How to Prevent Payroll Suspense

“An ounce of prevention is worth a pound of cure.” (Benjamin Franklin):

· At least once a month, run the data warehouse report, “HRDW Employee Job Information” for all your orgs (i.e. leave the parameters as they are with ‘%’).

· Focus on the last column of the report, “Will Expire”.  This is telling you which labor schedule lines will expire in how many days.  (Downloading the report into Excel, may make working the report more manageable, plus you can then sort by the last column.)

· Determine the appropriate new funding for the expiring labor schedule lines.

· Enter the new funding line into Labor Schedules.  The start date will be the day following the former funding end date.  For grant-related accounts (POETA), you must enter the project end-date.
How to Identify and Resolve Payroll Suspense

“A journey of a thousand miles begins with a single step” (Lao-tzu):

· At least once a month, run the data warehouse report, “HRDW Payroll Suspense by Dept Org” for all your orgs (i.e. leave the parameters as they are with ‘%’).

· Determine the appropriate funding for each person for the time period in suspense.  Go into their Labor Schedule and hit “Refresh Display”.  This will allow you to view the funding that has already expired.

· Enter the new funding line into Labor Schedules.  The start date will be the day following the former funding end date.  For grant-related accounts (POETA), you must enter the project end-date.

· Go into their Distribution Adjustment screen for the time period in suspense.  The suspense accounting strings will be 0051-xxxx-xx-6582-000-0000-000.  Re-allocate the suspense pay to the appropriate accounting string (from #3 above).  If the distribution adjustment is going to fail the SPA workflow, take a screen print of the distribution adjustment before you submit it.
