UOT HR Lookup Function

The HR Lookup function enables you to enquire on the detail of salary related payments that are
made from the HRMS and transacted in the FMIS in summary format. For Schools and Sections this
function is restricted to transactions that have been processed within your particular Budget Centre.

Important note:
The HR lookup screen is produced by updating tables on the FMIS from information held on the

HRMS. The information supplied by the HRMS will be from a historical perspective. If payroll
journals or other such transfers have been actioned in the FMIS then they will not be shown under the
HR lookup screen. If the HR Lookup screen information does not reconcile with the balance of the
FMIS account then it is more than likely that a transfer or journal has been actioned on the FMIS.
These journals can be found using the Account Inquiry function.

Example:
The following example will explain how to understand the information presented on the FMIS.

Figure 1 shows a Funds Available Inquiry for a particular project in February 2000. As you can see from
the screen shot there are items of expenditure that have been incurred on the 4121, 4123, 4124 and 4125
lines.

Figure 1
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— Selection Criteria

Budget ]BUDGET 2000 | Amount Type |Year To Date Extended |vi
Period ]FEBJ]I] | Encumbrance Type [ALL

— Funds Available { AUD )

Funds

Account Budget Encumbrance Actual Awailable
211.10.500.99999.4000 1 40,000.00| 0.00 0.00 40,000.00|
1.10.500.99999.4121 1 0.00| 30,675.37 2,835.54 <33,510.91>]
1.10.500.99999.4122 1 0.00] 0.00 0.00 0.00|
1.10.500.99999.4123 1 0.00| 5,214.82 482.07 <5,696.89>|
—[1.10.500.99999.4124 1 0.00| 2,368.76] 218.98 <2,587.74>|
1.10.500.99999.4125 1 0.00| 153.37| 14.16 <167.53>|
1.10.500.99999.4200 1 0.00| 0.00| 0.00 0.00|

- [1-10.500.99999.4221 1 0.00| 0.00| 0.00 0.00|

— Encumbrance Amounts

Purchase Encumbrance Other
1 | ] 0.00] ] 0.00]

— Account Description

1 |

If we go and perform an Account Inquiry for this particular project and select the 4121 line we would
be presented with a screen as per Figure 2.
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= AN00 |[1.10.500.99999.4121  ||UTAS.Operating Resources.[)| 1,546.66| 1,546.66) 61,945.35
[FEB-00 |[1.10.500.99999.4121  ||[UTAS.Operating Resources.[ | 1,208.88(| 2,835.54)| 63,234.23|
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‘ Journal Details Summary Balances ‘

Selecting the Jan-00 line in the above screen and clicking on the Summary Balances button in the
bottom right we would be shown a screen as per Figure 3.

Figure 3
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Q

Batch Mame Journal Entry Mame  Source Currency Line Entered Debits Entered Credit:

2 IHRMS pay 87517(/990140 04-JAN-2000 | [HRMS pay |lauD  [[303 || 257.78|
[HRMS pay 88851|{990150 18-JAN-2000 |[HRMS pay |[auD  |l304 || 1,286.88||
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From this screen we can see that the above two transactions have a source of 'HRMS Pay'. The first
transaction has a Journal Entry Name of '990140 04-JAN-2000". The first six digits of this name are the
payrun number and the date is the actual pay date of the transactions. Using this information we can



work out that the second transaction was an entry relating to payrun 990150 and relates to the pay of
the 18-Jan-2000.

The payrun numbers are produced such that the first digit signifies the type of payrun (9 ~
Fulltime/Fractional Payrun; 5 ~ Casual Payrun; 1~ Teacher Supervision Payrun). The next two digits
signify the financial year relating to the payments (ie: 90 signifies the 1999/2000 Financial Year -
01/07/1999 to 30/06/2000). The next three digits are the payrun within the financial year (ie: 140 is
the 14" payrun in the 199972000 financial year). Normally these numbers will increment by ten for
each pay. Payments in relation to termination pays or special pays end in digits other than a zero.
This information can be particularly useful if you are wanting to work out the costs in relation to a
financial year rather than a calendar year.

Taking the information we have found using the Account Inquiry function we can enquire on these
details using the HR Lookup Screen. After selecting the HR lookup function from the menu you will
be presented with a screen that looks similar to Figure 4.

Figure 4
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Budget Centre  Project Expense AE Payrun Mo Employee Ho

(oo | [ | [ ] | ||

In AE field
Enter A for Actual Payroll Details
Enter E for Salary Encumhrance Details
or leave blank for both

Clear Find

If we enter our project from our example and the expense line 4121 (leaving the expense field blank
will return all transacted lines). After clicking on the 'Find' button we will be presented with the
results as shown under Figure 5.

If no items are returned from your query, the message 'FRM-40350: Query caused no records to be
retrieved.' will appear in the toolbar screen. If you get this message check that you have entered the
project/expense correctly. If you have then return to the Account Inquiry function and confirm that the
entries were sourced from the HRMS.
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We can tie the above results back to the results from the Account Inquiry that we previously performed
(Figure 3). If we had selected the Feb-00 line from Figure 2 then we would have seen the transaction
relating to payrun 990160 that is shown above.

Both the Actuals and Encumberance columns have sub-totals at the bottom that can be used to quickly
sum the transactions produced. In this particular example only one employee was being charged to
this account.

Apart from changing the year in which we are enquiring on, the HR lookup entry screen can be used
to perform several queries:

1.
2.

3.

Project - Return all transactions for a particular project.
Expense - Return all transactions for a particular expense code. This can be used on it's own
but is probably most useful when used in conjunction with the Project.
A/E - If you are only concerned with actual payments you can restrict the returned
transactions by entering A in this field or by entering E will return only encumbrances. The
normal method of selection is by leaving this blank.
Payrun - Returns all transactions within your Budget Centre for the payrun entered. This is
most useful when combined with some other field being completed as well (ie: Project or
Employee No).
Employee No - Returns all transactions for the Employee number entered for your particular
Budget Centre. This option can be used in the following way:
- Perform query for a particular project.
- Multiple members of staff are returned in the results.
- Copy and Paste the employee number from the right hand column into the 'Find
Uot Payroll' screen and requery (by selecting the 'Find' button again).
- The sub-totals at the bottom of the screen will be the total for that particular
employee against that particular project.
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