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 Position Data Summary - General 
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Position Data Summary – Work Location 
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Position Data Summary – Payroll Info 
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 Hire – Hire a New Employee 
 

  

Click on the yellow Add 
button to go to the next 
page. 
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Hire – Personal Data – Name History   
 

 

Defaults to 
BLANK
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Hire – Personal Data – Address History 
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Hire – Personal Data – Personal History 
 

 
SAVE 
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Hire – Personal Data – Identity/Diversity 
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Hire – Job Data - Work Location – 1 of 2 pages 
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Hire – Job Data - Work Location  - 2 of 2 Pages 
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Hire – Job Data - Job Information – 1 of 2 pages 
 

 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 16 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

 
Hire – Job Data - Job Information – 2 of 2 pages 
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Hire – Job Data – Payroll 
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Hire – Job Data - Salary Plan  - INFORMATION DEFAULTS IN 
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Hire – Job Data – Compensation – 1 of 2 pages 
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Hire – Job Data - MDC Job Data -  OPTIONAL FIELDS 
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Hire – Job Data - Employment Data 
 

 
SAVE 
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Hire – Job Data - Employment Data – Time Reporter 
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Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 24 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Hire – Job Data - Job Earnings Distribution 
 

 
SAVE 
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Hire – Job Data - Benefits Program Participation 
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FOR SPECIFIC FIELD INFORMATION FOR THE 
FOLLOWING PAGES, 

 
 

PLEASE REFER TO THE 
 
 

TL106 – TIME AND LABOR TRAINING MANUAL 
 
 
 
 
 
 
 
 
 
 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 27 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Time and Labor – Enroll – Static Group – Selection Criteria 
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Time and Labor – Enroll – Static Group – Members Added to the Group 
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Time and Labor – Enroll – Static Group – Current Group Members 
 

 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 30 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Time and Labor - View Time Reporters in Group 
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Time and Labor – Enroll – Comp Plan Enrollment 
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Time and Labor - Review Compensatory Time 
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Time and Labor – Self Service – Weekly Elapsed Time 
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Time and Labor – Time Administration – Run by Employee 
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Time and Labor – Time Administration – Run by Group 
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Time and Labor – Time Administration – Process – Process Scheduler Request 
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Time and Labor – Time Administration – Process – Process Submitted 
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Time and Labor – Time Administration – Process Monitor 
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Time and Labor – Time Administration – Process Requests – Check Output 
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Time and Labor – Time Administration – Message Log 
 

 

Nothing happened 
in this run because 
no employees were 
processed. 
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Time and Labor – Time Administration – Message Log 
 

 

Should have a blank line 
on the 3rd line from the 
bottom
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USER ID 
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Time and Labor – Payable Status Report 
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Time and Labor – Check Time and Labor – Payable Time Query 
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Benefits – Dependent/Beneficiary – Savings Bonds Only - Address 
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Benefits – Dependent/Beneficiary – Savings Bonds Only – Personal Profile – 2 of 2 pages 
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Benefits – Enroll in Savings and Retirement Plans – Page 1 
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Benefits – Enroll in Saving and Retirement – Page 2 
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Benefits – Enroll in Savings and Retirement Plans – Page 3 
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Benefits – Enroll in Leave Plans – Sick  (50) 
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Benefits – Enroll in Leave Plans – Vacation (51) 
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FOLLOWING PAGES, 
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PY105 AND PY205 – PAYROLL TRAINING MANUALS 
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Payroll – Additional Pay – 1 of 1 
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Payroll – Employee Tax Data – Federal Tax Data – 2 of 2 pages 
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Payroll – Employee Tax Data – State Tax Data – 1 of 2 pages 
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Payroll – Employee Tax Data – State Tax Data – 2 of 2 pages 
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Payroll – Payroll Data 1 
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PAYROLL SETUP DEFINITIONS 
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Payroll – Processing Info 
 
       
 
 
 

Employee White1 was assigned to Paygroup MN1 on Payroll Tab in Job Data. 
 
              Paygroup MN1 was assigned to a Pay Calendar. 
 
                   Pay Calendar was assigned to a PayRun ID. 
 
 
 
                          Payroll Processes and Reports are usually run by PayRun ID.
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Payroll – PayRun ID 
 
 
 
 
 
      

  PAYRUN ID 
 
 
 
 
    X  X   X      0      6       M        0     9        0     0 
     Agency #                   Fiscal         Monthly    Month # in      00  = Main 
                                                 Year           or          Fiscal  Year      01  = Supplemental 
                                                                   Biweekly                             02+ = Off Cycle 
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Payroll – Pay GroupTable 
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Payroll – Pay Group Table - Definition 
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Payroll – Pay Group Definition – Process Control 
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Payroll – Pay Group Definition – Calc Parameters 
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Payroll – Pay Run Table 
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Payroll – Pay Calendar Table 
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FOR MORE SPECIFIC INFORMATION 

 
PLEASE REFER  

 
TO 

 
 
 

MAIN AND SUPPLEMENTAL PAYROLL CHECKLIST 
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MAIN PAYROLL AND SUPPLEMENTAL PAYROLL 

PROCESSING STEPS 
          

Step 1 –  Run Part-time 
Longevity Process –  
Produces a report if any 
part-time employees are 
eligible for longevity. 
 

Step 2 – Run First 
Longevity Process – 
output is written to 
Weekly Elapsed Time in 
Time and Labor (LONGV 
is the TRC) 

 
Step 2A – Key any time into 
Weekly Elapsed Time in 
Time and Labor 

Step 2B – Run Query – 
GO_WEEKLY_ELAPSED_TIME  
to be sure that all your entries 
are there 
 

 
Step 3 – Run 
Time Administration Process
 

 
Step 3A – Check for 
Group Exceptions 

Step 3B – Check 
Payable Time Detail on 
a few employees 

Step 3C – Run Query   
GO_PAY_TIME_PAY_
PERIOD to be sure you 
have all the payable 
time Estimated – Ready 
for Payroll

Steps 4-5 - Run  
    Leave Reports 
 

 
Step 6 – Run Presheet 
Audit Report 

 
Step 7 – Create 
Paysheets 

Step 9 - 
Run Preliminary 
Calculation Process 

Step 9A –  
Check Payroll 
Error Messages 

Step 9B –  
Check PayCheck 
Data 

Step 10 –  
Run Second 
Longevity Process - 
Output is written to 
PayLine (SPC 
earnings code)

Steps 11 – 29 
Process the rest of 
Payroll 

 
Step 8 - Run 
Precalculation Audit 
Report  



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 93 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Payroll – Step 1 – Longevity Part Time Process – Run Control 
 

 

835  APR 06 
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Payroll – Step 1 – Longevity Part Time Process  - Process Monitor  
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Payroll – Step 1 – Longevity Part Time Process  - View/Log Trace  
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Payroll – Step 1 – Longevity Part Time Process  -  Report Viewer 
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Payroll – Step 1 – Longevity Part Time Process  - Part Time Employees Report  
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Payroll – Step 2 – Longevity Payout Process 
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Time and Labor – Step 2A - Self Service – Weekly Elapsed Time 
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Time and Labor – Step 3 - Time Administration – Run by Employee 
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Time and Labor – Step 3 - Time Administration – Run by Group 
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Time and Labor – Step 3 - Time Administration – Process – Process Scheduler Request 
 

 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 103 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Time and Labor – Step 3 - Time Administration – Process – Submit the process 
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Time and Labor – Step 3 - Time Administration – Process Monitor 
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Time and Labor – Step 3 - Time Administration – Process Requests – Check Output 
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Time and Labor – Step 3 - Time Administration – Process – Check Output 
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Time and Labor – Step 3 - Time Administration – Application Engine Results 
 

 

Nothing happened 
in this run because 
no employees were 
processed. 
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Time and Labor – Step 3A - Manage Group Exceptions 
 

 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 109 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Time and Labor – List of Exceptions_by Agency 
 

 

USER ID 
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Time and Labor – Step 3B.1 - Payable Status Report Run Control 
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Time and Labor – Step 3B.1 - Payable Status Report 
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Time and Labor – Step 3C - Check Time and Labor – Payable Time Query 
 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 113 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Payroll – Step 4 – Employee Leave Error Report 
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Payroll – Step 5 – Employee Leave Audit Report  
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Payroll – Step 6 – Presheet Audit Report (0191) 
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Payroll – Step 7 – Paysheet Creation Process  
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Payroll – Step 7 – Paysheet Creation Process – Message Log 
 

 

Paygroup ME1 has 66 
paysheets created for 
employees 

Paygroup MN1 has 
22 paysheets created 
for employees 
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Payroll – Step 8 – Preliminary Calculation Audit  – Report 
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Payroll – Step 9 – Preliminary Calculation Process – Process 
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Payroll – Step 9 – Preliminary Calculation Process – Message Log 
 

 

Paygroup ME1 had 66 
checks calculated 

Paygroup MN1 had 22 
checks calculated 
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Payroll – Step 9A – Check Payroll Error Messages 
 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 122 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Payroll – Step 9B – Check Paycheck Data 
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Payroll – Step 10 – Second Longevity Process  (for Next Year Longevity) 
 

835 APR 06 
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Payroll – Step 11 – Preliminary Payroll Calculation - Process 
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Payroll – Step 12 – Print the Payroll Register – Name (0233) 
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Payroll – Step 12 – Print the Payroll Register - Name (0233) – Last Page  
 

 

This number should match the Net Pay  
on the Claim Document – Step 13 
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Payroll – Step 12B – Funding Distribution Report (0108) 
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Payroll – Step 12B – Funding Distribution Report (0108) – Process Scheduler Request 
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Payroll – Step 12C – Funding Distribution Report (0108) – Report 
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Payroll – Step 12C – Funding Distribution Report (0108) – Last Page of Report  
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Payroll – Step 13 – Budget Checking Report  (0025) – Run Control 
                This step produces the Budget Check Report AND the Claim Document Report 
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Payroll – Step 13 – Budget Checking Report  (0025) – Process Scheduler Request 
                 Produces both the Budget Check Report AND the Claim Document Report 

 

Budget Check

Claim Document
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Payroll – Step 13 – Budget Checking Report  (0025) – Report – Page 1 
 

 

Gross Payroll should match 
to Total Cost on the Claim 
Document 
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Payroll – Step 13 – Claim Document (0018) – Report  
 

 

This number should 
match the Gross 
Payroll number on 
the Budget Checking 
Report – Step 13 

This number should match 
the Net Pay from the last 
line of  the Payroll 
Register – Step 12 
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Payroll – Step 14 – Final Calculation – Process 
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Payroll – Step 14 - Final Calculation – Process – Message Log 
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Payroll – Step 14A - One Pay Calendar Table – Pay Calendar Table 
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Payroll – Step 15 - Pay  Confirmation – Process  
 

 

Enter your PayRunID and select  On-
Cycle from the drop down arrow 
Click on yellow Run button 
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Payroll – Step 15 - Pay Confirmation Process –Process Scheduler Request 
 

 

Click in this box to 
select this process 
Click yellow OK button
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Payroll – Step 15 - Pay Confirmation Process – Message Log 
 
PeopleSoft Payroll -- Version 8.00 
Copyright (c) 1988-2000 PeopleSoft, Inc. 
All Rights Reserved 
  
DB Type:[ORACLE | DB2ODBC | INFORMIX |  
         DB2400 | DB2UNIX | SYBASE | 
         MICROSFT]:ORACLE   
  
Database:[HRIT    ]:HRIT     
   
Username:[PSADM                         ]:SDAWSON                        
  
Password:[********]:  
  
Run Control ID[        ]: Report                         
   
Process Instance:[0]:185634     
   
SQL Trace:[0]:         
  
  
DB Flag:[0]:0 
  
On-Cycle Confirmation started for Run: 00706M1000 
 at 11:17:32.31. 
Confirmation started for Company: 007        
                         Pay Group: ME1        
                         Pay End Date: 2006-04-30 
 at 11:17:32.37. 
     4  check(s) calculated. 
Start employee processing at 11:17:33.38. 
Commit processed at 11:17:37.69. 
Confirmation started for Company: 007        
                         Pay Group: MN1        
                         Pay End Date: 2006-04-30 
 at 11:17:37.71. 
     3  check(s) calculated. 
Start employee processing at 11:17:37.88. 
Commit processed at 11:17:38.84. 
Confirmation ended at 11:17:38.92. 

Paygroup ME1 had 4 
checks confirmed. 

Paygroup MN1 had 3 
checks confirmed 
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Payroll – Step 16 - Check Pay Calendar to Confirm boxes checked 
 

 

Should have a checkmark 
in these two boxes 
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Payroll – Step 17 - Check Paycheck Data for Advice & Check Number for this payroll. 
 
Compensate Employees > Manage Payroll Process > Inquire > Paycheck Data > Pay Period End Date 

 

Advice or check will be 
under the heading Form 
Identification and the 
actual assigned paycheck 
or advice number will be 
under the heading 
Paycheck Number 
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Payroll – Step 18 - Make sure all paysheets are gone 
 

 
You are expecting to see the message that ‘No matching values were found’ because Confirm deletes all the paysheets  
that it confirms. 
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Payroll – Step 19 – Run GL Interface Process 
 
All paygroups must be CONFIRMED before you can run this step!!!! 
 

 

Click on the yellow 
Run button 

Enter your PayRunID 
and click on the yellow 
Run button 
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Payroll – Step 19 – GL Interface Process – GL Intfc – Non Comm Acctg – Process Scheduler Request  
 

 

Click on this 
checkmark box to 
run this process
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Payroll – Step 19 – GL Interface Process – GL Intfc – Non Comm Acctg –  
 
                                              GL Allocations Errors Report 
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Payroll – Step 19 –GL Interface Process – GL Interface Trace File Print 
 
 
 
GL Interface Process 
   
 
Report Began: 03:25:02_PM 
  
     Run ID - 30806M1201 
     Date of Run - 05-JUL-2006 
     Job instance -     225178 
     Process Instance -     225179 
  
Report Ended: 03:25:37_PM 
 
Total Debits       30,692.02  
Total Credits      30,692.02- 
Total Acctg Lines  294.000000 
 
 

 
 
 
Check and print the Trace Log from View/Log Trace. 
Write your name and phone number on this report. 
This is the 3rd report that you need to fax to OSF. 
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Payroll – Step 19 – GL Interface Process – GL Interface Trace File Print – not good 
 
 
 
GL Interface Process 
  
  
Report Began: 11:03:06_AM 
Report Ended: 11:03:06_AM 
 
Total Debits            0.00  
Total Credits           0.00  
Total Acctg Lines  0.000000 
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Payroll – Step 20 – Check Pay Calendar for GL Interface Run Checkmark 
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Payroll – Step 20A – FAX Documents 
 
Must fax documents to OSF (FAX # 521-3383)  by 3:00 pm on the day you confirm 
 
 1.  Budget Checking Report  (OCP0025) – Step 13 
         2.  Claim Report  (OCP0018)                    -  Step 13 
         3.  GL Interface Trace Report                  -  Step 19 
   
 
Write on the fax cover page  – your PayRunID 
                                                    Name 
                                                    Date 
                                                    Phone number 
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Payroll – Step 21 - BOND Process  and Report – Fed Reserve Process 
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Payroll – Step 21 - Bond Process and Report – Process Monitor 
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Payroll – Step 21 - Bond Process and Report – Process Details 
 

 

PSUNX 
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Payroll – Step 21 - Bond Process and Report – View Log/Trace 
 

 

 
XXX_PSBOS_1.DAT are 
the Series “E” Bonds 

 
XXX_PSBOS_2.DAT are 
the Series “I” Bonds 

 
PAY016B_XXXXXX.PDF 
is your report 

PSUNX 
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Payroll – Step 21 - Bond Process and Report Text View of  XXX_PSBOS_2.DAT  

 

Social Security Number and Employee Name 
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Payroll – Step 21 - Bond Process and Report - Diskette 
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Payroll – Step 22 - Payroll to AP Process #1 
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Payroll – Step 23 - Payroll to AP Process #2 
 

 

Check payment date 
(not PayRunId date) 
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Payroll – Step 24 – Deduction Register Report (0205) 
 

 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 160 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Payroll – Step 24A - Print Check and Advice Statements 
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FOR MORE SPECIFIC INFORMATION 
 

PLEASE REFER  
 

TO 
 
 
 

OFF-CYCLE PAYROLL PROCESSING CHECKLIST 
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Time and Labor – Step 4 – Time and Labor Load Process – Run Control 
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Payroll – Step 4A - Update Tax Method Process to Aggregate Taxation – Off Cycle Calendar 
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Leave Accrual Processing Section 
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Leave – Step 26 - Leave Accrual Checklist 
 

Check to be sure that all payrolls (main, supplemental and off-cycles) for the month (54806M0300, 
54806M0301, 54806M0302)  have been confirmed before running the leave accrual process. 
 

1. Run the Sick Accrual Process 
           Compensate Employees > Administer Base Benefits > Process > Leave Accrual Process 
 
            Company = Agency # 
            Plan Type = Sick  
            Benefit Plan = Agency + SK (548SK) for sick 
            Accrual Process Date = next to the last day of the month  (092905) 
 
2. Run the Annual Leave Accrual Process 
           Compensate Employees > Administer Base Benefits > Process > Leave Accrual Process 
 
            Company = Agency # 
            Plan Type = Vacation 
            Benefit Plan = Agency + L1 (548L1) for level 1 
            Accrual Process Date = next to the last day of the month  (092905) 
 
            Company = Agency # 
            Plan Type = Vacation 
            Benefit Plan = Agency + L1 (548L2) for level 2 
            Accrual Process Date = next to the last day of the month  (092905) 
 
            Repeat this step for all the other levels that you have in your agency. 
 
3. Print the Leave Statements 

                  Home > Reports Menu > OCP Reports > BB > Emp Leave Accrual Rpt (0053) 
 
                  Month Ending  = last day of the month (093005) 
                  Sort Order = choose your preference for distribution – name or employee ID 
                  Company = Agency number 
       
       4.  Statements are in the .PDF file.  Open, print, validate and distribute them.
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Leave – Step 26 - Leave Accrual Process – Run Control 
 

 

Next to LAST DAY of 
Month 
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Leave – Step 26 - Leave Accrual Process – Benefit Plans - Vacation 
 

 



Oklahoma PeopleSoft  HRMS 8.3 ‘Coloring Book’ 
 

10/25/2006                                                      Page 168 
MAXIMUS, Inc.™ – Proprietary & Confidential – Unauthorized reproduction prohibited 

Leave – Step 27 - Leave Accrual Statements 
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Benefits  - Check Leave Accrual Balance 
 

 


