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Main Menu after Login

When you first log into the System, you should be at this screen.
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Navigation:  Main Menu>Payroll for North America
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Navigation:  Main Menu>Payroll for North America – continued . . .

You can get to the next set of menus by either clicking on “[image: image3.png]> Employee Pay Data USA



” on the left side of the page 
or clicking on the blue hyperlink below.
                       [image: image4.png][ Emplovee pay patausa

Weaintain employee payrol {yormation
Elcreate Addfionsl Pay.
ElReavest Direct Depost
Elpdte Payvroll Options:
3hiare,




Navigation:  Payroll for North America>Employee Pay Data USA
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Navigation:  Payroll for North America>Employee Pay Data USA – continued…
Under “Employee Pay Data USA” you will be able to:
· Create/Update Additional Pay
· Create/Update Direct Deposit
· Update Payroll Options
· Search by National ID
· Tax Information
· Create/Update Tax Distribution
· Create/Update Employee Tax Data
· Deductions

· Create/Update General Deductions

· Create/Update Garnishments

· Review Garnishments (Employee History)

· Create/Update U.S. Savings Bonds

· Review Savings Bonds Activity
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Navigation:  Payroll for North America>Employee Pay Data USA>Create Additional Pay
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Navigation:  Payroll for North America>Employee Pay Data USA>Create Additional Pay
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Navigation:  Payroll for North America>Employee Pay Data USA> Request Direct Deposit
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Navigation:  Payroll for North America>Employee Pay Data USA> Request Direct Deposit
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Navigation:  Payroll for North America>Employee Pay Data USA>Update Payroll Options
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Navigation:  Payroll for North America>Employee Pay Data USA>Search by National ID
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Navigation:  Payroll for North America>Employee Pay Data USA>Tax Information
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Navigation:  Payroll for North America>Employee Pay Data USA>Tax Information > Update Tax Distribution
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Navigation:  Payroll for North America>Employee Pay Data USA>Update Tax Distribution > Employee Tax Distribution
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Navigation:  Payroll for North America>Employee Pay Data USA>Update Tax Employee Tax Data > Federal Tax Data

Navigation:  Main Menu>Payroll for North America>Employee Pay Data US> Deductions
Navigation: Main Menu>Payroll for North America>Employee Pay Data US> Deductions>Create General Deduction Data
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Navigation: Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Create Garnishments – Spec Data 1
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Navigation: Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Create Garnishments – Spec Data 2
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Navigation: Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Create Garnishments – Spec Data 6
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Navigation: Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Create Garnishments – Spec Data 7
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Navigation:  Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Purchase U.S. Savings Bonds
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Navigation:  Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Purchase U.S. Savings Bonds – continued . . .
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Navigation:  Main Menu>Payroll for North America>Employee Pay Data US>Deductions>Review U.S. Savings Bonds
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Navigation:  Main Menu>Benefits>Employee/Dependent Information>Update Dependent/Beneficiary - Name
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Navigation:  Main Menu>Benefits>Employee/Dependent Information>Update Dependent/Beneficiary > Edit Name - Name
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Navigation:  Main Menu>Benefits>Employee/Dependent Information>Update Dependent/Beneficiary > - Address
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Navigation:  Main Menu>Benefits>Employee/Dependent Information>Update Dependent/Beneficiary > Edit Name - Address – Edit Address
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Navigation:  Main Menu>Benefits>Employee/Dependent Information>Update Dependent/Beneficiary > Edit Name – Personal Profile
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Navigation:  Main Menu>Benefits>Employee/Dependent Information>Update Dependent/Beneficiary > Edit Name – Personal Profile

     Bottom of the Page for Personal Profile. . . .
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Navigation:  Main Menu>Benefits>Enroll in Benefits>Savings Plans > Savings Plan Elections
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Navigation:  Main Menu>Benefits>Enroll in Benefits >Leave Plans>Leave Plans (USA)
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Navigation:  Main Menu>Benefits>Enroll in Benefits >Retirement Plans>Retirement Plans
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Retirement Plan Notes
This is the section where you set up the other “Retirement Plans”

· Plan Type “70”
· OSBI 
- Police Pension
· SRJD2- Judges & Justices
· SROL1-OLERS
· SROL2-OLERS
· SROPA-Elected Officials, Option A
· SROPB-Elected Officials, Plan B
· SROPC-Correctional Officers Ret
· SROPD-Elected Officials, Plan D
· SROPE-Elected Officials, Plan E
· SROPQ-Elected Officials, Plan Q
· SROPW-2.5% Step Up
· SROPY-Elected Officials, Plan Y
· SRTA – Teachers Ret Ardmore HE Ctr
· SRTD1- SRTD1 Teachers Ret EE Pd by ER
· SRTE – Teachers Retirement
· SRTS – Teachers Retirement State Paid
· SRTX – Teachers Retirement-Exempt
· SRWL – Wildlife Retirement
· Plan Type “7Y”
· SRTD3 – SRTD3 Teacher Ret ER Share

· Plan Type “7Z”
· SRTD2 – SRTD2 Teachers Ret EE Share

· SRTF1 – SRTF1 Tchrs Ret 100% Fed Funded

· SRTF5 -  SRTF5 Tchrs Ret 50% Fed Funded

Navigation:  Main Menu>Manager Self Service>Time Management>Report Time> Timesheet
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Navigation:  Main Menu>Manager Self Service>Time Management>Report Time> Timesheet
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PayGroups

Navigation:  Main Menu>Workforce Administration>Job Information>Job Data>Payroll Tab
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Job Earnings Distribution

Navigation:  Main Menu>Workforce Administration>Job Data>Job Earnings Distribution
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Job Earnings Distribution – Combination Code Lookup
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Job Earnings Distribution – Combination Code Lookup
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Job Earnings Distribution – Combination Code Lookup – continued...
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Refer to your HR Training Documents and Manual for more information.

PAYROLL PROCESSING

Navigation:  Main Menu>Payroll for North America> Payroll Processing USA
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Navigation:  Main Menu>Payroll for North America> Payroll Processing USA

From this Menu selection you will:


Create and Load Paysheets                                                              
· Create Paysheets

· Load Time and Labor

· Review Pay Calendars

· Presheet Audit (0191)

Update Paysheets

· By Paysheet

· By Payline Security

· Pay Unsheet

Produce Payroll

· Precalculation Audit Report
· Preconfirm Audit Report

· Confirm Pay

· Employees Not Processed Report
· Review Paycheck

· Pay Calculation (0346)

Review Processing Messages

· Review Payroll Error Messages

· Payroll Error Message Report

Create Direct Deposits

· Advise Register

· Direct Deposit Register

Navigation:  Main Menu>Payroll for North America>Payroll Processing USA> Create and Load Paysheets>Create Paysheets
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Paysheet Creation
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA> Load Time and Labor
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Load Time and Labor – continued . . . . . . .
Processing Option is new and you have three options from which to select.  They are:
· Load All Time – brings in all time through the pay period end date on the payroll calendar.
· Load Filtered Time – brings in time by:
EmplId

Emplid & Earnings Code

Earnings Code

Paygroup or Company – new 
Date Range – new –Always enter the last day of the regular on cycle pay period.

                                                     For Example for the September off cycle payroll you would put in 9-30-08. 

                                                     It is recommended you leave the from date blank, the system will pickup all time that is ready for 

                                                     payroll and pull it in.

· Load Prior Period Time

When you have completed all the appropriate fields, you hit run and record your Process Instance Number on the Off Cycle Processing Steps, Step 4.
Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Review Pay Calendars
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Viewing a Pay Calendar - To see if all the processes have been completed.
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Create and Load Paysheets>Presheet Audit (0191)
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Update Paysheets>By Paysheet
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Update Paysheets>By Paysheet
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Update Paysheets>By Payline Security
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Update Paysheets>Pay Unsheet
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Produce Payroll
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Produce Payroll>Precalculation Audit Report
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 Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Produce Payroll>Preconfirm Audit Report
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Produce Payroll>Pay Confirmation
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Produce Payroll>Employees Not Processed Report
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Produce Payroll>Review Pay Check

[image: image56.png]ORACLE’

Paycheck Eart

ngs

EmpiD: Nan

Company: Pay Grouy
Paycheck Information

me:

WE

t 083112008 P

age:

Paycheck Status: Confirmed Paycheck Option:  Advice
IssueDate: 092512008 Paycheck Number: £01258624
[offcycle [T Reprint  [7 Adjustment I Corrected  I” Cashed

13

Eamnings: 8,004.48
Taxes: 2,008.48
Deductions: 2178.47
Net Pay: 382055

~ Earnings

Begin Date: 08/01/2008
Employment Record Numb

EndDate: 08/3112008
0

Benefit Record Number:

AddiLine #

Reas

| View Al

: NotSpecified

First

Addiional Data

Howrs:  12.00
Rater 41538462
Eamnings: 7,200.00

00
0.000000
00

Hours:
Rate:
Eamnings:
Rate Code:

00
0.000000
00

Rate Used: Hourly Rate
State: 0K

shift: NiA

Locality:

Shift Rate:





Navigation:  Payroll Processing USA>Produce Payroll>Review Pay Check – continued . . .
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You see three (3) boxes:  Salaried:


Hours – 
Will show the number of Regular Hours in the Period


Rate -

Annualized Hourly Rate


Earnings -
Gross Earnings for the period
     Hourly:


Hours -



Rate –


Earnings –


Rate Code -


     Overtime


Hours –


Rate –


Earnings –


Rate Code –

Navigation:  Payroll Processing USA>Produce Payroll>Review Pay Check – continued - Other Earnings. .  .

Other Earnings

You will usually see the BEA and RBA grouped on one Other Earnings Record

You see two tabs under Other Earnings.

· Other Earnings Details 1

· Other Earnings Details 2

Other Earnings Details 1
Under Other Earnings Detail 1, you see the Earnings Code, Description, Rate Used, Hours, Rate, and Amount
[image: image58.png]Code Description Rate Used Hours Rate Amount
BEA  BeneftAllowance Hourly Rate 426.47
RBA Remaining Beneft Allowance  Hourly Rate 12800




Under Other Earnings Details 2 you see Add to Gross Pay, Tax Method, and Rate Code

[image: image59.png]Code
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Navigation:  Payroll Processing USA>Produce Payroll>Review Pay Check – Other Earnings  - continued. .  
[image: image60.png]Code Description Rate Used Hours Rate Amount PUIDEISS oy ethod Rate.
BEA  Beneftt Alowance Hourly Rate 428,47 Yes

RBA  Remaining Benefit Allowance  Hourly Rate 128.01 Yes




Out beside the Other Earnings Details 2 you see an icon [image: image61.png]


, click this and the two Other Earnings Details tabs go away and you can scroll across the page to see all the details.  To see the tabs again, click the icon [image: image62.png]


again.

For those employees that are paid hourly, their Hours and Amounts will show under Other Earnings.

Navigation:  Payroll Processing USA>Produce Payroll>Review Pay Check – Other Earnings  - continued. . .
At the bottom of the page you see the Special Accumulators.  The System uses these totals to determine the Gross earnings for the various retirement plans.

[image: image63.png]-~ Special Accumulators

Code  Description Eamings  EmplRed#
HRS  Hours Worked 255.00 0
OLR  OLERS Refimment 255.00 0
RET  Refirement Accumulator 255.00 0
RTI Judicial Refirement 255.00 0
SR3  SRTD 3 Retirement 255.00 0
TRA  Teachers Ret Ardmore HE Center 255.00 0
TRS  SRID2 Teachers Rirmnt 255.00 0
WLF Wildife Refirment 255.00 0




Navigation:  Payroll Processing USA>Produce Payroll>Review Pay Check – Paycheck Taxes Tab 
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Tax Details 1 Tab. - continued. . .
Tax Details 1 Tab – you see:

· Tax Entity  - Federal or State

· State  -  

· Resident

· Locality

· Locality Name

· Tax Class – Medicare, OASDI, Withholding, Unemployment

· Taxable Gross – This is the taxable gross earnings

· Tax Amount – This is the amount of tax withheld

Tax Details 2 Tab. - You see the No Limit Gross, AP Status, and Tax Not Taken
[image: image65.png]mit Gross AP Status Tax Not Take
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Navigation:  Payroll Processing USA>Produce Payroll>Review Pay Check – Paycheck Deductions Tab 
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Navigation:  Payroll for North America>Payroll Processing USA 
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Pay Calculation (0346) – Run Control
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Pay Calculation (0346) – 
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Review Processing Messages
From this menu, you can Review the Messages online or your can Submit for the Payroll Error Message Report. 

[image: image70.png]' Review Processing Messages
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Pay Period Reports
· Payroll Register – PeopleSoft Delivered

· Payroll Summary

· Other Earnings Register

· Employer Benefit Contributions

· Deductions in Arrears (Not used by state of Oklahoma)

· Deductions Not Taken

· Garnishment Prorations

· Bond Federal Reserve (Report to buy bonds)

· Deduction Register (0205)

· Payroll Register - Name (0233)

· Payroll Register – Mail Drop (0312)

· Payroll Register – Div/Named (0312C)

Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Create Online Checks Menu
[image: image71.png]' Create Online Checks
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Navigation:  Main Menu>Payroll for North America>Payroll Processing USA>Create Online Check – continued
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.

Create Online Check - continued . . . . 
Click the [image: image73.png]Yes



 button or no paysheet will be created.
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Create Online Check - continued . . . . 
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Would you ke the process to Load availabls Time from Time & Labor? (2000477)

Ifyou click Ve

ihe process will laad available Time from Time & Labor praduct,





Create Online Check - continued . . . . 
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Create Online Check - continued . . . . 
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Create Online Check - continued . . . . 
If you need to make changes and recalculate the online check, you would click the “[image: image78.png]Change Data



” button as you currently do.

After you have finished with your calculations, you must remember to “[image: image79.png]Delete



” the data to avoid causing issues with your next payroll process.

Navigation:  Main Menu>Payroll for North America>Payroll Distribution
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· Prepare GL Information
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Funding Distribution (0108)
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution>Prepare GL Information
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution>Prepare GL Information>Budget Check (0025)
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution>Prepare GL Information>Funding Distribution – 0108
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution>Prepare GL Information>Non-Commit Accounting Info.
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution> Accounts Payable Information
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution> Accounts Payable Information >Extract Non Tax Deductions
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Navigation:  Main Menu>Payroll for North America>Payroll Distribution> Send Vouchers to AP
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Navigation:  Main Menu> OK Custom Reports/Processes
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· Agency Processes

· OK Reports

Navigation:  Main Menu> OK Custom Reports/Processes>Agency Processes
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· Load time & Labor (L002)
· Lock Accounts (0283)
· Unlock Account (0283)
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Navigation:  Main Menu> OK Custom Reports/Processes>OK Reports
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· Benefits

· HR

· Payroll 

· Time & Labor

Navigation:  Main Menu> OK Custom Reports/Processes>OK Reports>Benefits
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· Employee Leave Accrual Rpt (0053)

· Bi-Weekly Leave Report (0053)
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   Navigation:  Main Menu> OK Custom Reports/Processes>OK Reports>HR
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	· Agency Listing by Job Code (0067)                          

· Employee by Job Code (0070)     

· Employee by Agency Job Code (0072) 
· Agency Empl By Job Code (0073)    

· Job Code Usage by Agency (0074) 
· Salary by Job Code (0075)  
· Unclassified Employee (0076)            


	· Agency Incumbent by Pos (0077)    

· Pos Allocation Data (0082)

· Pos by EEO Category (0083)
· Unclass Position by Agency (0117)

· Personnel Actions Report (0121)

· Legacy Data Warehouse (0131)
· Supervisor Listing (0175)


Navigation:  Main Menu> OK Custom Reports/Processes>OK Reports>Payroll
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Navigation:  Main Menu> OK Custom Reports/Processes>OK Reports>Payroll

· Longevity Amounts

· MDC Longevity Comp (0024)

· Earnings Statement (0040)

· Leave Accrual Audit Report (0056)

· Leave Error Report (0057)

· Longevity Pay Eligibility  (0060)

· Teachers Retirement Report (0102)

· FTE Activity Reports (0107)

· Funding Dist Report by Date (0108)

· Year to Date Report (0109)

· Workers Comp Reports (0110)

· Employees on Agency Payroll (0113)

· Garnishments (0278)

· OESC Multiple Worksite (0288)

· Leave Obligation Report (0308)

· MDC Alloc Text File (0320)
Navigation:  Main Menu> OK Custom Reports/Processes>OK Reports>Time and Labor
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· Comp Time Age Report (0063)

· Life Time Shared Leave Report (0064)

Navigation:  Main Menu>Reporting Tools
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· Query

Navigation:  Main Menu>Reporting Tools>Query
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· Query Viewer

· Schedule Query

Navigation:  Main Menu>Reporting Tools>Query>Query Viewer

[image: image97.png]ORACLE’

Newiow | elp | customze pase | B

Query Viewer

Enter any information you have and slick Search. Leave fields blankfor a list of all values.

“Search By: [Query Name =l begins with

[ searsh | pvanceq searen




   Refer to the Query Tool Kit on the web site for a complete listing of the GO queries.

Query Viewer – continued . . . . 
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Output Options for Public Queries are:

	· Run to HTML                               

· Run to Excel                                 
	· Schedule

· Add to Favorites


Navigation:  Main Menu>Reporting Tools>Query>Schedule Query

[image: image99.png]Schedule Query

Enter any infomaton you have and ok Search. L flds bank or a st of al values

{ Findan Existing Vaiue (A3 New Vaie

Search by: [Run Control 1D =] begins with| |

I” case Sensitive

_seareh | agvanced Searcn

Findan Eitng Vel | Add aew vale






Schedule Query – continued . . . . 

[image: image100.png]Newiow | elp | customze pase | B

Schedule Query

Rum Gonteal: ey Repotianager process worter —°"_|

Query Name; [GO_PY_ADDITIONAL_PAY_PAID Search
‘Description: 1013l BEA, RBA by Agency

Uptte Parameters
[Prompt Name Value

feouanr [Eo—

& save Add | UpdateDisplay





You will use Schedule Query for large queries to avoid them timing out.

Submit these just like you submit other reports and processes to run.  You will be able to view the output on the process monitor.

Navigation:  Main Menu>PeopleTools 
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Navigation:  Main Menu>PeopleTools>Process Monitor
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This is where you can check on the status of the job(s) you have running.  

Expand the Menus











Employee Pay Data USA


Payroll Processing USA


Payroll Distribution


Periodic Payroll Events USA


US Annual Processing





Collapse the Menus





To avoid seeing the menu with each page, you click the Minus Sign.





When you click on the “�” you will see the


following submenus:


Employee Pay Data USA


Payroll Processing USA


Payroll Distribution


Periodic Payroll Events USA


US Annual Processing











�





To get the Menus back, click here 





When you go into a Page, you can search for an employee by:


	EmplId or Name as you currently search.








You now will see Organizational Relationship “EMP” which stands for Employee.  





 Person of Interest Type is not used at this time.


 


All other fields stay the same.   











No Changes on this page.








When you go into a Page, you can search for an employee by:


     EmplID or Name as you


     currently search.








Deduction Details 1 – Deduction Code, Description, Class, Amount and Calculated Base.





Organization Relationship = EMP = employee





Person of Interest Type = not used currently





Deduction Details 2 – Deduction Code, Plan, Benefit Rcd #, Plan Type, Not Taken, and Reason.





    No Changes on this page.





Under this selection you can:





Create/Update Tax Distribution


Create/Update Employee Tax Data


 








Search by EmplID or Last Name





Notice  Organizational Relationship = EMP (employee)





We currently are not using the Person of Interest Type. 


All other fields stay the same and distribution must = 100%.


 








When you click on the “�” you will see the


following submenus:


Employee Pay Data USA


Payroll Processing USA


Payroll Distribution


Periodic Payroll Events USA


US Annual Processing











�








No Changes on the Federal Tax Data Page or State Tax Data Page.





*************************





Reminder: DO NOT select


“Do Not Maintain Taxable Gross and Do Not Withhold Tax”





Exempt = Maintain Taxable Gross; FWT zero unless specified in ‘Additional Withholding’ below





�





  From this Deductions Sub Menu:





Create/Update General Deductions


Create/Update Garnishments


Review Garnishments (Employee history)


Create/Update U.S. Savings Bonds


Review Savings Bonds Activity








Person ID = EmplID





Person ID = EmplID





New Field Location -


Use the  � Lookup button to find the needed address.





This field always defaults to Address 1.





Always use SETID = 00000





Deduction Details 3 – Deduction Code, Payback Amount, Refund Amount and AP Status.





No change on this page





Employee is enrolled in Sick and Vacation Leave Plans here.





No change.





No Changes on This Page





Now that we are upgrading, the system will allow us to send the bonds to an address other than the Employees Address.





You will need to UNCHECK  the Same Address as Employee Box, select the appropriate radio button, Bond Owner or Other Registrant, the 


Address entered on the Update Dependent/Beneficiary (Benefits/Employee/Dependent Information>Update Dependent Beneficiary - Address Tab) will come in and the Bond will be sent to this address.








Input address and hit  � to return previous tab














Retirement Plans are entered on this page.





See Notes on the following page.





Person ID = EmplID





Date of Birth = Birthdate.





Birth State – new and optional





Personal History now effective dated





Relationship to Employee and Dependent Beneficiary Type has moved from the Name tab to the Personal Profile tab.








You can search by:  





Group ID – Static Group


Emplid


Last Name


Workgroup





Enter one of the above and 


Hit the �button.








This is the page where you will input exception pay on Salaried Employees or hours worked for the Hourly employees.





You start with three lines and you can add lines as necessary.





Instead of hitting save, you now hit �





This is also where you should see the longevity amounts that are added when you run the Longevity Process.











Beside this Combination Code you see an  � eraser.  DO NOT hit this or it will erase the Combo Code you just selected.








The Paygroup is still on the Payroll Tab on the Job Data record.








Account Code has been changed to “Combination Code”





We now select “Edit Chartfields” to update/ change the “Combo Code”.








Put in a Run Control ID and hit search as usual.








Pay Period Reports


Payroll Summary


Other Earnings Register


Employer Benefit Contributions


Deductions in Arrears


Deductions No Taken


Bond-Federal Reserve


Deduction Register (0205)


Payroll Register – Name (0233)


Payroll Register – Mail Drop (0312)


Payroll Register – Div/Name (0312C)





Create Online Checks


Create Online Check


View/Print Online Check











No Changes on This Page


Put in valid Pay Run ID and hit the � button.





Reviewing the Process Monitor has not changed. You follow the same procedures.





Record your Process Instance number on the Payroll Processing check off sheet, step 7 on 9.0 Main and Supplemental Payroll Processing Steps.











This option in Oklahoma is mainly used for Off Cycle Payrolls.





The Pay Run ID is same as you currently use.





Description is new, but when you put in a valid Pay Run Id the description flows in from the Pay Calendar.





Select On or Off Cycle.











No Changes on This Page





You see all the calendars unless you put in the complete PayRunId.





Click on the calendar you want to view.  (See below)








Mail Drop is used for:





Sorting the Checks and Earnings Statements


Payroll Register (Mail Drop – 0312)





No Changes on This Page 





If you click on the hyper link�, you will see the additional data page showing the “Combo Code”





You can still make One-Time Deductions, One-Time Garnishments and One-Time Taxes


updates by opening up these tabs.











No Changes, put in the PayRunId, hit the � button and monitor the process


monitor until job has been completed.





Review the report and make any necessary updates.








You now will see  “COMBO CODE” instead of  Account Code.


No other changes.








The only change on this page is now the “Display Details” defaults in as “Y”.


 All other fields stay the same.








No Changes on this process.





Unsheet the on cycle payrolls on the Left Side “On Cycle Run”, the Off Cycle


Pay Calendars are processed on the Right Side “Off Cycle Pay Calendar”





Mark the appropriate Payroll Cycle radio button.











.The first section now contains:


Emplid               


Name





The second line contains:


Number


Paygroup


Period End


Page number


Line Number








The next section:  Paycheck Information we have the following information:





Paycheck Status


Paycheck Option


Issue Date


Paycheck number








The Paycheck Totals Section shows the totals by:


Earnings


Taxes


Deductions


Net Pay








Under Taxes you see the taxes that were withheld under the Tax Details 1 Tab.








No Changes on the submitting of reports





Put in the Period End Date & EmplID hit your � key.








If you have time to be pulled in you would hit the � button other wise you 


Will hit the  � button.








This step is new – Put in the begin and end date of the period stated on the first page and hit �.








The �buttons are here.








The �


selections are now just above the Save and Calculate and Return to Search buttons.








Primary Paygroup should match paygroup on the Job Record.





No changes on this page





No changes on this page





No changes on this page





Enter PayRunID





No Changes on this page





Be sure you enter the Check Issue Date here – not the pay period end date.





Queries begin with 


GO_


GO_HR


GO_PY


GO_TL


GO_BB





Add or Enter your Run Control ID – as you do to run a process or report.





NEW


It now displays Posted when your process or report has posted.





    No Changes on this page.





There are changes in the Exemption Parameters for Tax Levy’s.  





Will go more in depth in the New 9.0 Training Manual





Enter First Name and Last Name


Click OK





Preliminary Calculation Run Selection Box moved down to here.





Person ID = EmplID.





New field - Edit Name hyperlink = you input the Dependent/Beneficiary


Name.  This page is shown on the next page.





New =  Effective dated





Moved - Relationship to Employee and DepBenef Type have been moved to Tab 3 Personal Profile.














Click the Edit Address hyperlink.





No changes on this page.





Remember to enter the National ID for this person.





This is where you enroll the employee in:





Plan Type “4Y” OPERS


Plan Type “49” Sooner Save


Plan Type “4Z” Sooner Save Administrative Fee





Entry is the same.











Refer to the Benefits Training Manual for more detailed information.





Refer to your Time and Labor Training Documents and Manual for more information.








Some things have moved around on Paycheck Data





              Now we are at the Earnings Section where we


              see the Begin Date and End Date of the earnings.


              You still have the First 1 of X number of rows to  


              know how many earnings rows are on this paycheck.





This upper portion is same as the paycheck earnings tab.








No Changes to This Process





No Changes on this page








No changes on this page





To find a valid Combination Code, fill in as much as possible here and hit the � key.








1





2





3





4





5





1





2





3





4





5





The valid Combo Codes are displayed.








Click �by the appropriate code and it will return you to the prior page.








Click OK and it will return you to the Job Earnings Distribution Page and insert the selected Combo Code into the Combo Code field.





The query GO_PY_PAYGRPDIFF_JOB_PYRL_CMP will display the employees with mismatched paygroups on JOB and Payroll Data 2. by Agency.





Same information at the top as the Paycheck Earnings Tab.








You are brought back to the Job Earnings Distribution Page and you can see that the Combination Code has changed.
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