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After clicking ‘OK Custom Reports/Processes’, click the triangle on OK Reports to open the menu further





Search screen for Additional Pay remains the same as the 8.3 version.





‘Birthdate’ has been changed to ‘Date of Birth’.


‘Birth State’ has been added but does not need to be completed.


‘Personal History’ (Second Blue Bar) now has ‘Effective Date’.


‘Relationship to Employee’ and ‘Dependent Beneficiary Type’ have moved from the name tab to this ‘Personal Profile’ tab.


Click Save. �





Enter address the bond should be mailed to.


Click OK to return to the Address tab.





Has Effective Date.


Can now choose address different from employee’s address.


If choosing same address as employee, click on box ‘Same Address as Employee’.


Otherwise, click on Edit Address to add new or change address.








Click here to add or change address for delivery of bond if different from employee address.





After entering name in First Name, Middle Name and Last Name, click on ‘Refresh Name’.


Refreshing will complete the ‘Display Name’ and ‘Formal Name’ and ‘Name’.


Click OK to go back to the ‘Name’ tab.





Click here to add or change name





There is a wording change on the Name line changing ‘EmplID’ to ‘Person ID’.


Now there is an effective date.


The ‘Relationship to Employee’ and ‘DepBenef Type’ have moved to tab 3 ‘Personal Profile’.


In order to add the name, click on ‘Edit Name’.


This remains a live screen where you can change info.





Search screen for Dependent/Beneficiary has different choices.





The Process Scheduler has not changed.


The first time a new Run Control ID is used, you will need to do the drop down on Server Name to choose a server (PSNT or PSUNX).


Choose Type as Web and Format as PDF.


Then click on OK to start the process.





The Process Scheduler has not changed.


The first time using a new run control ID, you will have to do the drop down to choose a Server Name (PSUNX or PSNT).


Click on OK to start the process.





This screen has not changed.


Enter Pay End Date, Sort Order and Company to run statements for all employees.


Enter Pay End Date, Sort Order, Company and Employee ID if you want to run the statement for only one employee.





This screen has not changed.


Since this is a process, you will need to ‘Add a New Value’ the first time to create a new ‘Run Control ID’.


Once Run Control ID’s have been created, you can enter the desired Run Control ID or click Search for a list to choose from.





OR  Click on ‘Benefits’ folder to open the menu for further options





Complete the screen in the same manner as the 8.3 version.


Remember to change the Accrual Process Date to one day prior to the end of the accrual month.





This screen has not changed.


The ‘Accrual Process Date’ may default in as current date so it will need to be changed.





�





Once you’ve created different Run Control ID’s then clicking Search will give you a list of them.


Click on the run control of your choice.





�





�





This screen remains the same


Since this is a process, will need to ‘Add a New Value’ the first time to create a new ‘Run Control ID’


Once Run Control ID’s have been created, you can enter the desired run control or click Search to view them





The word ‘Employee’ is added to the Name line.


‘Benefit Rcd Nbr’ is added to the Name line.


Rest of the screen is the same as the 8.3 version.





Search screen has more choices than the 8.3 version.





Or here for accrual balances





The word ‘Employee’ is added to the Name line.


‘Benefit Rcd Nbr’ is added to the Name line.


Rest of the screen and entry are the same as the 8.3 version.





Search screen has more choices than the 8.3 version.





Navigation on the left side works like Windows Explorer.





Triangle icons mark folders and dashes mark pages for data entry or reports.








The word ‘Employee’ has been added to the Name line.


‘Benefit Rcd Nbr’ has been added to the Name Line.


Rest of the screen and entry is the same as the 8.3 version.





Search screen has more choices than the 8.3 version.





The word ‘Employee’ is added to the Name line.


‘Benefit Rcd Nbr’ is added to the Name line.


Rest of screen and entry is the same.





Search screen has more choices than the 8.3 version.





�





The word ‘Employee’ has been added to the name line.


‘Benefit Rcd Nbr’ has been added to the name line.


Rest of the screen and entry is the same as the 8.3 version.





Search screen has more choices than the 8.3 version.





The My Favorites feature is a handy shortcut, but you should learn the new navigation.








You can remove Favorites using the Edit Favorites link.


Unlike IE favorites, these Favorites will be available where ever you log on.








The Add to Favorites link will provide a shortcut for navigation.


If you use this feature, be careful not to change the page Description or you may end up with some confusion on what page you are using.








Can click here 





With Search by Last Name, you can now sort the results by clicking on any column header. 


As in 8.3, just click on a Name or EmplID to pull up record.


Left navigation can be hidden by clicking on the � icon at the top of the menu.


Show the menu again by clicking on the menu icon.


The Add to Favorites link will provide a shortcut for navigation.





Notice that you can continue to move through the left side navigation independent of the graphical navigation and vice versa.


You can use either navigation or click on the link in the path.





Click on a menu item label to show a graphical representation of the menu item; triangles now show as folders and dashes show as page icons.


The graphical menu shows the navigation path at the top.





Click on a right-facing triangle to expand the menu item.


Click on a down-facing triangle to collapse the menu item.


Click on a dash to bring up a page.


The new organization does not use the old categories of Use, Inquire and Report.





The Name line now has ‘Organizational Relationship’ with EMP which stands for Employee.


Also has ‘Person of Interest Type’ which is not used at this time.


Rest of screen and entry remains the same.





Search screen has more name choices.





Name line now has ‘Person’ ID.


Rest of screen and entry remain the same.





Search screen for Review Paycheck remains the same as Paycheck Data in the 8.3 version.





This is a partial screen shot of Review Paycheck Data.


Some of the fields look different compared to the 8.3 version.








1st line has EmplID and Name





2nd line has Company, Pay Group, Pay Period End, Page and Line Number








Paycheck Information has Paycheck Status, Paycheck Option, Issue Date, Paycheck Number





Paycheck Totals has the totals by Earnings, Taxes, Deductions and Net pay





This is a partial screen shot of Review Paycheck Data.


Some of the fields look different compared to the 8.3 version.








Earnings has the Begin Date, End Date, Addl Line #, Reason, Employment Record Number and Benefit Record Number





Salaried box contains number of Regular Hours in a month, the annualized Rate and the monthly Earnings





Hourly box contains any Hours that affect Regular Pay





Overtime box is not used by State at this time





This is a partial screen shot of Review Paycheck.


Other Earnings is where the BEA, RBA and all other earnings will be (except REG).


Usually will see the BEA and RBA grouped together on one Other Earnings Record. 





This screen has not changed.


Since this is a process, you will need to ‘Add a New Value’ the first time to create a new ‘Run Control ID’.


Once Run Control ID’s have been created, you can enter the desired Run Control ID or click on Search for a list to choose from.





Additional Data hyperlink remains the same





Other Earnings contains 2 tabs – Other Earnings Details 1 and Other Earnings Details 2.





Other Earnings Details 1 contains Code, Description, Rate Used, Hours, Rate and Amount.





Other Earnings Details 2 contains Add to Gross Pay, Tax Method and Rate Code.





This is a partial screen shot of Other Earnings.





Beside the Other Earnings Details 2 you see an icon � , click this and the two Other Earnings Details tabs go away and you can scroll across the page to see all the Details.  To return to the tabs, click the icon �again.





At the bottom of the Paycheck Earnings tab is the Special Accumulators.  The System uses these totals to determine the Gross Earnings for the various retirement plans.





On the Paycheck Taxes tab, the upper portion is the same as the Paycheck Earnings tab.


Under the Taxes blue bar, there are Tax Details1, Tax Details 2 and Tax Tips.


Tax Details 1 contains Tax Entity, State, Resident, Locality, Locality Name, Tax Class, Taxable Gross, Tax Amount.





The Tax Details 2 contains No Limit Gross, AP Status and Tax Not Taken.





The Tax Tips tab has Current Tips and Current Tips Delayed for W/H.  If this employee earned tips, the earnings would show here.





The Paycheck Deductions tab has the same information at the top as the Paycheck Earnings tab.


Under the Deductions blue bar, there are 3 tabs, Deduction Details 1, Deduction Details 2 and Deduction Details 3.





The Deduction Details 1 has the Deduction Code, Description, Class, Amount and Calculated Base.





The Deduction Details 2 tab has the Deduction Code, Plan, Benefit Rcd#, Not Taken, and Reason.





The Deduction Details 3 tab has the Deduction Code, Payback Amount, Refund Amount and AP Status.





Beside the Deduction Details 3 tab, you see the icon  �, click this and the 3 tabs disappear and you can scroll across to see all the Deduction Details.  To see the tabs, click the icon �again.





You can customize this screen to include only the columns that you use the most to be viewed all at once.





Click on a column that you want hidden, then click on the  � (repeat this for each column that you want hidden) and then click on OK. �





This setting results in the screen print on the next page.





This page is the result of the customization.





List of Queries


Can run to HTML


Can run to Excel


Can Schedule


Can Add to Favorites





Anything in your Favorites List comes up automatically when opening Query Viewer.





Reports available for Benefits in OK Custom Reports/Processes and OK Reports. 





Use Schedule Query for running large queries to avoid timeout.


Enter Query Name, click Search and complete the parameter requests.


Click on Run. �





Schedule Query is viewed through Process Monitor.





Partial Screen Shot of Paycheck Taxes on Review Paycheck.





Partial screen shot of  Paycheck Deductions Tab





Partial screen shot of Paycheck Deductions Tab





Partial screen shot of Paycheck Deductions Tab.
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