© Payroll Encumbrance Mini Manual

Overview

Payroll encumbrances are created through the manual encumbrance method, by
creating a journal entry in the PB Ledger Type. The instructions for creating a
manual encumbrance can be found under the Budget Training Manual.

Payroll is typically encumbered after the payroll batch has been created,
therefore the existing journal entry can be used to capture the detail lines of
coding. The following instructions assist the user in finding that information and
importing and exporting the data. This methodology is not required. Payroll
batch numbers can also be obtained by agency payroll personnel.

Caution should be used when creating payroll encumbrances to ensure that the
time period reflected in the payroll journal entry agrees with the fiscal year end. If
only a percentage of the payroll is related to June 30, 2006 fiscal year, then only
that percentage of the total should be used. For example, if a 10-day payroll
runs from June 29" to July 12, only 2/10 of the payroll would be encumbered.

Step 1: Find the Payroll Batch Number

Step 2: Export Payroll Journal Entry Data

Step 3: Import the Manual Encumbrance

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Steps

Find the Payroll Batch Number

Navigation: General Accounting — Agencies > Inquires and Reports >
Accounting Inquiries > Account Ledger Inquiries > Account Ledger Inquiry by
Object Account

Start this instruction from the Account Ledger by Object Account - Work with
Account Ledger by Object Account window.
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Poople ot
Account Ledger by Object Account - Werk With Account Ledger by Object Account i @

U4

Select Fpd  Close Form  Bow Regort Tools

X 0 = 0 B |

ChjectiSub
Ledger Type 1 AL GENERAL LEDGER From Fund B
Thru Fund B
SBL TypesSubledger = Erom Date I
| O Posted O Unposted @an Thru Date |
[ Display Fund Subtotals

)

No records fetched.

Account Humber Account Do Doc Doc GL Explanation
Description Ty Humber Fd Date

i [

1.

&

2.
3.

In the Object/Sub field, enter a fund with a payroll coded to it.
If possible do not use 10000 or 40000, as there are many payroll entries.
Complete the From Date and Thru Date fields.

Click Find. This Inquiry will show you the document number, batch
number(s) and date any payroll has posted in the time period requested.

Pl

Account Ledger by Object Account - Work With Account Ledger by Object Account ] )
Select Fpd  Close Form  ERow Regort Tools
b X

ObjectSub 511100

Ledger Type 1 m GENERAL LEDGER From Fund F

Thru Fund [
SBL Type/Subledger | [ Fior Dt T
| O Posted O Unposted ®a Thru Date 05i31/2005
[ pisplay Fund Subtotals

DO OO0

A

Records 1-10

Account Humber ﬂl:cﬂurnir Do Doc Doc GlL Explanation
Description Ty |Humber (Fd |Date
U2132051210.511100 PERMANENT SALARIES-WAGES  JE 854518 76551 07/02/2004 07/08/2004 UNIV. BIWEEKLY s
U2132081210.511100 PERMANENT SALARIES-WAGES  JE 854518 76551 07/02/2004 07/08/2004 UNIV. BIWEEKLY ’;
U2132121210.511100 PERMANENT SALARIES-WAGES  JE 854518 7B551 07/02/2004 07/08/2004 UNIV. BIWEEKLY ;
U2132151210.511100 PERMANENT SALARIES-WAGES  JE 854518 7B551 07/02/2004 07/08/2004 UNIV. BIWEEKLY

Uz2132171210.511100 FPERMAMENMT SALARIES-WAGES  JE 854518 THA51 07/02/2004 07/08/2004 LNIY. BIWVEEKLY ‘
v

& | Bl

4,

&

Click Select to see more detailed information about the batch. Skip to step 5
under Export Payroll Journal Entry Data to export the batch data to Excel.

You can also run an Account Ledger Inquiry on the Business Unit and Object
Code for the specific time period.

Export Payroll Journal Entry Data

&

Agencies can either follow the steps to create a Journal Entry using the
export/import function of the system, or create a Journal Entry by manually
entering the data for their agency business units found on the following
screens.
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Navigation: General Accounting — Agencies > Manage Journal Entries > Enter
Manual Journal Entries > Journal Entries with Debit/Credit Format

Start this instruction from the Journal Entries with Debit/Credit Format - Work
with Journal Entries window.

ORACLE w
Y

Journal Entries with DebR/Credit Format - Work With Journal Entries
Seect fnd A3 Cooy Dewte Ckae How Regert Joos |

v @ +# B 0 X B B B

| Batch Numtar [ Batch Type

L] Document Type » [ Mosdeds |

Ho records found.

|Leoger | Reverse | Reference | Dasch | D
Date u Fapsanation | Tvoe orVold |1 Tvpe | hur

|s

1. Complete the following fields:
e Batch Number
& if you do not know the payroll batch number, follow the steps to Find

a Payroll Batch Number to determine what batch numbers you need
for encumbering payroll.

e Change the Batch Type to 7
2. Click Find.

ORACLE w

o
Journal Entries with Debit/Credit Farmat - Wark With Journal Entries

Geec fpd  Aod  Copy [es Cpas How Reget ook
v & * B a X B B R |

| Batch Numbar [paznas Hatch Type [ Documant Typa

RAeference Batch
1

Type
3042180 10000 BTL200T 1 PAYROLL DISBURSEMENT ENTRIES
(] T2 3042161 10000 0TM32007 1 PAYROLL LABOR DISTRIBUTION BA 1 7
0 3 BO4TIED 0000 DFAR007 1 ACTUAL BURDEN JOURNAL ENTRIES AR 1 7
<

3. Choose the ‘T2' Row and click Select to view the detail of the transaction.
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PeopleSoft.

Review Journal Entries for Approval - Journal Entry
OK  Delete Cancel Eorm  Row  Tools

B 0 X B8 B &

‘ Batch Number [s02053 I Model CPercent T~ Reverse
Dac TypelhoiCo [z [3021900 10000 GiL Date 05/31/2005

Explanation *

Ledger Type I

Records 1- 166

Account Humber * Amount Account

Subledger | Subledger Subledger Remark
Description Type Description

O 10000.111100 17,833.06 GEMERAL CASH A 00020750 MNOXIOUS WEED CASH

O 10000.111100 636.56 GEMERAL CASH A 00020760 TRACTOR FERMIT

O 10000.111100 174.05 GEMERAL CASH A 00020720 WEED BOQK CASH FUND

O 10000.111100 14,660.74 GEMERAL CASH A 00020740 PESTICIDE ADMIMISTRATIVE

O 10000111100 33,810.53 GENERAL CASH A 00020810 COMMERGIAL FEED ADMIN

O 10000111100 16,833.70 GENERAL CASH A 00020520 FERTILIZERS & SOIL COND

O 10000111100 5,858.73 GENERAL CASH A 00020830 POULTRY & EGG DEV MKTG

O 10000111100 27,062.97 GENERAL CASH A 00020590 PURE FOOD CASH FUND i |

2l |

ﬁ An agency may have a few lines or multiple lines.

4. To Export the batch information to Excel, click Tools, Export Grid Data.

P,

Review Journal Entries for Approval - Journal Entry
OK  Delte Cancel Form  Row  Tools

B 0 X B B k

P
Batch Number m I Model ClPercent " Reverse
Import Grid Data E

Dot TypeNoiCo T2 — [1oooo GiL Date |0siz112008
il ormats
Explanation * = Ledger Type m
+ AutoPopulate
Send Shoricut

Refresh

Records 1- 166

Account Humber * Amount Account Subledger Subledger Subledger
Description Description

10000111100 17,833.06 GENERAL CASH

O A 00020740 NOMIOUS WEED CASH =

O 10000111100 636.56 GENERAL CASH A 00020760 TRACTOR PERMIT 1

O 10000111100 174.05 GENERAL CASH A 00020780 WEED BODK CASH FUND

O 10000411100 14,660.74 GENERAL CASH A 00020740 FESTICIDE ADMINISTRATIVE

O 10000411100 33,810.53 GENERAL CASH A 00020810 COMMERCIAL FEED ADMIN

O 10000411100 16,833.70 GENERAL CASH A 00020820 FERTILIZERS & SOIL COND

O 10000411100 5/859.73 GENERAL CASH A 0020830 FOULTRY & EGG DEV MKTG

O 10000411100 27,062.07 GENERAL CASH A 0000880 FURE FOOD CASH FUND W T
Al m | 2]

5. If you have never exported to Excel before, the following screen will appear.

It is a Security Warning about importing data from JD Edwards onto your
computer.
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Security Warning &l

Do pou want to inztall and run “JDEE xplmp"’ zigned on
4272002 5:256 PM and distributed by:

J. [ Edwards & Compary

Publizher authenticity verified by YeriSign Commercial
Software Publizhers Ca

Caution: J. D Edwards & Company azserts that thiz
content iz safe. v'ou should only install/view this content if
wou brust J. D Edwardz & Company to make that azzertion.

[ Always trust content from J. D Edwards & Company

l Yes ] I Mo ] [ b cre Irfo

6. Click Yes. The Export to Excel Assistant appears.

oo

Review Journal Entries fer Appreval - Journal Entry
Continug Cancel |

Export Assistant

Export Options
(& Export To Excel
(@ Bxportto a new Workbook
O Exportto an existing Workbook
OExpnnTanrd
() Export To Comma Separated Yalues (C5V)

Define Cell Range

Expart All
Click Continue to export all rows and all columns.

7. Click Continue to Export the entire grid. To Define a cell range, uncheck the
"Export All" box and click on the first cell that you will export — which should
be the payroll expense account codes, not the fund. This will populate the
‘Starting Cell’ range.
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10000.111100
10000.111100

18027003.511100
18027004 511100
1802701851100
18027024 511100
18027118511100
18056000.511100
18057000.511100
18057002.511100
18061003.511100
180681005.511100
18081006.511100
18063000.511100
180683001.511100
18083002.511100
18063004 511100
180683008.511100
18063020.511100
18063021.511100
180683023.511100
18063028.511100
18063031.511100

20,222.76
535,053 66-
25,852.58
15,883.62
17.410.02
189.61
242147
1,554.27
33,821.35
26,815.95
15,302.93
12,195.97
527242
8,295.34
47,208.08
7,396.16
3,906.07
443911
1,853 64
4,243.14
218847
720.49
467028
1,038.40

GEMERAL CASH A
GENERAL CASH A
PERMANENT SALARIES-...

PERMARNENT SALARIES-
PERMAMNENT SALARIES-
PERMANENT SALARIES-...
PERMARMNENT SALARIES-
PERMAMNENT SALARIES-
PERMANENT SALARIES-...
PERMANENT SALARIES-
PERMAMNENT SALARIES-...
FERMANENT SALARIES- ...
PERMANENT SALARIES-
PERMAMNENT SALARIES-
FERMANENT SALARIES-...
PERMAMNENT SALARIES-
PERMAMNENT SALARIES-...
PERMARNENT SALARIES-
PERMANENT SALARIES-
PERMANENT SALARIES-...
PERMANENT SALARIES-
PERMANENT SALARIES-
PERMANENT SALARIES-...
PERMAMNENT SALARIES-

00051810
00076550

MGMT SERVICES EXP
IMPREST PAYROLL FD

ool Soft.

8. Click the ending cell of the row that contains data to export. This will

populate your ending range.

PeopleSoft.

e : i Sl =
4332 LD053105 P 05/31/2005 51810 05/31/2005 a
72.52 LD053105 P 05/31/2005 51810 0513172008 o
5.01 LD053105 P 05/31/2005 51810 05/31/2006 a
10.69 LDO53105 P 05/31/2005 51810 05/31/2005 a
0.59 LD053105 P 05/31/2005 51810 05/31/2005 (]
2455 LD0O53105 P 05/31/2005 51810 05/31/2005 a
11.13 LDO53109 P 05/31/2005 51810 0543112009 1]
529 LD053105 P 05/31/2005 51810 05/31/2005 a
14.84 LDOS3105 P 05/31/2005 51810 0543172005 a
016 LD0O53105 P 05/31/2005 51810 05/31/2005 a
453 LD053105 P 05/31/2005 51810 0543172008 a
440 LD0O53105 P 05/31/2005 51810 05/31/2008 a
17.90 LDOS3105 P 05/31/2005 51810 05/31/2005 o
6055 LD053105 P 05/31/2005 51810 05/31/2005 (1]
936 LD053105 P 05/31/2005 51810 05/31/2005 a
410 LD053105 F 05/31/2005 51810 051312009 a
24.95 LD0O53105 P 05/31/2005 51810 05/31/2005 a
1.77 LD053105 F 05/31/2005 51810 0543172009 a
7.69 LD0O53105 P 05/31/2005 51810 05/31/2005 a
1.31 LD053105 P 05/31/2005 51810 0543172005 o
0.00 AW053105 P 05/31/2005 76550 05/31/2006 a
0.00 1C053105 P 05/31/2008 78550 0513112008 [ o]
9. Click Continue. An Excel Spreadsheet will appear with the exported
information.
PeopleSoft EnterpriseOne 8.10 Rev. 7/19/2007 6
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|§| Microsoft Excel - Book1 [._]E]WJ
id] Fle Edt View Insert Format  Iools Data  Window Help  AdobePDF Typeaquestionforhelp - _ @ X
BRER" RERE NI A YR RN - RS A |2 = -4 &L D 210 - B L0 S-A- E
e S0 B ]
il 0
F31 - A
a [ 8B [ ¢ [ o [ E T F [ 6 [ H [ T [ J [ x [ L [T M [ N [ o [
| 1 |Account hAmount  Account [ Subledge Subledge Subledge Remark  Purchase PO Do Ty Purchase Unit of Me Units Reference Phase Pay ltem Ta
| 2 [15027000. 25 852,58 PERMANENT SALARIES-WAGES 953.33 LDOS3105
| 3 [18027003. 15 863.52 PERMANENT SALARIES-WAGES 780.5 LDO53105
| 4 [18027004. 17 410,02 PERMANENT SALARIES-WAGES 605.99 LDO53105
iﬁEDEYEHE ¢ 18961 PERMANENT SALARIES-WAGES 867 LDO53105
iﬁﬁﬂ??ﬂ?fl‘ 242147 PERMANENT SALARIES-WAGES B6.67 LDO53105
L"IBDE?HE 1 1558427 PERMANENT SALARIES-WAGES B5.86 LDO531058
| & [15055000.: 33 521.35 PERMANENT SALARIES-WAGES 1950 LDOS3105
| 9 [15057000. 25 §15.95 PERMANENT SALARIES-WAGES 1365.9 LDOS3105
| 10 [15057002.: 15,303.93 PERMANENT SALARIES-WAGES 696.5 LDOS3105
| 11 [18061003. 12,195.97 PERMANENT SALARIES-WAGES 655.19 LDOS3105
£’18DE1DDE {5272 42 PERMANENT SALARIES-WAGES 247 86 LDO53105
ﬁﬁEDEmDE‘ 8,895.34 PERMANENT SALARIES-WAGES 431.59 LDO53105
ﬂ"IBDEHJEIEI 147 298.06 PERMANENT SALARIES-WAGES 2135 44 LDO53105
| 15 [15063001.; 7 396.16 PERMANENT SALARIES-WAGES 32067 LDO53105
| 16 [15063002.; 3 506.07 PERMANENT SALARIES-WAGES 17333 LDOS3105
| 17 [15063004.. 4,439.11 PERMANENT SALARIES-WAGES 147,33 LDOS3105
| 16 [18063008.. 1 853.64 PERMANENT SALARIES-WAGES 52 LD053105
179’18EIE3EIZEI 424314 PERMANENT SALARIES-WAGES 138,66 LDO53105
EHBDESDZW {2,188 47 PERMANENT SALARIES-WAGES 104 LDO53105
| 21 [18063023.  729.43 PERMANENT SALARIES-WAGES 3467 LDO53105
| 22 [15063028.: 4 570.25 PERMANENT SALARIES-WAGES 317.15 LDO53105
| 23 [15063031.. 1 039.40 PERMANENT SALARIES-WAGES 74.53 LDOS3105
| 24 [16063033.. 2,107.35 PERMANENT SALARIES-WAGES 133.46 LDOS3105
| 25 [15333000.. 5 532.75 PERMANENT SALARIES-WAGES 299.87 LDO53105
ﬁﬁEEESDDS‘ 5,691.81 PERMANENT SALARIES-WAGES 282 593 LD053105
iﬁﬂ?ﬁﬂ 1171 #HE#E GENERAL A 'B0010000 |NEBRASKA GENERAL FUND D 1C053105
| 25 [15333004. 17 833.05 PERMANENT SALARIES-WAGES 929.06 LDO53105
| 20 [20760.111 -536.95 GEMERAL A 00010000 |NEBRASKA GENERAL FUND 0 IC053105
| 30 [15056002..  636.55 PERMANENT SALARIES-WAGES 34.66 LDOS3105
i?U?EEI 111) -174.05 GEMERALA 0010000 |NEBRASKA GENERAL FUND 0 1C053105 E =
W 4 » vl Sheet? {Sheeti / I< — >
Ready HUM
10. Adjust columns A and B so the Account Numbers and Dollar Amounts can be
seen.
|§| Microsoft Excel - Book1 H@]ﬂ
id]] Fle Edt Yew Insert Format  Tools Data  Window Help  AdobePDF Typeaquestionfor help  + _ @ X
BR=R" RENE RS RN YR N A A |2 = - Gb LM ap e =0 - B 23T PRS-
2 % e ]
il N
P31 hd A
A [ B [ © [ b [ E T F [ 6 [ H [ T [ J [ kK [ L [ [ N [=
| 1 |Account Number Amount  Account [ Subledge Subledge Subledge Remark | Purchase PO Do Ty Purchase Unit of Me Units Reference Phase Pay
| 2 [15027000.511100 25 852,58 PERMANENT SALARIES-WAGES 953.33 LDOS3105
| 3 [18027003.511100  15863.52 PERMANENT SALARIES-WAGES 760.5/LD053105
L'HSEIEYDEI& 511100 17 410,02 PERMANENT SALARIES-WAGES B05.99 LDO53105
iﬁﬁﬂ??mﬁ 511100 189,61 PERMAMNENT SALARIES-WAGES 867 |LD053105
L"IBDE?DZ& 511100 242147 PERMANENT SALARIES-WAGES 86.67 LDO53105
| 7 [18027118.511100 155427 PERMANENT SALARIES-WAGES 65.86 LD053105
| & [15055000.511100 33 821.35 PERMANENT SALARIES-WAGES 1950 LDOS3105
| 9 [18057000.511100 26 §15.95 PERMANENT SALARIES-WAGES 1365.9 LD0S3105
17EI’18EI57EIEI2 511100 15,303 93 PERMANENT SALARIES-WAGES 6968 LD053105
LHEDEWDS 511100 12,195 .97 | PERMANENT SALARIES-WAGES B55.19 LDOS3105
E"IBDEWDE 511100 5 272 42 PERMANENT SALARIES-WAGES 247 BB LDO53105
| 13 [15061006.511100 895,34 PERMANENT SALARIES-WAGES 431.59 LD0S3105
| 14 [16063000.511100 47 295.06 PERMANENT SALARIES-WAGES 2135.44 LDOS3105
| 15 [18063001.511100 7 ,396.16 PERMANENT SALARIES-WAGES 320,67 LDOS3105
175’18DE3DD2 511100 3806.07 PERMANENT SALARIES-WAGES 173.33 LD053105
iﬁBDESDDfl 511100 443911 PERMANENT SALARIES-WAGES 147 33 LD0O53105
| 15 [15063008.511100 1,853 64 PERMANENT SALARIES-WAGES 52 LD053105
| 19 [15063020.511100 4,243 14 PERMANENT SALARIES-WAGES 138.66 LD0S3105
| 20 [18063021.511100 2,186.47 PERMANENT SALARIES-WAGES 104 LDOS3105
| 21 [18063023.511100 729.49 PERMANENT SALARIES-WAGES 3467 LD0S3105
EHEDESDZE 511100 467025 PERMANENT SALARIES-WAGES 317 .15 LDO53105
EHBDESDE‘W 511100 1039.40 PERMAMNENT SALARIES-WAGES 7453 LD053105
| 24 [15063033.511100 2,107 .35 PERMANENT SALARIES-WAGES 133.45 LD0S3105
| 25 [15333000.511100 553275 PERMANENT SALARIES-WAGES 209,87 LDOS3105
| 26 [15333003.511100 5 691.81 PERMANENT SALARIES-WAGES 29293 LD0S3105
| 27 [20750.111100 -17,833.06 GENERALA 0010000 |NEBRASKA GENERAL FUND 010053105
EHEEESDEM 511100 17 833.06 PERMANENT SALARIES-WAGES 52806 LDOS3105
ﬂﬁﬂ?ﬁﬂ 111100 -B36.56 GENERAL A 0010000 |NEBRASKA GENERAL FUND D/1c053105
| 30 [15055002.511100 53656 PERMANENT SALARIES-WAGES 34 66| LDO53105
i?DTBD 111100 -174.05 GEMERALA 0010000 |NEBRASKA GENERAL FUND 010053105 =
W v whsheet? Jheett /T T T T I« T Bl

11. Choose Sheet 1 (or the empty sheet) and Right Click on the tab.
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|Z&[" Microsoft Excel - Book1 =1

i8] Fle Edt View Insert Formak  Tools Data  Window Help  Adobe PDF Type aquestionforhelp = o & X

1= NERE TR RENE- A AR NN e A RN YR YR AN - - L -t -|B 7y E|m-5-A- F

SAS T ) o O | B R Rty it Charges Frd Reian ]

-
o
I
i
n
i
i
i
i
i
i
i
i
o
|

mEl=Ml M

[}

=

o
1L

o

| Inset...

o rafrafro k===
=D =|oo|m|~

Delets

oy
o q

Rename

Move or Copy...
Select All Shests

Tab Color...

o wra s
= |O|d || =

gl view code 5
M 4 » W] Sheet? } Sheet. 1<l i | [>]

Ready UM

12. Click Delete.

D50 £ Boo L]
] File Edit Wew Insert Format Tools Data ‘Window Help
g @@ @ v- 3z A& e -7 e -0 - B U|
A | =]
T e (e S e e e e e [
1

10 Microsoft Excel

12 | | The selected sheetis) wil be permanently deleted.

« To delete the selected sheets, click QK.
« To cancel the deletion, click Cancel,

A — | e |

[ 4[» M Shestz b Sheetl/ ' ' ' 14|

Ready | |

13. If you receive a warning message, Click OK.
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@ Microsoft Excel - Book1
i9] Fle Edt Vew Insert Format  Jools Data  Window Help  Adobe POF Type & question for help

NN R NN RN A MR REER R AN RN N0 2 TN N < HL -0 -|B 7 U - A

57 Wl W P Mo B N O | A g | Reply with Changes, .. End Review...

Wil |
031 hd 1
A [ B [T ¢ [ b [ E [ F [ & [ H [ T [ J T KT L T MM [ N [

| 1 |[Account Number Amount  |Account [Subledye Subledge Subledye Remark  Purchase PO Do Ty Purchase Unit of Me Units Reference Phase Pay
L’HSEIQ?EIEIEI 511100 25 852,658 PERMANENT SALARIES-WAGES 55333 LDOS3105
i"IBEIEYDEIE 511100 15,883 .52 PERMANENT SALARIES-WAGES 780.5 LD053105
L"ISUE?UDA.H 1100 17 410.02 PERMANENT SALARIES-WAGES 805.93 LDOS3105
i"ISDZYDWB.EHWDD 189.61 PERMANENT SALARIES-WAGES 6.67 LDO53105

| 6 [18027024.511100 2421.47 PERMANENT SALARIES-WAGES 86.67 LDOS3105
L’HSEIQ?HE 511100 1565427 PERMANENT SALARIES-WAGES 65.86 LDOS3105
iﬁBDEEDDD 511100 33 821.35 PERMANENT SALARIES-WAGES 1950 LDOS3105
i"ISDEYDDD 511100 | 26 815.95 PERMANENT SALARIES-WAGES 1365.9 LDOS3105
ﬂ"lSUS?UDE.H 1100 15.303.93 PERMANENT SALARIES-WAGES 696.8 LDOS3105

|11 [18061003.511100  12,195.97 | PERMANENT SALARIES WAGES 655,19 LD0OS3105
£’18DE1DDE 511100 5,272 42 PERMANENT SALARIES-WAGES 247 B6 LDO53105
£’18DE1DDE 511100 B895.34 PERMANENT SALARIES-WAGES 43159 LDO53105
l"ISDE3DDD 511100 | 47 298.06 PERMANENT SALARIES-WAGES 2135.44/LDOS3105
ﬂ"l8063001 511100 7 396.16 PERMANENT SALARIES-WAGES 320,67 LDOS3105

| 16 [15063002.511100 3906.07 PERMANENT SALARIES-WAGES 173.33 LD0OS3105
lﬁEDE}JDd 511100 443911 PERMANENT SALARIES-WAGES 147 33 LD0OS3105
EHEDESDDE 511100 1853.64 PERMANENT SALARIES-YWAGES 52/LD053105
ﬂ"ISDEmQD 511100 424314 PERMANENT SALARIES-WAGES 138.66 LDOS3105
2'18063021 511100 2,188.47 PERMANENT SALARIES-WAGES 104 LDOS3105
Aﬁ8053023.51 1100 729.49 PERMANENT SALARIES-WAGES 34,67 LDOS3105
2'18[“33025 511100 467025 PERMANENT SALARIES-WAGES 317 .15 LDO53105
E’HDESDEW 511100 1039.40 PERMANENT SALARIES-YWAGES 7453 LD053105
A"IBDEHJEE 511100 2,107 .35 PERMANENT SALARIES-WAGES 133.46 LDO53105
é"l8333000.51 1100 5532.75 PERMANENT SALARIES-WAGES 2389.87 LDOS3105
£ﬁ8333003.511100 5691.61 PERMANENT SALARIES-WAGES 292,93 LD0S3105

| 27 [20750.111100 -17 833.06 GENERAL A 'D0010000 |NEBRASKA GENERAL FUND 0/1C053105

EHEESSDEM 511100 17 833.06 PERMANENT SALARIES-WAGES 92906 LDOS3105

ﬂ'ZD?EEI 111100 -636.56 GENERAL A 0010000 |NEBRASKA GENERAL FUND D/1C053105
ﬂ"ISUSBDDZ.H 1100 536.56 PERMANENT SALARIES-WAGES 34,66/ LDOS3105

i?D?BD 111100 -174.05 GENERALA 0010000 |NEBRASKA GENERAL FUND 0/1C053105 E
W 4+ W July Payroll / 1<l I al B
Ready HUM

14. Rename the worksheet by double clicking the tab description. (ex. July
Payroll).

15. Click File, Save to save the excel spreadsheet.
16. Press Alt + Tab on the keyboard to return to NIS.

e,

Review Journal Entries for Appreval - Journal Entry ] |~
OK  Delete Cancel Form Row  Inals
‘ Batch Number [60z053 I Model Elrerent I~ Reverse

Doc Typeito/Co [tz 10000 GIL Date

Explanation * Ledger Type

Records 1- 166

Account Humber * Amount Account Subledger | Subledger Subledger Remark
Description Type Description

O 10000111100 17,533.06 GENERAL CASH 00020750 NOXIOUS WEED CASH

O 10000111100 636.56 GENERAL CASH A 00020760 TRACTOR PERMIT

O 10000411100 174.05 GENERAL CASH A 00020780 WEED BOOK CASH FUND

O 10000411100 14,660.74 GENERAL CASH A 00020790 PESTICIDE ADMINISTRATIVE

(] 10000411100 33,810.63 GENERAL CASH A 00020810 COMMERCIAL FEED ADMIN

@ 10000111100 16,833.70 GENERAL CASH A 00020820 FERTILIZERS & SOIL GOND

[m] 10000411100 5850.73 GENERAL CASH A 00020830 POLLTRY & EGG DEV MKTG

[m] 10000411100 27,062.97 GENERAL CASH A 00020290 PURE FOOD CASH FUND & T

<] m | B

B |oe

& | pore &) Local intranst

17. Click Cancel to return to the Review Journal Entries for Approval - General
Journal window.
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e

Review Journal Entries for Approval - General Journal Review om
Select Find  Add  Delte Close Row  Tools |

v & + 1

| Balch NumberType 02053 7 ACTUAL PAYROLL FERIOD JOURNALS ‘

Records 1-4

| Document | Document | Bocument Explanation Domestic Reverse
Type Humber Company Amount or Yoid

(il 3021898 10000 05/31i200¢ PAYROLL DISBEURSEMENTE  1,383,59311

2 3021900 10000 05/31i200¢ PAYROLL LABOR DISTRIBUT  1,348,448.94

(] 3021901 10000 05/31i200¢ ACTUAL BURDEN JOURNAL ~ 399,808.35

(] Total 3,131,850.40

18. Choose the ‘T3’ transaction and click Select. The following steps will show
how to export the data to the spreadsheet created in the previous steps.

19. Click Tools, Export Grid Data.

RS,

Review Journal Entries fer Approval - Journal Entry
Cortinug Cancel |

8 X
Export Assistant

Export Options
(& Export To Excel
@ Export to a new Workbook
(O Export to an existing Workbook
() Export To Waord
() Export To Comma Separated Values (C5V)

Define Cell Range
Export All ‘

Click Continue to export all rows and all columns.

20. Under the Export Options section, click Export to an existing workbook.

T —T A
PeopleSoft.
Review Journal Entries for Approval - Journal Entry
Cortinue Cancel
B X

Export Assistant

Export Options
(& Export To Excel
() Export to & new Workkook
(% BExport to an existing Workbook

Excelfile: Browse..

Warkshest name: Sheet!

Starting cell address \Mi (far example A1, B10)
OExpnnTanrd

() Export To Comma Separated Values (CEV)

Define Cell Range

Export All
Click Continue to export all rows and all columns.

21. Click Browse.
22. Choose the Excel File created previously.

23. Enter the Sheet name (ex. July Payroll). This indicates what sheet the
information will be exported to if multiple sheets exist in an Excel Workbook.

24. Specify a cell address — This should be the first empty cell on the sheet
previously created. For example, if the last data import ended on Row 3, the
next empty cell to enter data is Row 4, so the cell identified below is 'a4.’

25. Uncheck Export All and then identify the beginning and ending cell from the
NIS grid to export.
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A
Ending Gell: 5 E— o]
Click Continue to export the data or click Reset Selection to start over. |_§|
Records 1- 468
[ T I A
’W’mwh’m’mw’r’ﬁ’—’—’r
tem |Humber Code  [Date Tax Date Date Sub
0.00 BFOS3105 05/31/2005 10000 05(3112005 0
0.00 BFOS3105 P 05/31/2005 10000 0513112005 ]
0.00 BFOS3105 P 05/31/2006 10000 0543112005 o
0.00 BFOS3105 P 05/31/2005 10000 0543112005 0
0.00 BFOS3105 P 0573112005 10000 05i3172008 |
0.00 BFOS3105 P 05/31/2006 10000 0513112005 0
0.00 BFOS3105 P 06/31/2006 10000 05(31/2005 o
0.00 BFOS3105 P 05/31/2005 10000 05/3112005 o
0.00 BFOS3105 P 05/31/2005 10000 05(3112005 0
0.00 BFOS3105 P 05/31/2005 10000 053112005 0
0.00 BFOS3105 P 05/31/2005 10000 0513112005 0
0.00 BFOS3105 P 05/31/2005 10000 05/31/2005 0
0.00 BFOSI105 P 05/31/2005 10000 0543112005 0
0.00 BFOS3105 P 05/31/2005 10000 0543112005 0
0.00 BFOS3105 P 05/31/2006 10000 0513112005 1]
0.00 BFOS3105 P 05/31/2006 10000 0543112005 0
0.00 BFOS3105 P 05/31/2005 10000 05(3112005 oll v
& | pere & Local intranst

26. Click Continue.

E4 Microsoft Excel - Mex Am July 9 Payroll Encumbrance. xls

@ File Edit “iew Insert Format Tools Data ‘Window Help

H S B > A | 100% o« 2| and .10 - | B O

AR j = E8371001.515500

A | B | C [ D | FormulaBar| | F | =i

1 |Account Number Amount Account Description Sub- ledger Subledger Type Subledger Description Re |
2 |68371001.511200 | B93.66 TEMPORARY SALARIES-WAGE
3 |68371001.511100 2 587.41 PERMANENT SALARIES-WAGES
4 | Account Number Amount Account Description Sub-ledqger Subledger Type Subledger Description Re
5 [68371001.515500 & 358.06 HEALTH INSURANCE EXPENSE
6 |58371001.515100  187.43 RETIREMENT PLANS EXPENSE
7_|68371001.515400 1.9 LIFE & ACCIDENT INS EXP
8 |68371001.515200  237.35 OASDI EXPENSE
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
14| 4[> [ ¥} July Payroll / [«]
Ready Sum=303283.74 MU

27. The spreadsheet will populate with the exported data. The second header
row can be deleted (row 4 in this example).
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E3 Microsoft Excel - Mex Am July 9 Payroll Encumbrance. xls
@ File Edit View Insert Format Tools Data ‘Window Help

H ek & A
A4 | 58371001.516500

- ¥ il

100%

Payroll Encumbrance Mini Manual

CEX

A | B C

1 |Account Number Amount Account Description

2 |BE371001.571200
3 |68371001.511100

693.66 TEMPORARY SALARIES-WAGE
2587 41 PERMANENT SALARIES-WAG

Sub-ledger Subledg

5

Type Subledg

Description Re

VW (5237 1001515500

359.06 HEALTH INSURANCE EXPENS

4 |BE371001.515100
6 |G5371001.515400
7 |B8371001.515200

187.43 RETIREMENT PLANS EXPENS
1.9 LIFE & ACCIDENT INS EXP
237.35 OASDI EXPENSE

1] «[» ¥l July Payroll /
Ready

L«
Sum=75982.06

28. If desired, change the format of the ‘amount’ column to show as numeric
values. Right click in the Amount column and choose Format Cells.

@ File Edit “iew Insert Format Tools Data \.'_\l'induw Help _Jﬁ' ﬂ
H &G @ - = 100% - 7| il -0 -lBUO0 E=E=EH|, W% -Hd-A -7
Bl L] =| Amount '

A _ ¢ — D E T F =
| 1 |Account Number {Amount jAccount Description Sub- ledger Subledger Type Subledger Description R~
| 2 |BB371001.611200 B93.66 [TEMPORARY Ztlil LA
| 3 |58371001.511100 | 2587 41 IFERMANENT SEdinEIae] E]@
| 4 |BE371001.515500 35806 [HEALTH INSLUS
| 5 |58371001.515100 | 167.43 |RETIREMENT | Mumber | algnment | Fort | Border | patterns | protection |
| 6 |6E371001.515400 1.80 |LIFE & ACCIDH  categary: “Sample
| 7 |BE371001.515200 237.35 |OASDI EXPEN Amount

8

_9"' Decimal places; |z =

E Symbol;

_1L ‘Nnne j

|12 | Negative numbers:

13

14| 1,234.10

1,234.10

% 51,234.103 =l

7]

ﬁ Currency formats are used for general monetary values, Use Accounting
19| Formats to align decimal points in a column.

20

21|

22

] s
M4k [W] July Payroll / <]

Ready Sum=4066.81 [HLIM
29. Use this spreadsheet to manipulate the percentages and/or import the data

back into the Manual Encumbrance Journal Entry.

30. Click File, Save to save the exported information.
31. Close the Excel File or click Alt + Tab to return to NIS.
32. Click Cancel to return to the Review Journal Entries for Approval - General

Journal window

PeopleSoft EnterpriseOne 8.10
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33. Click Close to return to the Review Journal Entries for Approval - Work with
Batches window.

34. Click Close to return to the menu.

Import the Manual Encumbrance

Navigation: Budget Agencies > Enter/Adjust Manual Encumbrance >
Enter/Adjust Manual Encumbrances

Start this instruction from the Enter/Adjust Manual Encumbrances - Work with
Journal Entries window.

ool

Enter/Adjust Manual Encumbrances - Work With Journal Entries ]
Seledt Find  Add  Copy Delets Close Row Report Tooks |

v & + B 0 X 8 H R
Batch Number [ Batch Type G Dacument Type [ [ Madels ‘

Mo records fetched.

Document Document Doc i Explanation Ledger | Reverse
u pl o

Type Humber Fd Type or Void

£ m [>

1. Click Add. The Journal Entry window appears.

e,

Enter/Adjust Manual Encumbrances - Journal Entry ]

OX Delte Cance| Form FRow Tools |

B 0 X B B &

‘ Batch Number 02338 CImodel [CIPercent [IReverse
Dot TypeiNo/Co I Q| G Date |
Explanation * [ Ledoer Type rE

Records 1-1

Customize Grid m
Account Humber * Amount Account Subledger | Subledger Subledger Remark
L Description Type Description
o ] [ I [
<l m | 2

Rermaining Amount

2. Complete the following fields:
e Doc Type/No/Co - enter J9
e Fund
e G/L Date

e Explanation - (Ex. To encumber July Payroll)

ﬁ See the Enter/Adjust Manual Encumbrances for detailed instructions

3. Enter the Business Unit and Amounts.
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ﬁ If you have few business units or lines to enter, you can enter these
manually. Otherwise, you can import the data from a spreadsheet.

4. To Import, click in the Account Number field on the first line in the grid and
click Tools, Import Grid Data. The Import Assistant appears.

e

Enter/Adjust Manual Encumbrances - Journal Entry
Cortinue Cancel |

Import Assistant
After specifying impart options and defining the cell range, click Preview and then click Continue to import the data.

Import Options

@\mpnr’tFrnm Excel

Excel file Browse...

Worksheet name: !Sheaﬂ
(O ImportFrom Comma Separated Values (C5V)

Define Cell Range
" size=b

Cal Row
Starting Cell:|

Ending Cell: |
Preview

r.~ s " 1 1T
Account Number Amount Account Subledger Subledger Subledger Remark
Description Type Description
< i | (2

5. Complete the following information:

e Excel File to import from - Click Browse and select the previously created
spreadsheet. The example shown is Mex Am July Payroll Encumbrance.

e Worksheet to import from - Enter the worksheet name from the
spreadsheet previously created (Ex. July Payroll).

e The range of cells to import: Enter the cells to import from the EXCEL
Spreadsheet. Since the first row on the spreadsheet is the header
information that matches the Journal entry, begin the export with a2.

The account number and the amount should be sufficient to populate
the transaction, so these are the only lines imported. It is important
to review the journal entry for any credit transactions that may be in
the original payroll. These would need to be changed.
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PeopleSoft.

Enter/Adjust Manual Encumbrances - Journal Entry
Continue Cance|

Import Assistant
After specifying import options and defining the cell range, click Preview and then click Continue to impart the data

Import Options

& Import From Excel

Excel file: CADacuments and Seftingsil|  Browse
Worksheet name: July Payrall

(] Import From Comma Separated Yalues (CSY)

Define Cell Range
" size=B

Col Row
Starting Cell: |a Es
Ending Cell: X 10

Previgw

Av:cuum Humber Amuum Accuunl 5uh|edger Subledger Subledger Remark
I]esl:rlptlﬂn Type Description

6. Click Preview. The information from the spreadsheet populates in the grid
below.

P

| (3 IMPOITHroMm Comma Separated Values (C5Y) | (]
Define Cell Range
" size=6
Col Row
Starting Cell 2
Ending Cell: X 10
Preview
.hl:v:uunl Humber Jlmnunl Av:l:nunl SuhIEdgEr Suhledger Suhledger IlEmark
Description Ty'pe nescnpuon
‘" [18027000.511100 |25,852.58
= [18027003.511100 [15,283.62 \
E0 [18027004.511100 [17.410.02 L
L8 [18027018.511100 [189.81
L [18027024.511100 |z421.47
GO (1802711851100 [1,554.27
(0| [1806000.511100 [33,821.35
51 1805700051100 |26815.95
[18057002.511100 [15,303.03
<l il B
1 =
‘ Batch Number [602338 [Intogel [CIPercent [CIReverse
Doc TypeNoiCo [ 10000 GIL Date 0512212006
Explanation * [To Encurmber July Payrall Ledger Type FB
Records 1- 10 1 BEE
Account Humber * Amount Account Suhledger Subledger Subledger Remark
Description Description
| 1802711851100 1,554.27 PERMANENT SALARIES-Wh =
O 18058000.511100 33,821.35 PERMANENT SALARIES-W)
@l 1805700051100 26,815.95 PERMANENT SALARIES-W)
@l 1805700251100 15,303.93 PERMANENT SALARIES-W) =
m I || B [
<] m ] 2
Remaining Amaunt 138,252.70
vl
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8. Click OK. Remember, the Remaining Amount will not be zero. Manual
Encumbrances are a one-sided entry.

& Remember to approve and post the transaction.

ﬁ The encumbrance will appear on the allotment status and budget status
reports.

9. After encumbrances have been certified, void, approve, and post the batch.

See Liquidating an Encumbrance Mini Manual.
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