	LSUHSC HRMS PEOPLESOFT 

SETUP TABLE or CHANGE REQUEST FORM

MODULE:
PAY  FORMCHECKBOX 

BEN FORMCHECKBOX 

HR FORMCHECKBOX 



	ACTION:
ADD  FORMCHECKBOX 
     UPD  FORMCHECKBOX 
     DEL  FORMCHECKBOX 
                                                           

PRIORITY:  URGENT  FORMCHECKBOX 
  HI  FORMCHECKBOX 
  MED  FORMCHECKBOX 
  LOW  FORMCHECKBOX 

REQUESTOR:  HR Liaison

	REQUEST DATE:       
REQUESTED COMPLETION DATE:

ASAP

	TABLE NAME:

Department Table

	CODES/TITLES:

Department Profile Page -

SetID:  SHARE 
Department:  Include two letter business unit code in front of number.  List all, if for more than one business unit.
Effective Date:  This date will always be the beginning of a fiscal year due to the way our department tree is set up.  At the end of a fiscal year, decide if you want the department to be effective in current year or coming year?  i.e. 07/01/07 OR 07/01/08
Description:  The description will always be in ALL CAPS. This field will only allow 30 characters.
Status:  Active

Short Desc:  The short desc will always be in ALL CAPS. This field will only allow 10 characters.
Location Set ID:  SHARE

Location:  Leave Blank

Company:  003

Manager ID: Leave Blank

Manager Position: Leave Blank

Budget Year End Date:  Leave Blank

Budget Level:  None

Tax Location Code:  Leave Blank

GL Account #- Expense:  Leave Blank

U.S. EEO4 Function:  Leave Blank

Commitment Accounting and EG Page -

FTE Edit Indicator:  No Edit

Can Grant Tenure:  No Check

Use Comm. Acctg./Budgeting:  Checked

Use Encumbrance Processing:  No Check

Use Actuals Distribution:  Checked

Budget with Department:   Include two letter business unit code in front of number.  List all, if for more than one business unit.
Distribution Prorate Option:  Cal Days

Use TL Distribution:  No Check





	DESCRIBE REQUESTED CHANGE: 

HCSD Financials is requesting a new deparment(s)??? be set up.  The effective date will be first day of the current OR next ???? fiscal year.  All new department setups are effective the beginning of a fiscal year. The Financials team has confirmed that this is a valid Department in the Financials PS system. People will be assigned to this department upon approval.  

	RECOMMENDATION:

Yes

No

Initials

Comments

LSUSH PAYROLL

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
LSUSH HR

 FORMCHECKBOX 

 FORMCHECKBOX 

      
      
LSUNO PAYROLL

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
LSUNO HR

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
HCSD HR

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
HRMS SUPPORT GROUP

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
HRMS TEAM LEAD

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     
HRMS TECHNICAL

 FORMCHECKBOX 

 FORMCHECKBOX 

     
     


	NOTES:


Completion of this Change Request, if approved, will include setup in the PeopleSoft Department Table and Department tree, in Kronos as a valid Labor Level, and in Kronos with a Department hyperfind.   HCSD Department ID setups also include the process to create account codes and adding Dept Budget Records.   




