Running the Trial and Final Payroll Reports by Department

Payroll Verification Report

The Payroll Department will send a notification by email when the Trial and Final payroll reports
are available to run in your department. Payroll will supply the Pay Run ID’s on the email.

Departments are responsible for checking the trial to verify against all timesheets
submitted. If there are any discrepancies, please send a corrected timesheet to the Payroll

office.

Navigation: UHS HRMS Payroll >Reports >Payroll Verification Report

PeopleSoft.

1> Enterptise Components
1> Enterprise Learning
1> Manager Self Service
1> Organizational Develapment
1> Payroll for Morh Ametica
1> Records and Enroliment
1> Self Service
1> Student Admissions
[> Student Financials
1> Student Recruiting
1> Tree Manager
[ UH CB Reporting
[ UHCL Custom
[ UHS Custom
[ UHS HRMS BEMEFITS
[ UHS HRMS BUDGET
[ UHS HRMS HR
= UHS HRMS PAYROLL
+~ UHS HRMS PAYROLL
[ Reallacatn
=~ Reports
— Biwieekly Colleqe
Wark Study
—EBC 41 Payroll Report
— E¥ Suspense Report
— Journal Detail Rpt
— Labor Distribution
(EBC-45
— Payroll Account Rpt
— Payroll Reallocation
Ept

— B0 Day Suspense

Report

E EUI’T’ICU urm !anagemen ;I

Payroll Verification Reports
Enter any information you have and click Search. Leave fields blank for a list of all values

Mew Window | Help |

Find an Existing Value

J Enter Control ID

1

Search by: Run Control ID hegins with |JC

[ Case Sensitive

Search | Advanced Search

Find an Existing Value | Add a Mew Yalue

Run Control ID Enter Run Control ID in field.*

Search

Click on __5&arch |

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




Al to Favorites

Use Pay Run ID (supplied
by payroll email).

PeopleSoft.
[» Enterprise Components
[» Enterprise Learning
[ Manager Self Sernvice
[» Organizational Development
[> Payroll for Morth Ametica
I Records and Enroliment
[ Belf Service
[> Btudent Admissions
[ Btudent Financials Report Request Parameters,

[+ Btudert Recruiting ‘Payroll Verfication Rpt/ ACt: IFmaIVeriﬁcatiun-P«lpha Ord -

[» Tree Manager
E 8:855&?32‘% Paygroup Processing
I UHS Custom B1G Q
> UHS HRMS BENEFITS payRunlit 103406
[ UHS HRMS BUDGET
[» UHS HRMS HR
= UHS HRMS PAYROLL
= UHS HRMS PAYROLL
[> Reallocatn
= Repors

—E\wr-ovr\lr(egtlﬂydoollege Payroll Cycle J Click on Both

~EBC 41 Payroll Repor Concycle  CoOfiCycle @ Both —

- FY Suspense Report

- Joumal Detail Rpt Deparimentl)

— Labor Digtribution Department: |HO1132 N Q Dean, Optometry
(EBC-45 N

- Payroll Account Rpt

- Payroll Reallocation

o Insert your
— Payroll SUspense kpt
il _'1 L B Save | JARetunto Searchl [=] Metify | Dep t |¥) E‘-..Addl JE UpdateDisplay

New window | Help | Customize Paga

Run

Run Control ID:  JC ReportManager Process Monitor

Ignore fields in
panels.

/I

Company:

Pay Group:

Pay End Date:
Process:
Page # Thru:

- ProjectiGrant Report
— B0 Day Suspense
Eeport

Payroll Verification Rpt Slct. | Click on =l and select criteria for running the report. Options include:

(Choices for running report) Trial Verification - Alpha Ord 7]

Final Verification - Alpha Ord
Final Werification - Dept Ord
Trial Werification - Alpha Crd
Trial Verification - Dpt Crd

Trial dept order = trial in empl ID order
Trial alpha order =trial in alpha order
Final dept order = final in empl ID order
Final alpha order = final in alpha order

Pay Run ID Enter the Pay Run ID supplied by payroll email.

Paygroup Processing Ignore these fields on the panel. No data entry will be allowed in these
fields, this is for the components who run the reports for the entire
campus.

Payroll Cycle Select Both by clicking on radio button.

Department ID Enter department or click on “* to get a list of valid values.

Run Click " __l+to start the process




PeopleSoft.

[ Enterprise Components
[ Enterprise Learning
[> Manager Self Senice
[> Organizational Development
[ Payrall for Marth America
[ Records and Enroliment
[» Self Service
[> Student Admissions
[> Student Financials
[> Student Recruiting
[> Tree Manager
[ UH CB Reporting
[ UHCL Custam
[ UHE Custom
[ UHE HRMS BEMEFITS
[ UHE HRMS BUDGET
[ UHS HRMS HR
= UHS HRMS PAYROLL
= UHS HRMS PAYROLL
I> Reallocatn
= Repors
— Bi-Weekly College
Work Study
—EBC 41 Payrall Report
- FY Suspense Report
— Journal Detail Rpt
— Labaor Distribution
(EBC-45
— Payroll Account Rpt
- Payroll Reallocation
Rt

— B0 Day Suspense
Report

; arriculurm !anagemen

Add to Favorites

Server Name is
PSUNX

Run Control Il JC

=

Mew window | Help | Customize Page

Process Scheduler Request

User ID: UHSPARTT
Server Name:  SUIN Run Date: 1102212008 Bl
Recurrence: I j' Run Time: 137 31PN Resettn Current Date/Time |

Time Zone:

Q
Process List

Description Process Name Process Type ‘Type *Format Distribution
Payroll Werification Reports LIPAYOST S0R Report IWeh x| |FDOF 'l Distribution

I

Process Type
determines
Server Name

K Cancel | Format

is PDF

Type is
Web

Server Name

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

Type

Enter Web or click on = 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

r

eports use PSNT. Use the drop down arrow to select the a

ropriate type and format.

PeopleSoft.

> Entergrise Components 2] hlev Window | Help | Customize Page |
[ Enterprise Learning
> Manager Self Service Uhs Run Upay051

[ Organizational Development
> Payroll for Morth America
> Records and Enroliment
[> Self Service
[> Student Admissions
[> Btudent Financials
[ Btudent Recruiting
[ Tree Manager
[ UH CB Reporting
[ UHCL Custom
[ LIHS Custom
[> LUHS HRMS BENEFITS
[> LHS HRMS BUDGET
[ LIHS HRMS HR
[ UHS HRMS PAYROLL
= UHS HRMS PAYROLL
[ Reallocatn
= Reports
— Bi-Weekly College
Witk Study
—EBC 41 Payroll Report]

Run ControlID:  JC Report Manager FProcess Monitor [RIE

Process Instance:1 072296
Report Request Parameters
"Payroll Verfication Rpt Slct:

Final Yerification - Alpha Ord i

Paygroup Processing

Process Instance
number

or

B18 Q

04/18/02

Company:
Pay Run ID:
Pay Group:
Pay End Date:
Process
Page #:

Thru:

Payroll Cycle

 On-Cycle  Ofi.Cycle & Both

— F¥ Suspense Report

— Journal Detail Rpt

— Labor Distribution
EBC-45

— Eayroll Account Rt

— Payroll Reallocation

Department ID
Department:

HO113 Q

Dean, Optometry

B save | S\ Return to Search | [=] Motity |

EeAdd | S Upeiate Display

ProjectiGrant Repart
— B0 Day Suspense
Report

Process Instance Number

This number identifies Payroll Verification report.

Process Monitor

Click on Process Monitor link.
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PeopleSoft.

[+ Enterntise Cormponents
[+ Enternrise Learning
[* Manager Self Senice
[> Qrganizational Development
[> Payrall far Morth America
[ Records and Enroliment
[+ Belf Bervice
[+ Btudent Admissions
[ Btudent Financials
[» Btudent Recruiting
[ Tree Manager
[ LIH CB Reparting
[ UHCL Custom
[ LIHS Custom
[» UHS HRMS BEMEFITS
[» UHS HRMS BUDGET
[» UHE HRMS HR
= UHS HRWS PAYROLL

= LIHE HRMS PAYROLL

[ Reallocatn
+ Reparts

— Biiteekly Colleqe |7
Process Instance number

=l

Home:

Mew indaw | Help | Custornize Page |

Refresh
button

Process List

View Process Request For
User ID: UHSPARTT G Type: I “Jast [ 1 [Das ¥

Server: IPSUNX 'l Name: Q Instanl:e:| to |
Run I vl Distribution I ¥ Save On Refresh
Status: Status

Process List

SGR Report UPAYDS1 UHSPARTT 11/22i2008 1:37:31PMPS)/ Success  Posted  Details
SGR Report UPAYOS1 UHSPARTT 11/22i2008 1:32:4 Success  Posted  Defails .
Details link
SQR Report UBUDO12 UHSPA Success Pasted Details
SOR Repott uspaia uHeral RUN Status  Erosuwccess  Posted  Details
50R Repot uperois uHarel should be 7 sweess  Posted  Detais
Success

User ID

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

Server

Enter PSUNX 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

PeopleSoft.

[» Enterprise Components
[> Enterprise Learing
[- Manager Self Service
[> Organizational Development
[> Payrall for Marth America
[ Records and Enrallment
[> Self Service
[> Student Admissions
[> Student Financials
[- Student Recruiting
[> Tree Manager
[ UH CB Reporting
[ UHCL Custam
[ UHS Custam
[- UH3 HRMS BEMEFITS
[» UHS HRMS BUDGET
[ UHS HRMS HR
- UHS HRMS PAYROLL
=7 LIHS HRMS PAYROLL
[ Reallocatn
« Reports
— Bi-Weekly College
Wk Study
—EBC 41 Pavroll Repor

=

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

Home

Mew Window | Help | Customize Page |

Process Detail

Instance: 1072296 Type: S0OR Report
Name: UPAYOST Description: Payroll Verification Repors
Run Status:  Success Distribution Status: Posted

Ron ____________________________[updateProcess

View Log/Trace

Run Control ID: ¢ " Hold Request !

Location: Server " Queue Request I N k
[

Server: PEULGS Cancel Request
" Delete Request

Recurrence: { Restart Request

Actions |
Request Created On: 1172272006 1:37.59FM PST Parameters Transfer
Run Anyti After: 112212008 1.37.31PM PST hMessage Log

- EY Suspense Report

— Journal Detail Rt

— Labor Distribution
(EBC-45)

— Payroll Account Rpt

— Payroll Reallocation
Ept
FPayroll pense Rpt

— ProjectiGrant Repart
— B0 Day Suspense
Report

Began Process At:  11/22/2006 1:3814FM PST

112212008 1:38:20PM PST

Batch Timings

Ended Process At: Wiew LogiTrace

Ok | Cancel

View Log/Trace

Click on link to get the Payroll Verification report.



View LogiTrace

Report ID: 314238 Process Instance: 1072296 Messade Log

Name: LPAYDA1 Process Type: SOR Report
Run Status:  Success

Fayroll Yerification Reports

Distribution Details

Distribution Node:  PSLUIRE

Expiration Dvate: 12222006
File List
File Size L=t Datetime Created
Messane Log 1,509 117222006 1:38:29.000000PM PST
upaylsl 1072296 POF 68,3349

112202006 1:38:29.000000FM PST
112202006 1:38:29.000000FM FST

Trace File

Distribute To
Distribution ID Type

Lzer

*Distribution ID
LIHSFPARTT

Filename link

Return |

upay051 1072296.PDF This is the filename. Click on this link to view/print the Payroll Verification

report. File can only be saved in PDF format

Note: Notice that the Process Instance number is part of filename.
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Adobe Acrobat 6.0 professional =
Wersion 6.0.0 5192003

Copyright 1957-2003 Adobe Systems Incorporated and its licensors. all rights reserved.,

See the complete patent and legal notice in the abouk box,

Protected by 1.5, Patents 4,837 ,613; 5,050,103; 5,185,818; 5,200,740; 5,233,336;

5,237,313; 5,255,357; 5,546,528; 5,625,711, 5,634,064; 5,729,637, 5,737,599, 5,754,573;

5,781,785; 5,819,301; 5,832,530; 5,832,531; 5,835,634; 5,860,074; 5,929,865; 5,930,513;

5,043,063; 5,995,086; 5,999,649; 6,049,330, 6,073,148; 6, 185,684; 6,205,549, 6,275,557,

6,289,304; 6,324,59595; 6,305,350; 6,4058,092; 0,411,730; 6,415,275; 0,421,400; o,4060,210;

&,507,848; 6,515,675; Patents Pending. Contains an implementation of the LZW algorithm

AVCIAYP-Finance

*
University of Houston r‘.‘
1118-1307-9136-6621-7157  Adobe

Adobe Acrobat Reader The Adobe Acrobat page will appear as shown. The Payroll Verification

report will appear immediately afterward.

Note: Adobe Acrobat Reader must be on computer.
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Company

Pay
Ident

l Pages\! Layers\‘ Signstures \{ Bookmarks

Ble-On

Blé-On

Ble-On

Blé-On

Ble-On

Ble-On

Blé-On

l Commerts

Blé-On

Bennett

Report ID:

+

UPAY0E1-02
UH UH System Consclidated

Pay Period End 04/09/2002
Pay Group HEW Houston Bi-Weekly

Enpl Addl Earnings Earnings
Rod§ Hbr Begin Date End Date

Ables,David

B16-On oo 04/08/2002 04/00/2002
Rkanni, Adecla

B16-On oo 04/03/2002 04/00/2002
B16-On 01 03/27/2002 04/02/2002

Zllen,Dorethy

o 4] 04/03/2002 04/09/2002
o 1 03/27/2002 04/0z2/2002

o 2 04/03/2002 04/09/2002

o 2 03/27/2002 04/0z2/2002

Belcher, Thomas B

o 4] 04/03/2002 04/09/2002

o 1 03/27/2002 04/0z2/2002

a 2 04/03/2002 04/09/2002

a 3 03/27/2002 04/02/2002

n o

o] tixmsin 4|

University Of Houston System
FINAL PAYRCLL VERIFICATION REPORT - ALPHA ORLER

On/0ff Cyvcle COMFIRMED

-------- Regular Eaminge--------- --------Overtime Eamings-------- e
Position Eam Earn Earn
Nurber Code Heurs Eamings Code Hours Eamninge Code
Emplid: 0117964 Total Grose: 240.00 CHECK 3042621
00012235 020 16.00 240.00 (H0113)
Emplid: 0098673 Total Grose: £3.05 ADVICE 6072580
00103802 020 4.00 26.00 (H0113)
00l03€02 020 5.70 37.05 (H0113)
Emplid: 0083142 Tetal Gross: 1,444.00 ADVICE 6072581
onolzzal 020 40.00 £22.00 (H0113)
00012221 020 36.00 EE9.80 (H0113)
151
onolzzal 020 (H0113)
400
HIL
00012221 020 (H0113)
400
HIL
Emplid: 0083898 Total Gross: 1,472.80 ADVICE 6072582
00012209 020 21.00 3E5.11 (H0113)
121
171
00012209 020 22.00 372.02 (H0113)
151
181
190
00012200 020 (H0113)
400
HIL
00012200 020 (H0113)
400
HIL
FEmmlid. N0R1460 Tetal Croaas 1. 248 00 ATIVICR AOT2ERI

l&.00
3.00

4.00
14.00
2.00

Page No.

Run Date 11/22/2008
Run Time 13:38:14
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Report

Payroll Verification

As shown above the Payroll Verification Report appears.

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




