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Main Payroll Process Flow Details
The following pages outline, in detail the pay cycle processes of the Regular Pay Cycles (Main and Supplemental) for the State of Oklahoma.  These pages outline the payroll process and who runs what, when, how, and why.  This training manual reviews each step, sequentially as listed on the Payroll Processing Steps checklist, while explaining the procedures for processing a payroll in the PeopleSoft Release 9.0 environment.   By the end of this class, you will be familiar with PeopleSoft 9.0 as well as having a step-by-step guide for processing your own payrolls.  
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Step 1 CA – Run Pre-Funding Reports

Pre-Budget Check (0025) and Pre-Budget Check for Projects (0025K)
These two reports are the same as the Budget Check report; however they are a Pre-Budget Check report.  The reports use the previous pay run information and the current budget data in GL to provide an estimate as to whether or not the current payroll will pass budget checking. Review the reports looking for any errors and/or areas lacking sufficient funds.  If sufficient funds are NOT available, determine if any changes need to be completed to adjust funding. These adjustments can be made at the employee level, position level or department level on the Department Budget Table. 

This process can be executed at any time prior to running any other payroll processes. 
Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information >
        Commitment Accounting > Pre-Funding Rpts (OCP0400) 
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On the run control page below, enter the current payrolls Pay Run ID, the Past Pay Run ID, the Business Unit and Display Detail and click [image: image2.png]Run



.  If you don’t have a Run Control ID for running this process click on the tab labeled Add a New Value and enter a value.  You will be taken to the ‘Process Scheduler Request’ page.   
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On the Process Scheduler Request page, set the Server Name to ‘PSNT’ because the reports are Crystal reports.

In the ‘Process List’ group box:

· Check box should be checked next to Pre-Budget Checking Rpts(0400)
· *Type should be set to (None) 

· *Format should be set to (None).

Click [image: image4.png]


.

When the page goes back to the Pre-Budget Checking Rpts 0400 parameters page, take note of the Process Instance number and click Process Monitor link.
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When the process runs to a Success and Distribution Status shows Posted, click the OCP0400P link under Process Name column.
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To make sure that pre-budget checking reports processed without errors you would click  the xxxxxx – OCPGL400 link to view the error report..  

To view and reconcile the Pre-Budget Check report, click the xxxxxx – OCPY0025 link.  Click View the Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and reconcile the Pre-Budget Check Projects report, click the xxxxxx – OCP0025K link.  Click   the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.
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To view/print the report, click the link with the ‘.PDF’ extension (OCPY0025 xxxxxx.PDF).  The Report Header will display that it is a “Pre-Budget” report.  If the report shows a deficit, either money needs to be moved into the chart of accounts, or, the employees listed need to have their distribution changed.  
The last page of this report will show a Gross Payroll Total that is an estimate of the current payroll funding based on the previous payroll.  
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Step 2 – Run Longevity Part-Time Report
This is a report that will list any part-time employees eligible to receive a partial longevity payout.  The Payroll Administrator will take the information from this report, manually calculate the prorated payment and will enter the information into the employee’s Time and Labor Timesheet using the LONGV Time Reporting Code.
Navigation:  OK Custom Reports/Processes > OK Reports > Payroll > MDC Lgvty Cmp (0024)
On the run control page, below, enter a Run Control ID and click [image: image10.png]Search



.  If you don’t have a Run Control ID for running this process click on the tab labeled Add a New Value and enter a value.
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On the Longevity Pay parameters page click the radio button next to Report Part Time located in the ‘Process Type’ group box.  In the ‘Input Parameters’ group box enter the Company and Run ID that will be used to process this pay cycle.
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Click [image: image13.png]Run



.  You will be taken to the ‘Process Scheduler Request’ page.
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Make sure the Server Name is set to PSUNX.
In the ‘Process List’ group:

· Check box should be checked next to Longevity Pay Process
· Type should be set to Web 
· Format should be set to PDF.
Click [image: image15.png]


.  You will be taken back to the Longevity Pay parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.
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Click the Process Monitor link in the upper right hand corner of the page.
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While on the Process Monitor page click [image: image18.png]Refresh



repeatedly until Success appears under the Run Status column and Posted appears in the Distribution Status column along side your Process Instance number.
NOTE:  If the Run Status ever displays Error or No Success, write down your process instance number and contact the Help Desk.  DO NOT continue working until the error has been cleared and you have a successful completion of this process.
Once the page displays a Run Status of Success and Distribution Status of Posted, click Details link.
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On the Process Detail page click View Log/Trace link.  This will take you to the View Log/trace detail page.
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If you click the SQR MDCPY024 xxxxxx.log link you will see technical information describing the process you just ran.  If you click the mdcpy024 xxxxxx.out link you will see a listing showing the employees that were looked at during the process.   In this example since there was no one to report for this pay cycle, the last line in the listing states, ‘No Rows Found to be processed’, (shown below).

NOTE:  In the File List grouping above, SQR MDCPY024 771118.log file, the six digit number (771118) is the process instance and will change for every process.  Throughout the manual we will refer to file names using xxxxxx instead of the number shown.
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When employees meet the programs criteria there will be three (3) files displayed in the File List group box, as shown below.
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In this case there were part time employees eligible for prorated longevity payments.  The report listing the employees can be displayed by clicking the file having the .PDF extension.  Once you click the report link and open it up, print the report and use it as your working document to prorate your part time employees’ longevity payments.
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Step 3 – Run First Longevity Process

This Longevity process selects employees eligible to receive Longevity payments and inserts the Longevity payments into Time and Labor (Timesheet) on the employee’s anniversary month and day.  The Time Reporting Code of LONGV is used in this process to enter the data.  The data entered during this process can be checked against the Longevity Amounts Report.

Navigation:  OK Custom Reports/Processes > OK Reports > Payroll > MDC Lgvty Cmp (0024)
After entering a Run Control ID you will be taken to the Longevity Pay parameters page.
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In the ‘Process Type’ group box click the radio button next to Longevity Payout.  In the ‘Input Parameters’ group box enter the Company and Pay Run ID of the pay cycle that you are processing.  When all data fields have been correctly filled in, click [image: image24.png]Run



.  You will be taken to the ‘Process Scheduler Request’ page.
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Make sure the Server Name is set to PSUNX.

In the ‘Process List’ group:

· Check box should be checked next to Longevity Pay Process
· Type should be set to Web

· Format should be set to PDF
Click [image: image26.png]


.  You will be taken back to the Longevity Pay parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.
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Click Process Monitor link in the top right hand corner of the page. When the run status column shows Success and the Distribution Status column shows Posted.  Click Details link.  On the Process Detail page click View Log/Trace link.
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If employees are being paid Longevity on this pay cycle, and data was entered into Reported Elapsed Time, there will be a file in the ‘File List’ group box with a .PDF extension.  Click the .PDF file to open and print your Longevity report.  This report will list all employees and the longevity amounts they are being paid.  Later on, when looking at your payroll register, you can use this report to reconcile the employees having Longevity payouts.  
NOTE:  If you want to verify that the longevity amounts were inserted correctly, you can navigate to the employee(s) Timesheet, in Time and Labor, to review the data.  LONGV is the TRC that should be associated with the employee’s payment.
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Step 4 – Enter Time in Time and Labor

The navigation for entering time, if there is time that needs to be entered into Time and Labor for hourly employees and exceptional time reporting data for salaried employees, is as follows.  
Navigation:  Manager Self Service > Time Management > Report Time > Timesheet
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In the Employee Selection Criteria group box enter your search criteria.  At the bottom of the page enter the date of the week you want to enter time for the employee.  Click [image: image30.png]Get Employees.
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At the bottom of the page employee(s), pertaining to your search criteria entered above, will display.  Click an employee name to open up the employee’s time sheet.

[image: image32.png]Imesheet

Daffey Doe. Employee D: 123456

Job Title:  Agricultural Services Admr

oChckYﬂHns"ucﬂnns

Viewsy: Dot o @) ssprevos wesk
ReportedHours: 000 Hours  Scheduled ows: 000 Hours

Reportdfime an or before 087512008 for a pror perio.

Employes Record Number: 0

NextWeek >

[From Monday 07/28/2008 to Sunday 08/0372008
Timesheet

Mon Tue Wed Thu

=
T | \ Yreowmsda O [ C
[ \ om0 [ -
[ \

vpsnonmskla. O |

Ja CJa
_ osumit | _ AplySchedule |





NOTE:  For detailed instructions for entering Time can be found in the COR106 Time and Labor training manual.
Step 5 – Run Query – GO_TL_WEEKLY_ELAPSED_TME

This query lists reported time entered on Timesheets for a given period.

Navigation:  Reporting Tools> Query > Query Viewer
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On the Query Viewer page enter the Query Name, as shown, and click [image: image34.png]Search



.
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On the Query Viewer page you have a choice on where you want the output to go.  HTML will give you the report on line.  Excel will download the results of the query to an Excel spreadsheet, if your work station is properly setup.  Clicking on either link will take you to the next page.
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To run this query, enter your Agency number in the field labeled Co: along with the From and To dates.  When you have completed filling in the data, click [image: image37.png]View Results.



.

Step 6 – Run Time Administration Process

This process edits time entered on Timesheets and sets payable time in Time and Labor to ‘Estimated – Ready for Payroll’ if all data passes the edits, creates ‘Exceptions’ where there are conflicts that need to be resolved, and clears up exceptions where altering data has been entered.  If in the above payroll steps data was entered into Timesheets in Time and Labor, the Time Administration process must be run.
Navigation:  Time and Labor > Process Time > Request Time Administration
After entering a Run Control ID you will be taken to the Request Time Administration page.
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When running this process for a regular pay cycle make sure the check boxes located under ‘Run Control Parameters’ are all unchecked.  In the ‘Employees To Process’ group box click the Group ID field [image: image39.bmp] lookup icon and select the group you will be running.
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If you will be running this process for more than one group click [image: image41.bmp] to add another row.  Then click [image: image42.png]Run



 which takes you to the Process Scheduler Request page.
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Make sure ‘Server Name’ is PSUNX.

In the ‘Process List’ group box:

· Check box should be checked next to Core Time Administration App
· Type should be set to Web

· Format should be set to PDF.
Click [image: image44.png]
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Remember your Process Instance number, found in the upper right hand corner of the page, and click Process Monitor link.  When your job completes successfully where Run Status shows Success and Distribution Status shows Posted, click Details link.
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On the process Details page click View Log/Trace link.
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Click the AE TL TIMEADMIN xxxxxx.stdout and review the file checking for any exceptions.
NOTE: If the Time Admin process status went to a ‘No Success’ or ‘Error’ status, on the Process Details page click Message Log link to open the log file to review for error indications and clean up.  Contact the CORE Team is need assistance.
NOTE:  Additional detailed instructions on running Time Administration and checking and cleaning up errors can be found in the COR106 Time and Labor Revised training manual.
NOTE:  For those agencies that enter employee data on a daily basis, the Time Administration process should be run nightly.  Time Administration should always be run the night before an agency is to start payroll processing due to the amount of time it could take to process all the time that has been entered into Time and Labor.
Step 7 – Approve Time

Time needing review and approval that has been entered into Time and Labor and processed through Time Administration must be approved before it can be loaded to paysheets. 
Navigation:  Manage Self Service > Time Management > Approve Time and Exceptions > Payable Time
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Enter your search criteria and click [image: image49.png]Get Employees.



.  If there were employee data needing review and approval a list would appear, as shown below.  It is suggested that you enter a large date range (go back at least two or three months) to capture any TRCs that may have an old date.
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From here you can click Select All link and click [image: image51.png]Approve



 .

You will be asked to confirm the Approval, click [image: image52.png]


.
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Another Dialogue box will appears informing you that the approvals have been saved.
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Click [image: image55.png]


 .
The payable status immediately changes to Closed (for comp-time TRCs) or to Approved – Ready for Payroll (if the TRC feeds to payroll like ANNLV or SCKTK).  During the next Preliminary Calculation process payroll will pick up and process the Approved – Ready for Payroll TRCs.
NOTE: For more detailed instructions on approving time refer to the COR106 Time and Labor training manual.

Step 8 – Check and RESOLVE Exceptions

All exceptions needing to be resolved will be listed. This is data that has been entered into Time and Labor, processed through Time Administration but cannot be loaded into paysheets.

NOTE:  Ignoring exceptions, allowing them to increase with time, extend Time Administration processing time.  To keep processing time to a minimum, always clean up any exceptions.
Navigation:  Manage Self Service > Time Management > Approve Time and Exceptions > Exceptions
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After navigating to the Manage Exceptions parameter page, enter your selection criteria and click [image: image57.png]Get Employees.



.

If there are no exceptions, based on your search criteria you will receive the following message.
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If there are exceptions a list will appear.  When this occurs you need to review and resolve all data marked as exception.
NOTE: For more detailed instructions for clearing up exceptions refer to the COR106 Time and Labor training manual.


Step 9 – Check payable Time Detail

This is where an agency can view all payable time.  At this point all time should be ready to be sent to payroll.  If not, refer to steps 6 and 7 above.  

Navigation:  Manage Self Service > Time Management > View Time > Payable Time Detail
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On the Payable Time Detail parameters page, once again, enter your search criteria and click [image: image60.png]Get Employees.
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As shown above, all employees in your selection criteria having payable time will be listed on the bottom of the page.  To review employees’ details click the employee name.
NOTE:  For more detailed instructions refer to the COR106 Time and Labor training manual.


Step 10 – Run Employee Leave Error Report

Only run this report if your agency is using PeopleSoft to handle your sick and annual leave plans.  This report identifies employees enrolled in a leave plan that shouldn’t be and employees that need to be enrolled in a leave plan.  If employees do appear on the report notify your benefits administrator to update their Leave Plan enrollments.

Navigation:  OK Custom Reports/Processes > OK Reports > Payroll > Leave Error Report (0057)
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On the Leave Error report (0057) parameters page enter the pay period end date in the *As of Date, enter the number associated with how you want the report sorted in the *Sort by field, and enter the *Agency number.  When all fields are filled in click [image: image63.png]Run



 .
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Make sure ‘Server Name’ is PSNT.
NOTE:  Whenever Process Type is Crystal, the Server Name must be set to PSNT.
In the ‘Process List’ group box:

· Check box should be checked next to OCBB0057
· Type should be set to Web 

· Format should be set to PDF.

Click [image: image65.png]OK
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Back on the Leave Error report (0057) parameters page, note the Process Instance number in the upper right hand corner.  Click Process Monitor link to view the completion of your job.  Once the job has run to Success, displayed under Run Status, and Distribution Status shows Posted click Details link to take you to the Process Details page. Then click View Log/Trace link to open and/or print the report. Make sure you notify your Benefits Coordinator of anyone appearing on the report.

Step 11 – Run Employee Leave Audit Report

Only run this report if your agency is using PeopleSoft to handle your sick and annual leave plans.  This report identifies employees who should be moved to the Supplemental Pay Cycle group and Vice Versa (based on your agency’s leave policy).
Navigation:  OK Custom Reports/Processes > OK Reports > Payroll > Leave Accrual Audit Rpt (0056)
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Fill in the criteria as required for your agency.  The *As of Date must be the pay period begin date, and enter the number associated with how you want the report sorted in the *Sort field. The Minimum Hours field is where you enter your Agency’s limitation for moving an employee from the Main pay cycle to the Supplemental pay cycle.  The Hours Checked field informs the process that the minimums hours entered above pertains to employees’ Annual Leave balances (A) or Combined Sick and Annual Leave balances (C).  Enter the *Agency number.  Beginning Deptid and Ending Deptid fields are not required.  If you leave them with the default values the report will pull on all employees in your agency.  If you fill in these with actual Department IDs the report will pull on all employees your agency that is in those Departments only.  When you have finished filling in the fields, click [image: image68.png]Run
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On the Process Scheduler Request page since this is a Crystal report the Server Name MUST be set to PSNT.
In the ‘Process List’ group box:

· Check box should be checked next to OCBB0056
· Type should be set to Web 

· Format should be set to PDF.

Click [image: image70.png]


.

[image: image71.png]Loave Accrual Audit Rpt (0056)

Run Control ID:  LYRPT ReportManager Process Monitor

rocely Instance 771291

“as of Date: [0810172008 5

-Name, 3-Location, 4=Deptid:
Miimum Hours: | 40
Hours Checked (A-Annual, C-Combined Sick & Annual: A

*Agency: [040
:[o000000000
:[2000000000

*Sort (1=Emplid,





Note the Process Instance number in the upper right hand corner.  Click Process Monitor link to view the completion of your job.  Once the job has run to Success status and Distribution Status shows Posted, click Details link.  On the Process Details page click View Log/Trace link to view and/or print the report.  Make sure you notify your HR Administrator of anyone appearing on the report.  They will need to add an effective dated row to their Job record and move them into the correct Pay Group.


Step 12 – Run Presheet Audit Report

This report lists any data errors related to employees that could cause a paysheet not to be created and/or a paysheet to be created incorrectly.  All errors listed on this report must be corrected prior to moving on to Step 12.  This step must be repeated until the report is error free.
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheets > 


Presheet Audit (0191)
After entering your Run Control ID you will be taken to the Presheet Audit (191) parameters page.
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Click the radio button next to Run ID Report and enter the correct Pay Run ID for the pay cycle you are currently running.  Click [image: image73.png]Run
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On the Process Scheduler Request page, make sure the Server Name is set to PSUNX.
In the ‘Process List’ group box:

· Check box should be checked next to Custom Presheet Audit
· Type should be set to Web 

· Format should be set to PDF.

Click [image: image75.png]
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Back on the Presheet Audit (191) parameters page, note the Process Instance number in the upper right hand corner.  Click Process Monitor link to view the completion of your job.  Once the job has run to Success status and the Distribution Status shows Posted, click Details link.  On the Process Details page click View Log/Trace link to access the report.  From here you can view and/or print the report.  Any errors listed on this report must be corrected and the report re-ran until this report is error free.

Step 13 – Create Pay Sheets (On-Cycle) - Process

The create paysheets process will create paysheets for active employees in the PayGroup(s) whose Pay Calendars have the same Run ID as the one you are currently using.
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheets > 
Create Paysheets 
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After entering a Run Control ID you are taken to the Paysheet Creation parameters page (above) where you will enter the Pay Run ID pertaining to the pay cycle you are processing. Click [image: image78.png]Run
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On the Process Scheduler Request page, make sure the Server Name is set to PSUNX.
In the ‘Process List’ group box:

· Check box should be checked next to Create Paysheet
· Type should be set to (None) 

· Format should be set to (None).

Click [image: image80.png]
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Back on the Paysheet Creation parameters page note the Process Instance number in the upper right hand corner.  Click Process Monitor link to view the completion of your job.
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Once the job has run to Success, shown in Run Status column, and Distribution Status shows Posted, click Details link.
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On the Process Detail page click View Log/Trace link.
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On the View Log/Trace page in the File List group box click CBL PSPPYBLD xxxxxx.log link which will open the log file.  Scroll through the file looking for any lines that state Check Messages!!!
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Above is the content of the log that was just run.  As you can see, it displays the Process Instance, Pay Run ID we well as the Pay Groups that were accessed and the number of employees that had paysheets created per each Pay Group.  During the above process there were no errors encountered, that is why you see no “Check Messages!!!” statement. 
If the “Check Messages!!!” statement did appear you will need to follow the guidelines below to review the data needing corrections made.

· Navigate:  Payroll for North America > Payroll Processing USA > Review Payroll Error Messages
· On the Review Error Messages search criteria page fill in the Company and Process Instance, and click [image: image86.png]Search
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· If there were errors, messages would appear at the bottom of the screen.  When there are no messages you will get this message box.

[image: image88.png]. No PayrollError Messages Exist Fo This Agency (20000,70)

The agency you selected does not have payroll error messages at the curnent time.

e ]




If you want a Report listing the errors, to print off, follow the guidelines below:

· Navigate:  Payroll for North America > Payroll Processing USA > Payroll Error Message Report

· Enter a Run Control ID and click [image: image89.png]Search



.

· On the Payroll Error Message Report parameters page enter the Current Pay Run ID that you are using and click [image: image90.png]Run
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· On the Process Scheduler Request page select PSUNX for the Server Name, make sure the check box is checked next to Payroll Error Messages, *Type should be set to Web, *Format should be set to PDF.  Click [image: image92.png]
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· When you are back on the Payroll Error Message Report parameters page, make note of the Process Instance in the upper right hand corner.  Click Process Monitor link.
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· On the Process Monitor page when Run Status goes to Success, and Distribution Status shows Posted, click Details link.

· On the Process Detail page click View Log/Trace link.

· On the View Log/Trace page click the file having the .PDF extension in the File List to open and print the report.

Step 14 – Make Changes to Payline as Needed
If you to need to make corrections to a Payline, due to error message resulting from the Paysheet Creation process (such as missing Tax State, etc.)  or, deductions/taxes need amounts adjusted on this pay cycle you need to access the employees’ Payline in order to make these corrections/changes.

NOTE:  Do not ever make any additions and/or changes to earnings directly on the payline, these changes must come from a change made to the employee’s Job record and/or Time and Labor allowing proper distribution of the earnings.
Navigation:  Payroll for North America > Payroll Processing USA > Update Paysheets >

By Payline Security
[image: image95.png]By Payline Security
Enter any informatian you have and click Search. Leave fields blank fr a st af all values.

nd an Exist

g Value

Company: T | Y
Pay Group: hegmswmhjv | —
Pay Period End Date: |—g

ofcycle?
Page =

Lne

Empin: [ e —
Job Pay Data change:|= =] |

Partial Pay Period ~

Name: begmewitn <]

T case Sensitive

searsh || Clear | gasic searon E) save search Crteria





On the above search criteria page, enter the employee’s EmplID that you need to make the Payline adjustment(s) for.  You may use any of the other criteria for searching paylines to update, using EmplID, if known, is easiest.  Click [image: image96.png]Search



.
[image: image97.png]Adar Doe D s

Company Pay Group “Pay Period EndDate Off Cycle ‘Page  Line EmplRcd BenRedy | Manual Check

040 MET 813112008 @ rora g [oa o
Transaction Message Check # CheckDate  TotalGross NetPay
No Message

[ OK to Pay ¥ Job Pay |~ Override Hourly Rate |~ No Direct Deposit I~ Gross-Up I TL Records
RegRtCd  RegHrs OTRICd  OTHis  HouyRate  Regular Salary
22475077 384288
Earnings BeginEnd Dates Shift State  Locality
08012008/ 08312008 N oK

Addiional Data
Jother Earnings

“Code Sea Rate Code Hours Rate
[a [af a | I I
“aaais: 1 W OKtoPay ¥ Job Pay I Override HourlyRate I~ NoDirect Deposit I Gross-Up I~ TL Records
SenChk#/Reason RegRICd  Reghrs OTRICA  OTHrs  HowlRate  Regular Salary
B4 Credit 2475077
shift Locality
0BOI2008  J 0BBE00E N oK

Addiional Data

Jother Earnings

Jo

o Code Sed # Rate Code Hours Rate Amount
¥ BEA 1 141714
V¥ RBA 1

2619




Above is what uncalculated paylines for an employee could look like.  If the employee is missing earnings, never add a payline here to add an earnings code and amount.
If a deduction, tax, and/or garnishment amount needs to be adjusted on this pay cycle only, click the appropriate one-time override tab as indicated below.

One-Time Deductions Tab:
If a one-time deduction override for this employee is required on this pay cycle, click One-Time Deductions Tab.
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Always make sure the OK to Pay check box is checked,[image: image99.png]v OK to Pay



.

If there should be NO benefit deductions taken on this pay cycle for this employee, click [image: image100.bmp] and select ‘None’ from the drop down list under *Benefit Deductions Taken.  If only deductions associated with a Deduction Subset should be used on this pay cycle for this employee, click [image: image101.bmp] and select ‘Subset’ from the drop down list under *Benefit Deductions Taken, then click [image: image102.bmp] under Ben Ded Subset and select the correct subset to use.
If there should be NO general deductions should be taken on this pay cycle for this employee, click [image: image103.bmp] and select ‘None’ from the drop down list under *General Deductions Taken.  If only deductions associated with a Deduction Subset should be used on this pay cycle for this employee, click [image: image104.bmp] icon and select ‘Subset’ from the drop down list under *General Deductions Taken, then click [image: image105.bmp] under Genl Ded Subset and select the correct subset to use.

For Deduction(s) specification changes (override, refunded, additional amount deducted, or an arrears payback) click the One-Time Code  [image: image106.bmp] and select the correct processing specification to use.
When the necessary changes are added, click [image: image107.png]



If the employee has more than one deduction code that needs adjustments, (remember some deduction code/class changes made should be for employee and employer) on this pay cycle, click the[image: image108.bmp] in the One-Time Deduction Data Override group box and continue.  Remember to always click [image: image109.png]



One-Time Garnishments Tab:
If a one-time garnishment deduction override for this employee is required on this pay cycle, click the One-Time Garnishments Tab.
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Always make sure the OK to Pay check box is checked, [image: image111.png]v OK to Pay



.

Enter the information, as required pertaining to the garnishment for this employee, on this page and click [image: image112.png]


.   If the employee has more than one garnishment that needs adjustments for this pay cycle, click [image: image113.bmp] in the One-Time Garnishment Override group box and continue. Remember to pay close attention when selecting the correct *One-Time Code and *Deduction Calculation Routine from the drop down lists using the [image: image114.bmp] icon next to each label.  Remember to always click [image: image115.png]


 when finished.

One-Time Taxes Tab:
If a one-time tax override for this employee is required on this pay cycle, click the One-Time Taxes Tab.
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Always make sure the OK to Pay check box is checked [image: image117.png]v OK to Pay



.

Enter the information, as required pertaining to the specific tax for the employee, on this page and click [image: image118.png]


.  Be careful to select the correct *Tax Class and *One-Time Code from the drop down lists by clicking [image: image119.bmp].

NOTE:  The drop down list will list specific EE and ER tax codes where appropriate.
If the employee has more than one tax type that needs adjustments for this pay cycle or Tax Class (employee versus employer), click [image: image120.bmp] in the One-Time Tax Data Override group box and continue.  Remember to always click [image: image121.png]




Step 15 – Run Precalculation Audit Report

This audit report checks for payroll errors such as earnings and deduction codes not in earnings/deduction groups associated with the company but are associated with the employees being paid.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > Precalculation Audit Report
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After entering your Run Control ID you are taken to the Precalculation Audit Report parameters page.  Make sure the Language selected is ‘English’.  Enter the Pay Run ID associated with the pay cycle you are processing.  Click [image: image123.png]Run



.
[image: image124.png]Process Scheduler Request

User ID: NTARRANT Run Control ID: PYCYCLE

Server Name:

[FouC %] unpater 0900008 |8
Recumence: | | run Time:

gssow | _Resetocuren s |
Time Zone: [ Ja

Seloct Descrition Puccrillne  Pocesilee  Tng, o Dibutin
Precals Audit oceryvae SOR Report Distuton





On the Process Scheduler Request page, make sure Server Name is set to PSUNX. 
In the ‘Process List’ group box:

· Check box should be checked next to PreCalc Audit
· Type should be set to Web 

· Format should be set to PDF.

Click [image: image125.png]


.

Take note of the Process Instance and access the Process Monitor by clicking the link.  When the job has run to Success, click Details link on the correct process instance row.  Click View Log/Trace link. The View Log/Trace page will look like this:
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To view/print the report, click ocppy329 xxxxxx.PDF file.  Any errors listed on the report must be corrected prior to going on to Step 16.

Step 16 – Run Preliminary calculation Process

This process pulls in Payable Time from Time and Labor, calculates employee earnings, deductions, and taxes based on employees’ various data records.   If an employee has been hired, since the paysheet Creation process ran, and the effective date of the Hire is within this pay cycle, the Preliminary Calculation process will create the paysheet as well as calc the new employees pay.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll >

Pay Calculation (0346)
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On the Pay Calculation parameters page, in the ‘On-Cycle or Off-Cycle Run’ group box enter the correct Pay Run ID and select On-Cycle by clicking [image: image128.bmp] and choose On-Cycle.
In the ‘Calculation Options’ group box check the box next to Preliminary Calculation Run, and click the radio button next to (Re)Calculate All Checks.  Click [image: image129.png]Run
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On the Process Scheduler Request page make sure Server Name is set to PSUNX.
In the ‘Process List’ group box:

· Check box should be checked next to Calculate Pay with MDCPY305.
· Type should be set to (None) 

· Format should be set to (None).

Click [image: image131.png]
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Back on the Pay Calculation parameters page, take note of the Process Instance and access the Process Monitor by clicking the link.
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When the job has run to Success and Distribution Status shows Posted, click the PSPYRUNA link on the correct process instance row.
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On the Process Detail page the link on this page that is associated with the log that we want to read is the last one in the list, xxxxxx – PSPPYRUN Success.  Click this link to open up the Process Detail page and then click View Log/Trace link.
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Click CBL PSPYRUN xxxxxx.log to read and look for ‘Check Messages!!’ statement(s).  When viewing the log take note of the Process Instance number.  This number will be used in the next step.
If this message appears it means there is data that could not be processed.  The reasons for the error, etc., will be listed on the Error Report.

Step 17 – Check Payroll Error Messages

If your agency does not have any error messages, when trying to view errors you will get the message “No Payroll Error Messages exist for this agency…”  If errors exist they must be corrected and steps 15 and 16 rerun until no errors appear.
Navigation:  Payroll for North America > Payroll Processing USA > Review Processing Messages > Review Payroll Error Messages
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Enter the Company and Process Instance from the step above and click [image: image137.png]Search
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As seen above, if there are errors they will be listed.  To review the error message click each line item.  Make sure these errors are corrected and re-run these two steps (Step 16 and 17) until no errors appear.
If you want to see an error report, which also gives hints for what has caused the error(s) you can navigate to:

Navigation:  Payroll for North America > Payroll Processing USA > Review Processing Messages > Payroll Error Message Report  
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On the Payroll Error Message Report parameters page enter the correct Pay Run ID and click [image: image140.png]Run
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Make sure the PSUNX is selected next to Server Name.
In the ‘Process List’ group box:

· Check box should be checked next to Payroll Error Messages.
· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image142.png]
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Make a note of the Process Instance and click Process Monitor link.  When the report runs to a Success and is Posted click Details then View Log/Trace links.  Click the .PDF file in the File List to open the report and print the report.  Remember to correct all errors listed and re-run steps 15 and 16 until there are no errors displayed.

Step 18 – Run Query – GO_TL_PAYABLE_STATUS_SP
This query checks for potential problems with SP (Sent to Payroll) payable status.  If problems are reported immediately contact the Help Desk informing them to let CORE know of this situation.  CORE will then have all payroll users locked out of the system until the situation is resolved.   All other procedures to be followed are outlined in the Red Paper document that the CORE Team has.
Navigation:  Reporting Tools > Query > Query Viewer > GO_TL_PAYABLE_STATUS_SP
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It is suggested that this query be run to Excel.  Click Excel link.
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Enter the Agency you are running the pay cycle for followed by the % sign, as shown above, and click [image: image146.png]View Results



.  Good results will look like this:
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The 0 in column B, row 1 indicates there is nothing to report, all data is good.  If this number was anything else than 0 the data in error would be listed and you need to contact the Help Desk immediately.
Step 19 – Run   Query GO_TL_PAY_TIME_BY_PAY_PERIOD 

This query will identify employees with time in Time and Labor that was rejected by payroll (status of RP), or is estimated and ready for payroll but did not feed into the paysheets (status of ES).  The data did not get fed into payroll due to the edits performed in the prior Preliminary Calculation process, or prior pay cycle processing if they weren’t cleared up earlier.  Always clear up rejected time.
Navigation:  Home > PeopleTools > Query Manager > Use > Query Viewer >
        GO_PAY_TIME_BY_PAY_PERIOD
On the Query Viewer ‘Search Criteria’ page enter the query name.
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Click [image: image149.png]Search
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On the Search Results page click on either HTML or Excel which ever output you prefer.
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Enter the agency number and click [image: image152.png]View Results
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Time having an ‘RP’ status would be listed as shown below.
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Please clean up all RP time and review ES time that did NOT get fed into payroll making sure all time was currently sent to payroll for the paygroups being processed.  Letting time stay in the RP status extends processing time for Time Administration and payroll calculations.  For detailed information pertaining to Time and Labor data having a payable status of RP, refer to COR106 Time and Labor training manual.

Step 20 CA – Pre-Commitment Accounting Payline Audit Report (CA)
This process checks for any time from Time and Labor that is in a period prior to the effective date of the commitment accounting tables.  All time that is pre-commitment accounting needs to be processed using the old pay group and the old MDC Allocations processes on an off-cycle pay calendar.
Navigation:  OK Custom Reports/Processes > OK Reports > Payroll > Pre-CA Payline Aud(0432)
After entering the Run Control ID you are taken to the Pre-CA Payline Audit parameters page.
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In the On-Cycle or Off-Cycle Run group box, enter the correct Pay Run ID and select On-Cycle, then click [image: image155.png]Run
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The Process Scheduler Request page should be setup where Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Commt. Acctg. Payline Audit

· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image157.png]
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When screen goes back to the Pre-CA Payline Audit parameter page, take note of the Process Instance number and click Process Monitor link.
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When the job has run to Success and Distribution Status says Posted, click the Details link.  On the Process Detail page click View Log/Trace link.
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Click the .PDF file to open and print the audit report.  For each entry listed in the report follow the steps below: 

1) “Turn off OK to Pay” -- Go to the Pay Sheet line and uncheck (turn off) the “OK to Pay” check box on the Pay Line. Re-Run the Preliminary Pay Calculation process

2) Re-Run the GO query “GO_CA_EARNS_PRE_COMMIT_ACCTG”

 Navigation:  Payroll for North America > Payroll Processing USA > Update Paysheets >
         By Payline Security
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On the above search criteria page, enter the employee’s EmplID from the query results. You may use any of the other criteria for searching paylines to update, the more data entered the faster the data will be displayed. Click [image: image161.png]Search
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Select the ‘OK to Pay’ check box, this will uncheck the check box thereby setting this pay line NOT OK to PAY.  Therefore, the Pay Calculation and Pay Confirm processes will not execute these paylines.
[image: image163.png]LARAMOLLICA ID: 162772

Payiine Details

Company Pay Group “Pay Period End Date Off Cycle “Page  Line EmplRcd# BenRca# | Manual Check

52 BiE [o7rier2008|Q moAia g5 [oa B
Transaction Hessage Check# CheckDate  Total Gross. Net Pay
No Hessage
Addi#: 2 ™ Override Hourly Rate I~ No Direct Deposit I~ Gross-Up I™ TL Records 3]
Sep Chk #/Reason  Reg Rt Cd RegHrs  OTRtCd OT Hrs. Hourly Rate Regular Salary
[ [otspecr =] | Q| I Q[ [ teeezae |
Earnings Begin/End Dates *Shift “State  Locality
[oer302008 9  [oer3072009 6 [ = fpxla [ Q Additional Data

“Code Seq # Rate Code Hours. Rate Amount

Fou e [Ta Q 100000

Fayline | One-Time Deductions | One-Time Gamishments | One-Time Tares





Click [image: image164.png]& save




If there is no non-commitment accounting time, the report will state that it is OK to confirm (see below).
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NOTE:  The Confirm process will not be successful until all rows identified in this report are marked not OK to Pay.  If the time listed in this report is valid time, then the time MUST be processed via an Off-Cycle Non-Commitment Accounting payroll.

Step 21 – Run Payroll Register Report
The Payroll register report lists all employee payroll data pertaining to this pay cycle (i.e. gross earnings, deductions, taxes, and net pay) and can be used to reconcile employee Gross to Net calculations.  The report itemizes, by employee, check detail information listing employee earnings, and employee/employer deductions and taxes.   The last page is a summary of totals covering the entire pay cycle.
There are 3 versions of this customized report. The changes were requested by the State of Oklahoma. 

· Payroll Register - Name (0233) 

– Sorted in last name order

· Payroll Register - Mail Drop (0312)
– Sorted by the Mail Drop Field






   (Warrant Sequence Number on Payroll Data)
· Payroll Register - Div/Name (0312C) 
– Sorted by Division and then Name
Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports >

Payroll Register – Name (0233)
After entering the Run Control ID you are taken to the Payroll Register-Name (0233) parameters page.
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In the On-Cycle Run group box, left side of page, enter the Pay Run ID associated with the pay cycle you are running.  In the Payroll Cycle group box, bottom of page, click the radio button next to On-Cycle.  Click [image: image167.png]Run



.
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On the Process Scheduler Request page make sure Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll Register-Name.
· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image169.png]


.

When screen goes back to the Payroll Register parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link.
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Clicking Details link takes you to the Process Detail page, shown below and click View Log/Trace link.
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One the View Log/Trace page, in the File List group box, click on the file with the .PDF extension.
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When you click on pay002a xxxxxx.PDF in the File List group box you are actually opening up the report to view and/or print.
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The heading of the Payroll Register lists the Report ID page #, Company, Run Date (date report was run on), Pay Period End Date, and Run Time.  Data listed on this report is in alphabetical order by last name.  For each employee listed you will see the hours/earnings, and other earnings that the employee is being paid which comprises the Gross Pay.  It also lists in detail the Taxes and Deductions (employee (EE) and employer (ER)), and Net Pay.  The ‘U’ after the Net Pay amount indicates this report is listing payroll data for the employee that is currently ‘Unconfirmed’.  The data in the boxed in area under the employee is a summary of the total employee’s earnings, taxes and deductions (EE and ER), and Net Pay.
If you go to the last page of the Payroll Register you will see a summary page for the entire company.
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This page displays summarized grand totals of all earnings, taxes and deductions (EE and ER) and net pay.  These totals will later be used to reconcile with the Funding Distribution and Payroll Budget Checking reports.
As you can see, this report can get rather large but you can print the entire report, a page, or certain pages of this report

Step 22 – Deductions Not Taken Report
This report lists, by employee, any deductions that were not taken due to insufficient funds.  
NOTE:  The State of Oklahoma does not allow for partial deductions to be taken nor do they allow for taking deductions in arrears (deductions not taken in prior payrolls).
Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports >

Deductions Not Taken
After entering a Run Control ID you are taken to the Deductions Not Taken parameters page.
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After entering the Pay Run ID in the On-Cycle Run group box, and checking the On-Cycle radio button in the Payroll Cycle group box, click [image: image176.png]Run



 which takes you to the Process Scheduler Request page.
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Make sure the Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Deductions Not Taken.
· *Type should be set to Web

· *Format should be set to PDF.

Click [image: image178.png]


.

When screen goes back to the Deductions Not Taken parameter page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link, then click View Log/Trace link.
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To open and view/print reports from the View Log/Trace page you always click the file in the File List having the .PDF extension.  Review everyone listed on this report making sure they are being paid correctly on this cycle.  Also, if any employee shows Deferred Comp "deductions not taken" you MUST go into the paysheet, click the ‘One-Time Deduction’ tab and turn off the Employer Share of that deduction.

Step 23 – Additional Reports

Additional reports used for further verification of your pay cycles are as follows.  All three of these reports are run and viewed/printed using the same steps as outlined in Step 21 above.  

Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll >

Employees Not Processed Report
This report provides a list of all the rows of earnings where OK-To-Pay has been turned off.
Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports >


Other Earnings Report
This report provides a list of employees that were paid other earnings in addition to their regular salary.

Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports >

Payroll Summary
This report summarizes total number of employees’ paid, gross payroll, taxes, deductions and net pay for this pay cycle.  It also summarizes those totals by major categories such as OVT.


Step 24 CA – Run Pre-Distribution Audit Report 

This Pre-Distribution Audit Report audits payroll and configuration data.  The report identifies any errors that could be encountered when you run the Actuals Distribution (PSPPFUND) or the Actuals GL Interface (PAYGL02). This report is executed after Paysheet Create and before Actuals Distribution. 

Navigation:  Payroll for North America > Payroll Distribution > Commitment Accounting USA >


Predistribution Audit Report
After entering a Run Control ID you will be taken to the Predistribution Audit Report run control parameters page.
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Enter the Pay Run ID of the current payroll being processed and check the General Audit radio button.  When all data fields have been correctly filled in, click [image: image181.png]Run



.  You will be taken to the ‘Process Scheduler Request’ page.
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Make sure the Server Name is set to PSUNX.

In the ‘Process List’ group:

· Check box should be checked next to Predistribution Audit Report
· Type should be set to Web

· Format should be set to PDF
Click [image: image183.png]


.  You will be taken back to the Predistribution Audit Report parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.  
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Click on the Process Monitor link in the top right hand corner of the page. When the run status column shows Success and the Distribution Status column shows Posted.  Click Details link.  On the Process Detail page click View Log/Trace link.
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If there are entries on the Audit report for this pay cycle, there will be a file in the ‘File List’ group box with a .PDF extension.  Click the .PDF file to open and print your Audit report.  This report will list all employees and the issues identified that need attention.  The following is a list of possible audit findings and resolutions: 

Jobcode is not currently active or does not exist: - this error occurs when the TL task group/profile does not match the Agency on the Job record.  These are usually a transferred employee that did not have their TL employee data updated correctly.  Communicate this to the T&L administrators for your agency.  The administrator will have to correct the changes, run time admin, approve the time and then when calc runs turn off OK to pay on the old TL record (even though it may not have any time).

Position Number is not currently active or does not exist: - this error occurs when the position an employee is in has been made inactive and there is time reported past the inactive date.  To fix this adjust the time or reactivate the position.

Department Budget Date record is not defined for Budget Department: 

Anytime this message occurs with a 5 digit department that represents the business unit/agency the agency has created a position and hired someone into that ‘bad’ department.  Send a helpdesk ticket requesting that the Job record be corrected to reflect the accurate department. Make sure that any lines remaining on the paysheet with the wrong department are not OK to pay.

No Budgeting Distribution in effect for Budget Department:  - 

This error is identifying an issue with either the DBT or the person (it is usually the person).  Check that the DBT is in effect for the correct effective date (usually July 1 of the fiscal year or the first of the month during the conversion process).  If there is not a DBT entry, contact the helpdesk requesting an entry be created.  If however a DBT entry exists, then look at the T&L data, time may have been entered prior to conversion date to Commitment Accounting.  Any time entered with a date prior to the conversion to commitment accounting will have to be handled as an off-cycle. 
Step 25 – Run Payroll Unsheet – (IF  NECESSARY)
This process deletes all the paysheets that have been created for the specified Pay Run ID – basically you are starting over. It moves any payable time from the paysheet back to Time and Labor payable time and sets the payable status to ‘Rejected by Payroll’.  This status setting means that it was kicked back by payroll but will be processed by payroll the next time you run a preliminary calculation for these employees.

Navigation:  Payroll for North America > Payroll Processing USA > Update Paysheets > 

Pay Unsheet

After entering a Run Control ID you are taken to the Pay Unsheet parameters page.
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Enter the Pay Run ID you have been using in the On-Cycle Run group box.  Click the radio button next to On-Cycle in the Payroll Cycle group box.  Click [image: image187.png]Run



.
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Make sure the Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll Unsheet
· *Type should be set to Web 

· *Format should be set to PDF.  

Click [image: image189.png]


.

When screen goes back to the Pay Unsheet parameter page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, navigate to review paysheets and try to pull up data associated with this Run ID (you should not get any paysheets to view).  This guarantees that all paysheets were unsheeted correctly.

Now you need to follow the processing steps below:
Pay Unsheet Process:

· Run Step 13
· Run Step 14
· Run Step 15
· Run Step 16
· Run Step 17
· Run Step 18
· Run Step 19
· Run Step 20
· Run Step 21
· Run Step 22
· Run Step 23
· Run Step 24


Step 26 – Run Final Calculation Process

This process calculates all the paysheets again and updates the Pay Calendar by pay group, putting a checkmark in the box beside the Pay Calculation line.  Once this process runs to a successful completion, any changes to employee data tables in HCM and/or Time and Labor will NOT be loaded into paysheets.

Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll >

Pay Calculation (0346)

After entering a Run Control ID you are taken to the Pay Calculation parameters page.
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In the On-Cycle or Off-Cycle Run group box enter the correct Pay Run ID and select On-Cycle in the drop down box next to ‘On or Off-Cycle’.
In the Calculation Options group box make sure the ‘Preliminary Calculation Run’ check box is unchecked, and the radio button next to ‘(Re)Calculate All Checks’ is selected.  Click [image: image191.png]Run



.
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The Process Scheduler Request page should be setup where Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Calculate Pay with MDCPYj305
· *Type should be set to (None) 

· *Format should be set to (None).

Click [image: image193.png]


.

When screen goes back to the Pay Calculation parameter page, take note of the Process Instance number and click Process Monitor link.
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When the job has run to Success and Distribution Status says Posted, click the PSPYRUNA link on the correct process instance row.
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In the Process Detail list click the xxxxxx – PSPPYRUN link.  Click View Log/Trace on the Process Detail page which will take you to the View Log/Trace page.
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Open the log file by clicking on CBL PSPPYRUN xxxxxx.log link.  Review this file looking for any ‘Check Messages!!!’ statements.
NOTE:  If there were ‘Check Messages!!!’ statements found on the .log file navigate to ‘Review Processing Messages’ and read all messages pertaining to this run.  (For detailed instructions refer to Step 17 above.)  Make corrections where necessary and re-run this step (Step 26) until the .log file does NOT contain any ‘Check Messages!!!’ statements. 


Step 27 – Run Query – GO_TL_PAYABLE_STATUS_SP

This query checks for potential problems with SP (Sent to Payroll) payable status.  If problems are reported immediately contact the Help Desk informing them to let CORE know of this situation.  Core will then have all payroll users locked out of the system until the situation is resolved. All other procedures to be followed are outlined in the Red Paper document that the CORE Team has.
Navigation:  Reporting Tools > Query > Query Viewer > GO_TL_PAYABLE_STATUS_SP
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It is suggested that this query be run to Excel.  Click Excel link.
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Enter the Agency you are running the pay cycle for followed by the % sign, as shown above, and click [image: image199.png]View Results



.  Good results will look like this:
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The 0 in column B, row 1 indicates there is nothing to report, all data is good.  
If this number was anything else than 0 the data in error would be listed.  If this happens remember to contact the Help Desk immediately.
Step 28 – Run   Query GO_TL_PAY_TIME_BY_PAY_PERIOD

This query will identify employees with time in Time and Labor that was rejected by payroll (status of RP), or is estimated and ready for payroll but did not feed into the paysheets (status of ES).  The data did not get fed into payroll due to the edits performed in the prior Preliminary Calculation process, or prior pay cycle processing if they weren’t cleared up earlier.  Always clear up rejected time.

Navigation:  Home > PeopleTools > Query Manager > Use > Query Viewer >

        GO_PAY_TIME_BY_PAY_PERIOD
On the Query Viewer ‘Search Criteria’ page enter the query name.
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Click either HTML or Excel which ever output you prefer.  
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Enter the agency number and click [image: image205.png]View Results



.

Time having an ‘RP’ and/or ‘ES’ status that needs to be reviewed is reflected be below.
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Clean up all RP time.  Letting time stay in this status extends processing time for Time Administration and payroll calculations.  For detailed information pertaining to Time and Labor data having a payable status of RP, refer to COR106 Time and Labor training manual.

Any time having a status of ES should be reviewed to make sure all payable time was sent to payroll associated with the pay groups being processed.
Step 29 – Check Pay Calendar Flags for Pay Calculation Checkmark
This step takes you to the Pay Calendar page(s) where you will make sure the flag(s) are set correctly showing your Final Calculation process was successful.  
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheet >

Review Pay Calendars
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On the Pay Calendar Table search criteria page, enter the Company and Pay Run ID that is being used.  Click [image: image208.png]Search



.  At the bottom of the page a list of pay calendars will appear that are associated with the Pay Run ID.
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Click the first row in the list and you will be taken to the first Pay Calendar in the list.
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Make sure the check box is checked next to Paysheets Run, Payroll Preliminary Calc Run and Payroll Calculation Run.  Click [image: image211.png]4[E] Next in List



  to review the next calendar in the list.  Continue this process till there are no more calendars to review (the [image: image212.png]4[E] Next in List



 button will be grayed out).
NOTE:  If any of the check marks are missing, stop and contact the Help Desk.

Step 30 CA – Run Pay Confirmation Process

The pay confirmation process does the same editing as the preliminary and final calculation processes along with editing the database for any outstanding unconfirmed paychecks being processed associated with a prior calendar.   The process also checks for any time from Time and Labor that is in a period prior to the effective date of the commitment accounting tables.  If any time is found, the confirm process will fail, and you will have to go back to Step 20, to clean up the prior period time and reprocess the payroll. The confirmation process also assigns check/advice numbers, updates all employee balance tables, updates the bond log activity table, updates Pay Calendar flags, and updates flags on all associated rows of data on the PAY_.... tables that store employee detailed paycheck data.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll >

CA Confirm Pay (0432)
After entering a Run Control ID you are taken to the Pay Confirmation parameters page.
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In the On-Cycle or Off-Cycle Run group box, enter the correct Pay Run ID and select On-Cycle, then click [image: image214.png]Run



.
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On the Process Scheduler Request page make sure Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Comm. Acctg Payrl Confirm 
· *Type should be set to (None) 

· *Format should be set to (None).

Click [image: image216.png]


.
When the screen goes back to the Pay Confirmation parameters page, take note of the Process Instance number and click Process Monitor link.
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When the job has run to Success and Distribution Status says Posted, click the OCPCACNF link on the correct process instance row.

[image: image218.png]Process Detail

ProcessName:  OCPCACNF

1030522

¥ 1030522 OCPCACNF Success
@ 1030523 0CP0432 Success
[ 1030524 - MDCPY202 Success
@ 1030525 - PSPCNFRM Success
[ 1030526 TL PAY REVRS Success




Clicking the xxxxxxx - PSPCNFRM link takes you to the Process Detail page; click the View Log/Trace link.
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On the View Log/Trace page open the log to check for any ‘Check Messages!!!!’ statements.  If you find any, do not go any further and call the CORE Team immediately, then call the Help Desk to open a case.  A log showing all confirmations were successful would look similar the one below.
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Step 31 – Check Pay Calendar for Flags
Once again the pay Calendar(s) need to be reviewed making sure a checkmark appears in the box in front of the Payroll Confirmation Started and Payroll Confirmation Run labels for every pay group that is active with this Pay Run ID.
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheets >

Review Pay Calendars
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On the Pay Calendar Table search criteria page, enter the Company and Pay Run ID that is being used.  Click [image: image222.png]Search



.  At the bottom of the page a list of pay calendars will appear that are associated with the Pay Run ID.
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Click the first row in the list and you will be taken to the first Pay Calendar in the list.
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Make sure the check boxes are checked next to Payroll Confirmation Started and Payroll Confirmation Run.  Click [image: image225.png]4[E] Next in List



 to review the next calendar in the list.  Continue this process till there are no more calendars to review (the [image: image226.png]4[E] Next in List



 button will be grayed out).  

NOTE:  If any of these checkmarks are missing, stop and contact Help Desk, then the CORE Team immediately to help you resolve this issue.  Do NOT Proceed Any Further.
Step 32 – Check Paycheck Data for Advice and Check Numbers
A review of the paycheck data is required making sure the words Advice or Check appears under the column labeled ‘Form Number’ along with a number in the column labeled ‘Paycheck Number’.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > 

                     Review Paycheck
On the Review Paycheck search criteria page enter the Company and Pay Period End Date.
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Click [image: image228.png]Search



.
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You should see the word ADVICE or CHECK under the heading Form Identification, and the actual check/advice umber under the heading Paycheck Number.
If this information is missing, contact the Help Desk then the CORE Team to help you resolve this issue.
Step 33 – Check to be sure ALL Paysheets have been Confirmed
This step is to make sure all the paysheets were confirmed.  
Navigation:  Payroll for North America > Payroll Processing for USA > Update Paysheets > 

By Paysheet 
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On the By Paysheet search criteria page enter your company number and Pay Period End Date and click [image: image231.png]Search



.  No paysheets should appear at the bottom of this page, instead the screen should like the one below with the message ‘No matching values were found’. 
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If paysheets are listed, contact the Help Desk then the CORE Team to help you resolve the issue immediately.  Do NOT proceed any further.

Step 34 – Run Bond - Fed Reserve Process

This process creates a file that is forwarded to the Federal Reserve purchasing employee bonds as well as creates a report listing bond purchase information.

Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports > 

Bond-Federal Reserve
After entering a Run Control ID you are taken to the Bond Federal-Reserve File parameters page.  
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Enter the As Of Date which is the ‘Check Issue Date’ of the payroll you just confirmed. Select your Agency number from the drop down list after clicking the [image: image234.bmp] icon.  The Reporting Medium you select must be Diskette.  Click [image: image235.png]Run



.
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On the Process Scheduler Request page make sure Server Name is set to PSUNX.
In the ‘Process List’ group box:

· Check box should be checked next to Bond Purchase Report and File
· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image237.png]


.

When screen goes back to the Bond – Fed Reserve Process parameter page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted click Details link.  On the Process Details page click View Log/Trace link.
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To view/print the report, open the file(s) with the .DAT extension.  The data file needs to be downloaded as .TXT file to diskette and sent to the Federal Reserve.

Step 35 – Run PY Pull Costs
This process, generally referred to as PY_PULL_COST, is run after confirming all pay cycles (both on and off cycles).  The process updates payable time entries in Time and Labor as follows:

· If payable time is distributed, but not diluted, the Extract process changes the payable status to Distributed (DP). (Will come into play in Phase II.)

· If payable time is distributed and diluted, the extract process changes the status to Diluted (DL).  (Will come into play in Phase II.)

· For time that is not being distributed, the Load Time and Labor process sets the payable time status to Closed (CL). (Will come into play in Phase II.)

· Provides cross-reference numbers generated during the consolidation process, the calculated costs, and percentages that represent how payroll consolidated the payable time rows.

· Sets the publish date and publish switch. 

· If payable time is pulled into paysheets, and OK-to-Pay is cleared (setting to Not-OK-to-Pay) for those related earnings, these rows of payable time are not paid and are set to ‘Ignore’ with reason of ‘Not OK to Pay’
Navigation:  Payroll for North America > Payroll Distribution > Additional Integrations >

Extract Time and Labor Costs

After entering the Run Control ID you are taken to the Time and Labor Cost Extract parameters page.
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In the On-Cycle Run group box enter the Pay Run ID.  Check the On-Cycle radio button.  Click [image: image240.png]Run



 and it will then take you to the Process Scheduler Request page.
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On the process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Pull Payroll Cost
· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image242.png]


.

When screen goes back to the Time and Labor Cost Extract parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to status of Success and Distribution Status shows Posted, click Details link.  Click View Log/Trace link on the Process Detail page.
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Click the [image: image244.png]AE PY PULL COST 772678.stdout



 link to open the app engine output file.  If the process ran successfully your log should read similar to the one below.
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Step 36 CA – Run Distribute Actuals 

The Actuals Distribution process (PSPPFUND) distributes actual earnings, employer deductions, and employer taxes across the funding sources established.  This process is executed after the confirm process for the current payroll.  

Navigation:  Payroll for North America > Payroll Distribution > Commitment Accounting > 


Distribute Actuals

After entering a Run Control ID you will be taken to the Actuals Distribution run control parameters page.
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Enter the Pay Run ID of the current payroll being processed; select ‘Work Days’ as the Distribution Prorate Option and leave the Use Holiday Schedule unchecked.  When all data fields have been correctly filled in, click [image: image247.png]Run



.  You will be taken to the ‘Process Scheduler Request’ page.   
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Make sure the Server Name is set to PSUNX.

In the ‘Process List’ group:

· Check box should be checked next to Predistribution Audit Report
· Type should be set to None

· Format should be set to None
Click [image: image249.png]


.  You will be taken back to the Actuals Distribution parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.  
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Note the Process Instance number in the upper right hand corner.  Click Process Monitor link to view the completion of your job.  Once the job has run to Success status and Distribution Status shows Posted, click the Details link.  On the Process Details page click View Log/Trace link to view and/or print the log.  Review the log looking for any errors.

Step 37 CA – Run Funding Reports 

Budget Check (0025) and Budget Check for Projects (0025K)

These reports show the total cost of the payroll and available funding for the cash/allotment and project budgets. Review the reports looking for any errors and/or areas lacking sufficient funds.  If sufficient funds are NOT available, make the necessary changes to the Actuals Distribution at the employee level. After the changes are made re-run the reports until the funding is no longer in a deficit. 

Funding Distribution (0108)
This report is also created during the execution of running the funding reports. The ‘Funding Distribution’ report shows how payroll funding is being distributed through the departments.  Totals are reconciled back to the ‘Payroll Register’ run in Step 21.

Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information > 


Commitment Accounting > Funding Rpts (OCP400)

After entering a Run Control ID you will be taken to the Predistribution Audit Report run control parameters page.
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On the run control page below, enter the current payrolls Pay Run ID, the Business Unit and Display Detail.   If you don’t have a Run Control ID for running this process click on the tab labeled Add a New Value and enter a value.

When all data fields have been correctly filled in, click [image: image252.png]Run



. You will be taken to the ‘Process Scheduler Request’ page.
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Make sure the Server Name is set to PSNT.

In the ‘Process List’ group:

· Check box should be checked next to Budget Checking Rpts (0400)
· Type should be set to None

· Format should be set to None
Click [image: image254.png]


.  You will be taken back to the Funding Reports parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.
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Click Process Monitor link in the top right hand corner of the page. When the run status column shows Success and the Distribution Status column shows Posted.  Click OCP0400J link under the Process Name in the middle of the page.  On the Process Detail page click View Log/Trace link.
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On the Process Detail page select xxxxxx –OCPGL400 Success for the Posting Summary.
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Select the OCPGL400_nnnnn.out link to view the Posting Summary.
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To view and reconcile the Budget Check report, click the xxxxxx – OCPY0025 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

To view and reconcile the Project Budget Check report, click the xxxxxx – OCP0025K link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

To view and reconcile the Funding Distribution report , click the xxxxxx – OCPY0108 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

The State of Oklahoma will NOT allow payrolls to process beyond this point until ALL deficits are cleared up.

The last page of the Budget Check report(s) will show a Gross Payroll Total that should reconcile with payroll totals from the Payroll Register and Funding Distribution reports.

Step 38 CA – Correct Employee Actuals Distribution 

The State of Oklahoma will NOT allow payrolls to process beyond the Funding Reports step until ALL deficits are cleared up.

In order to clear up deficits Use the Review Actuals Distribution page to modify funding distribution after the Actuals Distribution process and before posting to the General Ledger.  The funding source can be changed but the total dollar amount must stay the same.  

Navigation:  Payroll for North America > Payroll Distribution > Commitment Accounting USA > 
        Review Actuals Distribution 
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On the above search criteria page, enter the Company, Pay Group, Pay Period End Date and the employee’s EmplID that requires a funding adjustment.  You may use any of the other criteria for searching the Actuals Distribution, the more fields you provide the faster the data is returned. Click [image: image262.png]Search



.
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The Earnings page displays the Actuals Distribution that was distributed during the Actuals Distribution process (PSPPFUND).  1 of 5 rows of data is available to change funding. 
Funding can be changed by selecting the Chartfield Details link.

Example Changing the Chartfield Details:
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Select the Chartfield Details link:

If you know the new Combination Code, enter it in the appropriate field and click [image: image265.png]


 .
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Otherwise follow these steps:

[image: image267.png]ChartField Details

Search Options
Combination Code: Q -

Sub. Class:
Acct Account FundTyoe p o Dept Bud Ref CFDA# Oper Unit Alt. Acct
I Qe al afmm af Al Q af




Enter the Dept and BudRef
Click [image: image268.png]Search



, pulls up all valid GL Combo Codes for the Department and Fiscal specified.
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Locate the valid Combo Code and click  [image: image270.png]Select



 to the left of the GL Combo Code.

This will take you back to the ChartField Detail page. The Acct, Fund Type, and Class-Funding fields are now also populated.
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Click [image: image272.png]


 to go back to the Review Actuals page.
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The Review Actuals page for Earnings is returned with the new Combo Code displayed. 

Change the Combo Code for each Earnings row. 

Since the Earnings records were changed to a new combo code, the Deductions and Taxes also need to change to the new Combo Code. 
Select the Deduction Tab:
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Notice that the number of records total 13.  The first deduction displayed above is VSP030B.  This is an EMPLOYEE deduction.  Only EMPLOYER deductions are distributed.  Select the View All link and change the Combo Code on ALL of the EMPLOYER deductions. 
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For each EMPLOYER deduction follow the directions above for changing the chartfields.

Select the Taxes Tab:
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Select the View All link to display all of the Taxes.
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For each EMPLOYER paid tax, change the combo codes using the same steps above for changing the Chartfield Details.

Step 39 CA – Re-Run Funding Reports 

Budget Check (0025), Budget Check for Projects (0025K) and Funding Distribution (0108)
Re-run the Funding Reports to verify that the changes made during the “Correct Employee Actuals Distribution” has corrected the budget deficit. See Step 37 above for instructions on running these reports. 
Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information > 


Commitment Accounting > Funding Rpts (OCP400)

After entering a Run Control ID you will be taken to the Predistribution Audit Report run control parameters page.
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Step 40 CA –Run Finalize Funding Reports

Budget Check (0025), Budget Check for Projects (0025K), Funding Distribution (0108) and the Payroll Claim Document (0118)
After re-running the Funding Reports and validating that the funding is accurate and available, run the ‘Finalize Funding Repots’  step.  This step sets a flag, indicating that no other changes will be made to the Actuals Distributions and are ready for the next step. 
Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information > 


Commitment Accounting > Finalize Funding Rpts (OCP400)

After entering a Run Control ID you will be taken to the Finalize Allocation run control parameters page.
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Enter the Pay Run ID and Business Unit.  If your Claim Document requires the name(s) of ‘Approving Officer’, ‘Approving Board Member’, and/or ‘Authorized Agent of OPM’ printed on the report, key them in the fields provided.  Click [image: image280.png]Run



.
In the ‘Process List’ group box:

· Check box should be checked next to Finalize Funding
· *Type should be set to (None) 

· *Format should be set to (None).

Click [image: image281.png]


.

When screen goes back to the Finalize Funding Rpts parameters page, take note of the Process Instance number and click Process Monitor link. When the run status column shows Success and the Distribution Status column shows Posted.  Click OCP0400F link under the Process Name in the middle of the page.  On the Process Detail page click View Log/Trace link.
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To view and print the Budget Check report, click the xxxxxx – OCPY0025 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and print the Project Budget Check report, click the xxxxxx – OCP0025K link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and print the Funding Distribution report, click the xxxxxx – OCPY0108 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and print the Payroll Claim Document report, click the xxxxxx – OCPY0018 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

NOTE:  If the Final Funding Reports were created with a budget deficit, your Finance Officer must sign the ‘Notice of Deficit Statement’ and make arrangements with OSF to be allowed to continue processing.

Step 41 CA –Run the GL Process

This process populates the HR Accounting Line Table and sends the data to Financials from which General Ledger journal entries are created.

Navigation:  Payroll for North America > Payroll Distribution > Provide GL Information > 


Commitment Accounting Actuals

After entering a Run Control ID you are taken to the Commit Accounting Actuals parameters page.
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Enter the Pay Run ID and click [image: image284.png]Run



.
[image: image285.png]Process Scheduler Request

ser

PBACHLER Run Control ID: GL_INTERFACE

o [T

rntie: [P0 _possto comn b |

Server Name:  [PSUNX

Recurrence:

Select Description ProcessName  ProcessTvpe  ‘Type “Format
Actuals GLInterface PAYGLOZA PSJoh

=] istribution





On the Process Scheduler Request page, Server Name must be set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Actuals GL Interface
· *Type should be set to (None)

· *Format should be set to (None)

Click [image: image286.png]


.

When screen goes back to the Commitment Accounting Actuals parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted 
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Click the PAYGL02A link under Process Name.
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From the Process Detail page click the xxxxxx – PAYGL02 Success link.  On the View Log/Trace page click View Log/Trace link.
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Then, in the File List, click the file having the .out extension.  This opens what is known as the Trace Log.
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Make sure the Total Debits and Total Credits equal each other, and reconcile with the Payroll Register, Budget Checking and Claim Document reports.  Print this file, write your name and phone number on it.  Submit this Trace Log to OSF along with the Budget Checking and signed Claim Document reports.


Step 42 – Check Pay Calendar Flags
Once again the pay Calendar(s) need to be reviewed making sure a checkmark appears in the box in front of the CA GL Interface Run for every pay group that is active with this Pay Run ID.
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheets >

Review Pay Calendars
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On the Pay Calendar Table search criteria page, enter the Company and Pay Run ID that is being used.  Click [image: image293.png]Search



.  If more than one Pay Calendar is associated with the Pay Run ID a list will appear at the bottom of your screen.  Click the first one in the list.  Otherwise, you will be taken directly to the Pay Calendar Table page
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There should be a checkmark in the box in front of the label CA GL Interface Run.   Click the [image: image296.png]4[E] Next in List



 button to view the next Pay Calendar.  If this button is grayed out there are no more calendars to view.
NOTE: If the checkmark is missing, contact the CORE Team immediately for help in resolving this issue.

Step 43 – Fax Documents to Office State Finance
OSF requires that each agency payroll processor send them 3 documents.  They are:
· The final Budget Check Report from Step 40 
· The final Claim Document from Step 40 also  and

· The CA GL Interface Trace File from Step 41 must be faxed to OSF by 3:00 pm in order for your payroll to be released to OST on that day.  Otherwise, the payroll will be held until the paperwork is faxed to them.

Fax # 521-3383 to Elsa at Office State Finance.
Once OSF receives your documents they will review the reports and release this payroll to be picked up by a process that sends the checks and direct deposits to the Treasurer for processing.


Step 44 – Run PY to AP Extract Process

As soon as Step 37- Run Pull Costs, above, completes you must run the Accounts Payable processes.  This first process extracts non-tax deductions based on how the deduction code has been setup.

Navigation:  Payroll for North America > Payroll Distribution > Accounts Payable Information > Extract CA Non-Tax Deductions

After entering a Run Control ID you will be taken to the Non-Tax Deductions Extract parameter page.
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In the Pay Mode Selection group box, select the radio button next to Deduct/Collect Comp./Bond Met and enter the Pay Run ID associated with the pay cycle that you just confirmed.  In the Vendor Selection group box make sure the check box is checked next to ‘Pay All Vendors’.  Click [image: image298.png]Run



. You may receive a ‘Warning Message’, click [image: image299.png]


.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to PY-CA AP Extraction - Deductions
· *Type should be set to Web 

· *Format should be set to TXT

Click [image: image301.png]


.

If you receive a ‘Warning Message’, click [image: image302.png]


.

When screen goes back to the Non Tax Deductions Extract parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted move onto the next step.  If you want to make sure deductions are in an ‘Extracted’ status you can navigate to Review Paycheck data (Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck).  Enter the search criteria to pull up an employee’s check data associated with this confirmed payroll.  Click ‘Paycheck Deductions’ in the Deductions group box then click the Deduction Details 3 Tab.
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Under the AP Status column you will see the word ‘Extracted’ appear next to each deduction that was to be extracted based on the deduction code setup.

Nightly batch processing runs the AP Voucher Post process for agencies.

Step 45 – Run Deduction Register (0205)
This process creates a report listing all employee deductions pertaining to this payroll. The report is sorted by Deduction Code after which the sort is by employee name.  The sections of the report pertaining to deduction data that was sent to AP is to be forwarded to Accounts Payable for reconciliation processing.

Navigation:  Payroll for North America > payroll Processing USA > Pay Period Reports > 
                     Deduction Register (0205)

After entering a Run Control ID you are taken to the Deduction Register (0205) parameters page.
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Enter the Pay Run ID associated with the pay cycle that you just confirmed in the On-Cycle Run group box.  In the Payroll Cycle group box click the radio button in front of On-Cycle.  Click [image: image305.png]Run



.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Deductions Register
· *Type should be set to Web

· *Format should be set to PDF

Click [image: image307.png]


.
When the screen goes back to the Deduction Register (0205) parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted click Details link.  On the Process Detail page click View Log/Trace link.
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To view and print the Deduction Register click the file, in the File List, having the .PDF extension (pay001 xxxxxx.PDF).

[image: image309.png]Pecplasort.

peport 13, Paton) DmuCTIoNs MmESISTER [
Conpary 040 Depe of Agricutum Rn Dare 03/25/2000
ray Perioa Ena 09/31/2008 on cye1e oI mun Tine 16:30.22
e General Tewtion N
=n [— Rerwa e Pmom wowe  measn onen cumnter vear wa

m 0 oo wane sea oz Mewe  Remars e Taen ot Tawen Tedate  Todsts  Tobae et

D L 000 @0 amo s

TE2 T34 Do domPal  saa 15000 100 0o 120000




The report will look similar to the above listing deductions in descending/alphabetical order.  At the end of each deduction code there is a subtotal line.  Print off the pages that are required in AP for reconciliation.

Step 46 – Print Earnings Statements (Run this process only if you are not on ESS)
This process prints the Employee Earnings Statements to be handed out.

Navigation:  OK Custom reports/Processes > OK reports > Payroll > Earnings Statement (0040)
After entering the Run Control ID you are taken to the DDP Advice Print parameters page.
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In the On-Cycle Run group box enter the Pay Run ID that you have just confirmed.  In the Payroll Cycle group box click the radio button next to On-Cycle.  If you want to have a Message appear on the statements enter it in the Message box on the bottom of the page.  When data is filled in correctly click [image: image311.png]Run



.

NOTE:  If you need to reprint statement(s) due to them being lost etc., but don’t need to reprint the entire batch, enter the starting and ending check/advice numbers in the Check/Advice Numbers group box.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll Advice Print – U.S.
· *Type should be set to Web

· *Format should be set to PDF

Click [image: image313.png]


.
When the screen goes back to the DDP Advice Print parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a status of Success and Distribution Status shows Posted click Details link.  On the Process Detail page click View Log/Trace link.
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To view and print the Earnings Statement click the file, in the File List, having the .PDF extension (ddp003 xxxxxx.PDF).


Step 47– Run Credit union Report
Only run this report if it is applicable to your agency.

Navigation:  OK Custom reports/Processes > Agency Processes > Deduction File (0105)

After entering the Run Control ID you are taken to the Deduction File (0104) parameters page.
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Fill in all the fields with the required data and click [image: image316.png]Run



.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Create Credit union File & FTP
· *Type should be set to (None)

· *Format should be set to (None)  

Click [image: image318.png]


.
When screen goes back to the Deduction File (0104) parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted click the OCPY104F link.
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From the Process Detail page above, if you:

· Click xxxxxx – OCPY0104 you will be taken to the View Log/Trace page where you can open up the files to view the data that was picked up in the file.
· Click xxxxxx – OCPY10401 you will be taken to the View Log/Trace page where you can open up the file to view the completed results of the app engine job.
· Clicking on the last two in the list above allows you to view the status of the FTP processes that have completed.
Off-Cycle Payrolls 

Off-Cycle Calendars

Now that you have seen how to use a pay calendar for your main and supplemental payroll processing, this section will help you understand another dimension to the pay calendar, which is the Off-Cycle concept.  The Off-Cycle Calendar checkbox is located in the upper right hand area of the pay calendar page.
NOTE:  There is also an option to attach off-cycle paysheets to an on-cycle pay calendar.  What this means is that PeopleSoft allows you to use the “invisible” off-cycle calendar associated with every on-cycle pay calendar to your advantage (for the State of Oklahoma this concept is only used when OSF runs Check Reversals).

The State of Oklahoma uses off-cycle pay calendars to process adjustments due to checks in error, processing of employee shift differential, overtime and termination payouts (that were not turned in on time to be included in the on-cycle), leave adjustments, etc.  To request an off-cycle calendar be created the agency is to file a Help Desk case to be sent to the CORE Team specifying the Pay Group(s) and Paycheck Issue Date. CORE will create the calendar(s) attaching an off-cycle Pay Run ID and Aggregate Tax ID to each calendar.  The agency will be notified once the calendar(s) have been created.

NOTE:  The standards pertaining to the number of off-cycles allowed per pay period are as follows:

1. Monthly Anticipatory Payrolls – One (1) Off-Cycle for adjustments, retro pay, overtime, etc.  If your agency is on the PeopleSoft Leave System, One (1) Off-Cycle to run annual/sick leave processing.

2. Bi-Weekly Payrolls – One (1) Off-Cycle for adjustments, retro-pay, missed overtime, etc.

Agencies exceeding the allowable limits of off-cycles, as noted above, must submit a justification for requesting the creation of the additional pay cycle calendar.  This request should be on the agency letterhead and include the agency name and number, the pay group(s) and pay period off-cycle is covering, and the reason for exceeding the maximum number of off-cycles allowed.  The letter is to be signed by the agency director or a designee listed on the Signature Card, OSF Form 13.  The letter is the FAXED to Steve Wilson (405) 521-3383.  CORE is only allowed to create additional off-cycle calendars, when the limit is being exceeded, after receiving the approval from Steve Wilson.
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The check issue date of an Off-Cycle Calendar is always later than the pay period end date (similar to supplemental pay cycles), however, all data included in this off-cycle will be in the same pay period begin and end dates as the associated on-cycle payroll based on the Pay Period Begin Date and Pay Period Close Date.  The off-cycle calendars will show the pay period end date being at least one day later than the on-cycle.  All checks/advices processed as an off-cycle is included as part of the employees’ on-cycle earnings during the tax calculation processes due to the use of an Aggregate ID.

The Benefit Deductions Taken field is set to ‘Subset’ and the Benefit Ded Subset ID is set to ‘RET’ allowing the addition of earnings that should be included in retirement benefits.  The General Deductions Taken field is set to Subset’ and the General Ded Subset ID is set to ‘GRN’ allowing any garnishments deductions, required by court orders, be deducted from the off-cycle payroll.
NOTE:  The system uses the Paycheck Issue Date on all calendars to update Calendar Year balances. Fiscal Year balances are updated using the Pay Period End Date.

Off-cycle – Adding a Paysheet
Once your off-cycle calendar(s) have been created, you can start your off-cycle payroll process.  If an employee you are paying is NOT active in HR (i.e. Leave of Absence, Terminated, etc.) you must manually create an off-cycle paysheet for him/her.  As long as the employee is active, paysheets will be created during the Time & Labor Load process.
The process to manually add a paysheet to an off-cycle pay calendar for inactive employee(s) is as follows:

Navigation:
Payroll for North America > Payroll Processing USA > Update Paysheets > 


By Paysheet
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To manually add a paysheet to an off-cycle pay calendar for inactive employees, on the By Paysheet search criteria page click the [image: image322.png]


 Tab.  This tab is very misleading, what you are doing is going to a page where you will add criteria to manually create a paysheet for an employee.
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On the Add a New Value criteria page, enter the agency number in Company field, Pay Group the employee was in last, Pay Period End Date (this is the pay period end date shown on the off-cycle calendar), check the ‘Off Cycle?’ box, and enter a Page #.  (When manually entering a paysheet always use a large number starting with at least 999).  Click[image: image324.png]Add



.
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The Paysheet page will appear almost blank.  In the Paysheet Details group box you will start by entering the employee number for the person you need to compensate in the *ID field.  Take notice of the defaulted in value of ‘0’ in the Empl Rcd# field and make any necessary change to reflect the proper job.  The Check Date will be filled in during the Off-Cycle confirmation process.  

Click the OK to Pay check box.  The system automatically checks the No Direct Deposit box as off-cycle checks are generally not sent electronically to the bank.  Change this if the employee wants the money direct deposited 
To change and/or add the Combo Code, click Additional Data link.
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Click [image: image327.png]


icon which will delete the Combo Code listed, if there is one.
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Click Edit ChartFields link.
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If you know the Combo Code you need, enter it in the field next to Combination Code: and click [image: image330.png]Search



.  If the Combo Code appears in the Combination Code: field, click [image: image331.png]


.  If you don’t know the Combo Code you want, or if it didn’t appear in the Combination Code: field, enter the account, fund, class fund, dept, and bud/ref (or any combination of the listed fields) and click [image: image332.png]Search



.  If more than one combo code fits your search criteria a list will appear at the bottom of the page.
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Click [image: image334.png]Select]



 next to the correct data and you will be taken back to the Chartfield Details page.  Click [image: image335.png]


 and you will be taken back to the Additional Data page which will include the Combo Code you selected.

[image: image336.png]Additional Data

*Business Unit: (04000 @

*Department: 3700001 Q
Job Code: 208 Q.

Positi 04000405

GL Pay Type:

Combo Code: 000081423

oK Cancel | Refresh

“Tax Periods:
Annl Tax Prds:
“Pay Frequency:
“Tax Method:
FICA Status:

@

O
[Ragreate =]
W

Edit CharfFields.




Click [image: image337.png]


.  When all the data is correct, click [image: image338.png]& save |



.
NOTE:  All time on an off-cycle must load into paysheets using the Time and Labor Load process as described in the ‘Off-Cycle Processing Steps’ below.

Off-Cycle Payroll Processing Steps (Checklist)
For all Off-Cycle processing, you will either add paysheets manually and/or create them by running the Load Time and Labor process which also loads time and/or adjusting data entered into Time and Labor and successfully run through Time Administration.

Step 1 – Check for the Existence of Off-Cycle Pay Calendars

Navigation:   Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
                          Review Pay Calendars
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Enter the Company and Pay Run ID to check that an off-cycle calendar exists for each of the pay groups you are processing.  Click [image: image340.png]Search



.
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Review the Pay Calendar(s) making sure they are setup with the correct Pay Group(s) and dates requested.  Also check to make sure there is a number in the Aggregate ID field.

Step 2 – Enter Time into Time and Labor 

Navigation:   Manager Self Service > Time Management > Report Time > Timesheet
If there are multiple employees that you need to add data for, enter the Group ID to pull up the entire list of employees associated with that work group.  If there is only one (or a few employees) it could be easier to get their timesheets on an individual basis.  Either way will work.  Enter the date of the week you want to enter the data for in the Date field.
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Once your search criteria is entered click[image: image343.png]| ostEmpioyees



.  The list of employee(s) will appear at the bottom of the screen.
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Click the employee name and you are then taken to an empty timesheet where you can enter the data.
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Enter all data into the Timesheet and click[image: image346.png]Submit



.  This takes you to the Submit Confirmation page (shown below) where you click[image: image347.png]


.
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Your screen will come back and look similar the following:
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Repeat these steps till all data has been entered into employee Timesheets.

NOTE:  For more detailed information refer to the Time and Labor training manual.
Step 3 – Run Query – GO_TL_WEEKLY_ELAPSED_TIME 

This query audits data that has been entered into Timesheets.

Navigation:  Reporting Tools> Query > Query Viewer
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On the above page enter the Query Name, as shown, and click [image: image351.png]Search
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On the Query Viewer page you have a choice on where you want the output to go.  HTML will give you the report on line.  Excel will download the results of the query to an Excel spreadsheet, if your work station is properly setup.  Clicking either link will take you to the next page.
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To run this query you must enter your agency number in the field labeled ‘Co:’.   Then enter the period of time that you want the report to cover in the ‘From Report Date:’ and ‘To Report Date:’ fields.  When you have completed filling in the data, click[image: image354.png]View Results
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The results will list all data entered into Timesheets, based on the dates indicated.  The Rpt Dt column displays the date the data is associated with in Time and Labor. Review the list for accuracy making sure everyone’s data has been entered and entered correctly.
Step 4 – Run Time Administration 

Time Administration converts reported and scheduled time into payable time allowing it to be passed to other applications such as Payroll and Project Costing.  It executes defined rules, determines the period to process, and calculates prior period adjustments.  
Navigation:   Time and Labor > Process Time > Request Time Administration
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To run Time Administration, enter the pay period end date of your On-Cycle payroll in the field labeled ‘Process Date’.  If the data is to be processed in payroll using an off-cycle calendar, then this date should be the pay period end date of your last On-Cycle payroll processed.  If there are only a few employees you want to run Time Administration for, enter their EmplID and Empl Rcd Nbr in the fields shown.  Click [image: image357.bmp] to add more than one employee.  If you are running Time Administration for the entire group then enter the Group ID (Ex: 04001 for salaried employees in Agency 040).  If there are more than one group click [image: image358.bmp] to add another row.  
When all the data is entered click [image: image359.png]Run
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to CORE Time Administration App
· *Type should be set to Web 

· *Format should be set to PDF  

Click [image: image361.png]


.
When screen goes back to the Request Time Administration parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted click Details link.  On the Process Detail page click View Log/Trace link.  Open the log file and check for Exceptions.

NOTE:  If additional information is required refer to Time and Labor training manual.
Step 5 – Approve Time

Time needing review and approval that has been entered into Time and Labor and processed through Time Administration must be approved before it can be loaded to paysheets.
Navigation:  Manage Self Service > Time Management > Approve Time and Exceptions > Payable Time
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Enter your search criteria and click[image: image363.png]Get Employees.



.  If there were employee data needing review and approval a list would appear, as shown below.  It is suggested that you enter a large date range (go back at least two or three months) to capture any TRCs that may have an old date.
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From here you can click Select All and click[image: image365.png]Approve



.

You will be asked to confirm the Approval, click [image: image366.png]


.
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Another Dialogue box appears informing you that the approvals have been saved.
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Click [image: image369.png]


  again.
The payable status immediately changes to ‘Closed’ for comp-time TRCs or to ‘Approved – Ready for Payroll’ if the TRC is to feed into payroll like ANNLV or SCKTK.  During the next Preliminary Calculation process payroll will pick up and process the ‘Approved – Ready for Payroll’ TRCs.
NOTE: For more detailed instructions on approving time refer to the COR106 Time and Labor training manual.

Step 6 – Check and Resolve Exceptions

An exception is data that has been entered into Time and Labor, processed through Time Administration but cannot be loaded into paysheets.  In order to review and resolve exceptions the administrator needs to access the Exceptions page.
NOTE:  Ignoring exceptions allowing the number of exceptions to increase with time, extends Time Administration processing time.  To keep processing time to a minimum, always clean up any exceptions.
Navigation:  Manage Self Service > Time Management > Approve Time and Exceptions > Exceptions
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After navigating to the Manage Exceptions parameters page, enter your selection criteria and click [image: image371.png]Get Employees.



.

If there are no exceptions, based on your search criteria you will receive the following message.  
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Otherwise, an exceptions list will appear.  When this occurs you will need to review and resolve the data in question.

NOTE: For more detailed instructions for clearing up exceptions refer to the COR106 Time and Labor training manual.


Step 7 – Check Payable Time Detail

This is where an agency can view all payable time.  At this point all time should be ready to be sent to payroll.

Navigation:  Manage Self Service > Time Management > View Time > Payable Time Detail
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On the Payable Time Detail parameters page, once again, enter your search criteria and click [image: image374.png]Get Employees.



.
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As shown above, all employees in your selection criteria having payable time will be shown here.  To review employees’ details click the employee name.

NOTE:  For detailed instructions refer to the COR106 Time and Labor training manual.


Step 8 – Run Load Time and Labor 
The ‘Load Time and Labor’ process creates and loads paysheets from data entered into timesheets, processed through Time Administration, and where necessary, approved.  This process also loads data into manually created paysheets for terminated employees that have been successfully processed through Time Administration.

Navigation:   Payroll for North America > Payroll Processing USA > Create and Load Paysheets > Load Time and Labor
After entering a Run Control ID, click [image: image376.png]Search



.  This action will take you to the Load Time and Labor parameters page.
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Enter the off-cycle Pay Run ID and tab out of the field.  The Description field will automatically fill in.   Select ‘Off-Cycle’ from the drop down list, by clicking  [image: image378.bmp]  next to *On or Off-Cycle.  Select ‘Load All Time’ from the drop down list, by clicking [image: image379.bmp] next to *Processing Options. Make sure the check box is checked next to OK to Pay.  Click [image: image380.png]Run



.
NOTE:  If you only want to load data pertaining to certain employee(s) and/or TRC code(s), in the *Processing Options selection list click ‘Load Filtered Time’.  An additional tab labeled Filters displays, [image: image381.png]Load Time and Labor



.  If you click Filters Tab you are taken to a page where you can limit the data being loaded into paysheets.
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Once the filtered data is entered, click [image: image383.png]Run



.  If all the time in Time & Labor that you have entered and processed through Time Admin is to be processed during this off-cycle, there is no need to fill in this page.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Time & Labor/Payroll Update
· *Type should be set to (None)

· *Format should be set to (None)

Click [image: image385.png]


.
When screen goes back to the Load Time and Labor parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted click Details link.  On the Process Detail page click View Log/Trace link.  Open the log file (CBL PSPLDTL1 xxxxxx.log) and check for any errors.  Resolve the errors and/or exceptions and re-run Step 4, Step 5, Step 6, Step 7, and Step 8.

Step 9 – Run Precalculation Audit Report

This audit report checks for payroll errors such as earnings and deduction codes not in earnings/deduction groups associated with the agency but are associated with the employees being paid.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > Precalculation Audit Report

[image: image386.png]Precalculation Audit Report

Run Control D:_prcvoLE Renotyanener  prosesswonor |

Language:  |Endlish ¥

Report Request Parameter(s)

Parn:  [CROGIE Q 040 st z00s 0y &





After entering your Run Control ID you are taken to the Precalculation Audit Report parameters page.  Make sure the Language selected is ‘English’.  Enter the Pay Run ID associated with the off-cycle payroll you are processing.  Click [image: image387.png]Run



.
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On the Process Scheduler Request page, make sure Server Name is set to PSUNX.

In the ‘Process List’ group box:

· Check box should be checked next to PreCalc Audit
· Type should be set to Web

· Format should be set to PDF

Click [image: image389.png]


.
Take note of the Process Instance and access the Process Monitor by clicking the link.  When the job has run to Success, click Details link on the correct process instance row.  Click the View Log/Trace link.  The View Log/Trace page will look like this:
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To view/print the report, click ocppy329 xxxxxx.PDF file.  Any errors listed on the report must be corrected prior to going on to the next step.

Step 10 – Make any Changes and Updates                     (If Necessary)
If you to need to make corrections to a Payline, due to error message resulting from the Load Time and Labor creating paysheets (such as missing Tax State, etc.) or, deductions/taxes need amounts adjusted on this pay cycle you need to access the employees’ Payline in order to make these corrections/changes.

NOTE:  Do not ever make any additions and/or changes to earnings and/or leave directly on the payline, these changes MUST come from a change in Time and Labor allowing proper distribution of the earnings.
Navigation:  Payroll for North America > Payroll Processing USA > Update Paysheets > 

By Payline Security
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On the above search criteria page, enter the employee’s EmplID that you need to make the Payline adjustment(s) for.  You may use any of the other criteria for searching pay lines to update, using EmplID, if known, is easiest.  Click [image: image392.png]Search



.
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Above is the uncalculated paylines for our terminated employee.  If the employee is missing earnings, never add a payline here to add an earnings code and amount.  

If a deduction, tax, and/or garnishment amount needs to be adjusted on this off-cycle only, (the processes are the same as when running an on-cycle but reviewed in detail here again), click the appropriate one-time override tab as indicated below.
One-Time Deductions Tab:
If a one-time deduction override for this employee is required on this pay cycle, click the One-Time Deductions Tab.
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Always make sure the OK to Pay check box is checked,[image: image395.png]v OK to Pay



.

If there should be NO benefit deductions taken on this pay cycle for this employee, click the [image: image396.bmp] icon and select ‘None’ from the drop down list under *Benefit Deductions Taken.  If only deductions associated with a Deduction Subset should be used on this pay cycle for this employee, click [image: image397.bmp] and select ‘Subset’ from the drop down list under *Benefit Deductions Taken, then click [image: image398.bmp] under Ben Ded Subset and select the correct subset to use.
If there should be NO general deductions should be taken on this pay cycle for this employee, click [image: image399.bmp] and select ‘None’ from the drop down list under *General Deductions Taken.  If only deductions associated with a Deduction Subset should be used on this pay cycle for this employee, click [image: image400.bmp] and select ‘Subset’ from the drop down list under *General Deductions Taken, then click [image: image401.bmp] under Genl Ded Subset and select the correct subset to use.

For Deduction(s) specification changes (override, refunded, additional amount deducted, or an arrears payback) click the One-Time Code  [image: image402.bmp] icon and select the correct processing specification to use.

When the necessary changes are added, click[image: image403.png]


.

If the employee has more than one deduction code that needs adjustments, (remember some deduction code/class changes made should be for employee and employer) on this pay cycle, click [image: image404.bmp] in the One-Time Deduction Data Override group box and continue.  Remember to always click[image: image405.png]


.

One-Time Garnishments Tab:
If a one-time garnishment deduction override for this employee is required on this pay cycle, click the One-Time Garnishments Tab.
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Always make sure the OK to Pay check box is checked, [image: image407.png]v OK to Pay



.

Enter the information, as required pertaining to the garnishment for this employee, on this page and click [image: image408.png]


.  If the employee has more than one garnishment that needs adjustments for this pay cycle, click [image: image409.bmp] in the One-Time Garnishment Override group box and continue. Remember to pay close attention when selecting the correct *One-Time Code and *Deduction Calculation Routine from the drop down lists using the [image: image410.bmp] icon next to each label.  Remember to always click[image: image411.png]


.

One-Time Taxes Tab:
If a one-time tax override for this employee is required on this pay cycle, click the One-Time Taxes Tab.
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Always make sure the OK to Pay check box is checked.

Enter the information, as required pertaining to the specific tax for the employee, on this page and click [image: image413.png]


.  Be careful to select the correct *Tax Class and *One-Time Code from the drop down lists by clicking the [image: image414.bmp] button.

NOTE:  The drop down list will list specific EE and ER tax codes where appropriate.
If the employee has more than one tax type that needs adjustments for this pay cycle or Tax Class (employee versus employer), click [image: image415.bmp] in the One-Time Tax Data Override group box and continue.  Remember to always click [image: image416.png]




Step 11 – Run Calculation Process

The off-cycle calculations process employee earnings based on data loaded from the Time and Labor Load process.   Running the calculation processes as an Off-Cycle will NOT load any data from employee HCM Job, Compensation, Additional Pay, and General Deduction tables.  The off-cycle calculation process only calculates earnings loaded into paysheets from a Time and Labor source along with calculating taxes and deductions allowed through the use of deduction subsets.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll >

Pay Calculation (0346)
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On the Pay Calculation parameters page, in the ‘On-Cycle or Off-Cycle Run’ group box enter the correct Pay Run ID and select Off-Cycle by clicking the ‘On or Off-Cycle’ [image: image418.bmp] icon.

In the ‘Calculation Options’ group box uncheck the box next to Preliminary Calculation Run, and click the radio button next to (Re)Calculate All Checks.   Click [image: image419.png]Run



.

NOTE:  Once you start running the off-cycle calculation processes using the left side of the page, you must continue running all processes using the left side of the pages and running them only by Pay Run ID.  You can run the off-cycle calculation processes using the right side of the page, running each process by Pay Group, but then you must complete all calculation and confirmation processes using the right side of the page processing by Pay Group.
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On the Process Scheduler Request page make sure Server Name is set to PSUNX.  

In the ‘Process List’ group box:

· Check box should be checked next to Calculate Pay with MDCPY305.
· Type should be set to (None)

· Format should be set to (None).

Click [image: image421.png]


.
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Back on the Pay Calculation parameters page, take note of the Process Instance and access the Process Monitor by clicking the link.
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When the job has run to Success and Distribution Status shows Posted, click the PSPYRUNA link on the correct process instance row.
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On the Process Detail page the link on this page that is associated with the log that we want to read is the last one in the list, xxxxxx – PSPPYRUN Success.  Click on this link to open up the Process Detail page and then click View Log/Trace link.
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Click CBL PSPYRUN xxxxxx.log to read and look for ‘Check Messages!!’ statement(s).  When viewing the log take note of the Process Instance number.  This number will be used in the next step.  If this message appears it means there is data that could not be processed.  The reasons for the error, etc., will be listed on the Error Report. When viewing the log take note of the Process Instance number.  This number will be used in the next step if you need to check for error messages.
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Step 12 – Check Payroll Error Messages

If your agency does not have any error messages, when trying to view errors you will get the message “No Payroll Error Messages exist for this agency…”  If errors exist they must be corrected and steps 13 and 14 rerun until no errors appear.

Navigation:  Payroll for North America > Payroll Processing USA > Review Processing Messages > Review Payroll Error Messages
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Enter the Company and Process Instance from the step above and click [image: image428.png]Search



.
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As seen above, if there are errors they will be listed.  To review the error message click each line item.  Make sure these errors are corrected and re-run these steps 13 and 14 until no errors appear.

If there aren’t any errors once you click [image: image430.png]Search



, you would receive this message:
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.
If you want to view and/or print an error report, which also gives hints for what has caused the error(s) you can navigate to:

Navigation:  Payroll for North America > Payroll Processing USA > Review Processing Messages > 

                     Payroll Error Message Report
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On the Payroll Error Message Report parameters page enter the correct Pay Run ID and click [image: image433.png]Run
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Make sure the PSUNX is selected next to Server Name.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll Error Messages.
· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image435.png]


.
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Back on the Payroll Error Message Report parameters page make a note of the Process Instance and click Process Monitor link.  When the report runs to a Success and is Posted click Details then View Log/Trace links.  Click on the .PDF file in the File List to open the report and print the report.  Remember to correct all errors listed and re-run steps 13 and 14 until there are no errors displayed.

Step 13 CA – Run Query – GO_KA_EARNS_PRE_COMMIT_ACCTG

This query checks for time from Time and Labor that is in a period prior to the effective date of the commitment accounting tables.  All time that is pre-commitment accounting needs to be processed the old way using the MDC Allocations processes on an off-cycle pay calendar.  .
Navigation:  Reporting Tools > Query > Query Viewer > GO_CA_EARNS_PRE_COMMIT_ACCTG
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It is suggested that this query be run to Excel.  Click the  Excel link.
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Enter the Agency, pay period end date and the date that the pay group for your agency converted to Commitment Accounting., and click [image: image439.png]View Results.



.   For each record returned by the query go to the paysheets and turn the ‘Ok to Pay” check box off by unchecking the box. 
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For each row returned in the query listed above:

1) “Turn off OK to Pay” -- Go to the Pay Sheet line and uncheck (turn off) the “OK to Pay” check box on the Pay Line. Re-Run the Preliminary Pay Calculation process

2) Re-Run the GO query “GO_KA_EARNS_PRE_COMMIT_ACCTG”

 Navigation:  Payroll for North America > Payroll Processing USA > Update Paysheets >  
         By Payline Security
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On the above search criteria page, enter the employee’s EmplID from the query results. You may use any of the other criteria for searching paylines to update, the more data entered the faster the data will be displayed. Click [image: image442.png]Search



.
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Select the ‘OK to Pay’ check box, this will uncheck the check box thereby setting this pay line NOT OK to PAY.  Therefore, the Pay Confirm process will not be able to execute.
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Click [image: image445.png]& save




If the query did not find any time that is non-commitment accounting time, then the results would look like below:
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The 0 in column B, row 1 indicates there is nothing to report, all data is good. 

NOTE:  The Confirm process will not be successful until all rows identified in this query are marked not OK to Pay.  If the time returned in this query is valid time, then the time MUST be processed via an Off-Cycle Non-Commitment Accounting payroll.

Step 14 – Run Query – GO_TL_PAYABLE_STATUS_SP

This query checks for potential problems with SP (Sent to Payroll) payable status.  If problems occur, IMMEDIATELY contact the Help Desk informing them to let CORE know of this situation.  Core will then have all payroll users locked out of the system until the situation is resolved. All other procedures to be followed are outlined in the Red Paper document that the CORE Team has.
Navigation:  Reporting Tools > Query > Query Viewer > GO_TL_PAYABLE_STATUS_SP
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It is suggested that this query be run to Excel.  Click Excel link.

[image: image448.png]_[

|

Ble

Edt Vew Favories Toos Help

| &

v O A G P e @05 @ B

gdress [ ] http:jwebdev.oklaost. state. ok.us:B011jpscjhra0trn _LEMPLOYEE/HRMS/af7ICAction=1CQryNemeExcel RL=F

JBLIC.GO_TL_PAYABLE_STATUS_5P

B ‘Lmks »| @snagit '

Enter Agyst (ex: 090%): 040%
View Results

Pay Req Hum Request Src Load Date Time

Pay Run ID

onioft cye

Count ID

[@ore

Internet

|
Y





Enter the Agency you are running the pay cycle for followed by the % sign, as shown above, and click 

[image: image449.png]View Results.



 .  Good results will look like this:

[image: image450.png]B3 Microsoft Excel 0_TL_PAYABLE_STATUS_SP_7817[1].xls
Bl Eo & Gew Dot Foms Dok Die Wedow teb

DEEERTEA 98- W @ Pis

© snsat 51| window .
BS > A
~ g c
1 |6O_TL_PAYAH 0 I
2 [Pay Req Num |Request 5rc [Coad Date Time
s
f
s /1
o
7
0
f
10 L
1
12
1
"
(€55 Mi\sheet / Jl i

Ready





The 0 in column B, row 1 indicates there is nothing to report, all data is good.
If this number was anything else than 0 the data in error would be listed and you must contact the help Desk immediately.
Step 15 – Run   Query GO_TL_PAY_TIME_BY_PAY_PERIOD 


This query will identify employees with time in Time and Labor having a payable status of rejected by payroll (‘RP’) and estimated, ready for payroll (‘ES’).  The data was rejected by payroll due to the edits performed in the prior Preliminary Calculation process, or prior pay cycle processing if they weren’t cleared up earlier.  Review and correct all rejected time.

Navigation:  Home > PeopleTools > Query Manager > Use > Query Viewer >

        GO_PAY_TIME_BY_PAY_PERIOD
On the Query Viewer ‘Search Criteria’ page enter the query name.
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On the Search Results page click on either HTML or Excel which ever output you prefer.
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Enter the agency number and click[image: image455.png]View Results.



.
Time having an ‘RP’ status would be listed as shown below.
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Please clean up all RP time.  Letting time stay in this status extends processing time for Time Administration and payroll calculations.  For detailed information pertaining to Time and Labor data having a payable status of RP, refer to COR106 Time and Labor training manual.

NOTE:  If any corrections have been made in Time and Labor, re-run Time Administration, then start with Step 13 and come forward.  If there are still errors to clear up, redo this same process until all issues are resolved.  Sometimes adjusted data in Time and Labor will not load into payroll and you might have to rerun the Load Time and Labor process using ‘Filter’ tab for the employee having the problem.
Step 16 – Run Calculation Process 

If any corrections were made in Time and Labor and Time Administration was re-run, or changes were made in Payroll, re-run Calculation process.  If no changes were made you can skip this step.

Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > 

Pay Calculation (0346)
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On the Pay Calculation parameters page, in the ‘On-Cycle or Off-Cycle Run’ group box enter the correct Pay Run ID and select Off-Cycle by clicking on the ‘On or Off-Cycle’ [image: image458.bmp] icon.

In the ‘Calculation Options’ group box uncheck the box next to Preliminary Calculation Run, and click the radio button next to (Re)Calculate All Checks.   Click [image: image459.png]Run



.

NOTE:  Once you start running the off-cycle calculation processes using the left side of the page, you must continue running all processes using the left side of the pages and running them only by Pay Run ID.  You can run the off-cycle calculation processes using the right side of the page, running each process by Pay Group.  But then you must complete all calculation and confirmation processes using the right side of the page processing, for each Pay Group.
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On the Process Scheduler Request page make sure Server Name is set to PSUNX.

In the ‘Process List’ group box:

· Check box should be checked next to Calculate Pay with MDCPY305.
· Type should be set to (None)

· Format should be set to (None).

Click [image: image461.png]


 .

Back on the Pay Calculation parameters page, take note of the Process Instance number and click the Process Monitor link.
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When the job has run to Success and Distribution Status shows Posted, click on the PSPYRUNA link on the correct process instance row.
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On the Process Detail page the link on this page that is associated with the log that we want to read is the last one in the list, xxxxxx – PSPPYRUN Success.  Click on this link to open up the Process Detail page and then click View Log/Trace link.
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Now click on CBL PSPYRUN xxxxxx.log to read and look for ‘Check Messages!!’ statement(s).

If this message appears it means there is data that could not be processed.  The reasons for the error, etc., will be listed on the Error Report. When viewing the log take note of the Process Instance number.  This number will be used if you need to review error messages.  (Refer to Step 14, above, for reviewing messages).
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Step 17 – Run Payroll Register Report

The Payroll register report lists all employee payroll data pertaining to this pay cycle (i.e. gross earnings, deductions, taxes, and net pay) and can be used to reconcile employee Gross to Net calculations.  The report itemizes, by employee, check detail information listing employee earnings, and employee/employer deductions and taxes.   The last page is a summary of totals covering the entire pay cycle.  

There are 3 versions of this customized report that you can run, but are processed using the same pages. The changes were requested by the State of Oklahoma. 

· Payroll Register - Name (0233) – Sorted in last name order

· Payroll Register - Mail Drop (0312) – Sorted by the Mail Drop Field

(Warrant Sequence Number on Payroll Data)
· Payroll Register - Div/Name (0312C) – Sorted by Division and then Name

Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports >

Payroll Register – Name (0233)
After entering the Run Control ID you are taken to the Payroll Register parameters page.
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In the On-Cycle Run group box, left side of page, enter the Pay Run ID associated with the pay cycle you are running.  In the Payroll Cycle group box, bottom of page, click the radio button next to Off-Cycle.  

Click [image: image467.png]Run



.
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On the Process Scheduler Request page make sure Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll Register-Name.
· *Type should be set to Web

· *Format should be set to PDF.
Click [image: image469.png]


.

When screen goes back to the Payroll Register parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link.

[image: image470.png]Tl [ o =] Reresn |

[
I Q mstance: | N

userI: [NTARRANT @ Type:

Server: | =1 Name:
Run <] bistrinution = ¥ Save On Retresh
Status: I _I Status. _I ave onRefres

Select Instance Seq. Process Tyne Process Name User Run Date/Time RunStatus Joeation potgys

10/07/2008 11:57:34AM

T 774076 SQR Report PAYD0Z NTARRANT (2

Success  Posted  Details



  

Clicking Details link will take you to the Process Detail page, shown below, where you click View Log/Trace link.  On the View Log/Trace page, in the File List group box, click the file having the .PDF extension.
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When you click the pay002a xxxxxx.PDF list in the File List group box you will are actually opening up the report to view and/or print.
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The heading of the Payroll Register lists the Report ID page #, Company, Run Date (date report was run on), Pay Period End Date, and Run Time.  Data listed on this report is in alphabetical order by last name.  For each employee listed you will see the hours/earnings, and other earnings that the employee is being paid which comprises the Gross Pay.  It also lists in detail the Taxes and Deductions (employee (EE) and employer (ER)), and Net Pay.  The ‘U’ after the Net Pay amount indicates this report is listing payroll data for the employee that is currently ‘Unconfirmed’.  The data in the boxed in area under the employee is a summary of the total employee’s earnings, taxes and deductions (EE and ER), and Net Pay.

If you go to the last page of the Payroll Register you will see a summary page for the entire company.
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This page displays summarized grand totals of all earnings, taxes and deductions (EE and ER) and net pay.  These totals will later be used to reconcile with the Funding Distribution and Payroll Budget Checking reports.

This report can get rather large but you can print the entire report, a page, or certain pages of this report.

Step 18 CA – Run Pre-Distribution Audit Report 

This Pre-Distribution Audit Report audits payroll and configuration data.  The report identifies any errors that could be encountered when you run the Actuals Distribution (PSPPFUND) or the Actuals GL Interface (PAYGL02). This report is executed after Paysheet Create and before Actuals Distribution. 

Navigation:  Payroll for North America > Payroll Distribution > Commitment Accounting USA > 
        Predistribution Audit Report 

After entering a Run Control ID you will be taken to the Predistribution Audit Report run control parameters page.
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Enter the Pay Run ID of the current payroll being processed and check the General Audit radio button.  When all data fields have been correctly filled in, click [image: image475.png]Run



.  You will be taken to the ‘Process Scheduler Request’ page.
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Make sure the Server Name is set to PSUNX.

In the ‘Process List’ group:

· Check box should be checked next to Predistribution Audit Report
· Type should be set to Web

· Format should be set to PDF
Click [image: image477.png]


.  You will be taken back to the Predistribution Audit Report parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.
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Click Process Monitor link in the top right hand corner of the page. When the run status column shows Success and the Distribution Status column shows Posted.  Click Details link.  On the Process Detail page click View Log/Trace link.
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If there are entries on the Audit report for this pay cycle, there will be a file in the ‘File List’ group box with a .PDF extension.  Click the .PDF file to open and print your Audit report.  This report will list all employees and the issues identified that need attention.  The following is a list of possible audit findings and resolutions: 

Jobcode is not currently active or does not exist: - this error occurs when the TL task group/profile does not match the Agency on the Job record.  These are usually a transferred employee that did not have their TL employee data updated correctly.  Communicate this to the T&L administrators for your agency.  The administrator will have to correct the changes, run time admin, approve the time and then when calc runs turn off OK to pay on the old TL record (even though it may not have any time).

Position Number is not currently active or does not exist: - this error occurs when the position an employee is in has been made inactive and there is time reported past the inactive date.  To fix this adjust the time or reactivate the position.

Department Budget Date record is not defined for Budget Department: 

Anytime this message occurs with a 5 digit department that represents the business unit/agency the agency has created a position and hired someone into that ‘bad’ department.  Send a helpdesk ticket requesting that the Job record be corrected to reflect the accurate department. Make sure that any lines remaining on the paysheet with the wrong department are not OK to pay.

No Budgeting Distribution in effect for Budget Department:  - 

This error is identifying an issue with either the DBT or the person (it is usually the person).  Check that the DBT is in effect for the correct effective date (usually July 1 of the fiscal year).  If there is not a DBT entry, contact the helpdesk requesting an entry be created.  If however a DBT entry exists, then look at the T&L data, time may have been entered prior to conversion date to Commitment Accounting.  Any time entered with a date prior to the conversion to commitment accounting will have to be handled as an off-cycle.
Step 19 – Run Payroll Unsheet – IF NECESSARY
This process deletes all the paysheets that have been created for the specified Pay Run ID – basically you are starting over. It moves any payable time from the paysheet back to payable time and sets the payable status to ‘Rejected by Payroll’.  This status setting means that it was kicked back by payroll but will be processed by payroll the next time you run a preliminary calculation for these employees.

Navigation:  Payroll for North America > Payroll Processing USA > Update Paysheets > 

Pay Unsheet

After entering a Run Control ID you are taken to the Pay Unsheet parameters page.  There are two ways to run this process for an Off-Cycle payroll.  You can use the left side of the page and enter the Pay Run ID in the On-Cycle Run criteria box.  Then select the radio button next to ‘Off-Cycle’ in the Payroll Cycle criteria box, at the bottom of the page.  Or, you can follow the steps below to unsheet by Pay Group.
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To unsheet an off-cycle payroll use the right side of the page and enter data in the Off-Cycle Pay Calendar criteria box.  Enter the Company, Pay Group, and Pay End Date.  In the Process Page # fields click the first Process: Page # field [image: image481.bmp] icon and select the lowest number in the list.  Click the Thru: field [image: image482.bmp]icon and select the last number in the list.  Click the radio button next to Off-Cycle in the Payroll Cycle group box and click [image: image483.png]Run



.
NOTE:  If your off-cycle payroll consists of more than one Pay Group and you are using the right side of the page, run this process for each Pay Group.
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Make sure the Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll UnSheet
· *Type should be set to Web

· *Format should be set to PDF

Click [image: image485.png]


.

When screen goes back to the Pay Unsheet parameter page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, navigate to review paychecks and try to pull up paychecks associated with this Run ID (you should not get any paychecks to view).  This guarantees that all paysheets were unsheeted correctly.

Follow the processing steps below:

Pay Unsheet Process:

· Run Step 8
· Run Step 9
· Run Step 10
· Run Step 11
· Run Step 12
· Run Step 13
· Run Step 14
· Run Step 15
· Run Step 16
· Run Step 17
· Run Step 18

Step 20 – Run Pay Confirmation Process

The pay confirmation process does the same editing as the preliminary and final calculation processes along with editing the database for any outstanding unconfirmed paychecks being processed associated with a prior calendar.   The confirmation process also assigns check/advice numbers, updates all employee balance tables, updates the bond log activity table, updates Pay Calendar flags, and updates flags on all associated rows of data on the PAY_.... tables that store employee detailed paycheck data.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > 

CA Confirm Pay (0432)
After entering a Run Control ID you are taken to the Pay Confirmation parameters page.    If you have been using the left side of the page throughout the calculation processes follow the steps below.  If you have been using the right side of the (processing by Pay Group) fill out the right side of the page in the Off-Cycle Run criteria box and run this process for each Pay Group.
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In the On-Cycle or Off-Cycle Run group box, enter the correct Pay Run ID and select Off-Cycle and click [image: image487.png]Run



.
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On the Process Scheduler Request page make sure Server Name is set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Comm.Acctg Payrl Confirm
· *Type should be set to (None)

· *Format should be set to (None).

Click [image: image489.png]


.
When the screen goes back to the Pay Confirmation parameters page, take note of the Process Instance number and click Process Monitor link.
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When the job has run to Success and Distribution Status says Posted, click the OCPCACNF link on the correct process instance row. 
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Clicking the xxxxxx - OCPCACNF link takes you to the Process Detail page where you click the View Log/Trace link.
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On the View Log/Trace page open the log to check for any ‘Check Messages!!!!’ statements.
NOTE:  If you find any, stop and call the Help Desk asking them to open a case, as well as call the CORE Team immediately.  
A log showing all confirmations were successful would look similar to the one on the next page.
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Step 21 – Check Pay Calendar for Flags

Once again the pay Calendar(s) need to be reviewed making sure a checkmark appears in the box in front of the Payroll Confirmation Started and Payroll Confirmation Run labels for every pay group that is active with this Pay Run ID.
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
                     Review Pay Calendars
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On the Pay Calendar Table search criteria page, enter the Company and Pay Run ID that is being used.  Click [image: image495.png]Search



.  If there is more than one Pay Calendar associated with an off-cycle, a list of pay calendars that are associated with the Pay Run ID will appear at the bottom of the page.  Click the first row and you will be taken to the first Pay Calendar in the list.  If there is only one Pay Calendar associated with the off-cycle the Pay Calendar page will display.
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Make sure the check boxes are checked next to Payroll Confirmation Started and Payroll Confirmation Run.
NOTE:  If any of these checkmarks are missing, stop and contact Help Desk, then the CORE Team immediately to help you resolve this issue.  Do NOT Proceed Any Further.
Step 22 – Check Paycheck Data for Advice and Check Numbers
A review of the paycheck data is required making sure the words Advice or Check appear under the column labeled ‘Form Number’ along with a number in the column labeled ‘Paycheck Number’.
Navigation:  Payroll for North America > Payroll Processing USA > Produce Payroll > 
        Review Paycheck
On the Review Paycheck search criteria page enter the Company, Pay Period End Date, and check the box next to ‘Off-Cycle?’.
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Click[image: image498.png]Search



.
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You should see the word ADVICE or CHECK under the heading Form Identification, and the actual check/advice umber under the heading Paycheck Number.
If this information is missing, contact the Help Desk then the CORE Team to help you resolve this issue.
Step 23 – Check to be sure ALL Paysheets have been Confirmed
This step is to make sure all the paysheets were confirmed.
Navigation:  Payroll for North America > Payroll Processing for USA > Update Paysheets > 

By Paysheet 
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On the By Paysheet search criteria page enter your Company number, Pay Period End Date, check the box next to ‘Off-Cycle?’, and click [image: image501.png]Search



.  No paysheets should appear at the bottom of this page, instead the screen should like the one below with the message ‘No matching values were found’.
If paysheets are listed, contact the Help Desk then the CORE Team to help you resolve the issue immediately.  Do NOT proceed any further.


Step 24 – Run Bond - Fed Reserve Process

This process creates a file that is forwarded to the Federal Reserve purchasing employee bonds as well as creates a report listing bond purchase information.

NOTE:  On Off-Cycle payrolls, if you know for certain no one had a Bond deduction you can skip this step.
Navigation:  Payroll for North America > Payroll Processing USA > Pay Period Reports > 

Bond-Federal Reserve
After entering a Run Control ID you are taken to the Bond Federal-Reserve File parameters page.
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Enter the As Of Date which is the ‘Check Issue Date’ from the payroll you just confirmed. Select your Agency number from the drop down list after clicking[image: image503.bmp].  The Reporting Medium you select must be Diskette.  Click [image: image504.png]Run



.
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On the Process Scheduler Request page make sure Server Name is set to PSUNX.

In the ‘Process List’ group box:

· Check box should be checked next to Bond Purchase Report and File
· *Type should be set to Web 

· *Format should be set to PDF.

Click [image: image506.png]


.
When screen goes back to the Bond – Fed Reserve Process parameter page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link.  On the Process Details page click View Log/Trace link.
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To view/print the report, open the file with the .PDF extension.  The data file(s) need to be downloaded as .TXT file(s) to diskette and sent to the Federal Reserve is listed with the .TXT extension.


Step 25 – Run PY Pull Costs
This process, generally referred to as PY_PULL_COST, is run after confirming all pay cycles (both on and off cycles).  The process updates payable time entries in Time and Labor as follows:

· If payable time is distributed, but not diluted, the Extract process changes the payable status to Distributed (DP). (Will come into play in Phase II).
· If payable time is distributed and diluted, the extract process changes the status to Diluted (DL).  (Will come into play in Phase II).

· For time that is not being distributed, the Load Time and Labor process sets the payable time status to Closed (CL). (Will come into play in Phase II.)

· Provides cross-reference numbers generated during the consolidation process, the calculated costs, and percentages that represent how payroll consolidated the payable time rows.

· Sets the publish date and publish switch. 

· If payable time is pulled into paysheets, and OK-to-Pay is cleared for those related earnings, these rows of payable time are not paid (set to ‘Ignore’ with reason of ‘Not OK to Pay’.) PY Pull Cost changes the payable time status to Rejected by Payroll (RP) allowing the data to be reprocessed.

Navigation:  Payroll for North America > Payroll Distribution > Additional Integrations > Extract Time and Labor Costs

After entering the Run Control ID you are taken to the Time and Labor Cost Extract parameters page.
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Enter the pay Run ID in the On-Cycle Run group box.  Check the radio button next to Off-Cycle in the Payroll Cycle group box and click [image: image509.png]Run



.
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On the process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Pull Payroll Cost
· *Type should be set to Web

· *Format should be set to PDF.

Click [image: image511.png]


.

The screen goes back to the Time and Labor Cost Extract parameters page.  Take note of the Process Instance number and click Process Monitor link.  When the process runs to Success and Distribution Status shows Posted, click Details link.  Click View Log/Trace link on the Process Detail page.
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Click the AE PY PULL COST xxxxxx.stdout to open the trace log.  If the process ran successfully your log should read similar to the one below.
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Step 26 CA – Run Distribute Actuals 

The Actuals Distribution process (PSPPFUND) distributes actual earnings, employer deductions, and employer taxes across the funding sources established.  This process is executed after the confirm process for the current payroll.  

Navigation:  Payroll for North America > Payroll Distribution > Commitment Accounting USA > 


Distribute Actuals

After entering a Run Control ID you will be taken to the Actuals Distribution run control parameters page.
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Note the Process Instance number in the upper right hand corner.  Click Process Monitor link to view the completion of your job.  Once the job has run to Success and Distribution Status shows Posted, click the Details link.  On the Process Details page click View Log/Trace link to view and/or print the log.  Review the log looking for an errors. 


Step 27 CA – Run Funding Reports 

Budget Check (0025) and Budget Check for Projects (0025K)

These reports show the total cost of the payroll and available funding for the cash/allotment and project budgets. Review the reports looking for any errors and/or areas lacking sufficient funds.  If sufficient funds are NOT available, make the necessary changes to the Actuals Distribution at the employee level. After the changes are made re-run the reports until the funding is no longer in a deficit. 

Funding Distribution (0108)
This report is also created during the execution of running the funding reports. The ‘Funding Distribution’ report shows how payroll funding is being distributed through the departments.  Totals are reconciled back to the ‘Payroll Register’ run in Step 21.

Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information >

        Commitment Accounting > Funding Rpts (OCP400) 

After entering a Run Control ID you will be taken to the Funding Rpts (0400) Run Control Parameters page.
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Enter the current payroll’s Pay Run ID and the Business Unit (Display Details is grayed out and is always set to Y).   If you don’t have a Run Control ID for running this process click on the tab labeled Add a New Value and enter a value.

When all data fields have been correctly filled in, click [image: image516.png]Run



.  You will be taken to the ‘Process Scheduler Request’ page.   
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Make sure the Server Name is set to PSNT.

In the ‘Process List’ group:

· Check box should be checked next to Funding Rpts (OCP400)
· Type should be set to None

· Format should be set to None
Click [image: image518.png]


.  You will be taken back to the Funding Reports parameters page.  In the top right hand side of the page a Process Instance number will now be shown.  This process instance number is what you will use to monitor the completion of this job on the Process Monitor.  
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Click Process Monitor link in the top right hand corner of the page.
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When the run status column shows Success and the Distribution Status column shows Posted.  Click OCP0400J link under the Process Name in the middle of the page.
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On the Process Detail page select nnnnnn –OCPGL400 Success for the Posting Summary. 
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Select the OCPGL400_nnnnn.out link to view the Posting Summary
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To view and reconcile the Budget Check report, click the xxxxxx - OCPY0025 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and reconcile the Project Budget Check report, click the xxxxxx - OCP0025K link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and reconcile the Funding Distribution report , click the xxxxxx - OCPY0108 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

The State of Oklahoma will NOT allow payrolls to process beyond this point until ALL deficits are cleared up.

The last page of the Budget Check report(s) will show a Gross Payroll Total that should reconcile with payroll totals from the Payroll Register and Funding Distribution reports.


Step 28 CA – Correct Employee Actuals Distribution 

The State of Oklahoma will NOT allow payrolls to process beyond the Funding Reports step until ALL deficits are cleared up.

In order to clear up deficits Use the Review Actuals Distribution page to modify funding distribution after the Actuals Distribution process and before posting to the General Ledger.  The funding source can be changed but the total dollar amount must stay the same.  

Navigation:
Payroll for North America > Payroll Distribution > Commitment Accounting USA > Review Actuals Distribution 
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On the above search criteria page, enter the Company, Paygroup, Pay Period End Date and the employee’s EmplID that which requires a funding adjustment.  You may use any of the other criteria for searching the Actuals Distribution, the more fields that provide the faster the data is returned. Click [image: image526.png]Search
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The Earnings page displays the Actuals Distribution that was distributed during the Actuals Distribution process (PSPPFUND).  1 of 5 rows of data is available to change funding. 

Funding can be changed by selecting the Chartfield Details link.

Example Changing the Chartfield Details:
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Select the Chartfield Details link:

If you know the new Combination Code, enter it in the appropriate field and click [image: image529.png]


 .
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Otherwise follow these steps:
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Enter the Dept and BudRef fields.
Click [image: image532.png]Search



, pulls up all valid GL Combo Codes for the Department and Fiscal specified.
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Locate the valid Combo Code and click  [image: image534.png]Select



 to the left of the GL Combo Code.

This will take you back to the ChartField Detail page. Notice, the Acct, Fund Type, and Class-Funding fields are now also populated.
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Click [image: image536.png]


 to go back to the Review Actuals page.
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The Review Actuals page for Earnings is returned with the new Combo Code displayed.  Change the Combo Code for each Earnings row.

Since the Earnings records were changed to a new combo code, the Deductions and Taxes also need to change to the new Combo Code. 

Select the Deduction Tab:
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Notice that the number of records total 13.  The first deduction displayed above is VSP030B.  This is an EMPLOYEE deduction.  Only EMPLOYER deductions are distributed.  Select the View All link and change the Combo Code on ALL of the EMPLOYER deductions.
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For each EMPLOYER deduction follow the directions above for changing the chartfields.

Now select the Taxes Tab:
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Select the View All link to display all of the Taxes.
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For each EMPLOYER paid tax, change the combo codes using the same steps above for changing the Chartfield Details.


Step 29 CA – Re-Run Funding Reports 

Budget Check (0025), Budget Check for Projects (0025K) and Funding Distribution (0108)
Re-run the Funding Reports to verify that the changes made during the “Correct Employee Actuals Distribution” has corrected the budget deficit. See Step 37 above for instructions on running these reports. 
Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information > 

        Commitment Accounting > Funding Rpts (OCP400) 

After entering a Run Control ID you will be taken to the Predistribution Audit Report run control parameters page.
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Step 30 CA –Run Finalize Funding Reports

Budget Check (0025), Budget Check for Projects (0025K), Funding Distribution (0108) and the Payroll Claim Document (0118)
After re-running the Funding Reports and validating that the funding is accurate and available, run the ‘Finalize Funding Repots’  step.  This step sets a flag, indicating that no other changes will be made to the Actuals Distributions and are ready for the next step. 
Navigation:  Payroll for North America > Payroll Distribution > Prepare GL Information > 
        Commitment Accounting > Finalize Funding Rpts (OCP400) 

After entering a Run Control ID you will be taken to the Finalize Allocation run control parameters page.
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Enter the Pay Run ID and Business Unit.  If your Claim Document requires the name(s) of ‘Approving Officer’, ‘Approving Board Member’, and/or ‘Authorized Agent of OPM’ printed on the report, key them in the fields provided.  Click [image: image544.png]Run



.
In the ‘Process List’ group box:

· Check box should be checked next to Finalize Funding
· *Type should be set to (None)

· *Format should be set to (None)

Click [image: image545.png]


.

When screen goes back to the Finalize Funding Rpts parameters page, take note of the Process Instance number and click Process Monitor link. When the run status column shows Success and the Distribution Status column shows Posted.  Click OCP0400F link under the Process Name in the middle of the page.  On the Process Detail page click View Log/Trace link.
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To view and print the Budget Check report, click the xxxxxx – OCPY0025 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and print the Project Budget Check report, click the xxxxxx – OCP0025K link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.  

To view and print the Funding Distribution report, click the xxxxxx – OCPY0108 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

To view and print the Payroll Claim Document report, click the xxxxxx – OCPY0018 link.  Click the View Log/Trace link. In the ‘File List’ group box select the file with the .PDF extension.

NOTE:  If the Final Funding Reports were created with a budget deficit, your Finance Officer must sign the ‘Notice of Deficit Statement’ and make arrangements with OSF to be allowed to continue processing.

Step 31 CA –Run the GL Process

This process populates the HR Accounting Line Table and sends the data to Financials from which General Ledger journal entries are created. 

Navigation:  Payroll for North America > Payroll Distribution > Provide GL Information > Commitment Accounting Actuals 

After entering a Run Control ID you are taken to the Commit Accounting Actuals parameters page.
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Enter the Pay Run ID and click [image: image548.png]Run



.
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On the Process Scheduler Request page, Server Name must be set to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Actuals GL Interface
· *Type should be set to (None) 

· *Format should be set to (None).

Click [image: image550.png]


.

When screen goes back to the Commitment Accounting Actuals parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted 
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Click the PAYGL02A link under Process Name.
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From the Process Detail page click the xxxxxx – PAYGL02 Success link.  On the View Log/Trace page click View Log/Trace link.
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Then, in the File List, click the file having the .out extension.    This opens what is known as the Trace Log.
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Make sure the Total Debits and Total Credits equal each other, and reconcile with the Budget Checking and Claim Document reports.  Print this file, write your name and phone number on it.  Submit this Trace Log to OSF along with the Budget Checking and signed Claim Document reports. 


Step 32 – Check Pay Calendar Flags
Once again the pay Calendar(s) need to be reviewed making sure a checkmark appears in the box in front of the CA GL Interface Run for every pay group that is active with this Pay Run ID.
Navigation:  Payroll for North America > Payroll Processing USA > Create and Load Paysheets >
                    Review pay Calendars
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On the Pay Calendar Table search criteria page, enter the Company and pay Run ID that is being used.  Click [image: image557.png]Search



.  Review the flags checked on the Pay Calendar(s).
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There should be a checkmark in the box in front of the label CA GL Interface Run for all the pay groups that are attached to this Pay Run ID.
If the checkmark is missing, contact the CORE Team immediately for help in resolving this issue.


Step 33– Fax Documents to OSF

Office State Finance requires that each agency payroll processor send them 3 documents.  They are:

· The final Budget Check Report from Step 30
· The final Claim Document from Step 30  and

· The CAGL Interface Trace File from Step 31 must be faxed to Office State Finance by 3:00 pm in order for your payroll to be released to Oklahoma State Treasurer’s Office on that day.  Otherwise, the payroll will be held until the paperwork is faxed to them.

Fax # 521-3383 to Transaction Processing at Office State Finance.


Step 34 CA – Run PY to AP Extract Process

 As soon as Step 37- Run Pull Costs, above, completes you must run the Accounts Payable processes.  This first process extracts non-tax deductions based on how the deduction code has been setup.

Navigation:  Payroll for North America > Payroll Distribution > Accounts Payable Information > Extract CA Non-Tax Deductions

After entering a Run Control ID you will be taken to the Non-Tax Deductions Extract parameter page.  
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In the Pay Mode Selection group box, select the radio button next to Deduct/Collect Comp./Bond Met and enter the Pay Run ID associated with the pay cycle that you just confirmed.  In the Vendor Selection group box make sure the check box is checked next to ‘Pay All Vendors’.  Click [image: image560.png]Run



.  You may receive a ‘Warning Message’, click [image: image561.png]


.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to PY-CA AP Extraction - Deductions
· *Type should be set to Web

· *Format should be set to TXT

Click [image: image563.png]


.

If you receive a ‘Warning Message’, click [image: image564.png]


.

When screen goes back to the Non Tax Deductions Extract parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted move onto the next step.  If you want to make sure deductions are in an ‘Extracted’ status you can navigate to Review Paycheck data (Payroll for North America > Payroll Processing USA > Produce Payroll > Review Paycheck).  Enter the search criteria to pull up an employee’s check data associated with this confirmed payroll.  Click ‘Paycheck Deductions’ in the Deductions group box then click the Deduction Details 3 Tab.
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Under the AP Status column you will see the word ‘Extracted’ appear next to each deduction that was to be extracted based on the deduction code setup.

Nightly batch processing runs the AP Voucher Post process for agencies.

Step 35 – Run Deduction Register (0205)
This process creates a report listing all employee deductions taken for this payroll and is sorted by Deduction Code after which the sort is by employee name.  The sections of the report pertaining to deduction data Sent to AP is to be forwarded to Accounts Payable for reconciliation processing.

Navigation:  Payroll for North America > payroll Processing USA > Pay Period Reports > 

Deduction Register (0205)

After entering a Run Control ID you are taken to the Deduction Register (0205) parameters page.
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If you want to use the left side of the page enter the Pay Run ID associated with the pay cycle that you just confirmed in the Off-Cycle Run group box.  In the Payroll Cycle group box click the radio button in front of Off-Cycle.  Click [image: image567.png]Run



.
NOTE:  You can use the right side of the page, but the process then must be run for each Pay Group associated with the off-cycle payroll.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Deductions Register
· *Type should be set to Web

· *Format should be set to PDF

Click [image: image569.png]


.
When screen goes back to the Deduction Register (0205) parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link.  On the Process Detail page click View Log/Trace link.
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To view and print the Deduction Register click the file, in the File List, having the .PDF extension 
(pay001 xxxxxx.PDF).
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The report will look similar to the above listing deductions in descending/alphabetical order.  At the end of each deduction code there is a subtotal line.  Print the pages required to forward to AP for reconciliation.


Step 36 – Print Earnings Statements
This process prints the Employee Earnings Statements to be handed out.

Navigation:  OK Custom reports/Processes > OK reports > Payroll > Earnings Statement (0040)

After entering the Run Control ID you are taken to the DDP Advice Print parameters page.
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In the On-Cycle Run group box enter the Pay Run ID that you have just confirmed.  In the Payroll Cycle group box click the radio button next to Off-Cycle.  To have a Message appear on the statements, enter the message in Message field.  When data is filled in correctly click [image: image573.png]Run



.

NOTE:  If you need to reprint statement(s) due to them being lost etc., but don’t need to reprint the entire batch, enter the starting and ending check/advice numbers in the Check/Advice Numbers group box.
NOTE:  Since this is an off-cycle you can run the off-cycle statements report(s) using the right side of the page also.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Payroll Advice Print – U.S.
· *Type should be set to Web

· *Format should be set to PDF

Click [image: image575.png]


.
When screen goes back to the DDP Advice Print parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link.  On the Process Detail page click View Log/Trace link.
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To view and print the Earnings Statement click the file, in the File List, having the .PDF extension (ddp003 xxxxxx.PDF).


Step 37– Run Credit union Report
Only run this report if it is applicable to your agency.
Navigation:  OK Custom reports/Processes > Agency Processes > Deduction File (0105)
After entering the Run Control ID you are taken to the Deduction File (0104) parameters page.
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Fill in all the fields with the required data and click [image: image578.png]Run



.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to Create Credit union File & FTP
· *Type should be set to (None)
· *Format should be set to (None)
Click [image: image580.png]


.
When screen goes back to the Deduction File (0104) parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted click the OCPY104F link.
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From the Process Detail page above, if you:

· Click xxxxxx – OCPY0104 you will be taken to the View Log/Trace page where you can open up the files to view the data that was picked up in the file.
· Click on xxxxxx – OCPY10401 you will be taken to the View Log/Trace page where you can open up the file to view the completed results of the app engine job.
· Clicking on the last two in the list above allows you to view the status of the FTP processes that have completed.

Step 38 – Run Leave Accrual Process
After ALL payrolls (main, supplemental and off-cycle payrolls) have been CONFIRMED for the calendar month run this leave accrual process only if you are using the PeopleSoft leave system - for sick and each annual leave plans.  To prevent delays in printing Leave Statements use the checklist below to ensure the dates are entered correctly.
	Run the accrual process for sick leave.
	Navigation: Benefits > Manage Leave Accruals > Calculate Periodic Accrual

ALWAYS CHANGE THIS DATE!
	Company:

(Enter agency #)

Plan Type:

(Choose Sick)

Benefit Plan:

(Enter company number + SK, i.e. 400SK)

Accrual Process Date: 

(Enter the next to last day of month the payrolls were run for…for example if March Payrolls are all confirmed enter 03/30/2008 as accrual process date.)

	Run the accrual process for annual leave.
	Navigation: Benefits > Manage Leave Accruals > Calculate Periodic Accrual

ALWAYS CHANGE THIS DATE!



	Company:

(Enter agency #)

Plan Type:

(Choose Vacation…the PeopleSoft plan type value for annual leave plans)

Benefit Plan:

(Enter company number + annual leave level…L1, L2, L3 or L4)

Accrual Process Date: 

(Enter the next to last day of month the payrolls were run for…for example if March Payrolls are all confirmed enter 03/30/2008 as accrual process date.)


NOTE:  For more details pertaining to running the Leave Accrual processes please refer to the COR104 Base Benefits Revised training manual.

Step 39 – Run Leave Accrual Statements
Each agency using the PeopleSoft Leave Accrual System will be responsible for running the Leave Accrual Statements process.  This process is run after the Leave Accrual Process has been run for every one of your agency specific sick and annual leave plans.  Choose the last day of the month, sort order, and enter the agency number.

Navigation:  OK Custom Reports/Processes > OK Reports > Benefits > Emp Leave Accrual Rpt (0053) 







                    OR Bi-Wkly Emp Leave Rpt (0053)
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To ensure accuracy all leave statements must be run using the pay period end date which is entered in the *Pay End Date field.  For the *Sort Order field you have the flexibility to sort by Employee Name, Employee ID, and Mail Drop.  Enter your agency number in the *Company field.
NOTE:  To run this process for a specific employee, enter the employee’s EmplID in the Employee ID field.  If you want to run this process for just one department in your agency enter the department in the Department ID field.
Click [image: image583.png]Run



.
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On the Process Scheduler Request page set Server Name to ‘PSUNX’.

In the ‘Process List’ group box:

· Check box should be checked next to OCBB0053
· *Type should be set to Web

· *Format should be set to PDF

Click [image: image585.png]


.
When the screen goes back to the Employee Leave Accrual Rpt (0053) parameters page, take note of the Process Instance number and click Process Monitor link.  When the process runs to a Success and Distribution Status shows Posted, click Details link.  On the Process Detail page click View Log/Trace link.
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To view and print the Leave Statements click the file, in the File List, having the .PDF extension (OCBB0053 xxxxxx.PDF).

Online checks

Overview

PeopleSoft offers a very handy and powerful method of creating on-demand or online checks for those times when you need to answer a “what if” question or just pay an employee earnings owed quickly.  The “What if” or modeling functionality is helpful when you are setting up garnishments or when an employee wants to know the impact of changing his or her tax exemptions.  With Online checks, you can answer the questions and then choose to delete the check without any harm to your current payroll.

The State of Oklahoma will only use the On-Line Check process for calculating what if scenarios.  The State will NEVER use this process to create and print a check.

Navigation:  Payroll For North America > Payroll Processing USA > Create On-Line Check
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Enter the Pay Period End Date, EmplID, and Empl Rcd Nbr of the employee you want to use.  The Pay Period End Date you choose should be the next open On-Cycle Pay Calendar.  If you choose a Pay Period End Date for a calendar with no Pay Run ID attached, you will receive an error message.

As long as the employee does not already have a payline marked as Off-Cycle (for an online or regular check), the system will display the following message:

Paysheet create message

Click [image: image588.png]


.  If you click [image: image589.png]


, the system will create a paysheet with any applicable additional pay, holiday, and all deductions that would normally occur for the employee.
In addition, the system might ask you if you want to load any payable time from Time & Labor


Click [image: image590.png]


.

Online Paysheet page
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If you clicked [image: image592.png]


 when prompted by the Paysheet Create Message, ALL information such as salary, etc. has to be entered manually.
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If you clicked [image: image594.png]


 when prompted by the Paysheet Create Message, the employee’s salary, etc. will be filled in automatically.

	Check Date
	The date will default to the current date – Leave the default.  The State of Oklahoma does not use online checks to create actual checks, therefore the Check Date does not need to be changed.

	Check #
	Leave blank – The State of Oklahoma does not use online check to create actual checks, therefore the Check # field is not used. 

	Save and Calculate
	Once you have entered all of the earnings data and additional data you are testing, you are ready to calculate the check.

Click Save and Calculate [image: image595.png]Save and Calculate



.  The system will transfer you to the calculated results page.

	Return to Search
	If you wish to process an online check for another employee, click Return to Search [image: image596.png]Retum to Search



 to return to the Online Check search page.


You will notice that many of the fields on the Online Check Paysheet page are identical to those on the Paysheet page.
CAUTION:  If you ever click [image: image597.png]


 to the Paysheet Creation process message, and the employee already has an active, unconfirmed paysheet using the same on-cycle Pay Calendar being processed in batch, the employee will receive a duplicate check.  This assumes you confirm and print the check.
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Use [image: image599.png]


 to expand the earnings, deductions and taxes sections as needed.

Earnings
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Deductions
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Taxes
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Once you have reviewed the calculated results, you have two options:

1.  [image: image603.png]Delete




Use this button if you are satisfied with the results and ready to discard the online check.  The system will delete the calculated results and return you to the online search page.
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To verify that the paysheet has been deleted navigate to Review Paycheck
Enter the Company, EmplID, Empl Rcd Nbr, Pay Period End Date, click the check box next to Off-‘Cycle?’ and click [image: image605.png]Search



 .
NOTE:  If the paysheet was NOT deleted, the paysheet will pull up.  If that occurs, you can either re-calculate the online check, and try to DELETE it again OR you can use the Unsheet process to actually unsheet the paysheet.  Remember, the On-Line Check process creates an off-cycle paysheet.
2.  [image: image606.png]Change Data




Use this button if you want to change the data and recalculate the check.

NEVER LEAVE THE ON-LINE CHECK PROCESS WITHOUT CLICKING [image: image607.png]Delete



.
If you do, you will be leaving an off-cycle check attached to a Pay Calendar that is unconfirmed which will cause payroll calculation errors later on.

NOTE:  The [image: image608.png]Carifirrm & Print



 and [image: image609.png]Reverse & Confirrm.



 buttons are grayed out.  These two (2) options should never be used and therefore are not available at the State of Oklahoma.
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