Payroll Reallocation Report

This report is set up to pull all the expenditures and account codes that a check has been charged
against. This tool has been setup to accomplish the following:

1. Verify that all the charges associated with the check has been reallocated.
2. Extract the necessary data from the payroll reallocation.

Reminder: The data pulled in this report should still be entered on the proper place on the
Payroll Reallocation form.
Navigation: UHS HRMS Payroll >Reports > Reallocation Rpt

PeopleSoft.

> Enterprise Components
[ Enterprise Learning

[ Manager Self Senvice Payroll Reallocation Rpt

[ Drganizational Development Enter any information you have and click Search. Leave fields blank for a list of all values.
[+ Payroll for Morth America
[> Records and Enroliment
[+ Self Service

[ Student Admissions

Add alue
[ Student Financials Search by: Run Control ID begins with|JC] I

[ Student Recruiting . C I

> Tree Manager I~ Case Sensitive Enter Ontro I D
> UH CB Reporting

[P UIIEIL Curstttiy Search | advanced Search

[+ LIHS Custom
[ UHS HRMS BENEFITS
- LIHS HRMS BUDGET Find an Existing Value | Add a New Value
[ UHS HRMS HR
I~ UHE HRMS PAYROLL
<7 UHS HRMS PAYROLL
[> Reallacatn
- Repors
— Bi-Weekly College
Work Study
—EBC 41 Payroll Repor]
— EY Suspense Report
— Journal Detail Rpt
= Labor Distribution
EBC-45
Fayroll Account Rpt

Lew Window | Heln |,

Find an Existing Value [ A

wroll Suspense Rot
— Payroll Verification
Renorts
— PrajectiGrant Report
— B0 Dav Suspense
Report

Run Control ID Enter Run Control ID in field.*
Search Click on __Seareh

*Note: Click on Add a New Value link or tab to create a Control ID if one does not exist.

PeopleSoft.

=] Hew window | Help | Customize Pade
e Payroll Realloc
- Organizational Development
[P [Pk (ol G T AR Run ControlID:  JC Eeport Manager Process Monitor Run_ |

- Records and Enrallment
elf Se

Paycheck Number: N

|
Enter check
PGS e number

- UHS HRMS HR

~ UHS HRMS PATROLL

= UHS HRMS PAYROLL
- Reallocatn

&) save | | lReturnto Search | [ Watify Eracd | | EUpssteDisplay

Paycheck Number Type paycheck number in field.
Run Click P10 start the process
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PeopleSoft.

[ Enterptise Components
[> Enterprise Learning
> Manager Self Service
[> Organizational Development
> Payroll for Morth America
[ Records and Enrallment
[ Self Service
[ Student Admissions
[ Student Financials
[ Student Rectuiting
[> Tree Manager
[ UH CB Reporting
[ UHCL Custom
[ UHS Custom
[ UHS HRMS BENEFITS
[ UHS HRMS BUDGET
[ UHS HRMS HR
7 UHE HRMS PAYROLL
=7 UHS HRMS PAYROLL

[> Reallocatn

= Repors

— Bi-Weekly College

Server Name
is PSNT

=l

MewnWindow | Help | Gustornize Page

Process Scheduler Request

User ID: UHEPARTT Run Control ID: JC:

Server Name: Sh Run Date: 11/29/2008 )

Recurrence: 1 Run Time: 12:57:25PM Resetto Current Date/Time
Time Zone: aQ

Process List

Description Process Name Process Type “Type “Format Distribution
LIPAY108 UPAY108 Crystal Web ~| |POF >| Distribution

=

Format

Process Type

OK. Cancel |

o rk Study
— EBC 41 Pavroll Repor
— B Suspense Repart
— Journal Detail Rpt
— Labat Distribution

EBC-45

— Payrall Suspense Rpt

— Payroll Verification
Reparts

— ProjectiGrant Report

— B0 Day Suspense

is PDF

determines
Server Name

Type is
Web

Eepord

Server Name

Enter PSNT in field or click on = and select from drop down menu.

Type

Enter Web or click on =l and select from drop down menu.

Format

Enter PDF or click on =] and select from drop down menu.

OK

Click OK button

Note: A Server Name must be selected when printing reports. The Process Type determines which server to
use. There are two types, (1) Crystal Report, and (2) SQR Report. For SQR reports use PSUNX and Crystal
eports use PSNT. Use the drop down arrow to select the a

r

ropriate type and format.

PeopleSoft.
urnculum Managemen

[+ Enterprise Components

(- Enterprise Learning

- Manager Self Service

> Organizational Cevelopment

(- Payrall far Marth America

[ Records and Enroliment

[+ Self Service

[ Student Admissions

[+ Student Financials

(- Student Recruiting

- Tree Manager

[» UH CB Reporting

[ UHCL Custom

[ UHS Custam

[ UHS HRMS BENEFITS

[ UHS HRMES BUDGET

[ UHS HRMS HR

i~ UHS HRMS PAYROLL

= UHS HRMS PAYROLL
[ Reallocatn

« Reporis
— Bi-Weekly Collene
Wiork Study
—EBC_41 Payroll Repor]
—EY Suspense Repart
— Journal Detail Rpt
— Labaor Distribution

— Bayroll Suspense Rt
— Bayroll Verification
Reparts
— BrojectiGrant Repart
— B0 Day Suspense
Repart
[ UHS HRMS POSITIONS
[ Wiorkforce Administration
[ workforce Development
> PeopleTools
[ Benefits

— Process Monitor
; \/

Report Manager  Process Monitor

Mew iindow | Heln | Custarmize Pace

Payroll Realloc

Run Control ID:  C

Run |

Process Instance: 1072654

Paycheck Number: 0

Process Instance number

Eradd | | HupdateDispiay |

&) Save | ELReturn to Search | [=] hotity |

Process Insta

nce Number This number identifies Payroll Reallocation report.

Process Monitor

Click on Process Monitor link.




PeopleSoft.

[ Enterprise Components
[ Enterptise Learning
[ Manager Self Service

> Organizational Develapment
[» Payroll for Morth Ametica View Process Request For RefI’ESh

> Records and Enrollment 1
- Colf Semice User ID: [UHSPARTT QL Type: ICrysta\ ~| Last: 1 |Days x| _Refresh button
> Sl Al Server: IF'SNT ~| Name: <, Instance: to

[ Student Financials

I Student Recruiting Run | = gi:“"h““ﬂ“ | - ¥ Save On Refresh

[ Tree Manager Status: us

Mew Window | Help | Customize Pane

Process List

I> UH CB Reporting Process List 75 | Find First 14 4 ") Last
[ UHCL Custom F——

[ UHS Custom Select |Instance (Seq. |Process Type Hame User Run Date/Time Run Status 5 Details
[ UHS HRMS BEMEFITS ——

b UHS HRMS EUDGET [~ 1072854 Crystal UPAY108 UHSPARTT 11/29/2006 12.67:25PM PST  Suctess  Posted  Details

[ UHS HRMS HR 5 f
L S HRMS PAYROLL = 1072653 Crystal UPAY108 UHSPARTT 11/29/2006 12:54:54PM P, Success Fosted Details

= UHS HRMS PAYROLL

[> Reallocatn
= Repotts
— Bi-Weekly College
Wark Study
— EBC 41 Pavroll Repord
- EY Suspense Report to Payroll Reallocation Rat Run Status

e )| should be Details link

Process Instance number a Success

ErList

= Pl SUenensg ROl

— Paroll Yerification
Reports

— Project/Grant Report

— G0 Day Suspense

User ID Your user id should be in this field. User id should match PS login id.

Server Enter PSNT in field or click on =] and select from drop down menu.

Refresh Click on Refresh button to refresh/update screen. Click this button until Run
Status shows Success.

Details Click on Details link to view the report after Success appears in the Run Status
column.

PeopleSoft.

[ Enterprise Components Mew Window | Help | Cuslomnize Page |
> Enterprise Leaming }
[> Manager Self Service Process Detail

5 Pl ot o amarca |
[+ Payroll for Morth America

[ Records and Enrollment .
[ Self Service Instance: 1072654 Type: Crystal VIeW
W EHUG Bl A e Name: UPAY108 Description: LPAY108
> Student Financials LOg/TraCG
[ Student Recruiting Run Status:  Success Distribution Status: FPosted
AL Ron _________________________ WundateProcess |
& UH CB Reporting Update Process
[ UHCL Custam - e
b UHS Custom Run Control ID: IC - Hold Request
[ UHS HRMS BENEFITS Location: Server Queue Redquest
[» UHS HRMS BUDGET (-]
b U MRS R Server: PSNT Cancel Request
" Delete Request

=7 UHS HRMS PAYROLL Recurrence: s

= UHS HRMWS PAYROLL Restart Request

I Reallocatn

<~ Reports actions |

— Bi-Weekly College

Work Stud Request Created On: 11/28/2006 12:58:03PM PST Parameters Transfar
—EBC 41 Payroll Repart) q . .
. Message Log
— FY Suspense Repart Run Anytime After: 1172002006 12:67:25PM PET Messange Lo
— Journal Detail Rpt Began Process At:  11/20/2006 12:58:20PM PST Batch Timings
— Lahor Distribution )
(EBC-45 Ended Process At:  11/29/2006 1:05:12PM PST iew Lo/Trace

— Pavroll Account Rt

— Bavrall Yerification

t
Reports oK Cancel |

— ProjectGrant Repart
— B0 Day Suspense
Renort

View Log/Trace Click on link to get the Payroll Reallocation report.




View Logl/Trace

Report ID:; T2 Process Instance: 1072654 Message Log

Name: UPAY 08 Process Type: Crystal
Run Status: Success

LIPAY103

Distribution Details

Distribwution Node: PSHT Expiration Date: 1272952006
File List

File Size es Datetime Created

Message Log i 11/29/2006 1:05:12.000000FM PST
LUPAY108 1072654 PDF 45 847 11/29/2006 1:05:12.000000FPM PST
FeopleSoft Trace File 4649 11/29/2006 1:05:12.000000FM PET

Distribute To

Distribution ID Type “Distribution 1D

Uszer ELETT

Filename link

Return |

UPAY108 1072654.PDF This is the filename. Click on this link to view/print the Payroll Reallocation
report. File can only be saved in PDF format

Note: Notice that the Process Instance number is part of filename.

& - -
Adobe Acrobat 6.0 professional =
Wersion 6.0.0 5/19/7005
Copyright & 1987-2003 Adobe Systems Incorporated and its licensors. All rights reserved,
See the complete patent and legal notice in the about box,
Protected by U5, Patents 4,837,613; 5,050,103; 5,185,818; 5,200,740; 5,233,3306;
5,237,313; 5,255,357; 5,546,528; 5,625,711; 5,634,064, 5,729,637; 5,737,5999; 5,754,5873;
5,7&1,785; 5,819,301; 5,5532,550; 5,552,551; 5,835,634; 5,5860,074; 5,929,566; 5,950,5135;
5,943,063; 5,995,055; 5,999,649; 6,049,339; 6,073,145; &,185,684; &,205,549; &,275,587;
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Adobe Acrobat Reader The Adobe Acrobat page will appear as shown. The Payroll Reallocation
report will appear immediately afterward.

Note: Adobe Acrobat Reader must be on computer.




Report Id: upayl08

Payroll Reallocation Report

- \' wn -
Check Number v~ Position Numher R KKK
EAPLID XXXXXX
Name
FOKH R IR KKK
Check # EARNING CODE EXPENSES ACCOUNT CODE
010 3.650.00 0730-31399.30104
010 3,650.00 00730-31399-30104
Check # DEDUCTION CODE DEDUCTIONS ACCOUNT CODE
ELET 223 00730-12913-31104
HSBT 2a8.04 00730-12913-51104
TRS 219.00 0730-32346-16100
BLET 223 0730-12913-31104
HSBT 2408.04 00730-12913-31104
TES 219.00 00730-190348-531111
Check # TAX CLASS TAXES ACCOUNT CODE
OASDI'ER 22257 0730-19038-31108
Med ER 52.05 00730-19038-51109
OASDLIER 22257 00730-19038-51109
MedER 52.03 0T730-19038-31109

Check number will
also appear here

Page: 1

Verify check number

Note: If the employee is exempt from charges under a category (i.e. taxes) the check number will not
populate.

Payroll Reallocation
Report

Note: User can view, print and/or save this report. Report can only be saved
in PDF format.

As shown above the Payroll Reallocation Report appears.




