Retro Transaction Change Instructions                                                Updated 4/6/2016

To Complete a Retro Transaction Change Form

1. Preparer’s Information

· Complete the top section of the form with the preparer’s information.
· This will be the person authorized to be contacted for follow-up questions.
2. Report – UMBC History of EE Pay Dist

· To complete this form it is IMPORTANT to pull up the report – ‘UMBC History of EE Pay Dist’
· Navigation:PeopleSoft Finance> Main Menu>Payroll Reporting> UMBC History of EE Pay> EE PayHist Report “UMPYR001”
· This report indicates by pay period how the employee was paid.
· The Retro Process can only move the information as it shows on this report. 
3. Employee’s Information

· Complete the second section of the form with the employee’s payroll information as shown on the UMBC History of EE Pay Dist Report.
· Pay Group – make sure you indicate the proper pay group.
· ‘To HR Account Code’ – this is the new account code where you are requesting the funds to be transferred “to”.
· The ‘From Date’ and ‘End Date’ does not have to be the first/last day of a pay period. The dates do have to be within the same fiscal year.
4. Transferring Funds Using Percentages

· Salary and Fringe Benefits will transfer using the requested percentage(s).  If you are requesting ‘Process Salary Only’ or ‘Process Fringe Benefit Only’ then circle your option.
· Enter on line 1 the new account code you are requesting. Next to this line enter the retro percent. The retro percent would be 1.00 for 100% or .xxxx for any percent less than 100%.
· If you need additional lines for other new account codes, use lines #2-#6.
· The TOTAL of your new account code lines (#1-#6) cannot be over 100%.
5. Transferring a Specific Amount

· THIS PROCESS IS MEANT TO BE USED FOR CLOSING OUT AND BALANCING ACCOUNTS AT THE END OF THE FISCAL YEAR OR PROJECT PERIOD.

· If multiple pay periods need to have funds transferred for an employee’s position, then the percentage method under the Date Range section should be used. To balance the transfer to the exact dollar amount, then use a Specific Amount for the balancing figure.  The balancing amount will not have Fringe Benefits associated with it.
· You can only transfer a specific amount for one pay period per Retro form.
· Transferring a Specific Amount does not process Fringe Benefits.
· Pay End Date – enter the last day of the pay period involved.
· Enter on line 1 the new account code you are requesting.
· Enter the specific dollar amount on the Retro Amount line.
· Earnings code – enter one of the following earnings code:
                                 REG = Regular pay

                                 OTP = Overtime pay

                                                   CRG = Contractual pay

6. Effort Reporting

· The Approval Signature is attesting the Retro Entry complies with A(21) regulations if applicable.

· Attach a copy of the Statement of Payroll Charges Report.

7. Forwarding Form

· Obtain Approval Signature from the department owning the position. Approval signature is attesting to the accuracy of the data being presented on the form.
· When the Retro is inter-departmental, an Approval Signature is required from the department the transfer is going to.
· Forward approved form to:
Financial Services

Admin 409

