Correcting Negative Balances on Fund 179

1. Make sure your staff are not distributing personnel to the Default HR Account Code. If they are, explain to them the purpose of the Default Account.
2. Run the College of Medicine 179 Payroll Cost Distribution report. Download the output to Excel and sort and summarize to determine the costs that are causing your negative balances. If you need help determining the best way to summarize the data, please contact Bobbi Reynolds or Rosemary Asare to help you.

3. After you’ve determined what needs to be corrected, submit retros as soon as possible.

4. If you are unable to determine what needs to be corrected please contact Bobbi Reynolds or Rosemary Asare for help.

5. For items that cannot be corrected through retros, follow Journal Entry instructions provided by Finance and Accounting and submit the appropriate Journals. Please copy Bobbi Reynolds when you submit these Journals to Finance & Accounting, to help us track that you have taken all the necessary steps to correct your balances.

6. If you have non-salary expenses on Fund 179 with no offsetting revenue, you need to do E2Es to move the expenses off 179 to the most appropriate Cost Center.

Important points to note:

1. Distribution corrections made by Journal Entries will not be reflected on the Payroll Cost Distribution Report. You need to modify your report to reflect corrections you’ve made through Journal Entries (see listing of Journal Entries posted to your Cost Center so far). If you’ve submitted Payroll Journal Entries to F&A which are not reflected on the list we provided please notify Bobbi Reynolds by sending her a copy of the Journal.

2. Administrative Overhead, F&A, Workers Comp, and Unemployment Comp charges & reversals are made a month in arrears with the exception of June. As a result you will still see these charges in your cost center during the month you move your payroll expenses off Fund 179, however this will be corrected in the subsequent month.

3. Make sure you review the missing distribution list Mikki Hall sends to the Payroll Distribution Listserv. Note that names appearing on the final missing distribution list are going to end up on your default account if they are not corrected. 

Contact information:

Rosemary Asare rasare@dean.med.ufl.edu, Ph 265-8017

Bobbi Reynolds bobbi@dean.med.ufl.edu, Ph 265-8017

