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[bookmark: _Toc417298532]Payroll Encumbrance Mini Manual
[bookmark: _Toc417298533]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 Budgeting Training Guides.

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.  Bi-weekly payrolls with July GL dates should be reviewed to determine the amount of time employees worked in June.  If only a percentage of the payroll is related to fiscal year, then only that percentage of the total should be used. For example, if a 10- day payroll runs from June 29th to July 12, only 2/10 of the payroll would be encumbered.
[bookmark: _Toc417298534]Find the Payroll Batch Number Lesson
Procedure

In this lesson you will learn how to find the payroll batch number.


	Step
	Action

	1. [bookmark: T3_F65]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T3_F4]
	Click the State of Nebraska link.


	1. [bookmark: T3_F6]
	Click the Accounting link.


	1. [bookmark: T3_F8]
	Click the Inquiries & Reports link.


	1. [bookmark: T3_F10]
	Click the Accounting Inquiries link.


	1. [bookmark: T3_F12]
	Click the Account Ledger Inquiries link.


	1. [bookmark: T3_F14]
	Click the Account Ledger by Object Account link.






	Step
	Action

	1. [bookmark: T3_F16]
	Enter "511100" into the Object/Sub field. 

	1. [bookmark: T3_F62]
	Enter a fund with a payroll coded to it into the From Fund and Thru Fund fields. 

Note: If possible do not use 10000 or 40000, as there are many payroll entries.

	1. [bookmark: T3_F18]
	Click in the From Date field.


	1. [bookmark: T3_F20]
	Enter a date into the From Date field.

	1. [bookmark: T3_F22]
	Click in the Thru Date field.


	1. [bookmark: T3_F24]
	Enter the desired information into the Thru Date field.

	1. [bookmark: T3_F26]
	Click the Find button.


	1. [bookmark: T3_F34]
	Note: You can also run an Account Ledger Inquiry on the Business Unit and Object Code for the specific time period.

	1. [bookmark: T3_F30]
	This Inquiry will show you the document number, batch number(s) and date any payroll has posted in the time period requested.

Note: You may need to scroll to the right to see the batch number.

	1. [bookmark: T3_F32]
	To see more information about the batch click the check box next to it and click Select.

	1. [bookmark: T3_F28]
	Click the Close button.


	1. [bookmark: T3_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc417298535]Export Payroll Journal Data Entry
Procedure

In this lesson you will learn how to export payroll journal data entry.

Note: 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.


	Step
	Action

	1. [bookmark: T4_F192]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T4_F4]
	Click the State of Nebraska link.


	1. [bookmark: T4_F6]
	Click the Accounting link.


	1. [bookmark: T4_F8]
	Click the Manage Journal Entry link.


	1. [bookmark: T4_F10]
	Click the Enter Manual Journal Entries link.


	1. [bookmark: T4_F109]
	Click the Journal Entries with Debit/Credit Format link.






	Step
	Action

	1. [bookmark: T4_F12]
	Enter the batch number into the Batch Number field.

	1. [bookmark: T4_F14]
	Click in the Batch Type field.


	1. [bookmark: T4_F16]
	Change the Batch Type field to "7".

	1. [bookmark: T4_F18]
	Click the Find button.


	1. [bookmark: T4_F20]
	Click the T2 option.


	1. [bookmark: T4_F22]
	Click the Select button.


	1. [bookmark: T4_F175]
	Note: An agency may have a few lines or multiple lines.





	Step
	Action

	1. [bookmark: T4_F24]
	Click the Export Grid Data button.    

Note: You can also click Tools > Export Grid Data.


	1. [bookmark: T4_F177]
	Warning: If you have never exported to Excel before, a warning screen will appear. It is a Security Warning about importing data from JD Edwards onto your computer.  If you get this warning click Yes.





	Step
	Action

	1. [bookmark: T4_F26]
	Click the Continue button.






	Step
	Action

	1. [bookmark: T4_F38]
	An Excel Spreadsheet will appear with the exported information. 

To expand the cells click the upper left corner of the spread sheet (above "1" and to the left of "A").


	1. [bookmark: T4_F40]
	Double-click the line between "A" and "B".


	1. [bookmark: T4_F48]
	Click the File menu.


	1. [bookmark: T4_F50]
	Click the Save As... menu.


	1. [bookmark: T4_F52]
	Save the spreadsheet making note of location where you saved it and what you named it.

	1. [bookmark: T4_F54]
	Click the Save button.


	1. [bookmark: T4_F56]
	Click the Close button (the red X in the upper right hand corner) to close the Excel file.






	Step
	Action

	1. [bookmark: T4_F58]
	Click the Cancel button.






	Step
	Action

	1. [bookmark: T4_F60]
	Click the T2 option. to uncheck the box.


	1. [bookmark: T4_F62]
	Click the T3 option.


	1. [bookmark: T4_F64]
	Click the Select button.






	Step
	Action

	1. [bookmark: T4_F66]
	Click the Export Grid Data button.    

Note: You can also click Tools > Export Grid Data.






	Step
	Action

	1. [bookmark: T4_F68]
	Click the Continue button.






	Step
	Action

	1. [bookmark: T4_F70]
	An Excel Spreadsheet will appear with the exported information. 

To expand the cells click the upper left corner of the spread sheet (above "1" and to the left of "A").


	1. [bookmark: T4_F72]
	Double-click the desired object.
Double-click the line between "A" and "B".


	1. [bookmark: T4_F74]
	Click the File menu.


	1. [bookmark: T4_F77]
	Click the Save As... menu.


	1. [bookmark: T4_F85]
	Save the spreadsheet making note of location where you saved it and what you named it.

	1. [bookmark: T4_F87]
	Click the Save button.


	1. [bookmark: T4_F89]
	Click the Close button (the red X in the upper right hand corner) to close the Excel file.






	Step
	Action

	1. [bookmark: T4_F105]
	Click the Cancel button.






	Step
	Action

	1. [bookmark: T4_F107]
	Click the Close button.


	1. [bookmark: T4_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc417298536]Modify The Spreadsheets Lesson
Procedure

In this lesson you will learn how to modify the spreadsheets you exported.  


	Step
	Action

	1. [bookmark: T5_F4]
	Browse to the location where you saved the Excel files and open the first one. 






	Step
	Action

	1. [bookmark: T5_F6]
	The Excel file will open.  

Next we will open the second Excel file. 






	Step
	Action

	1. [bookmark: T5_F8]
	Open the second Excel file.






	Step
	Action

	1. [bookmark: T5_F10]
	On the second Excel file select the rows you would like to copy and paste into the first Excel file.


	1. [bookmark: T5_F14]
	Click the Copy button.






	Step
	Action

	1. [bookmark: T5_F70]
	Click the Excel applications object.






	Step
	Action

	1. [bookmark: T5_F18]
	Go to the first Excel file.





	Step
	Action

	1. [bookmark: T5_F20]
	Click in the first blank cell in the Account Number column. 


	1. [bookmark: T5_F22]
	Click the Paste button.


	1. [bookmark: T5_F24]
	Click the Paste menu.


	1. [bookmark: T5_F26]
	Sort the information by the Account Number.


	1. [bookmark: T5_F30]
	Click the Sort A to Z button.


	1. [bookmark: T5_F46]
	Modify the spreadsheet as needed.  Use this spreadsheet to manipulate the percentage and/or import the data back into the Manual Encumbrance Journal Entry

	1. [bookmark: T5_F44]
	When finished click the Save button.


	1. [bookmark: T5_F3]
	You have successfully completed this lesson.
End of Procedure.


[bookmark: _Toc417298537]Import the Manual Encumbrance
Procedure

In this lesson you will learn how to import the manual encumbrance.


	Step
	Action

	1. [bookmark: T6_F155]
	Click the Navigator menu.


	1. [bookmark: T6_F4]
	Click the State of Nebraska link.


	1. [bookmark: T6_F6]
	Click the Budget link.


	1. [bookmark: T6_F10]
	Click the Enter/Adjust Manual Encumbrances link.


	1. [bookmark: T6_F28]
	Click the Enter/Adjust Manual Encumbrances link.






	Step
	Action

	1. [bookmark: T6_F30]
	Click the Add button.






	Step
	Action

	1. [bookmark: T6_F36]
	Enter "J9" into the first Doc Type/No/Co field.

	1. [bookmark: T6_F42]
	Click in the G/L Date field.


	1. [bookmark: T6_F44]
	Enter the G/L Date into the G/L Date field.

	1. [bookmark: T6_F46]
	Click in the Explanation field.


	1. [bookmark: T6_F48]
	Enter an explanation into the Explanation field.

	1. [bookmark: T6_F96]
	Enter the Account Numbers and Amounts in the grid.

Note: If you have few business units or lines to enter, you can enter these manually. Otherwise, you can import the data from a spreadsheet.

	1. [bookmark: T6_F50]
	To import a spreadsheet click the Import Grid Data button.






	Step
	Action

	1. [bookmark: T6_F52]
	Click the Browse... button.






	Step
	Action

	1. [bookmark: T6_F54]
	Browse to the file you want to import and click on it.


	1. [bookmark: T6_F56]
	Click the Open button.






	Step
	Action

	1. [bookmark: T6_F64]
	Click in the Worksheet name: field.


	1. [bookmark: T6_F66]
	Enter the name of the spreadsheet into the Worksheet name: field.

	1. [bookmark: T6_F68]
	Click in the Starting Column field.


	1. [bookmark: T6_F70]
	Enter the starting column into the Starting Column field.

	1. [bookmark: T6_F72]
	Click in the Starting Row field.


	1. [bookmark: T6_F74]
	Enter the starting row into the Starting Row field.

	1. [bookmark: T6_F76]
	Click in the Ending Column field.


	1. [bookmark: T6_F78]
	Enter the ending column into the Ending Column field.

	1. [bookmark: T6_F80]
	Click in the Ending Row field.


	1. [bookmark: T6_F82]
	Enter the ending row into the Ending Row field.

	1. [bookmark: T6_F84]
	Click the Apply button.

	1. [bookmark: T6_F98]
	Note: 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.

	1. [bookmark: T6_F94]
	Click the Continue button.






	Step
	Action

	1. [bookmark: T6_F88]
	Click the OK button.


	1. [bookmark: T6_F100]
	Remember, the Remaining Amount will not be zero. Manual Encumbrances are a one-sided entry. 

Note: Remember to approve and post the transaction. 

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

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

	1. [bookmark: T6_F90]
	Click the Cancel button.






	Step
	Action

	1. [bookmark: T6_F92]
	Click the Close button.


	1. [bookmark: T6_F3]
	You have successfully completed this lesson.
End of Procedure.
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