
Completing a Labour Distribution Form      

 

In the event that payroll expenses were charged to an incorrect FOAPAL, you may be able to have them moved to the 

correct FOAPAL via a labour distribution form.  Please note that labour distributions can only be done within the fiscal 

year.  Once the year has ended, you can only redistribute labour by completing a journal entry. 

There is no automated process in BannerHR to redistribute labour.  A payroll officer has to manually reverse all the 

previous charges and rekey them to the correct FOAPALs.  This is a very labour-intensive task, and therefore requests 

are processed as time allows.  To facilitate the process, please ensure that you complete all fields on the labour 

distribution form and submit your forms as soon as you become aware of the error.  Please do not wait until fiscal year-

end to submit your requests. 
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To complete a labour distribution form, you will first need to run NHIDIST to capture the required information.  This will 

provide you with the employee’s position and suffix number, earning code(s) and hours associated with the expense you 

need to transfer. 

Use the labour distribution form to complete a labour expense transfer for one or multiple pay periods by completing 

the following sections: 

 Enter employee ID 

 Enter employee name 

 Select B1 or B2 

 Check the box for either one pay period or multiple pay periods 

o Enter the year and pay period(s) you want to transfer 

o If you choose multiple pay periods, please ensure you enter the ‘from pay period’ and the ‘to pay 

period’ 

 Enter the old labour distribution information 

o Enter position 

o Enter suffix 

o Enter earning code(s) 

o Enter hours/units 

o Enter percent if applicable 

o Enter amount for each pay period (unless each pay period is identical, then you can enter the amount 

for a single pay period) 

o Enter the old FOAPAL information 

 Enter the new labour distribution information 

o Enter position 

o Enter suffix 

o Enter earning code(s) 

o Enter hours/units 

o Enter percent if applicable 

o Enter amount for each pay period (unless each pay period is identical, then you can enter the amount 

for a single pay period) 

o Enter the new FOAPAL information 

Please ensure that you include vacation pay as a separate line for individuals who receive pay in lieu of a vacation bank, 

as this expense does not transfer automatically. 

You can complete up to four lines of transfers for an employee in each section and you can enter changes for up to two 

employees on one form.  

If you are entering the same change for multiple pay periods, you don’t have to enter each pay period separately.  You 

only have to do one entry as long as you have the correct ‘from pay period’ and ‘to pay period’ filled out on the form.  

This is only the case if the details for each pay period are identical. 
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If only a portion of the pay in a pay period needs to be redistributed, the full earnings detail for the pay period still has to 

be entered in the old earnings section.  In the new earnings section, the amount to be left in the old FOAPAL has to be 

entered on the first line, and the amount being transferred to the new FOAPAL is to be entered on the second line.  In 

other words, the entire earnings detail for the pay period must be entered even though you are only transferring part of 

the expense to the new FOAPAL. 

Here is an example of a labour distribution for one pay period: 

 

 

In this example, Jane’s employment expenses will be redistributed for pay period 1, and John’s will be redistributed for 

pay period 3. 
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Here is an example of a labour distribution for multiple pay periods: 

 

In this example, Jane’s employment expenses will be redistributed for pay periods 1, 2 and 3. John’s earnings will be 

redistributed for pay periods 2, 3, 4 and 5.  Since the data for each pay period is identical, it only needs to be entered 

once for each employee. 
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Here is an example of a pay period being split into two different FOAPALs: 

 

 

In this example, Jane’s employment expenses are being split 88%/12% between two FOAPALs instead of all being 

charged to the same FOAPAL as was originally done.  John’s employment expenses are being split 75%/25%.  You don’t 

need to enter the hours in the New Earnings Labour Distribution section, just the percentage, when requesting a split 

between FOAPALs.  

Also note that these employees are paid a percentage vacation payout rather than accruing time in a bank, and the 

vacation earnings are entered on the labour distribution form since BannerHR won’t transfer this expense automatically. 

 

If you have any questions about completing the Labour Distribution Form, please contact Linda Reid in Payroll at 4589 or 

lsreid@mun.ca.  
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