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Making Cost History Adjustments 

 

We have added a menu item for batching payroll cost history adjustments. This menu 

item is on the main budget menu @ #21. 

What this process does is allow you to generate the budget journal entries to move 

(reclassify) past payroll costs from one set of accounts to another. It does not change 

the payrolls themselves; if you need to correct a payroll check which has to be done 

with a void and reissue.  

The journal entries that are generated will move both gross pay (the 100 object) and a 

prorated portion of the fixed costs and fringes (the 200 objects). This is all-or-nothing; 

you cannot select to move fringe 1 but not fringe 2, for example. If you need a journal 

entry to reclassify just part of the costs, you make those journal entries on the regular 

journal entry input screen (#7). 

To make a batch of adjustments, follow the menu items in order or use #6 to start over: 

 

#1. Select an employee and a date range you are working in. Select the specific payroll 

entry that you want to modify and hit enter. On the second screen you will see the 

details in the cost history file for this entry: the gross figure, the total costs including 

taxes and fringes, the hours (if any) and the hourly rate.  

Enter the amount you want moved, in terms of gross pay OR hours OR a percent of the 

whole record. Hit F5 to add this entry to the file. You can then select additional records 

to modify. 

 

#2. Access the cost history adjustment file: this allows you to call up entries in your 

batch and modify or delete them. If you want to delete ALL the entries in the batch and 

start over, run #6. 

 

#3. Print an edit listing of the adjustments in the batch. This is a listing of the entries you 

have made just as you keyed them. 
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#4. Generate the journal entries and print a listing. This is a listing of how the system 

will allocate and distribute the figures based upon your entries. None of these entries 

will actually happen unless you run #5 to post. You can still go back to #2 and change 

or delete any of them you do not want included OR run #6 to clear out the batch 

completely and start over.  

Just remember that IF you go back and make changes you will need to run #4 again. 

 

#5 Post the entries. This will post the set of entries that was generated in #4. If you 

made changes, you need to run #4 again and look over the listing before proceeding. 

You will get a message on the screen when the posting is finished reminding you that 

the general ledger entries are in the non-general journal file waiting to be posted.  

There will be a set of before and after posting reports and the overall total amounts on 

these should be exactly the same. The process moves amounts from one account to 

another but does not increase or decrease the overall total cost.  

 

#6 Clear the adjustment file—you do not need to run this if you posted the entries. This 

menu item is there in case you want to remove all the entries from the batch and start 

over. 
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