BAY AREA RAPID TRANSIT DISTRICT

CHANGE EFFECTIVE DATE OF WORK ORDER IN PEOPLESOFT REQUEST FORM
Purpose:

This form is for Managers to request that Time Accounting and Administration Division (TAAD) change the effective date of a Task Profile (work order) in PeopleSoft Time and Labor.
Background:
Operating and Capital work orders are the basis for collecting specific operating expenses or capital project costs in the District’s financial accounting system.  They are set-up through Operating Budget or Capital Development and Control and reside in the GEAC General Ledger.  Twice daily work orders are interfaced to PeopleSoft and translated into Task Profiles for the Time & Labor system.  Employees enter their time into PeopleSoft and the associated hours and costs are charged to a Task Profile.  
Occasionally it becomes necessary to move charges from one Task Profile (work order) to another. This is done either by the employee (for elapsed time reporters) in the current open pay period or by a Foreworker, Supervisor or Manager when the charges are for a prior or closed pay period, or for punch time reporters.  To accomplish the transfer, both the “from” Task Profile (work order) and the “to” Task Profile (work order) must be open for all the dates of the charges to be transferred.

TAAD Intervention:

If a new work order is opened as the “to” work order, the date that it is opened by Operating Budget or Capital Development & Control becomes the date that it is effective as a Task Profile for charges in PeopleSoft Time and Labor.  Charges that occurred prior to the effective date can not be transferred to the new work order unless TAAD changes the effective date of the Task Profile.  Please complete the form below.
TO:

TAAD
SUBJECT:
CHANGE EFFECTIVE DATE OF TASK PROFILE (WORK ORDER) IN PEOPLESOFT
FROM:
     



PS Department (CC) #:      
Date:      

    
(Project Manager or Time Approver)


Location:      
Phone Number:      
	Task Profile #
	Work Order #
	Department

(Cost Center) #
	Current Effective Date
	Requested Effective Date*
	Date Required

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


* The date requested must be equal to the earliest date of charges to be transferred.
Date Received by TAAD:      
    Date Processed:      

Processed by:      

Requestor Notified Date:      

BY:
Email  FORMCHECKBOX 

Telephone  FORMCHECKBOX 
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