Northern Illinois University

Financial Management System

Payroll Transfer Journal Entry Form 

Instructions

The form for processing payroll transfers is available on the Financial Management System Forms and Documents website. This form has been specifically designed for use with the Human Resource Information System (HRIS). 

The form is an electronic form written as an Excel template. All adjustments to payroll activity that are created in the General Ledger system must use this form. Any adjustments on an incorrect form will be returned to the department without processing.

Please email the form to JournalEntries@niu.edu when it is complete. The Accounting Office will process the form electronically. Hand-written forms will be returned to the department without processing.

The form is very similar to other journal entry forms currently being used. Information required includes Account, Fund, Cost Center, Program, Class, Project/Grant, Amount, Employee ID, Earnings Type, and Description. The last three items are described in the following section.

Employee ID –each employee of the University is assigned a unique ten-digit number known as the Employee ID. The Employee ID is listed on the Personnel Detail Report, and this id must be included on the payroll transfer journal entry. The Employee ID is used to connect the general ledger activity to HRS activity. The Personnel Detail Report summarizes activity using the Employee ID, not the name or the social security number. 

Earnings Type – The three valid choices for Earnings Type are REG, OVT, and OTH. These are the column headings in the Personnel Detail Report. To transfer earnings displayed in the Regular Earnings columns (either current period or prior period), use REG in the Earnings Type field. To transfer earnings displayed in the Overtime columns, use OVT. Similarly, to transfer earnings displayed in the Other Earnings columns, use OTH.

Description – the description is for informational purposes. It becomes part of the General Ledger, but does not affect the Personnel Detail Report (remember the report uses only the Employee ID to link to HRS). The description should be entered in the following format: Last name First name Date (where the name is the complete name from the Personnel Services report and the Date is the date displayed in the Description column of the Personnel Services Report). This field is only 30 characters long, so a very long name could cause the date to be truncated. An example is: ‘Doe J 7/15/10’ [when only moving for 1 pay period] or ‘Doe J 7/03 – 4/04/yy’ [when moving a range for pay periods.]

When reviewing your Personnel Services report, payroll transfer journal entries will be identified as “PAY” in the Src (source) column.

Payroll expenses cannot be transferred from NIU to the Foundation without Budget Office’s prior approval. Please contact the Finance and Facilities Budget Office.
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