Instructions for Retroactive Changes in Source of Funds

1. Check box 10 indicating that the Personnel Status Change Form (PER-3) is for a retroactive change in source of funds (i.e. Salary Cost Transfer).
2. Enter the Beginning and Ending Dates of the applicable pay periods in the Effective and Funds End Date fields under section 12.

3. Enter the applicable Chartfields for the Present Amount and Proposed Amount.  Only the Chartfields for the Present Amount(s) and the Proposed Amount(s) that are being changed are required.  The listing of additional Chartfields is optional.
4. The Present Amount column should represent the exact amount that was charged to the applicable Chartfields for the period indicated in Section 12.  There is a query in the PeopleSoft HR Reports database named LSU_EMP_SAL_DIST_BY_PERIOD that will provide users with the current distribution for an employee for a given fiscal year by Check Date.  
5. The Project/Grant Column should include the Speedtype for Fund 111 chartstrings to ensure timely processing.
6. The Proposed Amount column must clearly indicate the distribution amount that is expected and it must equal the total of the Present Amount column.
7. Separate PER-3s must be prepared for each account.  A PER-3 for account # 501000 (Salary-Monthly-Regular Pay) cannot be included on a PER-3 for account # 501310 (Salary-Mon-Extra Com-Prof Care).
8. Once complete, all PER-3s for retroactive changes in source of funds must be routed to Susan Arnold.

