report parameters
= Click on the Run button = Run in the upper right corner of page.

Monthly Salary Dist Change Sum

Run Control ID re3sy Report Manager  Process Monitor Run

-

Process Instance: 2451252

Report Request Parameters

Company:|GT @, Business Unit: GT 3

ORG ID: 160 @ Aerospace Engineering

(Blank for ALL)
Fiscal Year:| 20162

From Accounting Period: 1@

To Accounting Period:| 3@

[5] save | [2M Returnto Search | |[Z] Motify =+ Add
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Monthly Salary Distribution Change Summary:

Gecrgia Institute of Technology

Repert ID: GTGCR1ZB.SCQR SALARY PLANNING AND DISTRIBUTION SYSTEM REPORT Page No. 3
Monthly Salary Distribution Changes Summary Run Date 0Z/02/201&
From July to September Fiscal Year 2016 Run Time 11:04:48

QRG : 160 Aerospace Engineering
Department : 160 Aerospace Engineering

PeopleSoft Leecunt

Projecti (Cbject) Beginning Balance Change Amt Ending Balance
GIT 1601150 511100 54,000.00 (44,181.82) 9,818.18
GIT 801150 S1l3oo 30,5858.653 0.00 30,5858.63
GIT 1601150 511430 227,582.87 {146,187.64) 81,385.23
GIT 1601200 511100 2,300,9872.99 (474,407.14) 1,826,565.85
GIT 1601200 511200 0.00 18,941.78 1E6,941.78
GIT 1601200 511300 37,694.73 (5,290.35) 32,404.40
GIT 801200 511410 1,000.00 0.00 1,000.00
GIT 1601200 511430 28,200.00 344,901.06 373,101.086
GIT 1601236 511100 0.00 20,125.42 20,125.42
GIT 1601236 511300 30,122.66 (3,475.78) 26, 646.80
GIT 1601236 511430 50,200.00 (45,100.00) 5,100.00
GIT le0l289 Sll300 63.00 0.00 6853.00
GIT 1601289 511410 2,700.00 0.00 2,700.00
GIT 1601289 511430 26,640.00 (25,355.71) 1,284.29
GIT 1601250 511100 343,825.87 (96,430.47) 247,485.20
GIT 1601250 511500 398,138.13 (18,675.75) 379,462.34
GIT la0l2s0 Slle2l 206,525.18 4,847.61 211,776.78
GIT 1601280 723000 0.00 62.25 62.25
GIT 1601300 511100 1,823,738.12 590,099.98 2,413,B838.10
GIT 1601300 511200 0.00 189.49 185.48
GIT 1601300 511300 12,4533.77 0.00 12,4533.77
GIT 601300 511400 1,320.00 1,542.04 2,B62.04
GIT 1601300 511430 83,8B80.72 1,086.07 84,5876.78

[ EEas——— e e e N s ————_______________]
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Distribution Change Detail

Navigation: Salary Planning Distribution/Reports/ Salary Distribution Change Dtl

Purpose: To provide a complete description of all salary distribution changes processed during the
current reporting period (month) for an operating unit.
This report provides departments a record of the changes processed each month.

Recommended Frequency: Monthly, but can be run at any time by SPD on-line users.
Selection Criteria Options:

When you have entered/selected the appropriate report parameters
= Click on the Run button Run in the upper right corner of page.

Monthly Salary Dist Change Dt

Run Control ID re35y Report Manager  Process Monitor Run
Process Instance: 2451253
Report Request Parameters
Company:|GT |2, Business Unit:|GT @

ORG ID: 160 ] Aerospace Engineering

(Blank for ALL)
Fiscal Year:| 20162

From Accounting Period: 1@

To Accounting Period:| 3@

[5] Save | [oh Returnto Search =] Maotify =+ Add
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Monthly Salary Distribution Change Deta

Report ID: GTGCR137.3QR

Org : 160 RAerospace Enginesring
Department : 160 Rerocspace Enginesxzing

Geexgia Imositute of Technolegy

SALARY ELAMNING AND DISTRISUTION
Monthly Salary Disszibusien
From July to September Fiscal

SYSTEM REFORT
Changes
Year 2016

Pags No. 3
Run Date 02/02/
Fun Time 11:08:

E=opleSoft Empl ID / RCD# FecpleSoft Account
Positionf Employes Hame Erojeccf (Object) Baginning Balance Change ms Ending Balanece
00014334 FOGOOROODDE Ol OSeCoUowE 53zaze {0 1606650 511100 58,335 64
- - 1606R55 511100 18,131.0%
1606ATE 511100 11,148.27
00014334 IBOCOOROItUSEbOB et Ot 532326 [0 1606680 511100 58,558.64
- - 1606855 511100 18,131.05
1E60EATE 511100 11,148.27
o.00 175,€75.82
00000182 OO OB OReE = T /o 1605802 512100 120.00 120.00
o.00 120.00 120.00
00000187 RGO OR 547388 /oo 1606680 511420
- - 160 6RWH 511420
00000187 - RO A od 542368 {0 1E06650 511430
- - 160 6RWH 511420
o.00
00008185 OGO 546616 /oo 1606680 511430 (12,000.03] 000
- - 16065DF 511430 o.00 ,500.00
16065ER 511200 10,063, 64 10,062, 64
1E60E5EE 511430 18, €74.62) z,325.40
(11, €11.01) 14,880.04
00010220 - OCCPUABOS 87527 /o 1601200 511100 42,261.14
- - 1601200 511100 21,831.68
1601400 511100
56, 63453 4,453 26
00000185 OCORGI00E P 1606680 511100 (15,382.85)
- - 1E0EACY 511100 5,13%.23 7.506.87
1606RKE 511100 o.00 Z,848. 98
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Salary Distribution Change Summa

Navigation: Salary Planning Distribution/Reports/ Salary Distribution Change Sum
Purpose: To provide the summary total amount of salary changes for each project

Recommended Frequency: Monthly, but can be run at any time by SPD on-line users.

Selection Criteria Options:

When you have entered/selected the appropriate report parameters
= Click on the Run button Run | in the upper right corner of page.

Salary Distribution Change Sum

Run Control ID re2sy Report Manager FProcess KMonitor Run

Process Instance 2451254
Report Request Parameters

Company: |[GT @, Business Unit: |GT 3

Fiscal Year:| 2016 @

Start Date: 09/01/2015 |[=

GL ORG: 160 a3

Aerospace Engineering
(Blank for ALL)

[5] 5ave | |[Sh Returnto Search | |[=] Matify =y Add
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Salary Distribution Change Summary Report:

Repars ID: GTEC

Georgia Institute of Teckaalogy
3A12RY DISTRIEUTION CHANGEZ STMMARY
Fiscal Year 201€ {2015-07-01 through 201&-0&-20}

CRE ID : 160

DEPARTMENT : 160 RAerospace Sngineering

CHANGES PROCESSED

FROTECT AMOUNT

GIT 1601150 (23,201.34)
GIT 1601200 (€6,357.81)
&IT 1601226 20,125.42
GIT 1601288 (1,403.00]
GIT 1601250 (2%, 331.26)
GIT 1601300 (143,2373.59)
GIT 16013013 €,684.223
GIT 16013014 27,810.89
5IT 16013015 £6,927.65
GIT 16013035 (17,B70.66)
GIT 16013052 2,301.58
&IT LE0130Y z,855.5¢
GIT 1601312 (10, 064.32
GIT 1601318 (14,133.86)
GIT 160131H 2,428.04
&IT 160131L 24245
GIT 160131M 1,560.22
5IT 1601310 {73641
GIT 1E60131X Z,852.52
GIT 16013523 11,786.72
GIT 1E013K7 144,781 80

SPD USERS MANUAL
Last Update: 10/2015

Page Ho. 1
Bun Date 02/02/2018
Bun Time 11:18:46
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Salary Distribution Change Detail

Navigation: Salary Planning Distribution/Reports/ Salary Distribution Change Dtl

Purpose: To provide a complete description of all salary distribution changes processed during the
current reporting period (month) for an operating unit.

This report provides departments a record of the changes processed each month.

Recommended Frequency: Monthly, but can be run at any time by SPD on-line users.

Selection Criteria Options:

When you have entered/selected the appropriate report parameters
= Click on the Run button rRun in the upper right corner of page.

Salary Distribution Change Dtl

Run Control ID re2sy Report Manager Process Monitor Run
Process Instance: 2451256
Report Request Parameters

Company:|GT @, Business Unit:|/GT @

Fiscal Year:| 2016/Q

Start Date: 09/01/2015 ([

GL ORG: | 160 ]
(Blank for ALL)

Aerospace Engineering

[5] save |/l&h Return to Search =] Motify =+ Add
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Salary Distribution Change Detail Report

Gecrgia Inssitute of Technolegy

Report ID: GTECISO SALARY DISTRIGUTION CHANGES Pags Ho. 4
Fiscal Year 2016 {2015-07-01 shroogh 2016-06-20) Run Date 02/02/2016
Run Time 12:35:10
DEPARTMENT : 180 e E:
ES0ET EMEL EMEL EROJECT ACTICH CHANGE CHANGED FUTURE ACCOTRTING
LR I MAME DRTE ZMOTNT BY ® PERIOD
187 seailss / 0 Mg, Kenneth Yu Wai 08/04/2015 Carter,Enita M 100.000 JUL
02/04/2015 Carter,Enita M 100.000 JUL
09/04/2015 Carter,Bniza M 100.000 JUL
08/04/2018 Carter,Eniza M 100.000 JUL
Employes Total:
187 s43860 / O Coder, Ryan Daniel 1601150 08/16/2018 (2,706.35) Carter,Eniza M 100.000 AT
Employes Total: (2,706.35)
187 558248 / 0 Salahshoor Pirsoltan,Hossein 1601150 08/25/2015 (1,500.00) Carter,Enita M 100.000 JUL
Employee Total: (1, 500.00)
187 sezs3z / 0 Choi, Thomas 1601150 0g/28/2015 (1,124.22) Carter,Enita M 100.000 ATs
1601150 0g/28/2015 (2, 166.67) Carter,Enita M 100.000 ATs
Employes Total: (3, 201.59)
187 567475 / 0 sen=mon,Terry Hurley 1601150 09/28/2015 (867 _.00) Carter,Bniza M £3.741 ans
1601150 ne/28/z018 1,281.27) Cartex,Bniza M £3.741 ams
1601150 08/28/2015 (2, 167.00) Carter,Enita M £3.741 ATs
Employee Total:
187 554150 / O Gakshi,Kaivalya Sanjeev 1601150 11/05/2015 (1,124.87) Carter,Enita M 100.000 SEF
1601150 11/05/2015 (2, 166.67) Carter,Enita M 100.000 SEF
1601150 11/05/2018 (1, 161.37) Cartex,Bniza M 100.000 SEP
Employes Total: (4, 462_21)
187 s£aT4s /0 Williams, Gzady Robert 1601150 11/13/2015 1586.17) Barnes IT,Terzyl 100.000 JUL
1601150 11/13/2015 (526.17) Barnss II,Tercyl 100.000 JUL
1601150 11/13/2015 53617 Barnes II,Terzyl 100.000 JUL
11/13/2018 405_58 Barnes IT,Terzyl 100.000 JUL
11/13/z018 (485.38) Barnss IT,Tercyl 100.000 JUL
Employee Total: 1526.17)
187 sess3z / 0 Choi, Thomas 1601150 12/02/2015 (2, 166.67) Carter,Enita M 100.000 ans
1601150 12/02/2015 (2, 166.67) Carter,Enita M 100.000 ATs
1601150 12/02/2015 (1,124.82) Carter,Bniza M 100.000 ans
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Workload Assignment

Workload Assignment Form:

The Workload Assignment Form is emailed to each employee required to maintain OMB Uniform
Requirements Compliance. The email contains a web link and instructions. The employee clicks on

the web link, enters his/her GT Account and password to access the report.

The email distribution features a “Submit Changes” action button that opens up email for the
employee to send to the appropriate department accountant requesting changes/corrections.

The employee is responsible for reviewing and maintaining the monthly copies along with any other
appropriate materials and policies required for A21 Compliance.

The Department can also run the Workload Assignment Form as well from SPD as a backup if the
employee looses the report or needs at a later date.

Workload Assignment Report

Run Control ID re35y Repaort Manager Process Manitor Run

Report Request Parameters

Report By
company: (T |@,  Business Unit |GT @
@ GL Org
Department
Ora: 160 o]

Home Dept: I

Fiscal Year: | 20163 Accounting Period: | 1/@

Empl ID: | 99939 2 Jon Smith
[5] save | [Gh Returnto Search =] Motify = Add
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Printed Workload Assignment Report

Report ID: GTHRRNWAF Georgia Instituse Of Technology Pags No.: 1
Fiscal Yeaz: 2016 Transmittal of Updated Workload Rs=signment tc Employes Run Date: 02/02/16
Oxg: 160 Run Time: 12:0Z:
Home Dept: 160 - Aevospace Engineering Work Dept: 160 - & Engineering Fiscal Year: 2016
Mame: SmithJon Empl. ID: §0000 Title: Begents Professcr Month: July
INSTRUCTIONS

This Workload Assignment Report has been provided for review, confirmation, and/or correction in accordance to Plan Confirmation System requirements.

1. BEVIEW the distribution of your salary to projests to determine if it accurately reflects your current and planned activities
2. ERRORS. Contact your departmental Financial Manager if:

a. Thi= workload dissribu n is not correct (deviates 5% or more from your actual efforc).

L. You are not familiar wish one or more of the projects being charged for your =ffors.
3. WO ERROBRS. Retain a printed or slectronic copy of this Worklcad Assignment Report and any modifications.
4. QUESTIONS. Comtact Robert Ellington (824-2488), Grants and Contracts Accounsing, if you need information about your responsibilities under the Georgia Tech Flan

Confirmation System.
Project Dates

Project Sponscx Project Title Start Date End Date
160131¢ PEATT & WHITNEY RIRCRAFT/ RUTCIGNITION OF FUEL 3PRAYS 01-JAN-2015 21-DEC-2015
1606620 UNDESIGMATED RERC UNDESIGHATED SEON3ORED RESERRCH 01-JUL-1882 20-JUN-2020
16068EC GE EOWER & WATER/SCHEWECTADY, WY CROS3-FIRE IGNITION 12-MAR-2015 21-DEC-2015

Corrent Personal Services Distribution
Project % Total Jul Bug Sept Oct How Mar Apr May
160131¢ 1.50%  2,025.86 306.56 425.85 4z8.85 42585 42885 0.00 0.00 0.00
1606680 58_23% 78,5805_7 0.00 0.00 0.00 0.00 0.00 11,285.11 11,.,285.11 11,2B5.11 11,2B5.11
16068EC 40.17% 54,385.5%  10,978.3% 10,855.26 10,855.26 10,855.26 10,855.26 0.00 0.00 0.00 0.00
Total 100.00% 135,421.32  11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11 11,285.11
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Section 5: Tips and Techniques
Helpful Hintsn

» To view by project, enter the new Project /SpeedType Number. To view by person,
enter the Employee ID number or name.

» The (Tab) key rather than the (Enter) key is essential to navigation in the SPD
Panels.

> A (Shift F4) allows a partial search.

» Account/Object Codes can only be changed via a new PSF Form. PSF Forms
submitted to Human Resources will “Drive” the information showing in SPD.

» If an employee has more than one job appointment (as indicated by the job record
number), a separate SPD Panel will appear for each job record.

» Us the scroll bar on the Future Pay Period Panel to select the Accounting Period you
wish to view.

» If you have any questions regarding SPD Changes, please e-malil
spd.ask@business.gatech.edu

SPD Training Guide Tips & Techniques
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Georgia Institute of Technology
SALARY PLANNING AND DISTRIBUTION (SPD) TRANSMITTAL FORM

GL/Org Number GL / Org Name Mail Code
Employee ID #

Employee Name

Contact/Approval Information

Requested By: Title:

Date: Phone: Email: Fax:

Approved By: Date:

Approved By:

(if Shared) Date: Org No. Mail Code

Approved By:

(if Shared) Date: Org No. Mail Code
Past Pay Period Changes [ current Fy [ Prior FY

NOTE: For all changes made TO externally-funded sponsored projects**, you must choose a justification reason. If “Other” is selected, enter detailed
explanation.

JUSTIFICATION REASONS: **

1. Correction of labor charges based on review by employee, PD/PI, or authorized delegate.

2. Correction of clerical error or data input identified by authorized unit financial personnel.

3. New Award costs incurred during the award period charged temporarily to other allowable funds pending establishment of a
new award/fund.

4. Allowable pre-award costs (incurred prior to the award period) initially charged to other allowable funds.

5. Renewal award costs charged originally to prior sponsored increment or to other allowable funds.

6. Other: Specify below

(a) Explain why the expense was not originally charged to the correct project.

(b) Explain how the expense benefits the scope of work on the "TO" project.

JUSTIFICATION FOR LATE TRANSFER (Complete this section for requests over 90 days, MAIL ORIGINAL DOCS ONLY) **

Pay Period End
Date: Date of Request: 1/0/1900 Days L ate: 0

(c) Explain why the error was not identified and corrected timely (within 90 days of the Pay Period End date).

(d) Explain what steps are in place to prevent the need for a late cost transfer going forward.

** Excludes sponsored projects funded by Georgia Tech Foundation and Georgia Tech Research Corporation. Transfers between
projects associated with the same sponsored fund (award) are not subject to special justification requirements or the 90 day limitation.

For Grants & Contracts SPD Center ONLY

Changes Entered By: Date:
Control Number: To Project Acctg Phone Number:
RETURN FORMS TO: Grants & Contracts Accounting
SPD Center

Mail Code 0259
Revised 10/15 Or FAX TO: 4-1514
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