Encumbrance Processing
Last Updated: July 30, 1999

Rule Table Setup

PTRECLS - Employee Class Rule Form

The Sdary Encumbrance Method indicator must be set to Vaue Input for Employee Classesto
be encumbered. SCT basdline processing will be used under this method, with only the data
entry of the Salary Encumbr ance in the NBAJOBS record, automated by a new process
(PWPSENC).

NTRFRNG - Fringe Budgeting Rule Form

Thisform is used to derive the OPE encumbrance percent. A diding percentage vaue, based
on the Assigned Sdary, will be cdculated, per Employee Class, using the Budget Percents and
Budget Amounts. The percentage will be the sum of the Budget Percents plus the sum of the
Budget Amounts changed to a month basis (see figure 1).

The Budget Percentsinclude items such as PERS, FICA, and Mass Transt. The Budget
Amounts include items such as the State Insurance Contribution, Union Flexible Benefit, and
Workers Compensation. The Budget Amounts will be divided by 9 for Employee Classes of
UA, UC, UE, and UG (9 month unclassified).

There are potentid adjusiments to this calculation. For part-time classfied employees (CB or
CE), the sum of the Budget Amounts is multiplied by the Appointment Percent to take the
contribution proration into consideration. Also, Secondary and Overload jobs will only be
charged the Budget Percents. Thiswill miss smdl dollars in some cases, an example would be
Workers Compensation.

There is some latitude for changes to some NTRFRNG vaues. The following BDCA codes
may be have varying vaues.
BUF (Union Hex) has a tandards vaue based on $60 monthly. This vaue should be
changed to reflect an accurate vaue for each campus, for each Classified Employee Class.
ZOF (OPE on Union Flex) has a standards value based on 24% of Union Hex. Thisvaue
should be changed if the value for BUF is changed.
TSF (SAIF) has a standards value of 1%. SAIF isonly changed againgt federa dollars, so
the 1% is overdated for non-federal amounts.
TSS (Socid Security) has a standards value of 6.2%. The encumbrance process does not
recognize acgp on Socid Security, so thiswill over-encumber for higher sdlary employees.
TT1 (Mass Trangt) has a standards value of 0.6%. Each trangt district may have a
different rate, for someit is 0%.
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ZOC (OPE on Cash Back) has a standards vaue based on 24% of anticipated unclassified
cash back. Since each campus potentialy has a different average amount for cash back,
thisamount could vary. Thisvaue should be reviewed after each open enrollment period.

NTRFINI - HR/Finance Setup Rule Form

This form identifies the finance Rule Class codes which will be used to post the encumbrances.
7PRI - Origina Salary Encumbrance
7PRA - Sdary Encumbrance Adjustment
70PI - Origind Fringe Encumbrance
7OPA - Fringe Encumbrance Adjustment

It also has a Check Box under the Fringe Rules button to Recaculate All Sdary or Fringe
Encumbrances. Thisis used with the NBPBUDM process to reset encumbrance numbers,
during the year-end roll process.

On-line Processing
NBAJOBS (Employee Jobs Form)

When anew job record is created the Salary Encumbrance Number and Sequence Number is
generated for the job labor distribution (NBRJILBD).

The Encumbrance Number is determined by:

1) Searching NBRJILBD for thefirst row that matches the entire FOAPAL of the new
NBRJILBD record, has an encumbrance number from the current fiscal year (determined by
the 3 and 4™ characters in the encumbrance number), and has a non-blank Encumbrance
Number and Sequence.

2) If arecord isfound, then the Encumbrance Number and Sequence are assigned to the new
NBRJLBD record.

3) If arecord is not found, amaximum number+1 is determined from the NBRJLBD table.

4) If the new Seguence exceeds 9999, then the Encumbrance Number isincrease by 1 and the
Sequenceis set to 1.

These transactions are recorded on the Job Labor Digtribution Change Form (NBIJLHS).
When aNew Date is entered, atransaction is recorded. If that record is then changed, the
changes are recorded. If the record is then changed, the reversal of the current records is not
recorded in NBIJLHS. If the record is deleted, the deletion is not recorded in NBIJLHS and
any records associated with the effective date can no longer be view on-line. Thismay lead to
some confusion.

Technical Note:

The criterion for the Encumbrance Number generation is found in the NBAJOBS, as the
CALCULATE_ENCD_NUM procedure.
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Note:

If ajob labor digtribution (NBRILBD) is deleted for which a saary encumbrance has occurred,
the records are marked with a Change I ndicator of “D”eeted. If the job labor digtribution is
changed, this causes the encumbrance to be changed to a new Encumbrance Number and
Sequence, any records with the same effective date as the one changed are marked with a
Changed Indicator of “D”, and new records are created. When arecord's Change
Indicator isset to “D”, the sdlary encumbrance for that record is liquidated during the next set
of encumbrance processes by setting the Enc to Post to the Salary Encumbrance. The
Change Indicator isthen set to an “H”istorica by the NHPFIN1 process.

Batch Processing

This series of process can be run one or more times each pay period. If it isto run multiple
times for agiven pay period, the same encumbrance date should be used eech time. If the
process is run with an encumbrance date of April 1st on March 314, it could be run again on
April 7" with an encumbrance date of April 1st. What this does s pick up any salary or labor
distribution changes made on NBAJOBS and adjjusts the encumbrances accordingly.

PWPSENC (Salary Encumbrance Recast)

Parameters
01) Encumbrance Date (Required, format DD-MON-YY YY) — This parameter should be
the first day of the month following the payrall processing cycle. For the 1998, MO, 7
cycle, the Encumbrance Date would be 01-AUG-98.
02) Chart of Accounts (Required) — Ingtitution Specific

Processing

This performs the automated data entry of the Salary Encumbrance and Fringe
Encumbrance fiddsin the Encumbering I nfor mation block of NBAJOBS. It also setsan
indicator (NBRBJOB_ENCUMBRANCE_CHANGE IND) toa‘Y’, which marks these
records as changed for encumbrance processing. The Fringe Encumbrance is an estimate
only, and is not used in further processng. The OUS OPE encumbrance processing is done
solely in the NHPFIN1 process.

This process uses SCT’ s caculation for the sdlary encumbrance (NBPBUDM ), which is based
on caendar days. The cdendar days become relevant when encumbering partial months, or
future dated job labor distribution records.

The Contract Start and End Dates, from NBAJOBS, are used in encumbering to identify the
length of the period to be encumbered and both dates should be within the current fiscal year. If
these dates are | eft blank, the Fiscal Year Begin and End Dates from NBAFISC are used as
default. It also will only encumber Active jobs, so employees on leave status for the summer
will not be encumbered until the job becomes active.
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The caculation will generate a sdary encumbrance based on the period beginning with the
Encumbrance Date parameter entered and ending with the least of the Contract End, Job
End Date, or Fiscal Year End Date. An example, if the Contract End was June 15, 1999
but the Job End Date was March 15, 1999 (terminated job), the process would encumber
through March 15. If thisisthe firs month that a sdary encumbrance was entered for this job,
the entire amount will process through to finance. If thisamount adjusts a current salary
encumbrance vaue for this job, then the difference between last month’'s Salary Encumbrance
and this newly caculated vaue will process through to finance,

Technical Note:

This process must be compiled with the Full or Semantics Pro* C option. A database
procedure (PWP_CALC_SAL_ENCUMBRANCE ) must be created first. This procedure
was build from the forms trigger N§ CALC_SAL_ENCUMBRANCE in NBRJOBS.

NBPBUDM - Budget Maintenance Process

Parameters
01) Process Mode (Required) — R for report only, P for processing.
02) Budget Processing (Required) —N
03) Encumbrance Processing (Required) — Y
04) (A)ctive or (W)orking Budgets (Optiond) — blank (N/A to encumbrance processing)
05) Chart of Accounts (Optiona) — blank (N/A to encumbrance processing)
06) Fiscal Year (Optional) — blank (N/A to encumbrance processing)
07) Budget 1D (Optiond) — blank (N/A to encumbrance processing)
08) Budget Phase (Optiona) — blank (N/A to encumbrance processing)
09) Encumbrance Date (Required, format DD-MON-YYYY) — This parameter should be
thefirst day of the month following the payroll processng cycle. For the 1998, MO, 7
cycle, the Encumbrance Date would be 01-AUG-98.

Process

This takes the Salary Encumbrance from NBAJOBS and applies the job labor distribution
(NBRJILBD) breakdowns. NBRJILBD stores the sdary encumbrance value last processed by
NBPBUDM (can be viewed on NBIJLHS). Any differences are caculated, by effective date,
and the reaulting difference is saved in the Enc to Post (can be viewed on NBIJLHS). This
Enc to Post amount reduces the previous NBRILBD Sdary Encumbrance. This difference will
post to the Encumbrance Number stored in NBRILBD. The Sdary Encumbrance and Enc
to Post may be viewed on NBIJLHS, but | had encountered some problems with records not
appearing in the query even when they exist in the history table.

Note(s):

The sdary encumbrance will post with an Encumbrance Item Number of 0 and the OPE
encumbrance will post with an Encumbrance Item Number of 1.
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Any records processed with a Change Indicator of “D” will not show on this report, but
will processinto Finance.

NHPFINL1 - Budget Data Finance Extract

Parameters
01) Interface COBRA Fag (Required) —N
02) Interface Budget Flag (Required) — N
03) Interface Encumbrance Hag (Required) — Y

Process

Theinitid step of the encumbrance processing updates the Interfaced Indicator in the
NHRENCD table. It scans the Encumbrance Period Detail Table (FGBENCP) for any current
recordsin NHRENCD, matching on encumbrance number, item, and sequence, and updates
the Interfaced Indicator to “Y” if it iscurrently a“N”. Thiswill assurethat any sdary
encumbrance which have aready posted to finance will not try to post asan origina
encumbrance.

The process then takes the Enc to Post and creates a NHRDIST and NHRFINC record. The
NHRDIST record isahigtorica record, which can be viewed using the NHIDIST and
NHIEDST forms. The NHRFINC record is used for the feed to finance. The NHRDIST and
NHRFINC records will have atransaction date of the date the process was run, which will be
the posting date in finance.

The Rule Class and Category for the sdlary encumbrance are determined viathe NHRENCD
table, based on the Encumbrance Number, 1tem, and Sequence. Theseitems are checked
in NHRENCD, and if the Interfaced Indicator is“Y”, the Sdary Encumbrance Adjustment
Rule Class (7PRA) is used and will have a Category of “P’. If the Interfaced Indicator is not
“Y” or therecord is not found, then the Original Sdary Encumbrance Rule Class (7PRI) is
used and will have aCategory of “O”. If the record was not found, one is then created, with
an Interfaced Indicator of “N”. Thisindicator of “N” isthen updatedto a“Y” the next timethe
processis run for update.

This process is where the OPE Encumbrance is generated. The amount is generated by
summing the Enc to Post values for ajob labor digtribution, then multiplying that the OPE
percentage determined through NTRFRNG, then subtracting the sum of the NHRDIST values
for ajob labor digtribution. The Category isonly used for reporting and display.

No records seem to be written to NBIJLHS during this process, so the Enc to Post does not
reflect an accurate vdue. The NBAPBUD values related to encumbrances are updated during
this process.

Thefollowing is an example of the OPE percentage caculation for a Unclassfied 9-month
employee with a $4000 monthly sdary:
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NTRFRNG

Budget Budget OPE
ECLS BDCA Plan Percent Amount Percent

UA R0O2 1 14.69%
TME 1.45%
TSF 1.00%
TSS 6.20%
TT1T L 0.60%
TUI 0.30%
CsC 5076.00
TWC 33.24
Z0C 264.00

24.24% 5373.24 39.17%

OPE Percent = 24.24% + (5373.24/9) / 4000)
figure 1

Now we will walk through an example and the caculations for processing sdary and OPE
encumbrances. The following is an example of the Job record to process:

NBAJOBS Contract Contract Effective Assign Encumb  Enc Pct
Start End Date Status Salary Number  Seq

Job Base 16-Sep-98 15-Jun-99

Job Detail 01-Jul-98 LWOP 4000

16-Sep-98 Active 4000
1-Feb-99 Active 4160
1-Jun-99 Active 3200

Job L/D 1-Jul-98 PR990001 2 100
16-Sep-98 PR990001 2 75
16-Sep-98 PR990001 43 25
15-Mar-99 PR990001 2 80
15-Mar-99 PR990001 133 20 figure2

When PWPSENC isrun for this record with a 01-AUG-1998 encumbrance date, the following
is popul ated:

NBAJOBS Salary Fringe Encumb

Encumb  Encumb  Change
Job Base  36240.00 14193.60 Y
figure 3

The Sdary Encumbranceis caculated usng SCT’ s basdline encumbrance process, and the

Fringe Encumbrance is estimated by an ITS function. The Encumbrance Change Indicator is set
to“Y”, so NBPBUDM will include it in processng.
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When NBPBUM is processed with a 01-AUG-1998 encumbrance date, the following is
popul ated.

NBAJOBS Encumb  Effective Encumb Encumb Percent Salary Sal Enc

Change Date Number  Seq Encumb  To Post
Job Base N 36240
Job L/D 1-Jul-98 PR990001 2 100 0 0
16-Sep-98 PR990001 2 75 18077.42 18077.42
16-Sep-98 PR990001 43 25 6025.81 6025.81
15-Mar-99 PR990001 2 80 9709.42 9709.42
15-Mar-99 PR990001 133 20 2427.35 2427.35

figure 4

The Encumbrance Change Indicator is set back to “N” in the Job Base record. The Salary
Encumbrance in the Job L/D represents the way the Job Base Salary Encumbrance was
gpolit. The Enc to Post amounts are the vaues NHPFINL will continue to process into Finance,
and then set to zero.

The Salary Encumbrance for the 01-JUL-98 Job L/D is O, because the Job was on Leave
Without Pay while this Job L/D record was active. The Salary Encumbrance for 16-Sep-98
iscaculated as:

Effective Effective Months  Assign Salary
Date 1 Date2 Between Salary Percent Encumb
16-Sep-98 1-Feb-99 4.516129 4000 75.00% 13548.39
1-Feb-99 15-Mar-99 1.451612 4160 75.00% 4529.03
18077.42

16-Sep-98 1-Feb-99 4.516129 4000 25.00% 4516.13
1-Feb-99 15-Mar-99 1.451612 4160 25.00% 1509.68

6025.81
figure5

The Effective Dates 1 and 2 span the entire period of aJob L/D effective period, but are
broken by a Job Detail Assigned Salary change. The calculation takes the first Job L/D
effective date and uses a Months Between function, which calculates full months first, then any
partial months are done by calendar days. So, between 16-Sep-98 and 01-FEB-99, there are
4 full months and a partia month for September (16/30=.533333). The Months Between are
then multiplied by the Job Detall Assigned Salary and the Job L/D Percent to arrive at the
Salary Encumbrance.

When dedling with the last Job L/D period, the remaining Salary Encumbrance is used instead
of the above cdculation, and multiplied by the Job L/D Percent.
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NBAJOBS Effective Salary
Date Encumb Percent
Job Base 36240.00
Job L/D 16-Sep-98 18077.42
16-Sep-98 6025.81
12136.77
15-Mar-99 9709.42  80.00%
15-Mar-99 2427.35 20.00%
figure 6

When NHPFIN1 isrun, it fird transfers the Enc to Post valuesin the Job L/D to NHRDIST
and NHRFINC, with atransaction date of the date the process was run, then setsthe Enc to
Post to zero. The OPE Encumbranceis calculated as follows:

Recast  Sum
NBAJOBS Effective  Encumb Enc Salary OPE OPE NHRDIST Finance
Date Number Seq Encumb Percent Encumb Encumb Encum
Job Base
Job L/D 1-Jul-98 PR990001 2 0
16-Sep-98 PR990001 2 18077.42
15-Mar-99 PR990001 2 9709.42
27786.84 39.17% 10884.11 0 10884.11
15-Mar-99 PR990001 133 2427.35
2427.35 39.17%  950.793 0 950.79
16-Sep-98 PR990001 43 6025.81
6025.81 39.17% 2360.31 0 2360.31
figure 7
Note:

The OPE Percent and OPE Encumbrance are not currently stored with the Job L/D, but
created as previoudy stated, during the NHPFIN1 process.

When this series of processes (PWPSENC, NBPBUDM, NHPFIN1) is run with a 01-SEP-98
date, no changes would occur, since the employee is still on LWOP.

When PWPSENC is run for this record with an 01-OCT-1998 encumbrance date, the
following is populated:

NBAJOBS Salary Fringe Encumb
Encumb  Encumb  Change
Job Base  34240.00 13410.30 Y

figure 8

When NBPBUDM isfor with an 01-OCT-1998 encumbrance date, the following is popul ated.
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NBAJOBS Encumb  Effective Encumb Encumb Percent Salary Sal Enc

Change Date Number Seq Encumb To Post
Job Base N 34240
Job L/D 1-Jul-98 PR990001 2 100 0 0.00
16-Sep-98 PR990001 2 75 16529.03 (1548.39)
16-Sep-98 PR990001 43 25 5509.68 (516.13)
15-Mar-99 PR990001 2 80 9761.03 51.61
15-Mar-99 PR990001 133 20 2440.26 12.91

figure9

The sum of the Enc to Post vaues should equa the difference between the previous Sdary
Encumbrance ($36,240) and the current Salary Encumbrance ($34,240), or $2000. The future
Job L/D records dso adjust dightly in this case, Snce now the effective period becomes whole
months, and the calendar days issue is removed.

Then NHPFIN1 isrun, the Enc To Post vauesin the Job L/D are transferred to the

NHRDIST and NHRFINC tables, with a transaction date of the date the process was run, then
they are sat to zero. The OPE Encumbrance isthen caculated asfollows:

Recast Sum

NBAJOBS Effective  Encumb Enc Salary OPE OPE NHRDIST Finance
Date Number Seq Encumb Percent Encumb Encumb Encum

Job Base

Job L/D 1-Jul-98 PR990001 2 0

16-Sep-98 PR990001 2 16529.03
15-Mar-99 PR990001 2 9761.03

26290.06 39.17% 10297.82 10889.11 (591.29)
15-Mar-99 PR990001 133 2440.26

2440.26 39.17% 955.85 950.79 5.06
16-Sep-98 PR990001 43 5509.68

5509.68 39.17% 2158.14 2360.31 (202.17)
figure 10

The Sum NHRDIST Encumbrance has avaue for this processing cycle. It isthe sum of the
previous OPE Encumbrance records being written to NHRDIST, which would be the amounts
transferred during the 01-AUG-1998 run.

NHPFIN2 Finance | nterface Process

Note: This process can generate alarge report in Summary mode and a very large report
(possible boxes of paper). It should not be printed. If required, it can be reviewed on-line.

Parameters
01) Detail Report FHag (Required) —a 'Y’ generates areport by employee. Thisreport is
very helpful in tracking problems with the interface, so thisisthe preferred option. N
generates a “totals only” report.
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02) Interface Flag (Required) —a'Y’ transfers the transactions into the Interface process
(GURFEED), so they can be processed into finance. N acts as a report only option.
03) Pay ID (Optiond) — Blank (leave blank for encumbrance processing).

Process
This process summarizes data by transaction date, rule class, FOAPAL and transfersthe Salary

and OPE Encumbrance documents into the interface process for finance.

FURFEED, FGRTRNI, FGRTRNR

These are the sandard finance interface processes. These will transfer the encumbrances into
journa vouchers. FGRTRNI performs the editing of the records, while FGRTRNR generates
the output of any errors,

FGRTRNR Errors
Encumbrance has not had an original posting — an adjustment (7PRA or 70PA) isbeing
processed, but no origina has been posted. If the transaction looks correct, the rule class
can be changed to an origind (7PRI or 70OPI) using the Transaction Detail view on the

Journa Voucher Entry form (FGAJVCD).
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Query Screens
Labor Digtribution Data Inquiry Form (NHIDIST) - This screen alows query of
encumbrance information based using FOAPAL query criteria.

HBANNER [_ o] %]

Action Edit Options  Block  FEield Becord Query Help  Window

fﬁf’ Labor Distribution Data Inquiry Form (NHIDIST 2.1.11)(COHR})

Chart: | ¢ Fund:

Index: || Organization:
- Hierarchy Roll Up Account:
From Date: Program:
To Date: Activity:
Categorg: Expenses j Location:

ID Name Earn BDCA Hours Amount b/C

«| ] Net: |

Rollback |  Exit |

FRK-40202: Field must be entered.
Fecord: 1/1 List of Walues
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Employee Digtribution Inquiry Form (NHIEDST) - This screen dlows query of
encumbrance information based using Employee query criteria

HBANNER [_ o] %]

Action Edit Opfions  Block Field Becord Query Help  Window

flf' Employee Distribution Inquiry Form (NHIEDST 2.1.11){COHR)

ID: | |_ Name : I I I_
Home Orgn: I I From: I To: I
Category: Payroll Expenszes j
Earn BDCA Fund Orgn Acct Prog Hours Amount %Amt
=
[ -
Totals: 4 _’l I I

Rollback |  Exit |

Enter Identification number; press LIST for name/ID search.
Fecord: 1/1
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Labor Digtribution Change History Form (NBIJLHS) - This screen shows the current
encumbrance number the FOAPAL will post to for a given job.

HBANNER [_ o] %]

Action Edit Options Block Field BRecord Query Help ‘Window

flf' Labor Distribution Change History Form (NBIJLHS 2.1.11)(COHR)

1D: ||541683996 Name: [*bney, Frank L Position: ||R99869 ~|DD

As of Date: O08-JUN-1998

Job Labor Distribution Change Information
Effective Date change Reason ﬁ

ID 1-JUL-159537 NEFEUDM encumbranc culation: change

Job Labor Distribution Detail Information

Capture Date/Time: 29-May-1935 11:58:58 &M —
Encumbrance Number : FR2E00DE =(d |J
Percent Coas Fund Orgn Acct Prog Actuy Locn Project Cost
salary: I 100 IR_ ooioo0 | [z3zzao | [ioioi | [eioio I I_
Fringe:
External: I 0 I
Residuals Rollback | Save | Exit |

Feason for change to Labor Distribution.
Record: 1/%
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ChangeLog
April 12, 1999 — Made changes in NTRFRNG area, changing the Budget Amount divisor to be
determine by the Employee Class, not the Annua Badis

April 16, 1999 — Added the Change Log. Added Batch Processing documentation for running
encumbrances multiple times per month.

#BANNER _[olx]
Action Edit Opfions  Block  Field Becord Query Help  Window
# Detail Encumbrance Activity Form (FGIENCD 2.1.11)(0TPS) [_ o] =]
Encumbrance: |
Desc: Status: I_ Type: I_
Date Est.: Bal: I Uendor: I I

Item:l Sequence: I Fiscal Year: I— Commit Ind: I_ =

C Index Fund Orgn Acct Prog Actu Locn Proj
Enc: I Lig: Balance: I -
Trans Date Type Doc Code Action Trans Amount Remaining Bal

I_ -

T

Rollback Exit |

Record: 1/1

Enterthe Encumbrance Number. LIST is available. |

f:/documentation/encumbrance processing.doc Page 14 03/10/0011:50 AM



