Mi TIME AND EXPENSE SYSTEM

ADVANCE R*STARS TRANSACTION CODES

This document provides guidance regarding transaction codes (TCs) that relate to the new Time and Expense System.  Listed below are TCs that relate to the Time & Expense System creating and liquidating an advance systematically through payroll.  Also listed are TCs that users would use in R*STARS to manually record transactions that occur outside of the system.  Please note that these receivables will be established in GL Account 0514.   When your agency is live with the Time and Expense System you should no longer be using any TC’s that include GL Account 0515.

Time and Expense System/DCDS Generated TCs

1. Advance Entered in Time and Expense System and Paid Through Payroll

TC877 –   Automated TC used by DCDS to create the receivable related to the advance 

                  paid to an employee as part of their payroll net pay.
2.  Liquidation Entered in Time and Expense System and Recovered Through Payroll
TC877R – Automated TC used by DCDS to liquidate an advance receivable that is 

                   outstanding for an employee.   You can liquidate advances against payroll 

                   regardless of whether they were issued to the employee manually or through 

                   payroll.
TCs to be used in R*STARS for Manual Transactions Relating to Advances
1.  Manual Issuance of Advance (Not Through Payroll Net Pay)
TC218 – Used when an employee needs an advance and before their next pay check 

                as travel is before that point (Example:  Notified of the trip on Monday and 

                they need to leave on Wednesday).  This can be issued through ADPICS using 

                interface type “AT”. NOTE:  These must also be entered in the Time and 

                Expense System and recorded as a manual check on the advance screen.

2.  Cancellation of Uncashed Manual Advance Issuance (TC218 above)
TC347 – This TC is system generated when a travel advance warrant from R*Stars or 

                ADPICS generated via TC218 is canceled via the 47A screen. 

                NOTE:  These must be recorded on the relating advance screen for that 
                employee in the Time and Expense System as manual deposit to reflect the 
                advance is no longer outstanding.
3.  Advance Repaid Outside the T & E System by Empoyee (Not Recovered through Payroll)

TC192 – Used when an employee repays the advance directly to the agency 
                (not recovered from their net pay).  An example of this would be if the 

                employee has an outstanding advance and has departed with no payoffs or 

                payroll payments due to them.  The employee would have to write a check to 

                the agency to payoff the advance.  NOTE:  These must be recorded on the 

                related advance screen for that employee in the Time and Expense System as a 

                manual deposit to reflect the advance is no longer outstanding (or at least the 

                deposit amount if not fully repaid).

4.  Advance Needs to Be Reclassified
TC142 – Used when an Advance needs to be reclassified.  This TC would be used 
                if an advance deposit was done in the wrong GL account and you need to 
                reclass it to GL Account 0514.  An example of this would be if a travel advance 

                is issued using the wrong GL (0515) it should be re-classed using TC142 R and 

                TC 156 and then recorded in the Time and Expense System.  NOTE:  For 
                deposits made in the wrong GL Account, these must be recorded on the related 
                advance screen for that employee in the Time and Expense System as a manual 
                deposit.  This will reflect the advance is no longer outstanding (or reflecting  
                what has been liquidated).  For Manual Issuances out of the wrong GL account, 
                the advance must be recorded in the Time and Expense System as a manual 
                advance (see example above).

5.  Advance Needs to Be Written Off as Uncollectable
TC911 - Used if it is determined that an advance will be uncollectible.  NOTE:  These 

                must be recorded on the relating advance screen for that employee in the Time 

                and Expense System as a manual deposit to reflect the advance is no longer 

                outstanding 

                WARNING:  When you are writing off an advance you must also 
                contact OFM as this amount will need to be grossed up and added to the 
                employee’s taxable wages as at that point it has become income.  
