CALIFORNIA STATE UNIVERSITY

BAKERSFIELD

The Payroll Move Form is used when salary and benefit expenditures for an employee must be moved to the appropriate source of
funding. You must have the ability to log into PeopleSoft and have access to the Labor Cost Distribution (LCD) report modules. If you
do not have access, contact your Division Budget Lead, or direct the request for a payroll move to the appropriate personnel.

Human Resources Payroll Move Form Instructions

Login into myHR to run the “Expenditure Projection Report” (required report for the Payroll Move Form).

Navigate to: www.csub.edu \_1./ my8SUB Blackboard Support CSUB

E IEY
3&AID | STUDENTLIFE | ATHLETICS | NEWS & INFORMATION

Click the “AccessCSUB” link above
the search box.

WHAT'S NEW?

Click the “myHR” link. se
myHR

CSU Bakersfi

Log in with your CSUB credentials Welcame to 7y HIR

& User Login + Announcements

HNet ID First-time user? Click Here Configure your mobile, tablets, and laptops to use
3 t easy connection. Username is your full CSUB email

Password

i Califernia State Univer id (CSUB) will

4 Passwo be a Smoke and Toba us effective
= September 1, 2017. Me
o o |

Favrites 4 | Main Menu+
H] Search Menu:
. m ®
Nawgate to the report screen. .y .
2L B CSUB Processes 3 LCD Processes (51 Expense Projection Division
CSUB Employd (1 CSUB Student Administration v B Lep Recon Summary - Clearance
1 Main Menu = Personal | 3 Seff Senice , £ LoD Recon Summary - Fund
: = Review and . [5] Paycheck Distribution Detail
Redewand £3 workforce Administration B o
2. CSUB Processes = Phone N 1 Payroll for North America » = pt Rollup Table
= Emaros] £ Organizational Development , & Expendture Projection Report
3. LCD Processes Eemmicd 0 s UpHRMS , 1 Experee Proction by Proet
“ . . . G| Payrollan| 3 et Up SACR R [J Expenditure for Fiscal Year
) P
4. “Expenditure Projection L R , oo £ Expanse Prjecion by Schoo
contrbutier]
Report" = vew Pal [ peopleTools N [E]  Expense Projection-Spreadshest
omper ; !
A [ ¢SUID Search [ Expense Projection by Sch-xis
o vou] [ Foundation Grants Report
Reportyour My Personalizations
[ Report —_— [ Funding by EE Report
View Time [3) Payroll Detail by School/Dapt

View your schedules, forecasted, payable and comp fime, exceptions and more,
= Menihly Schedule

Expenditure Projection Report
If this is the first time running this
report, you will need to “Add a New
Value”. After adding a new value,
you will be able to select it from a
list for future reports.

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value 1

Search Criteria

Search by: Run Control ID begins with

O case sensitive
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CALIFORNIA STATE UNIVERSITY

BAKERSFIELD

Human Resources

Payroll Move Form Instructions

Type “Expense_Projection”.

You can name the report as you
wish, however ensure that there
are no spaces between words; you
can use an “_" underscore between

words.

Click “Add”.

Eind an Existing Value Add a New Value

Run Control ID:|_Expense_Projection_ < 1

Add 2

1. Type “BKCMP” for the
Business Unit.

Lcd Exp Projection

2. Refresh until the run status
and distribution status say

Personalize | Find | View All | 2| [

Run Control ID: _Expense_Projection_ Report Manager Process Run
— Wonitor 4
2. Type the fiscal year Language: (oo o)
(2021 for FY 2021-22). Report Parameters
Business Unit: BKCMP |Q\ Bakersfield Campus 1
3. Type the department ID. You
. Fiscal Year:| 2021 2
can also search via the
|ooking glass_ *Department:|D21110 /Q} Budget & Res Plan Senices 3
4. C|ICk ”Run”. [5) save | [G Returnto Search | |15 PreviousinList | |45 Nestinlist | [=] Notify £y Add
Process Scheduler Request
1' Click the dropdown menu for UseriD 900186455 Run Control ID _Expense_Projection_
llserver Name" and Select severNamePSUNX v { RunDate[08/10/2022 [
Recurrence | ~] Run Time 212429 Resetto Current Date/Time
PSU NX' . LTWEZD”E Q
S;L]EZ(ES:ESI:HM\DH Process Name Process Type “Type *Format Distribution
. . ” BAKLCDO1 BAKLCDO1 SQR Report (weo  v|[PDF v Distribution
2. Click “OK
oK 2 el
The screen will return to the LCD
Expense Projection dialogue.
. " . ” Report Manager Process Run
1. Click the “Process Monitor Meriter 1
. Process Instance: 1916686
link to see the status of the g
report. or
Q Type | v] [Last v] 1] [Days v Refresh
Z\ Name @ Instance From Instance To Report Manager
"] Distribution Status [ v| [ save On Refresn

First (4 10f1 ) Last

the Process Detail screen.

Run Anytime After 08/10/2022 21:24:29 POT Message Log

24:
Began Process At 08/10/2022 21:28:02 POT Batch Timings
281

Ended Process At 08/10/2022 21:28:31 PDT View Log/Trace 1

“ ” d“ d” Process Type PrOSESS User  pun Datermime Run s Dtbuton oy
Success an POSte ’ [=] Notify =+ Add SQR Report BAKLCDO1 900186455 08/10/2022 21:24:29 PDT. 2 Success Posted 3 Details
respectively.
3. Click the “Details” link.
Date/Time Actions
Click the “View Log/Trace” link in
Request Created On 08/10/2022 21:27:37 PDT Parameters Transfer
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BAKERSFIELD

Human Resources

Payroll Move Form Instructions

1. Click on “baklcd01_XXXX”

View Log/Trace
Report.
ReportiD 1209818

Name BAKLCDO1
Run Status Success

Process Instance 1916686 Message Log

Process Type SCR Report

BAKLCDO1
Distribution Details

Distribution Node HBAKPRD Expiration Date 09/24/2022

employee salary you wish to move,
highlight, as this will be the backup
foryour payroll move form.

PDF link to open report il Lis
. Name File Size (bytes) ated
SQR_BAKLCDO01_1916686.100. 1,662 1:28:31.431982 PDT
bakicd01_1916686 PDF 7517 1:28:31.431982 PDT
bakicd01_1916686.0ut 12,450 1:28:31.421982 PDT
Distribute To
Distribution 1D Type *Distribution ID
User 900186455
Return
Report ID BAKLCDOO1 california state University Bakersfield
Page 1 of 2 HR Expenditure Actuals and Projection for Fiscal Year 2022 As Of Accounting Period 1
Department D21110 - Budget & Res Plan Services
On the PDF report' search for the Dept Funa prom c ‘Account Jul aug sap et Now Dac Jan Feb
Posn# Employse Nam Salary * * * - -

Budget for the Following Salary Expemses:

D21110  BK001 601201  Actual/Projected Amounts for: Management and Supervisory
00000264 171,420.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00  13,350.00
Total Salaries and Projection 171,420.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00 13,350.00
D21110  BROOL 601300  Actual/Projected Amounts for: Support Staff salaries
00003805 XKNMXXOOOE 76,500.00  6,375.00  6,375.00  §,375.00  6,375.00  §,375.00  6,375.00  6,6375.00  §,375.00
00005086 76,200.00 §,350.00 6,350.00 6,3 0 §,350.00 €,350.00 6,350.00 €,350.00 €,350.00
Total salaries and Projection  152,700.00 12,725.00 12,725.00 12,725.00 12,725.00 12,725.00 12,725.00 12,725.00 12,725.00

Now you may start filling out the
form:

Type the employee’s name

Employee ID

Employee Record (if available)

Reason for move

The position number will be

located on the LCD report

directly to the left of the
employee’s name (pink
highlight).

6. The department is located above
the employee’s name (turquoise
highlight).

7. The fund is located above the
employee’s name (turquoise
highlight).

8. The program (if any) is located
above the employee’s name
(turquoise highlight).

9. The class (if any) is located above

the employee’s name (turquoise

highlight).

The project (if any) is located

above the employee’s name

(turquoise highlight).

Fill in if the check is split 2 ways.

Fill in if the check is split 3 ways.

U b WN

10.

11.
12.

CALIFORNIA STATE UNIVERSITY

BAKERSFIELD

Human Resources

PAYROLL MOVE REQUEST FORM

PAYROLL TO BE MOVED FROM

If this is an ongoing move, submit a

|Emp|0yee Name

Employee ID

Record #

Position Control Action Request form to HR.

IReason for Move: Ib

Position Number Department | Fund Program Class Grant/Project
Additional fields are to be used if Original Pay was a split pay:
Position Number Department Fund Program Class Grant/Project
Position Number Department Fund Program Class Grant/Project
Report ID: BAKLCDOO1
Page 1 of 2
Dept Fund Prgm Class Proj Account
Posn# Employee Name Salary
Budget for the Following Salary Expenses:
D21110 BKOO1 601201
00000464 MMDEXIEOMEX 171,420.00
Total Salaries and Projection 171,420.00
D21110 BEOO1 601300
00003805 HAR AR AR 76,500.00
00005086  JXMDEEOEENX 76,200.00
Total Salaries and Projection 152,700.00
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CALIFORNIA STATE UNIVERSITY
BAKERSFIELD  FumenReseurees Payroll Move Form Instructions

PAYROLL TO BE MOVED TO
1. |f the pOSitiOn number WI” Position Number Department Fund Program Class Grant/Project
remain the same, type the same -
. . Posted payroll amount to be moved (current fiscal year only):
position number. Otherwise, | | [Aue] | [en] ] [oa] | [nov] ] [oe] |
enter the new position number. [Gan | | [Fes] | [war] | [Aer] | [way] | [un] |
2. Enter the new funding —
) . PAYROLL TO BE MOVED TO (if split 2 ways) F!
|nf0rmat|0n Of Where the Position Number Department Fund Program Class Grant/Project
paycheck is to be moved TO. |
3 Enter the amount Of the check tO Posted payroll amount to be moved (current fiscal year only):
' , Lo ] | [oue] | [seel | [oa] | [nov] | [oe] I
be moved to the new funding.
o . [san ] | Leen] | [ver] | [aer] | [wvay] | [own] I
4. If the check is split 2 ways, fill
this area out PAYROLL TO BE MOVED TO (if split 3 ways) E
. . . Position Number Department I_ Fund Program Class Grant/Project
5. If the check is split 3 ways, fill [
thIS area Out, too. Posted payroll amount to be moved (current fiscal year only):
(o] | [oue] | [serl | [o«] | [vov] | [oec] ]
[en | | Leet] | [ver] | Laer] | [way] | [oen] I
1. Attach all supporting documents,
including the LCD report, o ***Attach supporting LCD Report and other relevant backup documents before routing for signatures***
H H H SIGNATURES (REVIEWERS AND APPROVERS
2. Prmt/SIgn your name (reqUIrEd) : Print Name ) Signature Date Comments
3. Pl Approval, if grant is impacted. B Form completed By:
4. MPP approval (required) el
. . °an/Director/AVP Approval:
5' DIVISIOn BUdgEt Lead (rEqU|red) aision Budget Lead Review:| Select a name from this list J
6. SPPA reviewer if grant is gPPA Reviewer (for grants):
. PPA Approver (for grants):
ImpaCted' X . aR Position Control Analyst:| Linda Lara
7. SPPA approver if grant IS For HR |position # Status: Same Updated to: Fund BKOO1 Impact:
impacted_ nly |Account # Status Same Updated to Payroll Move Status
8. HR PC Analyst (required) Rex 08002
9. For HR use only.
Once the form is completed, you may begin routing for signatures through Adobe Sign in the order listed.
If you have further questions, please contact Human Resources at 661-654-2266 or HR@csub.edu
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