TeamWorks for Fund Changes FAQ

1. What constitues a Fund Change?  At this time, TeamWorks will only process transactions which are pure fund changes.  If the employee is receiving any position or salary changes at the same time, TeamWorks will not accept the transaction.  If you select the Fund Change only action in UMS and you are only changing the centers from which the employee is paid, this is a pure fund change.

2. I’m getting an error message that says 10015 - Position Number not Active for Employee, but I have typed the correct position number for my employee.  Why am I getting this message? There are two common reasons that you may get this message after checking and entering the position number for the employee.  The most common issue is typing the letter O instead of number 0, particularly for Post Doc positions.  There are no letter O’s in the position numbers at this time.  If you see a 0, this is always the number 0.  The other possibility is that the employee for whom you are submitting the fund change is in a different position now than he/she was on the effective date of the fund change PEAR.  Make sure the position number that you submit matches the position that the employee occupied on the effective date of the PEAR.

3. I’m getting an error message about an invalid UDAK, but the project listed in the error message is not one of my funding lines.  Why am I getting this error?  Remember that the home department must also be a valid UDAK, even if it is not one of the funding lines listed on the PEAR.  Check the home department on the HR tab, and make sure that it is a valid, open UDAK.

4. What do I need to do if I receive notification that my fund change PEAR is rejected?  If your PEAR is rejected, you should receive a message indicating the reason for rejection.  Correct the data which caused the rejection, and resubmit the transaction.  If you receive a rejection which does not contain any information explaining why your transaction was rejected, call the Help Desk at 2-9700 and ask them to log a call about TeamWorks.

5. What do I need to do if I receive notification that my fund change PEAR is suspended?  If your PEAR is temporarily suspended, TeamWorks notifies you for your information only.  Your transaction should move to the next step at the appropriate time without any further action from you. 

6. What are the reasons that my valid fund change PEAR might be suspended?  

· HR/Payroll system is temporarily unavailable (such as during payroll processing times)

· The employee has another active fund change PEAR which is not yet complete

· The effective date is beyond the first day of the current pay period

· The retroactive PEAR requires grants justification approval

· The account requires setup by Accounting Services

· The UDAK exists in the Finance system but has not yet been updated in the HERMIT Payroll system

· The retroactive PEAR is pending a JV/update in Payroll or Grants Accounting

7. Can I submit a fund change PEAR if I only want to change the home department for an employee?  Yes.  If you would like to change the home department, you can submit the fund change transaction to TeamWorks.
8. My Affiliate Worksheet is attached to my Personnel Funding transaction in UMS.  Will TeamWorks forward this attachment to Bert Boyd in Grants Accounting?  No.  Attachments are not submitted with the TeamWorks transaction.  You should continue to send affiliate worksheets to Bert Boyd via e-mail or paper.

9. What do I do if I receive an “Invalid XML” message when attempting to submit a fund change PEAR?  An invalid XML message means that TeamWorks is unable to accept your transaction, most likely due to system unavailability.  This message does not mean that the data you are submitting is invalid.  If you receive this message, try again in a few minutes.  If you continue to receive this message, call the Help Desk at 2-9700 to report a problem with Teamworks.
10. Where can I find documentation on TeamWorks?  The University Human Resources website contains a UMS corner in the Manager’s Toolkit.  The URL is http://www.musc.edu/hrm/ums/ .  This website will be updated periodically with documents which can help you better understand the TeamWorks process.
11. How do I check on the status of my TeamWorks transactions?  If your transaction is rejected, you will receive a pop-up message in UMS with an explanation about why your transaction was rejected.  If you do not wish to research the problem when the message appears on your screen, be sure to uncheck the box which says “Remove this message from my inbox” before you close the message.  Besides rejections, the only way to check the status of a fund change PEAR is to open the Electronic Transfer history for each individual personnel funding document in UMS.  Universal Data Solutions is working to develop a more convenient way to query the status of your electronic transfers, but it will likely be January 2008 before these changes are available in UMS.
12. My fund change was rejected because of a date range error with a specific project number.  Who do I contact to make changes to the UDAK?  If the project is a grant (project number starts with 8 or 69), contact your Grant Accountant for more information on the budget dates for this project.  If the project is not a grant, contact Pam Wilkinson for clarification.
13. Another PEAR officer in my department submitted a fund change, but I would like to check on the status.  I clicked the Print button, and I see the eTransfer button at the bottom of the Print dialog box.  If I click the eTransfer button  here, will it resubmit the transaction?  No.  Clicking the eTransfer button will display the eTransfer history for this fund change.  You will not resubmit the transaction unless you click the Arrow beside the words Resubmit Electronic Transfer.
