New York State Office of the State Comptroller
Bureau of State Payroll Services
PayServ Conversion to Statewide Financial System (SFS) Chart of Accounts (COA)

Inactivate Position Pool on the Department Budget Table in
PayServ

The PayServ conversion to the SFS Chart of Accounts has resulted in changes to how budget information
is stored in PayServ. Agency users will now inactivate position pools on the Department Budget Table
after completing the inactivation on the Position Pool Table (Refer to Job Aid for Inactivate Existing
Position Pools). All positions should be moved to a new position pool prior to inactivating.

e To select a position pool to inactivate on the Department Budget Table, go to: Set Up HRMS>
Product Related> Commitment Accounting> Budget Information> Department Budget Table
USA.

e Enter the Department (1), Fiscal Year (2), select Position Pool ID from the Budget Level (3) drop-
down menu if not already defaulted in, and enter the Position Pool ID (4) to be
reviewed/modified.

e C(Click Search (5).
Favorites @ Main Menu > Set Up HRMS > Product Related » Commitment Accounting > Budget Information > Department Budget Table USA

Department Budget Table USA
Enter any information you have and click Search. Leave fields blank for a list of all values.

)" Add a New Value

=
Set ID: = - SHARE L 1
Department: begins with - |02000 OJ‘_.
Fiscal Year: : - 2015 et 5
Budget Level: = - Pasition Pool ID - 4—'
Position Pool ID:  begins with - |05C OJ*;.
Job Code SetID: begins with =}
Job Code: begins with = =}
Position Number: begins with - =}
Empl ID: begins with - =}
Empl Record: = - =}
[Clinclude History
Limit the number of results to (up to 300). |300
Search Clear |Basic Search [@F Save Search Criteria

T5

Find an Existing Yalue | Add a New Value

e The Dept Budget Date page is displayed.
o Select the Dept Budget Earnings tab.
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" Dept Budget Date - [RRLU8=00AEE=EG TR | Dept Budget Deductions | Dept Budget Taxes | Dept Budget Actuals
e e e

SetiD: SHARE Department: 02000 osc Fiscal Year: 2015
Budget Begin Date: 03M8/2015  Offset Group: 09999 Budget Cap
Budget End Date: 021712016 (@ Per Budget Level Per Earn/Tax/Ded
Department @ Position Pool Jobcode Pasition Appointment '_ﬁ——' =
Position Pool ID: ~ TST TEST POOL COA
*Effective Date: 03182015 & EffSeq: 0  *Status:  Active - Date Entered: 02/23/2015
Budget Level Cap: 0.00 *Currency: W%

Earnings Distribution
ST  Budgetary ChartFieids

n

* Project ChartFields || Optional ChartFiskds || [F=2¥

Distribution % Funding End Date Update ChartFields Distributed
1 100.000 Update ChariFields O =
[5) save [oF ReturntoSearch ] PreviousinList |y | NextinList [Ek Add | | UpdsteDisplay | | inciude History |

Dept Budget Date | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes | Dept Budget Actuals

o  Click the plus sign (6) to add a new row.

The Effective Date (7) defaults to the pay period begin date of the next unconfirmed pay period for your
agency.

 Dept Budget Date | [BLIA=0TAEA=ETWLGERS - Dept Budget Eeductions " Dept Budget Eaxes " DeptBudget écruals N
SetlD: SHARE Department: 02000 osc Fiscal Year: 2015
Budget Begin Date: 03/18/2015  Offset Group: 99999 Budget Cap
Budget End Date: 031712016 @ Per Budget Level Per EarniTax/Ded
Find | View Al First £ 4.0f2 I ast
Department @ Position Pool Jobcode Position Appointment =]
7 8
Position Pool ID:  0SC / 0SC SAMPLE POOL /
*Effective Date: 04/09/2015 @, Efiseq: 0  *Status:  nacive - Date Entered: 04/06/2015
Budget Level Cap: 0.00 *Currency: ’E%

Earnings Distribution
T CEE  Budgetary ChariFields

b b w

" Project ChartFields || Optional ChartFields
s

Distribution % Funding End Date Update ChartFields Distributed
1| 100.000 Update ChartFields = (=l

(=]
[5) save  [St Retum to Search | |Es Add| [ Updaiemisplay | | & include History |

Dept Budget Date | Dept Budget Earnings | Dept Budget Deductions | Dept Budget Taxes | Dept Budget Actuals

e C(Click the Status (8) drop down to select ‘Inactive’.
o Click Save (9).
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