
Run Parameters for most common HR Reports 

With the upgrade to 8.9 some run controls were not carried over to the new environment, since most people have been printing the same report for years without having to set up parameters here is a refresher for setting up the Run Parameters for some of the frequently used HR Reports.

BOB Report

	Enter Run Control:
	Click search for an existing one or create a new one.

	Enter as of date:
	Usually the last day of the previous month.

	Enter Business Unit:
	HR730-Central campus/HR783-System/HR759-ClearLake/HR784-Downtown/HR765-Victoria.

	Report Choice:
	Specify choice, if Division, College or Department is selected a new box appears which enables you to type in the parameter.

	Sort Option:
	Select from department or fund.

	Page Break After Cost Center:
	Select check box if you want a new page per cost center.

	Funding Information:
	Leave blank or type in funding information.

	Click the Run Button: 
	See instructions below for Process Scheduler Request.


Labor Distribution CC 
	Enter Run Control:
	Click search for an existing one or create a new one.

	Enter as of date:
	Usually the last day of the month.

	Enter Business Unit:
	HR730-Central campus/HR783-System/HR759-ClearLake/HR784-Downtown/HR765-Victoria.

	Department:
	Enter Department ID.

	HR Cost Center:
	Enter HR cost center 00730-##### (speedtype).

	Labor Distribution Sort Order:
	Select By Cost Center or By Department by Cost Center.

	Click the Run Button: 
	See instructions below for Process Scheduler Request.


Payroll Account Report CC 
	Enter Run Control:
	Click search for an existing one or create a new one.

	Month Begin Date:
	First day of month.

	Month End Date:
	Last day of month.

	Business Unit:
	HR730-Central campus/HR783-System/HR759-ClearLake/HR784-Downtown/HR765-Victoria.

	Department:
	Enter Department ID if running the report for a one specific department.

	EmplId:
	Enter EmplID if running the report for a specific employee.

	Cost Centers:
	Enter HR cost center 00730-##### (speedtype).

	Sort Order:
	Select By Dept by Cost Center, By Cost Center or By Dept by Employee.

	Click the Run Button: 
	See instructions below for Process Scheduler Request.



Payroll Verification Report 
	Enter Run Control:
	Click search for an existing one or create a new one.

	Payroll Verification Rpt Slct:
	Select Trial Verification or Final Verification.

	Pay Run ID:
	Enter Pay Run B###### for bi-weeekly or M###### for monthly.

	Payroll Cycle:
	Select Both.

	Department:
	Enter Department ID-H### or C### or D### or V###.

	Click the Run Button: 
	See instructions below for Process Scheduler Request.


The same Process Scheduler Request is used for all SQL Reports 
	Process Scheduler Request:
	Select Server PSUNX.

	Type:
	WEB

	Format:
	PDF


















[image: image1.jpg]SPOTLIGHT







 Who’s Who in Administration & Finance
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Who:

Renee H Chang

Payroll Operations Supervisor

Years of UH Service:

33 years

Department:

Payroll Department

How to Contact me:

Email:

rchang@uh.edu
Phone: x38773

Where to find me:

5000 Gulf Freeway Bldg 2 Room 223A

When to Call me:

I assist University departments in resolving problems and questions concerning payroll-related entries on personnel action documents.  

Feel free contact me with any payroll issues.

What I Like Best About My Job:

I enjoy demonstrating knowledge to carry out the responsibilities of the job. 
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HUB VENDOR OF THE MONTH
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WHO:
ImageSet Digital

President and CEO: Debbi Briggs

Independent, locally owned company under the same management for 22 years.

WHAT:

ImageSet is a full service printing and communications company specializing in on-demand digital printing. Applications include short run color printing of marketing collateral such as brochures, postcards, business cards; and large format display graphics such as posters, banners and trade show graphics. We also offer targeted marketing solutions including one-to-one marketing, variable data and personalized URLs.  We have a complete in-house bindery, and we also offer mounting and laminating, as well as full service mail processing. 

Our clients include the University of Houston, Rice University, University of St. Thomas, M.D. Anderson Cancer Center,  The Methodist Hospital, Wrangler Jeans, and Exxon-Mobil Corporation.

HOW: 

Orders can be placed:

Online at www.imageset.com 

By phone: 713-869-7700 or by fax: 713-864-3933

Contact Gary Pressel at 713-358-6618 for additional information or a catalog.

ONE THING ABOUT OUR COMPANY THAT WE WOULD LIKE UH TO KNOW:

You’ll love our quick turnaround and the fact that you’ll receive a completely finished proof on the actual stock.

INTERESTING FACT ABOUT THE COMPANY:

We were ranked one of the Top 50 Fastest Growing Woman-owned Businesses in Houston in 2006.
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SICK LEAVE POOL PROCESS

EMPLOYEE RESPONSIBILITY

· Download and Complete Sick Leave Pool Application form: (http://www.uh.edu/admin/hr/benefits/benefitforms.htm)

· Download and Complete Physician Certification form:

(http://www.uh.edu/admin/hr/benefits/benefitforms.htm)

· Submit Completed Sick Leave App. & Physician Cert. to the benefits office (minimum 5 days, maximum 30 days per request)

· Each request must be accompanied with a new SLP Application and a new Physician certification

COLLEGE/DEPARTMENT RESPONSIBILITY

· Create PAR placing employee on Paid Leave of Absence effective the day SLP hours are approved

· Submit completed PAR to HRIM

· Submit timesheets documenting Paid Sick Leave Pool (code 181) 

· If necessary submit correcting timesheet to payroll
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Helpful Queries in PeopleSoft 8.9 Reporting

The PeopleSoft Query tool enables users to collect specific information from the database. Below are some helpful queries that are available in the PS 8.9 Reporting Database. 

HR Helpful Queries
Note: These public queries are available for all end-users that have security access to Query Manager; and these queries should not be changed. However, when end-users need to modify an existing public query, please rename the query prior to making changes. Once the query name has been changed, it can be public or private.

 

	Query Name
	Query Description

	HR_DEPT_EMP_LIST
	List of Employees by Department (Department Roster – as of current date)

	HR_SWB_06_01_07
	List of Employees on SWB on 9 1 07

	HR_TRN_BY_DEPT_ALL_COURSES
	Training-Status by all courses

	HR_TRN_COMPLETIONS_BYCOLL
	Training-All Course completions by Coll

	HR_TRN_COMPLETIONS_BYCRSE
	Training-Students Completing A Course

	HR_TRN_COMPLETIONS_BYDEPT_TL
	Training-All Course Completions By Dept

	HR_TRN_COMPLETIONS_BYDIV
	Training-Course Completions by Division

	HR_TRN_COMPLETIONS_BYSTUDENT
	Training-Course Completions by Student

	HR_TRN_COUNTOFSESSIONS
	Training-Count of Sessions

	HR_89_SAMPLE_QUERY_BY_COL 
	List of Employees by College. 
Query consists of multiple tables.

	HR_89_SAMPLE_QUERY_BY_DEPT 
	List of Employees by Department. 
Query consists of multiple tables.

	HR_89_SAMPLE_QUERY_BY_DIV 
	List of Employees by Division. 
Query consists of multiple tables.

	HR_89_SAMPLE_QUERY_BY_EMPLID 
	List Employee by Employee Identification Number.
Query consists of multiple tables.

	HRMS_EMP_JOB_HISTORY
	Creates a List of Job Actions with Associated Job Data by Empl ID.

	HR_PER_TENURE_BU
	Tenure data by Business Unit

	HR_PER_TENURE_BU_CAL_GRP
	Tenure data by Business Unit and Cal Group

	UBUD
	Generates a list of common Budget queries

	UCSC_ACTION_RPT_DEPT
	Review HR Actions

	UPAY
	Generates a list of common payroll queries
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	Earn Code 
	Combo Code

	 
	00730-19406-50104

	ADJ 
	00730-19406-16120

	503 
	00730-19406-50104

	502
	00730-19406-50104

	432 
	00730-19406-50120

	424 
	00730-19406-50114

	410 
	00730-19406-50110

	400 
	00730-18940-50112

	310 
	00730-19406-50111

	125 
	00730-19406-50104


Payroll Accounting
PeopleSoft Commitment Accounting 8.9 allows the user to map the account using templates and a set of mapping tables. This mapping set up is then used by the commitment accounting processes (payroll distribution, encumbrance, and the GL interfaces) to determine the account for an expense transaction without its having to be specified with the business unit and speedtype.

As a small example of how account mapping has simplified data entry, without account mapping, the department budget earnings table had to have a account code specified for almost every earning code –


Note that this is the same cost center for each earnings type; only the account changes. Note also that had this position been split funded, there would have had to be the same number of rows for each cost center in the position’s funding distribution.

With account mapping it requires a single account code to identify the cost center (or multiple account codes in the event of split funding), and then the system assigns an account when the distribution and encumbrance processes run. The multiple lines of the dept budget earnings entry depicted above would be pared down to a single entry.
	Earn Code 
	Combo Code

	Regular Earnings 
	00730-19406



Instructions for Completing the Position Request Form and Payroll Reallocation: It is important to stress that account mapping only affects the account. It does not affect the cost center itself. When completing a PRF or reallocation form, the business unit and the speedtype are all that is required. PeopleSoft will define and assign the correct account by job code for salary and by earnings code and the correct account for each deduction code or tax code for all other transactions.


Cross Campus Funding
Commitment accounting in PeopleSoft 8.9 does not allow cross campus funding. If the employee’s job is housed at System, his position can not be funded by UH and vice versa. The business unit on the combo code must match the business unit of the position.
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Training Survey Results

In last month’s issue, we invited employees to participate in an on-line training survey and promised to print the results in our April newsletter. Thanks to everyone who took the time to answer our questions and help us as we develop our new, administrative training department.

Below are the courses you told us you needed developed to assist you in understanding these business processes:

	Priority #
	 
	%

	1
	Successful On-Boarding of New Employees - The PAR Process (Classroom)
	67.2%

	2
	Procurement Rules (Online) 
	63.8%

	3
	Everything You Needed to Know About Processing the I-9 (Classroom)
	62.7%

	4
	UH Accounting Basics (Online)
	62.1%

	5
	Payroll Reallocation and Understanding Payroll Suspense (Classroom)
	61.0%

	6
	HR View/Navigation (Online) 
	60.0%

	7
	Taxable Fringe Benefits (Online)
	57.9%

	8
	Timesheets, Deadlines, and More (Classroom)
	56.9%

	9
	Tips and Navigational Advice for OJS (Classroom) 
	46.6%

	10
	HR PASS (Online)
	44.1%

	11
	Moving Expenses (Online) 
	44.1%

	12
	Property Custodian Training (Online) 
	42.9%

	13
	Payment to Foreign National Independent Contractors (Online)
	32.1%


Current Classes (In order from best to needs improvement) 
	Priority #
	 
	%

	1
	Cash Handling (Online)
	54.9%

	2
	Voucher Creation and Workflow (Online)
	43.1%

	3
	GL Journal Creation and Workflow (Online) 
	42.0%

	4
	Budget Journal Creation and Workflow (Online)
	41.2%

	5
	SC Voucher Creation and Workflow (Online)
	38.0%

	5
	Requisition Creation and Workflow (Online)
	38.0%

	6
	P-Card Business Office (Online) 
	34.0%

	7
	Travel Forms and Rules (Classroom) 
	30.6%

	7
	P-Card Cardholder (Online) 
	30.6%

	8
	Credit Card Data Security (Online)
	28.6%

	9
	Credit Card Processing (Online)
	28.0%

	10
	Travel Card Cardholder (Online) 
	27.7%

	11
	HR Query (Classroom) 
	27.1%

	12
	Travel Card Business Office (Online)
	26.5%

	13
	Credit Card Accounting (Online)
	24.0%

	14
	New Employee Basic Financial Processes and Transactions (Classroom)
	22.0%

	15
	New Employee HR View 
	20.8%

	16
	Payroll/Finance Reconciliation (Classroom) 
	16.0%


We also asked participants a series of questions about services that the training department could provide to the departments. Here’s what you told us:

· 66.7% would like to receive monthly departmental training statistics.

· 69.4% would like the training department to provide courses on other topics not listed above.

· 92% believe that new employees need more detailed training about protocols and processes than is currently offered.

· 62% think that offering customized training packages for each department would be beneficial.

The Training Operations Department also did receive a lot of great additional comments as part of this survey. We will be utilizing all of this feedback to help us develop our administrative training program.

What Would You Like to Learn Today?
Two new training classes have been added to the on-line training library - HR View 8.9 and Employee Self-Service (PASS).

The on-line HR View 8.9 provides a navigational tour through the latest version of the PeopleSoft HRMS module. The participant will learn how to navigate to the various screens to view Human Resources data and how to run the commonly used Human Resources reports. Successful completion of this module is a requirement to receive access to the PeopleSoft HRMS module.

The Employee Self Service (PASS) training will assist users in re-printing their W-2’s; provide guidance for changing their personal information in the Human Resource system; give detailed information for setting up their direct deposit bank account or modifying their account; and illustrate how to update your W-4 information. This is a great class for a user who is unfamiliar with the PeopleSoft HRMS module, new employees to the university, and anyone who would like an on-line tour of the PASS system.

To register for these classes, click here.
For a list of additional classes offered at the university click here.

Access to HR View 8.9
In order for an employee to gain access to HR PeopleSoft, they must submit the required security forms, sign up for and complete the HR View 8.9 on-line course (this includes a short quiz to be taken after the presentation). Once these requirements are met the individual will gain access to the system. 

Please register online here. The security forms can be found here. All forms should be submitted to Sandra Medellin via fax at X35596 or by interoffice mail code 5011 prior to registering for the class. If you have questions about this new procedure or any other trainings please call Sandra Medellin at X35753.
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Reserve Your Inventory Scanner Today!

Just a reminder that departmental inventory is in full swing. Departmental property custodians should call Property Management to reserve their bar code scanners. The inventory deadline is June 30th. If you have any questions about inventory or need additional information or help, please call Nisho Khan at 3-8320.
APRIL ADMINISTRATION AND FINANCE CALENDAR 
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	 2

9:00 Payroll/
Finance 
Reconciliation

Monthly Pay Day
 
	3

Payroll Off Cycle


	4

Bi-Weekly Timesheets Due in Payroll by Noon

PAR’s Due in HR for M043007
	5

B040307 Corrections Due in Payroll by 5:00

PAR’s Due in HR for B040307
	6

	9
	10

Payroll Off Cycle


	11

9:00 Journal Entry
	12

1:00 Time Management: It's About Time (Part 2)
PAR’s Due in HR for B041707
	13

M043007 Corrections Due in Payroll by Noon

Bi-Weekly Pay Day

	16

9:00 Payroll/
Finance 
Reconciliation
	17

Payroll Off Cycle


	18

9:30 Outstanding Customer Service: The Only Choice
Bi-Weekly Timesheets Due in Payroll by Noon

2:00 Voucher
Creation
	19

9:30 Travel 
Forms & Rules
	20

B041707 Corrections Due in Payroll by Noon



	23
	24

9:00 Essentials of Time Management: (Part 1)
Payroll Off Cycle


	25
	26

PAR’s Due in HR for B050107
	27

9:00 Conflict Resolution 

Bi-Weekly Pay Day

	30
	
	
	
	


