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University of Delaware ~ Payroll & Records Management 1. Overview
Labor Allocation Module Training

1. Overview

1.1 Summary

The Labor Allocation Module (LAM) enables units to update employee salary
distributions based on temporary funding. The distributions for each pay are
allocated by percentage within each Earnings Code, not by dollar amounts; they
can be changed as frequently as needed.

The LAM is a system which is part of PeopleSoft-Oracle HR. The LAM input page is
in the UD Financial system, while the LAM data resides in HR. The LAM is “owned

and operated” by Payroll and Records Management. Send questions or comments
to lam-system@udel.edu.

1.2 Advantages
e LAM updates can be made up to 2 working days prior to the pay day at 5pm
e Department changes on a JED will automatically update LAM department
e The LAM entry page allows multiple distribution changes for the same
Effective Date
e Multiple LAM Distributions within a pay period will prorate changes
¢ Terminated employees are viewable in the LAM
¢ Pay data and financial transactions are consistent

1.3 Who is in the Labor Allocation Module?
All paid employees are in the LAM, however only certain employees are viewable
and updatable in the LAM.

Employees who are updated in the LAM:
e Exempt staff, non-exempt staff, and faculty (FT/PT)

e Hourly AFSCME employees

e Limited-term researchers

o Post-Doctoral researchers and Post-Doctoral fellows
¢ Graduate students on contract

Employees who are not updated in the LAM:
o Supplemental faculty and supplemental professionals

e Graduate student labor (not on contract)
e Undergraduate student labor
e Miscellaneous wage employees
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2. Requesting LAM Access

Send request to lam-system@udel.edu, include:

o Name and user name (UDelNet ID)

Are you requesting update or view only access?

Do you currently have access to FIPRD (financials production)?

Do you currently have access to HRPRD (HR production)?

What tree node access do you need?

» Generally, the tree node = Dept ID (access for one department)

*» To have access to multiple departments, those departments must fall
under the same higher level tree node

(0}
(0}
(0}
(0}

Example of Tree Node Access

College level tree node = 03000
Dept tree node = 03101
Dept tree node = 03110
Dept tree node = 03106
Dept tree node = 03120
Dept tree node = 03130

To request LAM access to all the departments
within this college, you would request the high
level tree node: 03000.

= If you do not know your tree node number, send an email to lam-
system@udel.edu

0 Permission for access to LAM:
= Comes from either your department head or the designated individual
for your unit

» |Is based on the authorization procedures setup by your college or VP
unit.
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3. The Basics

3.1 Logging into UD Financials (FIPRD)

e Use the URL www.udel.edu/payroll.

e Select the LAM Login under Quick Links in the left-hand column.

About Us ACA Employues Forms LAM Rusources VDT

or more Information about the 1095-C forms,

V-2 ropeint will not be processed

o Enter your User ID and Password (UdelNet ID and password)
¢ Click the Log In button
o Enter in your 2Factor Authentication code if needed

UNIVERSITY qf DELAWARE

Central Authentication Service (CAS)

W system message: Clients may experience brief, intermittent outages when accessing UD Web applications between 6:00pm and 8:00pm on Thursday,
August 16th, due to required maintenance.

Login with your UD ID or username and password

Username is either your UDelNet 1D or your email address. UD ID is your
numeric University identifier.

More help. =,

Username or UD ID
wamosley |

Password:

Forgot your Username or Password? /=

Some sysiems may not be available between approximately 3:00 a.m. and 3:15 a.m. ET Monday - Saturday. and between 5:15 am.and 545 am. ET on
Sundays due to system maintenance.

University of Delaware MNewark, DE 19716 USA m
Phone: 302-831-6000 www.udel edu/help OF
Comments Legal Notices  Accessibility EIM
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3.2 Navigation to LAM Entry Page
1. Navigate to the UOD HR LAM search page

a. On the Financials Home Screen, select UOD HR Labor Allocation
Module

+ Financials Home

UDataGlance Web Forms

UDataGlance

My Favorites Query Manager UOD HR Labor Allocation Module

ORACLE
PEQPLESOFT

2. If you do not have the module listed on the Financials Home screen:
e Go to the NavBar icon in the upper right-hand corner
Select Navigator \1)
Select UD Processes

» Financials Home ® Q w : (=)

UDataGlance Veb F Ret NavBar: Navigator o

- | — () ASG Adapter >
UDataGlance - : ’
-I Recefl Places

UD Processes

. Employee Self-Service 3
o
My Favoritas
Supplier Contracts 3
g Purchasing IS
Mavigator
Services Procurement 3
L]
=
=)
Approvals Grants ¥
Project Costing >

My Preferences

Proposal Management S

Accounts Payable »
Classic Home

General Ledger >

e Select UOD HR Labor Allocation Module

© 2011 University of Delaware -6 - 10/23/2018
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Labor Allocation Module Training

3. The Basics

¢ Once in the UOD HR LAM screen, select the three stacked dots H in the

upper right-hand corner.

e Select Add to Homepage, then select Financials Home to add to your

Financials Homepage.

0 You can also select Add to Favorites if you would like it in your

Favorites.

UOD HR LAM
Entar any Information you have and dick Saarch. Laave flelds biank for a fist of all valuas,
| Find an Exinting Vatun |
| Sanren Crivaria

UoD HR LAM

Soti0f= v | {0aTe T} ]

R
0

Add to Homepage

from

Empl 10| bagira Wil = ]|

150 Mactucke Histary Sanuithve

| Search | Basic Swarch [P Save Search Critaria

Or create a new Homepage

PG Add

|||||||

Halp

Add To Favorites

MNavBar

My Proferences

Sign Out

¢ You will receive the following confirmation. Click OK. The module will be
added to the Financials Homepage.

Add To

OK

Added 'UOD HR Labor Allocation Module' to Financials Home Homepage

e If you need to REMOVE the module from the Financials Home page:
o On the Financials Home page, select the three stacked dots f in
the upper right-hand corner
0 Select Personalize Hompage

Financials
Production

UDataGlance Web Forms

UDataGlance

~ Financials Home

Report Manager

Query Manager UQD HR Labor Allacation Module

© 2011 University of Delaware
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3. The Basics

0 Select the red 9 on the UOD HR Labor Allocation Module

Cancel Personalize Homepage
Add Homepage Mame |Financials Home
Fina et UDataGlance ) | Web Forms Repart Manager [x]
= Research Olc Homepage (]
= My Homepage2 (%]
“ |
My Favarites a Query Manager | | UCDHR Labar Allocation M... 0

[

e

Add Tile

o Save your changes.

o0 The module will be removed from your Financials Homepage

3. In the UOD HR Labor Allocation Module, find the employee whose LAM needs

updating:

e Enter the following fields:
o The Empl ID if known
and/or
0 Department (5-digit code)
and/or
o Name (last name only)

e Click Search button

UOoD HR LAM

Find an Existing Value

Search Criteria

SetlD|= oD
Empl ID| begins with

pp

Fiscal Year| = v
Department| begins with «
Mame | begins with -

Include History Case Sensitive

= i
Search Clear Basic Search = Save Search Criteria

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

4. Search Results will display available information

(If only one Fiscal Year exists for an employee, you will go straight into the LAM entry page)

© 2011 University of Delaware -8-
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3. The Basics

5. Click on the correct Name / Fiscal Year / Department row to open that

record
UoD HR LAM
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
SellD|= = UoDo [}
Empl ID| begins with « o
Fiscal Year| = A
Department| begins with «
Mame | begins with * |[Mouse
Include History Case Sensitive
= .
HINT Search Clear Basic Search = Sawe Search Criteria
Be careful to
earch Results
select the
correct Fiscal fiew Al First ‘A 1-11 of 11 L' Last
Year and Fiscal Year Department Name
Department 2012 01921 Mouse,Mickey
UODO01 12345 2013 01921 Mouse,Mickey
'UODO1 88888 2012 02586 Mouse MinnieM
UODO01 88883 2013 02586 ‘Mouse,MinnieM ™~

Note:
You will be able to view all employees in the LAM, but can only
update those employees to which you have security access.

6. Click the Show LAM Distribution button to populate LAM data from the HR
system.

UQD HR Labor Allocation

SetiD UODO1 UNIVERSITY OF DELAWARE
EmplID 12345 Mouse,Mickey
Department 04720 PAYROLL

Fiscal Year 2012 ; ShowLAMDmtnbulmn Next Fiscal Year 2013 Add next FY distribution

7. The LAM distributions will display with the most recent Eff Date first,
including any future-dated rows within the fiscal year you selected.

© 2011 University of Delaware -9- 10/23/2018
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3. The Basics

8. Click View All to see all the Eff Date distributions for a given fiscal year.

SetiD UODOA
Empl ID 12345
Department 04720

Fiscal Year 2012

UOD HR Labor Allocation

LINIVERSITY OF DELAWARE
Mouse,Mickey
PAYROLL

Show LAM Distribution

Distribution Effective Date

+[=]
*Eff Date 07/01/2011H £# 0  “FundingEnd 06/30/2012 [
Saq Date
Earnings Code Distribution
Ei:" Dist%  Purpose Fund Dept Program Source
1 REG | 100,000 PAYR110000 OPBAS 04720 ADALL

Mext Fiscal Year 2013

Add next FY distribution
Find | View All First
Project Account
O, 120200

o 1efd

Class

Q001

Last

UD Chartfield

Q

SpeedType

Q, PAYR110000

9. Now all the Eff Dated distribution rows are visible. You may need to scroll
down to see all the rows.

Distribution Effective Date Find |Mew 1] First & $30f3 b [an
Hi=
“Eff Date WOV W g 0 FundingEnd % o
Seq Date
Eamings Code Distribution Personalze | Find [ L] B Fist & 1001 4 12
rl‘;d" Dist%  Perpose Fund Dept Program  Source Preject Aeecant Cless  UD Chanfield SpeedType Purpose Descripdon Dt Description
G 100000 PAYR ADALL a Q120200 Q0 Q, PAYRUOK0 Q PAYROLL PAYROEL b
] =
B Dang 10120 W g FundingErd  DHE0P01E
Seq Date
Eamings Coda Distribution Personalze | Find | L] B Frst 4 11 0 L
.E;"e Dist%  Pupose Fund Dept Progeam ~ Source Project Accint Class D Chartfisid SpredType Purpose Description Dagt Description
0 PAYR110000 OPRAS  4THD q Q120800 @ 000 qQ Q PAYRTI0O00 @, PAYROLL PRYROL +
#iZ
“E# Dane WER 0 CFundingEnd  F Cl
543 Daw
Eamings Code Distribution Personalize | Find | &2 | [ Fist 4 11 & Ls
Fund Tept Program  Soutce Piojoct Aecoani Cless U0 Chartfiskd SpeedTypo Purpass
470 ADALL a <} ), PAYR0000 @, PAYROLL 3
v
© 2011 University of Delaware - 10 - 10/23/2018
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Labor Allocation Module Training

3. The Basics

Definitions of Key Fields and Buttons

EmplID - Employee ID Number (UD ID)
2. Show LAM Distribution button - click
this to get LAM data to display from HR

3. Add next FY distribution button —
click this to add a distribution with an
Effective Date in the next fiscal year

4. Eff Date (Effective Date) - date the
Earnings Code Distribution takes effect

5. Eff Seq (Effective Sequence Number)
- allows additional Earnings Code
Distributions with the same Eff Date; a
system generated number with only the

6. Funding End Date - date the Earnings

7. button - used to add another
Distribution Effective Date within the
current pay period or a future pay period

Distribution Effective Date; today’s date
9. Earnings Code Distribution - the row
or rows of salary distribution funding for
a given employee that include the
Earning Code(s), Dist % and other

Earn Code - payroll earnings code for

Dist %6 - distribution percentage for
each Earn Code must equal 100%

Source — chartfield used to track

3.3 Quick Guide for Key Fields and Buttons in the LAM
1.
[ Left side of page ] system
UOD HR Labor Allocation
SetiD LODOT UNIVERSITY OF DELAWAR
1) EmplID 17345 2 MICke
s NOTE: * = required field
Department 04720 PAYROLI
2 3
Fiscal Year 2012 Show LAM Disinbution ) Next Fiscal Year 013 Add next FY distibution highest number taking effect.
Code Distribution ends
8. E| button - used to delete a
or in the future
Distribution Effective Date ) Find| ViewAl  First ‘4 10f3 ! Last
.
*_ = 8
4 ) 'Eff Date 07/01/71 ;*_Iii E ‘Funding End 2 M accounting information
‘ 10.
3 Date this employee
9 ) Eamings Code Distribution 11.
Bam e Purpose Fund Dept Program  Source Project Account Class U (3 decimal points)
(ode 12.
{ REG | 100000 PAYR110000 OPBAS (4720 ADAL ) 3 12020 001 C funding source
LW ALl W 4 AL 4 4 LULUY A W 4 -
L 10)‘ A 11/: N 12 Vi
© 2011 University of Delaware -11 - 10/23/2018
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Labor Allocation Module Training

< Financials Home

UOD HR Labor Allocation Modu

New Window | Help | Personalize Page

[ Right side of page }

2020 Add next FY distribution
Find | View All First ‘& 1 0of3 ‘&’ Last
Project Account Class UD Chartfield SpeedType Purpose Description
Q Q120200 Q 001 |Q Q |PAYR110000 Q_ PAYROLL

< =/

Definitions of Key Fields (cont’d)

13.

14.

15.
16.

17.

Project — chartfield used to define a grant
or facilities project

Account, Class, SpeedType — accounting
chartfields entered by user to define
individual employees.

UD Chartfield — optional chartfield used
at user’s discretion

button - used to add another Earnings
Code Distribution row

El button - used to delete an Earnings
Code Distribution row

Personalize | Find | Ll| ks First: \& 1 of 1 W Last

Dept Description

PAYROLL 3 = \D
16 )

Update/Display __.Zl Include History

© 2011 University of Delaware -12 - 10/23/2018
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4. Rules and Guidelines

RULE 1. Changes made in the LAM are for the current pay period and forward only. There
are no retro-active changes in the LAM.

e For more details about completing a JED webform with a prior Effective Date,
see LAM FAQ #6 on page 39.

RULE 2. Click the Show LAM Distribution button to populate LAM data from the HR
system.

UOD HR Labor Allocation

SetiD UODD UNIVERSITY OF DELAWARE
EmplID 12345 ouse Micke
Department 04720 PAYROLL

Fiscal Year 2012 Next Fiscal Year 7013 Add next FY distribution

RULE 3. Click the Add next FY distribution button to make the next fiscal year available
for adding LAM distributions.

¢ If the next fiscal year has already been activated, the button will be
“grayed-out” and will say Next FY distribution exists.

UOD HR Labor Allocation

SetiD UOD01 UNIVERSITY OF DELAWARE

EmplID 12345 vouse Micke

Department 04720 PAYROLL
Fiscal Year 2012 Show LAM Distribution Next Fiscal Year S Add next FY distribution

© 2011 University of Delaware -13 - 10/23/2018
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RULE 4. Multiple LAM distributions within a pay period will prorate the salary expense
based on the Effective Dates, Funding End Dates and the number of work days in
the pay period.

B Distribution Effective Date Find | View1  First 4 12012 M Last
VR =
------ { é)( “Eff Date 04252011 |[5) Eff seq 0 Funding End Date 061202011 |
Earnings Code Distribution
Eiz:‘_ Dist®% Account Class SpeedType Purpose Purpose Description DeptiD Dept Description Fund

AGRICULTURE AND NATURAL

1 50.000] [120200|, [001]Q [AGRI222111 Q, AGRI222111 SOIL TESTING SRVC 02101 RESOUR OPBAL
AGRICULTURE AND NATURAL

2 50.000] [120200/2, [001]Q, [RGRI462111 C AGRI462111 EXPERIMENTAL FARMING 02101 e OPBAL

a EE
\
‘\: I €| -ErfDate[0416%20115) Effseq 0 Funding End Date [08/2012011 |5
Earnings Code Distribution
E?}(Te Dist% Account Class SpeedType Purpose Purpose Description DeptiD Dept Description Fund

1 100.00] [120200|, [001|Q [HRSA110000 | HRSA110000 RECORDS MANAGEMENT 00635 RECORDS MANAGEMENT ~ OPBAS

APRIL 2011
SUN [MON [TUES WED [THURS |[FRI  |SAT
1 2
3 4 5 s 7 '8 ‘9

10 11 12 13 14 |15 16
5 work days (4/16-4/24) 17 |1s [19 20 21 |22 |23
100% REG HRSA110000

5 work days (4/25-4/30)

24 |25 EENNN T GEps r°<....' ............ 50% REG AGRI222111
- 50% REG AGRI462111

lllustration of how proration works within the same pay:

Multiple LAM Distributions
within a Pay Period (4/1 - 4/30)

Efiant:teePRaow Effective Funding End | Distribution Work Davs LAM Salary
. 4 Date Date Rows 4 Effect
Period
50% REG 25% REG
N AGRI222111 | 5 work days AGRI222111
L2 4/25/2011 6/30/2011
N 50 % REG (4/25 - 4/30) 25% REG
AGRI462111 AGRI462111
7N 100% REG 5 work days 50% REG
[ 1
\) A ey AT S0P HRSA110000 (4/16 — 4/24) HRSA110000
Total Salary % 100%

© 2011 University of Delaware -14 - 10/23/2018
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RULE 5. A LAM Distribution consists of an Effective Date with a Funding End Date which
has one or more Earnings Code Distribution rows. (See examples below.)

¢ The Distribution(s) must cover the entire pay period with no date gaps
between the Effective Dates and Funding End Dates.
¢ A gap will cause the accounting entries from the HR-LAM system to
“suspend” before updating the UD Financial system.

e The Distribution(s) must also cover the full fiscal year for accurate salary
obligations.

e Funding End Dates beyond the current fiscal year are OK for any
Purpose.

Two illustrations of two Effective Dated LAM Distributions:

LAM Distribution

Distribution Effective Date Find | View 1

=
*Eff Date | 04/25/2011 E‘j Eff Seq 0 Funding End Date 06/30/2011 E‘j
Earnings Code Distribution

Eam
Code

AGRICULTURE AND NATU
1 50.000|[120200/@, [001]Cy |AGRI222111 Q, AGRI222111 SOIL TESTING SRVC 02101 e

AGRICULTURE AND NATU
2 50.000|[120200/%, [001]Q, [BGRI462111 Q AGRI462111 EXPERIMENTAL FARMING 02101 e

Dist% Account Class SpeedType Purpose Purpose Description DeptiD Dept Description

FE=
*Eff Date | 041162011 [ Effseq o Funding End Date|04/24/2011 |5

Earnings Code Distribution
Ei;ne Dist% Account Class SpeedType Purpose Purpose Description DeptiD Dept Description

1 100.00| 120200/, [001 |2, [HRsA110000 Q, HRSA110000 RECORDS MANAGEMENT 00535 RECORDS MANAGEMENT|

LAM Distribution

LAM Distribution

Distribution Effective Date ind | View 1 First [ 12 of 2 [ Last

-

FE=
“Eff Date |04/25/2011 | Effseq 0  Funding End Date |06/30/2011 |
Eamnings Code Distribution

Ei;ne Dist% Account Class SpeedType Purpose Purpose Description DeptiD Dept Description

AGRICULTURE AND NATU
1 50.000| 120200/, [001|Q, [AGRI222111 Q, AGRI222111 SOIL TESTING SRVC 02101 e

AGRICULTURE AND NATU
2 50.000|[120200|, [001]2, [AGRI452111 Q_ AGRI452111 EXPERIMENTAL FARMING 02101 RESOUR

~

FE
"EﬂDateEg Eff Seq 0 FumingEndDateEﬂ

Earnings Code Distribution

Eilt-!ne Dist% Account Class SpeedType Purpose Purpose Description DeptiD Dept Description

1 100.00| 120200/, [001]|Q [HRSA110000 @ HRSA110000 RECORDS MANAGEMENT 00635 RECORDS MANAGEMENT,

LAM Distribution

© 2011 University of Delaware - 15 - 10/23/2018
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RULE 6. The Distribution Effective Date Add/Delete [*!=] buttons are for adding or
deleting Eff Date Distributions and are located next to Funding End Date.

Distribution Effective Date Find | View All First E 1of

*Eff Date| 04162011 |5 Effseq 0 Funding End Date 06/30/2011 |

Eamnings Code Distribution

e Use the Eff Date Add button to insert a new Distribution row after the
one you are on; it will copy the Eff Date, Funding End Date and Earning
Code Distribution(s), all of which can be changed as needed. Eff Seq will
increment automatically.

e Adding distributions in the current pay period:

¢ If the Eff Date you are adding follows an Eff Date from an earlier
pay period, the new Eff Date will auto-populate with the first day
of the current pay period. You can keep this date or change it to
any date within the current pay period through the end of the
fiscal year.

e If the Eff Date you are adding follows an Eff Date within the
current pay period, the new Eff Date will auto-populate with that
date. You can keep this date or change it to a later date within the
current pay period through the end of the fiscal year.

¢ Adding distributions in a future pay period:
e The Eff Date can be any date within a future pay period through
the end of the fiscal year.

e When adding a Distribution with the same Eff Date, the system will add
the next Effective Sequence (Eff Seq) number for that Eff Date. Only the
highest Eff Seq number for a given Eff Date will be used for distribution.

o Use the Eff Date Delete button to remove any Distributions added with
today’s date or a date in the future.

Examples of How New Eff Dates are Auto-Populated

Current Pay Period is 8/1 to 8/15/2011 ~ Today’s Date is 8/11/2011

Example 1 Example 2 Example 3

7/1/11 (Seq 0)

. 7/1/11 (Seq 0) 7/1/11 (Seq 0O)
Existing Eff Dates 8/1/11 (Seq 0)
7/28/11 (Seq 0) 8/1/11 (Seq 0) 8/8/11 (Seq 0)
Add New Eff Date 8/1/11 (Seq 0) 8/1/11 (Seq 1) 8/8/11 (Seq 1)

(auto-populated)

Keep 8/8/11 or change
Keep 8/1/11 or change | Keep 8/1/11 or change t0 8/9/11 thru 6/30/12

Eff Date Comments | 'g/5/11 thru 6/30/12 | to 8/2/11 thru 6/30/12 h

* You cannot delete any Eff Date
prior to 8/11/11 (today's date
in this example).

© 2011 University of Delaware -16 - 10/23/2018
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RULE 7. The Earnings Code Distribution Add/Delete *!/=! buttons are for adding or
deleting Earnings Code Distribution rows and are located on the far right next to
UD Chartfield

Earnings Code Distributions can only be changed (added/deleted) after
adding a new Eff Dated row (Rule 6).

Be prepared with the Earn Codes, Percentages, Speedtypes (Purpose)
and other Chartfields for each row.

Use the Earnings Code Distribution Add button to insert a blank row and
fill-in the required fields (*) and optional fields as needed

Earnings Code Distributions must equal 100% for each Earn Code

Earnings Code Distributions can only use existing LAM Earn Codes

¢ Add or delete different Earn Codes on a JED webform; the LAM will be
automatically updated with any different Earn Code(s) from the JED.

DeptlD Dept Description Fund Program Project UD Chartfield

00635 RECORDS MANAGEMENT OFBAS ADALL |

Customize | Find | i First 4] 10f1 [ L ast

© 2011 University of Delaware -17 - 10/23/2018
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RULE 8. You may use any future Funding End Date with any Purpose, but keep
these considerations in mind:

¢ Basic Budget (“11”) and Self-Supporting Purpose (“21”) codes will only
obligate* through the end of the current fiscal year, even when the
Funding End Date is beyond the fiscal year end.

Examples:
e CHEM110000 (Basic Budget)
e SAFE210000 (Self-Supporting)

e All other Purpose codes, including contract and grant Purpose codes will
obligate* beyond the current fiscal year end based on the Funding End
Date.

Examples:
e CHEG342115 (Federal grant)
e GEOG422142 (State of DE grant)
e PLSC412132 (Gift)

Distribution Effective Date Find | View All First 1] 1 of

*Eff Date 07/01/2011 |3 Effseq o0 (_unding End Date (06/30/2014 1

[#[=]

Eamings Code Distribution

* Note: Obligations are actively being worked on.

© 2011 University of Delaware -18 - 10/23/2018
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RULE 9. Click Save button after completing LAM updates.

¢ You will get an important message telling you the HR system updated
successfully

¢ In this same message, you will be asked to click the Show LAM
Distribution button again if you will be adding more LAM distributions
for the same employee.

e This is necessary to keep LAM data stored in the HR system in sync with
the LAM entry page.

Windows Internet Explorer

Distribution Effective Date

“Eff Date | 05/01/2011 |5 Effseq o

Earnings Code Distribution

': HR. system has been updated successfully, (21000, 13)

If you are going to immediately add additional effective dated rows in this
fiscal year, please dick the Show LAM Distribution button before adding another effective dated row.

Eam pyiste, *Account apt Des

Code

1|REG |[100.00|[120200 | [001]Q [HRSA110000 | @ HRSA110000 RECORDS MANAGEMENT ~ 00635 ~ RECORD
|

QReturn to Search | LE] | +[E] Nextin List | Notify |
—
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5. Entering LAM Distributions

The following instructions will cover in detail two types of LAM distributions:

¢ Single Earnings Code Updates (starts below)
¢ Multiple Earnings Code Updates (starts on page 27)

When following these instructions for your situation, substitute your values for EmplID, Eff
Date, Funding End Date, Earn Code, Account, Class and Speedtype, etc.

5.1 Single Earnings Code Updates

1. Log into UD Financials (FIPRD)
a. Use the URL www.udel.edu/lam to bring up the login screen
b. Enter your User ID and Password (UDelNet ID and password)
c. Click Sign In button

2. Navigate to UOD HR LAM Search Page
a. In the Menu, click UD Processes to display the choices
b. Click UOD HR Labor Allocation Module

3. In the UOD HR LAM search page, find the employee whose LAM needs updating
a. Enter the Empl ID or other fields (in this example EmplID= 99999 )
b. Click Search button

4. Search Results will display the Fiscal Year distributions for the employee
a. Click on appropriate Fiscal Year row (in this example, 2012)

UOD HR LAM

Enter any information you have and click Search. Leave fields blank forali

J Find an Existing Value %

SetiD: = v UoDo Q
EmpliDy; hegins with + ({99999 Q.
Fiscal Year. | = w
Note:
Department:| begins with |+ If only one Fiscal Year
Name: begins with exists.for an employee,
you will go straight into
[linclude History []Case Sensitive the LAM entry page
Search | Clear | Basic Search Save Search Criteria

Search Results

Setid EmpliD Fiscal Year Department Name
UODO01 99999 2011 02586 Johnson,Julie

< UODO01 99999 2012 02586 Johnson,Julie

© 2011 University of Delaware -21 - 10/23/2018
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5. Click the Show LAM Distribution button

|/ UOD HR Labor Allocation |

SetlD UODO1 UNIVERSITY OF DELAWARE
EmpliD 99999 Johnson,Julie

Department 02586 CHEMISTRY & BIOCHEMISTRY
Fiscal Year 2012 Next Fiscal Year 2013

6. Click View All (This will display all the distributions for the fiscal year.)

Distribution Effective Date Find | View All First [ 1012 O
“Eff Date|09/01/2011 |31/ Eff g “Funding End 06/30/2012 |31
Seq Date

HINT

Take note of the number
of Distributions for this
Fiscal Year

Earnings Code Distribution

*Earn
Code

1|ReG |[100.00d 120200

*Dist % *Account *Class *SpeedType Purpose Purpose Description

|&, 007 |@ |cHEM110000 C, CHEM110000 CHEMISTRY

7. Be prepared with Earn Code, Distribution percentages, Account, Class, Speedtypes
and other chartfields for each row.

8. In this example, we will add an Eff Date Distribution for 09/08/2011 with the
following Earnings Code Distributions rows:
REG 50.000% 120200 007 CHEM110000
REG 50.000% 120200 007 CHEM322257
a. Click this Add button

First ) 12012 L*

Distribution Effective Date

Find | View 1

~Eff Date|09/01/2011 |3 Eff g “Funding End 06/30/2012 |30

Seq Date
Earnings Code Distribution
C:E:dr: *Dist % “Account *Class “SpeedType Purpose Purpose Description DeptiD Dept Descr|
1|REG |[10000([120200  |@ |007 | [GHEM110000 @, GHEM110000 CHEMISTRY 02522 CHEMISTRY

@l \t_)J
“Eff Date|07/01/2011 |30 Eff [  FundingEnd  |06/30/2011 [3i

Seq Date
Earnings Code Distribution
CE:;: *Dist % *Account *Class *SpeedType Purpose Purpose Description DeptlD Dept Descr

1[REG [[100.00[120200 @ [007 | [HRSA110000 | HRSA110000 RECORDS MANAGEMENT 00635 RECORDS
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Note:
If more than one Eff Date exists, evaluate where to add the new Distribution.

Looking at the example on page 20:

a |Click this Add button to enter an Eff Date for 09/01/2011 or later

b lCIick this Add button to enter an Eff Date between 07/01/2011* and 08/31/2011

(* See Rule 6 on page 14 for more details.)

9. Notice a third Distribution was added that looks like the prior one
a. Change the Eff Date to 0970872011
b. Leave the Funding End Date as 06/30/2012

Distribution Effective Date Find | View 1 First 4| 1.3 0f3

“Eff Date 09/08/2011 |3 Eff

Earnings Code Distribution

*Earn

Code *Dist % *Account *Class “SpeedType Purpose Purpose Description DeptiD Dept Desc|
1|REG ||100.00([120200  |@ |007 | @ |CHEM110000 . CHEM110000 CHEMISTRY 02522 CHEMISTR
|

(=]
“Eff Date09/01/2011 30 Eff  ;  *FundingEnd  |06/30/2012 |5
Seq Date
Earnings Code Distribution
;E:J: *Dist % “Account *Class “SpeedType Purpese Purpese Description DeptiD Dept Desc|
1/REG |[100.00([120200 | |007 |Q |CHEN110000 ) CHEN110000 CHEMISTRY 02522 CHEMISTR
e —

10. Make updates to the new 9/08/2011 Distribution:
a. Scroll to the far right of the page
b. Click the Earnings Code Distribution Add button

IView1  First ] 12 002 [ L st

Customize | Find | B First E 1 0of1 m Last
DeptiD Dept Description Fund Program Project Source UD Chartfield

02522 CHEMISTRY & BIOCHEMISTRY OPBAS INST o | o | [ =]
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11.IMPORTANT - Change the Dist 26 on the first row, in this example:
REG 50.000% CHEM110000

Distribution Effective Date Fi
. 3=
“Eff Date|09/08/2011 |/ Eff 0 *Funding End 06/30/2012 |5
Seq Date
Earnings Code Distribution
;E:J: *Dist % “Account *Class “SpeedType Purpose Purpose Description
1|/ReG (| 50000 J20200 | |007 /@ | CHEM110000 ‘@, CHEM110000 CHEMISTRY
2| oo @ [ Ja| Q
-

12. Add this distribution information to the second row:
REG 50.000%06 120200 007 CHEM322257

a. Type REG in the Earn Code field
b. [Tab] to the Dist %6 field and it will auto-populate 50.000
c. Type in the Account, Class, Speedtype
i. Speedtype auto-populates the Purpose, DeptID, Fund, Program (and
sometimes Project and Source as in this example)

Earnings Code Distribution

Customize |Find | ¥  First () 12012 Y] Last

*Earn N
Code *Dist % *Account *Class *SpeedType Project Source UD Chartfield
| Q| Q| QEE

1[Rec  [so.000 [120200 @ [o07 @ [cHEMT10000 Q@

ISU.UUU |120200 Q IUUT @ |cHEM322257 CHEM32225710000 3300000000 I Q [=]

2 |REG

13. Scroll down and click the Save button

]
*Eff Date |07/01/2011 |[F] Eff Seq 0  *Funding End Date 06/30/2011 |
Earmings Code Distribution

nclii;: *Dist % *Account *Class *SpeedType Purpose

1|/REG |[100.00/ 120200  |Q |007 | [HRSAT10000  |Q HRSA110000

=l

<m@.|¥murn to Search | +[E Previous in List | +E| Nextin Lizt | [=] Motify
I
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14. An important message pops-up saying the LAM data was successfully saved to HR

a. Click OK

b. Click the Show LAM Distribution button again if you will be adding more

LAM distributions for the same employee.

Windows Internet Explorer

"2 HR. system has been updated successfully, (21000, 18)

If you are going to immediately add additional effective dated rows in this
fiscal year, please dick the Show LAM Distribution button before adding another effective dated row.

This is necessary
to keep LAM
data stored in
the HR system
in sync with the
LAM entry page.

This completes the instructions for updating Distributions for a single

Earnings Code.
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5.2 Multiple Earnings Code Updates

1.

Log

into UD Financials (FIPRD)

5. Entering LAM Distributions

a. Use the URL www.udel.edu/lam to bring up the login screen
b. Enter your User ID and Password (UdelNet ID and password)
c. Click the Log In button

o0 Enter in your 2Factor Authentication code if needed

Navigate to UOD HR LAM Search Page
c. In the Menu, click UD Processes to display the choices
d. Click UOD HR Labor Allocation Module

In the UOD HR LAM Search Page, find the employee whose LAM needs updating
c. Enter the Empl ID or other fields (in this example EmpliID= 88888 )
d. Click Search button

Search Results will display the Fiscal Year distributions for the employee
a. Click on appropriate Fiscal Year row (in this example, 2012)

<]

UoD HR LAM

Enter any infarmation you have and click Search. Leave fields blank fi

/ Find an Existing Value

SetlD: = W Jono (&)
EmpliD: begins with » ||43502 Q
Fiscal Year: = - 88883

Department:| begins with »

Hame: begins with

DIncludeHistory [Jcase Sensitive

Search ‘ Clear | Basic Search Save Search Criteria
Search Results
1-2of2

SetiD EmpliD Fiscal Year Department Name

UODO01 88888 2011 02522 Push,Penny
—UODO01 88888 2012 02522 Push,PeD

Note:

If only one Fiscal Year
exists for an employee,
you will go straight into
the LAM entry page

5. Click the Show LAM Distribution button

/ UOD HR Labor Allocation Y

SetlD yopo1 UNIVERSITY OF DELAWARE
EmpliD  ggggs Push,Penny
Department

02522 CHEM RY_&BIOCHEMISTRY
Fiscal Year 2012 Show LAM Distribution | Next Fiscal Year

2013
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5. Entering LAM Distributions

6. Click View All (This will display all the distributions for the fiscal year.)

Distribution Effective Date

“Eff Date |09/01/2011 B Effseq o

Eamings Code Distribution

*Earn .. .
Code Dist% *Account

1|rReG |[100.00([121000 |

2[apw |[100.00/[121000 |

3/19 [|10000[[121000 |

=
*Funding End Date|08/31/2012 [

*Class *SpeedType Purpose Purpose Description
[112)@ [CHEM11DRES  |@ CHEM110000 CHEMISTRY
[912]@ [CHEM110000  |@ CHEM110000 CHEMISTRY
[s12]@ [cHEM110000  |& CHEM110000 CHEMISTRY

Take note of the
number of
Distributions for
this Fiscal Year

02522
02522
02522

7. Be prepared with Earn Code, Distribution percentages, Account, Class, Speedtypes
and other chartfields for each row.

8. In this example, we will add another Effective Date Distribution for 9/1/2011 with
the following Earnings Code Distribution rows:

1/9 40.000%0
179 60.000%
REG 90.000%o
REG 10.000%0
ADM 35.000%0
ADM 65.000%0

121000 812 CHEM110000
121000 812 CHEM11DSVC
121000 112 CHEM11DRES
121000 112 CHEM372128
121000 912 CHEM11DRES
121000 912 CHEM11PSER

a. Click this Add button

(change %)

(new row)

(change %)

(new row)

(change %, Speedtype)
(new row)

Distribution Effective Date Find | View 1 First [ 1-2 of 2 [
D la)
*Eff Date (0910112011 5 Effseq o *Funding End Date 08/31/2012 |[
Earnings Code Distribution
::Ii;r: *Dist % *Account *Class *SpeedType Purpose Purpose Description DeptlD Dept Descri
1|REG |[100.00[121000  |@ [112|Q [cHEM11DRES  |Q CHEM110000 CHEMISTRY 02522 CHEMISTRY
2[aDm |[100.00 121000 | |912]|Q [cHEMA110000 @, CHEM110000 CHEMISTRY 02522 CHEMISTRY
3[ug |[1o00.00/[121000 | [s12|Q [cHEM110000 @, CHEM110000 CHEMISTRY 02522 CHEMISTRY
& @
*Eff Date |07/01/2011 |B] Effseq 0 *Funding End Date|08/31/2011 |
Earnings Code Distribution
*Ci?dr: *Dist % *Account *Class *SpeedType Purpose Purpose Description DeptlD Dept Descri
1|REG |[65.610[121000  |@ [112|Q [cHEM11DSVC  |Q CHEM110000 CHEMISTRY 02522 CHEMISTRY
z[aDm |[100.00[121000  |@ [912|Q [cHEM110000  |@ CHEM110000 CHEMISTRY 02522 CHEMISTRY
3|REG |[34.300][121000  |@ [112|Q [CHEM11DRES  |Q CHEM110000 CHEMISTRY 02522 CHEMISTRY
4[u9 |[100.00[[121000  |@ [812|Q@ [cHEM110000  |@ CHEM110000 CHEMISTRY 02522 CHEMISTRY
© 2011 University of Delaware - 28 - 10/23/2018
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Note: If more than one Eff Date exists, evaluate where to add the new Distribution.

Looking at the example on page 26:
a |Click this Add button to enter an Eff Date for 09/01/2011 or later

b ]Click this Add button to enter an Eff Date between 07/01/2011* and 08/31/2011

(* See Rule 6 on page 14 for more details.)

9. Notice a third Distribution was added that looks like the prior one, except the Eff
Seq =1 (this one will override the Eff Seq = 0 for 09/01/2011)

Nisuipution Effective Date Find|YViewd  First=l130f3 .-

s =l
09/01/2011 *Funding End Date .08/31/2012 |5

if Date

;Ei;: *Dist % *Account *Class *SpeedType Purpose Purpose Description DeptiD Dept Descrij
1[REG |[100.00/[121000  |@ [112]@ [CHEM11DRES | CHEM110000 CHEMISTRY 02522  CHEMISTRY
2[apm |[100.00][121000  |@ [912|@ [cHEM110000  |@ CHEM110000 CHEMISTRY 02522 CHEMISTRY
3[19 |[100.00/[121000  |& [s12]@ [cHEM110000  |Q CHEM110000 CHEMISTRY 02522 CHEMISTRY|

|

0l =
< “Eff Date 090012011 |F gff seq 0_/ *Funding End Date | 08/31/2012 |

;E:;: *Dist % *Account *Class *SpeedType Purpose Purpose Description DeptiD Dept Descrij
1[REG |[100.00][121000  |@ [112]@ [cHEM11DRES  |Q CHEM110000 CHEMISTRY 02522 CHEMISTRY|
2[aDM |[100.00][121000  |@ [912|Q [CHEM110000  |Q CHEM110000 CHEMISTRY 02522 CHEMISTRY
3[19 |[100.00/[121000  |@ [812]|Q@ [cHEM110000  |@ CHEM110000 CHEMISTRY 02522 CHEMISTRY

=l
“Eff Date |07/01/2011 |F Effseq 0  *Funding End Date | 08/31/2011 |

Eamings Code Distribution
P
Cli:;: *Dist % *Account *Class *SpeedType Purpose Purpose Description DeptiD Dept Descri}

10. Update and add the 1/9 distribution rows:
a. Scroll to the far right of the page
b. Click the Earnings Code Distribution Add button on the 1/9 row

Eamings Code Distribution Customnize | Find | 8  First [ 13013
Clif:::: *Dist % *Account *Class *SpeedType Source UD Chartfield

(Ja | o @&
(| |
N

1|ReG |[100.00[[121000  |@ [112|Q |[CHEM11DRES

2|s0M ||100.00/[121000  |Q |912|Q |CHEM110000

19 |)100.00/[121000 | [812|Q |CHEM110000

NN
£

£

[+
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11.IMPORTANT - Change the Dist 26 on the original 1/9 row, in this example:
1/9 40.000% 121000 812 CHEM110000

[+][=]
“Eff Date |09/01/2011 | Eff Seq 1 *FumingEnuDateEJ
Earnings Code Distribution

*Earn

Code *Dist % *Account *Class *SpeedType Purpose Purpose Description
1|REG ||100.00/|121000 | [112|Q |CHEM11DRES  |Q CHEM110000 CHEMISTRY
2 |ADM |M|121nnn @ |912|Q [CHEM110000  |Q, CHEM110000 CHEMISTRY
3|19 (J40.000[)121000  |Q |812|Q |CHEM110000  |Q CHEM110000 CHEMISTRY

s Jloom] a [ Ja| @

12. Add this distribution information to the new row:
179 60.000%0 121000 812 CHEM11DSVC

a. Type 1/9 in the Earn Code field
b. [Tab] to the Dist %6 field and it will auto-populate 60.000
c. Type in the Account, Class, Speedtype
i. Speedtype auto-populates the Purpose, DeptID, Fund, Program
(and sometimes Project and Source)

Eamings Code Distribution

*Eam =M} x, * *
Code ‘Dist% “Account Class *SpeedType

Customize | Find | 3 First | | ast

1-4 of 4

Project Source UD Chartfield

1|rec [100.00 [121000 @ [112 @ [cHEM11DRES [ Q| a | Q [+ [=
2[som " [100.00 [121000 @ [o12 @ [CHEM110000 [ Q| a | Q [ [=
|

afie [s0000 11000 @ [812 @ [cHEM110000
4|19

Q [+ [=]

[so.000 [1z1000 @ [e12 @ [cHEM11DEVC

13. Update and add the REG rows:
a. Scroll to the far right of the page
b. Click the Earnings Code Distribution Add button on the REG row

Eamings Code Distribution Customize |Find | B First [ 1072 [P Last
*Cli;ac:: *Dist % *Account *Class *SpeedType Source UD Chartfield
|121000 \Q [112]@ [cHEM11DRES Q | <y |a( # =]
2|||1un.00||121000 @ [912]@ [cHEM110000 Q | Q| ja @ =
319 |[40.000/[121000  |Q |812|@ |cHEM110000 e Q| Q&&=
419 |[s0.000[121000 |@ [s12]@ [cHEM11DSVC e Q| ja & =
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14. IMPORTANT - Change the Dist 26 on the original REG row:
REG 90.000% 121000 112 CHEM11DRES

T
*{:Iiﬂ: *Dist % *Account *Class *SpeedType Purpose Purpose Description
N
1|REG ((90.000))121000  |Q [112|Q |[CHEM11DRES  |Q CHEM110000 CHEMISTRY
2| oo @ [Ja] @
3|ADM |[100.00/121000  |Q |912|CQ, |CHEM110000  |Q CHEM110000 CHEMISTRY
4|19 ||40.000(121000  |Q (812|Q |CHEM110000  |Q CHEM110000 CHEMISTRY
519 ||60.000/|121000  |Q |@12|Q |CHEM11DSVC  |Q CHEM110000 CHEMISTRY
T

15. Add this distribution information to the new REG row:
REG 10.000%0 121000 112 CHEM372128

a. Type REG in the Earn Code field
b. [Tab] to the Dist %6 field and it will auto-populate 10.000
c. Type in the Account, Class, Speedtype
i. Speedtype auto-populates the Purpose, DeptlD, Fund, Program
(and sometimes Project and Source as in this example)

Earnings Code Distribution Customize | Find | B First [ | Last

1-6 of 5

o Dist s “Account *Class *SpeedType Project Source UD Chartfield
1|REG | [90.000 [121000 q [112 o [cHEM11DRES Q) | Q| Q| Q & =
@mmn [i21000 @ [112 @ [crEM372128 Q) CHEM37212810000 3300000000 | @ [# [F
afaom [10000 [12z1000 Q912 q [cHEM110000 | a | Q| a F[E

Q| Q| Q EHE
Q| Q| Q H 5]

Q
4[ie [a0000 [121000 @ [s12 @ [cHEMT10000  Q
>

s[ie  [s0000 121000 o [s12 o [cHEM11DSVC

16. Update and add the ADM rows:
a. Scroll to the far right of the page
b. Click the Earnings Code Distribution Add button on the ADM row

Earmnings Code Distribution Customize |Find | B First [*) 1.5 05 [*] Last
*Earmn Lo * * *
Code Dist % *Account Class *SpeedType Source UD Chartfield
1|REG ||90.000 121000  |Q |112|Q |CHEM11DRES Q | a | & # =
2|rec |[10.000//121000  |Q [112]Q [CcHEM372128 | 0000000 [ @ @ [

4/19 ||40.000/[121000  |Q |812|@ |CHEM110000 Q | | | aQ FHE
519 |[s0.000/[121000  |@ [s12]@ [cHEM11DSVC ( a || Q F =
—

)
1uu.uo||121uuu @ 912/ [cHEM110000 a a | tﬂ

S— |

1

/
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17. IMPORTANT - Change the Dist 2% and Speedtype on the original ADM row:
ADM 35.000% 121000 912 CHEM11DRES

Eamings Code Distribution |

*cﬁ;: *Dist % *Account *Class *SpeedType Purpose Purpose Description
1|REG ||90.000[121000  |@ |112|Q |CHEM11DRES |G, CHEM110000 CHEMISTRY
2|REG ||10.000/[121000  |Q |112|@Q |[CHEM372128  |Q, CHEM372128 ?ﬁgOEPEOSLEATAWS'S
3|apm ((35.000 121000  |Q [912|Q CHEM110000 |G CHEM110000 CHEMISTRY
o [oom) Q[ |q
519 ||40.000/[121000  |Q |812|Q |CHEM110000 |G, CHEM110000 CHEMISTRY
6|19 ||60.000[121000  |Q [812|Q CHEM11DSVC |G CHEM110000 CHEMISTRY

18. Add this distribution information to the new ADM row:
ADM 65.000%06 121000 912 CHEM11PSER

a. Type ADM in the Earn Code field
b. [Tab] to the Dist %6 field and it will auto-populate 65.000
c. Type in the Account, Class, Speedtype
i. Speedtype auto-populates the Purpose, DeptlD, Fund, Program
(and sometimes Project and Source)

Earnings Code Distribution

Ccustomize |Eind | B First ) 15018 [ Last

Clzldr: *Dist % *Account *Class *SpeedType Project Source UD Chartfield
1|REG  [90.000 [121000 Q [112/q [cHEmi1DRES Q@ | Q| Q| Q [ =
2|REG  [10.000 [121000 @ [112 @ [cHEm372128 Q CHEM37212810000 3300000000 | Q F =

3[som [35.000 [121000 @ [012/Q [cHEM11DRES | Q FH[E
@ [s5.000 121000 @ [e12/Q [cHEMTIPSER € | Q &=
5[19  [40.000 [121000 O [312 @ [CHEM110000 @ | Q [ =
s[to  [s0000 [121000 @ [s12/@ [cHEmiiDsve @ | a F 3

19.Click the Save button

1|REG ||65.610 121000  |Q [112|Q [CHEM11DSVC  |Q CHEM110000 CHEMISTRY
2/aDM | |100.00] 121000  |@ [912|Q [CHEM110000  |Q CHEM410000 CHEMISTRY
3|REG | 34390/ 121000  |Q [112|Q |CHEM11DRES |G CHEM110000 CHEMISTRY
4|u9 | 10000| 121000  |Q |812|Q |CHEM110000  |Q CHEWM110000 CHEMISTRY

</E_Eimk Return to Search | +E Previous in List | 4[] Mextin List | [=] Motify
—

-
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20. An important message will pop-up

a. Click OK

5. Entering LAM Distributions

b. Click the Show LAM Distribution button again if you will be adding

more LAM distributions for the same employee.

Windows Internet Explorer

'2 HR system has been updated successfully, (21000, 13)

If you are going to immediately add additional effective dated rows in this
fiscal year, please dick the Show LAM Distribution button before adding another effective dated row,

This is necessary
to keep LAM
data stored in
the HR system
in sync with the
LAM entry page.

This completes the instructions for updating Distributions for multiple

Earnings Codes.
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6. LAM Frequently Asked Questions

1. How do you handle the “You have unsaved data on this page.” message?

You will get this message with unsaved work, AND you can get it if you changed
nothing or were merely looking at LAM entries.

[ UOD HR Labor Allocation |

SetlD UODM UNNERSITY OF DELAWARE
EmpliD Message from webpage
Department __
\:{:j ‘You have unsaved data on this page. Click OK to go back and save, or Cancel to continue.
Fiscal Year ro2013

oK l [ Cancel

What should you do?

o Click OK if you want to save your changes (or make additional changes)
¢ Then click Save button

Cancel

¢ Click Cancel if you don’t want to save changes or you didn't make any changes
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2. How do you choose the correct department when an Employee transfers
from one department to another during a fiscal year?

o Select the employee’s current Department and Fiscal Year from Search
Results after entering the EmplID on the UOD HR LAM search page.

UOD HR LAM

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

| Find an Existing Value

SetlD: = v 'uoDo1 Q
EmpllD: |begins with v||799999999 |Q
Fiscal Year: |= V| | |

| The Search Results are in
numeric order by Fiscal

Year and then

[Dinclude History [] Case Sensitive Department (not by

chronologic order).

Deparlmenl:| begins with ||

Name: |begins with V|| |

Search | Clear | Basic Search Save Search Criteria

If you don’t know the

Search Results current Department code,

1-4 of 4 look the employee up in
SetiD EmpllD Fiscal Year Department Name Web Views.
UODO1 799999999 2011 03501 Koo Kevin
UODO01 799999999 Koo,Kevin
DOL 799999999 2012 03501 Koo,Kevin

Koo,Kevin

0ODO01 799999999 2012 03515

¢ If you choose the previous Department, you will get the following warning
message after clicking the Show LAM Distribution button

| UOD HR Labor Allocation |

Setld UODOA UNIVERSITY OF DELAWARE
EmpliD
Department
Fiscal Year !r This is not the current department for this employee. (21000,22) Vear
2 Changes can only be made to the employee's current department
record.
e Click OK

e Click SReumtbosearch | o4 the hottom of the page

¢ On the UOD HR LAM search page, select the current Department row to
make any changes.

Note: If you click OK on the warning message and make LAM updates in the previous Department, you
will get an error message when you click Save. Your work will not be saved; click OK, click Return to
Search button, select current Department /Fiscal Year row and re-enter the updates.
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3. How do you change a manually-entered Project for a Speedtype on a new

Eff Dated row?
(Note: You can’t change Projects for Speedtypes with hard-coded Projects, such as contract & grant
codes.)

Note: The following is a simple example with one Earnings Code distribution where the Dist %
is equal to 100%. Be aware you must adjust the instructions to fit your circumstances when
you have multiple Earnings Code distributions.

Follow these steps after you have added the new Eff Date:

¢ The Project needs to be changed, but you notice it cannot be updated
e Scroll to the right and click on the row that needs changing.

Customize | Find | B Firzt 1] 1 of 1 [*| Last

Earnings Code Distribution

*Earn
Code

1[s1u | [100.004 [122500

*Dist % *Account *Class *Speed]

|Q e |

Project Source UD Chartfield

- | a |o~=

¢ Change the Dist 26 on the first (original row) to something less than 100%o,
such as 10.000

Earnings Code Distribution

*Earn

Code *Dist % *Account *Class *SpeedType Purpose
)
1[stu (([10.000][Jz2600 | [388 |Q [PHYses2112 | PHYses2112
S [ Y Y B—

¢ On the new row, enter the same Earn Code
¢ [Tab] to auto-populate the Dist 26 (90.000), change to 100%o
o Enter the same Account, Class, and Speedtype as the row above it
e Enter the new Project value
e Delete [=] the original row
Customize | Find | 8 First *) 12072 [*] Last
’{':E:{rjg *Dist % *Account *Class *SpeedType Project Source UD Chartfield

PHYS37212103000 | @ | |

o # =

1[zru |[10.000][122600 | [388 | [pHvs4Ez112
hoo.00][1zz600 | [388 |

::E;r’z *Dist % *Account *Class *SpeedType
1|sTu ||100.000|122800 | 388 |Q PHysesziz \

e Click Save
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4. How do you correct an Eff Dated distribution, but the LAM won’t let you
and gives you an error message?

Examples of error messages you could see:

Message from webpage E

'E Effective date/sequence must be greater than effective datefsequence of current record. {15,8)
L

An effective date or sequence number has been entered that is not greater than the effective date or sequence of the current record and you are in Update mode. Either
enter an effective date/sequence thatis greater than the current record, or change your mode to Carrection.

Message from webpage f‘>__(|

!E Cannot change current or history records unless in Correction mode. {15,1)
L

You have attempted to change a record that is effective dated, and the record contains an effective date that makes it either the current record or a historical record.
Either use the Add {+) button to create a new record with a future effective date, or change your mode to Correction,

The following situations require Payroll-Records Management assistance; email
lam-system@udel.edu with details of the situation.

e You need to correct an Earn Code row in the current pay period with an Eff Date
that can’t be changed

e You need to delete or change an Earn Code row in the current pay period that
has an incorrect Eff Date, but you can’t delete it because the date is prior to
today’s date. (You can only delete a future-dated Eff Date.)
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5. How do you delete a blank Earnings Code Distribution row?

First, how not to do it:
e If you use the Delete button [=] ...

Earnings Code Distribution

::E;:: *Dist % *Account *Class *SpeedType Purg Source UD Chartfield
1[Ree ] [sooe][raoz0 ] oz & feuoerroon Ja e (—Ja| @ | a & &
20 | [zso0q [0 | foos ] fsarooe Jawes|  (Ja | @ | o & &

3 [)oond]] Q[ &l 1&

Customize | Find | g First )13 of 3 |® Last

| | o (=)

...you will get this error message because the Earn Code is blank. Click OK

Message from webpage

'E A new earnings code cannot be added or deleted directly in the HR LAM. Please prepare the appropriate JED {Job Employee Data) form to add a new earnings code.

The PeopleCode program executed an Error statement, which has produced this message.

Here’s the correct way to delete the unwanted blank row:
e Type an existing Earnings Code for this employee (example = REG)
e [Tab] or click to the next field
¢ You will get a red error box and an error message; click OK

Message from webpage

ribution Effective Date

Date (081062011 [ g seq o

rnings Code Distribution

*Earn
Code

1[Ree |[7s.000[120200 | ooz | [pupGt1oo00 | BUDE110000 BUDGET OFFICE 00175 :
z[ree || 25000/ [120200 |, [po3 |@ [HRsAT10000  |@ HRSA110000 RECORDS MANAGEMENT 00635 :
R Y —

e Click the Delete button [=] on that row

*Dist % *Account

Distribution Effective Date

E
*Eff Date |08/02/2011 |50 Effseq 0 *Funding End Date|03/31/2012 |

Eamnings Code Distribution

CE:(;: *Dist % *Account *Class *SpeedType Purpose

1[rec |[ea310[120200 @ [os1])a [masT110000  |@ masT110f

2[Rec |[16.690|[120200 | [051]@ [smsP312122  |@ smsP3i
T 1 I Y

customize |Find | 88 First 4 13053 [ Last

Source UD Chartfield

\ @ | | | @ @&
80000 2300000000 [ JeamBE
Y | o 5(=)
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e This warning message pops-up; click OK to confirm you want to delete the row.

Message from webpage

\?I‘) Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Ok l [ Cancel

¢ Click Save
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6. Which should you use — LAM or Job Data (JED) webform or a Position
Change webform?

e Temporary Funding Change ONLY
0 Use the LAM

¢ Permanent Funding Change ONLY

(0]

Use Position Change webform

¢ Use the Job Data (JED) webform for other personnel changes, including (but not
limited to):

(o}

©O O 0O o0 O oo

Extend contracts

Terminate contracts

Change or add Earnings Codes
Change pay rates

Change HR Liaison

Change Supervisor

Change Room

e When completing a JED webform, keep these important considerations in mind:

(0}

If doing a JED for any change going forward, you can also:
» Update LAM funding
= Update Position funding

If doing a JED for any change for a prior pay period, you should not
make LAM funding changes. There are no retro-active changes in the
LAM.

Timing between a JED and the LAM matters!

Don’t forget that a JED can and will over-write LAM Distributions. Be
mindful of when you initiate a JED and when you make updates to the
LAM.
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7. What Happens in the LAM in the New Fiscal Year

At the beginning of each new Fiscal Year, a University-wide process creates a 7/1/YY
Effective-Dated distribution row for each employee in the LAM.

This example shows what happens in the LAM for the fiscal year that begins:
7/01/2012

a. 7/1/12 — Process runs to create a LAM distribution row for all employees

Process at New Fiscal Year (UDBUDOGA)
Date of Employee Effective Eff. Seq. | Funding
Process Type Date No. End Date *
7/1/2012 Fiscal 07/01/2012 0 06/30/2012 | This not a typo!
7/1/2012 Academic 07/01/2012 0 08/31/2012
7/1/2012 Calendar 07/01/2012 0 12/31/2012

*Funding End Dates are not changed by this process.

b. 7/1/12 - Immediately after the above process is run, the Fiscal Employee Merit
process creates another LAM distribution row for each fiscal employee.

c. Similarly, at 9/1/12 and 1/1/13, the academic year and calendar year Employee
Merit processes run, which create a LAM distribution row for each academic and
calendar employee respectively.

Employee Merit Processes
Date of Employee Effective Eff. Seq. Funding
Process Type Date No. End Date
7/1/2012 Fiscal 07/01/2012 1 06/30/2013
9/1/2012 Academic 09/01/2012 0 08/31/2013
1/1/2013 Calendar 01/01/2013 0 12/31/2013

See the next page for more details about scenarios when a 7/01/2012 LAM row with
Eff Seq = 1 already exists when the Fiscal Employee Merit Process is run.
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7. What Happens in New FY

This chart explains three scenarios of what happens in the LAM when the Fiscal
Employee Merit (EM) process is run.

Following along with the previous example, the date is 7/1/2012.

(Eff Seq = 1)*

7/01/2012 Employee Merit (EM) Process - LAM Scenarios

notification

Scenario 1 Scenario 2 Scenario 3
Action No At least one A future LAM row
7/01/12 7/01/ 12. LAM (with no 7/01/12 row)
LAM row row exists .
exists
(except Seq 0) (other than Seq 0)
Insert 7/01/12 EM row
(Eff Seq = 1) Yes No Yes
Email notification No No Yes
A 7/01/12 row was
added for this employee.
Message in email N/A N/A e No changes were

made to future rows.
Please review future-
dated row(s).

* All employees automatically get a 7/01/2012 LAM row with an Eff Seq = 0 as
explained in item a. on previous page.
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8. LAM Resources

o
o

© 2011 University of Delaware

LAM questions and comments
Request access to LAM
Email: lam-system@udel.edu

UD Financials LAM Sign-on
www.udel.edu/lam

LAM Training, sign up at LearnIT calendar
www.it.udel.edu/learnit

LAM Procedural Manual posted online
www.udel.edu/payroll/docs/LAMProceduralManual.pdf

LAM Procedural Training PowerPoint Presentation posted online
www.udel.edu/payroll/docs/LAMProceduralPowerpoint.pdf

Payroll & Records Management home page
www.udel.edu/payroll

Earnings Codes
www.udel.edu/payroll/lam/earnings-codes

Account-Class Chart
www.udel.edu/payroll/docs/class account chart.pdf

UDataGlance
www.udel.edu/udataglance

Grant LAM Calculator training document
www.udel.edu/research/pdf/LAMCalcTrain.pdf
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9. Appendix

Salary Obligations

How Obligations are expected to work:

9. Appendix

Obligations are an estimate of the salary and benefit expense which will occur during
the remainder of the fiscal year for Basic Budget and Self-Supporting funds and
through the LAM funding end date (could be three years or more) for all other funds.

Always remember, it is your responsibility to cover the full period with
Effective Date and Funding End Date for your salary obligations to be correct.

The following three examples illustrate how Salary Obligations are calculated for
various employee types, purpose types, time periods and funding end dates.

a. Examples for Basic/Self Supporting Funding (11 and 21 Purposes):

e Scenario A - The employee is paid from one Basic Budget Purpose covering the
entire fiscal year.

e Scenario B - The employee is paid from one Basic Budget Purpose for only half the

fiscal year.

e Scenario C - The employee is paid from one Basic Budget Purpose with a Funding
End Date beyond the end of the current fiscal year. (Note that the salary only
obligate through the end of the current fiscal year.)

Obligations for a Fiscal Employee

Paid by Basic Budget or Self-Supporting Purpose

Annual Rate is $24,000 ($1,000 per pay)

Obligated Amount

Funding LAM LAM
Scenario | covers full Effective Funding
fiscal year Date End Date | ©n 7/1/11 | On8/1/11
24,000 22,000
A Yes 07/01/2011 | 06/30/2012 $ $
(24 pays) (22 pays)
12 1
B No 07/01/2011 | 12/31/2011 2000 SO0
(12 pays) (10 pays)
Yes, with
C additional | 07/01/2011 | 12/31/2012 $24,000 $22,000
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b. Examples for Non-Basic/Non-Self Supporting Funding (such as a Grant or
Gift Purpose code):

e Scenario A - The employee is paid from three Purpose codes over three time
periods covering an entire academic year.

e Scenario B - The employee is paid from one Purpose code for three academic
years.

Obligations for an Academic Employee
Paid by Non-Basic Budget or Non-Self-Supporting Purpose

Annual Rate is $24,000 ($1,000 per pay)

09/01/2011 | 0973072011 | $2:000
@ pays)
A Yes 10/01/2011 | 12/31/2011 | $6:000 | $6,000
(6 pays) (6 pays)
01/01/2012 | 08/31/2012 | $16:000 | $16,000 | $16,000
(16 pays) (16 pays) (16 pays)
B Ves 00/01/2011 | 08/31/2014 | $72,000 | $70,000 | $64,000

This is 3 full years. 2 =) (0 ) & ey
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c. Examples for Basic/Self Supporting with Non-Basic/Non-Self Supporting
Funding (such as a Grant or Gift Purpose code):

Scenario A - The Employee is a faculty member paid for the entire academic year:

e 50% by a Basic Budget Purpose (June includes two months' accrual for July

and August)

o 50% by a Grant Purpose with a Funding End Date of 8/31/2012

Scenario B - The Employee is a faculty member paid for the entire academic year:

e 50% by a Basic Budget Purpose (June includes two months' accrual for July
and August) with a Funding End Date of 8/31/2014
e 50% by a Grant Purpose with a Funding End Date of 8/31/2014

Obligations for a Fiscal Employee
Paid by Basic Budget or Self-Supporting Purpose
With Non-Basic/Non-Self-Supporting Funding
(such as a Grant or Gift Purpose code)

Annual Rate is $24,000 ($1,000 per pay)

50%
Basic 09/01/2011 | 08/31/2012 $10,000 | $2,000
Budget (20 pays) | (4 pays)
A Yes
(0)
SO 09/01/2011 | 08/31/2012 ST
Grant (24 pays)

50%
1 2
Basic | 09/01/2011 | 08/31/2014 | $10:000 | $2,000
Budget (20 pays) | (4 pays)
B Yes
50% | 09/01/2011 | 08/31/2014 | $36,000
Grant T

This is 3 full years.
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Earnings Codes

9. Appendix

Earnings Code is a three character acronym used to identify the type of earnings an

employee is paid.

HR Forms which require you to choose an earnings code:

HR Job Data (JED)

HR Position Change

HR S Contract

HR S Contract Amendment

HR Graduate Non Contract Pay
HR Graduate Non Contract Pay Amendment
HR Request to Recruit

Earnings code is required for payment to employees. Some of the more commonly
used earnings codes are:

Commonly Used Earning Codes

(E:igr;ings Description

1/9 One-Ninth Salary

ADM Administrative Supplement

ADP Admin. Supplement - Professional

ADS Admin. Supplement - Sal. Staff

FSN S-Contract Faculty Summer w/o Retirement
FSR S-Contract Faculty Summer w/ Retirement
OoCY S-Contract Off-Campus Pay

oT1 Sal. Staff Overtime/Straight

OoT5 Sal. Staff Overtime/1.5 X

PDF Post Doc Fellowship

REG Regular Pay

REH Regular Pay - Hourly

STN Grad Student Pay - Flat Rate

STP Grad Student Labor, Hourly Pay

STU Student Contract Pay
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Account-Class Chart

9. Appendix

Use this chart as a guide for understanding the relationship between the Account and
Class chartfields. This relationship is valid in the LAM as well as in any situation
requiring these Accounts.

Position Types

Personnel

Accounts

Account Description

Exempt (Professional Staff)

Exempt (Professional) Employees 120200 Full-ti
001 - 099 Limited Term Researchers Eier-:\”?e(Professional Staff)
Post Doc Researchers 120300 p
Part-time
Chairpersons 121000 Chairpersons
121100 Faculty Full-time
100 - 199 Faculty
121200 Faculty Part-time
Academic Center Directors 121600 Academic Center Directors

(uses same last two digits as regular salary CLASS)

Post-Doctoral Fellows 120800 Post-Doctoral Fellows
Graduate Interns 122300 Graduate Intern
Teaching Assistants 122500 Teaching Assistant
300 - 399
Graduate Assistants 122600 Graduate Assistant
Graduate Fellows 122700 Graduate Fellow
Residence Hall Directors 122800 Residence Hall Directors
Non-Exempt (Salaried Staff)
123000 Full-time
400 - 499 Non-Exempt (Salaried Staff) Employees Non-Exempt (Salaried Staff)
123600 .
Part-time
Casual Wage Bus Drivers 123300 Casual Wage Bus Drivers
500 - 599 Disability Pay 123700 Disability Pay (Elig Retire Co)
Employees on temporary budget lines various various
600 - 699 123100  |AFSCME (Local 439)
and AFSCME Unions
700 - 799 123400 AFSCME Trades (Local 3472)
Faculty Ninth Supplements .
(uses same last two digits as regular salary CLASS) 121100 Faculty Full-time
800 - 899 - ; I
Chair Ninth Supplements .
(uses same last two digits as regular salary CLASS) 121000 Chairpersons
Faculty Admin Supplements .
(uses same last two digits as regular salary CLASS) SO Feiculiy P line
900 - 999 - -
Chair Admin Supplements 121000 e
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