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PayCV is an online application used to correct Master File Keys (MFKs) on salary and 

fringe entries that have already posted to the General Ledger. The term “PayCV” 

comes from “Payroll Change Voucher.” Years ago the process of correcting an already-

posted entry was done via a “change voucher” and the abbreviation “CV” is still used 

today. 

 

When to use PayCV vs. Retroactive Accounting-Only Change of Status 

 
There are two methods available to make retroactive accounting-only transfers for a person’s salary/fringe 

records (institutional accounts in the 5000 range), the Change of Status (COS) online form in the Human 

Resources Transaction System and the PayCV application.  The preferred method is to complete the COS in 

the HR system. 

 

A retroactive accounting-only COS should be completed whenever the appointment MFK for an individual 

should be updated in the HR system.  For monthly appointments, the processing of the COS will trigger a 

PayCV being completed centrally.  For biweekly appointments, the processing of the COS will NOT trigger 

a PayCV being done centrally, so the department is responsible for ensuring the appropriate PayCV entries 

are completed. 

 

For the rare occasions when the COS is not appropriate the PayCV application should be used to make the 

appropriate entries to correct the MFK to post to the general ledger system.  

 

PayCV Security  

 
Access to use the PayCV application is requested via the Accounting Services’ e-form titled “Web and Pay 

Change Voucher Access Request Form.”  http://www.uiowa.edu/~eforms/bo/WebCV_Request.pdf 

 

Besides security access to PayCV, access to the General Ledger Decision Support System (GL DSS) online 

application must also be in place.  This security access is granted at the organizational unit (ORG) or 

department (DEPT) level through one of your unit’s Secondary Security administrators. 

 

http://www.uiowa.edu/~eforms/bo/WebCV_Request.pdf
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PayCV Correcting Entry Process 

 
Once you have been granted the proper security to use PayCV, the link will appear in Employee Self Service 

in the Systems section within the Administration tab.  
 

 

On the PayCV home page, the entry screen, select  

 

 
 

Enter either the Social Security Number (SSN) or the Employee ID of the person whose payroll records are 

to be corrected. Though SSN is still used as a way to search for an individual’s payroll records, it will not 

appear on any of the following screens and will not be part of the CV that is created in this process. 

 

 
 

Select  once the person’s identifier has been entered. 

 

 

Each screen in PayCV contains employee information (name and employee ID). Those items are 

intentionally omitted from all examples in this document. 
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The search returns a list of all of the MFKs that the person is paid from. The MFK list shows a cumulative 

fiscal year-to-date amount for each MFK. 

 

 
 

 

Select the desired MFK line by clicking on the  icon to the left of that line. The chosen MFK line is 

expanded into individual pay periods and associated salary and fringe amounts. This list also shows a 

cumulative salary/fringe amount for the last 90 days, as well as a fiscal year-to-date sum.  

 

 

 
 

Additional information about journals associated with the MFK/pay period combination can be found via the 

desired  icon. 
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Single Period Entry: 
 

Select the browser back button to return to the previous screen. 

 

Select the pay period for the desired correction via the  icon. This begins the CV process for a single pay 

period. 

 

 
 

 

Note: Once the CV process is started, it is important to use the navigation buttons provided on the various 

screens (e.g. “Go to Review” or “Cancel New MFK”) rather than the Internet browser “back” button or 

the “X” to just close the PayCV window. Any of these non-PayCV actions can cause errors and can result 

in the CV transaction in process being locked. Locks are automatically cleared in the evening processing 

and any locked CV will be available for continued editing the following morning.  

 

The resulting screen shows the upper part with the original MFK, employee information (intentionally 

omitted) and the pay period selected. None of these fields can be changed. 

 

 

 

     Original Info 

 
                   

Employee     Empl ID       Period  

  10/01/2008 - 10/31/2008 
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The lower part of the screen is an input form for the new MFK. It has been populated with the original MFK 

elements and the entire amount of salary available on the original MFK.  At least one of the values of the 

new MFK must be changed. 

                                                                                                                                                                                 

 
 

 

Enter the values for the new MFK elements, the MFK the salary/fringe expense is being transferred to, along 

with the desired dollar amount of the salary.  Fringe will be automatically calculated based on the salary 

amount and the FY fringe rates. 

 

Salary/fringe can be transferred to one or multiple MFKs. In the example shown below – the DEPT, SDEPT 

and GRANT/PGM have changed for the 1
st
 new MFK in this CV. This example is moving only $1000, not 

the full $2259.83 available. 

 

 

Note:  The Institutional Account cannot be changed.  

 

The CV Purpose field is optional. It is not displayed in the General Ledger, but it is visible in Financial 

Systems Tools, a journal search tool discussed later in this document.  

 

 
 

 

From this screen, if it is determined that an unintended original MFK pay period is being corrected, select the 

cancel button to stop the CV process and start over. 
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If salary/fringe is being transferred to only 1 MFK, select  to finish the CV. 

If the salary/fringe transfer is to be split to more than 1 MFK, select  to get a new 

input form. The new MFK option has been selected for this example and results in the screen below. Note 

that all of the amount sections now reflect the $1000 salary CV and the automatically-calculated $380 fringe 

that was moved onto the 1st MFK.  

 

 

     Original Info 

 
                   

Employee     Empl ID                Period  

 10/01/2008 - 10/31/2008 

 
 

 
 

The input form section of the screen defaults once more to the original MFK element values and the Debit 

value defaults to the amount of salary that now remains on the original MFK. 



PayCV User Guide 

 

Accounting Services, last update: 12/17/2008   Page 8 of 22 
Direct questions or problems to Accounting Services (accounting-services@uiowa.edu) or refer to this contact list 
(http://www.uiowa.edu/~fusas/contact.html) for your Org Unit contact person. 
   

 

 

In this example, the SDEPT is changed to 00015 and the GRANT/PGM to 50501800. The dollar amount 

remains (to transfer all remaining dollars), the Purpose field is blanked out and “Go to Review” is selected. 

This results in a WhoKey error. It is when the “review” option is selected that the MFK is validated.  

 

 
 

When an MFK validation error occurs, the updates necessary to fix the error are made on the error screen 

and are committed via  Or, the new MFK entry can be cancelled at this point.  

 

 

In this example, the G/PROG is changed to 00000000 and “Commit Change” is selected. This action brings 

up the review screen which lists the original MFK information and the 2 MFKs the salary/fringe is being 

transferred to. 

 

     Original Info 

 
                   

Employee     Empl ID  Period  

10/01/2008 - 10/31/2008 
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From the review screen, a CV can be submitted, the entire CV can be cancelled, another new MFK can be 

entered or any of the new MFKs already entered can be individually edited or deleted entirely. 

 

If an MFK is deleted, there is an option to restore it before the CV is submitted.  

 

 

When all modifications are complete, select  

 

 

A confirmation screen is presented, one last chance to determine if this CV should be created. If an error is 

discovered, there are options to either return to the review page for editing or to cancel the CV entirely.  
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Once the CV is confirmed for submission, the “CV completed” notification will be presented along with 

options to return to the specific MFK listing that was just CV’d for this employee, to return to the entire list 

of payroll MFKs for this employee, or to return to the PayCV home page. 

 

As the message on the screen below indicates, the CV just created will be reflected immediately in the 

PayCV tables – this means you can view it right away in Financial Systems Tools. However it will not be 

loaded to the online General Ledger Decision Support System (GL DSS) and thus will not be reflected in the 

SA3 report until general ledger processes run that evening. If there are no errors in the evening processes, the 

CV will be reflected in the SA3 the next morning. The GL journal which contains these CV corrections will 

be part of a journal with an ID of 1WEBPAY1.  
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If the “MFK list” option above is selected, the CV just created will be included. Before doing this CV, the 

list of all MFKs that this person had been paid from looked like this: 

 

 
 

 

After the CV was submitted, the MFK list looks like this: 

      

 
 

 

MFK line 050-05-0315-000050-50345500-5202-000-00000-60-0000 originally showed $11,299.15 but now 

is reduced to $9,039.32 after $2189.83 ($1000 and $1259.83) were transferred to the new MFKs of 050-05-

0305-20000-50501800-5202-000-00000-60-0000 and 050-05-0315-00015-00000000-5202-000-00000-60-

0000 which now also appear on the MFK list. 
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Expanding the first MFK line that contains the CV amount of $1000 shows that the only pay period where 

this employee was paid from this MFK is 10/01 – 10/31, which is the pay period that was selected in the 

previous CV process. 

 

 
 

Also, looking at the journal information for this pay entry shows that this entry was created via a PayCV 

correcting journal, not a regular HR Payroll journal. 

 

 

When a CV is created in the PayCV application, it becomes part of a journal (along with CVs that other users  

have created that same day) with a journal ID of 1WEBPAY1 (or sometimes 1WEBPAY3 if created by a 

central administration user with additional permissions). 

 

 
 

 



PayCV User Guide 

 

Accounting Services, last update: 12/17/2008   Page 13 of 22 
Direct questions or problems to Accounting Services (accounting-services@uiowa.edu) or refer to this contact list 
(http://www.uiowa.edu/~fusas/contact.html) for your Org Unit contact person. 
   

 

Multiple Period Entry: 
 

The prior CV example illustrated in this document was for transferring salary/fringe in a single pay period 

(10/01 – 10/31) from one MFK to 2 other MFKs. It is also possible in one transaction to move salary/fringe 

for more than 1 pay period via the 90-Day option.  

 

 

Select the desired MFK. 

 
 

Select 90 DAY SUM. 

 

 
 

 

The 90 DAY SUM salary and fringe amounts reflect the accumulated pay for all pay periods where the pay 

period end date (in this example, 09/30/2008) is 90 days or less from the current date (in this example, 

12/05/2008). 
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The CV form below shows the full pay amount for the last 90 days and the pay period as a 90 day period. 

 

 
           09/06/2008 - 12/05/2008 

 

 
   

As with a single pay period correction, in a multiple period correction the entire salary amount can be moved 

or just a portion of it. The corresponding fringe will be automatically calculated. 

 

If only a portion of the available salary dollars are entered, the money will be allocated in the order of the 

oldest pay period first and the most recent pay period last. The dollar amount transferred for each pay period 

will be as much as possible. If the amount to be transferred is large enough to CV an entire pay period, that’s 

what will happen. Remaining dollars will be allocated to the next pay period and so on. 

 

In this example, each of the pay periods included in the 90 day spread have a salary of $1,130 and fringe of 

$429.40. The DACT field is changed to 99999 and in the Debit field to $3000. The oldest pay period (09/01 

– 09/30) will have all of its salary/fringe transferred, reducing the amount of available salary to $1,870. This 

amount is large enough to transfer everything in the next oldest pay period (10/01 – 10/31) which reduces the 

amount of available salary to $740. This remaining amount will not cover all of the newest pay period (11/01 

– 11/30), but the full amount remaining will be transferred. 
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The screens below show the effects of this CV. The first is the MFK that the salary/fringe was transferred 

from; the second is the MFK that this money was transferred to. 

 

 

How the money is spread across the affected pay periods is the only way in which a single pay period 

correction and a multiple pay period correction differ. 

 

 

 



PayCV User Guide 

 

Accounting Services, last update: 12/17/2008   Page 16 of 22 
Direct questions or problems to Accounting Services (accounting-services@uiowa.edu) or refer to this contact list 
(http://www.uiowa.edu/~fusas/contact.html) for your Org Unit contact person. 
   

 

Cost Transfer Justification  

 
If a salary/fringe correction is moving money to a sponsored project account (FUND 500 or 510) and the 

first 6 digits of the GRANT/PGM is different than where the money was originally allocated, a justification 

of why this transfer is necessary is required. At the time that a CV of this type is submitted, a Cost Transfer 

Justification (CTJ) form will appear on the screen. The questions must be answered before the CV will 

actually be created. 

 

The following CV matches the CTJ criteria; salary/fringe is being transferred to a sponsored project account 

and the GRANT/PGM is not the same as the one in the original MFK.    

 

Original Info 

 
          11/01/2008 - 11/30/2008 

 
 

 
 

When this CV is submitted, the following electronic form will be presented. A response must be entered to 

each question before the CV will actually be created and sent to the general ledger system. This form, once 

created, will be viewable in Financial Systems Tools by the person who created it and by select Grant 

Accounting staff.    
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Financial Systems Tools  

 
Financial Systems Tools (FST) is a journal search tool. Journals created through the web applications of 

PayCV, WebCV or GL Journal Entry (GLJE) can be viewed in FST as soon as they are created, which is 

(generally) the day before they are available in GL DSS and the SA3 report.  

 

Links to FST are found both in Self Service under the Administration tab and in the PayCV application on 

the navigation bar at the bottom of the page. 

       
 

Journal searches in FST are based on the applications that created the journal – WebCV, PayCV or GLJE.  

 

Journals created in WebCV (corrections for non-salary/fringe expenses) have a journal ID of 1WEBCORR1 

or 1WEBEQUIP1. 

 

Journals created in PayCV (corrections for salary/fringe expenses) have a journal ID of  1WEBPAY1 or 

1WEBPAY3 (this journal ID is created only by central administration staff and is not discussed in this user 

guide).  

 

Journals created in GL Journal Entry (GLJE) can begin with journal prefixes of ONL, ONN, TRF, PAY, 

PMO, CIP, 4BR or 5BR. All prefixes are followed by numbers. 

 

 

Note: During year end processing, periods 13 and 14, these journal IDs for WebCV and PayCV have 

letters appended on the end – 1WEBCORR1A, 1WEBEQUIPA, 1WEBPAY1A, 1WEBPAY3A, etc. The 

“1” on the end of 1WEBEQUIP1 is dropped before the letter is appended. Letters typically correspond to 

the calendar day in July (i.e. journals created on July 1 will have an “A” on the end, journals created on 

July 2 will have a “B”, journals created on July 5 will have an “E”) 
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Both WebCV and PayCV can be searched by the username (Hawk ID) of the person who created the journal 

or by a number of different criteria such as journal date or MFK elements. Currently, GLJE journals can only 

be searched by Hawk ID or the specific journal ID.  

 

Select PayCV Options, Advanced search 

 

 

While holding down the “Ctrl” key, select “MFK – Grant”, “Journal Effective Date” and then “Next Step.” 

 

 
 

Enter 54054900 for the Grant and 12/08/2008 for the Effective Date. Select “Perform Search” to see all 

journal lines which meet this criteria. 
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A mouse rollover will highlight the Username; select it to get more information about the person who created 

this journal line.  

 

 
 

 

An asterisk in the CTJ column indicates that a Cost Transfer Justification form was filled out for this 

correction. Only the person who created the CV and a few central administration staff are allowed to view 

the contents of these forms, but anyone can see whether or not there is a form associated with a given journal 

line.  
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PayCV Edits and Permissions 

 
Edits:  
Restrictions for the MFK lines that money is being transferred to include: 

 MFK is validated 

 Debit field requires a non-zero, positive dollar amount 

 WhoKey 270-05-0316-00000-71001000-00 (academic salaries) not allowed 

 FUND 271 (Payroll Fringe Benefit Control) not allowed 

 ORG 99 (Error Suspense Handling) not allowed 

 IACT cannot be changed from original MFK 

 Budget Reference Field (BRF), if applicable, will be automatically populated 

 

Permissions: 

 
Standard permissions granted to all campus users allow CVs to be created if: 

 original entry is from pay period with end date < = 90 days from current date  

 original WhoKey open 

 new MFKs are valid and WhoKeys are open 

 
There are some restricted permissions in PayCV that are not granted to general campus users. These include 

things like the ability to CV a pay entry that is older than 90 days and are granted only to select central 

administration staff. 

 

There are 2 year-end permissions which are sometimes granted to campus users. These permissions allow 

PayCV entries to be made in period 13 and/or period 14. This requires approval of a Budget Officer. That 

can be requested either at the time the employee is set up for PayCV access through a signature on the e-

form or anytime later via an email from the Budget Officer to Accounting Services (accounting-

services@uiowa.edu). 

 

 

PayCV, Cumulative Compensation Decision Support System and GL 

 
All payroll journals created in the HR system are posted to the general ledger system rolled up at the MFK 

level.  At the same time, this information is sent in detail by person, by pay period, by MFK to the PayCV 

Oracle tables.  The PayCV application journals are posted to the general ledger system by person, by MFK 

and are sent by person, by pay period, by MFK to the PayCV Oracle tables too.  The data in the PayCV 

tables are the source of the data displayed in the PayCV online application.  In addition, during the month-

end closing process after verification is made that PayCV and GL data is in synch, the PayCV data is loaded 

to the Cumulative Compensation Decision Support System (CumComp DSS).  CumComp DSS is the only 

source of data for all financial transactions by person from both the HR system, as well as all salary/fringe 

adjustments. 

 

mailto:accounting-services@uiowa.edu
mailto:accounting-services@uiowa.edu


PayCV User Guide 

 

Accounting Services, last update: 12/17/2008   Page 22 of 22 
Direct questions or problems to Accounting Services (accounting-services@uiowa.edu) or refer to this contact list 
(http://www.uiowa.edu/~fusas/contact.html) for your Org Unit contact person. 
   

 

Quick Summary  

 
 Use PayCV to move salary/fringe by person only for the occasions when an HR retroactive 

accounting-only Change of Status is not appropriate.  

 

 Access to PayCV is requested via an e-form:  

http://www.uiowa.edu/~eforms/bo/WebCV_Request.pdf 
 

 For problems or questions regarding PayCV, contact the appropriate Accounting Services Org 

Contact http://www.uiowa.edu/~fusas/contact.html#staff or email Accounting Services at accounting-

services@uiowa.edu . 

 

 CVs are done on individuals, one person at a time. An SSN or Employee ID is needed to locate the 

target person’s payroll records. 

 

 CVs can be done for a single pay period or multiple pay periods. 

o multiple period CVs include pay periods within a 90 day limit – the pay period end date must 

be within 90 days from the current date 

o salary/fringe is transferred starting with the oldest pay period first, moving toward the most 

recent pay period 

o as much salary/fringe as possible is allocated to each pay period (it is not split evenly among 

all periods) 

 

 Electronic Cost Transfer Justification (CTJ) forms are required (and automatically presented) when 

salary/fringe is transferred to a sponsored project (FUNDs 500 or 510) and to a GRANT/PGM that is 

different than that of the original MFK.  

 

 When navigation buttons are provided, always use those and not the browser back button.  

 

 Journal lines created via PayCV will belong to journals with IDs of 1WEBPAY1.  Select central 

administration staff can create journal IDs of 1WEBPAY3. 

 

 Journal lines created via PayCV (as well as WebCV and GL Journal Entry) can be viewed 

immediately in Financial Systems Tools (available through Self Service or a link on the PayCV home 

page).  

 

 CVs will generally be included in GL DSS and the SA3 report the day after they were created in 

PayCV.  

 

http://www.uiowa.edu/~eforms/bo/WebCV_Request.pdf
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mailto:accounting-services@uiowa.edu
mailto:accounting-services@uiowa.edu

