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Adjusting a Distribution

1. From the My Task List > Budget Preparation >Manage position and employee data >

Maintain filled positions form,

> Forms
My Task List

— P Budgst Preparation

iy G Review employes information

i3 s Mass adjust compensation and frings
i Manage position and employes data
i3 t‘:' Maintain position data

= EH Maintain filled positions |

3 tw Maintain employees by paosition
= s Fill to-be-hired vacancies
b P Calculations
i3 P Review entity compensation budgsts
> B All Funds Budget
i P Support Unit Budoet

2. Right-click on the employee for which you wish to change the distribution.

P_00004089 Carter, Jerome
P_0000408%8 Thoms,Jim
P_00004775 Wilson, Amy
P_0000486% Johnson, Mack
P_00005734 Greenhill, Tawny

P 00005736 Corden,/James
P_00005737 James,Pamela
P_0000573% Lawrence,Gina
P_00005814 Felicitano,Malcolm
P_00008608 Curtis,Dominique

P_00008831 Clarke,Victona

P_0D00D5080 Morrow,Holly

LECTURER - 000531 711/16
@ Calculats Compensation Expense 7i1/15
@ Allocate Compensation Budoet to GL Accounts
711/16
@ Delete Employes Assignment 71f16
7/1f16
Assign Employes 3
IE,}, Edit Employee Details 7/1/16
[:E| Change Status
7/1/15
E Review Employee Allocation Results
Edit » 7118
Adjust 3
. 7/1/16
Eﬁamments
"= Supporting Detail 7/1/16
{Til Change History 711/16
Fiscal Assistant II - 002009 7i1j16
Web Developer - 001859 7/1/16
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3. Click the Edit Employee Details option

4. Click the Distributions tab.

5. Click the Entity Segment drop down field for the desired allocation.
(You may need to click the current Entity value to see the drop down arrow.)

6. Enter the desired Entity number into the field. (e.g., "D_1302".)

7. Click the desired Entity.

4.

General = Position Detzils = FTE = Status Changes  Salary  Additional Eamings ~ Fringes | Benefit Elections | Distributions
Allocation
Dept Flex Start  Allocation Percentage
Entity Segment Fund Segment Segment Date End Date  Allocation
15t Allocation | D_13020100 5. l — I At APENT A AR ARA At APk e wlatg 30017 100
Entries ®
6_ et D_1302| %
Mam=
|o_13020000 |
D_13020100
D_13020200
D_13020300
Expense
Yea = October
Basic Salary Expense 6,359 6,359
Benefits Expense 1,711 1,711
Taotal Compensation Expense 3,070 8,070

8. Click the Fund Segment drop down field.

(You may need to click the current Fund value to see the drop down arrow.)
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9. Click the desired Fund/Budget Reference/Source of Funds option (e.g., 101-CRRNT-

NO_SOF).
General  Position Details  FTE  Status Changes  Salary  Additional Eamings | Fringes  Benefit Elections | Distributions
Allocation
Program Dept Flex Start  Allocation Percentage
Entity Segment Fund Segment Segment Segment Dats End Date  Allocation
1st Allocation  D_13020000 Mo Fund 8. B mR— 4 Bie Fumei .. —ia i e 100
Entries ®
Search A
Name
Mo Furd
O, [Lo1-CRRNT-NO_SOF ]+
101-CYPWD-NO_S0F
102-CRRNT-MO_S0F
102-CYPWD-NO_S0F
103-CRRNT-NG_S0F
Expense 103-CYFWD-NO_SOF
105-CRRNT-NG_S0F W
YearTotal Juby  105-CYPWD-NQ_SOF
Basic Salary Expenss 62,000 < > 359
10. Click the Program Segment drop down field.
(You may need to click the current Program value to see the drop down arrow.)
11. Click the desired Program option (e.g., PRG_1100)
General — Position Details = FTE ~ Status Changes  Salary  Additional Eamings  Fringes  Benefit Elections
Allocation
Program Dept Flex Start  Allocation Percentaoe
Entity Sagment Fund Segment Segment Segment Date End Date  Allocation
1st Allocation  D_13020000 1-CRRNT-NO_SOF w NDngm'lfv 'No Dept Fle  7/1/16  6/30f17 100
Entries X
Search | ~
Name
Mo Program
PRG_0100 ~
PRG_0200
PRG_0300
PRG 0500
11 | PR 1100 |
Expense " PRG_1101
YearTotal July A PRG_1102 b
PRG_1103
Basic Salary Expenss 62,000 < > 3
Benefits Expense 16,678 3

12. Click the Save button.
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Notice the yellow fields no longer appear once you save your changes.

Allocation

1st Allocation C-13020000w 101 CRENT-NO_SOF PRG_11.. MoDeptFlex  7/1/16  6/30/17

General = Position Details = FTE ~ Status Changes  Salary | Additional Earmings = Fringes | Benefit Elections | Distributions

Program Dept Flex Start  Allocation  Percentage
Entity Segment Fund Segment Segment Segment Date End Date  Allocation

100

(i) Information x
The data has been saved.

OK

If you need help with...

e Technical issues, contact the UF Help Desk:
0 392-HELP(4357)
0 helpdesk@ufl.edu

e Policies and Directives, contact the UF Budget Office:
0 392-2402
O http://cfo.ufl.edu/administrative-units/budget/
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