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Vacation and Compensatory Payouts Overview

Vacation and compensatory payouts at termination or change of status are now centrally
funded. The ERE rate includes a component to fund vacation and compensatory payouts. Prior
to submitting a vacation/compensatory payout, departments are required to map the
terminating or change of status employee’s position number for Earnings Specific Distribution
for the earnings code VPO and CTP to Cost Center CC0004 and Program PG03070 in the
Maintain Position Accounting screens in PeopleSoft.

This guide will assist departmental representatives with the steps needed to accomplish this.
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Adding an Earnings Code to Maintain Position Accounting

Vacation and Compensatory payouts are now charged to a centralized funding account. It is
the department’s responsibility to add these codes to the employee’s position to ensure the
payout is posted to the appropriate account. To accomplish this, navigate via these menus:

Navigation: ASU Customization > ASU HCM Custom > ASU Position Management >
Maintain Position Accounting

Favorites ¥ Main Menu ¥ ASU Customizations ¥ ASU HCM Custom ¥ ASU Position Management ™ Maintain Position Accounting

N PS_GPETERS2 on ASUHRSUP 12/06/2018 All = Search

Position Accounting Distribution User: PS_GPETERS2
Enter Position /
Position 175815 Q Continue >=

If known, type in the position number. If unknown, click on the magnifying glass and select the
appropriate position number. Click Continue.

Favorites ¥ Main Menu ¥ ASU Customizations ™ ASU HCM Custom ™ ASU Position Management ¥ Maintain Position Accounting

N PS_GPETERS2 on ASUHRSUP 12/06/2018 All ~ | Search

Position Accounting Distribution User: PS_GPETERS?

Enter Position

Position 175815 Accounting Specialist
Position Accounting
Fiscal Year: 2019 View Distribution Across Fiscal Year View Distribution History
Effective Date: |12/03/2018 |3y ? Continue >>

Type in the Effective Date: Beginning Date of the Pay Period.
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Favorites ¥ Main Menu ¥ ASU Customizations ¥

ASU HCM Custom ™

Maintain Position Accounting

ASU Position Management ™

Paosition Accounting Distribution Ussr: p5 GRETERS:
Enter Position
Position 175815 Accouniing Specialist

PocEiion AcooUnt! ng
Flscal Year:
Effective Date: 12032018

Click 2ave and Submit to confirm funding on department code changs.

Wiew Distrioution Across Flscal Year Wiew Distrioution Histary

2019

TRie
ACCOUNING Speciallst

Drenfid

D206

Cae
PRI O&112018
Suomimed

35 Of ADove Daner
3 35 of Aboue Dater

Replacs Distibution $tarting on the above EMdt with:

) Cumrent FOM values are displzyed wilhin e grid below. Add, delele or modify 3s approprisie
Click <5ve and Supmik= 10 replace payroll acoounting SRrioues 35 of e efiecive dae

» A driker workdag (Project, G, Grart, or Program) and Cost Center are required

» Praject, Gt and Grant will detauf relsed Cost Canter

» Cost Carier must be eniered first b seleat Program

+ MuFiple drier workdags ane not parmised

» To cfERgE e dNer warkiag fype, delete Drker and Cost Cenfler and revise 35 nested

» Accd, Dist%, or Optional: Eamings Spaciic Distrinution cannct be canged fr a
previoushy distributed payroll for 3 flled posklon

Usa Doptid: D020 Payanlies & Relmoursements
Required: Typical (Cefaull) Distribulion Find | View All
“Dist % | 100000

“Risquirsd: Driver Vioritag and Cost Canter Optional: Additional Worktags

Projsct Dept Reporting Ro !
Gt Department [+
Reporting

Grant AZU Awdit -,
Cost Conten CCO258 |0y FeFinancial Senicss Acagemic Emplojes Q,
Program PEIZETT |0y FS-Accouning SanioesLCL

Opiorzl Eamings Speciic Distrioution / Find | View 1

*Dest 3| 100.000| "E2rMINGE | CTP | Compensatory Time Pay OF

“Requirsd: Driver Vitorktag and Cost Canter Optional: Additional Worktags

Projsct D=pt Reporting Ro !

et Department a
Reporting

Grant AU Audit o,

|| CostCentsr CC0000 10 ol Smmioyes ReimedBoenzes | | scsgsmic Emplogss [

Program  [PGO3IT0 |y GU-Tempe Cemtralized vasation

Pajout-hLT

e

Optional: Addrional Worktags

“Dist % | 100.000] “Eamnings VPO |3 yacation Pay OF

“Requirsd: Driver Vorktag and Cost Canter

Projsct Dept Reporting Ro a,
Gt Department Q
crant Reporting

Sl ASU Auart Q
Cost Canter| CC0004 | GUHEmDICye: Relted Expenses Acatemic Employs [+1

Program PG00 |G Gu-Tempe Cemtraiized Vacation

Pajout-hLT

First ‘A 1of1 '+ Last
+[=

First 1-2aof2 ' Last
#=

+=

Click the + sign in the “Optional: Earnings-Sepcific Distribution” section to insert the

earnings code. Type in the following information:
1. Earnings Code: Type in VPO or CTP.
2. Description: will automatically appear.

3. Acct: Type in Cost Center CC0004 and Program PG03070 regardless of the earnings

code selected in step 1.
Dist percentage: Type in 100.00.

°o ok

Click save and submit.

Repeat steps 1 through 4 if needed for an additional earnings code.
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You will receive a confirmation message when submittal is completed. Click Return.

Favorites ¥ Main Menu ¥ ASU Customizations ¥ ASU HCM Custom ¥ ASU Position Management ¥ Maintain Position Accounting

-y - PS_GPETERS2 on ASUHRSUP 12/06/2018 All ~  Search

Position Management Information

N

Position Management

Submit Confirmation

‘/ The Submit was successful.
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Below are the results obtained utilizing this process

Favorites ¥ Main Menu ¥ ASU Customizations ¥ ASU HCM Custom ™

Maintain Position Accounting

ASU Position Management ™

User:

Position Accounting Distribution

Enter Position

Position 175815

Position Accounting

Fiscal Year: 2019 View Distribution Across Fiscal Year View Distribution History
Effective Date: 12/03/2018

Click Save and Submit to confirm funding on department code change.
Title

Accounting Specialist

Position Data as of Above Date:

Submitted Data as of Above Date: n'a na

Replace Distribution Starting on the above Effdt with:

0 Current FDM values are displayed within the grid below. Add, delete or modify as
appropriate. Click <Save and Submit> to replace payroll accounting attributes as of the
effective date.

* A driver worktag (Project, Gift, Grant, or Program) and Cost Center are required.

« Project, Gift and Grant will default related Cost Center.

* Cost Center must be enterad first to select Program.

« Multiple driver worktags are not permittad.

* To change the driver worktag type, delete Driver and Cost Center and revise as
needed.

+ Acct, Dist%, or Optional: Eamnings Specific Distribution cannot be changed for a
previously distributed payroll for 3 filled position.

Use Deptid: D0205 Payables & Reimburse

Required: Typical (Default) Distribution Find | View All

100.000

Dist %

*Required: Driver Worktag and Cost Center Optional: Additional Worktags

Project Dept Reporting Roll
Gift Department Reporting
Grant ASU Audit

Cost Center CCO FS-Financizl Services Academic Employee
Program PGO2877 FS-Accounting Services-LCL

Optional: Eamings Specific Distribution Find | View 1
Compensatory Time Pay Off

Optional: Additional Worktags

Dist %
*Required: Driver Worktag and Cost Center

Earnings CTF

Project Dept Reporting Roll
Gift Department Reporting
Grant ASU Audit

Academic Employee

Cost Center CC0004 =4 Expen

GU-Employee Rela

Program GU-Tempe Ceantralized Vacation
Payout-NLT
Dist % 000 Earnings VFO Vacation Pay Off

*Required: Driver Worktag and Cost Center Optional: Additional Worktags

Project Dept Reporting Roll
Gift Department Reporting
Grant ASU Audit

Cost Center Academic Employee

CCO0004

Program  PG03070 GU-Tempe Centralzed Vacation

zyout-NLT

(.

First ‘A 1of1 ‘% Last
+i=
First ‘4 1-20f2 ‘% Last
+| -
F=
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