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This document will explain the importance of using effective date records, and how to create and update such records.

What is an effective dated record?
An effective dated record is a record that provides information (e.g., values), usually for some type of calculation, based on a date.  The information provided in the record changes over time, making it necessary to identify a “starting date” for the new information (or values).  The “starting date” is the “effective date” for the new information.
Effective dated records are common in the Payroll module.  Perhaps the most common are the tax rates used for determining the federal income withholding tax on gross pay.  The rates used for paychecks issued in 2008 have an effective date of 1/1/2008.  The rates for paychecks issued in 2009 will have an effective date of 1/1/2009.
Miscellaneous deduction records, such as for retirement and employee garnishments, are also effective dated.  For example, if an employee is subject to a garnishment, there likely is a court order specifying the starting date for the paycheck deduction and the amount to be deducted.  The starting date is, of course, the effective date.
An employee’s personal deduction record, which shows all of the deduction-related information for the employee, is also an effective dated record.  This record would include the employee’s withholding allowances, marital status, and miscellaneous deductions that apply to his or her paychecks.  When any one of the items in the employee’s personal deduction record change, a new effective dated personal deduction record must be created for the employee showing the new effective date.

To illustrate the use of effective dates for the employee’s personal deduction record, assume an employee gets married on June 15, 2008.  To properly reflect this for payroll purposes, you would create a new personal deduction record for the employee after changing the marital status from Single to Married.  The new personal deduction record would be given the effective date of June 15, 2008.  This new deduction record would apply to all paychecks issued to the employee on or after June 15, 2008.
Perhaps now you can see why we call them effective dated records.  When the information provided by the record changes, we create a new record identifying the starting date, or effective date, to use the new information.
What is NOT an effective dated record?
Most data that you enter into GS will be dated.  When you create an invoice, you date it.  When you create a utility billing, you give it a billing date.  When you receive cash, you enter the date and amount received.  When you create a paycheck, you give it a paycheck issue date.
All of these types of data entry are dated, but we do not refer to them as “effective dates” because the information, or value, provided in the record is not expected to change.  For example, you received $30.00 from a customer for payment on a utility billing.  That is not going to change.  You will receive another payment a month later, but that will be for a payment on a new utility billing.  These are two different transactions.  Hence, we commonly refer to these dates as transaction dates, and  not effective dates.
Why do we need effective dated records?
Effective dated records tell us historical values used for certain calculations, such as a customer billing, or an employee paycheck.
You might ask, if a value, such as the deduction for retirement, changes, why shouldn’t we simply change the old retirement deduction record and put in the new amount.  Why do we even need to put a date on the deduction record because all paychecks issued after the time you change it will have the correct value.

Probably the single most important reason for using effective dated records is having the historical records in the computer in case adjustments are needed.  This is especially important for payroll.  For example, assume it is November, and you discover you made an error in all of an employee’s paychecks since April.  You forget to give the employee the increase in pay he or she was supposed to have.
Without effective dated records, this would be a nightmare to clean up.  However, with effective dated records, you can process payroll adjustments to all of the affected checks and all of the related adjustments will be picked up for W-2 purposes.

How long do effective dated records need to stay in the computer?
That is a good question.  Effective dated records can be deleted after they no longer appear to be needed.  As a general rule, most effective dated records can be deleted after they have been replaced by another record for a period of two years.  That means you have been using the current effective dated record for at least the current year and the prior year.  It is unlikely you will need the record after it was replaced two years ago.
Caution:  The key words are “effective dated records can be deleted after they have been replaced by another record.”  Never delete the most current effective dated record.  The most current record might be five years old, but it is still the most current one being used.  

If the older effective dated records are not causing any problem, they do not have to be deleted.  However, if the older records are beginning to “get in the way”, there also is no problem deleting the older records.  Use your own judgment.
If possible, before deleting an effective dated record, or set of records, it would be a good idea to print a hard copy of the related values.

Creating and Updating Effective Dated Records
Effective dated records are treated consistently in GS.  The procedures outlined below illustrate how to 1) add an effective dated record for the first time, 2) update an effective dated record in the normal course of events when the information (or value) provided by the record changes, and 3) correct a current effective dated record because if has the wrong effective date or the wrong information.
· Locate Effective Dated Records.  The first step to working with an effective dated record is to find the records using the proper menu selections.

To illustrate, assume you want to work with a utility billing rate.  You would use the selections UB/Setup/Utility Rates.

· Add a New Record.  Normally you will only add, or create, a new effective dated record one time.  For example, you might have a new customer that does not “fit” into any of the other rates for the Water utility.  Thus, you need to create a new Water rate just for that one customer.
If you want to add a new effective dated record that does not appear in the listing, Click on Add.
· Update Current Record (Creates New Record).  An effective dated record will need to be updated periodically to reflect new information that goes into effect at some future date.  For example, if the Water rate is increased, you would “Update” the most current effective dated Water rate with the new effective date and new rate information.
To “Update” an effective dated record 1) highlight the most current record in the listing and 2) Click on Update.
Important:  When you “Update” a current record, the record you are updating stays intact and will not disappear from the listing.  In addition, a new record will appear with the new effective date and new information.

· Correct Current Record (Replaces Old Record).  An effective dated record will need to be corrected if the related information in the record is wrong, or the effective date itself is wrong.  This might be the most current effective dated record, or an older one.  For example, if you discover that a current water rate has an error in it, you would need to correct that rate.
To “Correct” an effective dated record 1) highlight the record in the listing and 2) Click on Correction.

Important:  When you “Correct” a current record, the record you are correcting disappears from the listing and is replaced with a new record that has the corrections in it.

What type of records in GS are effective dated?
The following types of records in GS are effective dated:
· Utility Billing Rates (UB/Setup/Utility Rates)

· Employee Pay Types (PR/Employee Data/Pay Types Tab)

· Employee Personal Deduction Record (PR/Employee/Benefits and Deductions Tab)

· Payroll Benefits and Deductions (PR/Setup/Benefits and Deductions)

· Payroll Tax Tables (PR/Setup/Tax Tables)

· Payroll Tax Rates (PR/Setup/Tax Rates)
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