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Employee Default LDPR

Background:

Each employee ID is assigned a unique position ID in Vantage Payroll. Each position ID is
assigned a unique labor distribution profile (LDPR), which contains an employee’s default
accounting coding. The agency is responsible for maintaining LDPRs for employees.

Purpose:

This quick reference guide will show you how to locate an employee’s default LDPR in two
different ways and how to modify the default LDPR for an employee. It also includes steps
for creating a new LDPR; however, HR involvement is required to assign the LDPR to the
correct position.

Instructions

1. Log into Vantage Payroll.

2. From the Global Navigation search bar, type EPM for Employee Profile Management.
OR
Select the Employee Profile (EPM) tile.
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3. Enter the Employee ID to search for the employee.
4. Click Apply when you've completed your search.

5. From the Grid Actions results, click the View button.
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Navigate to the Employee Status Maintenance tab.

1. Expand the line and navigate to the Assignment Information tab.

2. Locate and copy the Position Number.
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1. From the Global Navigation search bar, type EPM for Employee Profile Management.
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2. Paste the position number in the Position Number search field and click Apply.

3. From the Grid Actions results, click the View button.
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Navigate to the Position Status Maintenance tab.
1. Expand ' the line and navigate to the Accounting Source tab.

. N Back
Position Management « <
Home Department: 150 | Home Unit: 0410 | Position Number: 10010101 | Position Number Description: Assistant Direc

Position Position Status Position Employee Position Authorization

Maintenance (1) Roster (3) Maintenance (2)
Filters &
Timelit
Current ~
Grid Actions = 0 o®
1-10f 1 Records View per Page- @ 50 100 Page of 1
1 Protected Status Position Status & Title & From To Attachments
- 21 /202 12/31/9399
General Information Position Attributes Override Profile and Pay Highly Sensitive coa
Laber Distribution Override Option Labor Distribution Profile
Use Entered Labor Distribution Profile 20076

*You will need this Labor Distribution Profile to make any changes to the base coding
for the employee. The position ID to employee ID is a 1:1 relationship. So when you
change the LDPR for an employee, it will update on the position ID and then it's tied to

the employee ID.
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Alternate way to find LOPR

1. From the Global Navigation search bar, type EMPSRCH for Employee Search.
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2. Enter the Employee ID to search for the employee. If you need to, utilize the Gear &

on the right side and toggle to add more.
3. Click Search when you've completed your search.

4. From the Grid Actions results, click the Select button.
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Employment Status
&
Home Unit
= -
o | 8
PageTof1
$ Home Unit = 4

Manage Employee Information v

p
@

14276 - Assistant Direc

Employee (D
Phone Number
000-000-0000
Home Department

150
Dept of Government Operations

Supervisor Name
Christensen, Van H
finetga@utah.gov

Profile Benefits Pay Organization Chart Time and Leave

= + L @ £

AppointmentID: [}

Date of Hire
04/30/2018

Work Location
4315 S 2700 W, Taylorsville, UT 84129

Home Unit
0410
DGO FIN Directors Office

2. Use the search parameters to locate a timesheet for the employee and click Search.
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3. Open the most recent timesheet by using the 3-dot menu and clicking View.
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4. Once the timesheet is open, use the uppper-right 3-dot menu E and click View Default

Accounting.
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The employee’s default labor distribution profile (LDPR) will display.

Default Accounting

Labor istribution Profile: 20076 [l Short Description: DGO FIN DIRECTO

Modify an LOPR

To modify an LDPR associated with a position (if coding or programs have changed, etc.),
navigate to the LDPR table.

1. From the Global Navigation search bar, type LDPR for Labor Distribution Search.
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2. Use the fields to filter the LDPR by chart of account elements. If you need to, utilize
the Gear & on the right side and toggle to add more.

3. Click Apply when you've completed your search. All LDPRs meeting those criteria will
populate.

4. From the Grid Actions results, click View next to the LDPR your want to modify.
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1. To modify the LDPR, click the 3-dot menu : and select Modify Labor Distribution
Profile.
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2. Modify any of the information needed on the Labor Distribution Profile tab or the
Labor Distribution Profile Detail tab.

3. Validate, Save, and Close once you are done making changes. This will update the
coding associated with an employee.
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side.

1. You can add additional distribution lines on the LDPR if an employee needs to be
coded to multiple accounting lines. The overall percentage must add up to 1.0000. To
add an additional distribution line, click the insert button sign + on the left-hand
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in Vantage Financial), then click Save & Close.

2. Populate the Department, Distribution Percent, and all related chart of account
(COA) coding. Do not enter an Object Code, as those are defined during the payroll

3. Once all required fields are entered, click Validate (ensure all COA elements are active
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Alternate way to find LOPR

In the unlikely event that you need to create a new LDPR, follow the steps below:
1. From the Global Navigation search bar, type LDPR for Labor Distribution Search.
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LDPR Labor Distribution Profile

2. Click the 3-dot menu : in the upper-right hand corner and click Create Labor
Distribution Profile.
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3. Enter the required fields on the Labor Distribution Profile tab. The Labor
Distribution Profile attribute is limited to 5 alphanumeric characters.
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4. Navigate to the Labor Distribution Profile Detail tab and insert a line using the
insert sign + on the left-hand side.

After clicking the “+" sign, a new line will be added with the required fields and all relevant
chart of account elements. You may enter different distribution percentages. For this
example, two lines will be entered at 50/50. The sum of all distribution percentages must

total 100%.
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5. Be sure that all COA elements are valid and active in Vantage Financial. Once
Validated, click Save and Close.
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If the LDPR needs to be assigned to a specific employee, send the LDPR code to HR so
they can reassign the default LDPR to the position ID associated with that employee. The
preferred approach is to modify the existing LDPR already associated with the employee.

Notes:
Every active position will have an LDPR. If a specific LDPR has not been created for a

position, a default LDPR exists for each agency. This situation should be rare.

LDPRs have a one-to-one relationship with position IDs. Every position ID is unique and
will have its own LDPR.
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