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Overview

On-line Payroll Distribution Confirmation (PDC) is an access.caltech application that allows
Award Managers and Faculty to certify reasonableness of distribution of payroll charges to
sponsored awards. Payroll Distribution Reports are generated from the Labor Distribution (LD)
Module for each six month period ending March 31 and September 30:

e Fiscal Year Period A: October1 - March 31
e Fiscal Year Period B: April 1 - September 30

The current reporting period will be displayed on the first tab of your PDC Home Page. It will
also indicate if you are in the Review or Certification period.

Payroll Distribution Confirmations o Help Exit Logout All
CALTECH

PDC Review (04/01/2013 - 06/30/2013) ) Aschive

Options
Certification Period Date Range:

; Go] [Actons | 04/01/2014 - 04/30/2014
-

Data extracted on 03-FEB-2014
12:33:09
i Project Manager
it b

Setup. il T Setup Design
Send Mal regarding these PDCs.

80N Ermais are nat saved by the PDC
System.

E

_Ammachmant_|

3
EEEERFEEEE

K0 B RN RS R
EEEEEEEEE

EEEE

I

o ) Caiforna Insttute of Technokgy 1200 E. Caiforna Bhvd Pasadena, CA 91125  (626) 395-3500 Tarms of
©
'F Use.

PDC User Guide v4 — May 2017 4



Reports

There are three types of reports used in the PDC process, two require certification, while the
other only requires an approval:

e Faculty Payroll Distribution Confirmation (FPDC) (requires certification)
Each person with Professorial Salary labor charged to sponsored awards receives a
Faculty Payroll Distribution Confirmation Report. These reports list 100% of the faculty
member’s payroll distribution charges (in %) for the reporting period. See Appendix A for
a sample report.

e Award Manager Payroll Distribution Confirmation (AMPDC) (requires certification)
An Award Manager will receive an AMPDC listing each award for which they are assigned
the Award Manager role in Oracle Grants Management (OGM). The report includes all
individuals that have any payroll charges to their awards. 100% of each individual’s time
will be shown whether or not all the time was charged to that Award Manager. See
Appendix A for a sample report.

e Project Manager Roll-up Report (requires approval)
A Project Manager (PM) will receive a request for a Roll-up Report from the Award
Manager. The report will list only the payroll charges for individuals charged to a Project
Manager’s project/s, not the individual’s 100% salary distribution.
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Roles - Who Can See and Do What

The PDC application automatically determines user roles, based on various factors. A user may
have more than one role. Each role will determine what is displayed on their PDC home page
and may determine the reports they will see.

Payroll Coordinator

The Payroll Coordinator’s PDC Home Page will list all Faculty and Award Managers for which they
are set up as the Payroll Coordinators in the Oracle Grants Management database. During the
opening of a Review Period, the PDC application will confirm that each Faculty/Award Manager
has only one Payroll Coordinator.

Users with a Payroll Coordinator role can:
e Review reports
e Assign Reviewers
e Assign Project Manager Rollup report approvers
e Monitor progress of completed Approvals, Reviews, and Certifications

Reviewer

As a Reviewer, the user will only have access to view/enter comments for those Faculty and
Award Managers for which they have been set up as a “Reviewer” by the Payroll Coordinator.

Users with a Reviewer role can:
e Review reports
e Add comments
e Monitor progress of completed Approval, Reviews, and Certifications

Award Manager and Faculty Certifiers
Award Managers and Faculty review and certify to the reasonableness of payroll distributions to
their Awards.

As Award Manager or Faculty, user will be able to view the Payroll Distribution Confirmation
Reports that pertain to their roles.

Users with a Certifier role can:

e View reports
e Certify reports
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Designees for Award Manager and Faculty

A Designee is an individual that is assigned by the Award Manager or Faculty, to certify the
Payroll Distribution Confirmation Report/s on his/her behalf. This individual should have
suitable means of verification that work was performed, and has the knowledge to confirm that
payroll charges were reasonable in relation to the work performed.

As a Designee, the user will have access to the Faculty and/or Award Manager Payroll
Distribution Confirmation Report for which they have been assigned.

Users with a Designee role can:

e View reports
e Certify reports

Project Manager Rollup Reports Approvers

An Award Manager may request a Project Manager to approve payroll charges to Projects linked
to his/her Award/s.

User with a Project Manager Rollup role can:
e Approve a Project Manager Rollup report

Project Manager Roll-up Reviewer

A Project Manager may request a Reviewer to review payroll charges to his/her Project Manager
Rollup report.

User with a Project Manager Rollup Reviewer role can:
e Approve a Project Manager Rollup report

Cognizant Administrators

Users with a Cognizant Admin role can:

e View all reports for their Payroll Coordinators (as configured by Post Award
Administration)

e Monitor progress of completed Approvals, Reviews, and Certifications
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Post Award Administration

Users with a Post Award Administration role can:
e Define reporting periods
e Open and close Review and Confirmation periods
e |Initiate email notifications to different groups
e Setup Cognizant Administrators
e View all certifiers under the Payroll Coordinators
e View all reports
e Monitor progress of completed Approvals, Reviews, and Certifications

View Only

Users with a View Only role can:
e View all reports

Review Period

The Review Period will open soon after October 1 and April 1, following the end of a PDC period.
Post Award Administration will send an email announcing that a Review Period is open to Payroll
Coordinators, Cognizant Administrators and Reviewers. Faculty and Award Managers will not
receive this notification, but can access their PDCs during the Review Period.

Key Points of Review Period:

e Payroll coordinator changes in Oracle Grants Management are dynamically updated in
the PDC application

e Reviews may be by specific employee or reviewed ‘in mass’ on the Award Manager
Payroll Distribution Report

e Reviewer may add comments at the employee level for the Award Manager Report and
at the report level for the Faculty report

e All comments are ‘rolled’ over from reporting period to reporting period, but not saved
in the archived reports

e Distributions in both the Faculty Payroll Distribution and Award Manager Payroll
Distribution Reports are updated weekly, reflecting any Labor Distribution Adjustments
(LDA)

e Reviews are date/time stamped and saved
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Certification Period

The Certification Period will open after the end of the Review Period (approximately 90 business
days after the end of a PDC Reporting period), indicating that the Faculty Payroll Distribution and
Award Manager Payroll Distribution Reports are ready for certification. Post Award
Administration will send an email, announcing opening and deadline of the Certification Period,
to Certifiers, Designees, Payroll Coordinators, Cognizant Administrators and Reviewers.

Key points of Certification Period:
e Reviewer comments are visible to certifier

e Electronic Certification immediately date/time stamped and saved
e Completed certifications viewable by Payroll Coordinators and Cognizant Administrators
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Archived Period Data

After the end of a Certification Period, all Payroll Distribution Reports will be archived within the
PDC application. The archived reports will be accessible to all user roles and reflect the
Electronic Certification date/time stamp.

CALTECH royron nmrmn«:o-mwmu

Archived P o Artwed Attachments
Seosth Criteris I _Artmhenet Ut
Pleass arcer 3¢ Mast ane optoral seaching ctera o awad bied sarctcs 1y
AR oo [eee
e B i : mame Suhiest  Attached @y AleshmeslBair  PeosdName  Altashed tnAM
e N COMBNDR PEC Medir S 2 i S N i ik 204 o

Key Points of Archive Period Date

1. Section A - Search Criteria:
a. The Type and PDC Period parameters are required
b. To find an archived Faculty PDC report enter his/her name in the Employee
parameter
2. Section B - Archived attachments list all uploaded attachments, for all periods, not
specific to a particular Award Manager of Faculty report
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Appendix A - Home Page & Report Samples

PDC Home page

CALTECH Payroll Distribution Confirmations Home Help Exit Logout All

% If you are not

please click here
7" PDC Review (10/01/2013 - 02/28/2014) ¥ Archive

Options
Certffication Period Date Range:

is the Payrol Coordinator for the folowing certifers.

~
A B EEmE 06/01/2014 - 06/30/2014

: .

H Data extracted on 04-MAR-2014

Award Manager Faculty Project Manager . - . 10:40:24

e PDC Status PDC Status Rollup Setup el Setup H

1 w 2 - 3 4 . 5§ -6 : Send Mai regarding these PDCs.

: Emaiks are not saved by the PDC

- = o)1 - - : system,
1-20f2 :
: Attachment

. -
AM Reviewer H

You have been selected as the reviewer for the following AMPDC/FPDC reports.
Certifier[] = Award Manager PDC Status | Faculty PDC Status

T =3 B

Designee Table View

The following certifier(s) have requested you to certify AMPDC andfor FDPC as the designee. Please click the links in the table to certify.
Certifier(v) Award Manager PDC Status = Faculty PDC Status

Pl o - 3 Ci

P,  Calforna Institute of Technology 1200 E. California Bivd Pasadena, CA 91125 (626) 395-3500 Terms of
\; i

[ms3

Sections
The PDC Home Page content will differ based on the individual user’s role:

e Section A - Payroll Coordinator
e Section B - Award Manager Reviewer
e Section C - Designee for Award Manager/Faculty

Columns

Columns displayed on the PDC Home page are the certifier’'s name, and links to either a report
or a setup process. The column data will vary throughout the Payroll Distribution Confirmation
process, from the review period to the certification period. Reports or setups are accessed by

‘clicking’ on the underlined three dots (...) or the information displayed in the column.

Columns 1 thru 3 display the same information in sections A, B and C.

Column Descriptions:
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Certifier — Award Manger or Faculty who have an Award Manger and/or Faculty Payroll
Confirmation report due the current reporting period
Award Manager PDC Status:
a. If the column is blank, the certifier does not have an Award Manager PDC Report for
this reporting period
b. If the certifier is required to certify his/her payroll distribution, for this reporting
period, the column will display:
i. threedots (...)indicating the certifier has an Award Manager PDC Report (that
has not been reviewed)
ii. Reviewed by name (first name, last name) — indicating the Award Manager PDC
Report has been reviewed
iii.  Certified by name (first name, last name)- indicating the Award Manager PDC
Report has been certified
Faculty PDC Status:
a. If the column is blank, the certifier does not have an Faculty PDC Report for this
reporting period
b. If the certifier is required to certify his/her payroll distribution, for this reporting
period, the column will display:
i. threedots (... )indicating the certifier has an Faculty PDC Report (that has not
been reviewed)
ii. Reviewed by name (first name, last name) — indicating the Faculty PDC Report has
been reviewed
iii.  Certified by name (first name, last name)- indicating the Faculty PDC Report has
been certified
Project Manager Rollup Status:
a. If the column is blank, the certifier does not have Project Manager Rollup Report for
this reporting period
b. If a Project Manager Rollup Report is available, for the certifier, the column will
display three numbers. In the screen shot, the 0(0)1, the number represent (the user
may ‘hover’ over number for an explanation)
i. Oindicates no Project Manager Rollup Report has been requested
ii.  (0)indicates no Project Manager Rollup Reports Reviewed t has been reviewed
iii.  1indicates the certifier has 1 Project Manager Rollup Report available for his/her
request.
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5. Setup Reviewer:
a. three dots (... ) indicates a Reviewer has not been set up for this certifier, clicking on

the three dots (... ) will display the Setup Review form (see Appendix C)
b. if a Reviewer has been set up, the Reviewer’s name will be displayed
6. Setup Desighee:
a. three dots (... ) indicates a Designee has not been set up for this certifier, clicking on
the three dots (... ) will display the Setup Designee form (see Appendix D)

b. if a Designee has been set up, the Designee’s name will be displayed
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Award Manager PDC

CALTECH rayron pistribution Gonfirmations: Hae:

Help Exit Logout All

Welcome: S s # 1f you are not please chck hare

;| options
Certification Period Date Range:
04/01/2014 - 04/30/2014

e aom ) Dn_na_x!nnud an 03-FEQ-2014
ST ) A 12:33:09
aend Mal regarding this award
Repart managar BDC. Bk are not
S sved by the POC system.
ml “As avard manager or cognizant sgnatory T confirm that

1 have suitable means of verfication that work was
performed, and that the salirws and wages charged
directly to the sponsored agreements ndicated on the
tached report are reasonable in relition to the work

= i performed,
a R L
[ -] e B
1-2of2
Employee Detalls
Employee | PM Rollup | Confiem | Expenditure Type | Praject Manager | FTA | Award Manager | Agency # | LD %  Rewiowed By |
gt ot = | Stugent Wages HB | M & e ang — g 100.00
Ton 100.00
T r | Student wages . | | SR s - 100,00
ot 100.00

rowis)1-20f2

C

1200 k. Cafomo Bivd Pasadena, CA 91125 (626) 395-2500 JTerms of
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Faculty PDC

CALTECH rayron pistribution confirmations

¥ PDC Review (04/01/2013 - 09/30/2013)

Home > Faculty PDC

Data Valida

Home

‘Welcome: Sssibsses. Swss & If you are not

Admin

Help

Exit Logout All

please click here

__ExckTopochome | optons

ﬁ Calffornia Institute of Technology

Faculty/PL: -
Designea: <Not assigned> Information
Reviewers: - . Only
Payroll Coordinator: . 0 . e e e
- . Commitment Cost Share Comm
Faculty/PL Expenditure Type Project Manager PTA Agency # Payroll % %, (info only) % (info only)
hoai Profassoral Faculty PR o P it SN P 1.00 1.00 -
Professoral Faculty e o or-= ows 1337097 0.58 2.50 =
Non Sponsored B 7 ) ) -
Agreements e
Faculty/PI Total: 100.00
Export | Print
row(s)1-3of 3
‘Comments:
1200 E. Calfornia Bivd Pasadena, CA 91125 (626) 395-3500 Terms of

Certification Period Date Range:
04/01/2014 - 04/30/2014

Data extracted on 03-FEB-2014
12:33:.09

Send Mall regarding this Faculty
PDC. Emaik are not saved by the
PDC system.
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Appendix B - How to set up Reviewers & Designee

Reviewer

CALTECH rayroi pistribution confirmations

Welcome: e Sssile [f you are not
¥ POC Review (10/01/2013 - 02/28/2014) ¥ b

Home > AM Keviewer Setup = AM Reviewer Setup Details

 Reviewer Setup Details for Award Manager s s

= MHIIIIIIEI
* start Date: PERAR 19 =]
[ndmzl =]

You can use the folowng Incude/Excude fiekds £ you want to Imt the reviewer's access to certan empkiyes.
e sure to use efther Indude o Exclude, not both for the same reviewer.

rho'l-saim--l
Include/Exchude; [ Q,

Calfomia Insttute of Technology 1200 E. Caomi Bhvd Pasadena, CA 91125 (626) 395-3500  Tarms of

[ms3

v Usa.
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Project Manager Rollup Reviewer

CALTECH Payroll Distribution Confirmations Home Help Exit Logout All

Welcome: Wi, s I you are not : please click here

¥ PDC Review (10/01/2013 - 02/28/2014)

Home > Setup PM Rollup Report
PM Rollup Report Setup for AM S i N | Task List

| makTopocHometase | .

Back To PDC Home Page =

m

v }:ﬂ mj Send Mai about this Faculty PDC

to 3 colleague. Emails 2re not

Project Manager PTIAs Employees Rollup i i List Status saved by the PDC system.
e e — - - - B . ~
1-1

ﬁ Caifornia Insticute of Technology 1200 E. Calforna Blvd Pasadena, CA 91125 (626) 3953500 Terms of
1 e
'

[ms3

Use.

CALTECH Payroll Distribution Confirmations Home Help Exit Logout All

Welcome: Wi, S If you are not please click here

¥ PDC Review (10/01/2013 - 02/28/2014)

Home > Setup PM Rollup Report > PM Reviewer Setup

Project Manager Rollup Report and Reviewer Setup for S s Options
Back To PM Rolup Setup | Setup Rolup Only__ | Setup Rolup and Add New Reviewer Certiication Period Date Range:
06/01/2014 - 06/30/2014

If you want to use Incude/Exclude to limit reviewer access, be sure to use either Include or Exclude, not both.
Ho data found. Data extracted on 04-MAR-2014
10:40:24

Send Mail about this Faculty PDC
to a colleague. Emaik are not
saved by the PDC system.

Attachment

ﬁ California Institute of Technology 1200 E. California Bivd Pasadena, CA 91125 (626) 395-3500 Terms of
'

[ms3

Use.
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CALTECH rayron istribution Confirmations o  whp B DR Login el

Wlcome: B, Samsdid IF you are nat please chek hare

¥ PO Review (10/01 2013 - 02] 28] 2014)

Home = Setup PM Rollup Report - PM Reviewer Setup > PM Reviewer Setup Detalls

for PM me——
‘Mﬂml
* start Date: aeman1e b4

You can use the fokowing Tnckde/Exciude fields f you want to it the reviewer's access to certan project or employee,
Inghude/ Excluge fag: [~ Seect - =]
Inshusie/Exclude Type: [- Seect - 2]

Inchude/Enchuse: | Q

ﬁ Calfomia Institute of Technology 1200 E. Calornia Bhvd Pasadena, CA 51125 (626) 355-3500 Teumm of

Use.
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Designee

CALTEC H Payroll Distribution Confirmations Home Heldp Exit Logout Al

Welcome: Sssss, Sl If you are not pleass gk herg

" PO Review (10/01) 2013 - 02/ 28/ 2014)

Desi (Options_

“Back to POC Hame: I‘““l Certfication Penad Date Range:

060172014 - 06/30/2014

Designee; [ Q Data extractad on 04-MAR-2014

10:40:24

Serd Mai abaist this Facuky PDE
toac ue. Emals are nat
saved by the PDC gystem.

ﬁ Calfomia Institute of Technology 1200 £. Calomia Bivd Pasedena, CA 51125 (626) 355-3500 Tarms of

sz
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Appendix C - Apex Functionality

The search results in the Request List may be modified in many different ways by utilizing the options
available with the Actions button.

pe) | Go| _Actions

Back To PA Dashboard

i Faculty Project Manager ) .
D D Ssetup Reviewer Setup Designee

— PDC Status Rollup Setu Setup Reviewer Setup Designee
‘ o Per Fage L4 . . ﬂ . .

= Carat L
Ml L . . 1 . .
B soe e
B rom = = = =
o Hi - - - -
o " - -1 . -

1-60f6

Select Columns: Removing and Reordering Columns

The Select Columns option enables you to choose and reorder the columns that you want to
display in your report. Select Columns opens a window in which you can:

1. Select the column(s) you would like to display or not display
a. Use the Ctrl key to select more than one column at a time

2. Use the side arrows to move the columns from Display to Do Not Display and back

3. Use the up and down arrows to change the order of the columns

Back To PA Dashboard
~ Select Columns 1 3
Do Not Dispiay \ Dipy n Report

P Person i Certifier
P Persun Name [ wicad Manager FOC Slalus
Fercenlaye Completion R} Fauully POC Slalus 3
Feriod Hame a) Frojeut Manager Rullup Setup :l}
Designee Person i > Selup Reviewer
Designes Id 2 » Selup Designes g}
Certifer 1 4 2
Cenlifier Type &

| oo
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Filter on Columns

The Filter option enables you to further fine-tune your search on the specific found set. Filter
opens a window that enables you to select the column on which you want to filter, the Operator
for that search, and enter or select the details for which you want to search.

Back To PA Dashboard |

-{ Filter

Filter Type @ Column " Row

Column Operator Expression

Certifier ﬂ |= ﬂ |
Cancel | Apply |

You can also filter on a specific column by simply clicking on the column, which will open up a
drop-down that allows you to:

1. Sort on the column
2. Delete the column
3. Enter a search phrase

4. Select the filter item from a list of values (LOV not displayed in figure below)

/| G [Adors| _ beckToPA Deshbou

1
!Eﬂ_ﬂ_!f
r

2 Award Manager Faculty Project Manager
PDC Status PDC Status Rollyp Setup

-

fier
X

|-

—3
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Rows Per Page

The Rows Per Page option enables you to determine how many rows are displayed on a page.
This is a great option for creating a report that will be printed out.

/v Go| [ Actions
Back To PA Dashboard

certifier Aw: Eacult Projec

PDC Status Roll

Setup Reviewer Setup Designee

Select Columns
1-10of1

1‘(‘ Filter .‘I’!‘" Setup Reviewar
| Rows Per Page i
5
e |10
15
Al Flashback 20
25
1= sove Report 50
100
& Reset "
Al
& Helo
§ Dovmload
Format

The Format option enables you to format the report in a variety of ways.

Sort

Sort opens a window that enables you to select the columns on which you want to sort, and the
order in which the sorts occur.

éi; Sort
Column Direction Null Sorting

1|Cer‘tiﬁer j |Ascending j |Nu||s Always Last j
2 IAward Manager PDC Status j IAscending j INuIIs Always Last j
3 I - Select Column - j IAscending d IDefauIt j
4| - Select Column - j IAscending j IDefauIt j
5 I - Select Column - J IAscending j IDefauIt J
6| - Select Column - J IAscending J IDefauIt J

Cancel | Ap_plyl

Highlight

Highlight opens a window that enables you to highlight both by row or column and for specific
data, as dictated by you (in the example below Project Manager Roll up reports are hi-lighted).
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2 G [ Achens |

ek Te FA Dashbpard |

Fropect Manager Roflup Setup isnct null| [ 3¢
e T P4 Frmanbsd
Praject Hansger
~ Mgl Rolup Selup
T i1 i -
Seqgeenca [l
ek e [ =
Sacigrand ks [Fir Fre [ [T ot T | ] [ ] Ll a =
mwmce [T [ [ Cotei) Lormea) fiben) [oveae] fomtd a =

B eIy o
g Cryane -

e e | 1-6of6

st | 2 |

Setup Revieler Setup Desknes

Save Report

Save Report opens a window that enables you to save all of the formatting that you have just
completed for reuse in the future.

_Ei Save Report

Name IRnII Up Reports Required

Description |Cer‘tiﬂers who require roll up reports

Cancel Apply |

Upon saving a list of reports will now be available each time you display the request list sort by
Urgent Requests.

Home

Mabel Chik is the Payroll Coordinator for the following certifiers.

-~
v | E Reports| 1. Roll Up Reports Required d Actions
Default

1. Primary Report
Private
_1. Roll Up Reports Required

Back To PA Dashboard |

= [ saved Report = "Roll Up Reports Required”

Project Manager Rollup Setup is not null | V¥ Ex

Reset

Reset opens a window to validate that you would like to restore the report to the default
settings.
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=
(¥ Reset
Restore report to the default settings.

Help

Help opens a new window with very detailed help on the available actions.

Download

Download opens a window that prompts you to choose the report download format.

__.iDownload

Choose report download format:

cs5V HTML Ermail
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