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Training Objective

• The purpose of this training is to assist 
Account Managers and deemed 
employees in understanding Employee 
Payroll Encumbrances & Employee 
Payroll History information located in the 
Financial Accounting Management 
Information System (FAMIS) and/or 
Canopy. 



Training Objective (Con’t)

• Account Managers and deemed 
responsible employees can utilize 
Employee Payroll Encumbrances & 
Employee Payroll History information to 
reconcile accounts and research account 
deficits caused by payroll encumbrances, 
and payroll charged to the account(s).



Trainee Knowledge

• The trainee should posses
– Access FAMIS/Canopy
– Access and/or knowledge of Workday Costing 

Allocations



What is a Payroll Encumbrance?

• A Payroll Encumbrance is a specific dollar 
commitment that is set aside for future 
payroll payments that will be charged to a 
particular account.



Payroll Encumbrances

• Payroll encumbrance transactions originate 
from different sources and each source has 
its own ‘type’ code. These type codes 
identify the source of the payroll 
encumbrance adjustment. 



Payroll Encumbrance Types 

• EN – Encumbrance Adjustment
• AA – Automated Adjustment
• IN – Initial Load
• MA – Manual Adjustment
• PL – Payroll Liquidations
• SS – Salary Savings



Payroll Encumbrance Types

• EN Encumbrance Adjustment – These are 
the entries that result from Workday Costing 
Allocation. Description on transaction: “WE 
– (PIN#)” 



Payroll Encumbrance Types

• EN Encumbrance Adjustment



Payroll Encumbrance Types

• AA Automated Adjustment - These 
transactions originate from the part of the 
system that automatically keeps the payroll 
encumbrances in balance with the Active 
Budget located in the Workday Payroll 
System.  Description on transaction: “Auto 
Adj – (PIN#)”



Payroll Encumbrance Types

• AA Automated Adjustment Example



Payroll Encumbrance Types

• IN Initial Load - These transactions occur at 
the beginning of the year and originate from 
the Position Budgeting App (PBA).  
Description on transaction: “WDE Summary 
Adjustment”



Payroll Encumbrance Types

• IN Initial Load Example



Payroll Encumbrance Types

• MA Manual Adjustment - Manual 
adjustments are created by the Budget or 
Payroll Office. Description on transaction: 
“Man Adj – (PIN#)”



Payroll Encumbrance Types

• MA Manual Adjustment Example



Payroll Encumbrance Types

• PL Payroll Liquidations – Reduction of an 
encumbrance due to payroll expenses. 
Description on transaction: “Summary 
Monthly Payroll EPA Adj” or “Summary 
Biweekly Payroll EPA Adj”.



Payroll Encumbrances Types

• PL Payroll Liquidations Example



Payroll Encumbrance Types

• SS Salary Savings - These transactions 
come from Vacant Positions.  The salary 
savings process generates at the end of 
each month. Description on transaction: 
“Sal Sav – (PIN#)” 



Payroll Encumbrance Types

• SS Salary Savings Example



FAMIS Encumbrances

• Financial Accounting Management 
Information System (FAMIS) 
– The Payroll Encumbrance Module consists of a 

series of screens that display payroll 
encumbrance information. 

– Menu 75 - Payroll Encumbrance Module Menu defines 
the screens that display payroll encumbrance 
information. 





FAMIS Encumbrances (Con’t)

– Payroll Encumbrances at the PIN & Account Level 
• The Payroll Encumbrance Module keeps track of 

balances and activity of payroll encumbrances on a PIN 
by PIN basis. 

• Encumbrance Maintenance screens 746 thru 754
– Update access is given to the Budget & Payroll Personnel   

• Encumbrance Inquiry screens at PIN level 755 & 756 
• Encumbrance Inquiry screens at Account level 757 & 758

– Encumbrances are kept at the PIN and SL-SA account 
level.



FAMIS Encumbrances (Cont’d)



FAMIS Encumbrances (Con’t)

– Payroll Encumbrances at the Account Level 
• For the initial budget load, encumbrance 

transactions are summarized into a single entry per 
SL-SA account / sub code containing salary, wage, 
benefits, and longevity amounts. 

• Summary payroll encumbrances are viewable on 
open commitment screens such as Screens 21, 22, 
26, 61. 



FAMIS Encumbrances (Cont’d)



FAMIS Encumbrances (Con’t)

• M75 module keeps the summary encumbrances 
(SAL0001, WAGE001, BENB001, BENW001, 
LNGB001, and LNGW001) in sync with the detail 
payroll encumbrances. 

– Payroll encumbrance transactions can be seen 
on the Open Commitment screens (21, 22, 26, 
61) and the Transaction Inquiry screens (23, 
46, 47, 48, 49, 63,). 



FAMIS Navigation – Employee 
Payroll History
• From the M70 Menu

– Menu M70 - Payroll System Menu show the 
screens available in the Payroll Module of 
FAMIS. 

• For example Enter M77 and press Enter to proceed 
to the Payroll Detail Module





FAMIS Navigation - Employee 
Payroll History
• From FAMIS Menu M77

– Payroll Detail Inquiry by FY, UIN
• In the Screen Field type “770”
• Hit Enter

– Payroll Detail Inquiry by FY, Account
• In the Screen Field type “771”
• Hit Enter

– Payroll History for an account or employee can also be 
viewed in Canopy under the FRS Payroll Tab. 





CANOPY ENCUMBRANCE

• CANOPY 
– Canopy is a web-based application created and 

maintained by the Business Computing 
Services department of the A&M System. This 
application houses data from Workday, FAMIS, 
and Legacy BPP Systems. 

– Payroll Encumbrance information can be 
viewed at an account level under the FRS 
Inquiry Tab. 



Canopy Encumbrances (Con’t)

– Payroll encumbrances for an account can also 
be viewed under the following tabs

• Account Summary 
• Transaction  





Click on the Canopy 
Button to Access 

Canopy



Canopy Navigation

• Main Menu of Canopy
– Click FRS-Financial Reporting Module
– Click Account Summary

• Enter Account Number
• Thru Month – Default Month is always the current 

month
• Click Submit



Canopy Navigation - Employee 
Payroll History
• From Main Menu of Canopy

– Click FRS-Financial Reporting Module
– Click Payroll 

• Payroll by UIN (Universal Identification Number) 
– Enter Employee’s UIN
– Click Submit 

• Payroll by Account
– Enter Account Number
– Click Submit



Click
Payroll on the Canopy Menu 

Bar Or
Click

Payroll – Inquiry, PCT, NFC 
and Legacy EPAs



Payroll History by Employee
Enter Employee UIN



For Payroll inquiry by account, click on Payroll by 
Account



Payroll History by Account
Enter Account Number



Canopy Navigation – Employee 
Payroll History



Canopy Navigation – Employee 
Payroll History



Payroll Definitions & Concepts 

• Payroll Cycles 
– Payroll is processed and payments are made 

via check and/or ACH. 
• B = Biweekly Payroll (processed every other week) 
• M = Monthly Payroll (processed once a month)



Payroll Definitions & Concepts 

• Gross Pay is the total amount an employee 
earns – before any taxes or other 
deductions are taken out of the pay. It does 
not include Longevity. 
– When accounting entries are made in FAMIS to 

expense payroll to a particular account, the 
entries are made for the gross pay amount. 



Payroll Definitions & Concepts 

• Longevity is a payment made to 
employees recognizing their years of 
service.  
– In FAMIS, longevity is treated like gross pay. 
– For State Accounts Longevity is charged to a 

different account.



Payroll Definitions & Concepts 

• Hazard Duty is a payment made to 
employees recognizing their performance 
under hazardous conditions and effectively 
increases their gross pay. In general, 
hazard duty pay is treated as a type of 
gross pay. 



Payroll Definitions & Concepts 

• Employee Deductions are funds deducted 
from an employee’s gross pay (for example 
FIT, OASI, Group Insurance) 

• Net Pay is the amount of pay disbursed to 
the employee, either through a check or an 
ACH transaction. 
– Net Pay = Gross Pay + Longevity – Deductions



Payroll Definitions & Concepts 

• Employer Payments or Benefits are 
funds, over and above an employee’s gross 
pay, which are paid to third parties for the 
benefit of the employee. These employer 
payments do not impact the employee’s 
gross pay. The benefits may or may not be 
paid by the same account that funds the 
employee’s gross pay.



Contact Information
For more Information on Employee Payroll History, please contact:

Email: Budgets@pvamu.edu
Phone: 936-261-2200

 Vacant   Margaret Francone
 Financial Analyst II  Financial Analyst II

 Vacant   Vacant 
 Financial Analyst I  Financial Analyst II

Adrian Sadler
Director for Budgets
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