
Labor Template Errors



Error messages – Help!



• Trying to change fund numbers on an existing line-replacing an existing 
fund number.

Correction:
• You must select D in the FC column and select CHANGE at the top of the 
screen.  The line with the old fund number will then be deleted.
• You must then select A in the FC column and type in the new fund number 
with required information, then hit CHANGE at the top of the screen.

Employee



Employee

• Trying to change a line during a payroll process.

Correction:
• Try to change the template later; payroll is processing and 
has released and approved all templates.  No changes are 
allowed at this time.



Employee

• Typo of a fund number/cost center.

Correction:
• Check your documentation and make sure you are using the 
correct fund number/cost center/account numbers.



Employee

• Trying to add a new fund with a start date after the effective date of the template.

Correction:
Hint – Do a print screen of all lines of the template before you begin
• Select DELETE at the top of the form and DO NOT LEAVE THE SCREEN.  Type in the new 
fund information on a new line and type in a new effective date at the top of the form.  
Select ADD at the top of the form.



Employee

• Trying to add a new cost center without complete data.

Correction:
• All cost centers require an end date to be typed in.  Use the fiscal year end.
• Important – fund end dates will populate in from the system!  Do not put an
end date on funds.



Employee

• Trying to add a cost center/fund with incorrect data.

Correction:
• Check to make sure you are using the correct account numbers. This applies 
to funds as well.  Always use 50000 for cost centers unless they are practice 
plan chargeback employees.  Always use 99016 for funds.  If you find you are 
using the correct account and still get this error, contact Accounting.



Employee

• Trying to put an end date for funds.

Correction:
• Leave the end date blank for funds.  It populates in from the 
system.  If you feel your award has been extended or the end 
date is wrong, contact OSP.  



Summary
You must maintain and set up your templates in order for charges to 

post correctly!

Contacts:  Melissa Gentile  137-4509
Karen Hawthorne 137-4210

90, 92, 93 series funds
Lisa Ose 137-4119

499, 91, 94 series funds
Marylin  Webb 880-6860

95, 98, and 99 series funds
Barbara Tuttle 137-4212

Practice plan chargeback employees


