








ComhoCode
Establishment

Upon project set up in FAST, RFM will request that combo codes are
established in GEMs. Separate combo codes are set up for

costshare.

Combo Codes are the
project’s payroll.

Combo Codes are found by either query or table lookup:

- Oueryin GEMs: COMBINATION _CODE LOOK_UP
Payroll/Budget section in GEMs: Combination Code Table




Things toaatchforwhen
submitting your pay

distributiomentries:™

Some employees may have multiple records, including “Appointment” and a “Position”

records

Some employees have multlple active record numbers. Each requires a separate
distribution

The RSA check screen refersTo the DUGUCT ICVEl 107 Ors o AD DO N eI o e e ——

“Salaried/Fringe”

Distributions do not have to start at the beginning of a pay period

RsA.checks onlv check againstihe mostiecent pay distribution

RSA checks include leave payouts even though the charges will not hit the project




RSA checks

Reconcilers and submitters should Tun RSA checks as’soon as they are

available (sign up for-cEMsslistsenn-ie=Railea=Warming, and Passed to identify

additional changes that may be needed and verify payroll is hitting the
chartfields that are expected.

Further investigation may be necessary for Failed and Warning entries.

Be sure to look for all entries.u In the imag e belowI It will say 1 of 3, for examgleI

if more entries are hidden.




Pay Distribution Form

YTD Savings: -Remaining Projectec Ve ri fy th e e m p

Total Salary Dept #: 125700 Dept #:

__ ST DT R — for OPS submissions
S A o s Verify the position # for salaried
e e SubmMiSSioNS
e e Eachpay period, review the salary
- g e ST Py s s S et v g e fOI’ accuracy
Select the appropriate

appointment type (9 month, 12

R,

month, summer)
Verify the rate % upon form set up.
Input any stipends in the

Update by projecting effort as far




Troubleshooting RSA Checks

Exceeds budget tolerance:
1.....Checkif the project.is.on parent or.child (Run IT.GM_KK _ENDDT ). in FAST




Troubleshooting RSA Checks

Passed KK End date:

1. If there is a pending document in DSR/RFM, such as an underwrite, no cost
extension, or GBR, you can request an override by emailing
override@usf.edu.

If there is no pending do;‘:umentatio'n, ¥ou must remove the %ersonnel
from the project. If you don’t remove, the project will fail the budget

check, and RETS must be done.



mailto:override@usf.edu

Submission of Pay Distribution entries

Pay distribution forms should be in alphabetical order by division

Forms.should be submitted by 5 pm to the lead pay distribution processor. (Janet) and

the backup (Maricel) the day before the University deadline per the Payroll Processing

Calendar on HR’s WebSIte: Typically this is the Tuesday before payday. Howe Ve ko ——
should check the calendar for accelerated pay periods. Wednesday (the day of the

deadline) entries should be reserved-for-emergency last-minute changes only.

- Any accountants reconciling projects where changes have been made should be

copied on the submission email so that they can adjust their projections accordingly.

Each row must equal 108%-=+agakchass-ai-the-rta-ai-tha=-aploye g

Files should be named Pay Period # then division. Example: PP2318 FCIC1,
PP2318 FCIC2, etc.

The=sormtterrvrirecerrearrerrenrorree their pay distributions have been entered. The
submitter should rerun RSA checks to make sure that pay distribution reflects what they

want to see.




Questions



/cbcs/cfs/about-us/faculty-staff/contacts.aspx
/cbcs/cfs/about-us/faculty-staff/contacts.aspx

