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DESCRIPTION 

 
This job aid is for Central HR. 

The purpose of this job aid is to help Central HR process a transaction that was effective prior to 

go-live in INFORMS. 

This guide will cover the following transactions:  

1) Timesheet change for a pay period prior to go-live date. 
2) Personnel action such as merit, promotion, or demotion that is effective prior to the go-

live date. 
3) Terminations effective prior to go-live. 
4) Terminations effective within the first 11 months of go-live. 
5) DROP entries for the first 11 months of go-live. 
6) DROP entries effective prior to go-live. 

Once all the data entries have been completed, a series of jobs will be run from the legacy 

application (Time & Leave) to produce files that will be loaded into INFORMS. There will be a 

file to update the leave balances as of the conversion date and another file that will contain any 

monetary adjustments. These prior pay period adjustments will be calculated in Time and 

Leave. If applicable, files will be sent to the Payroll Team containing the retro earnings amount 

and the corresponding deduction amount. 

This guide will also contain the steps to load the data into INFORMS using the Excel-to-CI utility. 

It enables the user to upload data into INFORMS database from an Excel Spreadsheet utilizing 

all the business logic and editing provided by INFORMS. 
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Step Action 

1.  

Transaction type 1: 

Timesheet change for a pay period prior to go-live date. 

 

Late Change will be submitted as a document from the Department Personnel 

Representative’s office to the Personnel, Time, and Attendance division in central HR.  

 

For employees in MDFR, Time & Leave will continue to receive an integration for their 

late changes. The IDPR screen must be reviewed to update any pending transactions.  

 

Once DPR receives the form, a Central HR user will enter the late change in the 

appropriate pay period of the LPAR screen. 

 

Sample form:  
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2.  

Scenario:  Late change is received for the employee to add 4 hours of overtime on 

5/14/2022 and 4 hours of annual leave on 5/15/2021. 

 

Navigate to the LPAR screen and find the pay period containing the requested late 

change dates. Enter changes as specified by the department and press F12 to update. 
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3.  

Once updated, verify that the leave balance has been updated accordingly and the 

appropriate money adjustments are generated, if applicable. In the case above, the 

annual ending balance should be depleted by 4 hours, and a money adjustment should 

be produced for the overtime.  

 

Review Leave balance after the change. 

 
 

Review Money adjustments. 
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4.  

Once the data has been extracted from INFORMS, you may verify the updated balance 

in the Calendar Results of the Absence Management pages. The earnings can then be 

reviewed on the paylines of the employee. This process is not immediate and will be 

scheduled to run for the users to review their results.  

Review Absence Balances:  

• Navigate to: Global Payroll & Absence Management > Absence and Payroll 
Processing > Review Absence/Payroll Info > Results by Calendar Group. 

• Search by Employee ID #. 

• Select the current open Calendar Group ID. This should be the last one in the 
search results (Example 2022PP11, 2022PP12). 

• Review the Accumulators for the Calendar Information with a Calendar ID of 
CNV. The file loaded into INFORMS would have updated the beginning balances 
as of go-live. 

 



INFORMS Job Aid: Retroactive Process for Transactions Effective 
Prior to Go-Live    

 

7 

5.  

Review the money adjustment:  

• The money adjustment will be mapped to earning codes and loaded into the 
employee’s paylines. Refer to the mapping of the money adjustments to know 
what earning code to expect in INFORMS.  

• Navigate to: Payroll for North America > Payroll Processing USA > Update 
Paysheets > By Payline. 

• Search by the Employee ID # and select the payline to view. The payline 
available should be for the current pay period.  

• Earnings should be reviewed to ensure the money adjustments produced by 
Time & Leave have been loaded, and one-time deductions should also be 
reviewed to ensure the appropriate FRS amount is being deducted.  

 

Sample page view:  

 

These steps are applicable for all late changes related to adjustments on the timesheet 

for any of the following: night shift differential, out of class, leave, regular hours, and 

overtime hours. 
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6.  

Transaction type 2: 

Personnel actions such as merits, promotions, reclassifications effective prior to go-

live. 

DPRs office will only forward to Central HR any Personnel Change document for 

transactions that are effective prior to the go-live date. For transactions effective after 

go-live, they must be completed in INFORMS. 

 

Once the PCD is received, the Central HR user will need to process the transaction in 

Time & Leave & in INFORMS. 
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7.  

Scenario: Employee is due a retro merit increase from step 10 to 11 effective 

05/02/2022. 

Update the applicable fields in PCD1 (effective date, reason, step, bi-weekly rate, 

anniversary date, pay exceptions). 

In this scenario, the only effective date, reason, step, and anniversary date were 

applicable. If processing a promotion, you may need to change the job code, status 

date, pay exceptions, etc. 
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8.  

Update RTRS & LPAR to apply to prior pay periods; complete ripple for all applicable pay 

periods. 

LPAR will only allow you to update up until the pay period prior to go-live. Once live in 

INFORMS there will be no additional LPARs created.  
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9.  

Review money adjustments that were generated by the transaction. 

Once data has been loaded into INFORMS, it can be validated on the paylines. These 

adjustments should be kept to audit the transaction.  
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10.  

Add an additional row with the same date as conversion Job Data. If an employee has 

any additional rows that are effective after the conversion date, those would also need 

to be updated.  

Navigation: Workforce Administration > Job Information > Job Data. 

• Determine the top of the stacked row in Job Data. If the top row is effective on 
the date of conversion, only one row is needed. If there are multiple rows after 
the conversion date, you need to add an effective sequence for each row that 
needs to be updated.  

• In the example below, it has been determined that the top row is the conversion 
row and proceeded with clicking the plus sign and adding a row with the same 
effective date of conversion (go-live).  

• Enter an effective sequence of 1 to create a second version of this effective 
date. Select the appropriate action/action reason based on the transaction 
being processed.  

• If the action is a promotion/demotion, the DPR should provide you with the 
appropriate position number to place the employee.  
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11.  

If the employee’s union or job-basis/non-job-basis status changes, the updates must be 

made on the Payroll tab. Eligibility Group and Holiday schedule should be reviewed to 

determine if changes are needed. 

 

12.  

• Each tab of job data must be reviewed to determine the needed changes. 
Review the job code and add the salary step if it needs to change. 

• Add the appropriate salary step in the Salary Plan tab if the employee is on 
steps. 
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13.  

• If pay exceptions (rate codes) need to be modified, the Compensation tab needs 
to be reviewed.  

• Using the Pay Exception to rate code mapping, you can remove or add the pay 
exceptions that were requested on the PCD.  

• If the pay step was changed in the last tab, you would need to click Default Pay 
Components so that the MDBKLY gets updated with the correct base rate. If the 
employee is on a range, you would need to enter the new base rate directly in 
the Comp Rate field of the MDBKLY rate code. 

• Once updates are made, you must click Calculate Compensation and expand the 
pay rates section to review the new hourly rate.   
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14.  

• If the update requires changes to the Status Date/Anniversary date, you must 
click on the Hyperlink at the bottom of Job Data labeled Creditable Adjusted 
Dates.  

• Next to each date is a View/Edit History link that you may click to adjust the 
specific date you need. Within each date, an Original and Adjusted date is 
tracked, and you may change both if needed. The adjusted date is used to track 
lost pay periods from the original date.  
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15.  

• The Time & Labor enrollment should also be verified if a change in union or job-
basis/non job-basis was done during the transaction.  

• Navigation: Time & Labor > Enroll Time Reporters > Maintain Time Reporter Data. 

• The Workgroup should match the Absence Eligibility Group in Job Data and should 
be in accordance with the union and job-basis/non-job-basis status that the 
employee has. 
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16.  

• After the transaction has been processed in Job Data and payroll Retro Calculation 
has been run, you may review the Retro Calculation Results that will be triggered for 
the pay periods that have already been paid in INFORMS.  

• Each row of retro reflects a different retro earning code and should be reviewed.  

 

17.  

Transaction Type 3:  

Terminations effective prior to go-live. 

An employee needs to be terminated effective 5/15/2022. This is identified as a prior to 

go-live effective date. 

DPR will submit PCD to terminate the employee with an effective date prior to go-live. 
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18.  

Central HR user will update LPAR using PAR code T on the day of termination and the 

termination reason specified on the PCD. 

 

 

19.  
If there are any pay periods following the termination date in LPAR, they will need to be 

updated; complete the LPAR ripple. 
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20.  

Review the money adjustments if the employee has any applicable leave payouts.  

 

These adjustments should be reviewed on the paylines and once they are loaded into 

INFORMS. The leave balances should also be reviewed in INFORMS to ensure the 

balances are now reflected as zero. 

21.  

Insert termination row into Job Data in INFORMS. 

Insert a row between the hire and conversion row with the effective date being 1 day 

after the termination date. Ex. Termination date 5/15/2022, effective date in Job should 

be 5/16/2022. The Action – Action Reason should be mapped from the termination 

code.  

Ex. Termination code EG would be Action/Action reason of Retirement/Retirement. 
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The conversion row effective 6/13/2022 also needs to be reviewed to ensure that the 

HR Status is inactive. 

 

Payroll will need to be notified to create a manual paysheet for the employee’s payouts 

to load to the paylines. 

22.  

Transaction Type 4:  

Terminations effective within the first 11 months of go-live. 

This process will be used to identify employees being terminated in INFORMS with an 

effective date within the first 11 months of go-live. This is needed for the Absence file 

to obtain the correct values of the FRSable amounts for the last 11 months according to 

the termination date. 
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23.  

Run query from INFORMS to determine the terminations entered in the current pay 

period. 

The following queries can be run to identify employees being terminated in the current 

pay period. The first query should be run using the To and From dates for when the 

transaction was processed in Job Data:  

• TERMINATED_EMPLS_BY_ACTION_DT  

• TERMINATED_EMPLS_BY_PAY_PERIOD 

• TERMINATED_EMPLS_BY_TERMINA_DT 

24.  

On the query, the user should identify which terminations are effective up to 11 

months after the go-live date. Enter termination status and date for the employee in 

MISC and update the transaction.  

 

When the Absence retro file is produced, this will send the updated amounts of holiday, 

and compensatory leave considered FRS eligible. 
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25.  

Transactions Type 5:  

DROP entries for the first 11 months of go-live. 

When an employee enters DROP and elects to receive any of their holiday or 

compensatory hours paid out, we must determine for FRS the hours earned within the 

last 11 months. For the first 11 months after go-live, a portion of those hours will be 

stored in legacy. In order to receive the correct number of hours that have been earned 

11 months prior to the employee’s effective date of DROP, we will need to enter the 

DROP date in Time & Leave. 

26.  

Scenario: Employee enters DROP effective 9/1/2022. 

Documentation is received from the Benefits Team, and it is identified that the 

transaction is effective post-go-live.  

DROP will be entered in Time & Leave DROP screen. Payouts do not need to be entered 

in Time & Leave, only the enrollment.  

 



INFORMS Job Aid: Retroactive Process for Transactions Effective 
Prior to Go-Live    

 

23 

27.  

Insert the row into Job Data of the DROP entry. If the top of the stack row is prior to the 

effective date of DROP, you may click the plus sign on the first record. If the top of the 

stack row is greater than the DROP begin date, you will need to enter a sandwich row.  

 

Click on the Benefits Program Participation and enter the new retirement kind.  
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If the employee has any effective dates in Job Data greater than the DROP entry date, 

you must update all rows to ensure the new retirement kind is carried forward. 

28.  

If the employee has requested any leave payouts, they must be entered on the DROP 

Leave Payment Election form in the HR Forms tile.  
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29.  

Transaction Type 6:  

DROP entries effective prior to go-live. 

When an employee enters DROP, they may elect to receive a portion of their leave paid 

out. If the effective date of the DROP entry is prior to go-live, the transaction must be 

completed in both Time & Leave and INFORMS.  

30.  

Documentation is received from the Benefits Team, and it is identified that the 

transaction is effective prior to go-live.  

DROP will be entered in Time & Leave DROP screen. Payouts will need to be entered as 

well. LPAR must be updated, and any ripple of pay periods will need to be completed. 
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If money adjustments are created they will be brought over into INFORMS on the Retro 

Earnings file. Users can review the earnings on the paylines once they have loaded. 
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31.  

Job Data must be updated with the DROP entry effective date.  

Users must determine where to insert the row in Job Data based on the effective date. 

If the top of the stack row is greater than the DROP begin date, users will place a 

sandwich row between the Conversion row and the Hire row. 
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32.  

Click on the Benefits Program Participation and enter the new Retirement Kind. 
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33.  

If the employee has any effective dates in Job Data greater than the DROP entry date, 

you must update all rows to ensure the new retirement kind is carried forward. At a 

minimum, the employee should have the conversion row also to update the retirement 

kind. 

For this scenario, you do not need to enter the DROP Leave Payout Election form in 

INFORMS. The leave payouts will be loaded from Time & Leave.  
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Steps for Excel-to-CI: this process will be conducted by the Payroll Administrator. 

Step Action 

34.  

Access the templates posted on SharePoint. Select the template based on the data you 

will be loading (Earnings, Deduction, Taxes, or Garnishments). 

Excel-to-CI template 

35.  

• Open the Excel sheet and select the Connect Information tab.  

• Complete the following fields.  

o Web Server Machine Name: Name of the webserver environment to 
connect. You can find this information on the environment URL. 

 
o Protocol: HTTP/HTTPS. 
o HTTP Port: Port Number Web server is default 443. 
o Portal: Default is EMPLOYEE. 
o PeopleSoft Site Name: INFORMS Site Name or the environment name 

where you are loading the data. 
o Node: INFORMS node name. The default value is HRMS. 
o Language Code: The default is ENG. 
o Chunking Factor: Number of data rows to be loaded to the database at 

one time. The default value is 40. 
o Error Threshold: This is set if you want to stop the loading into the 

database after a certain number of errors is reached. 
o Action: The types of actions available are based on the structure of the 

component interface. The actions are: 
▪ Create: Create action is used to create or insert a new row. This is 

equal to the “Add” action of a search page. This could be the 
most widely used among the actions in Excel to CI. 

▪ Update: This action partly functions as a Create. This is used to 
create/append new child rows. Before inserting a new child row, 
it checks for the parent row keys. 

▪ UpdateData - Use this option to update specific non-key values 
that already exist. 

https://miamidadecounty.sharepoint.com/:f:/r/sites/EDGE/Official_HCM/Team%20Phase/05%20-%20Test/11%20Parallel%20Test/Excel-to-CI%20Template?csf=1&web=1&e=dD739B
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36.  

• Select the Template tab. 

• Click on Add-Ins. 

• Select New Data Input. 

 

37.  

New Data Input: When building a new data input sheet, the system will display the 
following prompt. If you select Yes, a new data input sheet is created, overwriting the 
former one. 
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38.  

• Enter the Received Data. 

• Select Stage Data for Submission.  

• The system automatically enters the data into the final tab: Staging & 
Submission. 

39.  

• Select Submit Data. 

• Enter the User ID and Password.  

• Click OK. 

 

40.  

The data updates. 

• Click Post Result. 

• After the submission results are copied to the data input sheet, the status of 
each row is viewable, and corrections can be made to rows with an Error status. 

 

41.  
Review the loaded results in INFORMS by navigating to Payroll for North America > 

Payroll Processing USA > Create and Load Paysheets > Update Paysheet Transactions. 
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42.  

• Select Transaction Status, enter Active. 

• Select Search. 

 

43.  

Run Prior Retro Validation Report in INFORMS by navigating to Reporting Tools > Query  

> Query Manager or QueryViewer. 

• Search: MDC_PRIOR_RETRO_VALIDATION. 

• Click on Run to Excel. 

• Populate the Pay Period End, which you are processing the retro. 
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44.  

If the query returns results, update the Retirement Plan of the employee to insert the 

historical benefit plan from Time and Leave.  

Navigate to Benefits > Enroll in Benefits > Retirement Plans.  

 

45.  

Review the results, then load the transaction to paysheets to include in payroll 
calculation. 

• Navigate to Payroll for North America > Payroll Processing USA > Create and 
Load Paysheets > Load Paysheet Transactions > Load Paysheet Transactions. 

 



INFORMS Job Aid: Retroactive Process for Transactions Effective 
Prior to Go-Live    

 

35 

46.  

• Enter the Run Control ID. 

                      Or 

• Select Search. 

• Select the Run Control ID.  
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47.  

Populate the run control parameters: 

• On-Cycle or Off-Cycle Run: Use this group box or the Off-Cycle Run group box 
to the right to specify which transactions you want to load into paysheets. For 
On-Cycle Runs, you must use the On-Cycle or Off-Cycle Run group box. For off-
cycle runs, you can use either group box. 

• Pay Run ID: Select the pay run ID that identifies the pay calendars you want to 
load and process the data. The system loads data for all employees in the 
companies and pay groups represented by the pay run ID.  

• On or Off-Cycle: Select On-Cycle to process the data as part of the normal 
payroll schedule. 

Calculate Options: 

• Paysheet Update Source: Select the source of the data from which you want to 
create paysheets. Select Other Sources if applicable. 

Process Option: 

• Process Transactions: Select this option to load data and create paysheets. 
• Reset Transactions: Select this option to reset transactions from inactive to 

active so you can create paysheets again. 

Check OK to Pay: Select this option to automatically mark the paysheets as OK to Pay. 
The Pay Calculation process only processes those transactions marked OK to Pay. 

 

48.  Click Run.  
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49.  

Select OK on the Process Scheduler Request page. 

 

50.  Select Process Monitor. 

51.  
Select Refresh on the Process Monitor page until the Run Status is marked as “Success” 

and the Distribution Status is “Posted.” 

 
 


