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Course Prerequisites and Roles RIS

* Prerequisites:

Y = Approval by Area Fiscal Officer (AFO)
UK_100 - IRIS Awareness and
Navigation

Knowledge of basic IRIS Human
Resources and Finance functions and
terminology

* Roles:

Intended for staff responsible for:

Yo = Entry, approval, and review of DOEs

Yyl * Management of DOEs and labor
distribution

= Certification of effort
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Course Content

* Unit 1 - Introduction

* Unit 2 - FES Client Access

* Unit 3 - DOE Processing Module
* Unit 4 - Printing

* Unit 5 - Approvals

* Unit 6 - Deferred Pay

* Unit 9 - IRIS-FES & DOE Display
* Unit 10 - Track Processing Module
* Appendices

* Unit 7 - Prealert Processing Module :
* Unit 8 - Inserting New Versions

FES Client Data Processing & Actions

Course Learning Objectives

* Understand the reasons and methods for tracking
Faculty effort at the University of Kentucky

processing

* Know how to view DOE data in IRIS-FES

\
L=

* Learn the structure and key elements of the FES Client
* Be able to access and successfully complete the DOE

* Become familiar with managing the FES Client prealerts

* Obtain an overview on viewing faculty track information
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Unit 1 IRIS

Introduction

FES Client Data Processing & Actions

y
Documenting Faculty Effort IRIS

* The key reasons for documenting faculty effort are:

To meet Federal documentation requirements for
expenditures on grants or contracts;

To meet the University’s Administrative Regulation ARII-1.0-5
(see www.uky.edu/Regs/AR/);

To identify, record and track effort expended by Faculty;

To create and manage payroll distribution data that
determines charges to appropriate cost objects; and

To support management and reporting.
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Circular A-21 3%”“5

* Circular A-21, Cost Principles for Educational Institutions,
is issued by the U.S. Office of Management and Budget to
all federal agencies negotiating grants or contracts with
colleges and universities.

www.whitehouse.gov/omb/circulars/a021/a21_2004.html

* It describes the principles (cost accounting standards) for
determining the eligibility of costs charged to grants and
contracts for direct or indirect costs.

* It also establishes the standards for documenting or
supporting these charges.

UK ovivessiny o KeNTUCKY]
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Y
UK Certification Methods }filR'S
* The University of Kentucky certifies using the following:

Method 1: The Distribution of Effort (DOE) form.
= Provides detailed information on activities performed by Faculty.

= Provides cost information for distributing Faculty salary.

= May be updated as the activities or funding sources change.
® |s maintained using the FES Client application.

Method 2: Full-time Faculty are certified annually using a
planned confirmation “after-the-fact” system.

= Less than Full-time Faculty salary are certified on an academic
year basis.

= Faculty non-institutional base salary are certified on an academic
year basis.

= Staff employees (monthly or bi-weekly) are certified on a semi-
annual basis.
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‘
FES Client &IRIS
* FES stands for the Faculty Effort System.

* FES Client is an application integrated with IRIS used for:
DOE Processing

= This module consists of DOE entry and revisions, validations,
printing and approvals.

Prealert Processing

= A daily FES Client process reacts to changes in IRIS Financial and
Human Resources master data that affects DOEs, which in turn
generates prealert messages for viewing in this module.

Track Processing

= This module gives an overview for each faculty, including DOE
versions and prealerts.
* FES Client is based on and has the same “look and feel” as
the Faculty Database (FDB), but the FDB is used to track
other faculty-related data.

FES Client Data Processing & Actions 9

0
Faculty Effort Solution ,IRlS

FOB: <+

+ Usually first sysiem in which facully Faculty Database IRIS - FI
data s entirod for appointmant (FDB) L
contract, part of row hire dossiar

*  Unique identifier is the FDBID, which
s 8i80 the unique idenafier for & IRIS - HR

porson in FESClont

= Source of ACAGMMIC AEpOintment
status usad on DOE (rank, iitle series,
contract pericd)

*  When the parson is entered in IRIS,
the IRISPemsoniD must be entered in
the FDB

(IT 27, 9008, 9009 and 9010}

IRIS - FES

IR1S - FES:

=+ Computes the matrix

« DOE activation

+  Controls faculty monthy payrol
disributions in MR {updates IT 27
meconds whon DOE is activated)

+  Effort Centifcation Reporting

FESCliont batch jobs:
+  Process the daly feeds from FDB and
RIS

+ FromFOS
- Recognize updates of the
IRISPersoniD and gonernts proalert
messages
- Recognize changes in appointmant

staius and update the DOE header of F
genorals prealert message FESGClient + DOE ontry
From IRIS-FES: = DOE validations {except matrix validason)
update DOE veesion status changes +  DOE kocal printing. drat and final
(mctivations, inactvations, rejections) = Dvaft DOEs a8 pavt of e new hire dossier
e From HR (drafts mary be printed before employes entered
- recognize employes status changes in IRIS-HR)
and genorate HR prealert mossages *  IRIS Person ID must b entered in FOB and
s FromFl

- updaie cost object atinbutes on in-
progress DOE versions (and re-
calculate” validation messages. )
Gonenio proalert messages for - gerarate ihe mtr
activaled vorsons AV check
- Load the version 10 R73 {submit ko SPA)
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DOE Requirements RIS
* All colleges must enter faculty effort in FES Client for:
All Full-time Faculty members

Administrators with a Full-time Faculty rank

= Must complete only the Detailed Effort portion of a DOE*
Veterans Administration (VA) 8/8ths appointments

= Must complete only the Detailed Effort portion of a DOE*

* The Payroll Distribution portion will be a future process for
Administrators and VA 8/8ths appointments.

UK universiry oF kenTucky]
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(
DOE Requirements IRlS

* FES Client/IRIS-FES checks for the following attributes in
an active Faculty’s prime Organizational Assignment
Infotype (PA20 - Infotype 0001) to identify Full-time
Faculty that must enter effort in FES Client:

Personnel Area - Main Campus (1000), Extension (1300),
County Agents (1400)

Personnel Subarea - Regular FT (0001), Temp FT (0006),
Phased Retirement (0014)

Employee Group - Faculty (C), Working Retiree Faculty <15
(F), Working Retiree Faculty >15 (K)

FES Client Data Processing & Actions

FI_LFES_315 V6 03/2009




y
The DOE Form ﬁé]R'S

* The DOE form describes the projected effort Faculty will
direct toward specific activities within “mission areas”
defined by the University:

Instruction

Research
Service
Administration

Professional Development
* Work is expressed in percentages of the total planned

effort Faculty members expect to work in the contract
period - referred to as the Detailed Effort component.

* The cost object distribution planned for the contract
period is established in the Payroll Distribution
component.

FES Client Data Processing & Actions 13

§
The DOE Form %IRIS
* A blank DOE form can be printed from:
The IRIS FES web site - www.uky.edu/IRIS/FES
= Click on DOE Form in the left column of the page.

The UK Forms web site - www.uky.edu/eForms
= Click on the letter D, then scroll down to Distribution of Effort
Agreement Form (IRIS).

Within the FES Client - DOE Processing Module >
Functions/Reports - Print Initial DOE - Blank

* All DOEs are labeled by the Fiscal Year, Track and Version
in the upper-right corner.

—_—

FY 2007 Track 1 Version 1

UK University of Kentucky
o Distribution of Effort Agreement

Jesse A. Sandhine 30000417 Internal Medicine & Divisions -

K UNIVERSITY OF KENTUCKY]
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DOE Track 3%”“5

* The first track for a fiscal year will be Track 1, and it
defines the effective dates and indicates which monthly
payroll periods in the fiscal year are covered by the DOE.

* The Track 1 Version 1 DOE is automatically created in
April of every year by a “roll” process for all faculty with
assignments that will be effective in the new fiscal year.

A new Track 1 Version 1 is manually created when new
faculty are hired or part-time faculty have changed to full-
time.

* Some changes in IRIS-HR master data require changes to
the effective period of the track, or require creation of a
new track.

* Possible track actions: Splits, Recreations, Closures and
Removals.

FES Client Data Processing & Actions

. Y
Track Actions %IRIS
* All track actions are approved by SPA.

* Track action requests are displayed for department review
and SPA approval in the Prealert Processing and/or Track
Processing modules.

A track split request is created by prealerts arising due to
changes in contract period (Employee Subgroup), position,
department, etc. which necessitates a need for two or more
tracks in the same fiscal year.

Track recreates are used to accommodate HR retroactive
changes.

Track closures result from faculty separation or faculty
change to part-time assignment.

FES Client prealert processing automatically creates all
track closure, removal and recreation requests and some
split requests.
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4§
DOE Version ﬁé]R'S
* The first version for a fiscal year will be Version 1.

Can be created by FES Client for continuing Faculty at the
beginning of a fiscal year or newly hired Full-time Faculty in
IRIS HR (payroll).
* The version number is used to identify the initial DOE for
the fiscal year and any revisions.
* Prior fiscal year DOE versions may be copied to new fiscal
year, according to decisions made in each college.

* Two types of versions:
Detail effort changes; and

Cost object (payroll) distribution changes - Cost object
changes can occur because of departmental changes in
allocations or because of changes in IRIS financial data.

UK ovivessiny o KeNTUCKY]
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DOE Version RIS

* New versions are not required (but allowed) for payroll
distribution changes less than 5%.

* Data for a Version 1 DOE may be entered by the
department before the Faculty member is added to IRIS-HR
as long as the faculty appointment has been entered in the
Faculty Database.

* If a Faculty member is paid before a DOE version is
approved, the labor and benefits are charged to the
position’s associated cost assignments (HR Infotype 1018-
Cost Distribution for the Position) and retroactively
adjusted when the DOE version is approved.

FES Client Data Processing & Actions
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DOE Process Flow

IRIS
===

1. Department 2. College
Enters the DOE The College will

information in the
FES Client

Prints the Final DOE
and obtains the
necessary
signhatures

Forwards the signed
DOE & submits the
DOE in FES Client to
the College for
approval

review and either
return to the
Department for
corrections or, upon
approval, will
submit to the
Sponsored Projects
Accounting (SPA)
Office

3. SPA

Upon receiving the
signed cover page
and the DOE in FES
Client, will either
approve or return to
the College for
corrections

After approval, IRIS
HR Infotype 0027
(Cost Distribution)
will be created

UK ovivessiny o KeNTUCKY]
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Unit 1 Summary

SIRIS
===
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Any questions related to:

Documenting Faculty Effort
Circular A-21

UK’s Certification Methods

FES Client

Faculty Effort Solution

DOE Requirements

The DOE Form

DOE Tracks & Actions

DOE Versions 3
DOE Process Flow

FES Client Data Processing & Actions
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Unit 2

University of Kentucky

FES Client

| DOE Processing

Prealen Procossing (‘)
Track Processing

’Intcgratcd Resource
V Information Systems

copyTight 2006

FES Client Access

FES Client Data Processing & Actions

21

FES Client Security

* Security is defined at the following levels:

DOE entry and printing

College - for College access including Departmental
functionality as well as college approval access

Organizational- View-only access at the organization

College, Department and Division.

* Access is based on the IRIS-HR Organizational Unit
associated with a Faculty member’s main position.

security will not be replicated in IRIS-FES.

Departmental - for Departmental user access, which includes

level

* Security levels are further defined as View or Update.
* Structural security is defined by Organizational Area,

* There is also an option of giving a user access to an
individual Faculty member’s DOE data. However, this

MR L or Kesucey FES Client Data Processing & Actions
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|
Accessing the FES Client IRIS

* In order to access the FES Client, the UK Single Sign-on
(UKSSO) Gateway Application must be installed first.
This is a required, one-time installation.

The application passes information from the IRIS Launch Pad
and runs the appropriate version of the FES Client.

Instructions for installation are on the IRIS FES web site:
= www.uky.edu/IRIS/FES/InstallingUKSSOGateWay.doc

Allow 1-2 business days after this class
before installing this application.

* Once this is installed, the FES Client is
accessed by signing on to the myUK Portal
and clicking on the FES Client “beach ball”

icon. o FESClient

FES Client Data Processing & Actions

Signing on to myUK RKIRIS

1. Open the myUK log in screen.
Double-click on the myUK icon on the Desktop @

(which overrides the current browser location!), ™k
niversity of
Kentucky
OR
Services using link blue
Click on the myUK link on UK’s main “link | § g ™
blue” web site (www.uky.edu/webuk/ a'd
subpages/linkblue.html), Sharspoint
@ Student Web Server
OR
Training
Click on the myUK link on the IRIS main myHelp
web site (www.uky.edu/IRIS). myuK

K UNIVERSITY OF KENTUCKY]

IRIS Awareness & Navigation - V7

FI_LFES_315 V6 03/2009



Signing on to myUK Py
2. Enter your link blue User ID and Password.

For assistance with this information, check with the IT
personnel in your area or contact the IT Customer Service

Center, 257-1300.
3. Click on the Sign On pushbutton, or press the Enter key.

Welcome to myUK

Use your link blue |0 to Sign On to this partal.

User ID |jdsmith1
Password

* The myUK portal will open.

WK unvessiTy oF KEnTUCKY, IRIS Awareness & Navigation - V7

25

Accessing the FES Client ghLS

* To access the FES Client (production), click on the
FESClient “beach ball” icon.

| s et
| Welcome to the University of Kentucky myli< Portall

|®-~

[ Team Logon Fad

Trisrang Logen Pad.

Heliticnlion: of Corfdurdinfily

NOTE: Based on your access, your IRIS Launch Pad may not look exactly identical to this screen.

R i 5 v FES Client Data Processing & Actions
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y
Accessing the FES Client SIRIS

* In the File Download window, click on Open.

i
Do you want to open or save this file?
Name: R3LaunchPad,uksso
Please do NOT un-check Type: UK S50 Gateway, 693 bytes
thIS CheCkbOX' From:  epshe.iris, uky.edu

| M0 I Save PR

T Always ask before opening this type of file

‘while files from the Intemnet can be useful, some filles can patentially
harm ypour computer. |f you da nat trust the source, do not open or
save this file. What's the risk?

FES Client Data Processing & Actions
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;
Accessing the FES Client b=

* By default, Active Directory is selected, and you will see
your link blue ID in the User ID field. Click on OK to
continue.

The asterisks in the Password field will not be seen, but are
there invisibly.

This will work only if your PC is in Active Directory.

IF NOT, click on the SQL Server ID radio button and enter the
assigned User ID and Password, then click on OK.

I
Enter a User 1D and password to log onto FES-Client

i+ SOL Servar 1D
" Active Directory

User 10 (jdame?

Possword: [coeceeie
e

K UNIVERSITY OF KENTUCKY]
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‘
FES Client Main Screen SIRIS

* The DOE Processing module will access the Faculty DOEs
for entry, review, updates, printing, and approvals.

* The Prealert Processing module displays FI/HR Prealert
messages that effect the Faculty DOEs.

* The Track Processing module gives an overview and history
for each Faculty for the fiscal year.

University of Kentucky
FES Client

Praaler Frocessing I “)
Track Processing I

,lntegrated Resource
V Information Systems

copyright 2006

FES Client Data Processing & Actions 29

g
Unit 2 Summary SRS

Any questions related to FES Client:
* Security
* Access

®* Main Screen

K UNIVERSITY OF KENTUCKY]
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Unit 3

:‘élms

Module

DOE Processing

UK universiry oF kenTucky]

Fle Modde Dats€dt FuncborsMeporis Window
AL BAF [ i e >

} DOE Verskons List - DOE Eetre

Closes current screen

Column Headers —
Click any to sort data

FES Client Data Processing & Actions 31
. Y
FES Client Screen Elements
Menu Bar
} FES Chent - Traiming IRIS Host = TRN IP.IS-:IEM‘ 515, TR

Aie R Cl 30000590 Commup==kiees 2007 Amberson, Atnie R
“Susan M wo soo00sss wasing SCroll Bar 2007 Alford, Susan M.
—_—
|

kil

W N Forcsd DOF | DOEEnty.
N N Forced DO
N N Forced DO
N N Forced DOE
N N Forced DO mw
. . N N Forced DOE
< Data Grid Section > > ] NN Fowmed 0O
Split Screen Bar —
Click and drag to right
Cl 30000590 Communications:
MU 30000355 Mursing Instructio

K UNIVERSITY OF KENTUCKY]
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Toolbar Icons

IRIS
===

HHw @D | A | | HX

* From left to right:

Insert on DataEdit in the Menu Bar or using the shortcut key
Update combinations (i.e. Ctrl+S for Save, etc...).
Delete

Any time an icon is “grayed out”, that function is
Refresh Data currently not active and able to be used based on what
Find a row screen/process you're working with at the time.

All of these functions can also be accessed by clicking

Query to retrieve a subset of data
First/Previous/Next/Last Record (4 arrow icons)
Select all/Unselect rows (2)

Save

Cancel

UK ovivessiny o KeNTUCKY]
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DOE Status Tabs %IRIS

* All DOEs start in the DOE Entry status tab and
automatically move to the other status tabs
throughout the DOE process.

* The active tab is dark gray, and the name is
displayed in the Window Title Bar.

* The Menu Bar, Toolbar, column headings and
general screen layout will remain the same
regardless of which tab is selected.

* Use the All DOE’s tab to search for a DOE if the
exact status tab location is unknown.

The Version Status column will list in which status
tab the DOE is located.

Fiscal Pos IRIS Pos IRIS Pos Track Vers Vers Vers Matrix Total ontr  Adm Version
Year Name Coll Tyvpe Valid Comp PayDist Effort fa Status
2007 [Turner, Mosh Z 7 & N vtial Vel o v [ 1000010000 12 |

2007 Turner, Noah ME 30000374 Anatomy & Meurc  { 2 Undetermined Asining M 100.00 10000 12 N JDOE Entry

=

w0 2

Bemmed
fuam Callage

Final
Printed

Submifted
1o College

Haturnaed
fom SPA

Submitod
5PA

Activated

All DOES

K UNIVERSITY OF KENTUCKY]
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RIS
===

DOE Entry

DOE Entry
Status Tab

FES Client Data Processing & Actions 35

4
DOE Entry Status Tab ﬁélRIS

* The Faculty members listed in this DOE Versions List - DOE
Entry window are derived from a user’s security
authorization and IRIS-HR.

* Faculty will not appear with a system-created Track 1 -
Version 1 if they are:

Administrators;

New Faculty with no active full-time Faculty assignment in
IRIS-HR; or

Faculty that have not been hired, but a DOE is required for
their initial appointment dossier.

K UNIVERSITY OF KENTUCKY]
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0
Selecting a DOE Version - Method 1 %]RIS

1. Click on any of the column headers to sort the data by the

values in the column - Name column may be the best
option.

Fiscal Pos IRIS Pos IRIS Pos
Year Name Coll Org Unit Dept Name

2007 Abernathy, Amherst C. AH 30000478 Health Sciences -

2007 ..&hernath).-I Ellen L. HP 30000494 Dept Of Gerontol
2007 Abernathy, Kevin D. AG 30000237 Plant and Soil Sci
2007 Abernathy, Percy J. WE 30000444 Pediatrics - Rese:
2007 Abernathy, Ronald AS 30000523 Poltical Science

2007 Abraham, Diane Cl 30000531 Library & Informa

2. Scroll through the list to locate the desired Faculty’s DOE
version.

3. Click once on the version to select.

UK ovivessiny o KeNTUCKY]
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Selecting a DOE Version - Method 2 }filR'S
1. Click on the Find icon [#] in the Toolbar.
2. Enter either a partial (no * needed) or full Last Name.
Click on the Find pushbutton. :
Click Cancel to close
the Find Row window.
Last Name: Iarm\
4. Click Find Next pushbutton to browse through multiple
versions matching the entered criteria.
Last Name: Iarm { Find Next
Cancel L
\i.) Last row Found,
®* Find Message window will appear when —
displaying the last matching version - Click OK.
MR L or Kesucey FES Client Data Processing & Actions 38
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Selecting a DOE Version - Method 3 %!RIS
* Use this option if you have a larger list of names.
1. Click on the Query icon[®]in the Toolbar.
Enter the desired search criteria in the Query DOE window.
3. Click on the Query pushbutton.

From: [D0E Enry =1 e [DOE Entry | Fiscal Pos IRIS Pos IRIS Pos Track Vers
Year Name Coll  Org Unit Dept Name HNo No

Mames [arr] |
Last First 2009 |Armstrong, Thomas A. W
1

e Pern: | Ext Porsom I0: | Track: Version: 2009 Armstrong, Joyce L. LA 30000584 Law Instruction

comvactperios:| =] DeferedPaystms| ] 2009 Armstrong, Eric W. ME 30000419 Famiy Practice &  1q
Versioa Type: - 2009 Armstrong, Bradly V. ME 30000444 Pediatrics -Rese 1
1

1

2009 Armstrong, Howlev E. GS 30000602 Martin School - R
2009 Armstrong, Conner M. AS 30000528 Biology

[
// ( An asterisk will appear

on the DOE Entry
status tab. Click on DOE Entry*

to see the initial list.

L the Refresh icon [<8]

FES Client Data Processing & Actions
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0
DOE Processing Basics %IRIS

* Double-click on a DOE version to open the FES Version
Detail window.
* To Insert new data, make an Update, and/or Delete records
you can either:
Select the function from DataEdit in the Menu Bar;
Click on the appropriate function’s icon in the Toolbar; or

Right-click in the correct area of the screen and choose the
function from the drop-down menu.

* In Update mode, you must click on Save or Cancel
before going to a new pane or tab. Otherwise, the system
will automatically display the following pop-up window:

=

.
y Must Save or Cancel before changing to new tab,

MR L or Kesucey FES Client Data Processing & Actions
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DOE Processing Basics b

* Several of the FES Version Detail windows are divided into
separate “panes”.

- [— [ L [y — |
T =TqT] iy ;ﬂ
oo S Seevee.
o Sanie 1 Patne L) I
. o I——
Rt = : Pane #1 ’
e e et (L] I
Aaenty Lt ] | —
4 Pt o Uit s
Mo
T I ——
S ettt 128 frony [
Sprmnred Sarvie
Cout Ot e e I L —
Cou Onaer ™ o ™ p— |
Pane #2 ’
J I =l

* A pane must have the blue border around it prior to being
able to make updates! Click anywhere in a pane to select.

FES Client Data Processing & Actions
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;
DOE Entry Steps for Completion %’Rls

} FES Version Detail - Hostaya, Christopher A,
Montoya, Christopher A Fiscal Yoo [ 7008 Tracke[ 1 wers[ 1 versioaTypeftial Version
Vers Valid: Frror . Matrix Computed: [ Traﬂmlm o [05007003  WEEPersonil: 10001836  DOEID: 600
chmucﬁ version Status: DOE Em Perne: 00000318 FOBEE 100000017
avClastcheec[ MMMLW ndmin:[~ VASE[T FESControls Peyronforces DO

mnﬂ.p mum.|| h-m@[l&mrgwumm‘umw@

Courve  Course Hours  Mours  Howrs  Mours  Grading Totsl Comt Hrs
Prefix_ Number Course Title Short Level  TFormal

Select the Summary/Validations tab any\ Bk
time during the process to check

x|

1

balances and/or validation messages.

QL

R i 5 v FES Client Data Processing & Actions
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DOE Header

DOE Header Tab

UK ovivessiny o KeNTUCKY]
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AN
DOE Header - Top Pane %S
* The top pane of the DOE Header window is divided into
three sections:
The first section displays basic information about the DOE.
Montoya, Christopher A. ﬁsmnrear:|2009 'lrack:|1_ Veu‘c|1— Version Type: [Initial Version
Vers Vaiid: [Error  Matrix Computed: [f ~ 17ack from: Ivur;wzuus to| 06/30/2009 Add Method: Roll
Track Status: Valid
ot Applicable
AVC Check: [Not Applicable Version Status: POE Entry FES Control Payroll: Forced
AVC Last Check: Actiation Date| Admin [ wvase [
The second section displays the Academic Appointment
information from the Faculty Database.
Academic Appointment FDB Contract Prd; [12 month Assignment From: | 07/01/2008  to | 06/30/2009
College: [VIE [Medicine Rank: |Professar
Department: |3l]l][][]rlUE |Intema| Medicine Title Series: |Regu|ar
MR L or Kesucey FES Client Data Processing & Actions 44
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0
DOE Header - Top Pane %]RIS

The third section has fields that should be completed for all
DOEs, unless not required by the College.
1. Indicate the number of weeks per year (Wks/Year) worked by
the Faculty member and the average hours in the work week (UK
Ave Wkly Hrs).

2. If applicable, complete the VA status (drop-down menu
available) and VA Ave WKkly Hrs, and/or any Form Comments.

Code VA Status -

[ B8 WA

System computed annual - 715 VA

hours based on the Wks/Year il BB VA
F/ Fee Based

and UK Ave WKly Hrs fields.

Wks | Year UK Ave Wkly Hrs UK HISIY/ VA Status’ VA Ave WKly Hrs
52 f 4000 | | 2080 JNat VA | 0

Form Comments: Pny text entered in ANY of the "Comments” fields in the FES Client will print on the DOE!

Add By: dgagel 9/16/2008 17.16:31 Mod By: dgagel S16/2008 17.16:31 DOE ID: 600 FOBID: 100000017

3. Click on the Save icon when entry is complete.

UK ovivessiny o KeNTUCKY]
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4
DOE Header - Bottom Pane }filR'S

* The bottom pane displays data populated from IRIS-HR.

* If the DOE is entered in the FES Client prior to entry in IRIS-
HR, this information will not be available.

* The External Person ID is the unique identifier (Person ID)
of the Faculty member in IRIS-HR.

* The Main Pernr field contains the Personnel Number (from
IRIS-HR) which is equivalent to the assignment. This is
needed for concurrent employment situations.

IRIS-HR FES Assignment
Name: [Montoya [Christopher External Person ID: |10001a35 Main Pernr: | 00000315
Position: (50101528  [Professor Pers Area: [1000 IMain Campus

Job: 40501713 |Regular Faculty Pers Subarea: (0001 |Reg FT
0Org Unit: (30000414 |[TH360 |Im.erna| Medicine & Divisions - Emp Group: |C Faculty

Assignment From: |12fU1f2l][]5 to |12|’31f9999 Emp Subgroup: |03 IExempt Monthly
Contract Period IT-0016: IUN VA Type: INoT. VA

K UNIVERSITY OF KENTUCKY]
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(
IRIS-HR FES Assignment AIRIS
* The term FES Faculty refers to Full-time Faculty that are
required to complete a DOE.

* The main IRIS-HR Organizational Assignment Infotype
(0001) is used to determine if an employee is FES Faculty.

* Thus, the assignment that defines the employee as FES
Faculty is referred to as the IRIS-HR FES Assignment.

If a FES Faculty member has multiple FES assignments, the
screen will list the most recent one.

If an employee is no longer FES Faculty, it lists the last FES
assignment.

For Administrative Faculty, the FES assignment is the one
that was active when the Faculty was added to FES as an
Administrator.

FES Client Data Processing & Actions
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§
IRIS-HR FES Assignment FIRIS

* If no current assignment exists in IRIS-HR, the position
department and responsible unit department numbers
for the version are set to the academic department.

* Once the assignment is added in IRIS-HR:

The position department and responsible unit departments
will be set to what is on the assignment;

The track beginning and ending dates will be adjusted, if
necessary;

A validation error message will be generated on the new
DOE version if the Contract Period listed on the DOE Header
tab does not match the organizational data in the IRIS-HR
Organizational Assignment Infotype (0001).

K UNIVERSITY OF KENTUCKY]
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0
Faculty Contract Period %!RIS

) FES Version Detail - Montoya, Christopher A.

Montoya, Christopher A. Fiscal Year: | 2009  Track:| 1 Vers:| 1 Version Type: |Initial Version
VersVaid: Fror — Matrix Computeq: JT  T"ack fom: [07/07/2008 _ to[ 06730/2009 Add Method: [Roll
AVC Check: [Not Avacabl Track Status:[Valid
(= Mot icable
Avcm::c'l . PPl Version Status:[DOE Entry FES Control Payroll: |Forced
eck|
Activation Date: .
( Contract Period )
Academic Appointment Fe R A s
i FDB Contract Pra: [1Z month | Assignment Fron is indicated in
College: [ME [Medicine Ranl two d|ffe rent
Department: (30000406 [internal Medicine itle Serie: panes and
Wks!Year  UKAveWkiyHrs  UKHrs/¥r VA Staty must be in
[ 82 [ 40.00 | 2080.00 Mot VA sync with each
Form Comments: IAny text entered in ANY of the "Comments” fields in the FES Cliep#Will print Other as We”
)
Add By: dgagel $9/16/2008 17:16:31 Mod By: tfe-0002 8/28/2008 16:1 DOE ID: as Wlth the
Employee

Subgroupj
/I

IRIS-HR FES Assignment

Name: [Vlontoya |Chnstopher/ External Person ID: [10001836 Main Pernr: |/m10031
Position: [50101628 _ |Prafessor / Pers Area: [1000 Mz Campus
Job: 40501713 _ [Regular Faculty Pers Subarea: 0001 [feg FT

Org Unit: 30000414 [7H360 ternal Medicine & Divisions - Emp Group: |C Faculty
Assil From: |12/01/2@05 to |12/31/9999 |Em|15ubgro||p: 03 Exempt Month\yl
| Contract Period IT-0016: UM VA T)'DE':INDl VA

FES Client Data Processing & Actions
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()
Faculty Contract Period %IRIS
* FDB Contract Prd in the Academic Appointment section:

Is copied in daily from the Faculty Database (along with the
other Academic Appointment fields);

Generates a Prealert message (60030) if the Employee
Subgroup and FDB Contract Period are out of sync.

* Contract Period IT-0016 in the IRIS-HR FES Assignment
section:

Generates a Prealert message (60029) if the Employee
Subgroup and the Contract Period IT-0016 are out of sync.

* FES uses the Employee Subgroup on the Organizational
Assignment Infotype (0001) because it is used by the HR
Deferred Pay enhancement.

K UNIVERSITY OF KENTUCKY]
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Faculty Contract Period %‘.BJ_S.

° T h e Fac u I ty con t ract Create Organizational Assignment (0001)

period is maintained
in three places:

1. In the Faculty
Database on the _
Demo status screen; [cocus 00 umersmoriemon
Pars.area 1000 main Campus Bubarea 0001 RegFT

2 i |n the I Rls_ H R CostClr 812004810 MATHEMATICS Bus.Area 0101 UKwio tompanant units

Employee Subgroup q’m o Funda 0011020100 PROVOST UK GE

Funo, Area g

field on the
Organizational Powaea M Mora
Assignment |nf0ty EE subgroup 19 Gmo Defered Pay Cantracl Faculty 1]

pe
(0001) - either:

= 9 mo Deferred Pay, G
10 mo Deferred Pay, |wowr s cesonn

Rogudar Fariy
or Exempt Monthly Bomt ¥
Org Unil  S06EE498  AE0aD

S 001 266 [l 12131 9999 |

rige stuciure

i 50
Parcentsge 10000
Pasftion 51000475

Matheritics
g key 18AATAI2004810
UG or keevc FES Client Data Processing & Actions 51
Faculty Contract Period §~!§
3. In the IRIS-HR Contract Elements Infotype (0016) Contract

type field.

= |f EE subgroup is 03, Exempt Monthly, in the 0001 Infotype, this
field allows you to specify if it is Eleven Month or Twelve Month.

® This is the value that is displayed in the DOE Header, IRIS-HR FES
Assignment pane.

Create Contract Elements (0016)

() B[R | [t sves

10026233 51000475 00034954 { Active ) &l E]
ﬂ -1889

_BSJ‘UHMBB 1243179999

Twelve Month

K UNIVERSITY OF KENTUCKY]
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Faculty Contract Period Changes g

* If a Faculty position changes contract period, the College
Business Officer must use the following steps to make the
change in IRIS-HR:

If there is only one Faculty filling the position, use transaction
PPO1 to change the Employee Subgroup on the position.

If there is more than one Faculty filling the position, use
transaction ZPOS to create a new position with the correct
attributes.

Using transaction PA40, update the assignment with the
correct contract period by selecting the Position Update
action.

Use transaction PA30 to update the Contract type field on
Infotype 0016.

FES Client Data Processing & Actions 53
. §

Contract Period Dates IRlS
°* 11- and 12-Month Contract Period

July 1st through June 30t
* 10-Month Contract Period

August 15t through May 31st
* 9-Month Contract Period

August 16t through May 15t
MR RO £ Dmsrruck: FES Client Data Processing & Actions 54
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Detailed
Effort

Detailed Effort Tab

UK ovivessiny o KeNTUCKY]
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. Y
Data Entry Tips %!RIS
* At any point during entering the Detailed Effort data, you
may:
Click on the Payroll Distribution tab to review total effort
and/or check effort percentages.
Click on the Summary/Validations tab to see how the effort
percentages balance between the Detailed Effort and Payroll
Distribution and view any error/warning messages that help
troubleshoot validation issues.
FES Client Data Processing & Actions 56
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|
Course Detail %’RB

* This screen contains the Faculty’s courses. Courses can be

inserted using:
A specific Course Prefix and Course Number; and/or

Summary level course information, if specific Course Prefix
and Course Number are unknown or not applicable.

) FES Version Detail - Montoya, Christopher A.

Meontoya, Christopher A. Fiscal Year: | 2009 Track:| 1 vers:| 1 Version Type: [Initial Version
Vers Valid: [Frror Matrix Compllled:m Track from: | 07/01/2008 to | 06/30/2009 IRIS Person ID: 10001836 DOE 10: 600
AVC Check: [Not Applicable Version Status:|[DOE Entry | Pernr: 00000318 FDBID: 100000017
AVC Last Check: Deferred Pay Status: ot Deferred Mmin:ﬂ' VA 8/8: r FES Controls Payroll:|Forced
I. Instruction | Il. Research | IIl. Service | V. Administration | V. Prof. Development
Contact Contact Contact Contact Prepand Prepand SysComp SysComp SysCol
Course Course Course Hours  Hours  Hours  Hours  Grading  Grading Total Total  ContHrs Prep
Prefix _Number Course Title Short Level _Formal Other Total Effort Hours Effort Effort Effort Effort Effo|
warning  A&S 157  FRESHMANDISCOVERY GRAD 0 0 0 646 0 0.00 6.46 0 0 0
Warning  BME 768  RESIDENCE CREDTFOR  GRAD 0 0 0 17.00 0 0.00 17.00 0 (1] 0
Total 23.46 0.00 23.46 0 o 0
A&S 500 PATHOGENIC MICROBIO UGUPP 350 a0 400 19.23 100 481 2404 2404 18.23 48
Total 19.23 4.81 24.04 24.04 19.23 4.8
° . . .
Click on the Insert icon |E¢to begin.
UNIVERSITY OF KENTUCKY] f - -
UK - FES Client Data Processing & Actions 57

Insert Course Information ==

Insert Course Information.

To insert a record specify the information below, then click Save button. Enter at least
%Effort for

Enter Course Course Number B[ 425 | 500 |PATHOGENIC MICROBIOLOGY Student Contact. )
. evel: |Undergraduate Upper
Prefix & System *
Number. or Formal Comtact  Other Contact Hours  %Effort Computed %Eff
click on the [ #0ms +[ v 50 rs = Student Contact | 400 | 1923 | 1923
blue Pick icon Prep and Grading: | 100 | 4.81 | 481
to search. Aol Total: | 2404 [240a
/Mcnmmem ered in ANY of the Camments fields in the FES Client will print an the DOE]
Formal/Other
Contact &
Prep and / = 8ystern computed % Effort based an I 2080.00 hrs worked per year. Course FY 2007
HGradlng Add By: Mod By: DOEID: 2453
ours are
optional —
check with
Save Cancel i N
your college 74—| S After saving, click

for their Cancel when finished
; Click Save to add the course f .
\_requirements. ) . inserting courses to
to the Course Detail screen. e
close this window.

MR L or Kesucey FES Client Data Processing & Actions
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Picking a Specific Course %]RIS

* Enter search criteria in any of the top three input fields,
and then click on Find.

* Once the desired course is found, double-click to select.

Specify course prefix, number or title and click Find.
Highlight desired row and doubleclick or press ENTER to pick. T Find I

Course Prefix: IK&S (starting with ] Cancel Pick
Course Number: I (starting with...)

Course Title: I (Containing phrasa. .} elzen

The pick function retums the first 500 cowrses found for selection critera specified
If a particular course s not found, speciy additional critera.

[ Click on any column header to sort list. ]

Course Course  Course
Pref Num Level  Short Title Long Title

* INTRO CREETITLE ASGHN SP INTRO CRSE:TITLE ASGN
A&S 121 UsLOW HUMANITITES: (SR) HUMARITITES: (SR}
A&S 156 UGLOW NATRLSCL STABLTY LIFE/UNSTAE NATRLSCL STABLTY LIFEAUNSTAB WORL
A&S 187 GRAD FRESHMAN DISCOVERY SEMINAR FRESHMAN DISCOYERY SEMINAR
ARS 300 UGUPP SPECIAL COURSE: (SR) SPECIAL COURSE: (5R)
ARS 500 UGUPP PATHOGEMIC MICROBIOLOGY PATHOGENIC MICROBIOLOGY

UK ovivessiny o KeNTUCKY]
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4
Picking a Summary Level Course AélRIS

* If the Course Prefix & Number have not been established
yet or if your college only requires summary level course
information, enter “X” in the Course Prefix field (then
click on Find) to see the values available at the summary
level,

Specily comse prefix, number o1 ille and click Find.

Highlight desired row and deubleclick of press ENTER 1a pick. -
(ot vt cancel Pick
Cotnse Number: (starting with.,.)

Course Tie: | (containing phvase ) g

Tha pick function rstums the fiest SO0 courses found for salaction crlans spacified
Y & pamicular courss is not found, spacily additional criens

Comse Comse Cowse
Prel Han Lewvel _ Shost Title
00 | FPROE | FRROF [FIRST PROFESSIONAL COURSES
GRAD GRAD GRADUATE COURSES GRADUATE COURSES
e d RES RES RESIDEMCY COURSES RESIDENCY COURSES
WY UELOW UGLOW UNDERGRAD LOWER LEVEL COUFUNDERGRAD LOWER LEVEL COURSES
0K UGUFF  UGUFF  UNDERGRAD UPFER LEVEL COURLINDERGRAD UPFER LEVEL COURSES

Loa Tithe

* Once the specific Course Prefix and Number are
established, delete the summary level course (it can not
be updated) and insert the correct course information.

K UNIVERSITY OF KENTUCKY]
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System Computed % Effort %]RIS

This percentage is system-computed based on the UK
Hrs/Yr (DOE Header tab) and the number of hours entered
in the Formal/Other Contact and Prep and Grading fields.

Will not be computed if no hours are entered.

If the difference between the %Effort manually entered
and the System Computed %Eff exceeds .5%, the system
will flag the course with a Warning indicator.

Contact Contact Contact Contact Prepand Prepand
Course Course Course  Hours Hours  Howrs Howrs  Grading Grading Total
Prefix  Number Course Title Short Level Formal Other Total Effort Hours Effort Effort
Warning '\ 485 157  FRESHMANDISCOMERY GRAD 0 i) 0 546 il 0.00 546
warning JBIE 768 RESIDENCE CREDITFOR  GRAD 0 0 0 17.00 0 0.00 17.00
— 2346 0.00 2346
e 0 BATHOGEME MICRASH : 380 50 400 | 1923 100 481 2404
N/ Total 1923 481 24.04

* The College must decide if acceptable for DOE approval.
A Warning will not prevent a DOE from being completely
processed and sent to SPA.

UK ovivessiny o KeNTUCKY]

FES Client Data Processing & Actions 61

4
Instruction > Prof. Development %]RIS

* The screen for each of the five DOE areas contains both the

Non-Sponsored and Sponsored information in separate
panes.

* Only one pane can be updated at a time.

Course Detail | I Instruction lH, Research | Ill- Service | IV. Administration | V. Prof. Development

NS Section Total: 57.50 Effort% _Students Hours Comments =

Non-Sponsored Instructios

a. General Academic Instructiol

The Effort % in the a. General Academic Instruction
section is copied over from the Course Detail tab. It
can not be updated here. However, you can update
the Effort % starting with section b. Instructional
Supervision and Advising in this pane.

Undergraduate Lower Level
Courses

Undergraduate Upper Level
Courses

Graduate Level Courses

First Professional Level Courses

Postdoctoral Level Courses

Residency

Each pane has a Total (Effort %) for quick reference. J_v‘

\
Spon. Section Total: 0.00 Effort% Cost Object Name Comments

Sponsored Instruction
Cost Object . Type:lNA ] No: | 0.00 [
Cost Object . Type:|NA | No:l 0.00 [

K UNIVERSITY OF KENTUCKY]
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(
Non-Sponsored Pane ﬁé]R'S
* The required information needed in the Non-Sponsored
pane is the Effort %.

* Comments are optional, but will print on the DOE if
entered.

Course Detail | I Instruction | Il. Research Il Service |IV. Administration
NS Section Total: 5.00 Effort % Ce
Non-Sponsored Service
a. Senvice to Public 5.00 EEluard Member Bluegrass Comm Service|
b. Senvice to Professions [ 000 .
c. Senvice to Institution
College and Department 0.00 |
University Level 0.00 J.
d. Patient Care Unrelated to
Instruction
Direct Patient Care and Clinical [ 000 |

* Press the Enter key after entering all of the Effort %, check
the NS Section Total to verify accuracy, then Save.

UG or keevc FES Client Data Processing & Actions
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Sponsored Pane %‘RB
* The required information in the Sponsored pane is:

The sponsored Cost Object Type,

the10-digit cost object number (No.), and

the Effort %.

Spon. Section Total: 35.00 Effort % Cost Object Name Comments

Sponsored Research

Cost Object .Type:|WBS | No:l 3200003603 25.00

[
Cost Object B woesfwBs | wo:| 3200004503 10.00 [
[
I

Cost Object . Type:|NA | No:l 0.00

e [ [IES 1wl |

* Comments are optional, but will print on the DOE if
entered.

* Press the Enter key after entering all of the data, check the
Spon. Section Total to verify accuracy, then Save[H.

MR L or Kesucey FES Client Data Processing & Actions
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Picking a Cost Object b

* Use the blue Pick icon next to the Cost Object Type field to
search for cost object information. [ceonea W =

Cost Object . Type:m

* Enter criteria in any of the five input fields in the top pane
of the Pick Cost Object window, then click on Find.

* Once the desired cost object is found, double-click on it to
copy the information back to the Sponsored pane.

Pick Cost Dbgect:
Select a cost object type and some other criteria and click Find.
Highlighs desired d P plck. Find
Cost Object Type: [WES - Cancel Pick
‘Cost Object Description: (covainng phvase )
Dopartment: [TE100 iatartng wih ) l‘
Cost Object Humber: (etutng win_) Type:[WBS -] Mo:[ 3260002703
Valid for Payroll Current Valid To From Dates fo] “DECINA j "":I
The pick function meéums fhe first 500 cost obyects found for sedection cfana specified.
If & particasdar cost object i nof found, specfy additional crlna
Vatig u
T Py e
N T 1
WEBS 5 3200002703 X TRARNNORANTTS T2RAR010 OVIER005

UK vvivErsITY OF KENTUCKY] FES Client Data Processing & Actions
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. Y
Future Cost Object b=
* The Future (FUT) cost object is a Cost Center for one or
many expected future grants.
* Each department is assigned a designated Cost Center.

Refer to the Future Year Grants link on the IRIS-FES web site,
www.uky.edu/IRIS/FES.
Departments may request additional Future cost objects if
needed.
* A Future cost object is used only once in the Sponsored
pane.

Should the Future cost object need to reflect multiple grants,
use the Comments section to describe the break-out.

Iype:IFUT vl Nocl 1013700040 I 15.00 5% NIH grant expected 11/1/08
10% on 4-71590 1/1/09

B weefian < no: [ 0.00 [

MR L or Kesucey FES Client Data Processing & Actions

66

FI_LFES_315 V6 03/2009

33



Picking the Future Cost Object P
* Click on the Pick icon next to the Cost Object Type field.
* In the Pick Cost Object window: CostObet Ml ]

Cost Object B e <]
Select FUT as the Cost Object Type

® The 5-digit Department number associated with the selected
Faculty member will automatically appear.

Click on Find
Double-click on the Cost Object in the bottom pane.

Highlight desired row and deubleclick or press ENTER to plek. l,TI
Cost Object Type: [FUT = Cancel Pick

Cost Object Description: | feontaining phrase. )
Department: [711360 {idarting with L‘

Cost Object Number: farting wilh ]

Valid for Payroll ¥ Current Valid To From Dates =

The pick function rehums the first 500 cost objicts found for selection crtana specified
I a parficular cost abject is not found, speciy additional criferia

WK UNIVERSITY OF KENTUCKY, FES Client Data Processing & Actions 67
. . \
Other Cost Object Information /IRjS
* The Cost Object Type, number (No.), and Effort % must be
entered, or any one of the following error message will
appear as soon as you try to tab out of that line:
=] T
E@, :;;trggjecéggsawT;Fléir:gzgrf‘e;\geclgsttg:iélthas been ‘0‘ Mising Cost Objec pumber. Respecfy information o select
= =
0 ot s Capga | CoFtCPRCEEpeCe. Respecly 0 Reameny oo o s Cama T r > 0%
WK univeErsITY oF KENTUCKY FES Client Data Processing & Actions 68
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Other Cost Object Information %!RIS

* This message is seen if the cost object number is entered
incorrectly.

"' R Invalid WBS Element 3200001248, Respedfy information or
W select cancel.

* If more cost objects need to be entered in the Sponsored
section than there are lines for,

Enter information in all lines initially available, then

Save. Two more additional, blank lines will become available
for entry.

FES Client Data Processing & Actions 69
RIRIS
Jre=s=
Payroll
Distribution /
AVC Check
Payroll Distribution /
AVC Check Tab
MR RO £ Dmsrruck: FES Client Data Processing & Actions 70
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0
Payroll Distribution %]RIS

°E

ntering a Cost Object and Effort % in any of the five

Detailed Effort DOE areas’ Sponsored Section creates an

UK ovivessiny o KeNTUCKY]

entry for the cost object on the Payroll Distribution
window.
Seq FES Detailed Total Charged Shared To From
No  Type Cost Object Dept Cost Object Description Fund Effort Effort Effort Effort Mon Mon _ Valid To
E 1 § WBS 3200003603 81110 TRAINING GRANT78 E 0226000000 25.00 0.00 0.00 12 1 07/31/2009
E 2 § WBS 3200004503 THB53 TRAINING GRANT 78 E 0226000000 10.00 0.00 0.00 12 1 07/31/2009
Sponsored 35.00 0.00 0.00 0.00
Non-Sponsored 65.00 0.00
Total:  100.00 0.00
°N

on-Sponsored cost objects must be added manually.

Non-Sponsored detailed effort is not associated with a
specific cost object, therefore on this window, there is not a
Detailed Effort total associated with the payroll distribution
total for the individual cost objects.

FES Client Data Processing & Actions 71

0
Payroll Distribution %]RIS

°T

K UNIVERSITY OF KENTUCKY]

he task on this window is to enter the Total Effort for all

Sponsored and Non-Sponsored cost objects.

Total Effort = Charged Effort (Sponsor) + Shared Effort (Cost
Share)

NOTE: The Detailed Effort and Total Effort always appear on

the external (E) fund line, even if 0% effort is Charged to the
external fund.

* To enter the Total Effort, double-click on each cost object

line separately, which will open the Payroll Distribution
Entry screen.

FES Client Data Processing & Actions 72
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0
Sponsored Effort Entry %!RIS

* Select the Charged and Shared Effort pane, get in Update
mode, enter the Effort %, click on Save.

1 Cost Object: .lWﬁS - ﬁﬁmm: |ﬁ"f=f-“-'-"l'7'|

Responsible Person: [SUSAN SPONCIL Depcfp1110 | Fusc Area: | 0220
Mhnlﬂmﬁwi to | 0732009 Matrix From: 07012008 1o [06002003  ManFrome| 1 [12

Charged and Shared Effort:

SeaMo fundype _ Fund _ Fundname Effort % Statistical Order:

[ 1 [ExTERN [ 0226000000 o Grams e 2500 fcnarpes [ [

[0 [CsTR [0011050300 [EXCAmUSHARD S 000 Shams g™ [ |
Total Effore: | [ 25.00

Detailed Effort:
o b et S/ The Detailed Effort,

Cost Object [ow [ Sponsored Effort % from
S r%w || eachofthe five DOE areas is
Sponsored Servien displayed here and may be

Cost Obyect [0 [ | i

s up(_jated, if necessary.
cost object lin [se [ | This data will not appear if a
Sponsoned Professional Development - i
o St Non-Sponsored cost object

&s being displayed.

Total Efert: | 2500

FES Client Data Processing & Actions 73

4
Non-Sponsored Effort Entry %IRIS

* From the main Payroll Distribution window, click on the
Insert icon to enter cost object(s) for Non-Sponsored

effort. _
1. Enter the Cost Object Type and Number
— Press Enter — Click on Save.
) Payroll Distribution Entry - Insert Mode

Cost Object: . |cc =l |1D1ZDD331DPVEOCHEM DEPT INCENTIVE PROGRAM

Responsible Person: [TOMYA SIMOR Dept: [7H180 | ~ Func Area; [
Valid From: to I Matrix From: 1o Mon From: 2 Select an pane _
get in Update mode —

Charged and Shared Effort: Enter Effort % - Click
SeqNo  Fundtype Fund Fi Effort % on Save.
3 [INTERN [ 0011082100 RS URRF [ & D%\

Total Effort: 65.00

* If after saving it is determined that the wrong cost object
was selected, the cost object information in pane #1 can
not be changed. You must Delete this entry on the main
Payroll Distribution window and Insert again with the
correct information.

K UNIVERSITY OF KENTUCKY]
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Fund Types P
* EXTERN (E)

External fund

Sponsor-supported component of a grant or contract

Fund (022XXXXXXX)
* INTERN (I)

Internal, UK fund

Used for non-sponsored cost objects (i.e. Cost Centers and
real Internal Orders) and land grants

Fund (001 TxxxxXX)

* CSTSHR (C)
Internal, UK fund
Used for Cost Sharing
Fund (0011890xxx)

WBS Element/Grant

Sponsor Cost Share
UG or keevc FES Client Data Processing & Actions 75
§
Fund Types FIRIS

* AG_EXT (A) - (Agriculture Extension)

Used for funds associated with Land Grants that AG funds
and the federal fiscal year ending 9/30

Not cost sharing
Cost Object (23 5XXXXXXX)

Seq FES Drrtasilod Total  Charged Shared To  Fr
e
! § ©C I0125G30E0 BI170 AGSEPROCRAMANDSTAFFD! | 0011260300 2m 2000 200 v ]
2§ WeS 30055000 BI010 AGEACOCPEXTSVCFROE: £ DSUMGEN7 %600 9800 2450 il
[5 5 " 2300 Bini0 AGEACOPEISVIEDEN A (251106608 7350 2 4
Sponsored 10000 10000 100.00  0.00

FES Client Data Processing & Actions
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Cost Sharing - FES Client Charging %]RIS

* In order to charge a Cost Sharing Cost Center in the FES
Client, the Effort % must be entered next to the Fund
designated as CSTSHR/ Shared.

* Payroll Distribution example for a grant with cost sharing:
WBS Element (Grant Number) 3046576400:

= External (EXTERN) Fund 0226576400 is Charged to the sponsor.

= Cost Sharing (CSTSHR) Fund 0011890300 is the Shared fund,
which is internal to UK.

) Payroll Distribution Entry

1 Cost Object: . |WE|S | [3045575400 WLEV TOBACCO BREEDING AND GENETICS

Responsible Parson: [SUSAN SPONCIL Dept: [31060 [ Func Area: | 0220

Valid From: | 010172002 o IW?BWZDW wmatrix From: [7/0172006 1o [06/3072007  Mon Frome: [ 1 12

Charged and Shared Effort:

SeqNo Fundtype Fund Fi Effort % istical Order:

[ 1 [EXTERN [ 0228576400  PURLEY TOBACCO BREED [ E000 charged | I

la_ | CSTSHR | 0011520300 FROVOST COST SHARE 26.00| Shared .| |
Total Effort: !ﬁl

UK ovivessiny o KeNTUCKY]
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. . . IR
Cost Sharing - FES Client Charging %S
* Another example:
Cost Object 3046935400 is a cost sharing WBS Element:
® The sponsor is Charged 2.50% in Fund 0226935400 (E).
= The UK cost sharing Fund 0011890100 (C) is charged 2.50%.
Seq FES Detailed Total Charged Shared
No Type Cost Object Dept Cost Ohject Description Fund Effort Effort Effort Effort
1 5 WBS 3045935400 40526 KY.RESIDENT TRAIMNGPROGR: E 0226935400 500 500 240 ‘
2 5 WBS 3048935400 40525 K. RESIDENT TRAMNG PROGR 0011890100 | 250
sponsored  5.00 500 250  2.50]
Charged and Shared Effort:
SeqHNo Fundtype Fund Fund Effort %
1 | EXTERN | 0226935400  fov RESIDENT | 250 Charged
2 ICSTSHR“ 0011850100 FESEARCHCOSTSHARE | 250 Skared
Total Effort: I 5.00
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Cost Sharing - Further Information

RIS
===

UK ovivessiny o KeNTUCKY]

* To learn more about cost sharing, the Grants Management

(GM) Advanced Cost Sharing course, FI_GM_320, covers
the following topics:

Define Cost Share
When and How to Use Cost Share
Display Postings
How to Fund the Cost Share Expenses
Report on Cost Share Balances

FES Client Data Processing & Actions
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Payroll Distribution Views D=
(2 e-DOE View ) - IRIS View
Seq FES Detailed Total Charged Shared From To
No  Type Cost Object Dept Cost Object Description Fund Effort Effort Effort Effort ValidTo  Mon_ Mon
1 S WBS  3046RSTE00  BEORO  TIME AND MECHANISM(S) OF ACc E (122657800 2500 2500 2500 0202862007 1 8
2 S WBS 304852600  BHEO0 NEWPRODUCT DEVELORMENT A E (226000000 10.00 10.00 10,00 09452007 - 1 12
Sponsored 35.00 35.00 3500 0.00
3 Mo CC 1012003310 FH1B0  BIOTHEM DEPT INCENTIVE PROGE | (011082100 65.00 124318999 1 12
Non-Sponsored 65.00 65.00
Total:  100.00 100.00
- e-DOE View C IRIS View )
Seq IES Tund  Cifoet L Mt B To
Mo Type  Cost Cedibed  Miediial 01l WHS Elénisbal Pl Type  Pet Cost Oiject Naiee ol Froin Walkd T From To Mo Mon|
i1 s 04665700  (ZZGESTEO0  EXTERM 25 OO TME AMD + 00012003 1 ]
2 5 3046952600 0226000000  FXTERM N2 1 12
Sporsotod 35.00
3N 10200350 DOTI0S2100  WIERN 55 D0BCCHEM DEPT MCENTIVE PR (1011900 12018999 O7AOMA006  06GORN0T 1 12
Mon Sponsorad 500
Toral 10000
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|
Payroll Distribution - eDOE View SIRIS

* This layout provides data relevant to DOE processing.

The columns “Charged Effort” and “Shared Effort” make it
easier to identify cost sharing.

The column “Total Effort” shows the total effort (charged +
shared) associated with a Grant/WBS Element. (When there is
cost sharing, there will be multiple lines for the grant and so
a total is convenient.)

For each sponsored cost object, the total detailed effort
percentage is available for comparison with the total payroll
distribution effort.

A non-sponsored detailed effort total is available for
comparison with the total non-sponsored payroll distribution
effort.

The cost object number columns are collapsed into one with a
cost object type field.
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\
Payroll Distribution - IRIS View FIRIS

* This layout more closely resembles Infotype 0027 layout.
* Points for comparison:

There is no explicit indicator of Charged vs. Shared effort.
For grants, the external fund is charged, and the cost share
fund is used for cost sharing. (Exceptions are land grants -
which have no cost sharing regardless of fund type.) For cost
centers an internal fund is charged, there shouldn’t be an
external fund.

There is no total effort listed for a single Grant/WBS.
There are no detailed effort percentage listed on this view.

The cost object columns for each type are displayed, similar
to presentation in IRIS.

K UNIVERSITY OF KENTUCKY]
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AVC Check BIRIS

* Availability Control (AVC) is IRIS functionality that checks
consumption against budget.

Consumption = Encumbrances + Actual Expenses

* To minimize AVC errors and prevent overcharging at the
time of payroll posting, the AVC Check will be performed
directly by users in the FES Client for in-progress DOEs.

SPA will rerun the AVC Check before activating the DOE.

* Any DOE version that has a grant in the Payroll Distribution
must pass the AVC Check before it can be submitted to
SPA for activation. Land grants are excluded.

FES Client tracks which versions require the AVC Check.

FES Client Data Processing & Actions
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AVC Check FIRIS

* The AVC Check works best if done after generating the
Matrix, but can be done at any time.

* Once the DOE version is activated, the resulting HR
Infotype 0027 (Cost Distribution) entries will trigger
creation of revised encumbrances per Position Budget
Control (PBC).

FES Client Data Processing & Actions
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0
AVC Check Status Values on DOE List %]RIS

Status Definition
Not Applicable No grants in the distribution
. Grants in the distribution, AVC Check function needs
Required
to be performed
All grants on the version pass the AVC Check, no
Passes o
credits involved
All grants on the version pass the AVC Check, but a
Passes with credit is involved - Indicates that another DOE
; crediting the grant may need to be activated at the
Credit . .
same time to release funds - Some credits may be
very small (pennies) and may not be a factor
. At least one grant in the distribution fails the AVC
Fails
Check

UK ovivessiny o KeNTUCKY]
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Performing the AVC Check %]RIS

* Option 1: On the Payroll Distribution/AVC Check window,
click on the AVC Check pushbutton.

=+ e-DOE View 2 IRIS View Where Used | AVC Check |

Seq FES Detailed Total
No  Type Cost Object Dept Cost Object Description Fund Effort Effort

* Option 2: From the DOE Versions List window, click once
to highlight the appropriate DOE, then select
Functions/Reports - AVC Check from the menu bar.

You can also right-click on the DOE and select AVC Check
from the menu.

Multiple DOEs can be selected and checked in one operation.

The Status AVC Check column is updated with the results of
the check.

K UNIVERSITY OF KENTUCKY]
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Check AVC Window ‘,IRlS

* The Check AVC window displays the information used to
compute the total charge amount and the check results.

Grants on version (Charges include benafits for AVC check] Show CO Deltas
Chae Comgatation Commonts___DOLD

CO Type Cosd Dbject  Cost Object Hame fuad Tund Type _eifa Charg W Chack Hesull

26001E200 |TRUAING GRANT 1 1226000000 664

WES 3260018203 TRAMING GRANT 10 00118%0200 CSTSHR

e RN TG ML SN Rl S e el m this example, the $12,650.10 in
Vi i total charges to the selected grant
“Fails” due to the Available Balance
being only $100.00.
The $5,775.00 “Passes” since the
Yhare L B siucied ont Obipct AVC Check is currently not run for

CostOtyeet _fund___Coll Orglina_Name FES PYaar GLACEH _DattaEnarge wilha _ Acive Chars) )
3260016203 (226000000 GS 3000060iEvownng. Natharmel Fon 2068 511011 ul  cost share cost ObJECtS.

e U S LG dial A Any credits (the -$152.79) are not

EN 3000057 Kewn 'Fon 268 511011
WOOIGNT CITEN0000 EN 0O0ST-Zalmsko, Domime  Fon W6 511011 A checked.

Totat: T
Ll
AVC Results for selected Cost Object
_CosiOtyect  Fund _ AVC Ledger Ressits GwUtsge % Abe Varunce GLACcls) SpChass
J2G00VEINI DOTIBDIGOO 21 Cost Shi Pass o0 E 400000
J260016703 0226000000 9K Exemal - Fad 10,00 E510000

| K |

87

. , )
Grants on Version Section %IRIS
* The Grants on Version section lists:

The grants and funds that are in the payroll distribution of
the DOE,

The “delta charge” with a 10% benefit rate applied, and
The results of the check for each grant and fund.

* Only grants and funds where the charged amount is
greater than $0 are checked against the AVC ledger.

* When the Matrix is not available, the annual percentage

charged to the cost object is used to calculate the charge.
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Where Used Section %IRIS

* For the specific grant or fund selected in the Grants on
version section, this section shows the versions where the
grant and fund are used and the total “delta charge”
amount for each.

* A 10% benefit rate is applied to every charge amount.

* Only faculty whose payroll distributions are controlled by
FES Client are included in the total amount.

* The total of this section, exclusive of DOEs where FES does
not control payroll, is the amount checked against AVC.

UK ovivessiny o KeNTUCKY]
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0
AVC Results for selected Cost Object Section},‘il.’_&liS

* This section shows:
the pass or fail results of the AVC Check,
the ledger checked,

the tolerance profile,
the sponsored class, and

the available balance, total encumbrances and total
expenditures.

* AVC Ledger - 9K is for external funds. Z1 is for cost share
funds.

Cost share budgets are not currently checked in AVC, so will
always pass the check. They will be turned on at some point
in future.

If a DOE charges both 9K and Z1 funds, then the ledger
results will be displayed together in this section.
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0
AVC Check Status Recalculations %]RIS

* The AVC Check Status is recalculated every morning to
update the status on all in-progress versions.

* The AVC Check Status is reset to either Not Applicable or
Required whenever there is a change to the payroll
distribution or matrix.

* The AVC Check Status is recalculated as part of the Final
Print function. The AVC results have no bearing on the
success of the Final Print.

FES Client Data Processing & Actions
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Where Used %‘RB

* The Where Used functionality can be used independently of
the AVC Check.

* From the Payroll Distribution/AVC Check window, select a
cost object, then click on the Where Used pushbutton to
retrieve a list of DOEs using the cost object in the fiscal

year.
2 e-DOE View 2 IRIS View I Where Used || AVC Check |
Seq FES Detailed
No Type Cost Object Dept Cost Object Description Fund Effort

* This works for all cost object types.

* Especially beneficial for Cost Centers, which are not
displayed on the AVC Check window.

FES Client Data Processing & Actions
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Copy Sponsored Cost Object %IRIS

* This functionality is used to copy all of the details of an
existing sponsored costs object while inserting a new
sponsored cost object.

1. Right-click on the cost object that will be copied and
choose Copy SP Cost Object from the menu.

Se FES Detalled Total  Chaged Shared from  Ta
Mo Type  ComoObject Dept _ CostObjectDescigtion _ _ Fund Efonn  _Effort Effort Effonn \VoldTo  Mon  Mon
1§ WeS 3047354500 OHGO0 CARSSR WIEGRATED APPROAC E (226666700

2 | 5 |wes| Jo OHADD [TRARHG CRANT 74 ]

Insert I
Update

st e abeleties oe acjusted .

Original Cost Object to copy from:

e[ VHE ] ST e e

2. Click on the blue Pick icon.\

t Ob) oy ity
T e =] e I
T |
ooy P
Copy Cancel

UK ovivessiny o KeNTUCKY]
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. ;
Copy Sponsored Cost Object ﬁélRIS

3. Select the desired Cost Object Type. If FUTURE is selected,
the Department number for this Faculty member will
automatically be populated by the system.

4. Click on Find. The system will display the department’s
assigned Future Cost Center.

Select a cost object type and some other criteria and click Find.
Highlight desired row and doubleclick or press ENTER to pick.

Cost Object Type: |FUT - Cancel Pick

Cost Object Description: |

fcontaining phrase..)

Clear
Department: EWZED (starting with...)
Cost Object Number: (starting with )

Valid for Payroll & Current Valid To From Dates M

The pick function retums the first 500 cost objects found for selection critera specified.
If & particular cost abject s not found, apecify additional criteria.

CO  Spon Val
_Type Acct Cost Object PVl Cost Object Description PIResponsible Person

E 013700088 FEEEIEI&I.4RII-:-5(IIH‘ El SONCIL

5. Double-click on the desired/selected cost object.
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Copy Sponsored Cost Object

IRIS
===

6. Click on the COpy button. | New CostObject to create Payroll Distribution entry:

B weFor <] ne[ 101370005 IFESDefauhCusn Cir

Dept No: ’31 280 |

Responsible Person: ISUSAN SPONCIL

I Copy I Cancel

* The new cost object line is added and can then be updated

as necessary.

Seq FES Detailed Total Charged Shared From To
No__Type Cost Object De Cost Object Description Fund Effort Effort Effort Effort Valid To___Mon__Mon

E 5 S FUT 1013700086  B1250 FES Default Cost Cir | 0011033700 30.00 0.00 0.00 12/31/9998 1 12

1 S WBS 3047254500 GHEOD CAREER IMTEGRATED APPROAC E (226666700 11.60 1160 1180 03/31/2008 1 12

E 2 S WBS 3260013803 OH400 TRAINING GRANT 79 E 0226000000 30.00 30.00 3000 08/31/2006 1 2

Sponsored T71.50 41.50 41.50 0.00
K vniveRsITY OF KENTUCKY] f - N
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Copy Sponsored Cost Object

SIRIS
===

7 Double-click on

5 CcostObject: | FUT  ~| iD13700026

FES Dataut Cost Cir

the new cost
object row.

Responsible Person: |E=USAN SPONCIL

Dept: [31250 [

Valid From: | 01/01/1850  to | 12/31/9999 MalrixFrum:ﬁ?th‘QDDE to | 06/30/2007  Mon From:

Charged and Shared Effort:

8 b U pd ate an d Save SeqNo  Fundtype Fund Fundname

Effort %

the Charged and | I e [eiosrs fsoemanss
Shared Effort
and Detailed

otal Effort: 25.00

2500 Charged

Effort panes as

Detailad Effort:

necessary. Effort% Comments
Sponsored Instructiol
9. Close window. I (oo |
10. Update and Spomsora e e
Save any Other Sp(;zito?eh:ﬁ;miniﬂmﬁon ,ﬁ I
cost object cost DhJEEt'h:E’ - [Coo |
changes " Cost Objct B |
necessary. TotalErfort: | 26.00
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IRIS
===

Summary/
Validations

Summary/Validations
Tab

UK ovivessiny o KeNTUCKY]
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. §
Version Summary Section }filR'S
* This section displays all the Sponsored and Non-
Sponsored Effort percentages from the Detailed Effort and
Payroll Distribution tabs/sections.
Version Summary:
spon NS Effort
Section Effort Effort Total
I, Instruction 0.00 5750 57.50
Il. Research 35.00 0.00 35.00
Ill. Service 0.00 500 500
IV, Administration 0.00 250 280
. Professional Development 0.00 0.00 0.00 .
Total Detailed Effort: 3500 6500 10000 || | Thegoalis for
> both of these
—— [ | percentages to
Total Payroll Distribution: 35.00 65.00 100.00 be 100%.
MR RO £ Dmsrruck: FES Client Data Processing & Actions 98
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e ) (
Validation Messages Section AélRIS
* This section lists any validation warning/error messages

that help troubleshoot validation issues (see IRIS FES web
site for complete list of all FES Messages).

Validation Messages:

Mess

Code Data

26001 Course Detail: Total Contact Hours percent effort is not CourselD = ARS 157 Contact Effort = 6.46 Systern computed = 0.00
within 6% of system computed valus. (WARNIMG)

25003 Course Detail: Total percent effort is not within 5% of CourselD = A&S 157 Total Effort = 6.46 System computed = 0.00
system computed value. (WARNING)

25001 Course Detail: Total Contact Hours percent effort is not  CourselD = BME 768 Contact Effort = 7.00 System computed = 0.00
within .5% of system computed value. (WARNING)

28003 Course Detail: Total percent effort is not within 5% of CourgelD = BME 768 Total Effort = 7.00 System computed = 0.00
systermn computed value. MWWARNING)

25001 Course Detail: Total Contact Hours percent effort is not  CourselD = X4 UGUPP Contact Effort = 10.00 System computed =
within .5% of system computed value, (WARNIMNG) 0.00

26003 Course Detail: Total percent effort is not within 5% of CourselD =3 UGUPP Total Effort = 10.00 Systern computed = 0.00
systern computed value. WARNING)

JFES Yersion Detail - Jefferi

= Warning messages exist, but
DOE can be completed.

Jefferies, Lawerance A.

Vers Valid: ﬁaming Matri

}FES ¥ersion Detail - J

Jefferies, Melina J. = Errors eXiSt, must be fixed
versvaieiror | before DOE can be completed.
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hlatri
Wehat If

Matrix/What If Tab
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o
Matrix &IRIS

* The Matrix is used to validate the DOE’s Payroll
Distribution block, and upon SPA’s approval/activation of

the DOE, it builds the payroll Cost Distributions (IRIS-HR
Infotype 0027).

* The matrix formula:

Is determined from the annual effort percentages; and

Starts in the first month of the contract period (Employee
Subgroup):

= July for 11 or 12 month appointments (non-deferred Employee
Subgroups),

= August for 9 or 10 month appointments (Employee Subgroup 19
or 20).

UK ovivessiny o KeNTUCKY]
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Matrix %IRIS
* The matrix formula also:
Looks at the Grant Project Dates and uses the smallest range
when determining the from and to months a grant can be
used.
= The Grant Project Dates are the dates allowable to charge the
grant and are the same as the budget dates on the PADR.
MR L or Kesucey FES Client Data Processing & Actions 102
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)
Matrix - Monthly Distribution Matrix RIS
* Click on the Generate Matrix button.

Each Cost Object entered in the Detailed Effort/Payroll
Distribution windows (including those associated with cost
sharing) is listed on a separate row.

Montoya, Christopher A riscatvear [ 2008 Tracke[ 1 wverm[ 1 versiom Type:fnitial Version

Vars Valkd: [rormeg Matrix Computed: [¥  Track from: [ G7/017008 4o [DGO0Z005 RS Porsoni0x 10001838 DOEG: 800
AVC Chack: Fails Chock Vorsion Status: [DOE Enry Perar: 00000318 FOB ID: 100000017
AVC Last Check: [10282008 Detorrod Pay Status: ficl Delerred Adminc[T VA8E: " FES Conirots Payrolkfarced
[ Genorato M| Show Salary | What ¥ |
Man eith) Manthly Componant (Pet Year) | Daltars: | Massagss
Seq FES €O funa frm To Matrix  Mairix
Mo Tyoe Tywe Iype Jul  Aug _Sep Oct Moy Oec  Jan _Feb  Mar  Apr  May Jun MomMon  From  To |
1 S WBS 3200003503 TRAMNG Charged E 2500 2500 2500 2500 2500 2500 2500 2500 2500 2500 2500 2500 1 12
2 5 WES 100004503 TANNGCherged E 1000 1000 1000 1000 1000 10.00 1000 10.00 1000 1000 1000 1000 1 12 OTAOUZ00R 0ena0e|
3 N CC 1012003010 BOCHEM Charges | G500 G500 6500 6500 B500 G500 6500 G500 G500 G500 6500 6500 1 12 OTAU2000 06702009
100.00 100.00 100.00 100.00 100,00 100.00 100.00 100.00 100.00 100.00 100.00 100.00

* Each month will total 100%.
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0
Matrix - Monthly Component Matrix RIS

* The Monthly Component matrix displays the maximum
monthly effort (monthly threshold) that will be distributed

by the matrix formula per month of the Faculty’s contract
period:

For 11-/12-month contracts - 1/12t of 100% or 8.3333%
For 10-month contracts - 1/10th of 100% or 10%
For 9-month contracts - 1/9th of 100% or 11.1111%

[ wessages

Fund frm  To L

Mo Typs Type. Tyt ol heg  Sep  Oct  Mov  Doc  Jan  Feb  Mar Ao May  Jun  Total Mon Mon

1 8 WBS T00003603 TRAMFCharped E 20833 20833 20833 20833 20833 20833 20833 20833 20833 20833 20833 20833 2500 1 12 OW

2 5 WBS 100004507 TRAMICherped E 0833 08333 0B 0BIN) 08333 081X 0EIII 08133 08N 0EI 0N 083 1000 1 12 O

3 N CC 2003310 BOCHECharpsd | G416 54167 64167 54167 54187 B4167 54167 54167 54167 54167 A467 54767 BAO00 1 12 O
23333 233133 B33 EIIT EINII 213 B3I EII BIWI B3I RIWI 23133 10000
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¢
Matrix - Dollars Matrix %IRIS
* The Dollars matrix is the product of the Monthly
Component matrix and the What If Estimate salary.

* The What If Estimate salary is initially populated with the
IRIS Actual salary.

* The IRIS Actual salary is downloaded daily from IRIS. It is
displayed by pressing the Show Salary/What If button.

Generate Mot | || Show Salary | Vhat i ||

Manthly Distribation (Pet Month) | Manehly Componant (Pet Year) Dallars. |Mmm

2 Satary Qnly ) Salary witlenefits.

Seq hect O €O Charged  Fund Frm  To
Mo Type Type CostObject Mame Shared  Type  Jul Aug Sep Oct Mo Dec Jan Feb Mar pr May Jun Total Mon Mon |
1 5 WES 3200003603 TRAMMCChaged £ 2063 2083 2083 2083 2083 2083 229 2292 2292 27W 22\ 22 2N 1 0w
2 8 WBS 3200004503 TRANMCCherged E a3 833 B33 B33 833 B33 17 7 a7 7 L1l w7 10500 1 12
3 N CC 1012003310 BOCHEMGharged | 5417 5417 5417 5417 5417 5417 50958 5958 5958 5950 5958 5958 E02S0 1 12
Montihy  Salary 3333 8333 8333 831 833 B3 8061 9367 9967 9967 9,067 5,167 105,000
Annual Saary 100,000 100,000 100,000 100,000 100,000 100,000 110,000 110,000 110,000 110,000 110,000 110,000

* Salary Only is the default view. Select Salary w/Benefits to
view the amounts including the benefit rate.
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0
Matrix - Dollars Matrix kélRIS

* Most DOE entry for the new fiscal year is done prior to the
load of new fiscal year Faculty salaries to IRIS-HR.

Therefore, the salaries will not initially reflect any merit
increase.

* When the new fiscal year salaries are available in IRIS-HR,
they will be updated in FES Client by the daily feed process.

If you have previously entered and saved a What If Estimate
amount, this process will not reset it to the IRIS Actual salary.
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Matrix Concurrency Edit Message o

* The edit message “Concurrency check failed” appears when:

Multiple cost objects have beginning and ending dates that
overlap; AND

It is not possible to distribute all of the cost objects without
exceeding the monthly threshold.

* The individual cost objects pass the monthly threshold
“test”, but collectively they exceed the limit.

* This edit is in place due to the Federal A21 guidelines.

Cumulative Matrix DOE Monthly Thresholds

[Month Number 1 2 3 4 5 6 7 8 9 10 11 12
July [ August | Sept. Oct. Nov. Dec. Jan. Feb. Mar. Apr. May June
12-Month Contract | $.3333[ 16.6666( 25.0000| 33.3333| 41.6667) 50.0000] 58.3333| 66.6667| 75.0000) 83.3333| 91.6667(100.0000
9-Month Contract 5.5556| 16.6667| 27.7778| 38.8889| 50.0000) 61.1111) 72.2222| 83.3333| 94.4444(100.0000
10-Month Contract 10.0000| 20.0000{ 30.0000] 40.0000| 50.0000{ 60.0000[ 70.0000] 80.0000| 90.0000]100.0000

UK universiry oF kenTucky]
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;
Matrix Concurrency Edit 12-Month Example %’Ri

* WBS Element 1 valid July through Sept. (mo. 1-3) for 20%
* WBS Element 2 valid July through Dec. (mo. 1-6) for 35%
* WBS Element 3 valid July through Mar. (mo. 1-9) for 25%

Annual Percentage Total for WBS Elements 1, 2,
and 3 (To be distributed in 9 months)

0 10 20 30 40 50 80 70 80 20
Percentage to Distribute

* Decreasing WBS Element 2 from 35% to 30% would eliminate
the error.
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Saving Matrix Data to Excel Py

1. Choose the desired tab (Monthly Distribution, Monthly
Component, Dollars)

Click in the matrix pane to select
From the menu bar select File > Save As
Choose the Save in: location

Enter a File name: (system defaults with an “.xlIs” file
extension for Excel)

6. Click on the Save pushbutton

uT A W N
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Show Salary / What If Functionality LD

* You can perform “What If” functionality on any DOE version
at any status, except for inactivated versions.

RIRIS

* The Matrix must be successfully computed first.

* Click on the Show Salary / What If button on the Matrix
window to access.

Generate Matrix | | Show Salary / What f I

Manthly Distribution (Pct Month) | Monthly Cy
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o
Show Salary / What If Functionality SIRIS

* This window shows the actual IRIS salary and allows the
user to perform “What If” changes to salary to see the
impact on charges in the Dollars matrix.

* Both the Annual and Monthly amounts are displayed for

clarity.

* The Show Matrix
button toggles
back to a view of
the Matrix.

Shaw batrix |
Salary [ What i Estimate Aoty What Sawe What I
‘What If Estimate Tanest faty: | 0 10

e N N N e
Anwest [ 00000 100,000 [ 100.000] 100,000 [ toeoo0| 100 C-}ﬂ! 10000 s1e000 [ 1e0.000f 110,000 110000 110000
Monthly. 8311 L e.m| [ mj !.3!1[ [ !Hl 9,167 9967 9.‘5?[ L] 151" 9.16?1 9.967

RIS Actual
ot ey [ Jan ot Mar

ey Sep et May _ Jem
Assest | 00,000 | 100,900 [ 100,000 [ 160,000 | 900,000 [ 100.000 | 110,000 195,000 | 190,000 | 110,000 | 410,008 110000
Moswy:| 2303 00| won| 83m| 83| 003 961| soer| wier| 90| 996 sl

[ow

_Oct_ Moy _Dec  _dm  _Feb  _Mw  _Aer _Mey
m%ﬁ%mmmmmmmmm
o] IB[ 3B s o[ sm| em| saw| sww| S| s sw| s
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Show Salary / What If Panes ‘/I_BLS

* What If Estimate

Used to enter the “What If” annual salary amounts to change
the Dollars matrix.

Entries for each month of the matrix provide a more accurate
estimate of charges. For example, mid-year salary changes
can be specified.

When a value is entered in one month and the user tabs to
the next field, the new amount is populated for all the
months to the right.

The Dollars matrix is recalculated when the Apply What If
button is pressed.

The benefit rate is the value that is applied on the Dollars
matrix when the Salary w/Benefits option is selected. The
default rate is 10%, but can be overridden. (This rate is not
used in the AVC check.)

K UNIVERSITY OF KENTUCKY]
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Show Salary / What If Panes P

* |RIS Actual

Shows the IRIS true annual salary amounts effective in each
month of the matrix. (True annual salary has been adjusted
for deferred pay.)

The salary is automatically retrieved daily from IRIS.
* Saved Estimate
The initial values default to the IRIS Actual salary.

The values are updated with the values in the What If Estimate
pane when the user clicks on the Save What If button. This
will save the change(s) in both the What If Estimate and Saved
Estimate panes.

Click on the Show Matrix button at any time to view the
impact of any saved estimates.

If the values have not been changed by the user, they will be
updated daily along with the IRIS Actual.

UK universiry oF kenTucky]
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Show Salary / What If Estimate Change P

* In this example, the What If/Annual amount was changed
to $120,000 in April, which changed the Annual and
Monthly amounts for April through June.

* Next, the Apply What If button was clicked, which is
reflected on the Dollars matrix.

* Then the Save What If button was clicked, which saves the
What If Estimate T
and is reflected in |™®/™" =™ do ot || som it
the Saved Estimate | mesne e

L I R T e My
pane and the Anmuak | 100003 103000 100,030 120,008 1%8,000] 10000| 118,600 1108e0| 110,003 129.000] 120000 12000
Momt [ 830 8330|9333 €393 930| 33| 997 5967| S.i67[ 0.0 10,008] 18000

Dollars matrix.

1R85 Actust

M Mey _Sp Ot M _Oec G _Mar Ay My
nmuat [ ,008 | 900,600 | 100,080 | 100,008 | 199,000 03,690 | 118,608 | 170090 | 110,098 | 113008 | 119890 | 110,09
scary:[ D08 B38| 03[ 30| e[ 43| wi| S| owi| ww| awi| e

Sared Exbeiate st Ratec [ 013
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Status History
Caomments

Status History
Comments Tab

UK vvivErsITY OF KENTUCKY] FES Client Data Processing & Actions

RIRIS

Status History Comments = “2%
* This window displays the complete status history of a DOE.

* Click on the different column headers to sort the data
accordingly

Mantoya, Christopher & riscaivoar [ 7008 traex:[ 1 wvers[ 7 varsion ypecintial Vesion

Viers Vald: [Fiaming Matnx Compated: [ Track from: [ 0770172008 4o | D5/30:2009 5 Perscn ik 10001036 DoE ik 500
AVC Chock: Fails Check WVersion Status: [Submittad to College Perne: DO0COX1A  FDB I 1000000717
AVE Lot Check: [10232000 Deferred Pay Status: ot Defarred amin:[T™ vasa [ FEs Controls PayroifFarced
From From To Te Send 1o RIS Comment
Andoafsy Code Stalss Code Statun Stalun __ Comments Heador RSH D DOE I Aad
He-0002  10:29/2008 14.33.06 40 Fal Printed 50 SubmitedtoColl  NA 12 001
He-0007 10297008 14:32:55 10 DOE Entry 40 Final Prnted HA 1 E00 1
K UNIVERSITY OF KENTUCKY] - - -
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Unit 3 Summary %I_ELS-

Any questions related to:

* DOE Processing
Screen elements

Entering data
= DOE Header
= Detailed Effort
= Payroll Distribution / AVC Check
= Matrix / What If

FES Client Data Processing & Actions 117

Unit 4 RIRIS

Printing
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(
Print Initial DOE - Draft &IRIS
* Users can print a Draft DOE anytime in the development
process of a new DOE.

1. From the DOE Versions List - DOE Entry tab, click on the
desired DOE version to select.

2. From the Menu Bar choose Functions/Reports = Print
Initial DOE - Draft.
You can also right-click on the
selected DOE version and PPt s

choose Print Initial DOE - Draft. | "™0Wuemesser
fcmmagnnm
3. Choose desired print options. o

= Efiot Dely

4. Click on Print to proceed to
the Print Preview window.

piimsenp | [ Piim Caneal Piint

UK ovivessiny o KeNTUCKY]
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§
Print Initial DOE - Final RIS
1. Select the desired DOE version from the DOE Versions
List - DOE Entry screen.

2. Select Functions/Reports - Print Initial DOE - Final from
the Menu Bar (you can also right-click on the DOE version
row and select Print Initial DOE - Final).

3. Specify the desired print options.

4. Click on Print to proceed t0 [T |
the Print Preview WindOW_ Specify print options for selected versions:

Print INITIAL format, FINAL

Form Output Option: * Complete Form
T Cover Page only
© Datailed Effoet anky

Datalled Fifart Line Optlon: © All Form Lines
= Effn Only

Frit Senup | Pt | Cancel Print

FES Client Data Processing & Actions 120
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4§
Printing Multiple Final DOEs %!RIS
1. Select the desired DOE versions from the DOE Versions
List - DOE Entry screen.

2. Select Functions/Reports = Print Initial DOE - Final from
the Menu Bar (you can also right-click on the DOE version
row and select Print Initial DOE - Final).

3. Specify the desired print options.

4. Click on Print to proceed to
the Print Preview WIndOW. Specify print options for selected versions:

Print INITIAL format, FINAL

Fartm Output Option: © Complete Form
T Cover Page only

! Detailed Efort only
Detailad Effort Line Option: © Al Faem Linos.
= Effort Only
/Flwhnmm Optian: " Prvew
= Greup Print
Additional group print options displayed pom Saemp | [t b
when printing multiple DOE versions.

UK ovivessiny o KeNTUCKY]

FES Client Data Processing & Actions

0
Print Preview Window %IRIS

5. Review the Print Preview screen and click on:
Print Setup to change the printer or print properties.
Print to print the displayed version.

Cancel this DOE to skip the displayed version.
Cancel Remaining to cancel print for the remaining selected
Versions_ _

University of Kentucky VA T
% Distribution of Effort Agresment
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§
Final Printed DOE KIRIS

* Once a DOE has been printed in Final form, it is
automatically relocated to the Final Printed status tab and
is not modifiable.

* A DOE may be reprinted in final form from any DOE status
tab at any time on a local printer.

* If changes need to be made, go to the Final Printed status
tab, select the DOE, and right-click and select Return from
College. The DOE will then be in the Returned from
College status tab. You can then double-click on it and
make any necessary edits.

* Likewise, if the DOE has already been submitted to the
College by the Department, it must be returned by the
College to the Returned from College status tab in order
for changes to be made.

FES Client Data Processing & Actions

g
Unit 4 Summary %IRIS

Any questions related to:
* Printing DOEs
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Unit 5 #IRIS

Approvals

UK universiry oF kenTucky]
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ZIRIS
Department Approval Process S

* Two parts: 1) Obtain signatures on printed DOE and
forward to the College; and 2) In the FES Client,
electronically submit the DOE to the College.

1. Click on the Final Printed tab.
2. Click on the desired DOE version(s) to select.

3. Choose Functions/Reports = Submit to College from the
Menu Bar (or right-click on the version).

— Print Profile |
UM Versions List - Final Printed Print Prgfi|e . B|ank _
Fiscal Year: Eﬁl
Print Initial DOE - Elank
Fcal Pox  IflS Pos RIS Pos Track Vel i iti. - Contr Adm Versben  WARE VA FESCaml A Used
aela i Coll Ovg Ul Dipt Mama e wj PrinkInitial DOE - Draft i —— S iy
07 Bre PR I ey o r——— Print Initial DOE - Final 09 | M |FinalPinted | N | MA [Forced Rotl | N[

2007 Sandhing, Jesse A ME  JOOOCAIT Fimiel Mekee 1 12 N Final Printed =~ N NA  Forced Rall N
Print Change DOE - Draft

Print Change DOE - Final

Subrit o College

Return from College
Subrmit: ko SPA
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;
Department Approval Process %]RIS

4. Click on OK in the Change Status pop-up window to
confirm the submission.

Change Status |
‘.:) Set selected actions ko Submit ko Caollege 7
-
ok I Cancel I

5. Click on the Submitted to College status tab to view the
DOE.

6. Send the signed DOE form to your College.

Check to see if they want just the cover page or the entire
DOE.

FES Client Data Processing & Actions

0
College Approval Process AélRIS

1. Right-click on the desired DOE(s) in the Submitted to
College status tab and select Submit to SPA (or
Functions/Reports = Submit to SPA in the Menu Bar).

2. Click on OK in the Submit Version to SPA pop-up window
to confirm the submission. EEEREerE ]

\_?H Set selected actions to Submit to SPA ?

3. Click on the Submitted to SPA status tab to view the DOE.

4. Send the signed DOE cover page only to SPA.

* Administrator DOEs will immediately go to the Activated
status tab.

* All other DOEs will go immediately to IRIS-FES and remain
in the Submitted to SPA status tab until SPA approves.

FES Client Data Processing & Actions
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‘
SPA Approval Process %]RIS

* A DOF’s signed cover page only is required to be sent to
SPA, in addition to the College submitting the DOE in the
FES Client.

* DOE submissions must be received by SPA at least five (5)
working days before the final monthly payroll run to
ensure that they will be processed for that month’s
payroll (individual colleges may set separate deadlines).
Submissions received after that time cannot be
guaranteed for processing for that month’s payroll.

* SPA approves (activates) DOEs in IRIS. When a DOE is
activated, it creates infotype 0027, Cost Distribution, for
the faculty based on the percentages in the Monthly
Distribution matrix for each month of the matrix.

UK ovivessiny o KeNTUCKY]
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Y
SPA Approval Process %‘RB
* SPA can reject a DOE from IRIS or FES Client.

If rejected in IRIS, it stays in IRIS, but the status changes to
“Rejected”. SPA can save comments regarding the rejection.
When the version is resubmitted, the status changes to
“Submitted”. If the version is deleted from IRIS, a “Returned
from SPA” status history record is added to FES Client with
the comment “Version Deleted from IRIS”.

If rejected in FES Client, SPA can “Delete Version from IRIS”
immediately with no over-night wait. This removes the
version from IRIS. If it is a Version 1, it also removes the
Track.

* Approvals and rejections in IRIS come back to FES Client
over-night and are recorded (with comments) on the
Status History Comments tab.

FES Client Data Processing & Actions
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Unit 5 Summary AL
Any questions related to:

* Departmental approval process
* College approval process
* SPA approval process

FES Client Data Processing & Actions

§
Unit 6 RIS

Deferred Pay

K UNIVERSITY OF KENTUCKY]
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¢
Deferred Pay ﬁé]R'S
* Deferred Pay is specifically for Faculty who have a 9 or 10
month contract.

* Their salary is earned over the 9 or 10 month contract
period, but they are paid over 12 months (July to June).

9 Month Faculty members earn their salaries from August 16t
through May 15th-

10 Month Faculty members earn their salaries from August 1st
through May 31st

* Track dates are August 15t through May 31st,

* 11 month Faculty are treated as 12 month Faculty and are
not part of the HR Deferred Pay enhancement.

IR OF RevTucy FES Client Data Processing & Actions 133

g
Deferred Pay %IRIS

* Returning 9 and 10 month Faculty are paid overa 12
month period.

Expenses are posted to accounting when they earn their
salary NOT when they are paid their salary.

= During non-contract months a charge entry to a central holding
account is made.

= During contract months the central holding account is credited
and the expense accounting entries for base salary and related
fringe benefits are made based on the DOE Payroll Distribution
Block.

* New 9 and 10 month Faculty begin their assignments in
August and are paid over 11 months.

MR L or Kesucey FES Client Data Processing & Actions 134
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10-Month Paid vs. Earned Example P

July Aug. Sept. Oct. mov. Dec. Jan. Feb. Mar. Apr. May June
Paid 10000]  10000] 10000 10000[ 10000) 10000  10000]  10000] 10p00]  10000]  10,000[ 10,000
Earned 0 12,000 12,000 12,000 12,000 12,000 12,000 12,000 12,000 12,000 12,000 0

12,000 4

10,000 4

8,000

6,000 O Paid

B Eamed
4,000 4
2,000 4
0_
July Aug. Sept. Oct. Moy, Dec. Jan. Feb. Mar. Apr. May June

UK ovivessiny o KeNTUCKY]
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¢
Deferred Pay Changes - Payroll Distributions b=

* With the following exceptions, there will be no
departmental distributions for the months of July and June
since those are non-contract months.

Rounding differences of .01 or .02

A credit amount charged for the FICA benefit when Faculty
are over their FICA limit in July

* Visit the IRIS-FES web site, www.uky.edu/IRIS/FES/, to view
additional information related to deferred pay:

Deferred Pay “Presentation (May 24, 2007)”
“Deferred Pay Calculator”
“Deferred Pay Calculator for Salary Changes”

K UNIVERSITY OF KENTUCKY]
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Deferred Pay & the Matrix o

* The matrix will have zeros (“0”) for the months of July and
June since those are non-contract months when Faculty are
not earning pay in a fiscal year.

IDuI-s |anl
Frm To  Matrix Mmtrix
Mat_ Apr May _Jum  Mon Mon  from To
1 5 WBS 1200003607 RANNG Charged E 000 2500 2500 2500 2500 2500 2500 2500 2500 2500 2600 000 2 11 OBAYZ008 05312009
2 5 WBS 1200004503 TRANNG Charped E 000 1000 1000 1000 1000 1000 1000 1000 1000 1000 1000 000 2 41 0BOVR008 05312009
3 N CC 1012003310 BOCHEM Ghaped | 000 6500 6500 6500 6500 6500 6500 B500 6500 6500 6500 000 2 11 DROVZ008 053172009
0.00 100.00 100.00 100.00 100.00 100.00 100.00 100,00 100.00 100.00 100.00  0.00

UK universiry oF kenTucky]
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Deferred Pay & the Matrix T

* Since a 9 month Faculty’s contract is only for ¥2 month in
August and May, the maximum Monthly Component effort
that can be distributed in those months is /2 of what can
be distributed in the other months.

Manthly Distributicn (Pet Manth)

Seq FES €O O Charged Tind ; fm 1o
Mo TrRe Tipd CosiObject Mamme Shared TYRt Sl Meg Sep Ot Wev  Dec e Feb  Mer  Aor ey Je  Told Mon Moa ]
1 S WBS 3200003503 TRAMRCAapsd E D000 13899 27778 27778 27778 2TTI8 2TTTR 2TTIR LTITE 277TE 13889 00000 2500 2 M 08
2 5 WBS 1200004503 TRAMICharged E  0.0000) 05556 11111 19111 L9117 11110 L9101 0111 19911 19110 0S5 00000 1000 2 11 084
3 N CC 1012003340 BOCHECharged | 00000 36111 T2222 T2 TN T2 T2 1202 TR T2 3611 00000 6500 2 11 044

D000 55556 110111 111111 L1191 13100 11 10T LTI 110111 5556 00000 100.00

* Since a 10 month Faculty’s contract is for 10 complete
months, August through May will be identical.

Dallars | Messages

Monthly Distribution (Pet Month)

2 S WHS 3047254500 Charged CAREE E 00000 11538 11538 11538 11538 1153 11538 1153 23077 23077 23007 00000 1500
5 WBS 3200001303 Shered TRANN C 00000 07143 07143 07143 07143 07143 07143 07143 00000 00000 DO0O0 00000 2 500
5 WS J00001303 Cherged TRANS E 00000 42057 42057 42957 42857 42057 47957 42857 00000 0000 00000 00000 3000
N
M

CC 102005250 Charged SOOAL | 00000 25923 26923 26923 26923 26923 26923 26923 53846 53846 53846 00000 3500
CC 1012067550 Gherged ARTSS | 00000 1.1638 11538 11538 11538 11538 11538 11538 23077 23077 23077 00000 1500
0.0000 10.0000 10.0000 10.0000 10.0000 10.0000 10.0000 10.0000 10.0000 10.0000 10.0000  0.0000  100.00

K UNIVERSITY OF KENTUCKY]

FES Client Data Processing & Actions 138

FI_LFES_315 V6 03/2009

69



0
Deferred Pay & the Matrix %!RIS

* The Dollars tab will also show August and May with %2
amounts for a 9 month Faculty member. (In this example,
May is slightly higher due to a salary increase in January.)

Morithly Destnbatian (Pt Munth) | Manthiy Component (Pet Year) Dallars ]M-mm
2) Salary Oaly ) Salary wilenotits
5eq Acct CO co Charged  Funa frm To
Mo Type Tyoe CostObject Mame Sfwred Type Jul _Awg  Sep Ot MWov  Dec Jam  Fob  Mar A _May  Jun _Total Moo Mon |
1 85 WeS 3603 TRAMI Charged  E 0 1388 2778 2778 27/ 2778 3056 3055 3056 3056 1528 0 %280 2 N
2 5 WBS 1200004503 TRAMN Gharged  E 0 86 111 1M 1 1N I 12z 1zm tz;m 6N 0 050 2 M
3 N CC 1012003310 BOCHENCharged | 03BN Jam TEm IR TZR 1M T4 TSM TS 3am LR S |
Mol Salary 0 555 1101 1AM 1N 10 12222 1220 1220 1232 BN o 105,000
Annasl Salary 0 100,000 100,000 100,000 100,000 100,000 110,000 110,000 110,000 110,000 110,000 0
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Deferred Pay & the Matrix RIS

===
[ ] 1 .
The Dollars matrix for a 10 month Faculty member:
Munlhily Drstribution (Pl Manth) | Monlbly Component (Fet, Year
Ii-q Acst €O Charged  Fund
Mo Iywe Dwe CostObject |Sared  Twpe gl Mw St Oct_ Mw  Dec  Jdan  Feb  Ma Rw My el
2 5 WBS M7 = a 1,05 1,154 1,154 1,154 1,154 1,154 1154 2307 2307 2,307 (1] 14 559
3 5 WBS 3200001303 fSaered (3 1} T4 14 T4 714 T4 T4 T4 (1] 1] 1} 0 4900
1 5 'WBS 3200001303 } Charged E 1] 4286 4,238 4288 4288 4288 4288 4,238 0 (1] 0 0 30002
4 N CC IDVANEZ] | Charged ] i 282 2892 2092 2p92 2892 2p92 2882 H385 L hass o 349
& N CC 1m3 1 0 1154 1154 1154 1188 1354 1188 1154 23\ 2B 23\ 0 &0
o 10,600 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 0 100,000

* Note: The dollar amounts in March, April and May are
different due to the 2"d and 3" cost objects having a
shorter validity period. The other cost objects adjust
throughout the fiscal year in order to ensure the “short
grants” are charged correctly during their validity period.
In the end, no cost object is charged more or less than the

annual percentage entered on the Payroll Distribution
window!
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Unit 6 Summary RIS
Any questions related to:

* Deferred Pay
* Deferred amounts on the Matrix

FES Client Data Processing & Actions
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Unit 7 RIS

.

Prealert Processing
Module

FES Client Data Processing & Actions

142

FI_LFES_315 V6 03/2009

71



FES Client Prealerts

UK ovivessiny o KeNTUCKY]

* Prealerts are a daily FES Client process that reacts to
changes in Fl and HR master data that affects DOEs, which
in turn generates Prealert messages in FES Client.

* Prealert messages will provide specific information on the
actions that may take place to respond to the change.

FES Client automatically performs the action for some
conditions.

Some changes will require the user to perform a specific
action.

Other changes are used to inform users of an optional action

that may be desired.

* Prealerts should be reviewed by the department and
college level users monthly, preferably before payroll
processing that month, so that required DOE changes are
made in a timely fashion.

IRIS
===

FES Client Data Processing & Actions
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4
Financial Validations for “In Progress” Versions %IRIS

* They are re-validated daily, which may result in a new
Error being detected or an existing Error being cleared.

* Errors will be listed in the Summary/Validations and Payroll
Distribution screens in DOE Processing.

* The matrix will be deleted if it was previously created.

* Will highlight the Name in red and set the Version Valid
column to Error on the Final Printed, Submitted to College,
and Submitted to SPA screens.

) DOE Yersions List - Returned to College from SPA

Fiscal Year: E

Fiscal
Year Name

Pos RIS Pos IRIS Pos
Coll Org Unit_Dept Name

Track Vers

No

No

Vers Vers Matrix

2007 |lson, Eddie L
2007 Jackson, Eddie
2007 Olsen, Andrew

30000245 (Horticuture and

ME 30000427 Pathology & Labo 1

AG 30000247 Plant Pathology

1

1
1

Type Valid Comp

-“ Initial YWersio

Initial Yersion Okay

Initial Wersion Okay

I 2007 Fillrore, Jonsey

ME 30000460 SurgeryiTranspla 1

1

Initial Yersion  Error

K UNIVERSITY OF KENTUCKY]
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0
Financial Validations for “In Progress” Versions %IRIS

* It is possible that FI master data changes detected by the
FES Client will eliminate Errors on the DOE
Summary/Validations and Payroll Distribution screens.

UG or keevc FES Client Data Processing & Actions
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¢
Financial (FI) Prealerts for “Activated” Versions %]RIS

* Prealert messages are generated if the master data change
requires a change in the matrix.

* Requires something be done to resolve the message.

* Will remain on the Prealert list until:
A new version is created and activated; or
FI master data is changed that cancels the error.

MR L or Kesucey FES Client Data Processing & Actions
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0
Human Resources (HR) Prealerts %!RIS

* The Prealerts process identifies new IRIS-HR FES Faculty
that are not in the FES Client for the Fiscal Year and creates
the Track 1 Version 1 DOE.

* For Faculty with DOEs, the process identifies:

Changes in employment status and the main organizational
assignment that impact the existing tracks and versions; and

Inconsistencies in data between the Faculty Database, FES
Client and IRIS-HR.

UK ovivessiny o KeNTUCKY]
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4
Human Resources (HR) Prealerts %IRIS

* Edits for the following HR conditions that must be
corrected:

No active main assignment (Assignment employment status
of Withdrawn or Inactive on the Actions Infotype 0000).

Main assignment not having a job that is a Faculty title series
(excluding administrators).

Employee Subgroup not matching the contract period on HR
Infotype 0016.

Employee Subgroup not matching the contract period in the
Faculty Database.

= There may be exceptions to this rule, in which case SPA can
override the prealert. For example: Faculty on leave without pay
requiring a non-deferred Employee Subgroup, but the Faculty
Database contract period remains 9 or 10 month.

K UNIVERSITY OF KENTUCKY]
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Prealert Processing P

* Click on the Prealert Processing button on the main FES
Client window.

Figcal Year: il - Prisalen Status Action Type

= AN 2 Bew d Outsl 2 Resobeed 28N Hnfp ) Fegrd ) Opinl
Bann Wessape
Code Tot
HR | BI0Z1 [Fosition has changud
BOO0E. Errgluyun has borminatad: Tr

oabarl  Action  Besn

ide 10 rogquest o RIS P

thy, Rew| AS: |Huakh Se| T ers 1
Track Ramoval mques! eruatelfS PersonD = (00

XU Abewham, Deane €1 Managem Ramaval Outstanal Intoematan HIE

= 1
07 Adams, Francis AS HoakhSc 0 Nono  Hew  Opbensl  HR  EOO2Y Posifion has changad Uit may docide {o request o RIS PersoniD =000 | 20000477 100099
2007 Amherst, Sebas EN ROTF Chi 28 Removal Outstandi inbematon HR 60006 Empdoyes has teminated. T Track Removal request crestelRIS PersoniD = 0000 1 30000535 100056
AT Bareing, Taylor A5 HeakhSc 0 None  New  Opiosst MR OO Posilion has changed Uinit may decide to requess & IRIS PersonD =0000 1 0000475 100000
2007 Baeneu, Damyl F AG Cooperatn 24 Closure Outstanal iniormaton HR 0006 Empluyee has terminated. Tr Track Closore niquest createcIRIS PersonD = 000 1 30000032 100063
2007 Babes, Johwrma AS Pubbc HIl 28 Removal Oulstandi inmiston HR  BOODE Ergloyes has beminaled, Tr Track Remuval iquest crestelfIS PersenlD = 000 1 30000463 100083
Mary) 5W Cologe Q- 0O Nono Hew  Oplesil WA BOORY Posifion has changad, =000 1 3000852 100040 |
Par A5 Pubbe bl 25 e Ouistand inbematon HR 000G Erveloves hey verninated T Teack Permoval renuest cremelS Personi= 000 1 300004 g

* Department and College level users will only see messages
concerning staff in their area. SPA will see all messages in
the system.

* Messages can be sorted by clicking on the column header
of the desired field.
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¢
Prealert Status & Action Type %IRIS

Prealert Status

* Prealert Status categorizes the messages: (”" o NemfGuist o Resotes

New - A new message added by the last Prealert process.

Outstanding - The Prealert condition described by the
message still exists.

Resolved - The Prealert condition no longer exists, or in some
cases the user can resolve the message by acknowledging it.

Action Type
’7.‘) Al Jlnfo ) Regrd 3 Optnl

* Action Type classifies the type of response:

Informational - Does not require action by the department or
college.

Required - Message will be displayed until issue is resolved.

Optional - You may choose to change situation that caused
the message, or acknowledge that you have looked at the
message.

K UNIVERSITY OF KENTUCKY]
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(
Prealert Status & Action Type %IRIS

* The default view is to display only New/Outstanding
Prealert messages of All action types.

* The Action Type selected will affect only the messages of
the status indicated in Prealert Status.

* For the Optional Action Type, see the Secondary Message
column for the steps the user may decide to take.

FES Client Data Processing & Actions

. . )
DataEdit Menu Bar/Toolbar Options ﬁélRIS
Find - Find a message in the
current list by searching on | tasName: [oakei
the Last Name (no “*” Cancel
needed).

Query - Displays messages
based on selection criteria.
An “*” is displayed on the
Window Title Bar to indicate
the list has changed.

[#] Refresh - clears the Query
criteria and reselects the
messages from the database
based on the Prealert

Status/Action Type s IO o O i v

selections.
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!
DataEdit Menu Bar/Toolbar Options )‘15'@-[—:5

[#]Update - Opens the selected Prealert message to the
Prealert Message Detail window in Update mode. Only
the Unit Comments field can be updated.

M7 44 r e =
s Detal - pdale Mode

lsan, Eddia L. Persen 0 [T0002224 | Colt[A5 | ng v 3000295 Fonicusure and Landscaps Archi

Proatsrt I Maasaga: Wrma pannd has changed. Mabeix dats no longee vakd
181

BE

Socondary Message: [T1ack Spit requust crested for SPA approval.
Fiscalvi Tioack _ St Fist

I_I_TWIWI—I—IWI_

Message Datis JRIS PerseniD = |m ‘I‘m:an =1 Old Emgloyes Subgroup = 03 New Emgloyes Suhgmun =19 Mew
ignment Pere = 00000706 Positson = 50109076 Esgn ot = 01,2006 Cuy Uni

llicmm-tr

**500 character limit**

SR Comments: |

Unit/SPA Comments can be updated only when the
message is in the New/Outstanding status.

nil:mi

mml
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i ZIRIS
Prealert Message Detail Screen RIS

* Double-click on any Prealert message to view the Prealert
Message Detail window.

tsan, Ll L. Person 0 (1000754 Com[A5 | ovgun: [S0000245. Foricubuee and Landscige Archi

Prasist D Mesnage: [ E00Z0 [twrglu-ad has changad. Ml dala no loegar vald
161

Secandany Mosaage: Imrx Spit request craated for SPA apgeoval

Tiscd Tiach _Actionlyps  _ Stahw  MaschedDuls [t Delecid  Last Dulacod _Days

Message D JRIS PersonlD = 10002224 TrackNe = 1 Old Empleyes Subgeowp = 03 New Emplayes Sul =13 New
sigernenl Peree = DOOCKTE. Penilion = S01CE00G Bagin Dabe = (E014X06 Org Unit = &

wmv—m[

PR Conmmoms |

Associated Ymiw

Froposad
S r*sTrr—Wﬁaﬁrr‘mm&r—”rgl

]

e
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‘
Prealert Detail Tab I,!Bl.s.

* Top section of this screen provides additional detail about
the Prealert message and allows the user and SPA to
update comments about the condition that caused the
message.

* Secondary Message describes either what response action
was performed by FES Client or what response action is
required or optional for the user to perform.

Ison, Eddie L. Person Il [ 10002224 Colt[AG org Unit: [F0000245. [Fuorticus,

Preator I Message: | G002 r:nmml period has changed, Matrix data no longer valid,
161

Secondary Message: [[ml:k Splt rogqueest crsaled for SPA approval

fscuvi Tk _AcknTwe  _ Stous  ResoedDate firstOetected Lastetectes Days

Message Data: JRIS ParzonlD = 10002224 TrackNo=1 CHd Employee Subgroup = 03 Mew Employes Subgroup = 18 New
agsigranient Piene = OOOO0Y06. Pasilan = S0EIE Bagin Dat = DRANH06 O Ut = SO000245

Unit Cormmants: |

SPA Comments: |

UK universiry oF kenTucky]
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|
Prealert Detail Tab PIRIS

* Data is displayed in the Associated Track Request section if
the Prealert message is associated with a specific track
action. e

Fequast Proposoi Beques gt Rusabmd s A e

Fequest _ClsoDate Die — _Sueis DNy Owsedig _Deied

12 I Spit [ Panding 1 Fanding
mcm:[

PR c-mmt[

* Request Status field values are:
Pending - not yet approved by SPA.
Approved - approved by SPA.

Denied - SPA does not agree that the action is necessary, and
HR master data must be changed to resolve the Prealert
message.

Cancelled - a change to HR master data was made to resolve
the Prealert message.

K UNIVERSITY OF KENTUCKY]
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;
Acknowledge/Resolve Prealert Option %IRIS

* Only Optional messages may be acknowledged/resolved.

1. If the Prealert Message Detail window is open, right-click
anywhere and select Acknowledge/Resolve Prealert from
the menu. - OR - If the Prealert Messages List window is
open, select the message(s), go to Functions/Reports in
the menu bar, then select Acknowledge/Resolve Prealert
from the menu.

Functions/Reports Window Help J

Resolve Prealert Me: x|

:{J Resolve selected actions?

2. Click OK.

* The Prealert Status of the selected message(s) will now be
Resolved.

FES Client Data Processing & Actions

. . 0
Request Track Split Option }filR'S

* Track splits can be requested for those Optional
messages that indicate in the Secondary Message column
that the “Unit may decide to request a track split.” - For
example:

Organizational unit on main assignment changes;
Job on main assignment changes; or
Position on main assignment changes.
* The track start date must be on the first of the month!

* These messages will remain Qutstanding until the track
split request is approved by SPA.

Upon SPA’s approval, the system automatically resolves the
Prealert message and performs the split. The original track
is ended with the new close date, and a new track is created
starting in the subsequent date.

K UNIVERSITY OF KENTUCKY]
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(
Request Track Split Option %!RIS

1. Select the desired Prealert message and choose Request
Track Split from either Functions/Reports in the menu
bar or by right-clicking on the message.

2. Enter the Proposed date to start new Track (must be the
1st of month!).

3. Click on Save.

To create a track split request, specify the start date of new track and click SAVE button,

Create Track Split Request for: Turner, Noah, M.D.

The Prealert

Frscal Yoar: 007 nacks[ 1
Comments will P e ek o o e
aIWays default. 00 Oy Ui = ST R Ory Ut = 0000374 0 Postion = L1 1718
-uultu-mtl'f o sted @

User may enter Proposed date to st new Tt TR0 2206
Track Request
Comments here.

* The Track Reqst column on the Prealert Messages List
window will now show Split-Pending.

FES Client Data Processing & Actions
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y
Human Resources (HR) Changes Mid-Month %IRIS

* How the FES Client reacts if an HR change is not effective
on the first day of the month:

Cost assignments (payroll distributions) on Infotype 0027
that are created for monthly employees in HR are always
effective for the entire month.

If an employee is considered FES Faculty for any part of a
month, a DOE is required.

IRIS-FES will create cost assignments for that month on
Infotype 0027 corresponding to the DOE’s matrix.

The base pay for the non-FES assignment for the other part
of the month will be charged to the DOE Payroll Distribution
cost objects.

K UNIVERSITY OF KENTUCKY]
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y
Human Resources (HR) Changes Mid-Month /IRlS

* Prealert messages will not be created when:
Faculty’s separation date is not the last day of the month.
New Faculty hire date is not the first day of the month.

* Prealert messages will be created when:

Employee is changing to FES Faculty and the FES assignment
begin date is not the first day of the month.

Employee is changing from FES Faculty to part-time Faculty or
Staff and the FES assignment does not end on the last day of
the month.

Retroactive FES assignment changes do not start on the first
day of the month.

FES Client Data Processing & Actions 161

4
Human Resources (HR) Changes Mid-Month ¥’R~|~S

* FES can’t accommodate a contract period (Employee
Subgroup) change that is not effective on the first day of
the month.

There is no way for FES to determine the track dates.
The Prealerts process will check for this condition.

Users will need to modify the organizational assignment in
IRIS-HR with the new contract period so that it starts on the
first day of the month.

K UNIVERSITY OF KENTUCKY]
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§
DOE Versions/IRIS HR History Tab &IRIS
* This window displays track, version and IRIS-HR historical
information to provide convenient access to DOE details.

* The top pane displays the same information as seen on the
Prealert Detail window in View Only mode.

Halay, Evelyn P. PorsonD: [TO0IT61 Cokt[15 Ong Unit: [T [Pcadvrmic Programs fl
Prealert I0 Message: | 30501 r:uut ohjeel validty dales have changud, malrix nevds (o be regunerated
n
Socondary Messagn; 'c.-m v version to comect payroll detribution
* The Tracks pane displays all tracks for the Faculty member
for the fiscal year associated with the Prealert message.
When a row is selected, the Versions pane is refreshed to
show all of the versions associated with the track.
No functions are available for this pane - View Only.
Tracks: Doubleclick track-row to see associsted versions.
Mnack  BeginDate  Eid Date  Status Cotit P mv«-mrﬁsm:ml VABY  Admin Main Peiid PosBion Ho Podllion Tl Job Mo Job Tk Assim Stait
1 O7/ON/2006  ORC00007  Vakd 12 1 Farcad N N DOODOTEE  SOM03619  Librarian | ADSD0ETS  Libearian  12401/2005 |2CII
1| | »
IR UnivERsITY OF KENTUCKY] FES Client Data Processing & Actions 163

DOE Versions/IRIS HR History Tab FIRIS

* The Versions pane displays all versions associated with the
selected track in the Tracks pane.

Versions: Doublechek version row to desplay DOE Verson detail

1 1 Actvaled DE22006  Waening btk Versic  Roll LS 0000323 Libeary Adminisl Librarian | Librany. Ls F0000323 Library Admenistrst 07,

ik Vers Sk Actheted _Vesd_ VersType AddMelh FesCol FosINM PosUni Nae Fiouk  TRlepecies  Aced Cell Aced Del Aced Depl Home  Rced AY

o,

* Double-click on a version row to display the FES Version
Detail window (same window accessed from the DOE
Processing module).

Edits are possible here, if the version is in either the DOE
Entry or Returned From College status tabs.

= Edit the version as desired to remedy the situation
causing the Prealert message,

= Save the changes, then

= Close the window to return to the DOE Versions/IRIS HR History
window.

MR L or Kesucey FES Client Data Processing & Actions
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$
DOE Versions/IRIS HR History Tab pIRIS

* Additional Versions pane options from Functions/Reports
in the menu bar or by right-clicking in the pane:

Delete Version - user may delete if they created the version
initially. Can not be deleted if created by the system.

Insert Version - user may insert for certain message types.

= After selecting the desired Copy options, click on Save which
creates the new version in the pane. Double-click on the new
version to make and save the necessary edits. Close the window
to return to the Prealert Message Detail window.

To add a new varzion, spacify the copy options and click SAVE button.

Add DOE Version for; Haley, Evelyn

Fiscal Year: | 2007 Track: 1

iCopy Detailed Effort ¥ Copy Payroll Distribution ¥

UK ovivessiny o KeNTUCKY]
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§
DOE Versions/IRIS HR History Tab il

* The bottom pane displays the IRIS-FES assignment history
for the fiscal year maintained in the FES Client.

Detected Date is the date that a change in the main
assignment was detected in the FES Client and a history
record was saved.

FES Client captures the main assignment history so that
retroactive dating of HR data can be identified.

No functions are available for this pane - View Only.

IRIS HR Main Assignment History for Flscal Year:

DB0S/2006 1420  DODOOTEE  SO109619 Litrarisn | 12012005 12319959 40500879 Libearian 1000 G

DetectedDats__ Pers Asgn bs_Postion_Possion Tl Strtdate  EndDate  Jeb  JobTale  PersAtea Fipdep Cmp SubGip Pers SubMisa Org ek Oug e
] 0001 000 Libeary
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‘
Track Actions - Creating a New Track %!RIS

* ATrack 1 Version 1 DOE is automatically created in April of
every year by a “roll” process for all faculty with
assignments that will be effective in the new fiscal year.

Each college designates whether the current DOE data is
copied or a blank DOE is created.

* A new Track 1 Version 1 is automatically created when:
New FES Faculty have been hired or rehired;

Part-time Faculty or Staff have changed their assignment to
FES Faculty.

* The track Beginning and Ending dates are:
Set by looking at the main IRIS-HR assignment;
Adjusted so that they are within the fiscal year;

Adjusted if faculty have a 9 or 10 month contract (Employee
Subgroup 19 or 20).

FES Client Data Processing & Actions 167

4
Track Actions - Track Split Request %IRIS

* Accommodating two or more DOE tracks in the same fiscal
year is called “splitting a track”.

* A track split request is created by the Prealerts when:

Contract Period (Employee Subgroup), Position, Department,
etc. are changed,;

Faculty administrator changes to FES Faculty;

FES Faculty changes to Faculty with a VA 8/8ths appointment;

Faculty with a VA 8/8ths appointment changes to FES Faculty.
* Tracks will not be split mid-month.

* Changes to the IRIS-HR data before SPA’s approval can
cause the track splitting request to be cancelled.

K UNIVERSITY OF KENTUCKY]
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‘
Track Actions - Track Recreate Request %IRIS

HR

ass

* Thi

* Wh

* Recreating a track is a FES feature used to accommodate

retroactive changes.

* A track recreate request is created when a retroactive FES

ignment change causes the track begin date to be

changed.

s change can be part of a:

Contract Period (Employee Subgroup) change;
Retroactive date change of FES assignment.
en SPA approves the recreation:

If the track was used for payroll, Track 1 will be invalidated
and a new Track 2 Version 1 will be created.

If track was not used for payroll, Track 1 will be deleted and a
new Track 1 Version 1 will be created.

FES Client Data Processing & Actions 169

0
Track Actions - Track Closure Request ﬁélRIS

*At

* Ch

K unives

rack closure request is created when:

FES Faculty have separated from the University

= |f the Full-time Faculty member returns to the University during
the same fiscal year, a new track is created.

FES Faculty’s main assignment has changed to part-time
Faculty or Staff or has expired

* When approved, the track ending date is changed to:

Separation date; or
End date of the FES assignment (if not separated)

anges to the IRIS-HR data before SPA’s approval can

cause the track closure request to be cancelled.
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Unit 7 Summary AL
Any questions related to:

* FES Client prealerts
* Acknowledging/Resolving prealerts
* Requesting a track split

FES Client Data Processing & Actions
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§
Unit 8 RIS

har
Inserting New

Versions
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;
Reasons for Inserting a Track 1 - Version 1 %!RIS

* There are two primary reasons for manually inserting a
Track 1 Version 1 DOE:

A draft DOE is needed for a new hire dossier prior to entry in
IRIS-HR; and/or

There is a Faculty Administrator for whom the department
wishes to do a DOE.

FES Client Data Processing & Actions
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0
Inserting a Track 1 - Version 1 },‘f’RlS

1. From the DOE Versions List - DOE Entry screen, ensure the
correct Fiscal Year is listed.

2. Initiate the insert by:
Clicking on the Insert icon in the toolbar;
Choosing Insert from DataEdit in the menu bar; OR
Right-click anywhere on the data grid and choose Insert.

3. Click on the blue Pick icon to search for the desired
Faculty Member.

Add DOE Yersion
To add a new version, p@e faculty member, and click the Continue button.

Faculty Member: I

Faculty D:
Academic Appointment: College: | |

Department: | |

Title Series: Contract Period:

K UNIVERSITY OF KENTUCKY]
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Inserting a Track 1 - Version 1 b

4. Enter part/all of the Faculty’s Last Name.
5. Click on the Find pushbutton.

FDB Title Prim Prim Stat
Name Status Series Coll__Dept_Dept Name FDBID Time

6. Click on the desired name to highlight and press Enter, or
double-click on the name.

Last Hame:  [sani

H.i, Rugular SE\mFr_'h 100009580 FT
Smith, Genld, PR D, Cumerd  Rogula A5 BEESD Higtory 100009656 FT
Smith, Danisl, Ph.0 Cumert  Regular &S OESS0 History WOOSTAN T
Smith, Daad &, Ph D Cumenl  Requise  AG B1120 Plast Pathology 000 ET
Srralhy, Margen 5., PhD.  Curenl  Regulsrt  AG BI10G0 Plad and Sel Sciances 100000 FT
Smith, Donna R, P D, Currert  Special  AG B1600 Famely Studws 100006356 FT
Smith, Roy A Ph 0. Past Special AG. B1140 Vitennary Sciente 100008060 FT
Smith, Patty R, E4D Curent ‘ast-Reteemar AG 81100 Homa Ecantmics 100008306 PT
J | o]
FES Client Data Processing & Actions 175
: - LRI
Inserting a Track 1 - Version 1 ,.--.-.:-:5-
7. Click on the Continue.
The System then To add a new version, piek the faculty member, and click the Continue buttan.
determines the following: Facuy Hambar, | [ B Gy, P
Whether versions may be | ekt cosefs s o Sces
. . Departmentz FE1Z0 Pagcholesy
entered in the listed e s
Fiscal Year;
Whether the user has
authority to add a version
for this Faculty member
(based on main HR
assignment department,
or academic home
department if Faculty
member is not yet in IRIS ) e |
HR); and/or
Whether a track exists for
the Faculty member in
the current fiscal year.
K UNIVERSITY OF KENTUCKY] - - -
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Inserting a Track 1 - Version 1 b

8. Since no track exists in listed Fiscal Year, specify the
following to create a Track 1 - Version 1:

Contract Period (9, 10, 11 or 12 month)
Start Date (i.e. August 16t for a 9-month Faculty)

The Contract Period and the Start Date are used to
determine the correct track beginning date.

9. Click on Save.

To create Version 1 for Track 1 |, selectthe copy options and Save.

CS | Contract Period: {3 month ~| | startpates] 0871672006

®

Cancel

UK universiry oF kenTucky]
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Inserting a Track 1 - Version 1 P

* The system will return to the DOE Version List window with

the new version row selected.

* Double-click on the new version to begin the DOE entry
process.

0T Meng-Mada, BI BN SOO005CE Chericol AMater | 1 ilialVorsion sy N 100,00 10000 09 N DQE Entry N HA TFeeced Ruofl ] Aottt b

207 Minerepeat, John BN 0005 ChescoldMeber | | InifialVorsion fror N 000 000 09 N DOEEmtry N HA Feeced Rl M

T Minagan, Jonn BN 00058 ChemicldMaber 1 | itialorsion Erw N 000 000 09 N DOEEmty N HA Foced  Roll W

07 Twebwagon, Wonchang BN 3000008 Chesscofd Mt | | nifialVorsion fo M 000 000 12 N DOEEmtry N NA Feeced  Roll M Sl

2007 Morahlyagant, Jhn ME MO0 Pettckgyblsn | § bifialVomion fre W 000 000 12 N DOEEay M NA Foced R0l N from SPA

007 Twebmpocked. Jube ME 300005 Pattkgrflato | 0 knitialVomion Cow W 000 000 12 N DOEEny N HA Feced Aol M

AN Twebarinculty, Potar ME HRORS Petkgr SLata | T WihialYorsion Semeg WO 10000 10000 12 N DOE Entey n NA  Foeced FRull N

A07 Twetwanoar, Bonnin M Woovms pwrkgy Sl 1 0 dialVrsion Dew WO 10000 10000 12 N DOEEn,y Y B NotCosem Aol M

0T Twebvas, Timathy ME N0 Parckogy & Latn | I initial Vamion Do W 000 0m 12 N DOE Eniy ¥ HA NofComtm Roll M Submitted

AN MorhityFager, Luis ME 05 Peiroogy S Lato | 1 inifial Varmion Toor N nm om 12 N DOE Eniry T NA  Not Corero Roll N LA

07 MafacCon, Criste NE MOOPnS PerdegySlaso 1 1 WitialVaion Do W G000 000 12 N DOEEny M NA Faced Rl N

JET Terdgant, Amy ME  MOMO4 Prychisry ¥ 1 inifial Version Eeor - N o  om 1 N DOE Eniry N NA Forced Full N

AT Teew Yok, Amy ME  NO04M. Pryctiotry 1 1 Inifial Varsion Eror N nm om0, N DOE Entry N NA  Forced Foil N

T Tows i, ey P T — ¥ T etiel Varsion Ever M M0 G000 R ODOEEMm M NA Feecsd Bl M Acthmisd

AT Ten-Agum, Any M MM Pty 1 1 lealial Vermion Ene W 500 10000 10 N DOE Enly N HA Ferced Rull H

2007 M X00030H Amesresclogr- 1 1 Inillal Verslon fe W 000 000 12 N DOEEny Y  NA hotCosm Roll N

2007 5 gory, Phl. | AS | 20000478 Prvehocs 1 | mitial Version| v [ N 0 100 12 | N [DOE Eniry N | MA [Fecced | tser | N

2007 Frolonko, Grugory |, Ph ME 3000002 Prysikogy 11 mitialVagion fee N 000 @00 12 N DOEEnty N MNA Feeoed  User M I O0ES

Ll | 20
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;
Reasons for Inserting a Version 2 or Higher %IRIS

* Faculty member receives a new Sponsored project and the
cost object is established in the IRIS Financial System:;

* Faculty member’s percent of effort has changed from the
prior version due to class load change or effort on a
Sponsored project has increased/decreased by 5% or
greater;

* Faculty member’s effort changes during the academic year
due to an increase/decrease in the public Service,
Administration or Prof. Development sections;

* Effort on a Sponsored project changes between direct
charges and cost sharing charges; or

* Sponsor changes the beginning or ending dates on a
Sponsored project and the Faculty member’s effort may
change as a result.

FES Client Data Processing & Actions 179
. . . $
Inserting a Version 2 or Higher %IRIS
1. From the DOE Versions List - DOE Entry screen ONLY,
ensure the correct Fiscal Year and Names are listed.
2. Initiate the insert by:
Clicking on the Insert icon in the toolbar; |£
Choosing Insert from DataEdit in the menu bar; OR
Right-click anywhere on the data grid and choose Insert.
3. Click on the blue Pick icon to search for the desired
Faculty Member.
Add DOE Yersion
To add a new version, p@e faculty member, and click the Continue button.
Faculty Member:
Acadevtlai[?:\"pypl;irﬂmem: College: | |
Depar(ment:| |
Title Series: l— Contract Period: l—
MR L or Kesucey FES Client Data Processing & Actions 180
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;
Inserting a Version 2 or Higher SIRIS

4. Enter part or all of the Faculty’s Last Name.
5. Click on the Find pushbutton.

ick Faculty

°‘

I Last Name: |turner

I @ Cancel

FDB Title Prim Prim
Name Status Series Coll  Dept Dept Name FDBI|

6. Click on the desired Name to highlight and press Enter,
or double-click on the name.

Sort by Pick Faculty
clledig ein Last Name: frumer Find Cancel
any of the
co I umn 7 FDB Title Prim  Prim St
Name Status Series Coll  Dept Dept Name FDBID Tin
headers' Turner, Jonathan W, Current Regular AG 81060 Plant and Soil Sciences 100008182 FT
Turner, Kathering Current Regular A5 8E0BD Mathematics 100008834  FT,
Turner, Kevin ¥ Current  Extension AG 81060 Plant and Soil Sciences 1
Turner, Mosh | Current | Ressarch | ME [?H100|x
Turner, Randolph M. Past  “oluntar AH7NZ900 Health Sciences - Clinical Sci 100001459 VO

FES Client Data Processing & Actions

181

(
Inserting a Version 2 or Higher /IRIS

K UNIVERSITY OF KENTUCKY]

7. Click on the Continue pushbutton.
* The system then determines:

Whether versions may be entered in the listed Fiscal Year;

Whether the user has authority to add a versions for this
Faculty member (based on main HR assignment department,
or academic home department if the Faculty member is not
yet in IRIS-HR); and/or

Whether a track exists for the : -
i Facuiry Mambar: [ [T S5
Faculty member in the current | s =
fiscal year. oy LI —
[e=-] G

e
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|
Inserting a Version 2 or Higher %IRIS

* The system automatically lists the valid tracks available in
the Fiscal Year.

8. Select the desired track by clicking on the row.
9. Specify the Copy...
options using the

C h ec k boxe S. Ficl::r:z::r“ . [Turmer, Moah
. Heademic Appoitment:  CoBege: [ME [Medicine
] O . C | I1C k ont h e Save Department: FAIDD [natomy & Neurobiolagy
Title Serlos: ﬁasnan:h Condract Pesio: [12 month
pushbutton.

Wersion

8) Track Track Track Active Acibve In Proqress
( : i Jarsion Jarsion

A Version 2+ can
not be created if

the existing
Ve I’Sion iS Sti" uln To create Verslon 2_ for Track 1 . select the copy oprlons and Save.
Prog ress’l @I Copy Detailed Effort Copy Payroll Distribution |
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0
Inserting a Version 2 or Higher %]RIS

* The DOE Header information is automatically copied from
the prior version.

If only Copy Detailed Effort is selected, the course details
will be copied as well, and the system will create the cost
objects in the Payroll Distribution block with 0% effort.

* If only Copy Payroll Distribution is selected, the system will
create the cost objects in the Payroll Distribution block
with 0% effort.

If both Copy... options are selected, the system will
duplicate everything from the prior version.

The system will not allow a new version to be created if the
existing version has not been Activated by SPA.

K UNIVERSITY OF KENTUCKY]
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;
Inserting a Version 2 or Higher %IRIS

* The system will return to the DOE Version List - DOE
Entry window with the new version row selected.

207 Banning, Enc &

ME OO Grodude Meacd ] 1 Intial Version Oty N
2007 ki ME [ 30000374 [Aredorny & N 1
007 Paters, John J ME 30000404 Cingrostic Andick |

0000 12 ¥ DOE Enlry N NA - Not Contro User N

ediveening N | 100.000 100000 12

1 Indial Viergion iy N 00010000 12 ¥ DOrEEm N MA Mt Contro Ueer N

11. Double-click on the new version to begin the editing
process.

12. It is mandatory that the reason/justification for the new

version be entered in the Form Comments field on the
DOE Header window!
Wks | Year UK Ave WKly Hrs UKHrs/Yr VA Status VA Ave WKly Hrs

[ 52 | 4000 [ 2080.00 Mot VA, | 0

Form C Moved 10%

ponsoared research to future grant. Changed cost share % on 3046869600 |

FES Client Data Processing & Actions 185

g
Printing a Version 2 or Higher %IRIS

* To print a Version 2 or higher, select Print Change DOE -
Draft or Print Change DOE - Final from either
Functions/Reports in the menu bar or by right-clicking
on the row and selecting it from the drop-down menu.

The Print Change DOE options will print the DOE showing
both the previous and current information.

Colleges should not approve a Version 2 DOE if the From
Comments are missing and/or if the DOE was printed
using the Print Initial DOE - Final option.

K UNIVERSITY OF KENTUCKY]
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0
Version 2 or Higher DOE Format Example %IRIS

m University of Kentucky FY 2007 Track 1 Version 2
Distribution of Effort Agreement

Douglass Ni Chemical & M Ei ]
College of Engineering Current Version Prior Version
Chemical & Materials Engineering Effort Summary:  Spon. Non-Sp. Total | Spon. Noo-Sp. Total
Associate Professor, Regular Title Series L Instruction 50.00 1000 60.00 [ 50.00 10.00 60.00

Contract: 9 montlh from 07/01/2006 %0 06/30/2007 | 1L Research 10,00 10.00 20.00 | 0.00 20.00 20.00
Person ID: 10157070 Pereass 02036 1100548 ] T Service 000 1000 1000 | 0.00 10.00 10.00
IV. Administration 000 10,00 10.00 0.00 10,00 10.00
V. Prof. Developmen 0.00 000 0.00 000 000 0.00

Total G000 40,00 100.00 | 50.00° 50.00 100.00

Indicates a
cost object
that is not
in use in

this version.

Anuual Hours: 2080.00 Avg Wiy Hours: 52,00

Payroll Distribution Block:

Sponsored Current Version Prior Ve
Cost Object  Dept Cost Object Description  End Date Fund Tot% Chrgts Shrd% Y

FUT 1013700144 SH200 55 Defil Cour Comter 12319999 1 0011033700 1000 10.00
WES 3046869600 1090 DTLUENCEOF SOIL MIVSICOCHEN 0i30/2008 E 0226869600 3000 24.00
WES 3046869600 81090 PFLURNCEOF SO0 FVSICOCHEN 06302008 € 0011890400

WBS 3046954200 BEOe) ACUISTIONOF ADGCMACERAL g3/2502007 E 0226884200 500 500
WES 3047254500 $H0Q CAPIERINTEGRATIDAMTROACH'Q3/31/2008 E 0226666700 1500 15.00

Sponsared Total a0.00
Non=Sponsored Current Version Prior Version
Cost Object _ Dept Cost Object Description  End Date Fund Tol% Tol%
CC 1012000820 TE10p NURSHCDSTRUCTION 12319999 1 0011030100 2500 35.00
CC 1012087930 GEOGO ARTSESCENCESEEVELOEMENT 13319099 1 00010020100 1500 15.00
Non-Sponsored Tatal 40,00 50.00
Form Comments: Total Effort:  100.00 10000

Moved 10% nen-spoa sesearch to future grant. Changed cost share % on 3046869600,

UK universiry oF kenTucky]
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DOE Version Types ‘ IRlS
* The Version Type field on the DOE Versions List - DOE
Entry window will contain one of the following values:
Initial Version (set as the default for Track 1, Version 1)
New Track (set as the default for Track > 1, Version 1)
Undetermined (used for Version 2 or higher)
Effort Change (with or without Payroll Distribution change)
Payroll Dist Only (no change to Detailed Effort)

| Jtorversons st oottty =

Flscal Year: gﬂ

12 N DOE Eniry Ma - Foiced Rull
N Om om0 N DOEEniry N WA Fored Roll W

T ———— 2 ¥ 000 10
T Magaan, Timatky F. LA O00SHH Law hatrucion
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DOE Version Types by s
* Version Types for Version 2 or higher:

Initially set to Undetermined.

When the DOE is printed in Final form, FES Client sets the
Version Type to either Effort Change or Payroll Dist Only.

If the DOE is returned from the College, the Version Type is
set back to Undetermined.

UK vvivErsITY OF KENTUCKY] FES Client Data Processing & Actions
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;
Version 2 and Higher Grant Edits b=

* When creating a Version 2 or higher DOE, if a grant on the
previous version is closed:
Final payments have been made to the sponsor;

The WBS Element can not be deleted from the DOE Detailed
Effort or Payroll Distribution components;

The Charged effort percentage to the External fund can not
be changed; and

The Shared effort percentage to the Cost Share fund can not
be changed.

FES Client Data Processing & Actions
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Reallocations/Retroactive Payrolls PE=

* We’re using IRIS-delivered HR functionality to process
changes in payroll distribution on the DOE along with the
monthly payroll run.

* When the monthly payroll runs, HR will detect changes to
cost assignments for prior payrolls and create accounting
entries. This is called “retroactive” payroll changes.

* When SPA approves a DOE Version 2 or higher, IRIS-FES
will:
Delete the HR Infotype 0027 monthly entries for the entire
track period that matched the previous DOE version; and

Create new HR Infotype 0027 entries that match the new DOE
version for the entire track period.

Note: Prior version HR Infotype 0027 entries can be seen in
the FES Client on the Matrix/What If window.

FES Client Data Processing & Actions 191

Deleting a Version paail

* Department users can delete a version from either the
DOE Entry or Returned from College status tab.

* College users can delete a version from the Submitted to
College status tab.

* A version can be deleted if:

The version was created by a user and
not the FES Client; and/or

It has not been submitted to SPA.

K UNIVERSITY OF KENTUCKY]
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Deleting a Version P

1. Select a single or multiple versions.

2. Delete the version(s) by:
Clicking on the Delete icon in the toolbar;
Choosing Delete from DataEdit in the menu bar; or
Right-click anywhere on the data grid and choose Delete.

3. Click on the Delete pushbutton on the Delete DOE Version
window.

Delete DOE Yersion

Smith, Gregory, Ph.D. Fiscal Year: | 2007 ~ Track: | 1 Vers:| 1

Version Status: [DOE Entry Track from: | 07/01/2006  to | 06/30/2007
AddMethod: [User Contract Prek [iZ manth

SAP Position Department: [BET20 [Pevehalogy

©

I' Delete I Cancel Cancel All

UK universiry oF kenTucky]
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Unit 8 Summary S

Any questions related to:

* Inserting a Track 1 - Version 1

* Creating a Version 2 or higher

* Reallocations/Retroactive Payrolls
* Deleting a version

K UNIVERSITY OF KENTUCKY]
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§
Unit 9 RIS

RIRIS

Integ rated Resource
Informatlon Systems

IRIS FES &
DOE Display

FES Client Data Processing & Actions

195

IRIS-FES FIRIS

* SPA approvals in IRIS-FES will be immediately visible in
IRIS, but will not be seen in the FES Client until the
following day.

* Users can “drill down” to IRIS-HR data (PA20) by double-
clicking on either a Faculty member’s name or Person ID.

* IRIS-FI cost object master data may also be accessed by
double-clicking on any cost object displayed on the DOE.

* Any user needing view-only capabilities for DOEs and who
may be more familiar with IRIS may choose to use the IRIS
transactions instead of the FES Client.

K UNIVERSITY OF KENTUCKY]
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§
IRIS-FES Security KIRIS
* Security roles in IRIS-FES:

R3P-FE-DISPLAY - basic level entry and display screen;

R3P-FE-DEPT-APPROVE - allows approvals at department or
college levels; and

R3P-FE-CERT - certification approval.

* All roles in IRIS-FES are controlled by HR structural
authorizations.

* Access can be given to department or
college outside the structural authorizations
by request through the Area Fiscal
Officer (AFO).

UK ovivessiny o KeNTUCKY]
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§
IRIS-FES Security RIS
All roles in FES have the following access:
* |IRIS-FI Transactions:
Cost Center Display - KS03
WBS Element Display - CJO3
Grant Display - GMGRANTD
Fund Master Data - FM5S
Fund Center Display - FMSC
* IRIS-HR, Transaction PA20 for the following Infotypes:
Organizational Assignment - 0001
Basic Pay - 0008
Contract Elements - 0016
Cost Distributions - 0027
Main Personnel Assignment - 0712
FES Cost Distribution Control - 9007
Primary Academic Appointment - 9008
Faculty Administrative Appointment - 9009
Faculty Tenure and Initial Assignment - 9010
MR L or Kesucey FES Client Data Processing & Actions 198
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0
IRIS-FES Display DOE RIS

1. Begin using transaction code ZFESDOE.

2. Enter 1000 in Personnel area for Main Campus (1300-
College of Agriculture Extension, 1400-County Agents).

3. Enter the desired Fiscal Year.

4 ) List poE ‘

El

Person selection crileria .
PersoniD 2

It is also strongly recommended

Gine ® that you enter your Department
Zin = (Org.Unit) 8-digit number to
IPwsonnal area mnnl | B .

Denarient (05 0D narrow the search and increase

\ system response time.
IDOE Selaction criteria
. =
Track No [ 1/_*]
Version No 10 | &
Version type o r_%
Track Period (]
Status ® Ghowall Aclive () Submitted Rejected ) Inactive
Status set By [=]
Activation date o

4. Click on the Execute icon to begin the search.

UK universiry oF kenTucky]
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List DOE
QATYE A BITRTHHR @B @
List of DOE's Double-click on any version to
Fiscal Tear - 2007 display the complete DOE details.
Status selection  All
" Org. Unit| Organizational Unit Text i |Firstname "|Person ID |PA_|” ‘Year| TrackNo|~ Version No|Version ye|Valid From _|Valid to
|2 30000528|8HZ00/Chemical & Materials Enginesrmg | Ninethree [Dibaker 10157977 [1000 | 2007 1 1] nitial
30000404 | THB00Psychiaty |Tendefer _[Kimberly 10158001 | [linitial
|Eartlen K 10157997 Initial 08/
30000385 | THE00Pathology '[ﬁéiiiabm'e"'ﬁ'driil}i ~ [10167981 [linitial |07/ &
|Twelve Gregory 10157885 [Initial 07/01/2006 |0Br30/2007 |
[Monthly —|Paul 10157878 [liniial  [07/01/2006 |06/30/2007 |
|Exempimo |Michael 10157984 I Initial 10/01/2006  |0B/30,2007
| |Eattyiwelve [Subodh 10157888 [Finitial 07/01/2006 _|06/30/2007 |
30000288 | 88000 Library Administration |Librarian |Stephanie 10157891 [Tinitial 07/0172006 | 06r3072007 |
L4][v] [ [« +]
UNIVERSITY OF KENTUCKY] . N N
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IRIS-FES Display DOE - Person Data

$R1S

Display DOE

Double-click on the Person ID to view the Faculty’s IRIS-HR
information (PA20 — security based access).

B E———— ms _ oLso @] 00 eQe DlE Bean
®a| Display HR Master Data
DOE Data ol
Fiscal Year 2007 TrackMa 1 VersionNo 1 Pl Jovsz136 [ Click on the green
Track Period 08/01/2006 to B5/31/2087 Status SUBM | tame Eyan ¥ Dison .
DO Detaied afor ;m‘. _,;‘ ::”m ::::-u Back_lcon to return to
: Display DOE.
Annua\ Payroll Distribution Black - i SN U DT
Mnmh\y Payroll Distribution _ oy st E._| [Penad |
_|aenens menty W ||| @ s
|Personal Data (0002) V| fr Ta
L d Today Cum ek
L d - Cumant manty
v Fram tur St Last ik
E Click to Show additional information. [ nestencs sms 08 || B G e
Iasamanal Parsonsl Duts (2077) Vol | [ caotn.
E Click to Hide additional information. i R =
Person Data
1| 168002136 Name OLSON RYAN
EE group c Faculty Oryg. Unit 30B0E531 BEGSMHIistony
EE subgroup 19 9 mo Deferred Pay Position 5E102649 F2501MO/Professor
Personnel area 1800 Main Campus Job 40501713 Fa501MO/Regular Faculty
Pers. subarea 0001 Rey FT Contract Fatulty
FES Client Data Processing & Actions 201
XIRIS
IRIS-FES Display DOE - DOE Data ¥ =
DOE Data
Fiscal Year 2007 Track No 1 Wersion No 1 | Initial & [ | Active  Contracttype Nine Month
Track Period 08/01/2006 to B5/31/2007 Status SUBM Submitted  05/20/2006 TFE-0001 Activation date
H DOE Detailed effort Comments [ ] Status History
Effart type Sponsored  Mon-Sponso.. Total ‘ | | | Elj \:lj
Instruction &|6.00 6080 60 B8
Research &je.00 0.o8 0,00
Service & |e.00 15.00 15.00
Administration Tje.00 .68 .00 Status Pate Tine A€ s 10 T.Code
Professional Dewel. ©0.00 25.80 25.00 SUBH Submitted B5/30/2008 143317 TFE-0801
Total &|e.oo 10000 1EIU.EIEIE|=

00068 x

FES Client Data Processing & Actions
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IRIS-FES Display DOE - Annual Payroll Dist. %@[—

Py

(=

Mo |Accaunt type Cost Center |Order "WBS Element |Fund valid from  [valid to % Funds Center |Grant

1 WNon-Sponsored @ 1012079560 0011020100 [01/01/1800 [12/31/9989 | 100.80/1812079560  GHNR [«]
909 Total ] 100.98 [~]

Double-click on any of the cost objects (Cost
Center, WBS Element) to view additional
information from the IRIS-FI module.

S OO0 (EED

v Cost Center: Basic Scra

Click on the green
Back icon to return to
Display DOE.

mes

Marne Wi MILLER RGS _
Dgses|plinn WALLIE MILLER RGE SUPPORT |
[Person Respansibie GMKY MILLER:

Depanment BNODD

Cad Cander Catisgory v UK sl Caritir

Hegrarchy area PANARR Architeciure Adminisiration
Campany Code (L] univarsity of Kentucky
Businoss Aea (0] UK win 6OmpAnert unts.
Funclional Asis

Gurrency S

Prafit Certer

R FES Client Data Processing & Actions 203
IRIS-FES Display DOE - Monthly Payroll Dist. %Im.—..-
=
Mo |Account type Cost Center |Order WBE Element [Fund JuUL AUG &F’ OCT  [NOV  |DEC  JAN FER MAR APR IMAY WJUN ’ﬁ
1 Non-Spons . g11612673560 0611620160 0.00/166. 66(160 00/166 606|100 00/ 166 66(100 A0/ 166 06(100 A0/ 166 06(160 60 O 00 E
999 |Total 2 0. B0/ 166 BA[160 B0/ 166 BE[160 B0/ 1606 B6(160. 60/ 166 B6(160 B0/ 166 BO(160 B0 O OO; E
El
El = g
5 Double-click on any of the cost objects (Cost
z Center, WBS Element) to view additional
2 information from the IRIS-FI module.
a \ \ - r 7 7 B
a | | [ T T T T 7 -

5t Ei Fi 0 BEP 1 DEC. FEI MAR WAT .
on-Spoers . 11012070860 0011620108 0. 5. AT TR O O A T 110100, 1111] 5, 5558 8, =]
otal @ | | | L A AT AT R 010 1101] 55584 0, =]

i T 1 T T T T T i T T 1 T T T 1 =0

¥ OF KENTUCKY]
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IRIS-FES Display DOE - Optional T-Code P

* To go directly to a desired DOE for one Faculty member,
use transaction code ZFEST.

* All four fields are required to be completed.

* When completed, press the Enter key. | pisplay boE

‘ Change icon is used only by SPA to either

Approve or Reject the DOE. DOE Initial scraen
Dis Person ID faea2136 N
Fiscal Year 2007
Track Mo 1 M
Ferson Data version Mo 1
18082136 MName OLSOM RYAN
DOE Data
Fiscal Year 2007 Track No 1 Wersion Mo 1 I Initial &[] Active  Contracttype Mine Manth
Track Period 02/81/2006 to 05/31/2007 Status SUEM Submitted 05/30/2006  TFE-0001 Activation date
DOE Detailed effort Comments  [] Status History

Annua\ Payroll Distribution Black

Monthly Payroll Distribution

WK UNIVERSITY OF KENTUCKY, FES Client Data Processing & Actions 205

Unit 9 Summary
Any questions related to:
* Displaying DOEs in IRIS-FES

MR L or Kesucey FES Client Data Processing & Actions 206
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Unit 10 FIRIS

Tra Cssng
Module

FES Client Data Processing & Actions 207

0
Track Processing RIS

* The Track Processing module allows users to:
View all tracks within an area at a glance;

Use the query functionality to help in finding and/or sorting
certain criteria; and

Double-click on the track to see all associated track versions,
IRIS HR assignment history, and prealert/track history.

* Click on the Track Processing button on the main FES
Client window to access.

Track Processing

K UNIVERSITY OF KENTUCKY]
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Tracks List Screen %]RIS

* Ensure desired Fiscal Year is displayed - use scroll arrows
to change AND click directly on the date to change the list.

* Valid - Track Status is default - change as desired.

* List may be sorted by clicking on a column header.

* Double-click on a line to open the Track Detail window.

x|
Track Stat
Fiscal Year: mﬁ' { OVald  Jlmalid Al |
Fiscal org Org Unit RIS Track Track Track Deferred Contr  Track  Active In-prog Inpro+
Year Name ﬂun“ Name Person ID No Begin Date  End Date  Pay Stat Per Status  Vers  Vers  Vers St
2007 Turner, Moah WE 30000374 Anatomy 31 (0002286 1 O7/O1/2006 ORA0Z007 Not Defan 12 Valid 10 NoStaw
2007 Abrahar, Diane Cl 30000581 Lbrary &t 10005370 1 OS/D1/2006 05/31/2007 9 rmorth € 09 Valid 0 1 DOEEnt
2007 Adams, Amold WE 30000576 Bochemist 0009008 1 07/D1/2006 0S/30/2007 Not Deferr 12 Valid 0 1 DOEEnt
2007 Adams, Caia L AS GO0ODS20 Engish (0004726 1 0B/O1/2006 0SA1/2007 9 monthC 09 Vald 0 1 DOEEm | Macks
2007 Adarm, Dominic J ED 30000558 SpecielEdw (0003438 1 08/D1/2006 05/A1/2007 9 month C 09 Valid 0 1 DOEEnt
2007 Adams, Howles G, AG 3000023 Sesystens I00CB0S2 1 O7/01/2006 OB/A0ZO07 Not Defar 12 Valid 0 1 DOEEnt
2007 Adams, Susan R FA S0000S10 Fine Aris- 10005725 1 DAO1/2006 05/31/2007 9 morth C 09 Valid 0 1 DOEEn
2007 Adam, Norman W, LA 30000534 Lawhstue 10011043 1 O7/01/2006 OB/A0ZO07 Mot Defar OT Valid 0 1 DOEEnt
2007 Adams, Kaela G AS 0000529 Engish  {0DIOSGS 1 OA/D1/2006 DSA1/Z007 O monthC 08 Vald 0 1 DOEEnt
00 dams Paindexter G 30000264 CES Develoy 10004529 1 N7M12006 ORSBNEPO07 Kot Deferr 1 alid il 1 DOF Fnt —

UK oviversiny oF KenT
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Track Requests Screen %IRIS

* Displays tracks which are still in a Pending - Request
and/or Approval Status.

* List may be sorted by clicking on a column header.

* Double-click on a line to open the Track Detail screen.

} Track Pracessing - Track Requests

Fi ™ . = Request ‘I' it
Iscal Year: = & Pending ) Resolved Al

Fiscal Pos IRIS Pos IRIS Pos IRIS Track Request Request Approval Request  Days -
Year Name Coll OrgUnit_ Org Unit Name No Type Status Status Date Outs  Unit C: SP

* E

Removal Pending Pending 07/10/2006 30

2007 Amherst, Sebaz EM 30000536 RCTF Chairs 10009832 1
2007 Bames, Damyl F AG 30000232 Cooperative Exi 10006876 1 Closure Pending Pending 07/14/2006 26
1

2007 Bates, Johanna  AS 30000483 Public Hith Adn 10005365

Remaoval Pending Pending 07/10/2006 30

2 ) Track Processing - Track Requests

) = Request Status
Fiscal Year: mzl ‘ J Pending ) Resoled ) Al |

Fiscal Pos IRISPos IRIS Pos IRIS Track Request Request  Approval Request Days B
Year Name Coll  OrgUnit Org Unit Name Person D No Type Status Status Date outs  Unit C Sp

L5

2007 Quentin, Abie AS 30000484 Public Health A 10006072 1  Closure Resolved Cancelled 071472006 18

FES Client Data Processing & Actions 210
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Track Detail Screen

* Top and bottom panes are display only.
* In the Versions pane you may:

Double-click on any version listed to view the DOE’s FES
Versions Detail screens; and/or

Right-click anywhere in the pane to either Insert Version or
Delete Version.

IRIS
===

Versions: Doubleclick version row to display DOE “ersion detail
Trk Vers Status Contract Per  Activated Valid Vers Type AddMeth Pos Coll  Pos Unit  Pos Unit Name Rank Titleseries
1 1 Activated 12 month  0BAI2/2006  ywwaming Initial Versic  Roll LS 30000323 Library AdrinisiLibrarian | Library
Delete Yersion g
«| | »
K vniveRsITY OF KENTUCKY] . - N
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0
Pre-Alert and Track Request History Screen }filR'S

* Top pane is display only.

* Double-click on any Pre-alerts and the Prealert Message
Detail screen will display.

* Double-click on any Track Requests and the Track Request
Detail screen will display.

* No editing/processing functionality exists on this screen,
but it is available once you are in either the Prealert
Message Detail or Track Request Detail screens.

MR L or Kesucey FES Client Data Processing & Actions
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Unit 10 Summary

Any questions related to:

* Track Processing Module

s

FES Client Data Processing & Actions

FES Information on IRIS Web Site

* www.uky.edu/IRIS/FES/

SXIRIS .
P > Integrated Resource Information Systems

Suppported by ASG and IT

I

FES Home

Hews

Project Background
FES Messages
Faculty Payments Policy
Payments Worksheet
Future Year Grants
DOE Form

DOE Instructions
Terminology
UKSSOGateway

myHelp

Contact IRIS

Faculty Effort System

Because of its integration with financial accounting, human
resource, and payroll information, the University's Faculty Effort
System (FES) has been replaced with a custom development
that supports effective interaction with IRIS-Financials and
IRIS-HR/Payroll.

The new Faculty Effort System, which includes custom features
in IRIS and an FES Client, became active on July 1, 2006. End-
users now create and maintain Distribution of Effort (DOE) data
for the full-time UK faculty in the new FES.

FES users should refer to this page for general information
about the new system, news, important dates, and
documentation.

News To Use

FES IRIS Wednesday

An FES IRIS Wednesday session will be
held on August 27, 1:00-3:00 pm in 72

McVey Hall. Read more...

Deferred Pay Information

Presentation (May 24, 2007)

Deferred Pay Calculator

Deferred Pay Calculator for Salary

Changes

FES Client Data Processing & Actions
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¢
Contact/Help Information %IRIS

* FES E-mail address: FES.OT@email.uky.edu
* Sponsored Projects Accounting contacts:
Cherri Wallace ~ cwallac@uky.edu ~ 257-1747

Jennifer Miles~ jennifer.miles@uky.edu ~ 257-3662

FES Client Data Processing & Actions 215

g
Course Summary ﬁélRIS

You should now be able to:
* Explain the reasons for tracking Faculty effort

* Describe the structure and key elements of the FES
Client

* Access and successfully enter a DOE, balance its Detailed
Effort and Payroll Distribution, validate Financial cost
objects, generate the matrix, print draft/final versions,
and process approvals through the college level

* Managing the FES Client Prealerts
* View DOE information in IRIS FES

K UNIVERSITY OF KENTUCKY]
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FI_FES_315 Assessment %‘BLS

* Use the following to complete your assessment:

Assessment FacultyMember DOE (Pages 13-16)
Assessment DOE name on your Data Sheet

* In this assessment you will complete the following:
Enter all of the data and process the DOE for your faculty.
Print the Initial DOE - Final.
Submit the DOE to the College.

Find HR Prealert message 60020 for
your faculty, and Acknowledge/
Resolve the message.

Notify the instructor when finished.

WK UnivERsITY OF KENTUCKY]

FES Client Data Processing & Actions 217

Appendices %‘BLS

* A. NIH Salary Cap
* B. System Messages

Validations Screen Messages
Matrix Validation Error Messages
HR Prealert Messages
Fl Prealert Messages

* C. HR Data in Support of DOEs

* D. Fl Data in Support of DOEs

FES Client Data Processing & Actions 218
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Appendix A il

UK universiry oF kenTucky]
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g
NIH Salary Cap SRS

* Congressional mandated provision limiting the amount of
direct salary charges an individual may distribute to one or
more National Institute of Health (NIH) Projects:

Grants and Cooperative Agreements

Applicable contracts to Executive Level 1 of the Federal
Executive Pay scale

K UNIVERSITY OF KENTUCKY]

FES Client Data Processing & Actions

220

FI_LFES_315 V6 03/2009

110



Salary over NIH Cap il

* If treated as Cost Sharing:
Pl annual salary is $300,000
Salary cap is $191,300
Difference is $108,700
Pl budgets 15% effort to the project
Budget shows salary to grant at $28,695 for Pl salary (15%)
Pl certifies 15% effort to the project
Cost share is $16,305 ($108,700 x 15%)

Cost share goes into the Facilities & Administration (F&A)
base

UK universiry oF kenTucky]

FES Client Data Processing & Actions

Salary over NIH Cap i

* If treated as unallowable:
Pl annual salary is $300,000
Salary cap is $191,300
Difference is $108,700
Pl budgets 15% effort to the project
Budget shows salary to grant at $28,695 for Pl salary (15%)
Pl certifies 15% effort to the project
Unallowable cost is $16,305 ($108,700 x 15%)
Unallowable cost does go into the F&A base

K UNIVERSITY OF KENTUCKY]
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Salary Cap & Voluntary Committed Cost Sharing%!;-_ls,g-:lzf-

Pl annual salary is $300,000

Salary cap is $191,300

Difference is $108,700

Pl budgets 15% effort to the project

Budget shows salary to grant at $19,130 (10%)

PI certifies 15% effort to the project

Cost share over NIH cap = ($108,700 x 15%) $16,305

Voluntary committed cost share ($191,300 x 5%) 9,565
$25,870

Cost share goes into the F&A base

UK universiry oF kenTucky]

FES Client Data Processing & Actions

0
Salary Cap & Voluntary Committed Cost Sharing%!;-_gif-

Pl annual salary is $300,000

Salary cap is $191,300

Difference is $108,700

Pl budgets 15% effort to the project

Budget shows salary to grant at $19,130 (10%)

Pl certifies 15% effort to the project

Voluntary committed cost share ($191,300 x 5%) $9,565
Unallowable cost over NIH cap = ($108,700 x 15%) $16,305
Cost share goes into the F&A base

Unallowable cost does go into the F&A base
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Appendix B

LIRIS

FES Client Data Processing & Actions 225

; . ZIRIS
FES Client Summary/Validations Screen Messages =

* All of these messages are fatal errors unless the message
indicates it is a warning

Message | Message Comment’Explanation
Code
10001 Det Effort: Total detailed effort does not equal 100%
10002 Fayrall Dist: Taotal payroll distribution effort does not egual 100%
10003 Surnrary: Total sponsored detailed effort does not equal total
sponsared payroll distribution effort
10004 Summary: Total non-sponsored detailed effort does not equal total
non-sponsored payroll distribution effort
10004 DOE Header. Weeks Per Year must be =0 and <= 52
10006 DOE Header: UK Ave Weekly Hours must be > 0 and <= 163
10007 DOE Header: UK hours per year not equal to system computed
value
10008 DOE Header: WA weekly hours are required for a WA faculty
mermber MWARNING)
10009 DOE Header: WA weekly hours specified for a non-WA faculty
mermber MUARNING)
10010 DOE Header: UK weekly hours should be O for VA 8/8 faculty
member WARNING)
10101 DOE Header: FDB missing the SAP External Persan [D field, The colleges are required to populate the Persan-ID in the
cannot identify SAP-HR data faculty database, once the faculty member is hired and entered
into SAP-HR. This maintaing the link between the faculty
database, the FES Client and IRIS HR
10704 DOE Header: Administrative flag should not be checked for faculty | The administrative flag is used to indicate that an employee with

employee

an IRIS HR assignment that is in a staff employee groupis a
faculty administrator. This flag is not needed for faculty
mernbers with an IRIS HR prife assignment that is in a faculty
ernployee group.
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RIRIS

FES Client Summary/Validations Screen Messages Py ==

Message
Code

Message

Comment/Expla

10105

DOE Header: FES Control Payrall flag should be Forced far faculty
employee

The FES Control Payroll flag is used to indicate if FES is
contralling the HR payroll distributions for base pay. RIS HR
indicates that this employee is a full time faculty so the value
should be forced

10106

DOE Header: Staff employee needs Administrative or 8/ VA flag
set.

The Administrative or 88 VA flags are used to indicate why an
employee with an IRIS HR prime assignment in the staff
employee group has been added to FES.

10107

DOE Header: FES Control Payrall flag should be Valuntary or Mot
Controlled for staff employee

IRIS HR indicates that this employes is staff. The FES Control
Payroll flag is used for faculty administrators and VA 8/8ths
faculty to indicate that they are voluntary (FES will control HR
payrall distributions for base pay) or Mot Controlled. The Forced
value is only used for Full time faculty to indicate that they are
required to have FES control the HR payrall distributions for
base pay.

10708

DOE Header: Contract period inconsistent with employee sub
group

The contract period populated from the Faculty Database or
overridden in the FES client is inconsistent with faculty

member's RIS HR prime assignment's employes sub group
(Exermpt Maonthly, 2 Month Deferred, or 10 Month Deferred)

10709

DOE Header: Contract period should be T2 manths for staff
employee

101711

DOE Header: FES Cantral Payroll flag should be Not Contralled for
Adrministrators and %A 8/8 Faculty (temporary)

Temparary message until the FES Client is changed to handle
contralling payroll for Administrator and WA 8/8 faculty

10712

DOE Header: VA Status inconsistert with IRTS-HR main
assignment (WARNING)

The VA& Status is populated from the Faculty Database or is
overridden in the FES Client. The WA status in RIS HR is a
relatinnship associated with the faculty's position

10113

DOE Header: VA /8 indicator is not checked for IRIS-HR VA B/2
faculty

The faculty's position has a relationship that indicates that it is
W& B/Bths appointment. The %A B/ flag on the DOE header is
not checked.

10114

DOE Header: Rank is not specified. (WARNIMNG)

The rank is populated from the Faculty database and can be
overridden in the FES Client. This message indicates that it is
blank

FES Client Data Processing & Actions
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FES Client Summary/Validations Screen Messages .,]Rls

Message | Message CommentExplanation

Code

10115 DOE Header: Title Series is not specified. (WARNING) The title series is populated from the Faculty database and can
be overridden in the FES Client. This message indicates that it
is blank.

10116 DOE Header: Title Series does not match IR1S-HR job The title series is populated from the Faculty database and can

(WARMING) be overridden in the FES Client. In IRIS HR,| faculty should be
assigned to a position that is related to a job that indicates the
title series.

20006 Det Effart: Invalid effort category far Land Grant functional area. The functional area on the WBS element master data indicates
which detailed effort category can be used. If the functional area
i3 0330, the service category must be uged. Ifthe functional
area is 0210, then the research category must be used.

25007 Course Detail: Total Contact Hours percent effort is not within 5%

of systern computed value. (WARNING)

25002 Course Detail: Preparation Hours percent effort is not within .5% of

systern cornputed value, (WARNIMG)

25003 Course Detail: Total parcent effart is nat within 5% of system

computed valus. MAYARNING)

26002 Course Detail: Percent effort for course must be > 0%

30002 Payroll Dist: Cost object percent effort exceeds the maximum

distribution available far manths distributed.

30003 Fayroll Dist: Total detailed effort does not equal payrall distribution Forthe sponsored cost object listed in the message data, the

for sponsored cost object. total of the effort entered in the detailed effort does not equal the
sponsored effort entered in the payroll distribution block.

30004 Fayroll Dist: Total detailed effort is greater than the payrall Forthe non-sponsored cost object listed in the message data,

distribution for non-sponsored cost object. the total of the effort entered in the detailed effort does not equal
the non-sponsored effort entered in the payroll distribution block.

30005 Payroll Dist: Tatal effart for cost object must be = 0%

30006 Fayroll Dist: Closed cost object used on prior version is missing

30007 Fayroll Dist: No distribution found for manth There are no cost objects in the payroll distribution block that
are active for the month listed in the message data
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IRIS

FES Client Summary/Validations Screen Messages Py ==

Message
Code

Message

Comment/Explanation

30101

Payroll Dist: Cost Center is blocked for posting.

30103

Payroll Dist: Fund center is not valid for payrall

The fund center associated with the cost object in the message
data indicates that the cost object is not valid to use for payroll
distributions

30104

Payroll Dist: Cost Center is not valid in track period.

The Cost Center's Valid To and From dates must be within
same pottion of the track’s beginning and ending dates.

30707

Fayroll Dist: Cost Center validity dates expired (not valid for
ostin

30708

9)
Fayroll Dist: Cost Center nurber not in valid range for FUTURE
cost object type

The cost object type is future. The cost center entered is not one
reserved for future grants.

30109

Payroll Dist: FUTURE cost abject belongs to another department
(WWarning)

Future cost centers are associated with a depament

30770

Fayroll Dist: FUTURE cost object should be sponsored

Contact the Sponsored Projects Accounting Office to correct this
problem

30201

Payroll Dist: Grant does not exist.

The WBS element entered did not derive a grant that exists.
Contact the Sponsored Projects Accounting Office to correct this
prablem

30202

Fayroll Dist: Grant is not valid in track period

The Grant's Valid To and From dates must be within sorme
partion of the track's beginning and ending dates. This is also
true for the Grant's Project To and From dates

30203

Fayroll Dist: Grant validity dates not specified in RIS Grant master
data

Contact the Sponsored Projects Accounting Office to correct this
prablem

30204

Payroll Dist: Grant is not valid for posting.

This message occurs if:

(1) The grant is blocked for posting

or

(2) The grant valid from and to dates have expired. This
can be overridden by entries under the posting tab in the
grant's master data. The transfer postings activity block
and expensefrevenues posting block must be active and
have allow frorm and to dates that are for current or
future payrolls in the fiscal year.

FES Client Data Processing & Actions 229

FES Client Summary/Validations Screen Messages

SIRIS
===

Message | Message Comment/Explanation

Code

205 Payroll Dist: Fund is not valid in track period. The Fund's Valid To and From dates must be within some
portion of the track's beginning and ending dates

30206 Fayroll Dist: Fund validity dates not specified in TRIS master data Contact the Sponsored Projects Accounting Office to correct this
problem

30301 Payroll Dist: Internal Order is not valid in track period The Internal Order's Waork Start and End of Work dates must be
within some portion of the track’s beginning and ending dates.

30302 Payroll Dist: Internal Order validity dates expired

30303 Payroll Dist: Internal Order deletion flag must not be X

30304 Payroll Dist: Internal Order is not released

30305 Payroll Dist: Internal Order is locked

30306 Payroll Dist: Internal Order is closed

FES Client Data Processing & Actions 230

FI_LFES_315 V6 03/2009

115



IRIS FES Matrix Validation Error Messages 5%]RIS

Message

Explanation

Example

Line x: Effort nis higher than allowed
threshold % n.

The annual DOE percentage on the
line indicated has exceeded the
highest percentage that can be taken
inthe number of months that the cost
ohject (grant or cost center or internal
order] Is active.

Line Q05 Optimal monthly component
i5 8.500 greater than threshald 83333,
A grant on line 005 of the DOE payroll
distribution block is entered with 51%
annual percentage. It is active for &
months. 51/6months=8.5.

Concurrency check failed

Cost ohjects have beginning and
ending dates that overlap. Itis not
possible to distribute all of the cost
objects without exceeding the monthly
threshold. (highest percentage that can
be taken the number of manths the
cost objects are active).

Twelve month contract Period

WWES element 1 valid from month 1-3
for 20%

WES element 2 valid from month 1-6
for 35%

WWES element 3 valid from month 1-9
for 25%

Total of 0% to be chargedin 9
months whichis over the threshold of
T5% (9 months X 8 333333 monthly
threshald)

Mo valid distrbution found for the manth
month number month description fiscal
ear.

There are no cost objects in the payroll
distribution block that are active for the
month listed in the error message

Mo valid distribution found for the
manth 10 APR 2007

Month month number cannot be
distributed to 100% as total tot valid no is
= Threshaold n

This errar occurs when the
concurrency checkis valid, but the cost
objects available to charge in the
month listed are less than the
threshold.

Wonth 9 cannot be distributed to 100%
as total valid no is < Threshold 10%.

Invalid number of lines of distribution &.
Max no. of lines allowed is 25"

There error occurs when there are
more than 25 cost objects for one
month in the matrx.
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HR Prealert Messages

HKIRIS
===

FES

Client Msg
MsgNo |Message Secondary Message Type |Message Frequency [Comments
GO001  [Mew faculty detected in HR. Track 1 Yersion 1 created Info_|Appears once

G0002  [Mew faculty detected in HR, but IRIS
HR person id is not in the Faculty
Databage. Facultywon'tbe added.

Unit must add IRIS PersonlD to Req |Last detected date is
updated until resolved

Faculty Database.

BO003  [Mew faculty detected in HR, thatwas
added previously to FES Client

Consistency edits will be done Info |Appears once

between data entered and RIS
HR

BO003  Mew faculty detected in HR, thatwas
added previously to FES Client

Org Unit changed, may affect Info |Appears once

SECUNtY access

This message isfor the
original org unit if the arg unit
has changed

B0004  [FES assignment does not begin on
the first day of the month. FES wil
contral distributions for the entire

Unit may decide to change Cp

beginning of the month

Last detected date is  |Thisis a possible extra
assignment begin date to updated until
acknowledged or

message generated when a
new FES faculty is detected

month change in HR data
G0005  [Employee has terminated. Track used | Track Closure request created for | Info |Last detected date is  |Track closure date is
for payroll SPA approval updated until track determined by the termination

closure is approved o |action on infotype 0000. If this
cancelled due to
change in HR data month, the track ending date

date is not at the end of the

will be adjusted to manth end

BO00E  [Employee has terminated. Track not
used for payrall

Track Removal request created Info |Last detected date is  [Termination date is in prior
updated until track fiscal year,

removal is approved or
cancelled due to
change in HR data.

for SPA approval
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LIRIS
HR Prealert Messages P
FES
Client Msg
MsgNo |Message Secondary Message Type [Message Frequency  [Comments
BO007 |FES assignment ended. Track used |Track Closure request created for | Info |Last detected dateis  [The proposed track closing
for payroll SPA approval updated until track date would be determined by
closure is approved o |the end date of the
cancelled due to organizational assignment
change in HR data that previously gualified the
employee as FES Faculty
unless this was due to
change of main assignment
(Then the end date of the
rain assignment on infoytpe
0712 would be used).
B0008 |FES assignment does not end on the |Unit may decide to change Opt |Last detected date is Thisisa possible extra
last day of the month. FES will control |assignment end date to end ofthe updated untilthe user  [message generated when a
distributions for the entire month rnonth. acknowledges or the FES assignment is ended
message is cancelled
due to a change in HR
daia
BO009  |Employee's assignment has changed |Track Removal request created Info |Last detected date is
s0 not FES Faculty refroactive to on orlfor SPA approval updated until track
before the track begin date. Track not reroval is approved or
activated cancelled due to
change in HR data
60010 |FES assignment ended. Mo active Track Closure request create for | Req |Last detected date is
main assignment and employee is not | SPA approval Employee should updated until track
terminated be terminated or main assignment closure is approved or
changed cancelled due to
change in HR data,
BO011  |Returning faculty detected in HR Mew Track with Version 1 created. | Info [Appears once
60012 |Returning faculty detected in HR, but [Unit must add IRIS PersonlD to Req |Last detected date is
IRIZ HR personlD is not inthe Faculty|Faculty Database updated untilthe IRIS
Database Personld is added to
the Faculty Datahase
FES Client Data Processing & Actions 233
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HR Prealert Messages s
FES

Client Msg

MsgNo |Message Secondary Message Type |Message Freq y |C

BO013  |Faculty has changed from Track Split request created for Info [Last detected date is
administrator to FES Faculty SPA approval updated until track split

is approved or
cancelled due to
change in HR data

B0014  |Faculty has changed from Unit maydecided to change Opt |Last detected date is Thisisa possible extra
administrator to FES Faculty. Change |assignment begin date to the first updated until message generated when
does not begin on the first day of the  |day of the month. acknowledged or faculty changes from
maonth. change in HR data administrator to FES Faculty

B0015  |Facultyhas changed to WABSths Track Split request created for Info |Last detected date is The new track begin date will

SPA approval updated until track split |be the begin date of the
is approved or the position's VAB/MBths
message is cancelled  |relationship
due to a change in HR
data.

BO016  |Faculty has changed to WABEths. Unit maydecided to change VA Opt |Last detected date is Thisis a possible extra
Change does not begin on the first relationship to begin on the first updated until message. The new track
day of the ranth day of the month acknowledged or begin date will be the first day

change in HR data of the maonth after the WA
d5ths begin date.

BO017  |Facultyis no longer A B/8ths Track Split request created for Info |Last detected date is  [The new track begin date is

SPA approval updated until track split |the first day of the month after
is approved or the the & B/8ths relationship's
message is cancelled  |ending date
due to a change in HR
data.

BO018  |Facultyis no longer WA B/Bths. Ending |Unit may decide to change Wi, Opt |Last detected date is  |[Thisis a possible extra
date is notthe last day of the month. | relationship ending date to the last updated until message. The new track

day of the month acknowledged or begin date is the first day of
change in HR data the month after the & 8/8ths

relationship's ending date
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LIRIS
HR Prealert Messages pE=
FES
Client Msg
MsgNo |[Message Secondary Message Type |Message Frequency [Comments
B0018  [Qrganizational unit and/or position Unit may decide to requesta Opt |Last detected date will
andfor job has changed. Track Split be updated until
acknowledged or track
(Message Data column will indicate split request is
which combinations have changed.) approved or change in
HR data
B0020 [Organizational unit has changed. Unit may decide to requesta Opt |Last detected date will
Track Split be updated until
acknowledged or track
split request is
approved or change in
HR data
B0021  |Pasition has changed Unit may decide to requesta Opt |Last detected date will
Track Split be updated until
acknowledged or track
split request is
approved or change in
HR data
60022 [Job has changed Unit ray decide to request a COpt |Last detected date will
Track Split be updated until
acknowledged or track
split request is
approved of change in
HR data
B0023  [Contract period has changed. Matrix | Track Split request created for Info |Last detected date will |New track begin date of the
data no longer valid SPA approval be updated until assignment with the new
acknowledged artrack |contract period
split request is
approved or change in
HR data
FES Client Data Processing & Actions 235
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HR Prealert Messages e
FES
Client Msg
MsgNo |Message St lary M Type |M ge Freq y |C
50024 |Contract period has changed effective| Track Recreate request created Info |Last detected date will
the track begin date. Track not for SPAapproval. Track1is be updated until track
activated|. deleted, new Track 1 Version 1 recreate request is
created approved or change in
HR data.
BO0025  |Caontract perind has changed effective| Track Recreate request created Info |Last detected date will |Track 1 only exist for histary.
the track begin date. Track activated].|for SPA approval. Track 1 be updated untiltrack  |Nowersions can be created
invalidated  new Track 2 Wersion 1 recreate reguest is for this track.
created approved or change in
HR data
60026 |Retro change to FES assignment has |Track Recreate request created Info |Last detected date will
changed track dates for SPA approval. Track will be be updated until track
deleted, new Track and Yersion 1 recreate request is
willbe created approved or change in
HR data
B0027  |Retro change to FES assignment has |Unit may decide to change Opt |Last detected date will |Thisis a possble extra
changed track dates. Assignment assignment begin date to the be updated until message.
begin date is not the first day of the beginning of the maonth. acknowledged or
ranth. change in HR data
BO028  |Faculty's main assignment must have |HR data must be changed so that [Req  |Last detected date will
ajob that is a faculty title series. the main assignment has a faculty be updated until a
fitle series. change in HR data
60029 |Employee Subgroup on HR HR data rust be changed so that |Reg  |Last detected date will
organizational assignment is notthe  |employee subgroup on the HR be updated until a
same as the contract period on HR organizational assignment is the change in HR data
infoytpe 0016, same as the contract period on
HR infotype 0016.
B0030  |Employee Subgroup on HR HR data or the Faculty Database |Req |Last detected date will
organizational assignment is notthe  |data must be changes so that the be updated until a
same as the contract period in the employee subgroup on the HR change in HR data or
faculty database. organizational assignment is the the Faculty Database
same as the contract period in the
faculty database
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HR Prealert Messages

RIRIS
!I/(

the track begin date

administrator to FES faculty effective

for SPA approval. New track n
Version 1 created

FES
Client Msg
MsgNo |Message Secondary Message Type |Message Frequency |Comments
B0031 |Cost Objects associated with the The position must be updated so  |Req  |Last detected date will
position do not total 100% that its cost assignment be updated until a
percentages total to 100% change in HR data
BO0032 |Organizational unit andfor position Org Unit changed , may affect Opt |Last detected date will  |This message is generated
andfor job has changed. secutity access be updated until for the original org unit if the
acknowledged ortrack |org unit has changed.
(Message Data column will indicate splitrequest is
which combinations have changed.) approved or change in
HR data
BO0033  |Organizational unit has changed. Org Unit changed, may affect Opt |Lact detected date will  [This message is generated
security access be updated until for the original org unit if the
acknowledged ortrack |org unit has changed
split request is
approved or change in
HR data
B0034  |[Contract perind has changed inthe  |[Unit must change the Req |Last detected date is
middle of the manth. FES cant organizational assignment with the updated until resolved
determine the track dates. new contract period to start the
first day of the rmonth.
B0035  [Contract period has changed Track Recreate request created Info [Last detected date will
retroactive to before the track begin - |for SPA approval. Mew Track 1 be updated until track
date. Track not activated! and Version 1 created. recreate request is
approved or change in
HR data
BO036 |Contract period has changed Track Recreate request created Info |Last detected date will |[Track 1 only exist for history.
retroactive to before the track begin - [for SPA approval Track 1 be updated until track  [Mo versions can be created
date Track activated| invalidated , new Track 2 Yersion 1 recreate request is for this track
created. approved or change in
HR data
B0037 |Faculty has changed from Track Recreation request created |Info |Last detected date will

be updated until track
recreate request is
approved or change in
HR data

FES Client Data Processing & Actions
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HR Prealert Messages s
FES
Client Msg
MsgNo [Message Secondary Message Type |Message Frequency |Comments
BO0038  [Faculty has changed fram Track Recreation request created |Info  [Last detected date will
administrator to FES faculty for SPA approval. MNew track 1 be updated until track
retroactive to before the track begin  |Wersion 1 created. recreate request is
date. approved or change in
HR data
60038 [Facultyis no longer VA B/Bths Track Recreation request created |Info  [Last detected date will
for SPA approval MNew track n be updated until track
Warsion 1 created recreate reguest is
approved or change in
HR data
BO040  [Facultyis no longer VA 8/8ths Track Recreation request created |Info |Last detected date will |Change is retroactive to
for SPA approval Newtrack n be updated until rack  |before the track begin date
Wersion 1 created. recreate reguest is and there is no previous
approved or change in  |track
HR data
BO0041 [FES assignment ended. Track not  [Track Removal request created  {Info  |Last detected date will |[Employee's FES faculty
used for payroll for SPA approval be updated until rack  |assignment has ended within
recreate reguest is the DOE's previous fiscal
approved or change in - |year
HR data
50042 [HR Organizational Assignment does  [Delete FES version or change the |Req  |Last detected date will
not meet FES requirements HR Organizational assignment. be updated until FES
wersion iz deleted or a
change in HR data.
B0043  [The track has closed; the matrix Create new version to corract Req |Last detected date will
needsto be regenerated payrall distribution be updated until a new
wersion is activated
60044 [Employee’s assignment has changed |Track Removal request created  |Info |Last detected date will
so not FES Faculty retroactive to on or|for SPA approval be updated until track
before the frack begin date. Track recreate request is
activated approved or change in
HR data
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LIRIS
FI Prealert Messages b
FES
Client Msg
MsgNo |M Secondary Mess age Type |Message Frequency  |Comments
20006 |Det Effort: Invalid effort category for - |Create a new DOE version Req |Lastdetected date will |The functional area on the WBS element
Land Grant functional area be updated until a master data indicates which detailed effort
change in Fl data ora  |category can be used. If the functional
new version is created |area is 0330, the service category must be
usged. Ifthe functional area is 0210, then
the research category must be used
30101 |Payrall Dist: Cost Center is blocked for |Create a new DOE version Req |Lastdetected date will
posting be updated until a
change in F| data or a
new version is created
30102 |Payroll DistFund Center no longer Contact the Sponsored Projects Req |Lastdetected date will [Fund Center has been deleted.
exists Accounting Office. be updated until a
change in Fl data or a
new version is created
30103 |Payroll DistFund center is notvalid for |Contact the Sponsored Projects Req |Lastdetected date will {The fund center associated with the cost
payroll Accounting Office. be updated until a objectin the message data indicates that
change in Fl data ora  |the cost object is notvalid to use for
new version is created |payroll distributions.
30105 |Payroll DistFund does not exist Contact the Sponsored Projects Req |Lastdetected date will |Fund has been deleted
Accounting Office be updated until a
change in Fl data or a
new version is created
30106 |Payroll DistFund is not valid for the Contact the Sponsored Projects Req |Last detected date will
cost object Accounting Office be updated until a
change in Fl data or a
new version is created
30108 |Payroll Dist: Cost Center number not in|Contact the Sponsored Projects Req |Lastdetected date will |The cost object type is future. The cost
valid range for FUTURE cost object Accounting Office be updated until a center entered is not one reserved for
type change in Fl data ora  |future grants
new version is created
30109 |Payroll Dist FUTURE cost object Create a new DOE version Req |Last detected date will |Future cost centers are associated with a
belongs to another department be updated until a department.
(Warning) change in Fl data or a
new version is created
FES Client Data Processing & Actions
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FES
Client Msg
MsgMNe [Message Secondary M Type|Message Frequency |Comments
30111 |Payroll Dist: Fund is not valid to use  |Contact the Sponsored Projects Req [Last detected date will
for the grant Accounting Office be updated until a
change in Fl data ora
new version is created
30201 |Payroll Dist: Grant does not exist. Contact the Sponsored Projects Req [Lastdetected date will |The WBS element entered did not derive a
Accounting Office. be updated until a grant that exists.
change in Fl data ora
new version is created
30205 |Payroll Dist: Fund is notwalid in track  |[Contact the Sponsored Projects Req [Lastdetected date will |The Fund'sValid To and From dates must
period, Accounting Office. be updated until a be within some portion of the frack's
change in Fl data ora  |beginning and ending dates.
new version is created
30206 |Payroll Dist: Fund validity dates not Contact the Sponsored Projects Req [Last detected date will
specified in IRIS master data Accounting Office be updated until a
change in Fl dataora
new vergion is created
30207 |Payroll Dist: Grant validity dates Contact the Sponsored Projects Req [Lastdetected date will
expired or postings 66 & 99 not Accounting Office. be updated until a
allowed change in Fl dataora
new version is created
30208 |Payroll Dist: Land grant fund not valid |[Contact the Sponsored Projects Req [Last detected date will
infrack period per derivation rule dates|Accounting Office. be updated until a
change in Fl data ora
new version is created
30209 [Payroll Dist: F & Aindirect costfund is [Contact the Sponsored Projects Req [Last detected date will
not valid for Payroll distribution Accounting Office. be updated until a
change in Fl data ora
new version is created
30210 [Payrall Dist Land grant fund has Contact the Sponsared Projects Req |Last detected date will
delete flag setin derivation rules, no | Accounting Office be updated until a
long er valid change in Fl dataora
new vergion is created
30211 |Payroll Dist: Grant external fund Contact the Sponsored Projects Req (Lastdetected date will
charged does not match the derived  |Accounting Office. be updated until a
fund change in Fl dataora
new version is created
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Fl Prealert Messages

IRIS
===

FES
Client

MsgNo
30212 |Payroll Dist: Grant life cycle status

Secondary Message

Msg
Type [Message Frequency

Comments

must be Award (15618) or
Closing(15617)

Contact the Sponsored Projects
Accounting Office

Reqg |Last detected date will
be updated until a

change in Fl data ora
new version is created

30301 |Payroll DistInternal Order is not valid

in track period.

Contact the Sponsaored Projects
Accounting Office

Reqg |Last detected date will
be updated until a

change in Fl data ora
new version is created

The Internal Order's Waork Start and End
of Work dates must be within same
portion of the track’s beginning and ending
dates

30302 |Payroll Dist: Internal Order validity

dates expired

Contact the Sponsaored Projects
Accounting Office.

Reg  |Last detected date will
be updated until a

change in Fl data ar a
new vergion is created

30303 |Payroll Dist: Internal Order deletion

flag mustnotbe X

Contact the Sponsaored Projects
Accounting Office.

Reg  [Last detected date will
be updated until a

change in Fl data ora
new version is created

30304 [Payroll Dist: Internal Order is not

released

Tontact the Sponsared Projects
Accounting Office

Req [Lastdetected date will
be updated until a

change in Fl data ora
new version is created

30305 |Payroll Dist: Internal Order is locked

Contact the Sponsored Projects
Accounting Office.

Reg  |Last detected date will
be updated until a

change in Fl data ar a
new version is created

30306 |Payroll Dist: Internal Order is closed

Contact the Sponsared Projects
Accounting Office

Reg [Last detected date will
be updated until a

change in Fl data ora
new version is created

30501 |Cost object validity dates have

changed, matrix needs to be

Create a new DOE version

Reqg |Last detected date will
be updated until a

change in Fl data ora
new version is created

30502 |Cost object sponsored status has

changed.

Create a new DOE version

Rey  |Last detected date will
be updated until a

change in Fl data ora
new version is created

FES Client Data Processing & Actions
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Fl Prealert Messages

RIS
!I/ - —

FES
Client
MsgNo

Message

Secondary M

Msg
Type[Message Frequency

30503

Derived Grant changed on WBS
Elernent.

Create a new DOEwersion

Req |Last detected date will
be updated until &

change in Fl data ora
new version is created

30504

Derived Fund changed on WBS
Elernent.

Create a new DOE version

Req |Last detected date will
be updated until a

change in Fl data ora
new version is created

30505

Fl Master data has been deleted.

Create a new DOEwersion

Req |Last detected date will
be updated until &

change in Fl data ora
new version is created

30506

Fund Type has changed

Create a new DOEwersion

Req |Last detected date will
be updated until &

change in Fl data ora
new version is created
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Appendix C

HR Data
in Support of DOEs

UK vriversiTy oF KENTUCKY] FES Client Data Processing & Actions

243

IRIS HR Master Data in IRIS FES P

* Person ID
Unique, single identifier for each employee
Replaces using the Social Security Number

* Personnel Number
Used to associate an employee with a position in HR
Replaces the Assignment Code from HRS
Also referred to as the Pernr

An employee may have multiple
. i oL
- thus multiple Pernrs (Cre --,,....‘-;;',“:,;m
D101

244
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IRIS HR Data to Support DOEs

Infotype | Infotype Fields Used Purpose
Description
1000 Organizational | Personal Area Used to identify whether an
Assignment Personal Subarea | employee's main (prime)
Employee Group assignment is full time faculty that
Start Date must fill out a DOE
To Date
Employes Used to determine if FES faculty are
Subgroup 9 month, 10 manth, or 11/12 month
Qrganizational Used by IRIS FES and FES Client
Unit (Department) | security and for reporting
Position Used to look at position
relationships to determine if WA
Faculty
0712 hain hlain Personnel lUsed to identify employee's main
Personnel Assignment (prime) assignment when the
Assignment Start Date employee has more than one active
To Date assignment
0008 Basic Pay Salary Amaount Used to determine the annual salary
that is displayed on the FES Client
Matrixfhat If screen
0027 Cost Start Date Created when SPA approves a
Distribution To Date DOE. It uses the DOE matrix data to
Caompany Code determine the percentages.
Cost Center
WES Element
Percent
Business Area
Fund
Functional Area
Grant

RIRIS
===

FES Client Data Processing & Actions 245
SIRIS
IRIS HR Data to Support DOEs =
Infotype | Infotype Fields Used Purpose
Description
0000 Actions Action Type Used to determine when a FES
Start Date faculty separates from UK
To Date
0016 Contract Contract type The FES Client compares this to the
Elements employee subgroup to see if
cansistent. If not, a warning
message will be displayed
9007 FES Control Faculty Payroll This is populated by the FES Client
Payroll Distribution Flag Possible values are
Forced: Fulltime faculty employes
that must fill out a DOE
Not confrolled: Administrators or VA
818 faculty where FES does not
cantrol their payroll distributions
Woluntary, Administrators or VA 8/8
faculty that chose to have FES
control their payroll distributions
P1001 Relationships | Relationship type | Used to identify WA 8/8 faculty
(Position) Abbreviation
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‘
Appendix D RIS

FI Data

UK universiry oF kenTucky]

FES Client Data Processing & Actions 247

4
Financial Accounting Terminology RIS
* Cost Object

A generic term referring to various types of account

numbers: Cost Centers and Work Breakdown Structure (WBS)
Elements

* Cost Center

An organizational unit within a Controlling Area (UKQO) that

represents a clearly delimited location where revenue and
costs occur

Example: 1012013080
* WBS Element

Designed for project management

Used to represent grants/contracts,
land grants and capital projects

Example: 3046869600

FES Client Data Processing & Actions 248

FI_LFES_315 V6 03/2009 124



‘
Fl Data to Support Account Validation ,!-BLS-

* Cost Center Master Data:

Valid From and Valid To Dates - Must be within some portion
of the track’s beginning and ending dates

Actual primary costs Lock box under the Control tab-This
box must be blank for not blocked

* Example: Transaction KSO3 - Cost Center 1012001880

P &| Display Cost Center: indicators

&5 & Dragewn
(ot 01FA01EE0 GEN FUIND - FAM PRAC
‘ 3
d s From lo1/e1/180 1203115909

Basicass  Coewol | Templales | Addas | Communication | agd se | [ )

Recoed Guantiy

| Lock
e

Plan 2 | Plan rsvenies

= Commimert update

FES Client Data Processing & Actions 249

0
Fl Data to Support Account Validation ,!-Bl.s.

K UNIVERSITY OF KENTUCKY]

* Fund Center Master Data:

Valid for Payrol/ box under the UK Attributes tab (use the
Additional UK Funds Center Attributes button) - This box
must be X for valid for payroll

Sponsored Flag under the UK Attributes tab - Must be X or S
for sponsored in order to use a WBS element or Cost Center in
the sponsored sections of the DOE

* How to determine the fund center number:

For Cost Centers- Use the cost center numberto look up the
Fund Center

For WBS Elements-Use the Responsible Cost Center number
under the Responsibilities tab
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N 4
Fl Data to Support Account Validation %_-

* Fund Center examples:

Transaction FMSC - Fund Center | rsesmrime

1012001880 for Cost Center
1012001880

e
LI AlFitates
[Furing Gaiogony Gage] s
Budgat Family o
F & ACost Catagory
Depanmant THAED
Furschorsal Arga. e
Descpine &0 6218
sncor b Malch ]
Eponaond Flag
MEF Categony
#+133 Chstar
Rervunus ing
Expanse ling

@a| Display Project: WBS Element Overview
& &

Transaction CJO3 - WBS

IWM "naiaéﬁ_ﬁmia

T .

Busic dats | Dalis | Assignmenls  Responsibdes | Conbal | Total |

element 3046869600 to
find Fund Center
1013603470 WBS

|8 [y [wis slement
[ [ossasesoo
L

UK universiry oF kenTucky]
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lidati RIRIS
FI Data to Support Account Validation b
@& Display Grant Master
* Grants Master S
Data (When enter [&= fic. o
G Dusban ndicinit o A .
WBS Element) " GaneraiDals | Addmer | Fespoeaitdties | Rafesace | Fostieg | Bulgs | Dimessions | Sepponied Otiects [ oo
Project From and | o
. rant Type [+ mant
Project To Dates, ||cmpmem o i
. . Sponsor 1000180077 Foeest Senace Pearlie Mocks
- Must be within \|| s
some portion of [\™™
the track’s = A—
beg | n n | n g an d PID’(ITODﬂ.b 05130/ 08
ending dates bn?::m BARTER CHRISTOPYER
Descriphon BOIL TIN INA BAT
Carrency and Cormersion Faclons
Grant Currency usb Uritnd Esates Dodlar
Grant ¥alue 7.257 88
Cran Valiaity
Valid fom Date 117082004
Vil ¥ Dite B9/ 3812008
Transaction code: GMGRANTD
K UNIVERSITY OF KENTUCKY] - - -
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‘
Fl Data to Support Account Validation /I_,BLS

* Grants Master Data (Continued):

Block All Postings box under the Postings tab-This box must
be blank for not blocked
Posting Control by Value Type under the Postings tab.

= Only checked when the grant validity dates are in the past

® For lines of Transfer posting (GM Value 66) and
Expenses/Revenues {Grant} (GM Value 99) Posting Activities:

o Value of Nfor no block, then valid for posting
o Value of Yfor a block, then not valid for posting

o Value of Not specified, then Allow From and Allow To dates are
used to determine if posting is valid-Must be the current date or
in the future — —

GemiOEs | Adtwes | Rewseasaber | Bewems  Proes | Buig | Drenvees | SeetedOtch | Lil01

(R2RZRE
e

UK universiry oF kenTucky]
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;
FI Data to Support Account Validation ,’-Bl.s.

* Grants Master Data (Continued):

The funds that are valid to use on the grant will be listed
under Financing Sources under the Dimensions tab

Financing Sources

|Fung |GM Fund Type |Deseripson

Interriol RES LKRF

riliariiil Et MAND COST SHARE
B Bemial | RIVER:

The fund that is being used for indirect costs (F & A) is not
valid to use on a DOE - This fund can be identified under
the Overhead Costs tab in the Replenishment funds section
- It will have a percentage in the recovery column and valid
from and to dates that are within some portion of the
grant’s valid from and to dates

Replenishment

Fund Description alid from Date  Valid to Date Recovery Revenue Cap |Used
0011032100 |RES UKRF 1140872004 B9/38/2008 1.0a {
0011830400 |LEX MAND COST SHARE11 /082004 09/38/2008 (

K UNIVERSITY OF KENTUCKY]
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Fl Data to Support Account Validation

* Grants Master Data (Continued):

RIS
===

The Grant Type under the General Data tab is used to identify
Land Grants (FA for Federal Appropriation)

Autharization Group
Award Type

Basic Data

Brant Tvpe L& COOP Agreement
Company Code uKaa University of Kentucky
Sponsor 1000100077

Forest Service Pearlie Meeks

UK ovivessiny o KeNTUCKY]

FES Client Data Processing & Actions

K UNIVERSITY OF KENTUCKY]

FI Data to Support Account Validation

* Fund Master Data:

RIRIS
!lf ety

* This master data is used when a WBS element has been
used and the FES Client selected funds for payroll

distribution effort entry:

Valid From and Valid To Dates - Must be within some
portion of the track’s beginning and ending dates

* Example: Transaction FM5S -
fund 0226869600

Display Fund; Basic Screen

Longlaat . | Change heidery | Changs dotummenis | Clavaficstion

Pl w00

Univerty of Kantutky
Fund =T

[ rearne NGANNA

| Dwscription INFLUENCE OF SO0 PHYSICOCHEMICAL

[T Vakd To
ExTO Fatwenal Fund

NGB Resiiond

D1 casonad s Fund Fieids || [ Add % Endowment deids

(E
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‘
Fl Data to Support Account Validation %!RIS
* Fund Derivation Rules For Land Grants:

The Derivation rule for Derive Fund from WBS for Land
Grants is also used to determine which funds are valid for
entry on the DOE when the WBS element is a land grant

Each rule indicates a WBS Element, Fund, and Valid from
date. In order for the fund to be available for use, the valid
from and implied valid to date must be within some portion
of the track’s beginning and ending dates

* Example: Transaction FMDERIVE rule 10

Derivation Strategy for FM Object Assignment: Display Rule Values
2 | S| § | & FromTovalues: onfoft || Optimize Colurnn Widths |Gy

Detvation Rule Detive Fund frarm WHBS for Land Grants
Walue Filter Active: Work Breakdown Structure Element (WBS Elementf) 235001800
M| No Time Filter Active

WWork Breakdown Structure Elernent (8BS Element) Walid frorn— 6a... [Fund
20007 600E; 10/01/2006 | =/ (0251101687
2350016000 10/01/2005 | =/ [0251101606
FES Client Data Processing & Actions 257
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Fl Data to Support Account Validation %S

* WBS Element Master Data for Land Grants:

The Functional Area under the Assignments tab is used to
validate the detailed effort section that must be used - If the
functional area is 0210, then the Research detailed effort

section must be used - If it is 0330, then the Service detailed
effort section must be used

* Example: Transaction CJO3 - WBS element 2358956000

Display Project: WBS Element Overview
5 & = =T

{Pigj gel

2358056000 AG-E-A COOP EXT SYC FIELD EXTEMSION

Basic data k Dates Assighments k Responsibilities k Control k Tatal

S |Lev WBS element C0 _|Co. |Bu_. |Plant|Location F._|Functional Area

1 |2358956000 uKoo |UKea 8181 Ukeo us |@3zn

K UNIVERSITY OF KENTUCKY]
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