Guidance

The following guidelines must be adhered to when submitting an eRDF to ensure proper processing. For

Electronic Retroactive Distribution of Funding (eRDF)

instructions on how to enter an eRDF see the OMNI Training Guide, Submitting an Electronic eRDF,

located on the Controller’s Office website.

Note: Departments should make every effort to proactively manage their payroll to minimize the

number of eRDFs required.

1. All pay periods on the eRDF must have the exact same funding distribution.
a. If the funding distribution percent varies from pay period to pay period separate eRDFs

must be completed.

b. Salary can change during the period, but the percentage distribution must remain the

same.

2. Funding distributions for multiple pay periods on the same eRDF must be in the same order.
a. IfaCurrent Funding combo code is being removed, the corresponding line on the New

Funding section should be blank or at 0.

RetroDistribution Criteria

Do you wish to transfer taxes?

08/05/2022

*Beginning Date | B=/H=s *Ending Date | 09/071/2022 Do you wish to transfer deductions?

Do you wish to transfer earnings?

Do you wish to transfer a single earnings?

Earnings Code

Funding Distribution

CURRENT FUNDING NEW FUNDING
IF:EEim:I :2‘; EZ';L““ Combo Code gLsr‘c’L:”("“‘” Amount “Combo Code Eies’lcrie;‘:(in Amount  Budget Message
66915  $5,300.91 0890001108 90.580 S7,175.64
2300 §162.20 0890095205033832 2300  $18220
B.548 518,69 0890095205100747 548 551869
0,500 53961 0890095505000473 0.500 53961
0.072 $5.74 0890095565100747 0.072 $5.74
22915 $1,815.29 1400025205100985 0.000 50.00
0.750 559,44 1400025565 100985 0.000 £0.00
Total Current Funding $7,921.38 Total Adjusted Funding §7,921.88
Comp Percent 100.000%
CURRENT FUNDING NEW FUNDING
E‘;Eiud E:‘d‘ FDZ;:’” Combo Code gLsr‘;:’n”t"“” Amount *Combo Code Efs’;igg‘:tin Amount  Budget Message
09/01/2022 0830001105 0890001108 100.000 $7,921.84
09/01/2022 1400025205100885 1400025205100885 0.000 $0.00
090112022 1400025565100985 1400025565100985 0.000 $0.00
Total Current Funding §7,921.34 Total Adjusted Funding $7,921.84

Comp Percent

100.000%

Funding Status 01/03/2

eRDF ID 0000000755

Verified
eRDF Status Apprv Proc


https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Payroll/Submitting%20an%20Electronic%20Retroactive%20Distribution%20of%20Funding%20Form.pdf

b. If a Current Funding combo code is being modified, the combo codes on the
corresponding line on both the Current and New Funding sections must match.

RetroDistribution Criteria
Do you wish to transfer taxes? eRDF ID 00000007477
*Beginning Date |09/16/2022 *Ending Date | 09/20/2022 Do you wish to transfer deductions? Funding Status 01/03/23 8:31:00AM

Verified

Do you wish to transfer earnings? €ROF Status Apprv Proc

Do you wish to transfer a single earnings?

Earnings Code

E— Combo code needs to be in same order.
Funding Distribution If new code being used, current funding
combo code line should be blank
—
CURRENT FUNDING NEW FUNDING
Pay
Paroq T30 ComboCode DT \Em Disruhon Amourt  Budge Wesazge

09/29/2022 2080001105 55.200

0/20/2 $6,598.62 2080001105 55200 S6598.62
09/28/2022 2080002105 18670 52,231.82 2080002105 18670 8223182
09/29/2022 0890095205101402 1.130 §135.08 0890095205101402 0.740 $86.46
09/29/2022 2089005995F07395 25.000 $2,988.50 2089005995F07395 25000 52,988.50

20B0005565101402 0.380 546,62
Total Current Funding $11,954.02 Total Adjusted Funding $11,954.02
Comp Percent 100.000%

c. If nochange is being made to the Current Funding combo code/distribution the Current
Funding should be copied into the New Funding section.

3. Future dated changes cannot be made on an eRDF. You must wait until it is posted to the HR
Department Budget Table.
a. The Ending Date at the top of the eRDF must be within the last payroll that populates in
the body of the eRDF. If not, change the Ending Date at the top of the form and select
“Click to Populate...” again.

RetroDistribution Criteria

Do you wish to transfer taxes? eRDF ID 00000007585

*Beginning Date [[11/01/2022 | | *Ending Date | 11/30/2022 | [ Do you wish to transfer deductions?  Funding Status Verified 12/08/22 3:07:58PM
eRDF Status Initia

Do you wish to transfer earnings?

Ope you wish to transfer a single earnings?

| Click to Populate Actual Charges and Open Fields |

4. A comment must be included summarizing the change being made in the funding distribution.
a. For example, “Moving 5% funding from 012345 to 054321. All other funding
distributions remaining the same.”

If you have any questions regarding eRDF forms that is not covered in this condensed guideline, please
contact Payroll Accounting at 644-3813 for further information.



