
Labor Template FAQ’s



Frequently Asked Questions 
☺



FAQ’s
• I have an employee with two HR 

positions and they need separate 
distributions

• I need to charge one pay code to 
a different distribution(i.e.call pay)

• I thought I changed the template, 
but I got a call about an error…

• Why can’t I just keep adding new 
templates each payperiod for the 
same employee?

• Accounting/OSP must set these 
templates up for you. Two templates 
will then exist.

• Accounting/OSP must make these 
changes for you. Two templates will 
then exist.

• You should always inquire and view 
your template after you make 
changes.  Hint-type in the employee 
number and hit inquire/next or 
previous to view the template

• Not a good idea; too many templates 
are hard to manage(it is only 
appropriate if they have multiple HR 
jobs or pay codes distributed to 
different funds/cost centers)



FAQ’s
• What fund account do I use for 

CMH payroll employees?

• What fund account do I use for 
summer students?

• What accounts do I use for cost 
centers and practice plan 
chargebacks?

• I don’t know the payperiod end 
dates.

• Always use 99016

• Always use 99011

• 50000 for all cost centers except for 
PFF cost centers beginning with a 
6xxxxx.  PFF accounts are 50040 -
clinic, 50042 - admin, 50044 - APN. 

• CSF cost center(100268) account 
number is 10268.  

• FPP cost center(100307) account 
number is 10307.

• The payperiod end date schedule is 
located on the point.  We have added 
a copy to the end of this presentation.



FAQ’s
• How do I get access to 

manage templates?
• Contact the Help Desk and open 

a ticket requesting Lawson Portal 
access for Grants management-
templates.  Complete password 
request form asking for Lawson 
access to grants management-
templates and submit it to IM.  
Form is attached to this 
presentation.







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


