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GL-PCR Funding Change Reclassification

Purpose

Use this procedure to move transactions to a different fund value on payroll entries when there is a known
amount to move. The simple funding reclassification is completed by adding the proper tubs, orgs, and periods
within a fund to reclass with a HUID.

Trigger

e A specific amount of an employee’s salary need to be moved to a different fund
e A specific amount plus the fringe amount of an employee’s salary and fringe need to be moved to a
different fund

Prerequisite

e  Preparer MUST have access to GL-PCR salaries in order to use the Funding Change Reclassification

Procedure

1. First open Oracle, then select your General Ledger responsibility HRVDAGLA... > Journals >HUGL
Adjustment

| B2 HrRvDrGL |
[ view Request Output

4 Bm Journals

[ Enter

[& New Journal
& Post

[&4 Encumbrance

| 5 ruet - sournal Adustment |

e Note: When moving a federal award expense, it is MANDATORY to follow the Cost Transfer Policy

2. Oncethe HUGL Journal Adjustment page appears select the Funding Change Reclassification tab

ORACLE’ HUGL - Journal Adjustment
Home Logout

Logged In As

Search GL Transactions Search Adjustment Batches Funding Change Reclassification

Enter Funds Details to Reclassify

= = v &= v v

*TuB Object *Fiscal Year *Period Position *HUID *Source Fund

v 0.00 Yes m Add To List

*Target Fund *Transfer Amount Calculate Fringe

ary || Create Batch
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3.  When using the tool, the mandatory fields that must be filled out include:

e Tub
o Multiple tubs can be chosen
e  Fiscal Year

e Period
o Multiple periods can be chosen
e HUID

o Multiple users can be added to the list by querying one at a time

4. Once the mandatory fields have been filled out, select Add To List

Search GL Transactions Search Adjustment Batches Funding Change Reclassification

Enter Funds Details to Reclassify

100 = = 2023 v FEB-23x = ] v 302174 v
“TuB Object “Fiscal Year *Period Position *HUD. *Source Fund
000001 v 100.00 5 No Add ToList
“Target Fund “Transfer Amount Caleulate Frings,
Edit Tub Object Fiscal Year Period Position Employee Number Source Fund Target Fund Amount Calculate Fringe Delete.
100 2023 FEB-23 [ ] 302174 000001 100.00 N o

Create Batch

e The Source Fund is where the funds are originally located, and the Target Fund is where the new
transfer amount will be relocated

e The default of Calculate Fringe is No
e Add additional employees by filling out the data points again and “Add to List” until complete

o Note: 10 lines is the highly recommended maximum lines that should be added

ORACL €’ HUGL - Journal Adjustment

Search GL Transactions Search Adjustment Batches Funding Change Reclassification

Enter Funds Details to Reclassify

100 = = 2028 v FEB-23%

= e ~ 302174 A
5. To add fringe, select Yes for Calculate Fringe
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ORACLE' HUGL - Journal Adjustment

Search GL Transactions

Enter Funds Details to Reclassify

100 = = 2023
e Objeet wriscat vasr

000001 =

Search Adjustment Baiches

Funding Change Reckassication

Torget Fung

Eant

100

100

“Transter Amount
Ovject Fiscal Year

2023

2023

FEB23x = | | [s0174 &
- Posten o Sures g
20000 [ECHN ™ AddToist
cacute Frnge
period Postion Empioyes Humber Source Fund Target rung Amount Calculats Fringe Deiste
P - P P prop -
FEB23 || 302174 000001 20000 o

ORACL €’ HUGL - Journal Adjustment

Creste Batcn

Resulting screen if Calculate Fringe = Yes, note the Calculate Fringe column value =Y

Total Amount 300.00
Q- Go  Rows 100 . Actensw
Line Number 7= Tub Object Fiscal Year Period
+ 0 s 023 FEB2
2 10 o 023 FeB2y
3 100 6070 2023 FEB-23

6.

Position

PO016341

PO016341

PO016341

To remove a line, select the trash icon in the Delete column.

Tub

Object Fiscal Year

2023

Period

FEB-23

Position

Employee Number Source Fund

000000

000001

Target Fund

Logged in As

Total Transfer Amount 300.00
Employee Number Amount Available Source Fund TargetFund Transfer Amount r t Retent
| ] 4830 302174 000001 4830 2598 000 671085146974
[ 110800 302174 000001 5170 2782 105230 671502647812
_ 105230 302174 000001 20000 107.60 85230  B715026-47812
2.208.60 300.00 161.40

The Fringe Amount column will show the calculated fringe if Calculate Fringe is Yes.

If there are edits to be made in any line, select the pencil icon under in the Edit column.

Delete

Amount Calculate Fringe

100.00 N

7. Once the lines have been entered, if desired, select Summary to view debit/credit amounts by

fund value.

Search GL Transactions

Enter Funds Details to Reclassify

100 = = 2023 v
s Object “Fiscal Year
000001 ~
“Target Fund “Transfer Amount
Edit Tub Object Fiscal Year
100 2023

FEB-23x

“Period

100.00

Period

FEB23

Search Adjustment Batches

Funding Change Redlassification

= I v s02174 v
] 302174 000001 100.00 N o
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Reclassification Funds Summary
Fund Debit Amount Credit Amount |
Peri Flﬂ
302174 100.00 o0 |
e 000001 0.00 100.00 ‘
100.00 100.00

8. When the batch is as desired, select Create Batch. The system will then create the GL-PCR
batch. Note, there may be a slight delay while this occurs since checks are being performed.

Search GL Transactions Search Adjustment Batches Funding Change Redassification
Enter Funds Details to Reclassify
100 = = © repax = I R .
“Target Fund “Transfer Amount Calcuite Fringe
100 2023 rea s —— 02174 000001 10000 N o

e When completing a Transfer Amount in Funding Change Reclassification, if the entered
amount exceeds the fund amount available, a notification will appear.

Fund Reclass Batch cannot be Created.
I Entered Fund amount exceeds the fund amount available.
Please enter the amount less than the amount available.

e Clicking on View Errors pops up another screen with the detail of the error.

Actions v
HUID Object Position Number Period Source Fund Amount Entered Amount Available
“ _ FEB-23 000000 100.00 0.00

e Review the Amount Entered and the Amount Available then click close

e Note, if no transfer amount was entered the Reclass Funds Validation Report will be
blank.
e Make the proper edits on the selection screen then click Create Batch again.
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9. |If there are no errors found, a new screen with the transfer amounts will appear for review

ORACLE" HUGL - Journal Adjustment

Logged In

Total Amount 100.00 Total Transfer Amount 100.00
4 Back To Search Submit Batch

Rows 100 «  Actionsv

Line Number 7= Tub Object Fiscal Year Period Position Employee Number Amount Available Source Fund Target Fund Transfer Amount
000 67108514697-2

1w s 3 FeB2y Po0t6341 —— w220 02174 ooooot

2w an 2023 FEB2Y POD16341 I w470 302174 000001

46690

220 0.00

67.80 000 6690 6710851-4697-3

100.00 0.00

e Users should review all data on the screen, especially Transfer and Fringe Amounts.

10. At this point, users can either Save Batch or Submit Batch.
Selecting Save Batch allows other users to review the current batch before submission.

For either choice, two pop-ups will appear:
One asking are you sure, click Yes if ready, no to return to the selection screen.

[ ]
I Ause you sure you want to do the Fund Relassification? I
oo
e Two, asking to select the GL Effective Date, which must be in an open accounting period,

then select Proceed

Source Lines CCID validation ¢

Select GL Effective Date for Batch

l GL Effective Date I
20-MAY-2024 E i

Cancel Proceed

e For Save Batch, continue to STEP 11
e For Submit Batch, go to STEP 15

11. Save Batch creates the batch in GL-PCR

The system then notifies the user if the save was successful, Click Ok

°
Reclassification Batch of Batch id saved successfully 1
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12. The GL-PCR “Harvard — GL Adjustment” page will appear once the batch has been created

Harvard - GL Adjustment [Tl reerse satcn [ Back o search page [ acicio seure esuts [ e

*+ch Descrpton: 31064.Fund Reclassification GL Efectve Dae: 20.MAY-2024 Bsch tas: Submitted
Batnio: 31064 ssenType: Regular
Reatagsain Crestea sy U, Upsstesty o0 I
il Generstion RequestiD: 65776612 Creaton Date: 20.MAY.2024 1033118 Update Date: - 20MAY.2024 10:33:18
[ selected Adjustment lines
Q- G Rows 50 Reviow Al
period
Revw % CeatonDate  Postedbate  JoumalWeader  Tub  Org  Obect Fnd  Acy Subactiy Root  Debt  Credt Amount Line Desc WD HUDHame Jounarsource Batchame
4 O men wemam mesxm eravenU 0 om0 eme S om0 wow @m0 0o o AEcRem BN W -uo0sesonouePyl 8020423 PYRLOOSPS Oncrle
7 O B sz oeeEBazs PriBWeyUSD 100 00231 6070 274 SOG4 0000 0000 3220 000 220 SCKSickPay B I iriccersonodePr | BIZ0123 PYRLOOSPS Oncrde P
46650 000 46590
GL Adjustment - Details
Total Debit:  466.90 Total Credit: 486.90 vewtransactons. [ paveon  nonoayron

13. Notate the Batch ID number (in the upper left hand side) for the reviewer.
The preparer of the adjustment should manually notify the reviewer at this point.
The reviewer would continue with the next steps to submit the batch.

14. When the reviewer clicks Submit Batch a decision pop-up appears, if ready click Proceed.

Are you sure to submit this batch for GL processing?

This batch cannot be modified once submitted for processing.

15. Submit Batch sends the journal to the General Ledger for processing.
The system then notifies the user about the Concurrent Request submitted, Click Ok

Concurrent Request with request id 85776612 submitted for 1

processing of Batch id 31064

16. The GL Adjustment page should appear with the batch status as Submitted.

Harvard - GL Adjustment oo [y [EETTET [T R |

* Balch Deacrigton 31065 Fund Reclassification Bakh Siatis Submitied

Ban0 31068

|

CrestionDale  Z0MAY-024 104176 Usdste Dote. 20 MAY2074 104126

oiceDate  PocmdDwe  sournal Hender T Oy Owect  fus  ctwy  Swacedy Roel  Deba  Cres  Amoust e Dosc R T —p— Baten tame

Questions?

If you have any questions, please contact the HUIT Support Center at 617-495-7777, or via email at
ithelp@harvard.edu.
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